
HOW TO APPLY FOR A BUILDING PERMIT THROUGH PORTAL
First, you need to Register for Portal (set up an account) and Activate your account. Once that is complete, then all you ever need to do going forward is Sign In

Log In to your Portal Account

Under the Building Department section, select “Apply for a Building Permit” 

Using the drop-down list, choose your application type and nature of work (work class) Then describe your scope of 
work in the box provided. Select your Construction Type. If you know the Square Footage of your area of work and the 
Value of Work, input that information. Click “Next Step”

NOTE: if you get interrupted or need to gather more documents while in the process of submitting your application, you 
can use the “SAVE THIS APPLICATION FOR LATER” button found on each tab of the application process. Check out the 
FAQ to learn more about saving applications.



Select Permit Types: Pre-determined Permit Types will already be checked off for your convenience. You may add to the 
selection by checking more types (i.e.: SFR had building, plumbing, and electrical already checked off for you. If your 
construction is adding mechanical or fuel/gas and roofing, simply check off the box next to each selection)

Click “Next Step”

Location of Work Being Done: If the location of your work is the same as your home address that you registered your 
portal account with, you can check the box “Use my location” and your address will populate in “The location you have 
selected:” box.

OR



Or, if the work location is somewhere other than your registered home address, you can “Search for Address:” 
by typing in the auto-suggest box. Once the address populates, you can select it and it will populate in “The 
location you have selected:” box.

If you do not know the street address, use the “Can’t find address?” link and complete the pop-up box using the 
Parcel Number.

Once the location of the project is added, select “Next Step”

Contacts: The Property Owner(s) will auto-populate, and you will automatically be assigned as the “Applicant”. Please 
add any Agents or Contractors by using “Add Business or Contact from Address Book” link. Our Address Book will 
appear, and you can select the Contact Type (i.e.: Primary Contractor, Electrical Contractor, Agent, etc.) and input the 
Name of Contact in the auto-suggest box. Then click “Add this Contact”. Repeat this process for each contact.



Click “Next Step”

Upload Documents: please refer to our FAQ, “How do I upload documents?”, for detailed information. Simply, read and 
follow the “Guidelines for Electronically Submitting Documents” and attach each document per line item by using the 
“Browse…” button. If you have a document that is not listed and want to include it (i.e.: sub-contractor sign on), use the 
“Upload Additional Documents” section and provide a description of the document in the box provided. If you have 
more than one additional document, please upload them individually. This section allows for multiple submissions, just 
use the “Browse…” button for each entry.

Click “Next Step”



The next screen displays your information for your review. You must input your name in the “Agreement Signature” 
section and type the characters in the Captcha then “Submit Application”

Once you submit the application, the next page that appears is the Permit Number Confirmation Page which includes 
the Pay Fees section. You may pay the fee online through our third-party payment gateway using either a Credit Card or 
Check, convenience fees do apply ($0.75 per transaction when using a check or 3.5% of the total fee when using a credit 
card).

Simply click the “Pay Fees Online” button and you will be brought to our Payment Gateway. Please refer to our FAQ, 
“How do I pay fees?” for more details.

NOTE: PLEASE DO NOT “X” OUT OF THE PAYMENT GATEWAY ONCE SUBMITTED, YOU WILL AUTOMATICALLY BE 
BROUGHT BACK TO PORTAL FOR RECEIPT CONFIRMATION OF THE TRANSACTION (otherwise, your payment will get 
“hung up” and processing will be delayed)


