
How To: Submit an Application via the Portal 
1. Click on the icon for the Type of Application you’re wanting to apply for: 

 

2. Once inside of the application, you’ll need to fill out all required information, and add the Property and 

Contractor info.  

 

3. When using the Property Information Search:  
 

 

 

 

 

 

 

 

Make sure you’re limiting the information you type in. For example, if the house’s address is 123 Main Street, try 

typing it in as “123 Main” instead, to ensure you’ll find the correct house number and property info. 

 

  



4. When using the Contractor Search: 

 

 

 

 

 

 

 

 

 

 

 

Search by the Business or Contractor name and select all of the Contractors Associated with that Permit. 

 

5. Fill out all of the Required Fields on the form (all Required Fields will be indicated with a *) 

 

 

6. Upload all Documents that are associated with the Permit. 

To upload select Choose Files under Upload Files: 

 

 

 

 

 

 

 

 

 

 

 

 

Then select the appropriate files from your computer in the pop-up window. 



7. Press Submit! 
 

 

8. Your Permit information will display after submitting. You should note the Permit Number and can also 

print a copy for your files: 

 


