
 

How to Perform New

Submittals (Public) 

 

 

 

New User Registration 
To submit an application using the Online Permitting Portal, ​you must​ create a user account. 

Click on the  button on the Login page, enter ALL required information, click 

on the button followed by the button on ​License Agreement​. 
 

Log In 
Authorized users with a registered email and password can login to the Online Permitting Portal 
from the Login Page by entering your ​Email​ and ​Password​ and clicking on the ​Login​ button. 

 

 
 

If you forget your ​Password​, select ​Forgot Password?​ for guidance.  
 

Begin Application 
After successfully logging in and agreeing to the User Agreement, click on the ​Building Permit 
Application ​on the ​Create New ​column of the ​Homepage ​to apply for a new permit.  
 

 



 

 
 
After completing the ​Scope of Work,​ followed by the ​Application​ page; the ​Submittals​ page 
will facilitate applicants to submit electronic documents for staff review.  
 

 
 
If documents are not listed explicitly as required documents, that does not necessarily imply that 
no documents are needed.  ​Applicants are responsible​ for submitting all necessary documents 
with the application as omitted documents are a common cause for returned applications or 
delays in processing permits. If you realize you are not yet ready with the electronic documents, 
you can log out and return to upload files before the application can be classified as abandoned. 
If the partially completed application is abandoned by the system, you will need to start a new 
application. 



 

How to submit documents 
After preparing the set of electronic documents, go to the blue Submittals frame on the 
Submittals​ page. 
 

1. Click the Add File button in the blue submittal frame  
 

 
 
If needed to add multiple documents, multiple files can be selected and added by 
dragging-and-dropping the selected files into the blue Submittal frame or clicking the 
blue open button after selecting the required files: 
 

 



 

 
2. After adding your files, select and identify the document type from the list for each file.  

  

 
 

3. Make sure all necessary documents have been uploaded and labeled correctly  before 

Selecting as the final step to upload the files. Until the Complete 
& Submit button is clicked, your application and documents will not be submitted to the 
staff. If you realize you have not included all documents after Uploading files, you will 
need to contact staff. 

 

 



 

 
Note: If there are ​Required Files​, the Complete & Submit button​ will not turn dark red 
until all ​Required Files ​are added.  
 

4. You should be automatically redirected to a page informing that your application was 
successfully submitted. Staff will be notified to review your application for its 
completeness and that all necessary documents have been included.  
 

 


