
Once you are logged in, any record you are associated with is found under the “My Records” tab. You 

would select the hyperlinked record number to enter the permit record.

Once in the permit record, you will have options under the “Record Info” tab/pull down.



The “processing status” selection will show where in the process the application is.  If you select the 

arrows/+’s next to the items, you can view what departments and users are reviewing and their 

comments.



The “related records” selection will show if there are any other permits associated with this project. If 

you select the “view” hyperlink, it will bring you to that permit record.



The “attachments” selection will show any documents that have been uploaded to this project.  This is 

where your uploaded attachments would be and this is also where you would find the issued permit and

final certificate. You would select the hyperlinked document name to view.  Note that any documents 

shown that are not hyperlinked would be part of a related record and you would have to go to that 

specific record to view.



The “inspections” selection will show any completed inspections with their associated 

comments/details.  This is also where you can schedule your upcoming inspections. You start by 

selecting the hyperlink and then follow the prompts that will guide you through the process.




