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Sample permit entry 

 

Type the property number, scroll on picklist for street, click and DO 
NOT EDIT OR CHANGE INFORMATION THAT GENERATES.  

Scroll to the bottom of the page and hit next.   

 
 

Page 2 click Contractor then click on the highlighted field start to type 
your company name and, in the picklist, locate your company and let it 
populate.  Go to the bottom of the screen and hit next  
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Page 3 select in picklist category of work and hit next  

 
 

Fill in the highlighted areas on page 3  
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Page 4 click “Add Permit”  

 
 

 

Page 4 add highlighted areas and use drop down to add contractor 
name ONLY pick name MAKE SURE I AM CONTRACTOR BOX IS CHECKED 
and hit next  

 
 

Page 5 upload all documents example COI, NOC, Permit application, 
survey drawings, etc.….. Hit Next and page 6 submit. 


