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REGISTER FOR AN ACCOUNT / 

LOGGING IN
How to sign up for an account, log in, or reset your password.
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If you already have an 

account, sign in using the 

same User Name and 

password with which you 

signed up. The email 

address you use for your 

account must match the 

email you provided on your 

permit application

If this is your first time 

accessing the Online 

Services Center, click on 

the òNew Usersó link to 

create an account.

If you cannot remember 

your User Name or 

password, select òIõve 

forgotten my password,ó 

enter your email and 

answer your security 

question.



LOOKING UP PERMITS
How to find all permits associated with your account. 

If you do not see the permit you are looking for listed, you may have created 

multiple online permit accounts. If multiple accounts were created, log out and 

log in with the other accountõs User ID and password.

If you are still unable to see the desired records, please refer to the 

Troubleshootinginstructions. 
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To search without logging 

in, click òBuilding Permitsó 

then enter the Permit 

Number using the format 

B2016-09717. 

You can also search by street address or Parcel 

No. It is best to search with the minimum 

information (just the permit number or just the 

street address), because the system will not 

retrieve the permit unless all the information 

provided matches what is in the system.

Be sure to expand the date 

range if the permit was issued 

more than two years ago.



If you have logged in, click 

on the building permit 

number of the permit you 

would like to view.



CHECK PERMIT STATUS
How to see the progress of your submitted permit.
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To view the status 

of your Building 

Permit first you 

must look up your 

permit.

After selecting your 

permit, please 

click òRecord Infoó 

then òProcessing 

Statusó.



A check-mark 

indicates that this 

step in the process is 

completed.

An hour-glass 

icon indicates 

that this step is 

still in process.



This is an 

estimated due 

date. During busy 

periods there may 

be delays.

To see additional 

information, please 

click the arrow.
































