
How to Begin Permit Application Process  

(Pre-Application) on MyBuildingPermit.com 
 
Applies to: MyBuildingPermit.com Public Site 

 This feature will allow the customers to apply for over-the-counter permits. 

Preparation 

Before starting this procedure, you will need the following: 

1. This feature requires you to have a valid user name and password. 

Instructions 

 

 

1. Go to MyBuildingPermit.com 

website. 

 

Click ‘Apply for Permit’ 

 

2.    You can select from two 

options to search for the 

address: Simple Search and 

Advanced Search. 

 

To use the Simple Search, 

click the radio button next to 

it. Select from the dropdown 

list the city you wish to 

search next to the 

‘Jurisdiction to issue permit’ 

field. 

http://www.mybuildingpermit.com/default.aspx
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5. The Permit, Occupancy and 

Activity Type window will 

open and the Pre-Application 

process on your left moves 

down to ‘Permit Type’.  

 

Find the permit type you 

want to apply and click the 

radio button next to it. 

3.  Enter the address or parcel 

number on the box next to it. 

 

Click the ‘Start Search’ button. 

 

 

 

 
4.  A list of addresses with the 

address no. or parcel no. you 

have entered will appear. 

(You may use the ‘Advanced 

Search’ for a more complete 

list). 

 

Find the right address and 

click ‘Select’ next to it. 

 

 

 

6. As you click on the 

appropriate permit type, the 

options for ‘Occupancy Type’ 

appear.  

 

Find the appropriate 

Occupancy Type and click the 

radio button next to it. 
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7. As you click on the 

appropriate activity type, the 

‘Continue’ button appears.  

 

Click ‘Continue’. 

8. The ‘Select Work Types’ 

window will open and the 

Pre-Application process on 

your left moves down to 

‘Work Type’, if any.  

 

Select the desired items 

under the Service and 

Feeders section. (For the 

bigger boxes, enter the 

desired quantity). 

 

 

 

 

 

 

 

 

 

 

 

 
10.   Select the desired items 

under the ‘Alternate Power 

Source’ section, if any. 

 

Complete Additional Project 

Information. The Fair Market 

Value of Work’ is a required 

field. 

 

Click ‘Continue’. 

 

9. Select the desired items 

under the Type of Equipment 

section, if any. 
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For instructions on how to complete over-the-counter permit application, please click here. 
 
For instructions on how to complete permit application requiring plan review, please click here. 
 

 

 

 

 

 

 

11.  The Pre-Application Review 

Window will open.  

 

This shows the summary for 

the Address and Permit and 

Work types.  

 

 

 

12.   Under the Permit 

Application Type section, it 

tells you that your permit 

application does not 

require plan review.  

 

To proceed with the 

application, click ‘Continue 

to General Application’ 

button. 

 

http://www.mybuildingpermit.com/Help/SOPs_Customers/Complete_Permit_OTC_FINAL.pdf
http://www.mybuildingpermit.com/Help/SOPs_Customers/Complete_Permit_Plan%20Review_FINAL.pdf

