
How to Complete over –the-counter (OTC) 
Permit on MyBuildingPermit.com  (No Plan 

Review Required) 
 

 

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 an existing account with MyBuildingPermit.com. 
2. You should have completed the pre-application process. 

Instructions 

 After completing the pre-application process, please proceed with the following steps to complete the over-the-counter 
process.                  

 

 

 

 

 

 

 

1. The ‘Permit Customer Login’ 
will open. You need to have 
an account to move forward 
with the application. 
 
Identify if you’re a licensed 
contractor by clicking on the 
appropriate radio button.  
 
Enter your Login name and 
your password. 
 
Click ‘Login’. 

2. Click the appropriate radio 
button on who’s doing the 
work. 
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3. The Property Owner 
Certification Statement 
appears. You need to agree to 
the statement to move forward 
with the application. 

Click ‘Agree’. 

5.  A summary of the Job Site 
Address will open. Continue 
filling out the necessary 
information. 

Click ‘Save & Continue’. 

4.   A summary of the Applicant 
Information will open. Fill out 
the necessary/required (*) 
information. 

Click ‘Save & Continue’. 
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6.  The Property Owner 
Information window will open. 
Continue filling out the 
necessary information. 

Click ‘Save & Continue’. 

7.   The Application Review 
window will open. You can go 
back and review your application 
by clicking any of the links on 
your left.  

Once done reviewing the 
information, click ‘Add to Basket’. 

8.    Your ‘Basket’ will open 
containing a summary of all the 
items you wanted to apply 
permit for and the total fee. 
There are several options you can 
do at this point: 

Continue Shopping- to begin new 
application 
Check Out- to proceed and make 
payment 
Remove- to delete the record 
and basket will be empty. 
 
To proceed to checkout, click 
‘Checkout’ or ‘Next’.  



 
 

Page 4 of 7 
 

 

 

10. The Billing Address will open. 
Confirm the billing address 
information. Complete all the 
required fields (*). 

Click ‘Submit’. 

9. Review and select the 
appropriate billing address from 
the selection by clicking on the 
radio button next to it. 

Click ‘Next’. 



 
 

Page 5 of 7 
 

 

 

 

 

11. Review the ‘Billing Address’ 
information. 

12. Confirm the Permit Type and 
the items you want to apply 
permit for. 

Click ‘Next’ to move forward with 
the payment. 

13. The ‘Credit Card Information’ 
will open. Enter your 
payment information. 
Complete all the required 
fields (*). Only Visa and 
Mastercard are accepted. 

Note:  Click ‘Submit Payment’ 
only ONCE’ to avoid multiple 
card charges.   
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14.  Your permit application has 
been successful. The ‘Order 
Confirmation’ message will 
appear.  

This confirmation contains a 
tracking number you can 
reference when making a 
follow-up or an inquiry.  

15.   After successfully 
submitting the permit 
application, an email 
confirmation receipt will be 
sent to you.  
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16. Within the same day of 
application, you should be 
receiving another email 
from MyBuildingPermit.com 
containing your permit 
number. 


