
How to Complete Permit Application Requiring 

Plan Review on MyBuildingPermit.com  
 
Applies to: MyBuildingPermit.com Public Site 

 This feature will allow the customers to apply for permit requiring plan review. 

Preparation 

Before starting this procedure, you will need the following: 

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

2. You should have completed and the pre-application process. 

Instructions 

After completing the pre-application process, please proceed with the following steps to complete the plan review 

process.                                                                        

 

 

 

 

 

1. The ‘Permit Customer Login’ 

will open. You need to have 

an existing 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 is 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 required and 

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 ‘Description of Work’ 

window will open.  Complete 

the ‘Project Name’ and the 

‘Description of Work’. These 

are required fields. 

Click ‘Save & Continue’. 

 

Click ‘Save & Continue’. 

7.  The ‘Property Owner 

Information’ window will open. 

Some fields may be pre-filled. 

Continue filling out the necessary 

information. 

Click ‘Save & Continue’. 

8.  The ‘Project Contact’ window 

will open. You may also check 

the box next to ‘Same as 

Applicant’ if the project contact 

and the applicant are the same 

and the required fields will auto 

populate. Otherwise, fill out the 

required and necessary 

information.  

Click ‘Save & Continue’. 
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10.  If a file upload is required, 

the ‘File Uploads’ will open. 

Each file must be in pdf 

format and less than 250mb 

in size. 

To upload a file, click 

‘Upload’. 

9.  The Supplemental Questions 

for Permit Type you’ve 

selected will appear. There 

might be multiple forms 

required depending on the 

type of permit and items 

you’re applying permit for. 

Make sure to answer all 

required fields (*). 

Click ‘Save & Continue’. 

11.   Select the appropriate file.  

Click ‘Open’. 
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To view the plan review process flow chart, please click here. This will show 
you the steps for completing the whole plan review process. 
 

14.  If your permit application is 

successfully submitted, the 

‘Application Confirmation’ 

message will appear. This 

confirmation contains your 

application ID number you 

can reference when making a 

follow-up or inquiry. It also 

contains information on the 

next process. 

You may view your 

application at 

www.mybuildingpermit.com  

 

12.  If successfully uploaded, the 

file you selected should 

appear on ‘file uploads’. 

When done uploading all 

the necessary files, click 

‘Save & Continue’. 

13.  The Application Review 

window will open. You can 

go back and review your 

application by clicking any of 

the ‘General Application’  

links on your left before 

submitting your application. 

Once done reviewing the 

information, click ‘Submit 

Application’. 

http://www.mybuildingpermit.com/Help/SOPs_Customers/Plan_Review_Process_Flow_FINAL.pdf
http://www.mybuildingpermit.com/

