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1. Click on “Add Application”.

2. Acknowledge statement.



1. Complete “Project 
Information” section.  

Project Name and Your 
Role are mandatory fields.

2. Complete “Property 
Owner Information” 
section.  Note: this 

information is for the 
legal owner of the 
property, NOT the 

lessee/tenant.

If the property owner is 
a business, complete 

this section of the form 
naming a contact 

person (an individuals 
first and last name) for 

the property owner.

5. Click to 
continue.

3. In the “Select 
Permit Category,” 

section select “Non-
Residential: Interior 
work”. Click on the 

icon at the end of the 
option for more 

information on that 
option.

4. Read and sign 
the “Affidavit”.



1. Answer Yes 
or No for each 

question.

2. Answer Yes or No for each question.

3. Click to enter property 
address where work will be 

performed.



1. Enter the address where the work is being performed.



2. Enter the “Total 
Estimated Cost” of the 

entire project.

3. Enter the “Cost for 
Exterior Work”. Enter zero 

(0) if none.

4. Enter the interior 
alteration square 

footage.  Enter zero 
(0) if none.

5.  If “Yes” to “Interior 
Demo” you will need to 
select the Interior Demo 

Category.  Note: 
Category III requires a 

licensed contractor.

6. Answer Yes or No 
to these two items.

7. From the 
dropdown menus 

select the “Existing 
Use” and the 

“Proposed Use” of 
the property.

8. Enter the existing and 
proposed dwelling unit count.  

If none enter zero (0).

9. Enter a detailed 
description of the work you 

are going to perform.10.  Click “Save”

1. The address and owner information will populate here.



1. Click “Next”.



1. Click here to upload 
any documents.



1.You can click to browse for your file or drag your file to this location.
Note: Documents must be in a PDF format.

3.  Click “Close” when file is uploaded. 

2. The uploaded file will be listed here



1. Click “Next”.



2. From the dropdown menu 
select the type of contractor.

3. If the “Prime Contractor” is the owner, select the 
“Prime Contractor” and then click the box next to 

“Owner As Prime Contractor”.

1. Click here 
to add your 

contractor(s).



1. Enter the license number and contractor/company name.

2. Click “Add”.

3. If the contractor is the person applying for the permit under 
their login the name will show on the “Contractor List”.  Click 

“Close” to proceed with processing the application.

4. If the person applying for the permit is not the contractor the 
contractor’s name will show on the “Pending Contractor List” 

and the contractor will need to approve their name to be on the 
permit.  In this case you will need to wait to receive an email 

approval before you can complete processing the permit 
application.  At this time you can click “Close” and then logout 

of the application.

Note:  You can add multiple 
contractors to a permit.  Enter the 

information for the contractor then 
click “Add”.  When all contractors 

have been added click “Close”.



2. Click “Submit” to submit your 
application for review.



NOTE:  Correspondences on the permit will be made via email so check the email account used to create this application.

1. Review your permit description.

2. Click “Submit” to submit the 
application for review.  Click “Cancel” if 

you need to make changes to the 
application.

TEST CASE.



THANKS!

@BmoreDhcd


