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2. Acknowledge statement.

1. Click on “Add Application”.



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.

3. In the “Select 
Permit Category,” 
section select the 
option “Permits 
requiring plans 
review in the 

ePlans process”. 
Click on the icon at 

the end of the 
option for more 

information on the 
option.

4. Read and 
sign the 

“Affidavit”.

5. Click to 
continue.



1. Select the 
type of permit 

you will be 
processing.

2. Click 
“Next”.



1. Enter the data for 
each field.  If no data, 
enter zero (0) in that 

field. 

2. Enter a description 
of the work that will 

be performed.

3. Click the “Next” 
button.



1. Add the address(es).

2. Complete the data for each 
field.  If no data enter zero (0).

3. If not present, enter the work description.
4. Click “Save”.



1. Click the “Submit” 
button.



Contractors are added to ePlans permit 
applications when the permit is ready to 
be issued.  
At that time, you will be sent an ePlans 
Contractor Application to provide the 
contractor’s information.
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