
Understanding your permit detail screen: 

 
 

Anything showing in red requires your 

attention to move your application forward. 



If you click on the header with the red mark it will show you what you’re missing. Be sure to click the arrow to expand the review box: 

 
 

 
 



Once these are taken care of the red will go away.  Any step that is complete on the first Summary tab will turn green. 
 

If you have a permit that requires an LDA before it can be issued, you will see the related permits under the Sub-Records tab: 
 

  
 
 
 



To request inspections, those have to be dropped into the permit by office staff.  If your inspection isn’t showing on the list, please 
contact the appropriate office and we can either pull the inspection or add it in the system so you can request it online.  You can click 

the shortcut on the Summary tab, or you can request inspections from the list on the Inspections tab, either will work.  You can request 
more than one inspection on the Inspections tab, however. 

 

 
 



To request multiple inspections, check the box next to the ones that you want and click Request Inspection at the bottom of the screen: 
 

 
 



When you go to this next screen you need to be sure that you enter the requested date and hit Submit on each: 
 

 



When you click Submit, you’ll notice that one has a green check and the other is unchanged, this means only one has been requested: 
 

 



Just be sure all inspections have that green check before you get out of this screen: 
 

 



 
If you click on the Calendar link on your customer portal, it will show you all of the inspections that you have scheduled for the day.  

They will not show on this calendar until we have them scheduled in the office.  For best accuracy, wait until after 8:30 am on the day of 
the inspection to check this.  If you click on the inspection it will tell you the permit number, inspection type, and who has the inspection: 

 

 
 

If you have multiple inspections and you’re not sure which job this is, you can click the blue permit number and it will open up the permit 
so that you can see which job this is. 


