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1. Dashboard: View the status of all special event permits, administrative approval plans, inspections and fees. 

2. Apply: Apply for a special event permit, administrative approval plan, or generator inspection. 

3. My Work: View a list of your permits and their status. 

4. Map: select an address or parcel to see projects underway or completed 

5. Report: Run a public report 

6. Pay Invoices: Search for invoices by number. 

7. Search: Public-facing search tool that allows the viewer to search for project records by address, permit number, or keyword. 

8. Calendar: View due dates for project milestones such as invoices, inspections, planned public hearings, etc.  
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1. Click “Apply.” 
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5. Save your draft or click “Next.” 

 

 

 

Scott S. Dale 
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File Requirements: 
Before plans are submitted for review, files must follow the below guidelines: 
• Files attached within PDFs must be removed 
• Reduce file size as much as possible without reducing clarity below 300 DPI 
• Remove any file security 
• Documents uploaded cannot have the same file name; if you see the message "File already exists:" please 

rename one of the files and attempt to upload the file again. 

1. Upload documents associated with your event. Required documents must be added first. 
2. Use the drop down menu to select additional documents. 

Required documents vary depending on the scope of your event.  
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2. Fees: See the fees that are due. 

3. Workflow: See where your application is in the process. 

4. Available 
 

Note: You will get an email notification when your status changes. 

 

Click on the tabs to view 
details specific to that item. 
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2.  Respond: If you want to respond directly to the staff re-
viewer, click “Respond” and enter your text in the field 
provided. 

3. Click “Next  

 

 

 

 

5. Select a new file to 
upload. 

6. Click “Submit” 
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select the inspection 
type(s) to schedule by click-
ing on the box under the 
“Action” column. 

2. Click “Request Inspec-
tion.” 

3. Enter the preferred inspec-
tion date and time and any 
other information. 

4. Click “Submit.” 

 

You will receive a pop up  
confirmation that the  
inspection has been  

scheduled. 
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1. Select the permit you want to revise. 

2. Click on the “Attachment” tab. 

3. Click on the “+” sign to add an attachment. 

4. Click “Next” 

5. City staff will be alerted to a new document.  

6. Pay the review fee (hourly review fees will apply) 
and staff will conduct an admirative review. 

 

Note: A new permit will not be issued; the existing permit 
will be revised. 
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1. After choosing the selected permit, click on the “Fees’ tab. 

2. See the fees that are due and add them to your cart. 

3. Go to your cart. 

4. Pay the fees. 

 

 


