
 

Apply for a permit 

 
 

The Permit Portal categorizes Permits and Plans separately, but the application process is the same for 
both. 

Permits include: 
• Building permits 
• Plumbing and mechanical permits 
• Engineering permits (Right-of-Way, site civil construction, side sewer, etc.) 
• Utility permits 

Plans include: 
• All land use approvals 
• Site Development Plan approvals 
• Preliminary and Final Plats and Short Plats 
• Pre-Applications 

On the Portal home screen, click Apply and log in. 



The Application Assistant allows you to view all available application types, search for types 
using keywords (such as roof, fence, sign, addition, etc.), view your application history, and sort 
by category. 

Click the search bar at the top to search by keyword.  Click Permits or Plans to sort the list. 

 
Scroll down the list until you find the permit type you need and click Apply. 

 
Permit types are listed alphabetically.



Step 1:  Project Address(es) 

Click Add Location. 

 
Enter the address (complete or partial) in the search bar and click the search icon to see a list of 
responsive addresses in city limits.  Find the project site address and click Add. 

 

 
 
 
 
 
 
 
 
 
 
 

 

If the project includes multiple addresses, click Add Location again and continue.  If not, click Next. 

 

You can also search by parcel number.  
Click Parcel at the top of the page to 
enter the parcel ID number. 
 



Step 2:  Project Type  

Enter details about your proposal and click Next. 

 
 
 
Step 3:  Contacts 
 
Assign contacts to the application.  You will show up as the Applicant.  Click Add Contact to add 
the property owner contractor, architect, engineer, tenant, etc. to the application. 

 
  



Step 3: Contacts 
 

Select the contact’s role in the drop-down list next to Add Contact As. 
 
Search for the contact by name or keyword in the Search bar.   
 
Add the contact to your favorites list so you can bring them up more easily on future 
applications with the star icon. 
 
To add the contact to your application, click Add. 
 

 
 

Continue adding contacts to your application and then click Next. 

 
 



Step 4:  More Info  

The More Info page asks for specific information about the proposal.   
 
Enter as much information as you can and click Next. 

 



Step 5:  Attachments 

A simple submittal checklist is provided on the Attachments page.  Blue text indicates a 
hyperlink.  Click the submittal checklist link for the comprehensive list of required plans and 
documents.   
 

Click Add Attachment to upload files from your computer. 

 
Continue uploading all required materials and click Next.  

 



Step 6:  Signature 

Sign the application digitally by drawing your signature in the box, or Enable Type Signature to 
type it in.  Be sure to enter your name in the electronic consent field.  When finished click Next. 

 
 
Step 7:  Review and Submit 
 
Review the application (scroll down to see all categories) and click Submit.  

Review and Submit page continues 



Step 7:  Review and Submit 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
The permit summary page is where you will access fees, monitor the permit progress, view City 
comments, and download the permit when it is issued.  Click the tabs in the middle of the 
screen to see more information. 

Click Submit after you have reviewed 
the information.   
Click Back to make revisions 



Success!  Next Steps 

City staff will receive the application and assess fees.  An invoice will be generated and posted 
to your account for payment.  Plan review does not begin until the invoice is paid. 
 
At any point during the application process you may click Save Draft and leave the page.  To 
access draft applications, click My Work from the SSPP home screen as shown below. 
 
 
Next time you log in to SSPP, click My Work at the top of the screen to access the permit. 

 
 
My Work contains a list of your active Invoices, Permits, Plans, and Inspections, shown in tabs.   
 
Click My Invoices to go directly to invoices.   
 
Click on a Permit/Plan number to see more information about the application, including permit 
details, contacts, attachments, inspections, review progress, fees, and available actions.  

 


