
 

Manage inspections 
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There are several ways to request an inspection in the Permit Portal.  Inspections are a direct 
link in My Work, and they can also be viewed and requested on the Permit Summary screen.  
These instructions will go over the simplest methods, beginning with Permit Summary.  
Accessing and downloading inspection results is also covered, as well as how to cancel an 
inspection once it has been requested. 

Log in to the SSPP and click My Work. 

My Work contains invoices, Permits, Plans, and Inspections.  Click My Permits and find the 
appropriate permit needing an inspection.   

Request 

1.  Permit Summary 

Click the permit number to open the Permit Summary page. 

 
 



 

The Permit Summary screen contains information about the permit and its progress so far.  
Available Actions is updated with information needing your attention.  In the example below, 
the permit has been issued and Available Actions shows the required inspections. 

Inspections can be requested here by clicking Request. 

 
Assign a date, indicate whether you would prefer morning or afternoon, and enter an optional 
comment.  Click Submit. 

 



 

The inspection was successfully requested. 

 
2.  Inspection Details 

From the Permit Summary screen, click Inspections. 

 
Check the box to select the first inspection and then click Request Inspection.  Proceed with the 
inspection request form (date/time/comment) as shown in option 1 above. 

 



 

3.  My Work 

In a hurry?  Inspections can also be requested directly from My Work (bypassing the Permit 
Summary screen) by clicking on the Request Inspections tab.   

The tab will be populated with all available inspections.   
 
Check the box next to the inspection you are requesting and click Request Inspection.  Proceed 
with the inspection request form (date/time/comment) as shown in option 1 above. 

 
After you have submitted your inspection request, staff will schedule the inspection.  Once this 
happens you will see it in the Portal under Today’s Inspections. 

 
 
 
 
 



 

The Permit Summary screen will be updated. 

 
Inspections will also appear on the Calendar.  Click the Inspection number to view inspection 
details, or the permit number to open the Permit Summary. 

 



 

Access Results 

After the inspection is conducted the Permit Summary Screen will be updated with the 
inspection results.   

Click Inspections to see inspection details.  

 

Click the inspection number.  

 

 
 
 
 
 
 
 



 

Click Checklist to see inspection comments.  Click Attachments to access and download the 
inspection report. 

 
Basic inspection comments are shown in Checklist. 

 

 

 

 



 

Download Results 

The inspection report will be sent to you via email, but it can also be found in Attachments.  
Click the document title to open the inspection report as a pdf.   

The inspection report opens in a new browser tab so it can be saved to your computer. 

 

 

You can also provide special inspection reports, 
engineer letters, or other documentation as 
requested by the inspector here.  Click Add 
Attachment, upload your document, and Submit. 



 

Cancel 

Need to cancel an inspection?  This can be done on the SSPP before it is scheduled by staff. 

On the Permit Summary page, click Inspections, then click Cancel Inspection. 

 

You will be asked to confirm the cancellation.  Click Yes. 

 

The inspection has been cancelled.  Click OK to go back. 

 


