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Is there a Contractor Online Portal Guidance? 
 
Yes. The screenshot below provides a detailed visual guide to our Online Portal page, clearly 
illustrating the location of each functionality. This will assist Contractors in understanding the layout 
and available features for applicants, ensuring a smoother navigation and user experience. 
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Is there an Owner/Builder Online Portal Guidance? 
 
Yes. The screenshot below provides a detailed visual guide to our Online Portal page, clearly 
illustrating the location of each functionality. This will assist Owner/Builders in understanding the 
layout and available features for applicants, ensuring a smoother navigation and user experience. 
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How do I apply for a permit? 

To apply for a regular permit that requires Review by the Building Division click on the New Permit 

Request link in the first tile on the Welcome page as shown below. 
 

 

 
 
 

Various search options can be used to find the property on which the permit is needed as 

shown below. Select Owner/Company Name, Address or PCN, enter the appropriate search 

criteria and click Search. 
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Click the checkbox for the desired property in the search results and click Select 

 

Click the edit Suite/Bay and/or Building/Lot Number icons  to add this information if needed. 

 

 

Suite/Bay:  

1. Enter the Suite/Bay number. 

2. /ƭƛŎƪ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴ to add multiple entries if needed. The maximum allowed number of 
Suite/Bay entries per address is 20. 

3. Enter more Suite/Bay numbers if needed. 

4. Click the άRemoveέ button to delete an entry or more than one entry if needed. 

a. To remove the last entry and leave the Suite/Bay information blank, delete the last 
ŦƛŜƭŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƻƴŎŜ ŜƳǇǘȅΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜ /ƘŀƴƎŜǎέ ōǳǘǘƻƴΦ 

5. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜ Changesέ ōǳǘǘƻƴ to save any changes for added or removed fields. 
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Building/Lot Number:  

1. Enter the Building/Lot number. 

2. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜ /ƘŀƴƎŜǎέ ōǳǘǘƻƴΦ 

 

 

3. If you would like to delete the Building/Lot Number entered, simply clear the entered 
ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ƭŜŀǾƛƴƎ ǘƘŜ ŦƛŜƭŘ ōƭŀƴƪΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜ /ƘŀƴƎŜǎέ ōǳǘǘƻƴΦ 

 

 
Click the edit owner icon  as shown below 

 

 

 

Note: To add multiple addresses or edit addresses on returned applications, refer to the How do I 
add multiple addresses on new submittals and edit addresses on returned submittals section for 
more information. 
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Next provide the email address of the owner in the Email field. If the owner does not wish to 

provide an email address select the highlighted checkbox next to the disclaimer. Click the Save 

button when you are done. 

 
 

Provide Title holder information if applicable or select Same as Owner as highlighted below. 

If there is a lessee on the property select the Yes radio button and enter the lessee details. Click 

Continue to move to the next tab. 
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On the Contractor tab, select the contractor license to be used on this application. 

Next provide information about Bonding company or select άbκ!έ if not applicable. 
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Provide information about the Architect and Mortgage Lender or select Ϧbκ!έ if not applicable. 
Click Continue. 

 
 

 
On the Contact tab, select the contact person for this application from the highlighted 

dropdown as shown below. LŦ άhǘƘŜǊέ ƛǎ ǎŜƭŜŎǘŜŘΣ Ŧƛƭƭ ƛƴ ǘƘŜ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎΦ Click Continue. 
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On the Scope of Work tab, fill in the permit details and click Continue. 

 
 
 

Upload all documents relevant for the permit application on the Upload Documents tab. Watch the 

Help Video  and read the Document Submittal Guidelines for additional assistance. 
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The Acknowledge tab contains important information that must be acknowledged by clicking the I 

Agree checkboxes. Click Continue to View a Summary of your application. 
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Verify the information on the Application Summary and click Submit to submit the application. 

Once the fees due are paid, the application will go for sufficiency review. 

You may also use the Submit and Copy to New button if you have several similar applications. 

Submit and Copy to New will submit the current application and allow you to copy 

information to the new application. 
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What type of permits can I apply for online? 

Click on the information icon  shown below to view the list of permit types available online. 
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What permit types can be self-issued? 

Click on the information icon  shown below to view the list of self-issued permits available 
online. 

 

 

Important Note: When applying for any of the self-permits listed above, make sure to NOT FILL IN 
ANY ADDITIONAL Owner/HOA/Company Name unless it is actually changed or different than the 
Property Appraisers information. Adding the name of the HOA or a Company name is not required 
ǿƘŜƴ ǘƘŜ ƻǿƴŜǊΩǎ ƴŀƳŜ Ƙŀǎ ōŜŜƴ ŦƛƭƭŜŘ ƛƴ. Aƴȅ ǊŜǉǳŜǎǘ ǘƻ ƘŀǾŜ ǘƘŜ ƻǿƴŜǊΩǎ ƴŀƳŜ ŎƻǊǊŜŎǘŜŘ ŀŦǘŜǊ ǘƘŜ 
application has been accepted may result in additional fees. 
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How do I apply for a NON PCN Permit? 
 
Click on the New NON PCN Permit Request link shown below. 

 
 

Various search options can be used to find the property on which the permit is needed such as: 

Select Non PCN Address, Enter General Location, or Bus Stop. 

 

¶ Select Non PCN Address:  

a. Type any information to search a Non PCN location by address. The Street Name is a 

mandatory field.  

b. Then click ƻƴ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴΦ 

c. The search results will display below. Select the address of your choice. 

d. /ƭƛŎƪ ƻƴ ǘƘŜ ά{ŜƭŜŎǘέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ǘƻ ȅƻǳǊ bƻƴ t/b tŜǊƳƛǘ wŜǉǳŜǎǘΦ 
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¶ Enter General Location:  

a. Enter GPS Coordinates and/or the Intersection/GeƴŜǊŀƭ [ƻŎŀǘƛƻƴ όŦƻǊ ŜȄŀƳǇƭŜΣ рлΩ 

East from the corner of Okeechobee Blvd & Jog Rd, North side of the road). The 

General Location text box is a mandatory field. 

b. /ƭƛŎƪ ǘƘŜ ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ 

 

 
 

¶ Bus Stop:  

a. Enter the bus stop number of your choice. The Bus Stop Location Number is a 

mandatory field. 

b. /ƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴΦ 

c. The bus stop information will display. Select the bus stop radio button. 

d. /ƭƛŎƪ ƻƴ ǘƘŜ ά{ŜƭŜŎǘέ ōǳǘǘƻƴΦ 
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Based on the property type selection, different permit descriptions will be populated in the 

Scope of Work screen. LŦ ȅƻǳ ǎŜŀǊŎƘ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άbƻƴ t/b !ŘŘǊŜǎǎέ ƻǊ ǘƘŜ άGeneral 

Locationέ ƻǇǘƛƻƴǎΣ ǘƘŜ ǎȅǎǘŜƳ will populate certain permit descriptions such as these shown 

below.  

 

 

 

 

 

 

 

LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ά.us Stopέ ƻǇǘƛƻƴΣ ǘƘŜ ǎȅǎtem will populate different permit descriptions such as 

these shown below. 

 

 

 

¶ Once you have added the Non PCN Address, the General Location, or the Bus Stop to the 

bhb t/b tŜǊƳƛǘ wŜǉǳŜǎǘΣ ǘƘŜ hǿƴŜǊΩǎ ǎŜŎǘƛƻƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ǊƛƎƘǘ ōŜƭƻǿ ŦƻǊ ȅƻǳ ǘƻ select 

the Company name.  

a. /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƳǇŀƴȅέ ŘǊƻǇ Řƻǿƴ ŦƛŜƭŘΦ ! ƭƛǎǘ ƻŦ ŘƛŦŦŜǊŜƴǘ ŎƻƳǇŀƴƛŜǎ ǿƛƭƭ ŘƛǎǇƭŀȅΦ 

Select the company of your choice by clicking on its name. 
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If the company name is not listed on the drop down list, you will have the option to add a new 

company by clicking on the άғғ!ŘŘ bŜǿ /ƻƳǇŀƴȅҔҔέ option at the top of the list. 

 
 

The New Company form will display for you to enter the New Company Information. Pay close 

attention to the required fields (marked with an asterisk) within the form. Once you have 

ŜƴǘŜǊŜŘ ǘƘŜ bŜǿ /ƻƳǇŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ 

 
 

 

To complete the Non PCN Permit Request application, please refer to the άIƻǿ Řƻ L ŀǇǇƭȅ ŦƻǊ ŀ 

ǇŜǊƳƛǘΚέ Section, Page 9, as the rest of the process is the same.
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How do I apply for a sub permit? 
 

In this section, we will cover briefly the first few screens to apply for a fee sub permit. Refer to 

the How do I apply for a permit section for more details, as the application process is very 

similar to submitting a new permit request. 

 

Click on the New Sub Permit Request link shown below.  

 
 
{ŜƭŜŎǘ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜΦ ¢ƘŜƴ ŎƭƛŎƪ ǘƘŜ ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ 

 
 
Enter the main Permit No. for which you want to submit a Sub Permit. CƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴΦ 
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1- The Permit No. information will display right below showing the permit description, 
contractor, owner, address, and status. 

a. Select the radio button next to the main permit number. The issued/applied sub 
ǇŜǊƳƛǘǎΩ information will display for the selected permit number. 

b. /ƭƛŎƪ ǘƘŜ ά!ŘŘ CŜŜ {ǳōέ ōǳǘǘƻƴΦ ¢ƘŜ {ǳō ǇŜǊƳƛǘ 5ŜǎŎǊƛǇǘƛƻƴ ōƻȄ ǿƛƭƭ ŘƛǎǇƭŀȅΦ .ŀǎŜŘ ƻƴ 
the license trade selected, several Sub Permit Descriptions will display right below. 

c. Select the Sub Permit Description of your choice. 
d. Click the Add button. The Sub Permit information will be added to the Fee sub permit 

scope of work to submit section. 
e. If you would like to Select a No Fee Sub permit scope of work instead, select the 
ŎƘŜŎƪōƻȄ ǳƴŘŜǊ ǘƘŜ ά{ŜƭŜŎǘ ƴƻ ŦŜŜ ǎǳō ǇŜǊƳƛǘ ǎŎƻǇŜ ƻŦ ǿƻǊƪ ǘƻ ǎǳōƳƛǘέ ǎŜŎǘƛƻƴΦ 

f. If you have already selected a Fee Sub permit scope of work, and select a No Fee Sub 
permit scope of work, the system will display a message asking you to make only one 
selection, either for a no fee sub or for a fee sub. Here you have the option to click 
ά¸Ŝǎέ ƻǊ άbƻέ ǘƻ ŎƘŀƴƎŜ ȅƻǳǊ ŎǳǊǊŜƴǘ ǎŜƭŜŎǘƛƻƴΦ 

g. hƴŎŜ ŀƭƭ ǎŜƭŜŎǘƛƻƴǎ ŀǊŜ ƳŀŘŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ƻƴ ǘƻ ǘƘŜ ƴŜȄǘ 
page. 
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¢ƘŜ ά/ƻƴǘŀŎǘέ ǇŀƎŜ ǿƛƭƭ ŘƛǎǇƭŀȅΥ 

 
 

From this point forward you can refer to the How do I apply for a permit section for more 

ŘŜǘŀƛƭǎΣ ά/ƻƴǘŀŎǘǎέ ǘŀōΣ (located at the end of page 10, within the Contacts section), as the rest 

of the application process is the same as when you are submitting a new permit request. 

 

How do I apply for a revision? 
 

To apply for a revision go to the My Permits (Revision/Renewal) area as shown below. 
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The My Permits area lists all of your Active and Inactive permits. 

 
 

To apply for a revision click on the red lightning bolt icon  on the permit needing revision and 

select Apply For Revision. Example below. 

 

Complete the information requested for revision and submit. 
 
 

How do I apply for a renewal to an Inactive permit? 
 

Locate the Inactive permit you wish to renew in the My Permits (Revision/Renewal) area as 

shown below.  
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Click on the red lightning bolt (drop-down) icon  and select Apply for Renewal. Complete the 
requested information and submit. 

 
 

 
Self-issue vs Review: 

¶ Upon submittal, renewal application should be approved immediately if all of the below 
conditions are satisfied: 

o There are less than 3 renewals on the permit. 
o Permit has been inactive for less than 6 months. 
o Change of contractor has not been requested. 
o Impact fee has not increased since last submittal/renewal 
o Once fees are paid, the permit will become active 

 

¶ Upon submittal, renewal application should be sent for sufficiency review if any of the 
below conditions are satisfied: 

o There are 3 or more renewals on the permit excluding voided renewals. 
o Permit has been inactive for more than 6 months. 
o Change of contractor has been requested. 
o Impact fee has increased since last submittal/renewal 
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How do I apply for Change of Contractor Only? 

 

Only registered contractors can apply online for Change of Contractor on any permit. Note: a 

permit must be Active to perform a Change of Contractor here. If you wish to both Renew an 

Inactive permit and Change the contractor in one step, please see the next FAQ άIƻǿ do I 

apply for Renewal with optional Change of /ƻƴǘǊŀŎǘƻǊέ. 

 
Click on the ά!ŘŘκChange of Contractor Requestέ link as shown below. 

 
 
 

Select the license you want to use from the drop down shown below and click Continue. 
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Enter the permit number on which the Change of Contractor is needed and click Search. Select the 

appropriate permit in the search results and click Continue as shown below. 

 

 
 
 

Upload the completed Change of Contractor Request form and click Continue. Note: Building 

division forms are available for download by clicking on the Forms link. 
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Complete the Acknowledgement screen and verify the application details on the Submit tab. 

If everything looks good, submit the application. 

 
 

The revision number assigned for the application will be displayed and fees due will be added 

to the cart. Please pay the fees due to send this application for further processing. The 

application will be automatically voided if fees are not paid within 10 days. You will receive 

email notification when this application is accepted/returned. 

 
 
 
 
 
 
 














































































































































