
TO REGISTER A NEW ACCOUNT 
 

 

Creating a user name and password gives the user complete access to view and track all permit 

applications.  It also creates a log of applications and an easy way to communicate with Town 

departments. 

 

*Please create a user account – even if this is the only permit application you will be 

submitting.  It will provide for easier assistance and tracking. 

 

 

 

 
 

 

 

 

 

 

Please continue to the next page 

 

 

 

 

Step 1:    Click on the button that says 

   “Click Here to Register” 



The computer will then take you to the new user registration page. 

 

 

 

 
 

 

 

 

 Step 2: Fill in all registration information.  Your email will only be 

used to communicate questions or problems with your application or 

if you need to reset your forgotten password. 

 

 

 
 

 

 

 

 

Please continue to the next page 



 

Once you have created your account, you will automatically be directed to your “Home 

Screen”.  This is the view you will see when you log in to the system with your username and 

password from your personal computer or mobile device with internet access. 

 

 

 

 
 

 

 

 

Please continue to next page 

 

Clicking on “Maintain License 

Number” will bring up a screen 

where you can enter and store 

and save different license types, 

numbers, and expiration dates of 

licenses that you hold.* 

 

*See the “Useful Information” 

section for more on this feature. 

 

Clicking on “Maintain Contact 

Information” will bring up a 

screen where you are able to 

change and update any of your 

contact information, including 

email address.* 

 

*See the “Useful Information” 

section for more on this feature. 

 

 

 

 

 

Click on the  

“New Application” 

button to start a new 

permit application. 



 

NEW APPLICATION 

 

 
 

 

 
 

 

 

 

Please continue to next page 

 

Type in the street 

your project is 

located on. 

 

As you begin to 

type in letters, the 

street names 

matching the 

letters you are 

typing will appear. 

 

 If you do not see 

the street name 

listed, continue to 

type in the name if 

it is a new street or 

contact Town Hall 

to verify the name. 

After you have 

clicked on the 

street name, a 

street number box 

will appear.  

Type in the street 

number. 

 

As you begin to 

type in numbers, 

the street numbers 

matching the ones 

you are typing will 

appear. 

 

 If you do not see 

the street number 

listed, continue to 

type in the number 

if it is a new 

address or contact 

Town Hall to 

verify the number. 

 



√   Property information will appear automatically once you have selected the address. 

√   Please review all information and make sure it is correct. 

√   If the property had recently been sold, the new owner information may not appear. 

√   If your STREET or NUMBER was not listed in the drop down, you will have to enter the 

Parcel ID and Owner information. 

 

 
 

Once you have verified the both the Owner and Applicant Information boxes on the left side of 

the screen contain the correct information for this application, select an application type from 

the list on the right side of the screen.  When the application or applications you wish to apply 

for have been selected, click on the “Continue” button to move to the application screen. 

 

 

All of your information will automatically appear in the  

Applicant Information section because you are a registered user! 

 

 

 
Please continue to next page 

 



 

 

 

 

 

 

 

 

 Click a permit type below to see sample applications and descriptions:
 
 Sample Accessory Use/Home Occupancy ........................................ Page 7
 Sample Building Application ............................................................ Page 8
 Sample Demolition Application ........................................................ Page 10
 Sample Electrical Service Application ............................................. Page 12
 Sample Electrical Wiring Application .............................................. Page 13
 Sample Heating Application .............................................................. Page 14
 Sample Plumbing Application ........................................................... Page 15
 Sample Short Term Rental Application ............................................ Page 16
 Sample Sign Application ..................................................................... Page 18
 Sample Subsurface Wastewater Disposal System Application ....... Page 19
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Accessory Use/Home Occupancy 

 

 
Verify all of the pre-populated information on the page is correct.  You need to fill in as much information as 

possible. 

Once complete, click on the green arrow icon on the right to submit the application. 

Please skip to the section called “After I click submit”  



Building Application 

 

 



Building Application Information 

 

 

This permit covers a variety of building related permits.  Please fill out all sections that pertain 

to your project. 

 The Location, Applicant Name, Address, Phone Number, Application Type, Total  

Estimated Value, and Project Description fields are mandatory. In addition, you must 

answer if the “Will Project Disturb One Acre or More of Land Area?” question. 

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please skip to the section called “After I click submit” 



Demolition Application 

 

 
 

 

 



Demolition Application Information 

 

 

 

Please verify all of the pre-populated information on the page is correct.  The following sections 

are mandatory: 

Location of Property, Applicant’s Name, Address, Phone Number and Project 

Description 

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please skip to the section called “After I click submit” 



Electrical Service Application 

 

 
 

 

Please verify all of the pre-populated information on the page is correct.  The following sections 

are mandatory: 

Location of Property, Applicant’s Name, Address, Phone Number, Application Type 

and Project Description 

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 

 

 

 

 
 

Please skip to the section called “After I click submit” 



Electrical Wiring Application 

 

 
 

Please verify all of the pre-populated information on the page is correct.  The following sections 

are mandatory: 

Location of Property, Applicant’s Name, Address, Phone Number, Application Type 

and Project Description 

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 
 

Please skip to the section called “After I click submit” 



Heating Application 

 

 

 
 

Please verify all of the pre-populated information on the page is correct.  The following sections 

are mandatory: 

Location of Property, Applicant’s Name, Address, Phone Number, Application Type 

and Project Description 

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 
 

 

Please skip to the section called “After I click submit” 



Plumbing Application 

 

 
 

Please verify all of the pre-populated information on the page is correct and fill out all sections 

that pertain to your project.  

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 

 

 

Please skip to the section called “After I click submit” 



 

Short Term Rental Application 

 

 
 

 

 

 

 



Short Term Rental Application Information 

 

 
 

Please verify all of the pre-populated information on the page is correct and fill out all sections 

that pertain to your rental property.  

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please skip to the section called “After I click submit” 



Sign Application 

 

 
 

Please verify all of the pre-populated information on the page is correct.  The following sections 

are mandatory: 

Location of Property, Applicant’s Name, Address, Phone Number,  and Type of Sign  

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 
 

 

 

 

 

Please skip to the section called “After I click submit” 



Subsurface Wastewater Disposal System Application 

 

 

 
 

 

 

 

 

 



Subsurface Wastewater Disposal System Application Information 

 

 

Please verify all of the pre-populated information on the page is correct and fill out all sections 

that pertain to your project.  

 

Once complete, click on the green arrow icon on the right to submit the application. 

 

You will be taken to a page that confirms your submission but may also list additional 

documentation that you will be required to submit to the Code Enforcement Department. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please skip to the section called “After I click submit” 



After I Click Submit 

 

√   After you have submitted your application, you will be taken to a confirmation screen as 

     seen on this page. 

 

√   The application that you have completed will be listed.  You may print out a copy to sign 

     and a copy for your records. To print, click on the small printer icon listed next to 

     the document under the “Please print your Application and any additional forms…” section. 

 

 

 

 

 
 

 

Once you have printed all necessary documents, click on the large green checkmark at the 

bottom.  This will return you to your Home Page. 

 

 

 

 

 

 



Your Home Page 

 

 
 

 

From your Home Page, you can track all of the permit applications  

              that you have submitted. 

 

You can click on the Magnifying Glass icon to view your application. 

 

Click on the Gear icon to track your applications process. 

 

 

 

 

 

 

 

 

 

 

 

Please turn to the next page 



Once you have clicked on the Gear (Process Screen) icon 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Useful Information 

This section contains all of your submitted 

forms. You can click on the magnifying glass 

icon to review the forms. 

This section contains a list of all the documents 

you are required to submit for this application 

and documents when they have been received as 

well as when they have been approved. 

An email notification is automatically send to all 

necessary approvers.  You only need to bring 

plans in to the appropriate departments. 

 

Once an approver takes an action to approve or 

deny an application that information appears 

here. 

 

Approvers can also leave additional information 

with their decision. Make sure to check this 

section to see what you need to do and track your 

application’s progress. 



 

 

Icon Legend 
Icon Description Icon Description 

 

This icon is to CANCEL a document 

you are working that you do NOT 

wish to submit. 
 

This icon is to SUBMIT or 

CONTINUE on an application or 

document. 

 

If you have questions about the 

program for the software people, 

click this icon to send them a 

question. 

 

This icon allows you to export the 

search of your application history to 

an excel spreadsheet. 

 

When you click on the house icon, it 

returns you to your Home Screen. 
 

The large globe allows you to map 

the search of your application 

history with pinpoints on 

application addresses. 

 

The key icon is how you log out of 

your online session.  
The magnifying glass allows you to 

view applications and submitted 

electronic documents such as 

Workers’ Compensation Affidavits. 

 
The small gear takes you to the 

process screen for the specific 

application right from your Home 

Screen. 

 
The small globe allows you to view 

the location of that specific 

application on a map. 

 
This icon allows you to pay for your 

Application/Permit online through 

an online payment system. When 

clicked, the icon will bring you to a 

summary page about the application 

and fees. Click on “Pay Online” to 

go to the payment site. 

 
This conversation bubble appears in 

the approval section when the 

approver has made comments. By 

clicking, you are able to view the 

information they have entered. 

 This icon appears when there is 

information. When selecting an 

application type, this icon will bring 

you to a screen containing 

information such as fees, 

inspections, etc. When in the process 

screen, this button lets you know 

who performed the action listed. 

 This icon can be used to expand the 

field on the process screen so you 

can view the information. You can 

save your settings by clicking on 

“Save Settings” on the top left side 

of the screen above the 

Documentation section. 

 This icon can be used to collapse the 

field on the process screen to reduce 

the space it is taking up. You can 

save your settings by clicking on 

“Save Settings” on the top left side 

of the screen above the 

Documentation section. 

 

The large gear appears when you 

are viewing an application from the 

magnifying glass. This also takes 

you to the process screen for that 

application. 

 

The print icon allows you to print 

your document in the proper layout. 

Use this option instead of your 

browser’s File Print option. 

 



Maintaining your Registered Information 

  

Contact Information 

 

 
 

 

 

By clicking “Maintain Contact Information” on your Home Screen, you are able to manage, 

change and update information such as Name, Company Name and Address, Phone numbers 

and Email addresses. 

 

Once you have made any necessary changes, click Submit Changes then the red X icon in the 

top right hand corner of the pop up to exit the section. 

 

 

 

 

 

 

 

 

 

 



Maintaining your Registered Information 

 

License Information 

 

 
 

 

 

By clicking “Maintain Your License Number(s)” on your Home Screen, you are able to 

manage, change and update information on your professional licensure. 

 

Once you have made any necessary changes, click Submit Changes then the red X icon in the 

top right hand corner of the pop up to exit the section. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Once you have printed your online application, please bring it to the 

Code Enforcement office. 

 
Until further notice, a signed hardcopy of all applications must be submitted to the Code 

Enforcement office with payment. 

 

If your application has additional plans that are not online, YOU must bring those plans to 

all appropriate departments for review. 

 

 

 

 

 

If you require assistance, please contact: 

 

Ben McDougal – Code Enforcement Officer 

 

Aniko Varadi – Office Manager, Code Enforcement Department 
 

Janet Moran – Staff, Code Enforcement Department 
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