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Customer Tutorial 
How to Find Permits No Longer on Your Dashboard

1. From your dashboard, click on any blue permit number:

2. At the top of the next page is a Permit Search. When searching by Site Address, 
please remember to leave off any periods and street type (i.e. Rd, Dr, Cir, etc.)

3. AŌer clicking the blue ‘Search’ 
buƩon, your results will appear in 
a list towards the boƩom of the 
page. By clicking on the desired 
row of informaƟon, the selected 
permit will display the record info, 
including exisƟng aƩachments and 
will even allow new aƩachments, 
(this is only an opƟon if the permit 
is in the correct status).


