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Request Inspections After a Permit is Issued 

 
 

1. On your Dashboard, select your Active permits or View My Permits.   Click the permit number of the desired permit to 
request an inspection for. 
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2. A summary of your permit case opens. 

 

  
3. You may either choose the Inspections tab or select one of the Available Actions to the right of the permit summary 

screen. 
 

4.  When you choose the Inspections tab, a list of Request Inspections displays at the bottom of the page. 
 

5.  Mark the corresponding checkbox under Action for the desired request inspection.  
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6.  Click Request Inspection at the bottom the page on the right. 
 

   
 

7.  Either action or process chosen will bring up a Request inspection screen. 

 

 
 

8.  Choose a requested date for the inspection by clicking the calendar to the right of the Requested 

Date field.  
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9.  Enter comments about the requested inspection in the Comments/Gate Code box and provide a Contact name and 
Contact Number.  Inspections can be requested for the following business day if the request is made prior to 3:00pm; after 
which the next available day will be the following day. 

 
10.  Click Submit. 

 

 
 

 
11.  The inspection information and a green checkmark display in a Requested Inspections page if it is successfully 

requested. 
 

12.  Navigate back to the Details page. The inspection is now listed under Existing Inspections in the full list of 

inspections. 
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13.  You are able to cancel the requested inspection by clicking the Cancel Inspection button to the right. This button 

will disappear once the inspection has been scheduled by the Permitting Specialist.  After the inspection has 

been scheduled, you are able to reschedule for a different date. 
 

 

 
 


