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Step Direction Picture Reference 

1. Login 

 

2. 
Click on “DSD 

Permits” 

 

3. 
Click on “Create 
An Application” 

 

4. 

Select  
“Simple Permit – 

No-Plan” 
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5. 
Choose the 

appropriate No-
Plan Permit 

No-Plan-Residential-Combination Mech/Elec/Plum is only to be used for single family 
homes and duplexes.  All other residential buildings, including hotels, apartment 
buildings, condominiums, and all commercial buildings must select No-Plan-
Nonresidential/Multifamily permits. 

6. 
Contractors -

Input Applicant 
Information 

For contractors applying for permits, select 
“Authorized Agent of Property Owner…”.  Note 
that the contractor license number will be 
required to be provided at a later screen. 

7. 

Property 
Owners - Input 

Applicant 
Information 

For Property Owners applying for their own 
permits, select “Property Owner (Owner-
Builder)”.  Note that the Owner-Builder 
verification form (DS-xxx) will need to be 
signed, notorized and uploaded with the 
General Application. 

8. 
Input Project 

Address 

 

9. 
Input Simple 

Permit Specific 
Questions 

Sites including a 
Historic Designated 
Structure or in 
Historic Districts are 
not eligible for Simple 
Permits and must 
submit to DSD at 
1222 1st Avenue, 3rd 
floor.                  
 
Depending on the type of permit requested, the customer may be asked to select if 
this is a repair or a replace-in-kind.  Certain types of permits are only allowed to be 
Simple Permits when installed new. 
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10. 

Select items that 
need a permit.  

Use numbers to 
indicate the 

amount 
requested (i.e. 

1,2, 3).   

 

11. 

Input Permit 
Holder, 

Inspection 
Contact, 

Property Owner 
Information 
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12. 

If Authorized 
Agent of 

Property Owner 
was selected for 
Applicant Type, 

Licensed 
Professional 
information 

must be 
provided.   

 

13. 

Click Add and 
attach General 

Application 
(Form DS-3032).   

 
If Property 
Owner was 
selected as 

Applicant Type, 
you must attach 

the Owner 
Builder 

Verfication Form 
(DS-3042) 
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14. 

Once you upload 
the required 

documents and 
add a Type and 

Description, 
select Save. 

 

15. 
Click Continue 

Application 
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16. 

Application has 
now been 

successfully 
submitted.  Click 
on View Record 
Details to pay 

invoice. 

 

 

17. 
Click on 

Payments and 
then on Fees 

 

18. 

Click on Pay Fees 
on the right side 

of the screen.  
You will be 
brought to 
payment 

screens which 
you will be able 
to pay online.  

19. 
Final steps for 

permit issuance 

If the Applicant Type selected was an Authorized Agent (i.e. a contractor), your permit 
will be ready for scheduling an inspection.  If the Applicant Type selected was a 
Property Owner (Owner/Builder), then the permit will be ready for scheduling an 
inspection once staff has reviewed and approved the Owner-Builder Verification Form 
(DS-3042).  This review typically takes 1-2 business days. 
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1. 
Go to Home and 

click on My 
Records 

 

2. 

Use the Search 
at the top right 
of the screen to 
search for the 

permit OR click 
on correct 

Record. 

 
OR 

 

3. 
Click on Record 
Info and then 
Inspections 

 

4. 
Click on 

Schedule an 
Inspection 
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5. 

Click on the day 
that you would 

like the 
inspection. 

 

6. 
Click on All Day 

and then click on 
Continue. 
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7. 

Verify Inspection 
Contact 

information.  If 
you would like to 

change the 
information, 
click Change 

Contact.  Then, 
click Continue. 

 

 
 

8. 

Confirm the 
inspection and 
then add any 

additional 
comments or 

instructions for 
the Inspector 

(i.e. gate codes). 
Click Finish. 

 
 


