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Adding Contacts in PermitPortal

When applying for a permit/plan in the Permit Portal, the first process is adding a location. The next

process is to add a contact.
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The registrant’s contact information defaults to the first Contact card listed.



To add contacts to the permit/plan application, click Add Contact.

Select the contact type from the dropdown.
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In the search field, type a name, email or company name and click the lookup icon to search the Global

Contacts for an existing contact.
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If the person, email or company is an existing contact, click Add to addthe contact to the application.



If the contact does not exist in Global Contacts, please call Permit/Inspections, Planning or

Environmental Services Office for assistance.

It is best practice to not enter contacts manually as this may result in duplicate contacts. Please
contact the Permit office if you are unable to locate a contact to add to your permit or plan. The
permit staff can add contacts in our Backoffice application. Adding manually do not give the
contact access to the Permit Portal. The contact will need to create a Permit Portal account to see

the permit or plan.

You can add multiple contacts for a permit/plan and select different contact types.

Click on Next to proceed.



