Permit Portal Instructions

COUNTY

NORTH CAROLINA

**From the link below please locate and review the checklist for required documents

needed in addition to completing and submitting the application on-line**
http://www.wakegov.com/planning/zoning/Pages/forms.aspx

Applying for a Plan/Permit

1. Navigate to the URL for the Wake County Permit Portal. http://www.wakegov.com/permitportal
2. Once the user has been registered, click on Login located at the top right corner.

SOSN Map  Report  FeeEstimator  SearchQ  Help@

Wake County CSS - EnerGov_ UAT

Welcome

Welcome to Self Service!

= ) Nota Member? Register. Good Afternoon, Guest ~
= Search Permits Create anew account now - click Sign Up to get started.
v This toal can be used ta search for existing permits.
Register
Today's Inspections
Search Plans View the Jurisdictions’ scheduled Inspections by date.
This i can be used to searct h for existir
Login
Search Inspections Loginwith an existing account.
This tool can be used to search for inspections associated with
permits, Log In

3. Enter your e-mail address and password you registered with to enter the Permit Portal site.

(There are 2 ways to apply, through the Dashboard or through the Map. To apply through the Dashboard
continue with Step 4. To apply through the Map skip to step 9)
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http://www.wakegov.com/planning/zoning/Pages/forms.aspx
http://www.wakegov.com/permitportal

4. To Apply from the Dashboard
a. Click on the Apply button in the top black banner.

My Permits

Recent
o]

YYAND
COUNTY

[REEIRR ( Applye Vieww  Map

Calendar (@

b. Choose type of application from the dropdown Type under Permits and/or Plans. If the type of
application is not in the short list select ‘All’ to see full application list.

Dashboard YT VA SRERVITCE S

Calendar (0

& PERMITS B PLANS . . .
Application Short List
> Residential Building - > Subdivision Plan Review
Single Family Dwelling - Exempt
> Well Water Sampling - »  Subdivision Plan Review
New Well - Minor
> Commercial - New > Subdivision Plan Review
Building or Addition - Preliminary
> Trade Commercial > Commercial Use Review
- Major
» Food Service Permit
» Land Use Permit - Simple Al I
> All(63) —
s A3 4/

c. Upon finding the correct application select ‘Apply’

Categories
Subdivision : Subdivision Plan Review - Exempt
I
Al Exempt Plan Review
Appeal € Categories |Main Menu
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5. Click on the Add Location card.

LOCATIONS

Location

Add
Location

3

REQUIRED

6. Search for an address by entering the address into the Address Information box. Click the magnifying
glass (Option 1). Or, select the Parcel button to enter PIN number. Click the magnifying glass (Option
2)

Add Location

Select either Address or Parcel based on

/ your search preference

Address Parcel

Add AddressAs  Location [V

iiBien it Type in address and click the magnifying

Search(Search Addresses e} ) / glass

7. If using PIN, click box beside PIN and select add address Select Add beside the correct property

Search[1779779443 n

1779775443 %]
Resultsperpage[10 V| 1-1of1 << = >
Search Associated Addresses:

8. Select add address beside the correct address(es)

Address Information

Search 1256 magnolia ﬂ
Address Action
1256 MAGNOLIA ROW TRL, APEX, NC 27502 Add
1256 MAGNOLIA HILL RD, GARNER, NC 27529 Add
Results per page[10 ~| 1-20f2
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or

Associated Addresses
Associated Addresses for Parcel - 81779779443 +
5604 BARHAM SIDING RD, WAKE FOREST, NC 27587
5432 BARHAM SIDING RD, WAKE FOREST, NC 27587 M
5631 BARHAM SIDING RD, WAKE FOREST, NC 27587 O

Resultsperpage[10 v| 1-30f3 << = .

s

(skip to step 11 to continue applying)

9. To apply from the Map
a. Click on Map and then enter the address. Click the Magnifying Glass Icon to search for the
parcel

Dashboard  Apply> View~ Report  Paylnvoices SearchQ

Help @
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b. Once located it will take you to that parcel (shown with the orange pointer) and show you all
the Plans and Permits that have been applied for that property on the left hand side
oogad™

Backto list

2920 PLANTATION GLEN DR
Parcel: 2706883376
Parcel Owner: ALVAR NCLLC

Plans @)

Inspections @)

c. Ifyouclick on Point and select the parcel it brings up the option to apply for a plan from the
Maps page

&« >
2920 plantation glen n n .

Draw to apply

o

Back to list

2920 PLANTATION GLEN DR .
Parcel: 2706883376 Line
Parcel Owner: ALWARNCLLC Polygon
Circle
Plans @
Inspections @)

Turn on PIN or property layer
to make application (or both)

1260 magnolia hill rd ‘ ﬂn

1618788586 -9

1227 MAGNOLIA HILL RD, GARNER, NC
27529

5100 SHAGBARK OAK RD, GARNER, NC

27529

Apply Permit
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d. Upon finding the correct application select ‘Apply’

Categories

Appeal @

Subdivision : Subdivision Plan Review - Exempt
Apply

Exempt Plan Review

Categories |Main Menu

10. This will add the initial parcel

LOCATIONS

Type: Location

International
5604 BARHAM SIDING,
WAKE FOREST,, 27587

Main Address v

Parcel Number
1779779443

Main Parcellv|

Remove

Add
Location

+

11. If you need to add more parcels select add location and repeat steps 5-8.

LOCATIONS

Type: Location
Interational
5604 BARHAM SIDING,
WAKE FOREST,, 27387

Main Address @i

Parcel Number
1779779443

Main Parcel 7]

Type: Location
International
5632 BARHAM SIDING,
WAKE FOREST,, 27587

Main Address[]

Parcel Number
1779779443

Main Parcel i/

Location

Add
Location

+

12. Confirm Type of application that you are completing. Fill in the Description Box and include the name

of the project (if applicable)
Apply for Plan - Land Use Permit - Simple

Locafions Type
PLAN DETAILS
*Plan Type Land Use Permit - Simple V'

Description
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13. You will notice that you are the default conact for the application. If you want to add other contacts,
you will need to click on Add Contact and input the requested data. Make sure you add all your
contacts at this point because once submitted you can not add contacts to the Permit/Plan.

Apply for Plan - Land Use Permit - Simple

Locations Type Contacts

CONTACTS

Applicant Applicant
5 3
Contact
Celena Everette (You)
336 Fayetteville Street, +
Raleigh, US

14. Fill out all applicable fields and click next. Fields marked with a red asterick are required:

Locations Type Contacts More Info

MORE INFO

Anplication Nextsection]
e | ]

“Existing Use [ l

Propased Use
#ofResidents
Contains Food and Lodging (1

15. If applicable, upload attachments by clicking on Add Attachment card.

Locations Type Contacts More Info. Attachments

ATTACHMENTS

Supported file types include: pdf, Jpe, png, joez, 2if, tiff, doc, doax, xls, xlsx, text, dwg, zip, Csv, rtf, dx, dw, dwfx

Site Plan

Add Add
Attachment Attachment

+ +

REQUIRED
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16. After all the information for the permit has been entered, click the Next button at the bottom right
hand corner to verify information, fees etc.
° ° ° ] °

ATTACHMENTS

s vl b, o, 0, v, 8, o

click or dragfiles

Add
Aftachment

+

[ - M

11. Once all application information and fee’s are verified and are correct, Click Submit.

PEep. Tyest Comtarts vere i Atstvrert Sararary

Lneatiorm

Location 1 300 TRELLC WARE FOAEST,

Location 2 1rmczrnIs
Fmic i

Trm 5o higon Fan Ree - S

Cmcrigtion

Agited Cake cusznie
Comtacin.

Comiact 1 SeatryAnltame

234 PrputtndTast, Salaige, NG, LS, 37200
R

Thataliowingls bincs ba-cha =al Tams muar apgy.
Extirosten P

Erarmg R Pan stence
Torat 0000
Mars inés
Aogiication Haat Smction [ Tag |Main Mans
T S
Dcriglions  Razsmizieatizn Pt
e it Saction | Ko Sacticn [Tap [Main Mans
oA Crtarstiet Coe Busbomtiors .3
Chectimar Previoms Saction [Tap |Man bans
-
gttt Plactrocde
‘gt Agre——
Atachrmts

< mm

12. After clicking Submit, the Permit/Plan that was submitted will generate a case number.
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Paying Fees through the notification bar after submitting your application
1. The invoice and fee notication will show at the top of page. Click Pay@w.

« Your plan application was submitted successfully. Please click the Pay Now button to pay for the invoiced fees to complete the process.

_Plan Number: PLG-000409-2018

Plan Details |Tab Elements \Mam Menu

2. Your shopping cart will appear with the total. Click on “Check Out”

sack

Shopping Cart

= sraso

e R e =
e

(continue to page 10 for additional instructions on locating fees from the dashboard,
viewing plans and using the map function)
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Paying Fees through your dashboard

1. Click on ‘Add to Cart’under invoices

Invoices
Current

0 $0.00 D
Past Due

2 $340.00
Total

2 $340. et To Cart
+ View Full List:

cart

By clicking Remove next to the invoice, i

\will remove the invoice from the shopping

Click Check Out

. this action will take you t\) a payment screen

\

Shopping Cart

\

Invoices INV-00000243
DueDate: 03/11/18

CaseNumber  Project

Description: NONE
Billing Everstte, Celena
Contact:

Case Address

Amount Due

PLG-000409-2018

Invgices INV-00000134
DueDate: 03/06/13

CaseNumber  Project

1256 MAGNOLIA ROW TRLAPEX 27502

Description: NONE
Billing Everstte, Celena
Contact:

Case Address

$10000

Top| MainMenu

$24000

TR-000905-2018

2932 PLANTATION GLEN DRZEEULON
27557

$24000

Top | MainMenu

Total $3%000 ______—

2. Fillin Payment Details. Click Process payment.
3. Click Continue to Site.

‘ an email, with the receipt attached, should be sent to the e-mail on case

Viewing Permits/Plans

Using the Dashboard

1. Attention Bucket are plans that need customer attention (ie unpaid
fees, failed item review, plan on hold, something the office did in
which the customer needs to address)

2. Pending Bucket- these are the brand new plans that have come in
and are just waiting for staff. Pending and Active are going ot be

similar.
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0
e 1 e 1
i 1

iy il

My Plans

g, 3 wersteat. 8 [ ot 1 consteniin. 1
R [——— et 1 ottt 1 Skdbiniems. 4

....

My Inspections My Invoices

Requested Schetuied Clossd Corrent

Past Due
11 5282500

o
11 $282500



3. Active Bucket for permits means the permits have been issued,
Active for Plans means the review has been done and waiting on
other departments, boards not the customer).

4. Recent Bucket- anything that has been applied or worked on in the
last 30 days will show up here.

5. Draft Bucket- this is where your draft application are save, so that
you can access them to complete.

Using the menu bar

1. Click View_in the black banner at the top of the page.
COUNTY

ORTI CARDEING

Dashboard  Apply~ | Miews  Map Report Paylnvoices Search@  Help@  Calendar (o

B INVOICES & PERMITS E PLANS 4+ INSPECTIONS
> My lnvoices > My Permits > MyPlans > My Existing Inspections

> Request Inspections

> Today's Inspections

2. Choose from My Permits, My Plans, My Existing Inspections, Request Inspections, Today’s

Inspections.

SOUNTY
QRTI CAROING
Dashboard  Apply~ | Miew® Map Report Paylnvoices Search@ Help@ Calendar (o
E INVOICES & PERMITS E PLANS 4 INSPECTIONS
> My Invoices <, My Permits > MyPlans > MyExis(inglr\sch(iDns>

> Request Inspections

> Today's Inspections

3. Inthe Search box, type in a Permit/Plan/Inspection Number and click the Magnifying glass.

— n

Exact Match[]

Display = Al ﬂ
e

Sort  Plan Number v|
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Using Map Function

1. Click on the Map in the black banner at the top of the page:

Dashboard  Apply* Vieww

2. Inthe Search box on the left, type in an address and click the magnifying glass.

Dashboard  Apply=  Vieww

e noEE

12586 MAGHMOLIAHILLRD

1258 MAGNOLLA ROW TRL

‘ a pin dropped on thgparcel that was given

/

3. Click the X next to the Search box to start a new search.

L4

Dashboard Apply~ Vieww

1256 magno

1256 MAGNOLIA HILLRD

1256 MAGNOLIA ROW TRL

4. Click on the arrow on the right of the screen to open up the Filters and Legend box.

Show

© MyData
® All Data

Active During
Last 30 days &
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5. Click on the Search dropdown box and choose Permits, Plans, Inspections, or All.

® My Permits
O All Permits
Active During
Last 30 days [v]

Applied During
Last 30 days [~

T CD

6. Click on the radio buttons for My Permits/My Plans/My Inspections or All Inspections.

@ My Permits
O All Permits

Active During
Last 30 days v

Applied During
Last 30 days ¥

ET D
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7. Click on the Active During dropdown box and choose a time frame of Last 30 Days, Last 60 Days, or
Last 90 Days. If the Applied During dropdown box appears, choose a time frame of Last 30 Days, Last
60 Days, or Last 90 Days.

® My Permits
O All Permits

ive During
Last 30 days ™
Applied During
Last 30 days 4|

T D

8. Click Apply Filters button. Click on the Legend tab.

o

Searching for Plans/Permits/Inspections
1. Click on the Sear

h-button in the black banner at the top of the page.

Dashboard  Apply=  View= Map Report Paylnvoices [JCSSISNOM Help@  Calendar (@

Public Information

Search Al M| for MMME@

Click in the Search droéown box and choose Plan, Permit, or Inspection.
Enter in Keywords in the box to the right.

Click Search.

Click on All, Permit, Plan, or Inspection under Filter Results.

Click in the Sort dropdown box. Choose from the Sort choices.

Click Reset.

No v hswnN

Dashboard Navigation
1. Click on the Dashboard button in the black banner at the top of the page.
2. Click on a Status Circle that has a Permit, Plan, or an Inspection listed.

3. Click on the Permit Number, Plan Number, Inspection Number.
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