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Submit Application 
Customers can submit various applications through Civic Access, such as land development plans, 
building and health permits, and business, professional, and rental property licenses. To submit an 
application in Civic Access, customers will be prompted to log in. To start an application: 

1. Click the Available Applications tab on the Home page, locate the application type, and click Apply. 

2. Or click a location on the map or create a drawing and apply from the map. Proceed to Step 9. 

3. Or click Apply on the Apply card on the Home page. 

Civic Access displays numbered steps based on the type of application the user selects. For example, a 
business license application may prompt the user to select or create a business, while a plan or permit 
application may prompt the user to identify a location. Civic Access saves a draft during the application 
process. This guide uses a land management permit application in the following steps and screenshots: 

Step 1: Locations 
There are three ways to define a location for the application. Customers can: 

• Use the current location. 

• Search for an address or parcel on the map. 

• Enter the address manually. 

If the customer started an application from the map, Civic Access displays the location information in 
this step. The online portal saves a draft of the application during the process. 

To add a location: 

1. Click Add location.  

 
Civic Access displays the Locations step of a permit application. 

NOTE  Based on the configuration, Civic Access may display directions at the top of the step. 
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Civic Access displays a Search for Location popup. 

2. Click filter to search in all map layers or by address and/or parcel. By default, Civic Access 
searches all layers for the criteria. 

3. Click in the search field and select Use current location if desired. 

4. Or type a full or partial address in the search field.  
a. Press enter on the keyboard. The map zooms in to the location. 
b. Select the desired address.  

NOTE  To prevent creating duplicate records, search for an address before creating a new location. 

5. Or click Enter manually to add a location that is not on the jurisdiction’s GIS map, such as a PO 
Box. 

Civic Access displays the Add Location popup. 
a. Type the address. 
b. Click Next. 

NOTE  Civic Access displays an asterisk next to required fields. 

Civic Access displays the location type popup. 

6. Select a location type.  

7. Click Save.  

8. Click Add Location to add another address or parcel. Users can attach more than one address 
(e.g., physical location, mailing address, etc.) or parcel to an application. 
a. Repeat steps 2-8. 

NOTE  If adding multiple locations to an application, the customer must identify one as a main 
address/parcel by toggling on/off the Main address and Main parcel options. By default, Civic Access 
identifies the first location added as the main address and parcel. 

9. Click delete to remove a location from the application. 

10. Click Next.  

 
Civic Access displays two locations in the Locations step of a permit application. 

NOTE  Civic Access automatically saves a draft of the application, which the customer can access 
through the Available Applications tab on the Home page. 
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Step 2: Contacts 
The Contacts step lets customers add contacts to the application. Civic Access displays the applicant as a 
contact by default. 

If the application requires specific contact types, Civic Access displays a Required Contact section. To 
add required contacts: 

1. Click Add. 

2. Or click Add contact to add the first contact to the application. 

Civic Access displays the Add Contact popup. 

NOTE  To prevent creating duplicate records, search for a contact before creating a new contact. 

3. Type full or partial name, address, email address, or company name in the search field. Based 
on configuration, jurisdictions may prevent users from searching for email and physical 
addresses. 

a. Press enter on the keyboard or click search.  

b. Select the desired contact. 

c. Click Next.  

d. Select a contact type.  

e. Click Add.  

4. Click edit on a contact card to modify the contact type or add more contact types. Users cannot 
remove the required contact type. 

a. Select the desired contact type(s).  

b. Click Update.  

 
Civic Access displays contacts on cards in the Contacts step of a permit application. 

NOTE  Based on the jurisdiction’s configuration, Civic Access may display directions at the top of each 
step and a message if a customer identifies a contact as a contractor (contact type), but the contact 
does not have the required certification.  
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5. Click Add Contact to add another contact. 

Civic Access displays the Add Contact popup. 

NOTE  Click the heart on a contact row in the Add Contact popup to add the contact as a favorite. Civic 
Access displays favorite contacts by default in any future Add Contact popups. 

a. Follow step 3 for each additional contact. 

6. Click Enter manually on the Add Contact popup if Civic Access does not display the contact. 

Civic Access displays the Enter contact manually popup. 
a. Type the contact information. 
b. Click Add Certificate if desired. 
c. Select a certificate type. 
d. Click Verify. 
e. Type the certificate information. 

NOTE  Civic Access displays an asterisk next to required fields. Based on configuration, the jurisdiction 
may require specific contact information (e.g., email, address) for manually created contacts. 

f. Select the desired contact type(s).  
g. Click Add. 

By default, Civic Access identifies the first contact on an application as the billing contact; however, 
customers can change the billing contact, based on configuration. 

h. Toggle on/off Billing as desired. 

7. Click Next. 

 
Civic Access displays two contacts in the Contacts step of a permit application. 
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Step 3: Details 
To add application details: 

1. Type a Description. Drag the corner to expand the field to enter a large amount of text. 

2. Type Valuation and Square Feet, if required.  

3. Complete Additional Info fields, which are vary based on configuration. Jurisdictions use this 
step to collect data about an application that is not gathered through the standard fields. This 
information is often used to compute fees and printed on documents or reports. 

4. Click Next.  

 
Civic Access displays the fields in the Details step of a permit application. 

NOTE  Civic Access displays an asterisk next to required fields. Based on the configuration, Civic Access 
may display directions at the top of the step. 
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Step 4: Attachments 
When jurisdictions review applications, one of the tasks involves reviewing the files customers upload to 
support the application. Certain files may be required based on configuration.  

Jurisdictions can review applications using a standard review process or an electronic review process, 
also known as eReviews. When performing eReviews, jurisdictions may use different electronic file 
review tools, such as DigEplan or Bluebeam. Civic Access displays different cards or icons and 
instructions on the Attachments step depending on whether the jurisdiction 1) performs standard or 
electronic reviews of the application type and 2) uses DigEplan or Bluebeam to review files. 

DigEplan 

If the jurisdiction uses DigEplan to review files, customers must upload a submission package, which 
contains the required files for the application type. 

• Civic Access displays information about the required files on File Upload cards. 

• Each File Upload card indicates the type of document requested.  

To upload files: 

1. Click in the File Upload card. 

a. Locate and select the file on the 
computer or server. 

b. Click Open. 

2. Or drag the file into the respective card. 

3. Click in the File type dropdown to select the 
desired file type if it does not display. 

 
Civic Access displays the Attachments step of a permit application for a jurisdiction that uses DigEplan to 
process electronic file reviews. 

NOTE  Based on the configuration, Civic Access may display directions at the top of the step. 
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EPL displays the status of file during the upload. Options include: 

• Preparing file 

• Running antivirus check 

• Set doc type – the Doc Type needs to be selected for the file.  

• Failed file checks, File corrupt, Delete and Reupload 

• Password protected, Please remove password, Delete and Reupload 

• Ready to Submit 

4. Click edit to update the file category.  

5. Click view to display the file. Click x to close the view. 

6. Click delete to remove the file from the application. 

7. Scroll down and click CHECK on each file card to let Civic Access perform an additional file check. 
The browser displays thumbnails of each file that has been uploaded for submission. 

a. Click close. 

The step displays a submission status message when Civic Access has verified that the customer has 
added all the required files. If configured for the permit type, Civic Access may let customers upload 
additional documents. 

8. Click Next. 

  
Civic Access displays the Attachments step of a permit application for a jurisdiction that uses DigEplan to 
process electronic file reviews. 

NOTE  Jurisdictions can use DigEplan to electronically review files in Civic Access 2026.1 only for plan 
and permit applications.  
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Bluebeam or Standard Reviews 

To upload files to a permit application if the jurisdiction uses Bluebeam to review files on an electronic 
review or performs a standard review: 

1. Click Add in the desired Attachments card. 

 
Civic Access displays the Attachments step of a permit application for a jurisdiction that performs standard 
reviews of permits or uses Bluebeam to process electronic file reviews. 

Civic Access may display a popup indicating 
the files the customer must upload. 

a. Select the category. 
b. Click Select. 
c. Locate and select the file 

on the computer or server. 
d. Click Open. 

Civic Access displays a success message. 

2. Click Add Attachment to add 
more files. 
a. Repeat steps 1a-d. 

3. Click Next. 

NOTE  Jurisdictions may let customers 
upload only specific file types and require 
them to attach specific documents before 
moving to the next step. 

If the jurisdiction uses Bluebeam, customers 
can only upload pdf files. 

Reviewers can use Bluebeam to 
electronically review files in Civic Access 
2026.1 for plan, permit, business license, 
and operational permit applications.  

 

Civic Access displays the document category popup and the file 
after the customer added it to the application in the Attachments 
step of a permit application. 
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Step 5: Signature 
Civic Access displays the Signature step based on the jurisdiction’s configuration. 

To add a signature: 

1. Type the customer’s name in the field to consent to electronically sign the application. 

2. Toggle on Use typed name to let Civic Access display the name in the signature field. 

3. Or use a mouse or a stylus to sign in the signature field. 

4. Click Clear to clear the signature and sign again. 

5. Click Next. 

 

Civic Access displays the Signature step of a permit application. 
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Step 6: Review 
1. Review the application information for each step (e.g., Locations, Contacts, Details, 

Attachments, and Estimated Fees).  

2. Click edit to return to a desired step and make any changes. 

3. Click Submit if the information is accurate and the application is complete. 

4. Or click Save draft if the information is incomplete and/or to finish the application later. 

 
Civic Access displays the Review step of a permit application. 

NOTE  Civic Access requires that the customer sign the application again after modifying any 
information before submitting the application.  
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Complete Application 
Once submitted: 

• Civic Access displays application information in the Summary, Files, Invoices, Inspections, Sub-
records, Previous records, and More Info tabs. As the jurisdiction processes the application, Civic 
Access may display other tabs (e.g., Files & Reviews). 

• The jurisdiction can access the application immediately in the Enterprise Permitting & Licensing 
back-office. It becomes a case that users can process. 

 
Civic Access displays the submitted permit application, which is commonly referred to as a case once the 
jurisdiction starts processing it.  

NOTE  For more information, please refer to the Manage Application section. 

 


