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Log-In- There’s a Sign In for Contractors and another for Home Owners. The account is linked to an
email address.
Registration- First time users will need to register.
Password Reset- For users who have forgot their password; the “Forgot Password” button
sends an email to the u s er with instructions for resetting.



New Contractor Registration Process

If the License Number and License Expiration Date does not “Validate” you will have to contact
the Building Department. The information is not matching what the Building Department has
on file. Click the “Register” button when you finish entering in all the information. You will
receive an email with instructions on how to complete the registration process.



Below is the Main Menu which is the first screen that appears after you sign in.

Signing In
Once you have completed the registration process, you will be able to sign in with the User ID
and password that was setup for you.

Apply For New Permit

Click on the “Apply for Permit or License” icon.

The following icons appear allowing you to select the type of permit you wish to apply for.
Click on the icon for the permit type you want to apply for.

* Only Licensed Contractors can apply for Electric, Gas, and Plumbing Permits



Permit Application Process

Select the property address

Enter House number and Street Address. Note that once you type the first letter of the street
name, it will jump to the first street name that begins with that letter, scroll to the street name you
are looking for.

Once the address is selected the Property Information section will populate with a map of the
Property location. All the fields will automatically populate with the information the Town has on
file for that property.
Select the type of Permit from the drop down.
Once done select Start Application



Permit Information

To continue, click the drop down arrow under the “Occupancy Type” and “Building Type” section.
Fill in Description of Work, Project Cost, and Owner Phone No.

* For Electrical Permits, if applicable, you must fill in the SQ Footage of the area of the work being done.

Contractor Selection

The default contractor name comes from the account information you entered when you
registered. To enter a new contractor name simply begin typing the contractors first name in the
space provided and navigate to an existing contractor. This list is populated with the contractor’s
licenses that are on file from the State Department.



Assigning Contractors

When the list of licenses appears on the right you will have the option of assigning that contractor and
the specific license required. Note that you may assign as many contractors and licenses as you would
like and may even select the same contractor with multiple licenses.

Permit Types:
The screens will differ, depending on the type of permit that you have selected; Building, Electric, Gas,
or Plumbing.

Building Permit Structure Information:

Enter Engineer/Architect Information if Applicable



Enter Set-Back Information

Enter Building Information
* For Sign Permits you must enter the Length and Width of the Proposed Sign



Electrical Permit Fixture Section



Gas & Plumbing Permits – Specify Location, Fixture, and Number of Units



Plumbing

Liability Insurance



REQUIRED INSURANCE DOCUMENTS

You will need to attach a completed and signed Workman’s Compensation
Insurance Affidavit (even if you are a sole proprietor or a homeowner).

Please attach the appropriate documents depending upon which box you
have checked on the Workman’s Comp State Affidavit.

Those who check box 1must:
o Attach a copy of the workers’ compensation policy declaration page (showing

the policy number and expiration date).
Failure to secure coverage as required under Section 25A of MGL
c. 152 can lead to the imposition of criminal penalties of a fine
up to $1,500.00 and/or one-year imprisonment, as well as civil
penalties in the form of a STOP WORK ORDER and a fine of up to
$250.00 a day against the violator. Be advised that a copy of this
statement may be forwarded to the Office of Investigations of
the DIA for insurance coverage verification.

Contractors who check box 4 on the Workman’s Compensation Insurance
affidavitmust:
o Attach an additional sheet showing the name of the sub-contractors

and state whether or not those entities have employees. If the sub-
contractors have employees, they must provide their Workers’
Compensation policy number.

Homeowners who submit this affidavit indicating they are doing all work (box 2)
and then hire outside contractors must submit a new affidavit to the Building
Division.

*Also include the proof of liability insurance or its substantial equivalent.



The path to the file on your computer will populate in the text area. Click the “Attach” button
to upload the file.

The file name should display in the list of “Attached Files:”

Attaching Documents and Photos

To attach a file, simply click on the button. The “Choose File to Upload” dialog box will
open. Within this dialog box, locate the file on your computer, select it and click on the “Open”
button.

Each Permit will have different Requirements.  Read the associated list, and upload the
appropriate documentation.



Application Preview

Before submitting the application you will be given the opportunity to review its contents
before hitting the “Submit Application” button. If you need to make any changes you can use
the “Prev” button or select the Step.

Submitting an Application

To submit the application you must click on the ‘Submit’ button

Signing the Application

The following screen displays requiring you to sign the application electronically. Type you full
name in the ‘Your Signature’ box. You must check off the two check boxes before clicking on
the ‘Pay Now’ or ‘Pay Later’ buttons.



PAY NOW OPTION

Selecting this option brings you to the Credit Card/PayPal Screen.

PAY LATER OPTION

You will need to come into the Inspectional Services Department in person to make payment.

Submitted Applications

After you submit the online payment the following screen will display allowing you to print the
receipt.



If you are not ready to ‘Submit’ the application you can click on the “Home” button.

Clicking on the “Home” button brings you back to your Dashboard. The application will appear
under “UnSubmitted Applications”. To continue with these pending applications just click on
the application.

The Dashboard contains four sections, separated by gray bars. These are the categories for
your permit data. They are expandable and collapsible by clicking on the bar itself.

UnSubmitted Applications- These are Applications for Projects that you started, but never
completed the submission process. If you stop an application mid-way through or sign out
unexpectedly, the applications you were working on will be saved here. Just click on the permit
you’d like to resume and it will take you to the workflow.

Incomplete Applications- These are applications that the Reviewing Department in your
municipality have said are missing information or Documents. By clicking on one of these, you
will be taken to the Permit Details page.

Balance Due- Balance Due is the section that shows permits with outstanding payments. For
example, if the Municipality adds an additional fee, you’d go there to see it’s been added and to
pay it. Clicking on permit the will take you to the Permit Details page, there you can go to pay
the balance.
Permits & Applications- Is where you go to see all your Projects. Clicking on anyone will take
you to the Permit Details page.



Request an Inspection

To schedule an inspection
Fill out the information and then click “Request

Inspection”The Inspection is not scheduled until you
receive a confirmation e-mail, from the Inspector.


