
 

Submitting an Application 
 
Steps and hints for a successful application. 
 

Applicants must ensure the information and documentation submitted in the permit application are 
correct, complete and meet our standards. Applications missing information or documents that are 
incorrect or unacceptable will be returned to the applicant to correct. Our Quick Start guide outlines 
many of the required elements. 
 
Applying for a permit through ePermitting is done through answering a series of questions. Required 
fields are marked with an asterix*.  
 
Questions are answered in the following methods: 
 •pull-down menu  
 •searchable database (shown by a search button beside the field)  
 •text field  
 •the document page requires documents to be uploaded.  
 
Application questions are linked to address of permit, document requirements, review requirements 
and inspection requirements. Answers also determine additional related permits required for your 
project.  
 
Applying for a permit 
 

 
 
The application’s first page captures information about the type and scope of work. This will provide 
context for the rest of the application. The first step is to select the type of permit you are applying for: 
 



 

 
 
For the purposes of this document we will be applying for a new home permit. Answer the questions 
as they are presented, and if accepted you will proceed to the next pages. 
 

 



 

 
 
 
 
Some fields require a search to fill in a field. Civic addresses will be checked against our database and 
relevant results will be returned.  Adding the address in this way allows the platform to ask questions 
relevant for that location. 
 
If you are using a contractor for the work outlined, you will need to complete the section on contractors 
in the application. Applicants applying for permits as a contractor will need to add themselves as a 
contractor on the permit in the contractor’s section as well. The list of contractors in the application will 
appear on the permit. Contractors cannot be manually entered on the permit; they must be selected 
from the list of registered contractors.  
 
Application Documents 
 
Application documents are required for all permit applications. Each application will require different 
documents. Visit our permitting pages to see the required documents for your project type.  
 
The platform will automatically generate a list of documents you need to upload according to the 
information you have previously entered.  



 

 
 
Any documents indicated as required MUST be uploaded for your permit to be submitted. 
 
 Document Standards 
Application Documents that don’t meet standards will be returned to the customer for correction. All 
information in the supporting documents must match the information in the application.  
 
1. Documents must be legible: 
a. Text font must be clear, using a standard font type, black ink and be reasonable font size.  
b. Text, especially measurements, should not be overlapping 
c. If documents are photocopied they must be free of ink blots 
 
2. Documents must be provided by relevant document type:  
a. One package containing all documents will not be accepted  
b. Each document must contain all required information for that document type 
 
3. Plans must contain the correct address  
 
 4. Document Files: 
 a. Uploads must not exceed 100MB 
 b. Acceptable file formats include: Word, PDF and JPEG  
 c. Zipped folders are not acceptable 
 d. Documents cannot be encrypted or password protected 
 
Documents must be uploaded to the permit application. We cannot accept documents that are emailed 
or mailed to us.  
 
Once you have uploaded all the documents the system will check that you have provided all the 
relevant information. If anything is missing or incorrect you will be alerted and errors must be fixed 
prior to submission. 
 



 

 
 
Once all errors are fixed you will be able to submit your document. Once you submit the application it 
will be changed on your home page from Draft to Submitted. 
 

 


