
(Your Name Here)

Once you’ve logged into your account, it will 
bring you to your “Dashboard”. 

Here, you can view all of your past and 
current permits, pending invoices and 
inspections at a glance. 

If you’re looking to apply for a new permit, 
select the “Apply” button above. 

You’ll know you’re logged in when your name appears 
here. 

**Important to note!**
Please make sure you are using Google 

Chrome as your web browser! (Failure to 
use this browser will prevent you from 

successfully submitting your application.)



(Your Name Here)

After selecting “Apply”, you’ll then 
select the “Permits” button to locate all 
our available applications. 

To navigate all our applications, please 
use the search bar located above the 
“Permits” button. 



(Your Name Here)

In the search bar, simply begin to type 
out the name of the application you 
wish to apply for. 

From the drop-down menu, select the 
permit that best fits your scope of 
work. 



(Your Name Here)

Once you’ve selected the permit 
type from the drop-down menu, 
simply select the “Apply” button 
start the application.  



(Your Name Here)

To add the location/address 
of your permit, select the 
plus button. 



(Your Name Here)

After selecting the plus button, a map will appear. Use the search bar to the left of the screen to search for the desired address. 

For the most effective use of the search bar, only type the house number and some of the street name. Once you have entered the 
address, select the box to the left of the address. Then select “Add” to save your selection. 



(Your Name Here)

Once you’ve added the project 
address, select “Next” to continue. 



(Your Name Here)

Here, you will need to input your: 
- Description of Work
- Square Feet (of the proposed work)
- Valuation (this is your labor + 

materials)

Once you’ve input the information, 
select “Next” to continue. 

**Important to Note**

For your Valuation: If you are doing work that 
involves sub-trades, we require that all 

valuations be separated. Per the required 
Checklist: “Projects with multiple permits will 
need to breakdown the project valuation and 
apply specific valuations for each permit that 

equal the total project valuation.”



(Your Name Here)

This page is where you will list your 
permit contacts. 

The Applicant (you) will 
automatically be listed as the 
“Applicant” on the permit. 

Then, you will need to list your 
“Contractor” (aka the Qualifier of 
the work being done) and the 
“Property Owner”. 

To add these contacts, select the plus 
button on the corresponding box. 

**Important to Note**

If you’re applying as an “Owner/Builder”, 
please select the corresponding option. You will 

also need to list yourself as the “Property 
Owner”. 



(Your Name Here)

After selecting the plus 
button, this screen will 
appear. 

Please use the search bar to 
find the account for your 
Contractor or Property 
Owner. 

If the contact does not appear, 
you may create one manually 
using the “Enter Manually” 
option above the search bar. 

Once you’ve located the account 
you wish to add, simply select the 
“Add” button. 



(Your Name Here)

(Your Name Here) After adding all necessary contacts to your permit, 
select “Next” to continue. 



(Your Name Here)

Use the drop-down menus to 
provide the information 
required for your permit. 

Once you’re done, select 
“Next” to continue. 



This is where you’ll upload all of the 
required documents for your permit 
application. 

The bullet points on this page include 
information that may be of assistance, 
should you need guidance on the 
forms/documents we may need for your 
permit. 

To add your documents, select the plus 
button. 

**Important to Note**

All files must be a PDF file type in order to 
successfully upload. Failure to use the PDF file 
type will result in an “Error” message from the 
system, as the system does not accept any other 

file type. 



After selecting the plus button, your file explorer 
will appear. 

From your computer, please select the form you 
wish to upload to the corresponding file box. 

Once you’ve selected the file, select the “Open” 
button.

You will then repeat this step for each required 
document. 



Once you’ve uploaded all of the required 
documents, please select the “Next” button to 
continue. 
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(Your Name Here)

On this page, you will be 
electronically signing the 
application. 

Type your name in both boxes, 
being sure to select the “Enable 
Type Signature” option. As you 
type your name into the box next 
to it, it will appear as a 
“signature” in the box beneath it.

Once you’re done, select “Next” to 
continue. 



(Your Name Here)

Be sure to review all of your 
provided information! 

Once you’re sure all of the 
information is correct, select 
“Submit”!



(Your Name Here)

-12345

(Your Description of Work Here)

(Your Square Footage Here) (Your Valuation Here)

Submitted - Online

(Your Application Date Here)

Once you’ve selected “Submit” on your 
application, this page will appear. This is 
your permit. 

Please be sure to take note of your Permit 
Number, as this will be required information 
if you need any assistance from the City. 

Once you’ve reached this page, you’re done 
for now. 

(Should there be anything further needed from 
the City, Holds will appear on your permit. If 
what is needed is preventing your permit from 
being reviewed, you will also receive an email 
from the City outlining what is needed.) 

**Important to Note**

For more information, please be sure to view 
our other infographics! Available on our City 

Website, www.itsmymaitland.com! 

(Select the “Business” tab, “How to Apply for a 
Permit” from the drop-down menu. Then on 
the left, select “User’s Guide to Maitland’s 

Online Permitting Website (Energov).)


