
HOW TO REQUEST AN INSPECTION 

 

1. Log in (If you do not currently have an account, see separate instructions). 
2. If you do not see any permits linked to your account when looking at the dashboard you will 

need to go to the search tab (Go to Step #8, below). 

3. If you see permits in the colored status circles, click the appropriate circle in the 

Inspections section to view a list of the corresponding Inspections. Beneath each 

status circle is a breakdown of the Inspection Types. Click View Full List to view all 

Inspections (shown below). 

 

 
  
 
 
 
 
 



HOW TO REQUEST AN INSPECTION 

 
3. Click the permit number for which you would like to schedule an inspection (shown below). 

 

4. The Permit case will open. Click the “Inspections” tab below the permit detail 

information to view your inspection results (shown below). 
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5. Locate the inspection you want to request and select the check box next to it. Then click 

“Submit”. 

 

 

 

 

 

 

 

 

 

 

 

 



HOW TO REQUEST AN INSPECTION 

 
 

6. Select the date you want to schedule the inspection by clicking on the calendar icon at 

right (shown below). Then enter comments relevant to the inspection (also shown 

below). Both date and comments are required fields. Click on “Submit” (shown below) 

and the inspection request will be processed. Once scheduled by staff, the inspection 

will show up on the “Calendar” tab. 

 

 

 

 

 

 

 

 

 

 



HOW TO REQUEST AN INSPECTION 

 
 

7. The inspection information and a green check will pop up in a Requested Inspections 

screen if it is successfully requested. 

 

 

 

8. If you do not see any permits linked to your account when looking at the dashboard you will 

need to go to the search tab. Click the drop down menu and select permits. 

 

 

 



HOW TO REQUEST AN INSPECTION 

 
 

9. Type permit number of the project you would like to schedule inspections for and then click 

search. Wait a few seconds then scroll down to find the permit. 

 

 

10. Click the Hyperlinked permit number to take you into the case. Go to Step #4, above to 

complete the process. 

 


