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MBP Resources and Links 
Important Site Links  
 

Admin site: Jurisdictions can configure applications, manage jurisdiction settings, and access their Jurisdiction 

Dashboard to review and manage plan review applications.  

 

ePermit site: Customers can apply for permit applications, as well as view and manage submitted plan review 

applications.  

¶ Production sites are live, fully functioning sites.  

¶ Staging sites are used by MBP support staff and jurisdictions for testing, training, and researching 

reported issues. Anything entered in staging will not transfer to production.  

 

Site Name URL 
Admin Production  https://admin.mybuildingpermit.com  

Admin Staging https://adminstg2016.mybuildingpermit.com  

ePermit (Apply) Production https://epermit.mybuildingpermit.com  

ePermit (Apply) Staging https://epermitstg2016.mybuildingpermit.com  

MBP Home site https://mybuildingpermit.com  

Status site https://permitsearch.mybuildingpermit.com  

Status site (Test) https://permitsearchtest.mybuildingpermit.com/ 

Inspection Scheduling site https://inspection.mybuildingpermit.com  

Inspection Scheduling site (Test) https://inspectiontest.mybuildingpermit.com 

 

MBP Service Delivery  Team 
 

The eGov Service Delivery Team (ESDT) is a team that supports the My Building Permit (MBP) program. The 

ESDT is made of the following team members/roles: 

 

Role Name Email  

Product Manager Don Khuong dkhuong@bellevuewa.gov 

Senior Business Analyst; Subject Matter Expert Michele Miller mrmiller@bellevuewa.gov 

Business Analyst Sarah Asher sasher@bellevuewa.gov  

MBP Lead Developer Roopa Lokanath rlokanath@bellevuewa.gov 

Developer John Conrow jconrow@bellevuewa.gov 

Developer Paul Jones sjones@bellevuewa.gov 

Software Quality Assurance Analyst Manju Nair mnair@bellevuewa.gov 

 

https://admin.mybuildingpermit.com/
https://adminstg2016.mybuildingpermit.com/
https://epermit.mybuildingpermit.com/
https://epermitstg2016.mybuildingpermit.com/
https://mybuildingpermit.com/
https://permitsearch.mybuildingpermit.com/
https://permitsearchtest.mybuildingpermit.com/
https://inspection.mybuildingpermit.com/
https://inspectiontest.mybuildingpermit.com/
mailto:dkhuong@bellevuewa.gov
mailto:mrmiller@bellevuewa.gov
mailto:sasher@bellevuewa.gov
mailto:rlokanath@bellevuewa.gov
file:///C:/Users/AOConnor/AppData/Roaming/Microsoft/Word/jconrow@bellevuewa.gov
mailto:mnair@bellevuewa.gov


  
Jurisdiction Admin Guide 

Conventions used in this Guide 
 

Jurisdiction Admin Guide All Rights Reserved 6 | P a g e 
 

Conventions used in this Guide 
 

Pictures with a green border are customer/applicant screenshots. 

 

 
 

Pictures with a blue border are jurisdiction administrative screenshots. 
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Jurisdiction Administration Home Page 
 

The MBP Admin site is used by jurisdictions to manage settings, staff users/accounts, configurations, and 

access the Jurisdiction Dashboard. The default homepage for MBP Admin will be the Jurisdiction Dashboard. 

 

 
 

 

The Menu bar gives jurisdictions the ability to administer MBP through several functions:  

 
 

 
 

 

 
 

Administrative Functions  
 

Jurisdiction Dashboard ς The enhanced Search and Dashboard filters allow jurisdictions to review and 

manage plan review applications in the following application statuses: Needs Attention, New, ReSubmitted, 

Screened, In Review, Issued, Closed, and Not Accepted. άFailedέ ƛǎ ƴƻ ƭƻƴƎŜǊ ŀ ǎǘŀǘǳǎΦ WǳǊƛǎŘƛŎǘƛƻƴǎ ǿƛƭƭ ǎŜŜ 

applications that fail integration by viewing the needs attention filter; failed application rows are highlighted 

red. 

 

NOTE: Clicking the MyBuildingPermit.com 

logo will redirect users to the Dashboard 

page from any other page and refresh the 

page.   
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¶ User Profiles ς Manage Contractor accounts and licenses, Customer names and email addresses, and 

Staff accounts.  

¶ Verify Licenses ς Users can verify contractor licenses from the top Menu bar or by navigating through 

User Profile > Contractor > Verify Licenses. An indicator count will show the admin user when there 

are pending approvals.  

¶ Reports ς Export statistical reports with data on Monthly Permits, Monthly Revenue, Applicants and 

All Permit Activity. Access reports on All Configurations, Full Product Catalog, Pre-Application 

Selections and Definitions, and Document Types. We also provide Inspections Reports and Financial 

Reconciliation Reports for the last seven days.  

¶ Manage ς Manage your Applications; configure Fees, Settings, and Supplemental application 

information; Support allows you to resend invoices or confirmation emails, remove unpaid invoices, 

etc. 

¶ Help ς Links to both Jurisdiction and Customer user guides.  

  

NOTE: applications that fail integration 

will be highlighted red and visible by 

viewing the needs attention filter. 
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Jurisdiction  Dashboard  
 

The Jurisdiction Dashboard filters allow Jurisdiction staff to review and manage all plan review applications 

that are submitted. ¢Ƙƛǎ ƛǎ ŜǉǳƛǾŀƭŜƴǘ ǘƻ ǘƘŜ ŎǳǎǘƻƳŜǊ ŘǊƻǇǇƛƴƎ ƻŦŦ ǘƘŜƛǊ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǇŜǊǎƻƴ ŀǘ ǘƘŜ άŦǊƻƴǘ 

ŎƻǳƴǘŜǊέΦ 

 

 
 

Jurisdiction staff reviews the permit application for completeness and accepts or rejects it. The Jurisdiction 

Dashboard filters applications in the following statuses: Needs Attention, New, ReSubmitted, Screened, In 

Review, Issued, Closed, and Not Accepted. The filters default to Needs Attn as these are the applications that 

typically need immediate attention. To view other filter results, simply select another option. 

 

MBP Status Definitions  
 

Each of the Jurisdiction Dashboard filters allow you to sort all plan review applications by their status. 

 

Needs Attention 
The application requires some action. Application results for this filter may also appear in another 
filter/status. Check the Recent Activity column for a description of the activity needed. Note: While the 
dashboard was designed for managing plan review permit types only, the Needs Attention filter may include 
documents that were uploaded onto OTC permits after they were issued. 
 

New/Submitted 

The application has been submitted but has not yet been accepted or rejected by the jurisdiction. This status 

is system-assigned once the customer submits the application.  

 

ReSubmitted 

The customer has made requested jurisdiction changes to a rejected/not accepted application and has resent 

the application for continued processing.  

 

Not Accepted 

The application was not accepted by the jurisdiction. An email notification is sent from the jurisdiction to the 

project contact explaining why it was not accepted. The system assigns this status when the jurisdiction 

rejects an application. After the necessary changes are made, the application must be resubmitted to 

continue the process.  
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Screened 

The application has been accepted by the jurisdiction, but submittal fees have not yet been paid. Plan review 

does not begin until these fees are paid. The system assigns this status once the jurisdiction accepts an 

application. 

 

In Review 

Submittal fees have been paid, and the application is in the review process. The jurisdiction manually assigns 

this status on the Jurisdiction Dashboard.  

Issued 

The permit or approval has been issued and the final plans uploaded (if applicable). Revisions can still be 

submitted.  

Closed 

The project has been completed in accordance with the approved plans and/or associated condition, the 

applicant cancelled the project, or the project was not resubmitted after being rejected. Revisions cannot be 

submitted. The jurisdiction manually assigns this status on the Jurisdiction Dashboard. Closed applications are 

removed from the Jurisdiction Dashboard after 180 days.  

Failed Integration 

The system displays and highlights permits in the Needs Attn filter when a problem occurs during the permit 

generation and/or integration process (including file integration). The jurisdiction needs to resend the 

application, enter a permit number, or accept failed files.   

In Process 

This is an interim status assigned by the system while the application is being processed from one status to 

another (i.e., Submitted to Screened).  

View Unpaid Invoices  
 

You can choose to view or hide Unpaid Invoices in a separate pane by clicking Unpaid Invoices on the 

Jurisdiction Dashboard. This allows you to choose the display of your Jurisdiction Dashboard to suit your 

workflow. 

 

 
 

 

Click Unpaid Invoices to 

collapse/hide the invoices container.    

Click Unpaid Invoices to 

expand/expose the invoices container.    



  
Jurisdiction Admin Guide 

Jurisdiction Dashboard  
 

Jurisdiction Admin Guide All Rights Reserved 11 | P a g e 
 

Jurisdiction Dashboard Columns  
 

Eight columns are displayed by default and contain key information for each application. The following image 

shows the order in which columns appear by default. Each user can define which columns appear, and the 

column order, and can restore the default grid settings at any time. 

 

 
 

Clicking on any column menu (3 vertical dots right of the column name) gives users the option to sort results 

by ascending or descending order, display more columns in their grid, and refine desired filter results.  
 

 
 

 

 

 

Recent Activity  
This column displays activities that have occurred for a specific application. The activities listed require some 

action by the jurisdiction. Once the required action is completed, the activity no longer appears in the 

column. 

Recent activity descriptions and actions required: 

¶ Application ς A customer has submitted a new application and the application requires review. 

Activity is removed when the application is either accepted or rejected. 

¶ Document(s) ς The applicant or delegate has uploaded documents that require review. Activity is 

removed when the document(s) has been accepted or deleted. 

¶ Failed Document(s) ς The document integration process failed when the document accept button 

was clicked. The integration issue must be fixed before proceeding. Activity is removed when the 

document integration is successful. 

¶ Failed Integration ς A problem occurred during the permit generation and/or integration process for 

the application. Any integration issue(s) must be fixed before proceeding. Activity is removed when 

the application is successfully resent, or a permit number is manually entered. 
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¶ Paid Invoice ς The applicant or delegate paid an invoice from the MBP Cart. The Jurisdiction must 

mark the invoice as paid in MBP and their tracking system. Activity is removed when the Clear 

Activity button is clicked on the Invoices tab. 

¶ Resubmitted ς A customer has resubmitted a rejected application and it requires screening. Activity 

is removed when the application is either accepted or rejected. 

 

Permit # and App. ID 
This is the permit number or application ID assigned to the project. When an application is submitted (but 

not yet accepted), the application ID displays here. Once the application is accepted and integrated with 

ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ back end, the permit number displays. Each permit number and application ID is a hyperlink to 

the Project Details page. Note: ErrorNumber displays in this field if the integration process fails.  

 

Application Type  

Displays the type of permit application submitted (i.e., Building, Plumbing, Mechanical, etc.).  

 

Project Name 

This is the project name assigned by the applicant during the application process. This column is blank on 

OTC permits.  

 

Date Submitted  

This is the date the applicant submitted their application. 

 

Jurisdiction Status  

Displays the status assigned to the application in the jurisdiction tracking system. These statuses are 

displayed when available. Clicking on the jurisdiction status hyperlink opens the Permit Details page on the 

Permit Status site. Note: When a jurisdiction is not active on the Status Site or when a status has not yet been 

assigned, Not Available will display. 

 

Personalizing  Jurisdiction Dashboard  Grid Settings  
You can select the columns that appear on your Jurisdiction Dashboard Grid on the Columns sub-menu, by 

clicking the menu (3 vertical dots) in each column header. You can also drag and drop the columns to position 

them in the preferred layout for your workflow. Once you have personalized the Jurisdiction Dashboard Grid, 

you can save the grid layout as a favorite in your profile for the browser you are using. 

 



  
Jurisdiction Admin Guide 

Jurisdiction Dashboard  
 

Jurisdiction Admin Guide All Rights Reserved 13 | P a g e 
 

Saving Jurisdiction Dashboard  Grid  Settings as a Favorite 

 

 
 

Resetting  the Default Jurisdiction Dashboard  Grid  Settings 

 

 
 

Note: Once saved, your saved Jurisdiction Dashboard Grid settings will be preserved for your profile and are 

specific to the browser. If you work with more than one browser (for example, both Edge and Chrome), you 

must set your preferred grid layout for each browser. 

 

/ƭŜŀǊƛƴƎ ȅƻǳǊ ōǊƻǿǎŜǊΩǎ ŎƻƻƪƛŜǎ ǿƛƭƭ ǊŜƳƻǾŜ ȅƻǳǊ ǎŀǾŜŘ ƎǊƛŘ ŀƴŘ ǊŜǎǘƻǊŜ ǘƘŜ ŘŜŦŀǳƭǘ ƎǊƛŘ ǾƛŜǿΦ ¦ǇŘŀǘŜ ȅƻǳǊ 

browser settings to clear cookies less frequently if this is an issue on the MBP Admin Dashboard page. 

hǘƘŜǊǿƛǎŜΣ ȅƻǳΩƭƭ ŎƻƴŦƛƎǳǊŜ ȅƻǳǊ ƎǊƛŘ ŎƻƭǳƳƴǎ and resave this arrangement as a favorite after each time your 

page cookies are cleared.    

  

Restore default grid settings for 

your profile.    

Drag and drop columns and add or remove columns 

that appear in the grid. Click Save Grid as Favorite to 

store these settings for your profile.    
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Permit  Detail s Page 
 

Provides details on the permit/application. Users are directed to this page when they click on the App. ID 

hyperlink in New or ReSubmitted statuses, or the Permit # hyperlink in Screened, In Review, Issued, or Closed 

statuses from the Jurisdiction Dashboard.  

 

 
 

The Permit Details page contains detailed information for this permit:  

 

 
 

Permit Details Containers  
Admin, Staff, and Reviewers can view and manage Project Details, Project Location, Application Details, and 

Project Contacts information in the Permit Details Containers. 

Click the Permit #/App ID 

hyperlink to be directed to 

the Permit Details Page.    

Add a note to the customer 

(up to 200 characters), to 

appear on the customer 

dashboard.    

The Permit Details Grid helps you manage the 

application through the permitting process.   
The Permit Details Containers help you 

manage relevant permit information.   
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Permit Details Grid  
Jurisdiction staff can manage a permit application in the following ways: 

¶ View, upload, accept, and delete document Files on the permit.   

¶ Create, edit, view, or cancel Invoices associated permit/application fees.   

¶ View, add, edit, or export Notes authored by staff, reviewers, or administrators; an indicator will 

display the number of notes present on the given permit/app ID. These are internal notes and are not 

visible to the customer. 

¶ View recent activities on this permit on the Activity Log. 

 

 

¶ The  tab (Screened, In Review, Issued, or Closed status only), contains a PDF of the 
application, application instructions, uploaded files, and buttons to view, accept, or delete files 
(system generated files cannot be deleted, there is no delete button for these files).  

¶ The  tab (Screened, In Review, Issued, or Closed status only) is where invoices are created, 

viewed, marked as paid, and/or cleared.  

¶ The  tab allows users to add, edit, and export internal ƴƻǘŜǎ ŀƴŘ ŘƛǎǇƭŀȅǎ ǘƘŜ ƴƻǘŜΩǎ ŀǳǘƘƻǊ 

and timestamp. These notes are not visible to the customer. 

¶ The  tab allows users to view actions and details taken on a permit and includes the 

ability to export the activity as a spreadsheet to Excel.  
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Reviewing Plan Review  Applications  
 

When an applicant submits or resubmits an application requiring plan review, a system-generated email 

notification is sent to the jurisdiction with the following information included: Application Type and ID 

number, Project Name, Project Type, Activity Type, Scope of Work, and instructions and links to the 

Dashboard page. Log in to the Jurisdiction Admin site to access your Dashboard and review submitted plan 

review applications.  

 

Accepting an Application  
1. Applications to be reviewed can be found under the Needs Attention or New/Submitted tab.  

2. Click on the linked Permit#/APP ID to view the Application Details page. 

3. Review application information and files to determine whether the application meets screening 

requirements:  

 

 
 

 

4. The status of the application changes to In Process. The system will process the application and 

assign a permit number.  

5. When the processing is complete, the status of the application is changed to Screened and the permit 

can be viewed in the Screened filter results. NOTE: If processing fails, the status of the application 

will display in the Needs Attn filter results. Failed applications will be highlighted red to indicate the 

admin user must attempt to refresh and reprocess the application.  

  

Jurisdiction staff can view 

documents submitted with 

application by selecting the 

Document hyperlink.     

After review is 

complete, select Accept.      

Jurisdictions can select one or 

more documents submitted by 

the applicant to Accept or Delete 

at a time.  

NOTE: Except for application 

instructions, System generated 

documents cannot be deleted.      

Staff can add/edit notes 

to customers regarding 

this application. 

https://admin.mybuildingpermit.com/
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Rejecting an Application  

1. If an application does not meet screening requirements, click the red  button.  

 

 
 

2. A draft email addressed to the applicant and project contact opens via the jurisdictions email 

program:  

 

 
 

NOTE: If your jurisdiction has recently updated or changed your email service (i.e., upgrade to Office 365) you 

will need to select your email and relink the account and then the email should load automatically. If you run 

into any issues, please contact your IT department.  

 

3. The status of the application is changed by the system to Not Accepted and the permit will display in 

the Not Accepted filter results.  

 

REMINDER: On a rejected application, the applicant can only make changes to the applicant information, 

description of works, project contact, supplemental question answers, and files uploaded. The pre-

application selections (Application Type, Project Type, Activity Type, Scope of Work, Work Types, and Project 

Details) cannot be changed. When these selections are incorrect, an applicant will need to submit a new 

application to proceed. 

 

Enter an optional message in 

the text box that appears on 

the Dashboard; Click Save.  

Enter reason for not accepting the 

application here, along with any 

other instructions you would like 

to provide the customer.      
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Resending Transaction Details  (for OTC Initial Payments  only ) 
For OTC permits only, you can regenerate the original Verisign email that was sent when payment was 

completed for the initial OTC transaction. NOTE: You cannot resend transaction details for PR permits or for 

invoices added to OTC permits.  

 

Accepting Documents  
Once the application is accepted and a permit number is assigned, documents can be accepted. The permit 

displays in the Needs Attention filter results with a Recent Activity of Document(s) until the documents are 

accepted by the jurisdiction.  

 

!ŎŎŜǇǘƛƴƎ ŘƻŎǳƳŜƴǘǎ ǿƛƭƭ ǾŀǊȅ ŘŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ File Sender integration status: 

¶ Without File Sender integration ς Accepting documents clears Document(s) activity but files must be 

manually saved to a jurisdiction file location and then manually deleted from the Dashboard.  

¶ With File Sender integration ς Accepting documents initiates the electronic file transfer process and 

clears Document(s) activity. The files are automatically saved to a pre-determined jurisdiction file 

location and then must be manually deleted from the Dashboard.  

 

Steps to accept documents:  

1. Open the Application Detail page from the Needs Attention or Screened tab by clicking on the 

hyperlinked Permit number. 

2. A new window of the Permit Details opens and by default displays Files.  

 

 
 

NOTE: If your jurisdiction is not integrated with File Sender, you will need to click on the Document File 

hyperlink to open the file and save a copy to a location within your district. 

Click the Accept button for 

each file, or the Accept All 

option. This starts the File 

Sender process. 

Click Refresh to check on 

the status of the transfer 

(File Status will change to 

Accepted). 

 

After the File is accepted, 

click the Delete or Delete 

All option.  

NOTE: Cannot delete 

system generated files. 
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Invoicing Fees  
Once the application is accepted and a permit number has been assigned, invoices can be created and 

submitted for applicable permit fees for both Plan Review and Over the Counter permits.  

 

¢ƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ŎǊŜŀǘƛƴƎ ƛƴǾƻƛŎŜǎ ǿƛƭƭ ǾŀǊȅ ǎƭƛƎƘǘƭȅ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ ƛƴǘŜƎǊŀǘƛƻƴ ǎǘŀǘǳǎΥ 

¶ Non-integrated Jurisdictions ς Invoice fee line items must be manually entered.  

¶ Integrated Jurisdictions ς Invoice fees ŀǊŜ ǇǳƭƭŜŘ ŦǊƻƳ ǘƘŜ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ ǇŜǊƳƛǘ ǘǊŀŎƪƛƴƎ ǎȅǎǘŜƳ ŀƴŘ 

are selected to add to the invoice. Additional fees can still be manually entered.  

 

NOTE: You can add an invoice to an issued Over the Counter (OTC) permit if you need to charge additional 

fees after issuance. You must have the Application ID or Permit number and search for it in the Dashboard to 

access the Permit Details page. OTC permits do not save to the Jurisdiction Dashboard. 

 

Creating  an invoice:  

1. Open the Application Detail page from the Screened tab by clicking on the hyperlinked Permit 

number.  

2. Navigate to the Invoices tab (available for Screened, In Review, Issued, and Closed statuses only): 

 

 
 

Non-integrated jurisdictions: 

 

 

Click + Add New Invoice      

To manually enter fees, 

enter a description of the 

fee, Bill #, and amount.       
Click Add Line Item to add all 

applicable fees to the permit. 

 

Add notes to the customer 

if desired regarding the 

invoice. 
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Integrated jurisdictions: 

 

 

3. Click the  button to save the invoice and return to edit or submit the invoice later or 

click the  button to submit the invoice to the customer.  
4. Once submitted, a PDF of the invoice is saved on the Jurisdiction and Customer Dashboards on the 

 tab. 
5. Applicant, Project Contact, and any Delegates on the permit will receive an email notification that an 

invoice has been issued and requires payment.  

Adding an Invoice to an Issued OTC Permit  
You can add an invoice to an issued Over the Counter (OTC) permit if you need to charge additional fees after 

issuance. You must have the Application ID or Permit number and search for it in the Jurisdiction Dashboard 

to access the Permit Details page. OTC permits do not save to the Jurisdiction Dashboard. 

1. On the Jurisdiction Dashboard, search for the App ID or permit number for the permit to which you 

want to add an invoice. 

2. Open the permit and click the Invoice tab on the Permit Details page. 

3. Follow the Steps to Create an Invoice.  

Services Charges Based on Customer Payment Type 
You can set service charges for customers based on the payment type they use at checkout: credit card 

payments, or eCheck/ACH (where it is supported). If established, service charges will be added to the 

transaction in the cart. However, service charges will not be displayed on the invoice. 

Select the checkbox next 

to each line item you 

want to add, then click 

Add Line Items(s). 

Any fees associated with this 

permit that exist in your backend 

permitting system will load here.  

Click Add Line Item to manually add any additional fees.  
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Processing Paid Invoices  
When an invoice is paid, either online through ePermit (the application site) or at the jurisdiction counter, the 

invoice needs to be marked as paid in the permit tracking system and updated on the Dashboard.  

Online Payments  

Jurisdictions receive an email notification when an invoice is paid online. The application displays on the 

Needs Attention filter results with the activity of Paid Invoice until required actions are taken.  

 

To clear this activity, follow these steps: 

1. Update invoice status within the jurisdiction permit tracking system as necessary to mark fees as 

paid.  

2. Open the Application Detail page from the Needs Attention filter by clicking on the hyperlinked 

permit number.  

3. Navigate to the Invoices tab: 

 

 
 

Other Payment Methods  

1. Open the Application Detail page from the Screened filter by clicking on the hyperlinked permit 

number.  

2. Navigate to the Invoices tab: 

 

 
 

Changing Jurisdiction Dashboard Status 
At different stages throughout the review process, you will need to update the status of the permit in MBP. 

This can be done by editing the status on the Application Detail page. The following are times when the 

manual update of a status in MBP is required: 

¶ After an invoice has been paid ς Change from Screened to In Review 

¶ After review is complete and permit has been issued ς Change from In Review to Issued 

Click Clear Activity. 

Click Mark As Paid, 

then Clear Activity. 
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NOTE: You can choose to change the permit status to Issued when you upload a document type of Issued 

Permit. See next section for details. 

¶ When jurisdiction determines the permit can be officially closed ς Change from Issued to Closed 

NOTE: You can choose to have permits automatically moved from Issued to Closed. Contact the Service 

Delivery Team to enable this process. 

 

REMINDER: Once a permit is in Closed status in MBP it will be deleted 180 days from the date of closure.  

 

Open the Permit Details page by clicking on the hyperlinked permit number.  

1. Click the  icon next to the Dashboard Status. 

 

 
 

Uploading Files  
Once the permit is in review, the jurisdiction and customer (applicant or delegate) can exchange files on the 

Dashboards to request or provide additional information, corrections, approvals, etc. Once plan review is 

complete and all required fees have been paid, the final documents (permit, approval, approved plans, etc.) 

are uploaded to the Jurisdiction Dashboard for the customer. When documents are added to the Jurisdiction 

Dashboard, an email notification is sent (see Email Notifications section for more details).  

 

1. Open the Permit Details page by clicking on the hyperlinked permit number.  

2. Click the  button. A form opens in the tab to add files: 

 

Select new status, 

then Click Save, 

which displays every 

you make a change. 
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Select appropriate document 

type; then click Select File to 

attach applicable document 

from your local network drives. 

 

Note: Only PDF documents 500 

MB or less can be uploaded. 

If a file is uploaded 

ƛƴ ŜǊǊƻǊΣ ŎƭƛŎƪ ά·έ 

button to delete. 
Repeat Steps 1 and 2 until 

all applicable files have 

been uploaded. Then click 

Submit to Customer. 

Add an optional note to the customer, 

which will appear with the document on 

the customer and jurisdiction dashboards. 

Check the box to update 

the MBP status to 

άLǎǎǳŜŘέ ǿƘŜƴ ȅƻǳ ǳǇƭƻŀŘ 

ŘƻŎǳƳŜƴǘ ǘȅǇŜ άLǎǎǳŜŘ 

tŜǊƳƛǘΦέ 
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Resending Failed Applications  
Both plan review and OTC applications may systematically fail while processing and are displayed under the 

Failed tab. Failures are generally due to integration or PDF generation issues. Once these issues have been 

resolved, these applications can be resent through the Permit Details Page.  

 

1. Open the Failed application Permit Details page from the Needs Attn filter by clicking on the 

hyperlinked word ErrorNumber (displays in the Permit #/App. ID field); select Resend: 

 

 

 

 
 

Changing Permit Numbers  
The permit number on the Jurisdiction Dashboard can be edited if necessary. Generally, this is done at the 

request of the jurisdiction, to match the permit number in the jurisdiction permit tracking system.  

1. Open the Permit Details page and click on the  icon: 

 

   
 

  

Click Resend 

Enter new Permit Number in 

text field, then click Save after 

ȅƻǳΩǾŜ ƳŀŘŜ ǘƘŜ ŜŘƛǘ. 
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Managing Permit Details  
 

Permit and application details can be managed on the Permit Details page, including Project Details, Project 

Location, Application Details, and Contacts.  

 

 

Managing Project Details  
You can update the following Project Details. The fields marked with an asterisk can be modified in the 

Project Details container: 

¶ Regenerate PDF ς Regenerate the Permit PDF for OTC permits 

¶ *Permit Number ς update the permit number, if necessary to reconcile with backend permitting 

system 

¶ *Assigned To ς assign the permit or application to a staff member to manage 
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¶ *MBP Status ς set the status of the permit 

¶ Permit Type ς Identifies whether the permit requires Plan Review 

¶ Project Name ς this displays the customer-assigned name for the project, which appears on the 

Jurisdiction Dashboard and the permit documents 

¶ *Work Description ς ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǿƻǊƪ ǘƻ ōŜ ǇŜǊŦƻǊƳŜŘ 

¶ *Jurisdiction Project Name ς the project name, as saved in the ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ backend permitting 

system 

¶ *Jurisdiction Status ς the permit status as saved in the backend permitting system 

¶ Submitted Date ς the date on which the permit was originally submitted 

 

Managing Project Location  
You can manage either the Address or the Project Location, depending on which type of location information 

is saved with the application. Project Location is only used when a physical address is not available (for 

example, some Right-of-Way or Special Events applications). 

 

Managing Application Details  
You can regenerate an application at any time. Click the Regenerate button to generate another copy of the 

original application. This will appear on the Customer Dashboard of the applicant. 

 

 

Click Edit to search for a 

new address OR to change 

the Location Description. 

Click Regenerate to create 

a copy of the Application 

PDF. 



  
Jurisdiction Admin Guide 

Jurisdiction Dashboard  
 

Jurisdiction Admin Guide All Rights Reserved 27 | P a g e 
 

Managing All Contacts  

You can manage the details of all Contact types via the Contacts container on the Permit Details page. You 

can access Contact Management by clicking Edit on the Contacts container. 

 

 
 

Managing Applicants  

Applicants have full access to managing all aspects of the application/permit. You can change the applicant 

on an application or permit, under the following conditions: 

¶ The applicant must be an MBP user and must provide the MBP username or email address. 

¶ Each application / permit must have an aǇǇƭƛŎŀƴǘΦ ¸ƻǳ Ŏŀƴ άǎǿŀǇέ ƻƴŜ ŀǇǇƭƛŎŀƴǘ ŦƻǊ ŀƴƻǘƘŜǊ ōǳǘ 

cannot save an application / permit without a designated applicant. 

¶ Changes to applicants are recorded on the Activity Log on the Jurisdiction Dashboard. 

 

 

Search MBP by username or 

email address. Applicant must 

have a valid MBP account. 

Select the user 

from the list. 

Applicant details for the 

new Applicant appear in 

the window. Use check boxes to update the 

Contact and/or Contractor 

information with Applicant 

details. 
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Managing Project Contacts  

Project Contacts serve as the primary contact for the application/permit. Note the following: 

¶ Project Contacts have no access to the application/permit and cannot manage or pay invoices on the 

permit.  

¶ Project Contacts do not need to be MBP users. 

¶ If the Project Contact needs access to the application/permit, they must be added as a Delegate 

(Delegates must be MBP users). 

¶ Changes to Project Contacts are recorded on the Activity Log on the Jurisdiction Dashboard. 

 

  
 

Use the check box to 

update the Project Contact 

information with current 

Applicant information. 

Enter all available Project 

Contact information. First 

Name, Last Name, Email 

Address, and Phone 

Number are required 

fields. 



  
Jurisdiction Admin Guide 

Jurisdiction Dashboard  
 

Jurisdiction Admin Guide All Rights Reserved 29 | P a g e 
 

Managing Contractors  

You can manage Contractor information for the application/permit either by searching for them in MBP, or 

by entering their information in a text form. 

¶ Contractors have no access to the application/permit and cannot manage or pay invoices on the 

permit.  

¶ Contractors do not need to be MBP users. 

¶ If the Contractor needs access to the application/permit, they must be MBP users and then be added 

as a Delegate (Delegates must be MBP users). 

¶ Changes to Contractors are recorded on the Activity Log on the Jurisdiction Dashboard. 
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Managing Delegates 

Delegates can be added to applications/permits during the application process and can be added or removed 

by Jurisdiction Administrators or Staff. Delegates have the same level of access to the permit as the 

Applicant, and can pay invoices, upload documents, manage Contacts and view all communications with the 

jurisdiction. Delegates can be managed as follows: 

¶ Delegates must have valid MBP accounts. 

¶ Delegate username or email are required to add them to the application/permit.  

¶ There is no limit on the number of Delegates on an application/permit.  

¶ Changes to Delegates are recorded on the Activity Log on the Jurisdiction Dashboard. 

 

 
 

  

Search for MBP users to 

add as Delegates by 

either their MBP 

username, or the email 

address associated with 

their MBP user profile. 

The Suggested Project Delegates pane displays: 

¶ All users previously associated with the 

applicant. 

¶ All users associated with the email address 

or username you entered in the search. 

Use the arrows to move users into or out of the 

Current Project Delegates pane. 
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Sending an Email to All Project Contacts  

You can generate an email to send to all project contacts. An email is generated that contains pre-populated 

email addresses for each contact type, a pre-populated subject line, and a blank message body. The email 

recipients can be modified, if needed, before the message is sent. A record of the email generation will 

appear in the Activity Log for the permit however, the Activity Log does not track whether the email was 

sent.  
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User Profiles  
 

The User Profiles menu allows you to search for and manage Contractor, Customer, and Staff accounts. 

User Profile Search Tips: 

¶ Contractor ς Search by Company Name 

¶ Customer ς Search for an MBP user account by MBP username or email address 

¶ Staff ς Search for Jurisdiction Staff by username or email address 

 

 

 
 
 

 

 

 

 

Resetting Account  Credentials  
User passwords for ePermit cannot be reset through the Admin site. Only the MBP user can reset their 

password. When the MBP user clicks Forgot Username /  Forgot Password on the login screen, they will 

receive an email at the address that is associated with the email account saved in their MBP user profile. 

 

 

NOTE: User passwords for the Application 

portal (ePermit) cannot be reset through 

the Admin site. Users must use the link on 

the ePermit [ƻƎ Lƴ ǇŀƎŜΥ ΨForgot User 

Name / Forgot PasswordΩ 
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Contractor Accounts  
 

Contractors must create an account in MBP using their company name and Unified Business Identifier (UBI) 

number.  The MBP system connects to the WA Department of Labor and Industries (LNI) web site to confirm 

ŜŀŎƘ ŎƻƴǘǊŀŎǘƻǊΩǎ ¦.L ŀƴŘ ŎƻƳǇƭŜǘŜ ŀƭƭ ǇŜǊǘƛƴŜƴt information including State Contractor Licenses numbers for 

ŜŀŎƘ ŎƻƴǘǊŀŎǘƻǊΩǎ ǇǊƻŦƛƭŜΦ ! /ƻƴǘǊŀŎǘƻǊ Ƴǳǎǘ ƘŀǾŜ ŀ ŎǳǊǊŜƴǘ ǾŀƭƛŘ /ƻƴǎǘǊǳŎǘƛƻƴ, Electrical, or Plumbing 

contractor license number to obtain an Over-the-Counter (OTC) permit.  Plan Review applications bypass the 

contractor validation as the jurisdictions will complete the license verification prior to permit issuance.  

Jurisdictions can perform the following actions to a Contractor Account: 

¶ Remove associated Company Users 

¶ Add and Edit Jurisdiction/Local Business License information 

¶ Add notes to their account 

¶ Change the Status (Active or not) 

 

NOTE: All Contractor Company address and license data come from the LNI interface and cannot be 

ƳƻŘƛŦƛŜŘΦ  LŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ Ƙŀǎ ŎƘŀƴƎŜŘ ŀƴȅǘƘƛƴƎ ƻƴ ǘƘŜ [bL ǎƛǘŜ ǘƘŀǘ ƘŀǎƴΩǘ ōŜŜƴ ǳǇŘŀǘŜŘ ƛƴ a.tΣ ǇƭŜŀǎŜ 

contact MBP support. 

 

Search 
USER PROFILES Ą Contractor Ą Search allows you to search for a contractor company in MBP using name, 

UBI#, Professional License#, or with Expiration Date Ranges.  

 

 
 

Verify Licenses  
!ƭƭƻǿǎ WǳǊƛǎŘƛŎǘƛƻƴǎ ǘƻ ǾŜǊƛŦȅ ŀ /ƻƴǘǊŀŎǘƻǊΩǎ ƭƻŎŀƭ ōǳǎƛƴŜǎǎ ƭƛŎŜƴǎŜ όƛŦ ǊŜǉǳƛǊŜŘύΦ The counter on the Menu bar 

indicates how many new licenses need to be verified:  
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Steps: 

1. Click on USER PROFILESĄContractorĄVerify Licenses OR select Ψ±ƛŜǿ [ƛŎŜƴǎŜ wŜǉǳŜǎǘǎΩ on the 

Landing page.  

 

 
 

Contractor Registration  
The following is information for registering as a contractor in case you need to assist a contractor registering 

on MBP.  (More detailed information is on the MyBuildingPermit.com Help page here). 

 
This process is used by licensed contractors to create an account on MyBuildingPermit.com.  When 
registering a new company on MBP, state license validation is required, and some jurisdictions require local 
business licenses as well before a licensed contractor can submit a permit application. 
 
NOTE: A company UBI may only be registered one time with MBP; however, there can be multiple user 
accounts associated with a single company.   
 
  

Click Edit to 

make changes.  

Indicate if Approved or not: 

Select Yes or No   
When done, click Update to 

Save changes. An email will 

be sent to the contractor.   

https://mybuildingpermit.com/help
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Registering a Licensed Contractor Account  

Accounts are created only in the ePermit (permit application) site. Contractors must log in to the ePermit site 
to create their accounts. 
 

1. Click Create an Account on the MyBuildinPermit.com Login Page. 
2. On the User Registration page, select Licensed Contractor. 
3. Enter WA State UBI number and click Search. 
4. Complete the Contractor Registration. 
5. Verify Company Information and enter the Phone Number. 
6. Enter Jurisdiction License information. 
7. Enter User Account Information. 
8. Complete Review and Certify. 
9. Exit the Registration Process or Register with another Company. 
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!ÄÄÉÎÇ Á *ÕÒÉÓÄÉÃÔÉÏÎ ÔÏ Á #ÏÎÔÒÁÃÔÏÒȭÓ !ÃÃÏÕÎÔ 
Find the company through a Contractor Search on the Admin site (User Profiles Ą Contractor Ą Search).   
 

 
 

Customer Accounts  
 
USER PROFILES Ą Customers allows you to search 
for accounts by either a Username or Email 
address.  
 
You can: 

¶ Change Status ς Active or not 

¶ Edit Names and Email Address 

 

And if they are a Contractor Company: 

¶ See Recent permit activity and Associated 

Companies  

 
REMINDER: Passwords cannot be reset by Admin. ¢ƘŜȅ Ƴǳǎǘ ǳǎŜ ǘƘŜ άForgot Username / Forgot Passwordέ 

links on the Log In screen.  

Click on the +Insert button to add local 

business license information.  

 

NOTE: Insert button will not appear if 

your jurisdiction has already been added. 
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Staff Accounts 
 
Aƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜŀǊŎƘ ȅƻǳǊ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ ǳǎŜǊǎ ŀƴŘ ƳƻŘƛŦȅΥ 

¶ Status 

¶ Names 

¶ Email 

¶ Change staff User Levels (JurisdictionAdmin level only) 

¶ Add a new staff account (JurisdictionAdmin level only) 

 

Creating a New Staff Account 
1. Select USER PROFILES Ą Staff. 

 

 

First, search for user to be 

added to make sure no 

profile already exists. If no results found, 

click +New to add. 

You can Edit 

existing profiles. 
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NOTE: It is good practice to inactivate any Staff accounts for people no longer at your jurisdiction. Edit the 
staff profile and deselect the Active indicator under Status.   
 

  

Complete the following fields: 

¶ First Name 

¶ Last Name 

¶ User Name  

¶ Email 

All new accounts have 

a default password of 

Welcome1. 

Set the applicable User Level.  

Click Save to 

create profile. 



  
Jurisdiction Admin Guide 

User Profiles 
 

Jurisdiction Admin Guide All Rights Reserved 39 | P a g e 
 

Setting User Levels 
Only Jurisdiction Administrators can set User Levels. This section describes the access available to each level 
within MBP.   
 

Administrative Users  

There are four user levels to choose from within MBP:  
1. System Admin  
2. Jurisdiction Admin  
3. Jurisdiction Staff  
4. Jurisdiction Reviewer  

 

System Admin  

eGov application developers, application project leads, and support staff are assigned the user level of 
System Admin.  These users have access to edit all applicable fields, as well as enter and save changes for all 
jurisdictions and customers within MBP. Only System Admins can grant System Admin user levels. 
 

Jurisdiction Users  

Jurisdiction administrative staff have the choice of three defined user levels:  
1. Jurisdiction Admin  
2. Jurisdiction Staff  
3. Jurisdiction Reviewer 

 

Jurisdiction Admin  

Users have the highest access for the jurisdiction and are engaged in creating and editing application 
configurations. Jurisdiction Admins have read/write access to all editable fields within the MBP Jurisdiction 
Admin site: 
Jurisdiction Admins has access to: 

¶ Read/write all editable fields within the MBP Jurisdiction Admin site 

¶ Create, edit configurations 

¶ Edit Contractor Profiles and Verification 

¶ Create and edit Staff user accounts 

¶ Full Dashboard management and application processing 

¶ Reports 

¶ Manage addresses 

 

Jurisdiction Staff  
Users at this level have more limited access and are more engaged in the daily review and processing of OTC 
and plan review applications.  
Jurisdiction Staff users have access to: 

¶ Accept/Reject an application 

¶ Accept, View, and Delete files 

¶ Create and delete invoices 

¶ Upload documents to customers 
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¶ Edit permit number 

¶ Make all dashboard status selections  

¶ Edit Contractor profiles and contractor verification 

¶ Reports 

 

Jurisdiction staff have no access to: 

¶ Configuration menus 
 

Jurisdiction Reviewer  

Users at this level have the most limited access. Like the Staff level, users are more engaged in the daily 
review and processing of OTC and plan review applications.  
 
Jurisdiction Reviewers have access to: 

¶ View applications, files, invoices 

¶ Upload documents to customers 

¶ Make Dashboard status selections of Screened and In Review only 

¶ Edit permit number 

Jurisdiction Reviewers have no access to: 

¶ Configuration menus 

¶ Edit Contractor Profiles 

¶ Delete documents 

¶ Accept/Reject applications 

¶ Create or delete invoices 
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Managing Jurisdiction Information  in MBP 
 

Use the Manage menu to configure and customize MBP for your jurisdiction. Most of these settings and 

items are managed by Jurisdiction Admins to control what choices and information an applicant has 

available, or needs to submit, during the application process. 

 

Using the Manage Menu 
 

Under Manage you will find the following menu options: 

 

¶ Applications ς Create new or modify existing application configurations which control the choices 
information required when applicants are applying for a permit. 

¶ Fees ς Fees for Over the Counter (OTC) applications must be configured in MBP. Plan Review 
applications will have invoices generated with fee information from your backend permitting system. 

¶ Settings ς Jurisdiction Information, Application Types you will accept on MBP, Inspection Information 
ŀƴŘ IƻƭƛŘŀȅǎ όƻƴƭȅ ƛŦ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎƴΩǘ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ȅƻǳǊ backend permitting system). This is 
also where you establish supported payment methods (credit card and eCheck/ACH) and set 
transaction details for each supported method. 

¶ Supplementals ς Additional questions and information that can be added to any Application 
Configuration. 

¶ Support ς Search for an invoice, application, or permit. 
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Configuring Applications  
 

Before users can apply for permits, jurisdiction Administrators must build and activate application 

configurations. Each jurisdiction follows the configuration workflow to set up their configurations. To begin, 

go to the Manage > Applications ƳŜƴǳ ŀƴŘ ƳŀƪŜ ǎŜƭŜŎǘƛƻƴǎ ŦƻǊ ǘƘŜ άŦƻǳǊ ōǳŎƪŜǘǎέ ǘƘŀǘ ŎƻƳǇǊƛǎŜ ŀ ǇŜǊƳƛǘ ƛƴ 

MBP: Application Type, Project Type, Activity Type, and Scope of Work. The buckets guide applicants during 

the application process. Each bucket type includes a brief description/definition to assist the applicant when 

making their selections.   

 

 
Each Application Configuration can have the following steps in the workflow: 
 

¶ Application Configuration Landing Page: All four buckets and at least 1 required Work Type are 

required for each Application Configuration. 

¶ Pre-Application Message: Displays immediately after the four buckets are selected by the applicant. 

¶ Work Types: Additional information for the permit which displays on the Project Details page. 

(includes things like fixtures, heating source, materials used, quantities of items, etc.). 

¶ Category Ordering: Arrange the category display order on the Project Details page. 

¶ Conditional Display: Creates a relationship between customer responses to SKUs and categories that 

display based on those responses. 

¶ Supplementals: Additional questions or information needed from the applicant (NOTE: Responses to 

Supplementals do not integrate into backend permitting system). 

¶ Document Types: List of documents the applicant will need to upload with their application. 

¶ Submittal Info: Information the jurisdiction needs to tell the applicant pertinent to submitting this 

application type. 

¶ General Process: Information the jurisdiction needs to communicate to the applicant regarding the 

general permit application process such as contact information, timeframes, etc. 

¶ Settings and Options: Set a configuration to Active or Inactive to control its availability in ePermit; 

Clone or Delete an application. 
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Customer Application Process and Selections  
 

As applicants progress through the MBP Permit application process, their selections and data entries are 

determined by the jurisdiction during the configuration process. 

 
 
Each jurisdiction configures the 
applications available through MBP on 
the Jurisdiction Admin menu under 
Manage > Applications. 
 
The bucket options available under 
Application Type, Project Type, Activity 
Type, and Scope of Work are configured 
by each jurisdiction. These choices align 
with their backend permitting system 
configurations.   
 
MBP sends permit data to the 
ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ backend permitting system 
and receives information back.   
 
¢ƘŜ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ Web Service takes the 
mapped permit data and inserts it into 
the backend permitting systemΩǎ 
database.  
 

The bucket options display in ePermit 
with brief descriptions to help applicants 
make accurate selections. 
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.Ŝƭƻǿ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ !ŎǘƛǾƛǘȅ ¢ȅǇŜ ƻǇǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ ǘƻ .ŜƭƭŜǾǳŜ ŀǇǇƭƛŎŀƴǘǎ ŀŦǘŜǊ ǘƘŜȅΩǾŜ ǎŜƭŜŎǘŜŘ ŀƴ 

Application Type of Building, and Project Type of Single Family Residential: 

Customer/Applicant Apply Screen 
 

 
 

After the first four bucket options ŀǊŜ ǎŜƭŜŎǘŜŘ ōȅ ǘƘŜ ŀǇǇƭƛŎŀƴǘΣ ǘƘŜ ŦƛŦǘƘ άōǳŎƪŜǘέ ƛǎ tǊƻƧŜŎǘ 5ŜǘŀƛƭǎΦ  The 
jurisdiction specifies the information required from the customer for each application by adding Work 
Types/SKUs to the configuration. Work Types/SKUs are grouped assigned to Categories to keep them 
organized in logical groups. Work Types/SKUs display to applicants on the Project Details page, which 
applicants must complete as part of the application process. 
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For the Bellevue Building /  Single Family Residential /  Remodel /  Residence application configuration, the 
Work Types/SKUs appear as follows: 
 
 
 
 

  

And looks like this to the 

Customer/Applicant: 
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Application Integration  
 
When integrating with MBP, the application configuration ς along with SKU details and fees ς will be included 
in the XML output sent to the jurisdiction via Web ServicesΦ LǘΩǎ ŜǎǎŜƴǘƛŀƭ ǘƻ ƳŀǇ ǘƘƛǎ Řŀǘŀ ǘƻ your backend 
permitting systems.  For more information on MBP integration process see the MBP Integration Section in 
this document as well as the MBP Integration Guide. 
 
High level overview of MBP OTC permit integration with jurisdiction backend systems 

 

 MBP send Application Data to JurisdictionΩs 
Web Service to populate  their backend 
permitting system and receives permit 

number and details back 

Jurisdiction 
Permitting 

System 
άbackendέ

Customer Applies for Permit online at 
MyBuildingPermit.com

Customer Pays for Over-the-Counter 
Permit online

 
 

 
  

file://///ci.bellevue.wa.us/data/Workgroups/eCityGov/Alliance%20Programs/MyBuildingPermit/Documentation%20&%20Onboarding/Guides/Integration%20&%20Onboarding%20Guide.pdf
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High level overview of MBP PR permit integration with jurisdiction backend systems 
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Considerations when Configuring Applications  
 

¶ Mark an application configuration as ΨActiveΩ to make it available to applicants. Mark configurations 
ΨInactiveΩ until ǘƘŜȅΩǊŜ ŎƻƳǇƭŜǘŜ. This allows you to save configurations without displaying them on 
the applicant screen ǳƴǘƛƭ ȅƻǳΩǊŜ ǊŜŀŘȅ.  This is useful for testing or preparing to roll out new 
applications in the future or when updating existing ones (e.g., when your permit fees change).   

¶ Consider the typical aǇǇƭƛŎŀƴǘΩǎ ǘƘƻǳƎƘǘ ǇǊƻŎŜǎǎ ǿƘŜƴ ŀǇǇƭȅƛƴƎΦ Provide information and options that 
guide them to the correct permit.  

¶ Align configurations with your jǳǊƛǎŘƛŎǘƛƻƴΩǎ ǿƻǊƪŦƭƻǿ ŀƴŘ ōŀŎƪŜƴŘ ǇǊƻŎŜǎǎŜǎΦ 

¶ Determine which permits can be obtained as OTC (non-Plan Review). 

¶ Create a spreadsheet of your permit types and how they map to MBP buckets. Indicate whether Plan 
Review is required and specify fees for Over-the-Counters, etc. 

 
Here is an example of how a jurisdiction with TRAKiT as their backend permitting system maps the MBP 
buckets to their database. 
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Application Configuration Landing Page  
 

For all application configurations you must first select one type from each of the four buckets: 

 

 

APPLICATION 

Type 

 
Choose an application type and click Submit. The number in brackets next to the Application 

Type indicates how many configurations you already have for that type.  

 

PROJECT  

Type 

 
Once you select an Application Type, you can choose the other three buckets in any order.  

 

ACTIVITY 

Type 

 
All bucket selections display a counter in brackets which shows the number of configurations 

in the system that match your selections. 

 

SCOPE of 

Work 

 
With each bucket selection, the grid populates with configurations that match your choices.  

If no configurations match your selections, the Create Configuration button appears.  

NOTE: Select an Application Type and click Submit 

to view all configurations for the selected 

Application Type.  

NOTE: After choosing the Application Type, the 

grid displays configurations that match your 

selections. Click Edit to open an item from the gird. 
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Using the Landing Page 
Follow these steps to select a configuration and manage your application settings.  

 

Steps: 

1. On the menu, select Manage > Applications. 

2. On the Application Configuration landing page, choose the desired Application Type. The counter in 

brackets indicates the number of configurations already saved for the selected application type. 

3. Click Submit. The grid displays all configurations for the chosen Application Type, and the dropdown 

values for the remaining buckets are populated. 

4. Select the remaining buckets in any order. The counters dynamically respond to each dropdown 

selection, and the grid displays all saved configurations that match your selections.  

5. The grid displays the 4 bucket selections, along with the Active/Inactive status and the number of 

SKUs saved for each configuration. 

6. Click Edit to modify a configuration from the grid or click Create Configuration to start working on a 

new one. 
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The Configuration Workflow  
 

Once you have selected the buckets, use the links on the left navigation of the configuration workflow to 

build your configuration.  

 

The configuration workflow opens with the Pre-Application Message page. For new configurations, it is 

recommended to follow the steps in the order shown on the left navigation to complete all steps of the 

configuration workflow. When editing existing configurations, use the active page links to update any page in 

the configuration workflow. 

 

 
 

Consider the following best practice guidelines when working in the configuration workflow:  

¶ Complete all steps on the left navigation to build a complete configuration. The numbered steps on 

the left navigation provide a suggested order. 

¶ When editing existing configurations, make them Inactive on the Settings and Options page until 

ȅƻǳΩǾŜ ǎŀǾŜŘ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ŎƘŀƴƎŜǎ. 

¶ Build and test your configurations in the test environment prior to making them available to external 

customers in production. 

¶ Apply for the permit in the ePermit test environment to verify the customer experience. 

 

Pre-Application Message  
The Pre-Application message provides information that the jurisdiction wants to display to the applicant right 

after they make their bucket selections on the Application Information page of ePermit. The Pre-Applicant 

message is optional. 
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Steps: 

1. Click the Pre-Application Message link on the left navigation. 

2. On the Pre-Application Message page, add the message in the text box and click Enable Pre-

Application Message.  

3. To prevent the applicant from proceeding past the Application Information page, click Stop Applicant 

from Proceeding.  

4. To both stop the applicant and display a message, enter your message and select both checkboxes.  

5. Click Save. A save success message will appear. 

 

It is recommended that you use the Stop Applicant from Proceeding check box only in conjunction with the 

Enable Pre-Application Message. Failing to provide a message to the customer when blocking their progress 

can cause confusion and result in support issues. 

 

You can edit the Pre-Application message at any time, including modifying the message body or adjusting the 

checkbox settings. 

 

 
 
 
 

NOTE: /ƭƛŎƪ ǘƘŜ ά{ǘƻǇ !ǇǇƭƛŎŀƴǘ ŦǊƻƳ tǊƻŎŜŜŘƛƴƎΚέ ōƻȄ to block the applicantΩǎ ǇǊƻƎǊŜǎǎ on the Application 
Information page. This can be beneficial if your jurisdiction does not issue Electrical Permits and you need to 
refer the applicant to the WA Department of Labor and Industries. Not having Electrical in your application 
type selection could cause confusion and increase phone calls to your permit team. Instead, you can 
configure the Electrical permit with the Pre-Application message with instructions for the applicant on how 
to proceed. 
 

Type message text in 

provided text box. 

Click to enable the Pre-

Application message. 

Click if you want to stop 

applicant from proceeding 

with the application.  
Click Save to keep 

changes to the message. 
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Customer Application Screen: Example of a Pre-Application Message 
 

 
 

Work Types/SKUs  
Work Types/SKUs are specific to each permit type. For example, the choices available for BUILDING permits 

will differ from those for FIRE permits. These Work Types are displayed on the Project Details page during the 

application process, allowing you to gather detailed information about the work to be completed under the 

selected permit. 

Each Work Type has a unique identifier known as a SKU. ²ƘŜƴ ŎƻƳōƛƴŜŘ ǿƛǘƘ ȅƻǳǊ ƧǳǊƛǎŘƛŎǘƛƻƴΩǎ ǎƘƻǊǘ ƴŀƳŜ 

(e.g., KL for Kirkland) and permit type, a specific code is formed (e.g., KL_MECH_5476). This SKU is sent to 

your backend permitting system via an XML text file. Your Web Service integration will then translate this 

information into your backend system. 

Work Types/SKUs are also associated with a particular Category when the SKU is created by the Service 

Delivery Team. This association determines how they are organized on the customer application screen. If 

you need additional Categories or Work Types/SKUs for your configurations, please request them from the 

Service Delivery Team via the Manage menu (Manage > Settings > SKU Request).  

When adding Work Types/SKUs to your configuration, consider the following: 

¶ If using radio list control types, do not combine them with check box control types in the same 

category. 

¶ For OTC applications, at least one SKU must have a Fee Code assigned. 

¶ All configurations must contain at least one SKU. Where Valuation is used, there must be at least two 

SKUs in the configuration. 
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Adding Work Type/SKUs  
Work Types/SKUs are managed and saved on the primary page, with a secondary page used to add new 

Work Types/SKUs to the configuration. 

 

Steps: 

1. Click the Work Types/SKUs link on the left navigation. 
2. Click the Add Work Types/SKUs button to view a secondary page displaying all available Work 

Types/SKUs. Check the box to select the SKUs you want to add to the configuration. 
3. To find specific Work Types/SKUs, filter by Category, Work Type Name, or SKU Number. 

 

 
 

4. Check the box in the Add column for all Work Types/SKUs you want to include in the configuration. 

5. Click Add. Focus returns to the primary page. Newly added SKUs appear at the bottom of the primary 

page in bold/italic font, with red messages alerting you of unsaved changes on the page. 

6. Make any other changes on the grid and click Save. A save success message appears. 

Filter by Work Types by 

Category, Work Type 

Name, or SKU number. Check the box to select the Work Types 

you want to add to the configuration. 

 

 NOTE: Once a Work Type has been added 

it will be displayed on the primary page 

and removed from the list. 

Click Add to move selected 

SKUs to the primary page. 
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Plan Review SKUs (Requires PR)  

Use the grid to identify which Work Types/SKUs in the configuration will trigger a PR Application process. 

NOTE: The Requires PR? check box will be disabled for SKUs that have Fee Codes assigned. 

 

Steps: 

1. On the Work Types/SKUs primary page, identify the Work Types/SKUs that should trigger a Plan 
Review when the applicant selects them. 

2. Check the Requires PR check box. 

3. Make any other changes on the grid and click Save. A save success message appears. The application 

will be submitted as a Plan Review when the customer selects any PR SKUs during the application 

process. 

 

Assiging Fee Codes to SKUs 

Assign Fee Codes to OTC SKUs to apply appropriate fees to SKUs selected by customers on OTC permits. 

NOTE: Fee Codes will be disabled on SKUs that are marked Requires PR. 

 

Steps: 

1. On the Work Types/SKUs primary page, click the Fee Code box to activate it. 

2. From the list, select the Fee Code you want to assign to the Work Type/SKU. 

3. Make any other changes on the grid and click Save. A save success message appears. The Fee Code 

that was assigned will be added to the OTC permit when the Work Type/SKU is selected by the 

customer, which will be paid by the customer during checkout. 
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Marking a Work Type/SKU as Required  

Required Work Types/SKUs indicate the selections that the applicant is required to make on the Project 

Details page of ePermit. Work Types/SKUs that are Required display a red asterisk on the Project Details page 

in ePermit.  

 

Steps: 

1. On the Work Types/SKUs primary page, check the Required box for any SKUs that must be selected 
during the application process. Required SKUs will display with a red asterisk to indicate required 
status. The following SKU types cannot be marked as required selections; the Required check box will 
be disabled for: 

¶ Radio List control type SKUs 

¶ Globally Required SKUs 

¶ SKUs that are in required categories 
2. Make any other changes on the grid and click Save. A save success message appears. 

 

Removing Work Types/SKUs from a Configuration  

You can remove any Work Types/SKUs that were previously added to a configuration. Once SKUs are 
removed from a configuration, they can be added again if desired by clicking Add Work Types/SKUs. 
 
NOTE: If you delete a SKU that has been saved as a Trigger SKU in Conditional Display, you will be alerted. 
 
Steps: 

1. On the Work Types/SKUs primary page, identify the Work Types/SKUs that you want to remove from 
the configuration. 

2. Check the Delete check box. Multi-select is supported. 

3. Make any other changes on the grid and click Save. The Work Types/SKUs are removed from the 
configuration, and are restored to the list on the secondary page, Add Work Types/SKUs. 
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NOTE: Plan Review configurations will not use Fee Codesτjurisdictions will Invoice for any fees due.   

 
REMINDER: When a Work Type is marked as Required in the configuration, the categories will be marked 
with a Red Asterisk *  in the Application process, which means an applicant must fill in at least one of the 
options in that category. Note that Radio Button control types are meant to indicate a single selection is 
required. Radio Button control types cannot be marked as Required. 

 

 
 

NOTE:  See FEE CODES Section in this document for detailed instructions on creating Fee Codes. 

 

Click +Add Work Types/SKUs  Select the Work Types link  

When a Fee Code has been added, 

hovering on the label will give 

additional details. 

On the grid, manage the SKUs: 

- Add Fee Codes (for OTCs only) 

- Indicate which SKUs trigger Plan Review 

- Mark SKUs that applicants must select 

(Required SKUs) 

- Mark SKUs for deletion from the 

configuration 

SKUs with permit conditions display in blue; full 

details display on mouseover. 
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Example of a Jurisdiction Application Configuration 
 

 
 

The Work Types/SKUs display to the Customer on the Project Details Screen 
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Category Ordering  
Click and drag categories to control the order in which they display to applicants in ePermit. If you want to 

add Conditional Display to the configuration, complete the Category Ordering step before adding Conditional 

Display. 

 

NOTE: Categories that have Conditional Display relationships established will display with a jagged blue 

ƻǳǘƭƛƴŜΦ /ŀǊŜ ǎƘƻǳƭŘ ōŜ ǘŀƪŜƴ ǿƘŜƴ ǊŜƻǊŘŜǊƛƴƎ /ƻƴŘƛǘƛƻƴŀƭ /ŀǘŜƎƻǊƛŜǎΦ {ŜŜ ά/ƻƴŘƛǘƛƻƴŀƭ 5ƛǎǇƭŀȅέ ǎŜŎǘƛƻƴ ŦƻǊ 

detailed instructions.  

 

Steps: 
1. Click Category Ordering on the left navigation. 

2. Click and drag the categories to place them in the desired display order. This is the order in which the 

categories will appear to applicants on the Project Details page in ePermit. 

 

NOTE: This changes the display order to applicants only. The categories are not reordered on the Work 

Types/SKUs page. 

 

 
 

3. Expand the categories to view the SKUs in a similar presentation to the Project Details page.  

a. Toggle the Expand All / Collapse All button to show or hide the Work Types in all categories. 

b. Use the caret on any category header to show or hide the Work Types in a specific category. 
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4. Click Save ǿƘŜƴ ȅƻǳΩǾŜ ŀǊǊŀƴƎŜŘ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ ƛƴ ǘƘŜ ŘŜǎƛǊŜŘ ƻǊŘŜǊΦ bƻǘŜ ǘƘŀǘ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ are 

saved in the collapsed state. A success message appears when your changes are saved. 

 

NOTE: Category ordering is optional. If you choose not to change the display order, all SKUs in the 

configuration will appear in their default order during the application process. 

 

Toggle the caret on any 

category to show / hide the 

Work Types in that 

category. 

Toggle between Expand All / 

Collapse All to display or hide the 

Work Types in all categories. 
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Categories Display in Order on the Project Details Screen in ePermit 

 

 
 

Conditional Display  
Conditional Display is a powerful feature within the configuration workflow designed to optimize the user 

experience by making applications more responsive to customer selections. Incorporating Conditional Display 

into a configuration helps minimize unnecessary questions during the application process. 

 

Conditional Display relationships are established when categories are associated with specific SKUs, known as 

Trigger SKUs. These Trigger SKUs are added to a category, transforming it into a Conditional Category. The 

Conditional Category remains hidden and will only be displayed to the user if the applicant selects the Trigger 

SKU during the application process. This results in applications that are better tailored to the specific needs of 

the applicant. 

 

Key Terms 

¶ Trigger SKUs: SKUs that are part of the configuration and assigned to categories to control their 

display. Note that removing a Trigger SKU from a category does not remove the SKU from the 

configuration. 

¶ Conditional Categories: Categories with Trigger SKUs assigned to them. Conditional Categories will 

display to the applicant only if the Trigger SKU is selected by the applicant.  

 

Important Considerations - Before you Begin Working with Conditional Display  

By default, all SKUs and Categories saved to a configuration will display in ePermit. Because this behavior 

changes the default display behavior, you must have a solid understanding of your configurations before you 

begin. 
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Please note several important considerations when working with Conditional Display: 

¶ Optional Use: Conditional Display is optional. If not used, applicants will continue to see all 

Categories and SKUs. There is no obligation to change configurations. Admins who want to control 

category display can add Conditional Display to new or existing configurations in the Configuration 

Workflow. 

¶ Establish Category Order: Conditional Display relies on the display order of categories and SKUs. 

Before assigning Trigger SKUs to categories, ensure the Category Ordering step is completed in the 

Configuration Workflow. Key points to note: 

o Only SKUs that precede a category in the display order can be assigned as Trigger SKUs for 

that category. 

o Once Trigger SKUs are assigned to a Conditional Category, you cannot reposition the Trigger 

SKU to display below its Conditional Category; doing so will clear the Trigger SKU. 

¶ Testing: Always test your Conditional Display configurations in the STG environment before moving 

them to PROD. This involves selecting the saved Trigger SKUs and validating that the appropriate 

Categories are displayed when the Trigger SKUs are selected. 

¶ SKU Eligibility: Only SKUs preceding a category in the display order are eligible to use as Trigger SKUs 

for that category. Some SKU types are not eligible for use as Trigger SKUs, including: 

o Fair Market Value SKUs 

o OTC Fee SKUs 

¶ Category Eligibility: Categories can only be Conditional Categories based on the SKUs that precede 

them in the display order. However, some Categories are not eligible to be Conditional Categories, 

including:  

o The Category that appears first in the configuration and displays at the top of the page. 

o Categories that contain Fair Market Value SKUs. 

 

Establishing the Category  Display Order  

Determining the display order of your Categories before adding Trigger SKUs to Conditional Categories is 

crucial. Changing the Category Display after setting up Conditional Display may result in Trigger SKUs being 

cleared. Follow these steps to establish the Category order: 

1. Navigate to the configuration you are working on and click Category Ordering. 

2. Click and drag categories into the desired order, ensuring that Conditional Categories are positioned 

below the Trigger SKUs you want to assign. 

3. Once the Categories appear in the desired order, click Save. You can now proceed to set up 

Conditional Display. 

 

Adding Conditional Display to a Configuration  
To add Trigger SKUs to categories and control category display, follow these steps: 

1. Save categories in the desired display order on the Category Ordering page and click Conditional 

Display in the left navigation. 

2. Review the Categories and SKUs and identify the Trigger SKU(s) and the Conditional Category 

relationships you want to assign.  
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3. In the Conditional Category header, click the check box for Display Category only if SKU(s) selected. 

This action will outline the category and activate the dropdown. 

4. Click the dropdown to display all SKUs available to add as Trigger SKUs.  

o Only SKUs that preceded the category in the display order can be Trigger SKUs. 

o You can assign one or more available SKUs as Trigger SKUs to a Category. 

o A SKU can be used as a Trigger SKU in multiple categories, provided it precedes each 

Conditional Category in the display order. 

5. After adding all desired SKUs to the categories, click Save. Applicants will now only see Conditional 

Categories when the Trigger SKU is selected on the Project Details page of the application process. 

 

 
 

Removing Conditional Display from a Configuration  

Categories without Trigger SKUs will always display in the application. Follow these steps to remove 

Conditional Display from a category: 

1. Click Conditional Display in the left navigation of the Configuration Workflow. 

2. Scroll to the Category from which you want to remove Conditional Display. 

3. Click the άxέ in the right corner of the SKU. This removes the SKU from the category. 

4. Click Save.  

 

Workflow changes that affect Conditional Display  

Once Conditional Display relationships are saved in a configuration, certain changes to the SKUs and 

categories within those relationships can clear them. Deleting SKUs or altering the display order of categories 

can clear conditional relationships. You will be alerted when attempting to make configuration changes that 

impact Conditional Display. However, it is advisable to review Conditional Display before making any other 

configuration changes. 
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Work Types/SKUs: Deleting  Trigger SKUs from a Configuration  

When you make changes to Conditional Categories and Trigger SKUs in other areas of the Configuration 

Workflow, you will be alerted. 

¶ ¸ƻǳΩƭƭ ǎŜŜ ŀƴ ŀƭŜǊǘ ŘƛŀƭƻƎ ƻn the Work Types/SKUs page if you try to delete a SKU that is in use as a 

Trigger SKU. Click OK to confirm deleting the Trigger SKU(s) or click Cancel. 

 
 

Category Ordering: Changing Display Order with Conditional Display  

When making changes to Conditional Categories and Trigger SKUs in other areas of the Configuration 

Workflow, you will be alerted. On the Category Ordering page, a staggered blue line indicates all Conditional 

Categories. If you move Conditional Categories into invalid placement relative to their Trigger SKUs, you will 

be alerted on the Category Ordering page: 

¶ An alert dialog will appear when you move a Conditional Category into an invalid placement with a 

Trigger SKU (e.g., placing the Conditional Category above one or more of its Trigger SKUs)  

¶ An alert dialog will appear if you move a category containing a Trigger SKU into an invalid placement 

ǿƛǘƘ ǘƘŜ ¢ǊƛƎƎŜǊ {Y¦Ωǎ /ƻƴŘƛǘƛƻƴŀƭ /ŀǘŜƎƻǊȅ όŜΦƎΦΣ placing a category containing a Trigger SKU below 

one or more of its Conditional Categories).  
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Conditional Display  ɀ ePermit User Experience 

When Conditional Logic is applied to a configuration, the user experience works as follows: 

¶ Conditional Categories appear only when Trigger SKUs are selected. 

¶ If a Trigger SKU is selected and then cleared, the Conditional Category will toggle accordingly, 

showing or hiding based on the Trigger SKU's selection status. 

¶ If an applicant enters data into SKUs within a Conditional Category, then clears the Trigger SKU, any 

data entered will be erased when the Conditional Category is hidden. 

 

Supplementals  
For Plan Review applications, you can use Supplementals to provide applicants with more information or ask 
applicants additional questions. Supplementals can be added to specific application configurations and 
display on the Supplementals page in ePermit. Supplementals can be configured to always display, or to only 
display only when specific SKUs are selected during the application process. When the application is 
submitted, the Supplementals are saved to the Jurisdiction Dashboard for jurisdiction review during the Plan 
Review process.  
 

.ŜŦƻǊŜ ŀŘŘƛƴƎ {ǳǇǇƭŜƳŜƴǘŀƭǎ ǘƻ ȅƻǳǊ ŎƻƴŦƛƎǳǊŀǘƛƻƴǎΣ ŜƴǎǳǊŜ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ǘƘŜƳ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ hƴŎŜ 

created, you can include them during the configuration process. For detailed information see Managing 

Supplementals ς Creating New Questionnaires. 

 

Consider the following when adding Supplemental to configurations: 

¶ All Supplementals will be displayed to the applicant unless they are selected to use SKU-specific 
display. 

¶ Supplementals can be reordered by clicking and dragging them to any position. 

¶ Supplementals are displayed to the applicant in the order in which they are saved. 
 

Adding Supplemental  

You can add as many Supplementals as desired.  
 
Steps: 

1. Click the Supplementals link on the left navigation. 
2. Cick the Add Supplementals button. 
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3. On the secondary page, choose the Supplementals you want from the Available Supplementals pane 

(left) and move them to the Supplementals to Be Added pane (right). You can also double-click to 

move Supplementals between panes. 

4. Use the filter to search for Supplementals by name.  
 

 
 

5. Click Add to return to the primary page. The focus returns to the Supplementals primary page. Newly 
added Supplementals appear at the bottom of the grid in bold font. An alert message appears that 
indicates that there are unsaved changes on the page. Click Save. 

 
 

Reordering Supplemental Display  
Supplemental reordering is optional. All Supplementals will display to the customer in the order saved. 

 

Steps: 

1. On the Supplementals page primary page, click and drag any Supplemental to the desired order.  
2. Make any other necessary changes and click Save. A save success message appears. Supplementals 

will display to the applicant in the order in which they were saved. 
 




















































































































































