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Process: Using the MobileEyes Permit Portal

Procedure: Submitting a permit application and plans.
Date Last Updated: 04/07/18

1 To submit a permit request, first select ":“W Cantracie Pesst Pertal momm
the City/Dept. that it will go to. | % T
2 | Click Start New Application. — Comtrian Permr Portl
=
3 Step 1 — Address s Contractoe Permi Portad o)

New Permut apphication - Sep 1a (Select Address)

Search for the address of the job. If you
enter the street name, matching streets

will pop up. | R [ ~T—re— ]
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Click a blue button to use that suggested o= -
street name. Or click Find Matches. ——

**Searching the numbered portion only is
the easiest way to find existing addresses

on file.** =
4 Click Select if you find the address of your | " M=BiLE:: Contractor Permit Partal
job in the database. New Permit application « Step 1a {Select Address)
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5 | Step 2 - Property Owner e Dealiistor Pormi Portal L
If you know the property owner T Uy W Mfvopery oo
: . . e e — — Setans
information, enter it. o
There may already be information in the gt
database. Update it if necessary. o
Click Save & Continue. N ‘
* MOBILE Contractor Permit Portal

6 Step 3 — Occupant
Select the occupant/tenant/suite where
the work is being done.

Now Permit application - Step 3a (Select Occupant)
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7 | Step 3b — New Occupant
If you are working on the entire building,
check the Permit for Bldg. Shell box.

Then select the Commercial or Residential
designation.

Or click I can’t find the Occupant. [ T Ry ]
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MOBILE Contractor Permit Portal

New Permil application - Step 3b (New Cccupant)
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8 If you are working on a particular suite or
tenant space, but that suite or space is
vacant, check the Occupant Vacant box.
Only select this option if you know that
the space if vacant.

Then select either Commercial or
Residential.

Contractor Permet Portal

New Permit apphcation - Step b (New Occupant)
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9 If you are working on a particular suite or
tenant space, enter the occupant
information who will be occupying the
space, enter that name in the Occupant
Name box.

Then select either Commercial or
Residential.

Contractor Parmit Portal
Now Parmit application - Step 3b (New Occupant)
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If you select an existing occupant / tenant,
you will be asked if that occupant still
occupies the space. If it does, click Yes.
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Clicking No will give you the options
explained in steps 7-9 above.

Naw Permit upplicaton - Stwp 32 (Select Orcupann

Current of Not?
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Step 4 - Job Setup

Select the Job Type and enter a brief
description of the work to be performed.
Enter Square Feet and Project Cost. If
Square Feet is not applicable, leave it at
0.
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Note: Indicate Expedited or SPR (Small Project
Review) reviews in the Contractor Comments
space. We do not assume based on scope of
work or square footage, due to the additional
charge.

Click Save & Continue.
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Step 5 — Review
Review the content of your permit
application.
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If the jurisdiction requires you to
submit plans electronically, you will
see the Upload Files section. Click
Choose File.

Find the plans and attach them.
Combine as many documents as
possible before uploading plans. To add
more than one file, repeat the process.

Job Type: Fiermox
Sqr
Cont. 382
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N cpoased Vex

Plesan seacs pans when 3pgiyieg for any of the falowing permvts

* New Comatruction (Commencial. Residential)

* Remodel (Cormercial. Residental)
\ « System natallston or rencustion (alarm aprakier, ecc

At least one attachment required

[ Vour spplicaitan is savwd_ Cich Min Nsnu if yoo ds sui ward 5 submit i pei. |
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In this example, the permit applicant has
attached plans and a separate application
that the jurisdiction requires (West
Metro Fire does require a separate
permit application to be submitted with
all permit requests).
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LRk s SOx # you we BESTmg 1or 8 2onmil 1! does Not Iegus piens 1 be sutenfed
Choose Fie  No e chosen
Ty CanrEas s it oom
Flle Xame Plans? d Date
ity Appiicabon par 2252017 7221 A | Detete
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Please attach plane when applywg for any of ™ following permite

Since one of the two files is not plans, the ¢ Mew Comsanuction {Commercal Rae
applicant has unchecked the Plans? box. e o prarm 3o
| Your applicatien s saved. Chch Main Menu d you do net want to submit 8 yet.
Submit Application Man Meau Deiets
Print Preview
14 | You can find West Metro Fire Permit e P S

Applications on the Main Page of your —— S
Contractor Portal, under the Documents - o lednikiocm
Library section (on the left side of the ' R
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page). Complete the applicable permit Secanert ey - ; - —
application and save as a pdf locally to e || —
your system. Upload the application as =
noted in step 13 above as a part of your
submittal. Permit requests that do not | l s
have a completed West Metro Fire | = ' S g
Permit Application uploaded will be " e Sexr
rejected and sent back to the applicant. T weven P =
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If plans are not required for the permit
you are applying for, check the box under
Upload Files, then submit the application
without attaching a file.
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Submit Application Main Meru Ooleca

Pt Praviaw




MMobileEyes
ENABLING A SAFER WORLD TradeMaster, Inc. * 550 Stephenson Hwy., Suite 330 « Troy, Ml 48083
16 | Once submitted, the request will be — St P Pl ansss
listed in the Applications section of your
portal main screen until the city reviews

and accepts it. '.;,;......u.,,. [~ ' _. -~ ' ]
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17 | Once the request is accepted, the job S
will appear in the Active Jobs section of =
the portal main screen. kbt -

Actvw Jcka
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Please watch the short Help Videos to [ RS s ]
learn more about getting status updates
and requesting inspections for active jobs.
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Actres Jcbe

19 To resubmit corrections or revisions, find
the job in the Active Jobs section, then g . s

click Upload Plans. - PO T =

JOb 1TAI2000T « Sutent Plam

18 Indicate the type of resubmittal. Click

Definitions for help. (Definitions may vary . T -
from city to jurisdiction.) e e
Select the file. [ T —— ] o

Click Submit.

Please call or email the MobileEyes Help Desk if you have any questions.

Tel: 866-442-9002
Email: help@mobile-eyes.com
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