
Step by Step: How to apply / Park City Portal 

1 - Select apply. 



2 - Select application from list or type the keyword in the search bar. 

 

 

 



3 - Select apply. 

 

 

 

 

 



4 - Enter location. 

 

 



5 - Type location 

 

 

 



6 - Select Location from drop down menu and add. 

 



7 - Once the location is entered, select next. 

 



8 - READ NOTE – A zoning plan is required before submitting permit 

9 - Enter job description 

10 - Enter “valuation” (Value of Work) 

11 - Select next 

 



12 - Enter all relevant contacts (owner, contractor, architect, engineer) 

 



13 - Please search for contact name or company name. Once you find the contact, select add. 

 



 

14 - If no contact is in the system, please select enter manually and select submit 

 



 

15 - Once all contacts have been added select next 

16 - Add job description and select next 
 

 



17 - Upload plans and supporting documentation. 
 

 

 



18 - Sign application 

 

 

 



19 - Select submit. 

 


