
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 
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Cloud+
Includes labor, equipment, materials, and design services not including Mechanical, Electrical or Plumbing



12 - Enter all relevant contacts (owner, contractor, architect, engineer) 
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Building Owner, including name and email address

Tenant/Appplicant

Contractor

Architect/Engineer/Designer



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. 
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https://metrocog.mapxpress.net/Bridgeport/
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Acord form or Notarized Form 7B
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Snapshot
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Letter of Authorization from the Building Owner
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REQUIRES SIGNED & SEALED DRAWINGS 
Building (not tenant space) 
over 5,000 sf (any use group), or in use group Assembly, Educational, Institutional, R-1, R-2, R-4 Transient Residence

DRAWINGS SHALL INCLUDE 
Layout of space
Layout of toilet rooms
Layout of tables & chairs (rest.)
Door sizes
Hardware
Emergency illumination
Smoke & CO detectors
Sales counters (accessibility)
Shelving height
Layout of tables & chairs

FOR CHANGE OF OCCUPANCY
20% of costs of alterations shall go towards accessibility, refer to accessible route worksheet



18 - Sign application 

 

 

 



19 - Select submit. 

 


