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Introduction

This document is a guide for new Permit and Development Portal features available to City of
Raleigh portal users as of the April 1, 2021. This document may also be used by City of Raleigh
staff that support portal users via the DS Help line or other channels.

Permit and Development Portal Changes
Application Templates (New Feature)

An applicant can create a reusable application template. This feature allows trade contractors,
and similar, to create a template of their most commonly used applications. At any point within
an application, the user can click the new Create Template button. This puts them into a different
application stepper, in which all requirements are disabled. The user can input as many or as
few fields as desired and then save or update their template. Information such as Location,
Description, Contacts, and More Info (custom fields) can be stored. Attachments cannot be
saved in a template at this time. Users will need to load attachments at the time of application.

Apply for Permit - Co-locate/Small Cell (Inside Right of Way) *REQUIRED

Application Steppers

Attachments

Locations Type Contacts More Info

Attachments

Please upload all required attachments as shown in the attachment cards below. Make sure that the appropriate file is uploaded into the correct named attachment. If no
specific documents are required, you may still upload any documents that you feel will aid in the review/approval of your application. IMPORTANT: Uploading incorrect or
incomplete documents will delay or potentially cancel the permit request. Plot plan must meet all plot plan/supplemental requirements (available at www.raleighnc.gov).
Construction drawings/documents must include: Equipment specs, load calculations and power supply information. If the Small Cell/Co-Locate is in NCDOT right of way, an
approved NCDOT Encroachment must accompany the Construction Drawings. Failure to do so will cause the application to be denied and sent back. Please ensure the
Non-Residential Permit Application is signed by the applicant and Electrical Contractor. Please select the appropriate name from the drop-down list and attach it to allow

processing.

Construction
drawings/documen..

Add Attachment

4

Supported: .pdf, jpg, .png, jpeg,
gif, 1iff, .doc, .docx, .xls, xIsx,
‘text, .dwg, .zip, .csv, .rif, .dxf,

REQUIRED

Non Residential
Permit Application

Add Attachment

4

Supported: .pdf, jpg, .png, jpeq,
_gif, %ifT, .doc, .docx, xls, .xlsx,
text, .dwg, .zip, .csv, .rif, .dxf,

REQUIRED

Permit Application
Permit Addendum

Add Attachment

4

Supported: .pdf, jpg, .png, .Jpeg,
_gif, tifT, .doc, .docx, xls, .xlsx,
text, .dwg, .zip, .csv, .rif, .dxf,

REQUIRED

Construction drawings/ w

Add Attachment

-

Supported: .pdf, jpg, .png, Jpeg,
.gif, 1iff, .doc, .docx, xls, xlsx,
text, .dwg, zip, .csv, .rif, .dxf,

Save Draft

Next

I Create Template
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Create Template

*Please enter atemplate name Save has been successful.

| Co-Locate Template

Note: Attachments cannot be saved in a template

Save Template Cancel

Go to My Templates

Once a template is created, the portal
user can use them to create the same
application repeatedly. To access a
template, users can click their name in My Account
the upper-right corner of the Permit and
Development Portal and select Saved
Work. Templates can also be accessed
from a tab within the user profile pages. My Invoices
When the template is used, all information
from the template is pre-populated into
the normal application stepper. All normal led Contact Manager
requirements must be met. After
completing an application, the user can
reuse the same template. Currently,
attachment uploads are not available
in an application template.

Good Afternoon, John Smith ~ =0

Personal Info

Addresses

Log Out

Dashboard Home  Apply» MyWork Today'sInspections Map  Paylnvoices Help&Llinks»  SearchQ,  Calendar (0

Saved Work
MY TEMPLATES MY DRAFTS
My Templates
Module Al v Sort Template Name ~
Module Template Name Type Last Update Action
Permit Co-Locate Template Co-locate/Small Cell (Inside Right of 03/22/2021 03:31 PM “ m

Way)

Resultsperpage 1-1of1 << < S
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Good Afternoon, John Smith - =0

My Account
Drafts 4
Personal Info
Portal users' Drafts are now accessible within the Addresses
Saved Work page of the Permit and Development My Invoices

Portal. It displays as a tab in this area.

ed Contact Manager

Log Qut

Dashboard Home  Apply® MyWork Today'sInspections Map  Paylinvoices Help&links»* SearchQ ~ Calendar (0

Saved Work
MY TEMPLATES MY DRAFTS
My Drafts
Module 4]l v Sort. Module ~
Module Type Last Update Action
Permit Co-locate/Small Cell (Inside Right of 03/22/202103:36:45 PM Remme ne|e;e
Way)
Resultsperpage 1-10f1 <= = s

Login

* Username
Forgot Username
A Forgot your Username feature has been added S—
to the Permit and Development Portal login
page. Remember Me [

Forgot your password? Reset it
| Forgot your username? Email it |
Don't have an account yet? Register Here
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My Certifications:
Contractor Licenses (New Feature)

The Permit and Development Portal now shows a
user the current certifications that City of Raleigh
staff has assigned to their contact. A new tab is
added to the My Account page showing a portal
user My Certificates. This section contains stored
details provided during the application process
regarding contractor licenses, general liability, etc.

Good Afternoon, John Smith~ =o

Personal Info

Addresses

My Invoices

Saved Work

Contact Manager

Log Out

Dashboard Home  Apply~ MyWork  Today's Inspections Map  Paylnvoices Help&Links»  SearchQ,  Calendar (0
My Account
PERSONAL INFO ADDRESSES MY INVOICES MY BUSINESSES MY CERTIFICATES
Certificates
Sort  Number v

Number Type Issue Date Expire Date Classifications

1234 Building Certification 03/01/2021 03/22/2022

4321 General Liability Insurance 03/22/2022

5678 Plumbing Certification 03/01/2021 03/01/2022
Resultsperpage 1-30F3 << s LI
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Map Enhancements

Clicking an address now opens a popup containing public records for the location. By default,
records on the address popup displays all cases. Online users can adjust the "Updated Since”
date to filter recently updated records.

< 1exchange plz

1EXCHANGE PLZ

O Parcel: 1703781166
Owner: RALEIGH CITY OF

Dashboard Home  Apply~

1EXCHANGE PLZ

Records

1EXCHANGE PLZ UNIT 100

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1EXCHANGE PLZ UNIT 1000

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 1020

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1EXCHANGE PLZUNIT 115

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 204
O Parcel: 1703781166
Owner: RALEIGH CITY OF

Case Number
006903-007558-EL-003553
Apply Date

7/13/2000

Case Type

DSINSP - Electrical (Non-Residential) -
Alteration/Repairs

Status
Void

Case Number
075395-077838-BL-030696

Apply Date
9/8/2003

Case Type
Alteration/Repairs

Status

< | 1 exchange plz

1EXCHANGEPLZ

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 100

O Parcel: 1703721166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 1000

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 1020

[ Parcel: 1703781166

MyWork  Today's Inspections INELIN Pay Invoices Help&Linksv SearchQ  Calendar (0

1EXCHANGE PLZ

Parcel: 1703781166
Owner: RALEIGH CITY OF

@ Zoomto + Apply

= 1exchange plz

Rec 1EXCHANGE PLZ
ords @ O Parcel: 1703781166
Updated since [ ml I Owner: RALEIGH CITY OF
1EXCHANGE PLZ UNIT 100
Permit (474) Plan (1) O Parcel: 1703781166
Owner: RALEIGH CITY OF
Inspection (90) 1 EXCHANGE PLZ UNIT 1000

FIRE - Fire Protection - Fire Sprinklers

Status
Complete

Case Number

| O Parcel: 1703781166
1 Owner: RALEIGH CITY OF

1EXCHANGE PLZ UNIT 1020

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1EXCHANGE PLZ UNIT 115
O Parcel: 1703781166
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Owner: RALEIGH CITY OF

1EXCHANGE PLZ UNIT 204

O Parcel: 1703781166
Owner: RALEIGH CITY OF

1 EXCHANGE PLZ UNIT 304
O Parcel: 1703781166
Owner: RALEIGH CITY OF

1EXCHANGE PLZ UNIT 404

[1_parcal- 1702781144

Updatedsince | 01/01/2021 ]

Permit (10)

Case Number
BLDNR-000591-2021

Apply Date
1/6/2021

Case Type
Alteration/Repairs
Status

In Review

Case Number
BLDNR-006%69-2021

Apply Date
2/23/2021

Case Type
Alteration/Repairs

Status

In Review

Case Number




Review Enhancements

The display of corrections has been updated. Now, resolved corrections will appear with a
strikethrough applied to the text. In addition, the width of the comments and corrective
actions has been increased.

Summary Locations Fees Inspections Attachments Contacts Sub-Records More Info Conditions
Plan Review [Administrative Site Review] -~
Submittal Status Received Date Due Date Completed Date
“Requires Re-submit 12/21/2020 01/15/2021 01/20/2021
BEFORE © DS - Planning » *Requires Re-submit » » Completed : 01/15/2021 ~
Due Date Completed Date
01/15/2021 01/15/2021
Corrections (40)
Correction Type Category Corrective Action Comment
General General Correction General Please show assigned case

reference #: "ASR-0050-2020"in
the title block on the coversheet.
Property Owners/Application
Signees Please clarify the signature
on the application form. Print the
name of the signature shown.
Zoning Conditions/Coversheet
Coversheet, please provide a
narrative response to each of the
Zoning Conditions 7-41-1%9,
demonstrating compliance
Demolition Permits A demolition
permit will be required asa
condition of approval following ASR
approval for this plan.

Y o " oW o oW oV o S oFF oF oV oU oF U o a- o’ o oF oW o o o8 oV oW o

Plan Review [BLDNR | Addition] -

Submittal Status Received Date Due Date Completed Date

*Requires Re-submit 03/25/2021 04/09/2021 03/25/2021

© PRCR - Urban Forestry = *Requires Re-submit ¢ ¥ e Completed : 03/25/2021 »
Due Date Completed Date

A FTE R 04/09/2021 03/25/2021
Corrections (3)
Correction Type GW Reservation Req'd: Boundary + Category PRCR - Non-Residential
Width

Comment Please clearly identify and label the extent (boundary) and span (width) of the greenway easement

reservation area. The width of the greenway easement area should be clearly identified.

Correction Type GYWReservationReqatabets Category PRER—NemResidentiat

Comment

Correction Type SWWReservationRe'dWolumtary Category PRER—Mon-Residentiat

Comment

A A AL LALLM LAALLS S AL
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Conditions now appear on a permit or plan details page in their own tab.
Only enabled conditions are shown.

Description:

Summary Locations Fees Inspections Attachments Contacts Sub-Records More Info

Conditions |Next Tab \ Permit Details | Main Menu

Conditions
Publically Funded Project > 1 ac
Description
ESC approval through NCDEQ provided.
Mass Grading - No Improvements

Description

Permit is for mass grading/earthwork only. No improvements (infrastructure, impervious, retaining walls, etc.) allowed.

My Work Enhancements

The pages in the Permit and Development Portal that display a logged in users records,
commonly labeled My Permits, My Plans, etc., have been combined into a single page. The
modules are each displayed in their own tab and will only show if a user has at least one record
within that module. The search, filters, and sorting that appear at the top of each of these lists
has been redesigned to appear similar to the global search. This put emphasis on the search,
and places other options under extended filters. The link for Today's Inspections, previously
under the drop down that listed these pages, has been separated and placed directly in the
menu. It should only show if previously enabled.

Dashboard Home  Apply~ Today's Inspections Map  PayInvoices Help&Links»  SearchQ,  Calendar (0
My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS
I Search... Q |
Display A1l ~ [¥ Export to Excel
Permit Number Project Y  Address Y Permit Type Y  Status Y  Attention Reason
ENG -5t ter Cont
564332-471755-LD-112635 140 AMMONS DR 2740653 e NONLY ety Q
Stormwater Control
[OSelect All
BLDNR-006998-2021 s nlac B i Commercial Addition [JENG - Stormwater Control - Stormwater Control
Raleigh, NC 27601
[ Commercial Addition
i i i /]
BLDNR-006999-2021 1234?-Duffy PI 27087584 Commerdal Bdiition [ New Single Family Dwelling/Duplex
Raleigh, NC 27603 [Residential Addition
1234 Dn P1 2708754 0 items selected
BLDNR-007000-2021 i Ly Commercial Addition
Raleigh, NC 27603
1234 Duffy Pl 2708754
BLDNR-007001-2021 R LU_FY Commercial Addition Recent, Pending
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Contact Manager: Sub Contacts (New Feature)
Good Afternoon, John Smith + =0

Companies can now provide individuals (sub Wy Bt
contacts) access to their records by using the Personal Info
Contact Manager tool in the Permit and hgesses
Development Portal. Sub contacts can have the
same permissions as their parent company contact
when accessing the details of permits, plans,
inspections, and professional licenses (even if the
sub contact does not exist as a contact on the case). : |

My Invoices

Saved Work

Log Cut

The parent company contact can add, approve, deny, or remove sub contact access.

Dashboard Home  Apply* MyWork  Today's Inspections Map  Pay Invoices Help &linksv  SearchQ,  Calendar (1

Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS

Associates

Here you are able to add associates. also known as sub contacts, to your account. Associates will mirror your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.

ExactMatch ]

Add Contact

Search:

Existing Associates

ID-000052588 Deny
ID-000019503

Resuli_sperpage 1-20f2 o< e > E
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A portal user can also request to become a sub contact of a parent company. They can also remove
themselves from a company contact.

Dashboard Home Applyw MyWork Today'sInspections Map Paylnvoices Help&Linksv  SearchQ,  Calendar ‘@

Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS

My Associations

Here you can request access to your company(s) cases. Search for your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact
Search: MName, E-mail, o Exact Match [
Pending Contacts

Existing Associates

ID-000019503 Robert Brewer Brewer Enterprises retsam2@gmail.com

Resultsperpage[10 ~| 1-1of1 << < e
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;E::

Raleﬁigh

Planning and Development Customer Service Center
Ds.help@raleighnc.gov
919-996-2500
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