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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. 

Application Steppers
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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 
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. 
When the template is used, all information 
from the template is pre-populated into 
the normal application stepper. All normal 
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. 



5Permit and Development Portal 2020 Upgrade Guide

Drafts 

Portal users’ Drafts are now accessible within the 
Saved Work page of the Permit and Development 
Portal. It displays as a tab in this area. 

Forgot Username 

A Forgot your Username feature has been added 
to the Permit and Development Portal login 
page. 
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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.  
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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.
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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.

BEFORE

AFTER
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Conditions now appear on a permit or plan details page in their own tab. 
Only enabled conditions are shown. 

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. 
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Contact Manager: Sub Contacts (New Feature) 

Companies can now provide individuals (sub 
contacts) access to their records by using the 
Contact Manager tool in the Permit and 
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).

The parent company contact can add, approve, deny, or remove sub contact access.
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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.  
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Planning and Development Customer Service Center

Ds.help@raleighnc.gov

919-996-2500
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