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Member help 
Create Member Account

1. Select an application link from the InSite homepage. For most applications, the Login 
page loads. If not, click the Login link.

2. From the Login page, click the Create an Account link. The Create Member Account 
page loads.

3. Type your information in the Name and Email fields. Your email address is your login 
ID and is used for password recovery or for confirmation of any activity on the site. 

4. Click Create Member. The following message displays:
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5. Click Continue to return to the InSite homepage.

6. Check your email to find the confirmation message that contains your password.

7. Once again, select an application and return to the Login page. Log in using your 
email address and the password found in the confirmation email. After logging in, you 
can change your password. (See Edit your member information for instructions.)
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Building Projects: Member Help
Note: Your permitting authority may not use all the features shown here.

Register for Building Projects

1. Click the Building Projects link.

2. Log in using your email address and password. (For information on creating an account 
see "Create Member Account".)

3. Enter your information in the registration form. Click Submit.

4. The confirmation page loads with your confirmation code. The registration 
information is sent to your permitting authority for approval. Approval times vary. If a 
week passes and your registration has not been approved, contact your permitting 
authority for more information.
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5. Once your registration is approved, your Building Projects home page looks similar to 
the image below. You can now apply for a permit.

Note: If you have applied for permits in person, these permits are associated with 
your account and display on your home page automatically.
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Apply for a permit

1. Click the Apply for a Permit link from any Building Projects page.

2. From the Permit Type dropdown, select the type of permit you want to apply for.

3. Fill out the permit application. Required fields are marked with an asterisk (*). 
Required segments are indicated with a disabled checkbox. Optional segments can be 
added by marking the corresponding checkbox to reveal the pertinent fields.
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4. Click Calculate to estimate the permit cost. If necessary, you can make changes and 
recalculate the permit cost.
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5. When you are satisfied with the application, click Submit. You receive a confirmation 
number for your permit.

The application now displays in the Pending Applications table of your Building 
Projects Home page.
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When your application is approved, the project displays in the Projects table.
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View project information

From the Building Projects homepage, click a project number link in the Projects table.

■ Project Detail tab - Displays details about the selected project number based on 
the type of permit and optional segments.

■ Inspection History tab - Displays completed inspection details.
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■ Schedule tab - Request inspections for the selected project using the form on this 
tab.
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Schedule inspection

1. From the Building Projects homepage, click a project number link in the Projects
table.

2. Select the Schedule Inspection tab.

3. Fill in the form with your preferences for the inspection. Click Submit.
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You will be notified by email when the status of your requested inspection changes. 
You can also view the status of your requested inspection on the Project Detail tab 
of the Project Overview page or on the All Inspections page. If you need to change 
something on your request, do so by rescheduling the inspection.
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View all inspections

You can view all inspections for your projects using the View All Inspections link. In the top 
table, pending inspections display in chronological order. In the bottom table, past 
inspections display arranged by location in reverse chronological order.
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Pay fees

1. From any Building Projects page, click the Pay Fees link.

2. Mark the checkbox next to each fee you want to pay. Mark the Select All checkbox 
to mark all fees to pay. Click Pay Selected Fees.
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3. Enter the amount you want to pay for each fee in each Payment field. Click the 
circled X button next to a payment field to cancel making a payment for that fee.

In the right column, enter your payment information. If you have a default credit card 
saved, your default credit card information is automatically loaded in the Payment 
Method column.

Note: Some sites do not allow you to make partial payments. In this situation, the 
Payment field is not editable.
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4. Click Process Payment. The Payment Confirmation page loads, which you can print 
for your records using the print this page link. A copy of the payment confirmation 
is automatically emailed to your membership email address.
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Completed projects

The Completed Projects link displays all projects on record associated with your login. By 
default, a limited date range is shown, but you can use the From and To fields to select 
another date range. Click a project number link to view details about the project.
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Current registrations: Building Projects

Use the Current Registrations tab to view names associated with your username for the 
Building Projects application. When a building project is created using the name associated 
with your member name in InSite, the project is automatically added to your membership 
account.

1. From any page in InSite, click the Member Profile link.

2. Select the Current Registrations tab.

3. In the Building Projects Entity table lists all names associated from your 
membership. Click the circled X at the end of a row to disassociate the name with 
your membership.
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Contact the entity (Contact Us)

From time-to-time you may want to contact your permitting authority regarding a question 
you have about your membership or account.

1. Click the Contact Us link located in the Need Help? section of the right sidebar.

2. Select Building Projects from the Message is related to dropdown.

3. Type your message in the Question/Message box and click Submit.
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