
Residential 
Building Permits

APPLICATION TO ISSUANCE

Department of Development Services



Preliminary steps 

• Create a public user account
– https://permits.jccal.org/CitizenAccess

• Register as a Licensed Contractor or verify your registration is 
not expired (State License, Business License)

• Verify the jurisdiction 
– CAPture System or JC Tax Assessor Map

• Verify the types of other permits you may need 
– ESC, Sewer Impact, Health Department Approval, Etc.

http://eringcapture.jccal.org/caportal/CAPortal_MainPage.aspx
https://jeffco-al.maps.arcgis.com/home/index.html


Preliminary 
steps 

• Gather all needed materials: 
– Job cost valuation (contract, bid, or use JC Job 

Valuation Form)
– Building Plans in Pdf format
– Address/ Parcel info 
– Initial Foundation Survey
– May need Energy Efficiency Report 
– Health Dept. Approval, Sewer Impact Permit, 

or Erosion Control Permit (May require Bond)
– Final foundation survey is required before you can schedule a 

Foundation Survey Inspection



Who are the
Sub Contractors?

Trade Contractors no longer need to obtain separate permits for 
Electrical, Plumbing, and Gas work. They are now covered & 
permitted under the umbrella of your Combination Building 
Permit.

• Line up your Subs - Verify they have active registration in the system
• Gather all required documents in a digital format & ready to upload

– Architectural Plan Set (Pdf format)
– Initial Foundation Survey (Pdf format)
– Health Dept Application if sewage disposal is On-Site (Pdf format)



Start your Application

• Click on the Building Menu. 
Make sure that Create an 
Application is bold

• Accept the terms. (check the 
box to “I have read and 
accepted the above terms.”

• Click “Continue Application”



Select your License from the “Licenses” Page



• Use the down arrow in the License to display a list of available 
registered licenses approved for this user account.

Use the down arrow in the License to display a list of available 
registered licenses approved for this user account.

**If you do not have any registered licenses, you will not see the Select a License page

– Select the correct license (if you are registered with 
multiple) 

or 
– “None Applicable” if the record does not require a license. 

“Continue Application”

Select your License from the “Licenses” Page



• Expand “residential Permits”
• Click “Residential New 

Construction Permit”

• Click “Continue Application”

Permit Application – Select the Permit Type



Search for the address of the site 
where the work will be performed.
**Searches in this page will yield more  results 
if you enter less information

− Enter Address number & Street 
name only

− You may also search by the Parcel 
ID.

− Click “Search”

Permit Application – Location Information 

Step 1



Step 4

− Choose a search result on the 
page (navigate through the whole list 
until you find the address your 
address) 

− Click the “Select” button to 
accept this choice and populate 
the current tax information for 
this address

− Full address information as well 
as Parcel and Owner will be 
completed by the system. 

Permit Application – Location Information 



Step 4

− Full address information as well 
as Parcel and Owner will be 
completed by the system. 

− Click “Continue Application”

Permit Application – Location Information 



Step 2

− This information pertains to the person (Permit Holder) applying 
for approval. In this section, you will supply the legal name of the 
applicant as it will be shown on your permit. It is important that you 
carefully and accurately communicate that information.

Permit Application – Contact Information, Applicant



Step 2

− Depending on the scope of your project, a licensed professional 
may be required to perform the work. In this section, you will 
supply information of all licensed professionals who will do the 
proposed work, including subcontractors. If a licensed professional 
is the applicant, he/she needs to communicate their license 
information in this section as well.

Permit Application – Contact Information, Licensed Professional  

For all licensed professionals you’d 
list here, please make sure that 
their licenses are not expired.

**A Licensed Home Builder is 
required on this application



Step 2

− When you select and add 
contractors, the system adds only 
those with valid/active licenses 
and displays an error message if 
that license has expired. 

− Click “Continue Application”

Permit Application – Contact Information

**You always have the option 
(on every page) to “Save and 
resume later”.



Step 3

− Provide accurate information about 
your project such as Occupancy Type, 
Cost, SQ Footage, etc.  

− Your answer to some of the questions 
determines if additional documents & 
permits may be required.

− Prior to applying for this permit:

− Obtain a Sewer Impact Permit if the 
“method of sewage disposal” = Public

Permit Application – General Project Information



Step 3

− Obtain from JC Health Department an 
approval letter if the “method of 
sewage disposal” = On-Site

− Obtain a ROW Permit if “the 
“performance of this work involves 
excavation” = Yes

− Be prepared to upload/attach digital 
copies of your documents and/or 
relate other permits by entering the 
permit numbers on this application

Permit Application – General Project Information



Step 3

Permit Application – General Project Information - Utilities

− Choose the type of utilities your project involves.

− The selection here relates to the list of Licensed Professional 
that you provided in Step 2 (Licensed Professionals) of your 
application.

**Find information on a field 
by clicking on the     icon.



Step 3

Permit Application – General Project Information - Area Per Floor

− Create an entry by clicking the “Add a Row” button (the dropdown 
arrow can be used to add multiple rows at one time).

− Click Submit. Continue Application

**Use the “Edit Selected” 
& “Delete Selected” to 
make changes.



Step 4

Permit Application – Combo Permit Information - Electrical Information

− You may provide the “Final Power Release Name” here or 
leave it blank

− Click Continue Application



Step 4

Permit Application – Combo Permit Information - Gas Information

− You may provide the “Final Gas Release Name” here or 
leave it blank

− Click Continue Application



Step 5

Permit Application – Agreement

− You can associate (not required) other Permits such as Sewer Impact, 
or Erosion Control, permits to your application 

− Add a row to select a permit type and enter the permit number (failure 
to enter info or mis-matched info may result in an error). 

− Click Continue Application



Step 6

Permit Application – Supplemental

− Agree to one of the following as applicable

− Click Continue Application **Find information about theses 
options by clicking on the     icon.



Step 7

Permit Application – Review

− You can review all information you have provided on your application.
− Click the "Edit" buttons to 

make changes to sections 

− If you are satisfied with the 
information, you must agree 
to the certification on the 
page. Check the box to agree 
to the terms. 

− Continue Application



Step 8

Permit Application – Pay Preliminary Fees

− All applications are charged a one-time $50.00 Administrative Fee and 
$10.00 Technology Fee.

− These fees must be paid 
before you can proceed with 
your application. 

− Payments are handled through a 
Third-Party Software. 

− After successful payment you will be redirected back to your 
application so you can upload the required documents by clicking on 
the Digital Plan Room button  



Permit Application – Digital Plan Room – Step 1: Information

− Enter a brief description of your 
project in the “Description” box

− Click on                        link to see 
a list of the document you are 
asked to upload 

− Click “Continue”



Permit Application – Digital Plan Room – Step 2: Add & Process Files

− Click              to navigate to the 
location of files on your 
computer that you are going to 
upload 

− Find and Select your first 
document, Select a “type” from 
the list

− Add a description (optional)

− Click

**Files must be in Pdf Format



Permit Application – Digital Plan Room – Step 2: Add & Process Files

− Click              to navigate to the 
location of files on your 
computer that you are going 
to upload 

− Find and Select your first 
document, Select a “type” 
from the list

− Give your document a name 
Click & repeat 
until all required documents 
re uploaded

− Click Process Files **Files must be in Pdf Format



Permit Application – Digital Plan Room – Step 2: Add & Process Files

− Wait until file processing is complete and you receive the following 
message: Your files have been processed; you can proceed now to verify your sheets.

− Click Continue to go 
to next step where 
you number your 
Plan sheets



Permit Application – Digital Plan Room – Step 3: Version Plan Sheets

− Sheets from your review package are extracted from your plan files

− Review the sheet numbers that automatically populated for each 
title block to ensure they are correct and match the plan page. 

− If any title block is missing 
the corresponding sheet 
number, you will need to 
manually enter that number. 
You can save your work and 
come back later if needed or 
click Continue when you are 
done.



Permit Application – Digital Plan Room – Step 4: Review

− Review the information on this page and ensure you have uploaded 
all plans and documents for this review cycle. Click the Edit buttons
to make any needed changes or to 
upload any remaining documents.

− Once you click Finish, your review 
cycle will begin, and additional 
documents cannot be uploaded 
until after the review cycle has 
been completed.



Permit Application – Digital Plan Room – Review Package Details

Congratulations! 

− Your application and the review 
package is now submitted

− DDS staff will start the review 
process for completeness.

− Engage during review: check the 
status of your application until 
approved (additional payments 
may be needed)



What’s • Upon acceptance of the application a Plan Review Fee 
is assessed, invoiced, and a “Pay Fees Due” link will 
become available on your online account (). Additionally, 
you can monitor all fees added on your account by 
checking the tab of your online account 

Next?

• Pay the Plan Review fee so 
the Plan Review process 
can move forward.

• Plans are reviewed and 
approved by multiple 
departments



Permit Application – Digital Plan Room – Revisions

Plan Revisions

− You will receive emails letting you 
know if DDS staff needs 
corrections to your plans

− Return to the ACA website to 
monitor your record.

− Use the Plan Room tab to check 
on feedback that reviewers have 
left.

− Respond to Issues or upload 
additional/replacement sheets



Permit Application – Digital Plan Room – Revisions

Plan Revisions

− Summary, Issues, Conditions 
and Notes allow you to view 
and respond to our reviewers

− Uploads allow you to submit 
new pages or documents.

− Click on the Open button of 
an Issue to enter the Plans 
Room to see markup on your 
plans and answer the 
reviewer’s notes.



Permit Application – Digital Plan Room – Revisions

Responding to Issues

− Click the Issues icon to see the 
full list of issues

− Click on the Open button of 
an Issue to enter a brief text 
response in the Applicant’s 
Response box and click Save.

− Notice markup on the page, 
made by the reviewer relating 
to the issue. Disciplines and 
markup are color coordinated



Permit Application – Digital Plan Room – Revisions

Uploading Replacement Sheets

− When all Issues have a 
response, you will return to 
the record’s details to use the 
Uploads tab to submit new 
sheets

− Click on the Resume Action 
link of the new Plan Review 
Cycle to enter the same 
process as initial upload.



What’s • Upon approval of your plans a Residential Permit Fee is 
assessed, invoiced, and emailed to the Permit Holder.

• a “Pay Fees Due” link will become available on your online 
account (). Additionally, you can monitor all fees added on your 
account by checking the “Payments” tab of your online account 

• Your permit is issued, and a copy is emailed to you when the 
Residential Permit Fee is paid. You can view and download the
Approved Plans

Next?



Permit Application – Scheduling Inspections

You can now schedule your inspections
• There are several options for scheduling your inspections
− Phone (Voice) - Refer to the “Selectron” Brochure in the hand outs
− Text (SelectTXT) - Refer to the “Selectron” Brochure in the hand outs
− Online (Web) **Inspection Scheduling is not allowed  

until the Permit is issued



Permit Application – Scheduling Inspections: IVR & SelectTXT 

• IVR & SelectTXT systems provides 24/7 
access to schedule and manage 
inspections over the phone and by Text 
messaging

− Schedule/cancel/reschedule inspections

− Leave inspectors voice messages and  
comments 

− Get inspection results



Permit Application – Scheduling Inspections: Online

• Online (Web) 
− Click of the Record Number
− Expand the “Record Info” tab
− Click “Inspections”
− Click “Schedule Inspection”



Permit Application – Scheduling Inspections: Online

− Select from the available 
inspections (navigate through the 
pages using                                      )

− Continue

− Select a date 

− Continue



Permit Application – Scheduling Inspections: Online

− You can change Contact information or keep 
the existing contact name

− Continue
− Include additional Notes for the inspector
− Finish to submit the request



What You need to know about Inspections

• Inspection Scheduling is not allowed  until the Permit is issued
• Failed Inspections will incur a $50.00 failed inspection fee
• Failed Inspection fees must be paid before scheduling any new 

inspections
• The followings only applies to Residential New & Residential 

Addition
• Framing Walls/Floor & Framing Roof inspections cannot be scheduled until the 

Foundation Survey inspection is passed 
• Foundation Survey inspection cannot be scheduled until Final Foundation Survey 

document is uploaded (and approved)

• All Trade related inspections must be Finaled before requesting a 
Building Final Inspection
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