User’s Guide
ePERMITS is a web portal where you can apply and search for permits, request inspections, as
well as pay fees online (more online options will be added as they become available). You can
access the City of Spring Hill’s ePERMITS web portal from springhillks.gov.
Though any person may access public information in ePERMITS, bona fide account holders,
such as contractors, developers, and owners, will have expanded access in order to conduct
business necessary to their trade or profession. By establishing an account and creating a login
to ePERMITS, these customers have access to tools which allow them to conduct financial
transactions, apply for permits, access records and submit service requests of various types
related to their project, all from a desktop computer or mobile device such as a tablet or
smartphone.
Registration is not required to simply search within the site, but limited information on each item
will be available.

Current ePERMITS Modules
●

Apply for Permits: Any customer who has created an account may apply for a
building permit, as well as pay for permit fees online.

●

Review & Permit Status: Check review and application status for building permits,
and certificate of occupancy,.

●

Inspection Requests & Status: Inspections may be requested online, providing both
the City and customer with a record of the request. Customers are able to review the
status of scheduled and completed inspections in real-time.

●

Fees: Pay fees online. (Credit card and E-Check)

ePERMITS Home
There is no fee for this online service.

Setting Up Your Account
For a full range of services, it will be necessary to set up an account.
1. Select “Register”
2. Enter your email address and submit.
a. ATTENTION: When you create your account, it is critical that you use the email
address that you currently use to receive inspection reports and invoices.
3. Confirm your email. From your email inbox, you must verify your email by selecting
“Confirm” from the email which will take you back to ePERMITS to register.
4. Select Register then proceed to enter your personal information. Enter the

phone number you would like the city to use to contact you.

a. Password: Passwords must have at least one digit ('0'-'9') and one uppercase
('A'-'Z').
b. Address: To find your address, begin typing your address in Enter Address,
select address to populate fields below.
c. Address Type: Leave “Billing” as the default address if this is where you want
correspondence sent.
d. Select checkbox of “I’m not a robot.”
5. Submit
a. You will receive an email indicating your registration has been received. After

your account has been processed (allow up to 24 hours; Mon. -Fri.), you will
receive an email indicating your account has been approved with a link to access
ePERMITS.

Log in to ePERMITS

1. Enter your email address and password.
2. Mark the Remember me checkbox to have the system remember your credentials.
3. Click Log In.

When registration credentials have been forgotten
1. Click the Sign Up option under Not a Member? Register.
2. Enter your email address that you previously registered.
a. You will be sent a confirmation email. Click Confirm in the email. This will
navigate you back to ePERMITS registration site.
b. A confirmation of an existing contact in ePERMITS
will display.
c. Click Log In.
3. Type your email address into the email address field.

4.
5.
6.
7.
8.
9.

Select “Forgot Your Password?”.
This page will be redirected to a Forgot Password screen.
Click Submit.
An email will be sent to the address that was given.
Open the email and click Reset.
You will be redirected to an ePERMITS window where a new password can be entered
and confirmed.

Dashboard

ePERMITS provides the ability for users to see a visual representation of aggregated data on
the dashboard. Users can see data for permits, inspections, and invoices. Users can click on
the Draft circles to access saved drafts; users can also add unpaid invoices directly to the
shopping cart. The dashboard displays data that is contextual to the logged in user.
Follow the steps below to use the dashboard:
1. Click Draft in the Permits section to view saved Permit application drafts.
2. Click the appropriate status circle in the Permits section to view a list of the
corresponding Permits. Beneath each status circle is a breakdown of the Permit Types.
Click View Full List to view all Permits.

3. Click the appropriate status circle in the Inspections section to view a list of the
corresponding Inspections. Beneath each status circle is a breakdown of the Inspection
Types. Click View Full List to view all Inspections.
4. Click Add to Cart next to Current, Past Due, or Total in the Invoices section to add the
corresponding Invoices to the Shopping Cart. Click View Full List to view all Invoices.

Permits

1. Attention: By clicking on the Attention status circle from the Dashboard, you will be
given a list of all Permit Numbers that have been applied for that have a status of
Attention, Project name, Address attached to the Permit, Type, Status and the Reason
that the Permit needs the applicant’s attention.
2. Pending: By clicking on the Pending status circle from the Dashboard, you will be
given the list of all permit numbers that have been applied for that have a status of
Pending, Project name, Address attached to the Permit, Type, Status and Reason.
3. Active: By clicking on the Active status circle from the Dashboard, you will be given
the list of all permit numbers that have been applied for that have a status of Active,
Project name, Address attached to the Permit, Type, Status and Reason.
4. Draft: By clicking on the Draft status circle from the Dashboard, you will be given the
list of all Permits that have been saved, but not submitted for review. These drafts may
be incomplete and action may resume at any point in time. They may also be deleted
from this screen if they are no longer needed.
5. Recent: By clicking on the Recent status circle from the Dashboard, you will be given
the list of all Permit Numbers that have been applied for that have a status of Recent,
Project name, Address attached to the Permit, Type, Status and Reason.

●
●
●

Display: This dropdown box allows the applicant a way to organize and select one Status
to view.
Sort: This dropdown box allows the applicant a way to sort by Permit Number, Project
or Address.
Search Box: This box allows the applicant a way to search by Permit Number, Project
name, or Address by typing in the information in the box and clicking on the magnifying
glass icon.

1. applicant

Inspections

Requested: By clicking on the Requested status circle from the Dashboard, you will be given a list of all
Inspection Case Numbers that have a status of Requested, Address attached to the Inspection, Inspection
Type and Requested Date.
1. Scheduled: By clicking on the Scheduled status circle from the Dashboard, you will
be given a list of all Inspection Case Numbers that have a status of Scheduled,
Address attached to the Inspection, Inspection Type, Requested Date and Scheduled
Date.
2. Closed: By clicking on the Closed status circle from the Dashboard, you will be given
a list of all Inspection Case Numbers that have a status of Closed, Address attached to
the Inspection, Inspection Type, Requested Date and Scheduled Date.

Invoices

ePERMITS users are able to access invoices that are paid, voided, or unpaid. Invoices are accessible from
the Dashboard and the menu system and can be added to the electronic shopping cart.
ePERMITS's integrated electronic shopping cart allows applicants to view, add, pay, or remove
invoices, and displays single or multiple cases associated with each invoice.
1. Current: By clicking on the Add To Cart oval to the right of Current invoices, the
applicant will be able to access the Shopping Cart screen where all current invoices are
listed. The applicant may access the Invoice by clicking on the Invoice Number or they
may access the Case by clicking on the Case Number. To remove an Invoice from the
Shopping Cart, the applicant may click Remove to the right of the invoice. To checkout,
click on the Check Out oval to the right of the screen. This will take you to a payment
screen to complete the payment for the invoice(s).
2. Past Due: By clicking on the Add To Cart oval to the right of Past Due invoices, the
applicant will be able to access the Shopping Cart screen where all past due invoices
are listed. The applicant may access the Invoice by clicking on the Invoice Number or
they may access the Case by clicking on the Case Number. To remove an

Invoice from the Shopping Cart, the applicant may click Remove to the right of
the invoice. To checkout, click on the Check Out oval to the right of the screen.
This will take you to a payment screen to complete the payment for the
invoice(s).

3. Total: By clicking on the Add To Cart oval to the right of Total invoices, the applicant
will be able to access the Shopping Cart screen where all invoices are listed. The
applicant may access the Invoice by clicking on the Invoice Number or they may access
the Case by clicking on the Case Number. To remove an Invoice from the Shopping
Cart, the applicant may click Remove to the right of the invoice. To checkout, click on
the Check Out oval to the right of the screen. This will take you to a payment screen to
complete the payment for the invoice(s).

Applying for a Permit
Registered users will click Apply menu to see all available Permits.

The top five (5) permit types will be displayed above the All option below. If you do not see the
permit you want to apply for, then click All at the bottom of the list to access the Permit
Application Assistant; this tool helps guide the user into choosing the correct permit type to
apply for all. ePERMITS users can begin applying for cases and resume the application
process later. This is helpful when users want to save completed work and then continue when
they're ready.
1. Click on Apply and choose from the Permit(s) listed.

2. The Apply for Permit screen will open and the Type chosen will default under
Details.

(*) Denotes that the field is required in order to
save the Permit.
Description: Applicant will need to complete a
description of the work that the Permit is being
created for in this field.
Square Feet: (may not be required for all types)
Applicant will need to provide how many square
feet the Permit will occupy. This value must be
greater than zero.
Valuation: (may not be required for all types)
Applicant will need to provide the estimated cost of
the task that the Permit relates to in this field. This
value must be greater than zero.

3. Add Address: Select from the dropdown box what type of address is being added.
Click on the + in the center of the Add Address card. An Add Address screen will
appear. Enter the full address and click Search or the magnifying glass. If your address
is located within the municipality, the record for the address will appear. If not, choose
Enter Manually if your address is outside the municipality. (ePERMITS Best Practice is
to always Search first.) Add in the address for the Permit. The street number, street
name, city and postal code are required. Click Submit.
4. Contacts: The registrant's contact information will default to the first Contact card listed.
If there are additional contacts that need to be added to the Permit that is being applied
for, click on the Add Contact +. Choose from the dropdown box
the contact type. In the search box, type in Name, Email, or
Company name and click the magnifying glass to search the
Global Contacts in ePERMITS for an existing contact. If the
person, email or company is an existing contact click Add to add
the contact to the application. If contact does not exist in Global
Contacts, click Enter Manually and fill in the required fields. Click
Submit.
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5. Attachments: Click on the Add Attachment + card to open Windows Explorer. The
applicantapplicant may click to insert or drag files into the Add Attachment card.
(Certain Permit types may have required documents that must be attached in order
to save.)
6. Save Daft: Click Save Draft if the information is incomplete and needs to be finished at
a later date. The applicantapplicant may click on the Draft status circle on the
Dashboard to resume their Permit.
7. Next: Click Next to be taken to the Additional Information page. These fields are
customized by the System Administrator.
8. Save: Click Save to submit the application if the no other fields are required.
**If fields are left blank and Save Draft, Next or Save is clicked, an alert box will notify the
applicantaapplicant at information is missing.

Requesting Inspections after a Permit is Issued

1. Click on the Permit Number of the Permit you would like to request an inspection.
2. The Permit case will open. Click on the Inspections tab.
3. A list of Remaining Inspections will be at the bottom of the page.

4. Click in the box under Action of the Inspection you would like to request. (If Fees are
unpaid the Action boxes will not show.)
5. Click Request at the bottom the page on the right.
6. The Request Inspections screen will open (Diagram 1).
7. Choose a requested date for the inspection by clicking on the calendar to the right of the
Requested Date field.
8. Fill in comments about the requested inspection in the Comments box.
9. Enter Contact Name.
10. Enter Contact Phone.
11. Click Submit.
12. The inspection information and a green check will pop up in a Requested Inspections
screen if it is successfully requested. (Diagram 2)
13. Navigate back to the Permit Details screen. The inspection will now be listed under
Existing Inspections in the full list of inspections.
Diagram 1

Diagram 2

Paying Fees
From the dashboard you can see all Invoices due.

1. Select the appropriate fee then select Add to Cart.
2. From the Shopping Cart, you may pay all invoices or select your desired invoice. Select
“Remove” if you do not want to pay for a particular invoice at this time.
3. Select Check Out when ready to make a payment.

4. You will enter your payment details in the MyGovPay portal.
5. Select Pay Now

6. IMPORTANT: You must select Continue to site in order for your payment to be made
to your account.
Confirmation screen from MyGovPay

7. Once completed, you will see a Thank You! message.

Fees Within Permit
To pay fees on a Permit the applicantapplicant will need for the city’s planning department to invoice the
fees.
1. Navigate into the Permit of your choice.
2. Click on the Fees tab.
3. The applicantapplicant can see a list of Remaining Fees and Paid Fees listed with
Invoice numbers listed next to the fee name.
4. Click on the Dashboard tab in the black banner at the top of the screen.
5. Navigate to Invoices at the bottom of the page.

Invoices
ePERMITS users are able to access invoices that are paid, voided, or unpaid. Invoices
are accessible from the dashboard and the menu system and can be added to the
electronic shopping cart.

Follow the steps below to view invoice information:
1. Click the printer icon print or save the invoice as a PDF.
2. Click Primary Fees to view the Fee Name, Fee Total, Amount Due, Reference Entity,
Entity, and Notes for all fees associated with the invoice. Select the column to sort the
fees by from the Sort dropdown.
3. Click Misc Fees to view the Fee Name, Fee Total, Paid Amount, and Amount Due for
all miscellaneous fees associated with the invoice. Select the column to sort the fees by
from the Sort dropdown.
4. Click Payments to view the Receipt Number, Status, Transaction Type, Payment
Type, Payment Amount, and Payment Date for all payments associated with the
invoice. Select the column to sort the payments by from the Sort dropdown.
5. Click Attachments to view the File Name and Added Date for all files attached to the
invoice. Select the column to sort the attachments by from the Sort dropdown.
6. Click Contacts to view the Company, First Name, Last Name, Title, and Email for all
contacts associated with the invoice. Select the column to sort the contacts by from the
Sort dropdown.
7. Click Add to Cart to add the invoice to the shopping cart.

View
Click the View tab at the top of the Dashboard screen to access the following: My
Permits, and Inspections.

My Permits (View)
ePERMITS allows users to view the details of a permit. (NOTE: Not all permit data is available
to all users.)
Follow the steps below to view permits:
1. Type a specific project, address, or permit number to search for in the search field, and
click the lookup icon to locate permits that meet the search criteria.
2. Select the statuses of the permits to display in the list from the Display dropdown. See
Field Notes below.
3. Select the feature to sort the permits in the list by from the Sort dropdown. See Field
Notes below.
4. Click a permit number to open the associated permit record.
5. Select the number of permits to display on each page from the Results per page
dropdown.
6. Use the page navigation buttons to move between pages of permits.

Inspections (View)
My Existing Inspections
Use this window to view, sort, and access all available inspections.
Follow the steps below to view inspections:
1. Type a specific project, address, or permit number to search for in the search field, and
click the lookup icon to locate inspections that meet the search criteria.
2. Select the statuses of the inspections to display in the list from the Display dropdown.

3.
4.
5.
6.

See Field Notes below.
Select the feature to sort the inspections in the list by from the Sort dropdown. See Field
Notes below.
Click a case number to open the associated permit record if desired.
Select the number of inspections to display on each page from the Results per page
dropdown.
Use the page navigation buttons to move between pages of inspections.

Request Inspections (View)
ePERMITS provides a great way for users to request inspections. Users must be logged in to
ePERMITS to request inspections, and they must be a contact associated with the case. Multiple
related/unrelated inspections can be requested simultaneously. Inspection requests interact with
the inspection-related data on the dashboard.
Follow the steps below to view inspections:
1. Type a specific permit number, address, or inspection type to search for in the search
field, and click the lookup icon to locate inspections that meet the search criteria.
2. Select the feature to sort the inspections in the list by from the Sort dropdown. See Field
Notes below.
3. Click a permit number to open the associated permit record. Or, mark the checkboxes
next to permits that inspections need to be requested for, and click Request Inspection
to open the Request Inspections window.

4. Select the number of inspections to display on each page from the Results per page
dropdown.
5. Use the page navigation buttons to move between pages of inspections.

Today’s Inspections (View)
Use this window to view, sort, and access all inspections scheduled for a specific day.
Follow the steps below to view inspections:
1. Type a specific case number, inspection type, or address to search for in the search
field, and click the lookup icon to locate inspections that meet the search criteria.
2. Type the date to view due inspections for in the Date field, or click the calendar icon to
select the date.
3. Mark the Exclude Completed checkbox to exclude completed inspections from the list
of results.
4. Select the feature to sort the inspections in the list by from the Sort dropdown. See Field
Notes below.
5. Select the number of inspections to display on each page from the Results per page
dropdown.
6. Use the page navigation buttons to move between pages of inspections.

Map

ePERMITS integrates with ESRI's map functionality to allow for powerful searches, pinned
results, applying for cases, GIS layers, and more.

Follow the steps below to use the ePERMITS map:
NOTE: Filter options are different for logged in users than for users who are not logged in.
1. Type an address or part of an
address to search for in the Search
by Address field in the top, left
corner of the map.
2. Click the magnifying glass for the
search results to be returned below
the search criteria, or click the X
icon to clear the search criteria.
3. Locate the appropriate search
result if the magnifying glass is
clicked. Use the page navigation
buttons at the bottom of the pane if necessary.
4. Click one of the listed search results to view the associated Parcel, Parcel Owner,
Permits, and Inspections. If only 1 search result is returned, simply view the
information.
5. Click Back to list to return to the list of search results.
6. To drop a pin on a parcel and have search results returned regarding the parcel chosen,
click on the icon and then click on the parcel of land. The search results will be listed on
the left.
7. Click the arrow icon at the top of the search criteria pane to collapse or expand the pane.
8. Click the arrow icon at the top, right corner of the map
to collapse or expand the Filters and Legend pane.
9. Choose the Filters tab to enter information to narrow
search results.
10. Select whether to search by Permits,
Inspections, or All from the Search dropdown.
11. Select the appropriate option in the Show field.
Available selections depend on the selection made
from the Search dropdown.
12. Select the appropriate active time span (Last 30 days,
Last 60 days, or Last 90 days) from the Active During
dropdown.
13. Select the appropriate applied for time span (Last 30
days, Last 60 days, or Last 90 days) from the Applied
During dropdown if available.
14. Choose the Legend tab to view the significance of
icons that appear on the map.

Search
Users can perform robust searches across several key areas in ePERMITS (i.e., permits,
inspections, and addresses) from one centrally accessible location. Users do not have to be
logged in to ePERMITS to access the global search tool.

Follow the steps below to search:
1. Select the type of record to search for from the Module dropdown or leave “All.”
2. Type relevant search keywords in the for field.
3. Click Search to display a list of results that meet the search criteria. Click Reset to clear
the entered search criteria.

Permit
Not all fields need to be utilized.
1. Type at least part of the permit number to search for in the Permit Number field.
2. Select the type of permit to search for from the Permit Type dropdown.
3. Type at least part of the address associated to the permit to search for in the Address
field.
4. Type a range of permit issue dates to search for permits within in the Issue Date and To
fields, or click the calendar icons to select the dates.
5. Type a range of permit expiration dates to search for permits within in the Expire Date
and To fields, or click the calendar icons to select the dates.
6. Type a range of permit finalization dates to search for permits within in the Finalized
Date and To fields, or click the calendar icons to select the dates.
7. Click Search to display a list of results that meet the search criteria. Click Reset to clear
the entered search criteria. Click Advanced to hide the search criteria.

Inspection
Not all fields need to be utilized.
1. Type at least part of the inspection number to search for in the Inspection Number field.
2. Type at least part of the address associated to the inspection to search for in the
Address field.
3. Type a range of inspection request dates to search for permits within in the
Requested Date and To fields, or click the calendar icons to select the dates.
4. Type a range of inspection schedule dates to search for permits within in the
Scheduled Date and To fields, or click the calendar icons to select the dates.
5. Click Search to display a list of results that meet the search criteria. Click Reset to clear
the entered search criteria. Click Advanced to hide the search criteria.
6. Click on a record number in the list of search results to open the associated record.

Assistance
If you require assistance with ePERMITS, send an email to planning@springhillks.gov or
call 913-592-3657.

