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How to: Working with Project Functionality 

The customer portal has a built-in function to help customers organize their permit applications 

into folders. The permits can be organized or grouped in folders according to the needs of the 

customer; by location, but client, by type etc. 

Use of this feature is optional at the discretion of the account owner. The municipality does not 

use the project folder information and the folders do not impact how the permit applications are 

processed or prioritized. 

The permit file will indicate the folder number if the permit is in a project, however management 

and visibility in the folders is available only to the account owner -even if the account owner is 

associated with other contractors. Therefore, the folders are not shareable across an 

organization. 

If you wish to use the project function the follow steps walk through how to create the folders, 

add permits to the folders and manage the folders from your customer portal account. 

Create a Project 
 

1. From the landing page, select the My Projects tab. 
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2. To add a project, click the +Project button. 

 
 

 
3. Enter the Name of the Project. 

There is already a project folder and you wish to create a sub-folder, enetr the existing 

project folder name in the Parent Project field, and the name of the new sub-project in the 

name field. 

Enter a description of the project in the description filed to provide further context. 
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4. Click Save. 

 

 
5. Once a project folder is created the system reveals the buttons that allow you manage Project 

folder contents. 

You can create sub-folders, or you can add existing permit applications to the project folder. 
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Add Permits to a Project 
 

6. Click “Link Existing Activities” button. 

 
 

 
7. From the popup, enter all or part of the file number (permit number) of the permits you wish 

to add to the project and click Search. 



Customer Portal Series 

Working with Projects Functionality 

 

 

 

8. A File Number is required, the Type is optional. 

Click Search. 

 
9. Check the box beside the permit from the search results and click Select. 
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10. The permit is added to the project. Repeat for all permits you wish to associate to the project. 

 
You can remove a permit from the project by clicking the red X. 

 

Save the Project. 

 
 

Note: unlike permit applications, Project Folders will remain in Draft at all times. 
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Manage your Projects - Using The Project Tabs 

 
1. My Projects Tab: this tab is visible at all times on the customer portal dashboard. 

• Once a project folder is created it will be listed in this tab and the permit applications 

within it are easily accessible. 

• From this tab you can manage and create new projects. 
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2. From My Project Tab, clicking a project folder will open the project further. 

• Each tab allows you to manage an aspect of the project-related information. 

• Remove permits from the project folder by clicking the red (X) 

(this does not delete the permit application. It only removes it from the project folder. 

 

3. The Details Tab: 

• Shows the project folder name 

• Shows the description added during folder creation 

• Shows any subfolders within the project folder 

• Lists all permit applications linked to the project with their job description. 

 
Individual permit files can be opened by clicking the rectangle icon beside the permit. 
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4. Project Activity Tab: 

• Shows all permit files within the folder 

• Allows access to any subfolders. 

 

 

 

 

 

 

 

 

 

 

 

5. Location Tab: 

The location tab provides parcel information for each permit. 

If the permits are from different parcels, multiple parcels will be listed. 
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6. Contacts Tab: 

The Contacts Tab allows contact information to be added to the project folder. 

 
NOTE: The Project Function is only used by you as the customer portal account owner, 
therefore any information stored here is only visible to you and will not be communicated to 
the municipality or to associated contractors. This tab is optional and for your use only. 

 
 


