
Customer Portal 

        Add a Contractor to an Application 

1 

 

  

 

How To: Add a Contractor to an Application 
During the application process, you can indicate a contractor who will be conducting 

work. The contractor(s) doing work will appear on the printed permit and will be able to 

schedule inspections if required once the permit is issued. 

If you are applying as a contractor, you must add yourself as a contractor.  

1. On the Contractor Page of the Application - Click [+ Add Contractors]. 

 

2. In the pop-up enter all or part of the contractor’s business name and click 

Search. 

 
 
 NOTE: You can only choose from registered contractors in the system. If the 

Contractor for your project is not in the list, you cannot add them.  
 

You can enter their contact information on the next page in the application 
process.   
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3. From the search results list, tick the box beside the contractor and click Select 

button. The contractor will be added to the application. 

 

 

4. One contractor MUST be checked as the Prime Contractor. 

Each contractor must have a Type of contractor indicated. 

Select from the pull-down menu.  
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5. Add all contractors. 

When complete click next to progress to the next page of the application.  

 

 

6. The next page is the contacts page 

The contractor information is added to the Contacts page automatically.  

7. Add additional contact information as required.  

 

 


