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¢/ Palm Beach Citizen Access Portal — How to Apply for Permits and Plans

1. Signin to your account on the Citizen Access Portal. If you do not have an account, please create
an account following the instructions found here.
2. Select the “Apply” tile or tool bar tab.

Dashboard  Apply  Helpful Links»  Fee Estimator My Work

&

Pay Invoices  Search@Q Calend

N
Request Inspection & Building Records (Prior to April 8 ' Apply Y
Click here to request an inspection 1,2024) This tool can be used to apply for a
on an existing record applied for This tool can be used to search for permit, plan or license.
\ after April 1, 2024. permit and inspection records using
our legacy Eden system PRIOR to
b April 1,2024.

3. Search for the type of permit you wish to apply for with the search bar or use the tiles (shown in
purple) to see all applications within the categories “License”, “Permits”, “Plans”.

Home  Dashboard HelpfulLinks»  Fee Estimator MyWork  Today's Inspections Map  Paylnvoices SearchQ  Calendar (@

Application Assistant

earch for application names and keywords

Al = R =° My History
» Show Categories

A Residential New Construction
ﬁ Category Name: Description:

Residential Building Select this category for construction of a new 1 and 2 single family dwelling. Each structure
will require a separate permit.

gow My Templates

= Construction Parking
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https://townofpalmbeachfl-energovweb.tylerhost.net/apps/selfservice#/home
https://www.townofpalmbeach.com/DocumentCenter/View/25059/CREATE-ACCOUNT-FOR-CITIZEN-ACCESS-PORTAL

This identifies the application ~ APPLICATION PAGE BASICS

that you are applying for.

Apply for Permit - Residential New Construction

Locations

LOCATIONS

Where you are in
the application.

"REQUIRED

Select "Add Location" then search for the address of the project. You can search by physical address or parcel number. Only one location can be selected. If you are unable

to locate the address, contact the permitting department at (561) 838-5431.

IMPORTANT: Parcel Numbers within the Town of Palm Beach begin with "50-43"

Location ~

yaYals|
Location

-t

REQUIRED

Create Template

This saves where you are in your
current application prior to
submittal. This does not submit the

application.

Save Draft

Next

x
\

Create a template of an application for application

types (permits/ plans) that you apply for frequently.

How to Apply for License, Permits, Plans

Moves to the next page.




IMPORTANT: Parcel Numbers within the Tor

*Note: all Licenses, Permits, Plans follow similar steps (4 - 8). The example being used in this
document is a permit application. *

4. For the “Locations” Page: Click the “Add Location” tile. This will take you to a map and search

bar. Using the search bar, start typing the subject property’s address. As you start to type, a
drop down will appear, and you may choose the address from there. Once the address is

selected, the map will zoom to that address and will list the main address and any buildings on

the parcel. Select the address you are applying for and click “Add”.

A A oy I e e T

Location ~

Add
Location

-

REQUIRED

SEARCH

SEARCH

Address

850 S County Rd BLDG 1

360 S County Rd MEMORIAL FOUNTAIN

360 S County Rd SITE

360 S County Rd VARIOUS LOCATIONS

360 S County Rd

®

P ® EnerGov Referencing

wreanal

= | 360 s county
y T T
Select All

=

Owner: PALM BEACH TOWN OF

r a2 1 Aaoa

360S County Rd
parcel: 50434323050200030

3605 County RdBLDG 1
Parcel: 50434323050200030

Owner: PALM BEACH TOWN OF

360 S County Rd MEMORIAL

FOUNTAIN

Parcel: 50434323050200030

s DAL NA DE AL TOWAIK AL

217

Australian Ave

S County Rd

Northlake Blvd

The Acreage

Royal Palm
Beach

Wellington

py Awnod s

Palm Beach -
Gardens

Beach

Riviera Beach

STpke-n:

4
“a

N Haverhill Rd

e
K Belvedere Rd
\§

summit ®V9

Acacia Villas
Palm Springs

Greenacres

UeuiIN S

[T

Australian

Chilean Ave
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3605 County Rd o X
Parcel: 50434323050200030
Owner: PALM BEACH TOWN OF
@ Zoom to + Add
7 359
=
361

West P
Beac|

A

Lantana



5. Once you have been taken back to the “Locations” page and the correct location is shown in the
box (circled in Orange), you may move on using the “Next” button.

LOCATIONS

Select "Add Location" then search for the address of the project. You can search by physical address or parcel number. Only one location can be selected. If you are unable

to locate the address, contact the permitting department at (561) 838-5431.

IMPGRTANT: Parcel Numbers within the Town of Palm Beach begin with "50-43".

Type: Location

360 County Rd, Palm Beach,
FL 33480

Main Address 2

Parcel Number
50434323050200030

Main Parcel

Remove

Create Template Save Draft

6. Forthe “Type” page, you will need to fill out the description and any other information on the

page. Then select “Next”.
NOTE: The “Permit Type”/ “Plan Type”/ “Company Type” cannot be changed as it is tied to the

application you are applying for (circled in purple).

Locations Type

PERMIT DETAILS

In the below description field, provide a detailed explanation of work that will be performed.

I T: Please do not use a comma or dollar sign when €l #ag valuation.

" Permit Type Residential New Construction v

* Description

“Valuation

Create Template Save Draft
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7. “Contacts” page, whoever is signed in and applying for the application will be the applicant.
You will need to select the Owner and any other required contacts. Also, you may add additional
contacts by clicking “Add Contact”.

Locations Type Contacts

CONTACTS

All contact cards displayed below must be provided. Please perform a search first to find your contact, If you are unable to locate the required contacts, after selecting the “Add Contact’
card, click the Enter Manually tab to create the new contact

** Please note that caontractors will need to submit a contractor registration application prior to being added as a contractor contact type on any permit application
records™*
SAVE TIME ON FUTURE SUBMISSIONS....

After clicking the “Add Contact” card, you can search for your contacts which you regularly reference and click the star located to the left of their name. This contact will
now display under the My Favorites tab.

i ’ -
Applicant ST Contractor Owner/Builder

: Add Add Add

Name (You) Contact Contact : Contact
ToPE + i +
360 5 County Rd, Palm Beach, I
FL.33430
REQUIRED REQUIRED

Applicant v

Add
Contact

=t

Create Template
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8. After clicking “Add Contact”, you can select contacts using the following:
a. “Search” for contact using the search bar,

4Back to Application Click here, to not select a contact
and go back to the Application.
Add Contact
This is the contact type
Add Contact As : Owner that you are selecting.

w Enter Manually My Favorites

Searcldﬁlme. E-mail, or Company

b. “Enter Manually” by filling out the information and if applicable add certifications. Then
click “Submit”.

Search Enter Manually My Favorites

Enter Manuall‘

Certificates Cligetere to add Certified Residential Contractor ceN{cate

Zlick here to add Registered General Contractor certificate
Click here to add Certified Building Contractor certificate
Nck here to add Registered Building Contractor certificajé

Click™sgg to add Certified General Contractor cerjis

Click here to add Repisterad-ResidarttatContractor certificate

Compajly Name

“ Home\Phone
“ Mobile Phone’

* Business Phone

_- D
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c. “My Favorites” can be used once saved to favorites for contacts that you use often. To
select a contact as a favorite, use the search bar to search for the person and then select
the blue star to favorite.

w Enter Manually My Favorites

@me DI < |

Sort Relevance v

Favorite First Name Last Name Address Company Email Action
) 360S County Rd Palm ToPB . “
»* First Last Do (EL SIS 12sample@email.com
Results per page 1-10of1 o

After completing the above, you can find your favorites under “My Favorites”. And
select “Add”.

Search Enter Manually w

My Favorites
First Name Last Name Address Company Email Action
First Last Address 12sample@email.com A
First Last Address me@email.com -
Resulsperpage 1-20of2 ;

~
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9. The “More Info” page is different for each plan, permit, or license application. Please read the
instructions at the top of the page and select / fill out any all the fields to the best of your
knowledge. Any item with a red asterisk is required to be filled out / selected prior to moving

on to the next page. Once you have finished filling out the information, click the blue “Next”
button to move on to the next page.

*** For this example, a Permit for Residential New Construction is being applied for. ***

Locations Type Contacts More Info

MORE INFO

Please provide additional details about your project using the fislds below.

NOTE: Fields with an asterisk (%) and eutlined in red are reguired.

General Info

/ &\em reviewer and inspector

Mext Section | Top | Main Menu

‘Se

If PP Is Selected, provide PP name

Note: If Private Provider (PP) is selected, a Notice to Building Official (NOBO) document is required when submitting a new application. The initial permit percentage

for your permit fees will vary depending on the services you contracted with the private provider. Refer to our fee schedule for the different percentage categories.
Development review file number '
Is this project combining parcels?

If Yes, provide unity of title.

Property Attributes

ection |Ne‘C5€EtiOﬁ |Tnp \Main Menu

“Type of roof
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10. For “Attachments”, read the “FILE REQUIREMENTS”, “DIGITAL SIGNATURE”, and “NOTICE OF
COMMENCEMENT” information on the top of the page prior to submitting documents. Once
you are ready to submit documents, select the document tile you wish to upload. Document
tiles with the label are required to be submitted prior to moving on to the next page.

t REQUIRED J

Attachments

FILE REQUIREMENTS
Before submitting items for review, files must follow the below guidelines:

s Remaove all special characters from the file name (use of an underscore or dash iz acceptable)

* Unnecessary content remowved.

*  Layers removed/file flattened.

» Files attached within PDFs must be removed.

* Remove unnecessary markups such as SHX Text when PDFs are generated in CAD type applications.

» Reduce the file size as much as possible without reducing clarity below 300 DPIL

* Remave any file security.

» Ifafile's size is greater that 1000MB, split pages into multiple 1000ME files.

» Documents uploaded cannot have the same file name, if you see the message "File already exists:" please rename one of the files and attempt to upload the file again.

» IF APPLICABLE: Tzke note of the different plan types associated with this application. Certain applications require plan types to be separated (EXAMPLE:
Architectural, Electrical, Mechanical, etc)

cause 3 delay in processing vour application for review:

'ow all above requirements will

DIGITAL SIGNATURE

Any plans done by a design professional will require a digital signature certificate by the Architect, Enginesr on Record or Land Surveyar.

NOTICE OF COMMENCEMENT

For a direct contract greater than $2,500 (Except for HVAC system repair or replacement less than $13,000), Florida Statues requires the applicant to file a Motice of
Commencement. The recorded Motice of Commencement must be on your jobsite prior to first inspeciton. The Motice of Commencement must contain the name and
address of the owner, the name and address of the contractor, and the location or address of the property being improved.

Document tiles

Application Complete Building
Plan (Building,...

«—

Select Type v

Add Attachment

Add Attachment Add Attachment

+ +

Supported: .pdf, jipg. -png. .jpeg.
-gif, aiff, _doc. .docx, xls, x
e, .dwy. zip, cav, rif, df,

[ RECHHRED TT RECHHREE )|

Create Template Save Draft m

How to Apply for License, Permits, Plans

This area shows what types of documents
I are supported or allowed to be uploaded.



11. After clicking the tile, your computer will open your file explorer, find the document you want to
upload and select it, so that the file name is shown within the highlighted box. Once the file is
selected, click “Open”. Repeat for all other attachments you would like to upload. Click the blue
“Next” button at the bottom of the page to move to the next page.

slder = O @
Mame Date mcclifi‘e’cl Type “
TPE_Development Review Calendar_JAN23-JUL23 (1)
TPB_Development Review Calendar_JUL23-JAN24

23 1:41 PM Adobe Acrobat D.,
)23 T:43 AM Adobe Acrobat D.,
123

ARC-23-055 288 QUEEMNS LN_PLANS_SECOND SUBMITTAL_UPDATED 04.03.23 255 PM Adobe Acrobat D.,
[£] Racenhern 1ndated 123 248 PhA Adnhe Aerahatn Y
v < >
name: |ARC-23-055 288 QUEENS LN_PLAMS_SECOND SUBMITTAL_UPDATED 04.03.23 V| All Files w
Open |v Cancel

12. Read the “Signature” page carefully prior to typing your name in the smaller box. You may sign /
draw your signature in the large box with your mouse or finger (depending on what type of
device you are currently using). Or you may toggle the “Enable Type Signature” to on and type
your name within the “Type Name Here” box. Click “Next” button when finished.

Draw / Sign Signature:

Apply for Permit - Residential New Construction ‘REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

By submiitting this application, | am hereby applying to obtain a permit to do the work and installations as indicated. | certify that no work or installation has commenced
prior to the issuance of a permit, and that all work will be performed to meet the standards of all laws regulating construction including Town Ordinances.

By signing below under the Florida State Statute, Section 668.50 (2) (h) and under penalty of perjury, | declare that the information contained in this building permit
application is true and correct. | certify that all the foregoing information is accurate and that all work will be done in compliance with all applicable laws regulating
construction and zoning.

* Please type your name as consent to electronically sign this application. C)

Enable Type Signature

Name
March, 01 2

Clear

Back Create Template Save Draft m

10
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Type Signature:

SIGNATURE
By submitting this application, | am hereby applying to obtain a permitto do the work and installations as indicated. | certify that nowork or installation has commenced
prior tothe issuance of 3 permit, and that all work will b tomest: all i on including Town Ordinances.

By signi

i tion 668.50 (2) (h) and under penalty of perjury, | declare that the information contained in this building permit
I certify that all ing i fon that all work wil be done in compliance with all applicable laws regulating

construction and zoning.

* Please type your

Enable Type Signature @i

Name
March, 012024

13. On the “Review and Submit” page, review that the information you have provided is correct. If it
is not and you need to go back to an earlier page, select the “Back” button at the bottom of the
page.

Prajects |arger than 10 acres or 2 acres impervious shall require an Environmental Resource Permit (ERP) from the South Florida Water Management District.

ERPrequired [

Attachments
Application ARC-23-055 288 QUEENS LN_PLANS_SECOND SUBMITTAL_UPDATED
04.03.23_v1Lpdf
Complete Building Plan (Building, ZON-23-090 235 SUNRISE AVE_UPDATE_SURVEY v1pdf

Electrical etc)

‘ Create Template Save Draft @’

If the information is correct, please click the “Submit” button at the bottom or top of the page.

14. You will receive the following message once the application has been submitted.

@ Your application was successfully submitted!

Congratulations! Your application has been successfully submitted. After application review, an invoice will be generated. Payment
will be required at that time which will allow your permit to proceed to plan review.

Continue to permit

11
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Accessing Your Templates and Drafts

Once signed in to your account, if you have created a template or saved a draft application you will
follow the directions in this section.

1. Go to the drop-down menu in the top right corner of the portal page.
2. Select “Saved Work”

@2y, Jown of
i’@.\‘ﬁ" P A I-/M B E A c H Good Afternoon, Guest~
&S ... Flovida + -

BEMEM Apply Helpfullinks»  FeeEstimator  Today's Inspections Map  PaylInvoices  Search@,  Calendar (@
r -

My Account

Personal Info
Addresses

My Invoices

Apply

Request Inspection Building Records (Prior to April

Contact Manager

Click here to request an inspection 1,2024) This tool can be used to apply for a
- on an existing record applied for This tool can be used to search for permit, plan or license.
after April 1, 2024, permit and inspection records using LOg Out
| our legacy Eden system PRIOR to
April 1,2024. N

& Tenme— = =
3. From the “Saved Work” page, you will be able to use templates or continue drafts. Use the two

tabs to change between “MY TEMPLATES” and “MY DRAFTS”.

Saved Work '

MY TEMPLATES MY DRAFTS

My Templates

Module a) ~ Sort Template Name ~
Module Template Name Type Last Update Action

No records to display.

From the “MY TEMPLATES” and “MY DRAFTS” pages, you can use, update, resume, or delete your
template or draft using the blue “Action” buttons (circle
Saved Work

MY TEMPLATES MY DRAFTS

My Drafts

Module Al

Last Update

Permit Residential New Construction 02/29/2024 03:08:29 PM
Plan DEP Zoning Compliance Letter 12/21/2023 02:26:27 PM
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