Welcome Permit Printing Guide

to the In order to print out a permit, you must first open up the property information report,
then locate the permit number and select view. The permit report will display and you
will export into adobe reader and print. Please follow the steps below:

Step 1
Access the Town of Addison website via https://epermits.addisontx.gov/webuserinterface and log in.

Step 2

Select:

Online Services> Property Information Search

Step 3

Under Make a Search By, sclect Permit Number then click Next Step

Step 4
Enter the Permit Number . Permit numbers all begin with the letter P followed by 10 digits.

Example: P0120100125
Click Search
(Note: Permit number can be found on the email you received stating your permit has been processed and is
awaiting payment.)

Step 5
Ensure the record is selected and click To Continue

The Property Information Report will display.
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Property Information

Property Location

owner
4401 Westgrove Rd RN TV LD

Parcel ID: 10-00093-522-005-0000 PO BOx 2189 .
Key Number: ADDISON TX 75001-2189

Subdivision: SUNBELT BUSINESS PARK TRACT 1

Permits Information

Permit # 9884
Permit # 10014
Permit # 10018
WE'RE GLAD YOU'RE HERE Permit # 10068
Permit # 7544
Permit # 9122
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Step 6 Microsoft Security Warning
Using the report toolbar, select the Go #0 Last Page icon or enter the permit number in Search for Text box and click

i Atfter clicking the Print to PDF export button, you
the binoculars. . . ) e
might receive the following warning:

/= Town of Addison - Windows Internet Explorer |Z”E‘E‘ TO be]pprotect_yout‘ SCClIH'ty, Intemet EXP]OI'CI’
GO - e addsant.go | Dz AIENE ] |[2]- blocked this site from downloading files to your
Flle Edit Wiew Favorites Tools  Help Complltel‘. CliC]( 1161‘6 [Ot OPtiOHS.

x Go glt‘ v | search - 52 - - | B share~ B+ [ Sidewiki - 97 Check - 24 Translate /T | AutoRil - 4 4 - () SianIn -
5f Favorites | 9% £ FootPrinks £ eGov £ | Report Manager @I vahao! . . .
(@ Tomn o Aukdivan B~ O @ b sy ke @ 7 To stop the information bar from blocking file and
li, To help protect your security, Internet Explorer blocked this site from downloading files tu*ur computer, Click here for options. .. x SOftware dOWIﬂOadS:
=] Parameters O Jr=» M 100% |- |[Po120090221 o ~ 1. Open Internet EXPIOICI
Main Report . . .
| 2. Click the Tools button; then click Internet Options.
. 3. Click the Security tab; then click Custom level.
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4. Scroll to the Downloads section of the list and then
Online Information under Automatic prompting for file downloads, click
Enable.
Property Information
U Else,
Property Location Owner
4401 Westgrove Rd ORYBERN IV 17D . .
Parcel ID:  10-00093-522-005-0000 POBOX 2189 If you recetve the security message, “To help protect
Key Number: ADDISON T Q02189 i IE bl k d h. i f d 1 d
Subdivision: SUNBELT BUSINESS PARK TRACT 1 your security, ocked this site from download-

ing files to your computer. Click here for options.”,

Permits Information select Download file. Once again, click the printer icon

Permit # 9864 View from the report toolbar and select export. You will then
Permit # 10018 View be able to open the pdf file. Choose the print option
52:2:{: 7544 E:Ex from the pdf reader application once the document is
Permit # 0123 View .| opened.
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Step 7
Once you have located the permit number you want to print, click the View hyperlink. Office Location:
Step 8 16801 Westgrove Dr
Using the report toolbar, select the printer icon to print this report. Hours:
The Print to PDF window will display. Click the Export button. File Download window will display. Click Open. Monday th rougl;‘ El’rl‘id)’ 8am to 5pm
N :
File Download L] Adobe Reader will launch. 972-450-2880
Do you want to open or save this filé? Click the printer icon or from the 979 Zg ;)( :2837
N Name: MyCrystaReporphawer. ook main toolbar select Fi/e and then W-e bs |- te:
e Type: Adobe Acrobal/Document, 50.5KB select Print. Select your printer, W X °
Fiom: epermits.afdisontx.gov . s WW.GddISOﬂTX.gOV
then click OK to print. E-mail:
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harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

‘ ew While files from the Intemet can be useful, some files can potentially
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