Welcome
to the

WE'RE GLAD YOU'RE HERE

Giving you an easier way to

apply, view and pay for
permits.

The Town of Addison is pleased to offer online permit
portal. The permit portal is a fast and convenient way to
view all property information and permits that have been
issued on a particular property. You can also apply for a
permit online and once the permit is approved, make a
payment.

Get Registered

Step 1
Access the Town of Addison website at
www.addisontx.gov and click on the ePermit link on the
home page. On the login page, select

First-time users? Register bere

Step 2

From the Account Creation page, select either Individual
or Company. Enter the name and address information in
the applicable fields and click Next. If a record corre-
sponding to the name and address information entered
exists in the database, select it from the Results page.
Click Next and skip to Step 4. Otherwise skip to Step 3.
Step 3

If a record does not exist in the database, enter additional
name and address information, such as name prefix or
suffix, apartment number, and zip or postal code.

Note: Field marked with an asterisk (*) are required.
Click Save.

Step 4
Enter an account Id. This must be between 6 and 30
characters in length. Only alphanumeric characters are

accepted. Enter and confirm a password. Click Create.

Manage your eProfile

The Your Profile menu provides access to your
eProfile account information as well as any
properties you associate with your eProfile.

Update your Profile
Select Your Profile > Update Your Profile

Update your Address Information:

Click Edit. Modify the fields as required. Click
Sawve ot to return to the Welcome page without

saving your modifications, click Back to Home.

Change your Password:

Click Edit in the password section.
Enter and confirm your new password.
Click Sawve.

Manage your Properties
Select Your Profile > Manage your Properties

Add Propetties to your eProfile:

Click Add Properties. This opens the Property
Search section of the screen. From the Make a
Search By section, select the method you wish to
use, such as property location, parcel number,
owner/business name, etc. Click Next Step.

Enter your criteria. Click the To Continue button
to include them in your eProfile.

Remove Properties from your eProfile:

Select the property or properties you wish to
remove. Click the Remove Selected button.



Property Information Search

Select:

Online Services> Property Information Search
You have the option to search by one of the prede-
fined properties setup via Manage your Properties
of you can Make a Search By:

Property Location

Select Property Location and Next Step. Enter the
beginning house number, ending house number
and using the drop down list select the street name.
Click Search. Select the property and To Continue

Owner/Business Name

Select Owner/Business Name, Next Step. Enter
the name and click Search. Select the property and
To Continue

Application Number

Select Application Number, Next Step. Enter the
number (Applications begin with the letter A. Ex:
A0120100025) and click Search. Select the property
and To Continue

Certificate Number

Select Certificate Number, Next Step. Enter the
number (Certificates begin with the letter C. Ex:
C0120100250) and click Search. Select the property
and To Continue

Permit Number

Select Permit Number, Next Step. Enter the num-
ber (Permits begin with the letter P. Ex:
P0120100375) and click Search. Select the property
and To Continue

Parcel Number

Select Parcel Number, Next Step. Enter the num-
ber and click Search. Select the property and To
Continue

Viewing Property and Permit Info
Once property information is displayed you can
click the View link by the permit number to see
information associated with that permit. Use the
Back to Property Information link to return.

To expott ot print the property/permit information
utilize the instructions found in the red Help? link
located at the top right of the page or reference the

Apply for a Permit

Select Online Services> Apply for a Permit

Select Application Type
Using the drop down list, select the type of permit your
are applying for. Click Next Step.

Select the Property

Select the property the permit is for from either your
predefined property list or by conducting a new property
search by location, owner/business name or patrcel num-

ber. Click Next Step.

Select the property for which you wish to apply for a permit
and click Next Step.

Enter Application Information
Utilizing the drop down list select the proposed use and
permit class.

Enter in the estimated cost of the project and the square
footage.

Provide a description of the purpose of this permit.
Using a separate line for each name/contractor type:

Select the name type for the drop down list and enter the
name, address and phone number for each .

Click Next Step

Add Associated Documents or Photos
Utilizing the drop down list select the document type you
wish to add: Attachment or PDF File Only.

Browse to the document location. Click Add Document
or Cancel

Note: If not adding documents, click Next Step.

Review the Application Information
If all information is accurate, check the:

All the information is correct. Process my Application

Click the Process button. Otherwise, click Previous Step
to go back and make corrections.

You will see Application Completed and Sent.

Please make note of the Application number located
beneath, “The application will be issued on the following
property”. Reference this number should you have any
questions or need assistance. After application submittal,
our office will review and upon approval will notify you by
email that your permit is ready.

Make a Payment

Select Online Services> Payment Online

From the Make a Search By section select the method
you wish to use such as Permit Number or Certificate
Number. Click Next Step to continue.

Enter your criteria and click Search. Select the record
for which you want to make a payment.

Click To Continue. Select the amount on which you
want to make a payment. Click Next Step. Select Web
User to make the payment on the currently logged in
uset’s account or select New Payer and enter the re-
quired information. Click Next Step.
Enter the following parameters:

Credit Card type

Credit Card Number

Expiration Date

Your name as it appears on the card

Your address as it appears on the card

Postal or zip code
Click Next Step. Review the Payment Summary in-

formation. Select the Payment Confirmation option.
This enables the Process Payment button.

Click Process Payment.

Office Location:
16801 Westgrove Dr
Hours:
Monday through Friday 8am to 5pm
Phone:
972-450-2880
Fax:
972-450-2837
Website:
Www.addisontx.gov
E-mail:
ePermits@addisontx.gov
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