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Getting Started  

You do not need an account to search for a Permitting and Licensing Record. 

Some information will only be available for registered users. If you cannot find the 

record, please visit our Public records page: 

https://www.cityofboise.org/departments/finance-and-administration/city-

clerk/public- records/public-records-access-research-request/ 

To apply for a city permit, license or file a code compliance complaint, you'll be 

required to do so through our new Permitting & Licensing portal. You will need to 

have a valid and registered account, prior to following this Guide. 

Please Visit: https://www.cityofboise.org/permitting-and-licensing-system-help/ to 

start the registration Process. 

 

Quick Tips 
 

 
• Your Cart and Projects can be accessed in 2 places: under “Hello, Your Name” 

and above the 

“Search Records” field. 
 

 

Figure 1Cart and Project Quick Menus 

https://www.cityofboise.org/departments/finance-and-administration/city-clerk/public-records/public-records-access-research-request/
https://www.cityofboise.org/departments/finance-and-administration/city-clerk/public-records/public-records-access-research-request/
https://www.cityofboise.org/departments/finance-and-administration/city-clerk/public-records/public-records-access-research-request/
https://www.cityofboise.org/permitting-and-licensing-system-help/


 

• The General Record Search is accessible on all pages. 
 

 

Figure 2 General Record Search 

 

  
 

• Where available, a circled question mark can be clicked to view help 

content. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 3 Work in Progress 

 



 

The Dashboard 
 

When you first log in to the Permitting and Licensing system, you will land on a 

“dashboard” from which you can access the different areas to search, apply for, 

and work with City of Boise permits and licenses. 

• For easy navigation, the following areas can be accessed 

from dropdown menus at the top of the screen: 

 

Figure 4 Dashboard 



 

Home 
 
 

This dropdown enables you to navigate to the Dashboard, My records, and My 

Account Pages. It also serves as the Return to your Home. 
 

 

Figure 5 Home Dropdown 

 

Search 
 
 

Focused searches for Building Permits, Planning Applications, Code Compliance 

Applications, Fire Applications, and License Applications. 
 

 

Figure 6 Search Dropdown 
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Apply 
 

Access Building Permits, Planning Applications, Case Compliance Service 

Requests, Fire Permits, and License applications. Need to have an account or be 

logged in 
 

 

Figure 7 Apply Dropdown 

 
 

 

Request 
 

Access Requests for Abandoned Vehicles, Building Inspections, and Code 

Compliance 
 

 

Figure 8 Request Dropdown 



 

Reports 
 
 

This Tab will take you to the Reports tab where you will be able to access various 

Building, and Planning Reports. 
 

 

Figure 9 Reports Page 

 
 

• The mid-section of the dashboard contains “windows” where work in 

progress will display, as well as access to those lists. 

 

 
 

 

a. View Cart - Click the Cart link to display your Cart. From 

here you can Add, view, and pay for City of Boise 

permits and licenses. 
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Figure 10 View Cart from Dashboard 

 



 

 

b. View My Projects - Click My Projects to access a listing of your projects. 
 

 

 

Figure 11 My Projects Quick Menu 

c. View all Records - Click View all Records to 

view a listing of all your applications. 
 

 

Figure 12 View All Records Quick Menu 
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The Home Screen 

This is the launch pad for the application process.  You can access the home 

screen by clicking Home.  This feature is available on all the screens, so you can 

always find your way back. 
 

 

Figure 13 Home Dropdown 

After Clicking on the home, the Welcome page displays.  It is here that you can 

access links to create applications, search for existing applications, and schedule 

inspections. You can also access your cart from here. 
 

 

Figure 14 Home Page 
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My Saved Projects 
 
 

Any projects you are associated with will be listed on the My Projects screen. This is 

where you can access applications that you have started, but not yet completed. 

You can also review past projects, as desired. 

 

 

 
Figure 15 My Saved Projects 
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Adding a Record to My Projects 
 

To create a new project, select records from your My Records list and use the "Add 

to Project" button. 

 

a. From my Records Page select the record you wish to add to My Projects 

by checking the box to the left of the record number and then 

selecting the Add to My Project Link at the top. 
 

 

Figure 16 Record Selection 

 
 

b. Create a New Project Dialog box will appear. Fill out the Name and 

Description fields and select the green Add Button. 
 

 

Figure 17Create New Project Dialog Box 
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c. A Confirmation Notification will appear. 
 

 

Figure 18 Confirmation Notification 

d. Click on My Saved Projects Link at the top of the page. 

 
Figure 19 My Saved Project Links 

 
 

e. In the My Projects Page, you will see the newly added record. To 

manage a project, click the project name link. 

 
Figure 20 My Saved Pages 
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My Records 
 
 

Access the My Records page from the top Home drop down menu. On this page 

you will be able to review the records that you have completed as well as search 

for other Public Records. 
 

 

Figure 21 My Records Tab 
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Record Search 
 

 

 
 

There are several ways you can search for an existing record 

A. If you know the entire record number, enter as shown and then select the 

magnifying glass. Your record details page will display with Location, 

Payment. 

 

B. Use the global record search from the My Records page, you can use the first 

three letters of the Record Type with the last 2 digits of the year. For example, 

this search is for a Building Record in the year 2019. 
 

 

Figure 22 Record Search 
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C. Once a Search has started there will be ways to search by category. The first 

being from the Search Results. You simply go to the right of the results page 

and sort out the Record Category. Note: Records starting with PRJ are Multi-

Building Projects. 
 

 

Figure 23Record Search Results 
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D. You can use the search tab at the top to look up an existing record by 

Category. 
 

 

Figure 24 Planning Tab 
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E. At the bottom of the Search Pages, there is a General Search that allows you 

to search by more specific information. 

 

 

 

Figure 25 General Search 
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F. From My Records you can also Expand the categories by using the arrow to 

the left of the Name to search for a specific record. 
 

 

Figure 26 Search record Categories 
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Expanded View 
 

 

Figure 27 Building Search Results 
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Record Navigation 
 

 

• From the My Projects Menu, click on the Project Name. 
 

 

Figure 28 My Records from Home Dropdown 
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• Click on the Record number to open the Record Details page 

 

Figure 29 My Projects Details Page 
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Record Details 
 

• The Record Details page has information listed for that specific record. Here you 

can pay fees, schedule and view inspections, input project valuation, View the 

Processing Status, View related the records, and access Documents. 

 
Figure 30 Building Record Page 
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Processing Status 
 

• There will be a Record Info Drop down Menu where there are options for 

you to view the Processing Status. By Clicking on Processing Status, you 

will view the status of the record. 

 

 
Figure 31 Record Info Drop Down Processing Status 



  

Jump to Table of Contents 
 

 

 

• The processing status Page will have status symbols to indicate current 

State. The Hourglass icon is the symbol for the current “In progress” Task. The 

gold star icon is the symbol for a passed stage in the record status. 

 

 
Figure 32 Processing Status Start 
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Related Records 
 

• Related Records can be found on the Record Info Dropdown 

Menu. 

 

 
Figure 33 Record Info Drop Down Related Records 
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• Related Records will display the Associated Records that are tied to the record. 

A Trade permit in many cases will have a Building Record Associated with it. 

 
Figure 34 Related Records Start 
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Documents 
 

 

• The Documents page can be found on the Record Info Dropdown 

Menu. 

 

 
Figure 35 Record Info Drop Down Documents Tab 
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• The Documents Page is where additional Documents may be uploaded or 

viewed. Note: ePlan will still be in use and used as the primary Document Service. You may 
also submit a Public Record Request from the link under the heading. 

 

 
Figure 36 Record Details Documents Tab 
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• The Following Image has the Documents Attached within a 

Commercial Permit that had been filed and issued. The Applicant will be able 

to download a copy of the permits and other information regarding to the 

completed record. 

 

 
Figure 37Documents Page End 
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Inspections 
 

• The Inspections page can be found on the Record Info Dropdown Menu 

 
Figure 38 Record Info Drop down Inspections Tab 
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• The Inspections Page will display and from this page there are several options 

for Inspections. 

 

 
Figure 39 Record Inspection Page 

 
 

• To schedule an inspection, click on the blue Schedule or Request an Inspection 
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• The inspection screen will display where you will first select the type of 

inspection. Having the “Optional Inspections” box checked will enable more 

to be displayed. Once Selected, click on the Green Continue box at the 

bottom of the page. 
 

 

Figure 40 Inspection Type Selection 
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• Select the next Available Working Date. Once selected, there will be an 

additional window displaying the available times for the selected date. and 

click on the Green Continue box at the bottom of the page. 

 
Figure 41Inspection Date and Time Selection 
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• Confirm Details on the Location and Contact page and click on the Green 

Continue box at the bottom of the page. 
 

 

Figure 42 Inspection Location and Contact Confirmation 
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• The confirmation page is where you will be able to finalize details over the 

inspection. You may include a Note to the Inspector by clicking on the Include 

Additional Notes button. 
 

 

Figure 43 Inspection Final Confirmation Page 
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• These notes are not available to the public and are for the inspector. 

Garage and Gate Codes, and equipment locations are a few examples. 
 

 

Figure 44 Inspections Additional Note 
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• When ready to submit the scheduled inspection, click on the Green 

Finish Button at the bottom of the page. Users will be redirected to the 

Record Inspection page with the scheduled Inspection listed. 
 

 

Figure 45 Record Page Upcoming Inspections 

• The Actions menu on the right-hand side of the scheduled inspection will 

enable a User to Reschedule or Cancel an Inspection. 
 

 

Figure 46 Record Details Inspection Actions Menu 
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• When an Inspection is completed, it will show with the result in the 

Completed section under the Record Inspection Page. 
 

 

Figure 47 Record Details Inspections Page Completed 
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• Clicking on the blue View Details button will expand the comments that the 

inspector has left. In this example, the Inspector found that the Applicant 

needs to revisit the “Cold Water Supply” 
 

 

Figure 48  Inspections Result Comments 
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• To Schedule another Inspection to correct the comment found in the 

previous rough inspection, simply schedule a new inspection. Another 

Inspection will take place and will address the correction made. 
 

 

Figure 49 Inspections 2nd Inspection 

• The new Inspection result will be listed under Completed, the Inspection result is 

listed as “Passed and was Final” 
 

 

Figure 50 Inspections Completed Pass and Final 
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• If you return to the processing status page, you will see that the inspections task 

has now changed to “Pass” With a gold asterisk to mark as the state passed. 

 
Figure 51 Record Processing Status Completed 
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Final Values 

• For Records that have final values submittal. There will be adjustments made 

in the Valuation Calculator Tab. These changes would have been submitted 

to the City of Boise: Permitting and Licensing Staff. This is an example of a 

Commercial Grading Permit. Please email permits@cityofboise.org to submit a 

copy of your Final Values 
 

• After the Permit has been Applicant the User of this Commercial Grading 

Permit will notice on the Record Details Page that the Record Status will display 

Pending Final Values. Located at the Bottom of the Page, Select the green 

Submit Final Values button. 

mailto:permits@cityofboise.org
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Figure 52 Record Detail Status Pending Final Values 
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• Final Certificate of Value page will display the 4 steps required for the Final 

Values Process. 

1. Enter in the Final Values of the Project, click on the green Continue 

Button once the Value has been inputted. 

 

Figure 53 Final Certificate of Value Start 
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2. Review the Final Certificate Value information. Read and agree to the 

Certification of the values. Check the box to agree and click on the 

green Continue button to proceed. 
 

 

Figure 54 Certificate of Value Confirmation 
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3. Application has been submitted and the Applicant has successfully filed 

the Final Certificate of Value for the grading Permit. The New FNL record 

number will be used for the remainder of the Application Process. 
 

 

Figure 55 Certificate of Value Creation 
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• To Access the original Grading Record, The Applicant can go back 

through the Related Records Tab to access the Permit by clicking on the 

green View link to the right of the record. 

 

 
Figure 56 Related Records end 
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ePay 
As you select permit and/or license items that you wish to apply for, they will be 

added to your cart. 

1. You can access your cart from the dashboard by clicking either My Cart or Cart 

(both will take you to the same place), or from the main screen (see step 3, 

below). 
 

 

Figure 57 Cart Step 
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2. You will land on the “Select item to pay” tab. Review and select the item(s) 

you wish to pay and click Checkout. Or, click Continue Shopping to add 

items to the cart. 
 

 

Figure 58 Select an Item Cart 

3. If you clicked Continue Shopping (above) you will be redirected to the Home 

screen. Scroll down to the Page and you will arrive at the ePay Tool. Use this 

tool to search and add records to your cart. Enter a Record Number in the 

Search Field and click on the Search Button. 
 

 

Figure 59 ePay 
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4. The Search results will display all fees associated with the record. Select the 

records you wish to add to your cart by checking the box to the left of the 

Record ID and clicking the Green Add to Cart button at the top of the Page. 
 

 

Figure 60 Selection of Items to add to Cart 
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5. A confirmation will display. You will see the Cart Icon at the top of the page 

update with the number of Items selected. Clicking on the Go To My Cart link 

will access your cart which can also be activated by clicking on the Cart link 

at the top. 
 

 

Figure 61 ePay Confirmation Page
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6. The Cart view will allow you to review the current items There is an option to 

remove items by selecting the Edit Cart Button. 
 

 

Figure 62Edit Cart Option 
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To the right of the Record ID use the Remove button to remove any item. 

 

Figure 63 Remove from Cart Function 
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7. Once the cart has been edited, click on the green Save and Close Button at 

the bottom to resume the checkout process. 

 

Figure 64 Save and Close Cart Function 



  

Jump to Table of Contents 
 

 

 

8. Once the cart has been reviewed. Click on the green Checkout 

Button. 
 

 

Figure 65 Checkout Confirmation 
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9. The Payment Information page will display conditions and fees that will be 

related to Planning and Billing applications. Select from the “Payment Options” 

and click the green Submit Payment Button when ready to procced to the 

Secure Third-Party Payment Processor. 
 

 

Figure 66 Checkout Payment Options 
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You will be directed to the Secure Third Party Pay station site. Input all the payment 

information. 

 

Figure 67 Pay Station Information Input 
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10. At the Bottom of the Page, after agreeing with Terms and Conditions and 

Convenience fees, click on the green Confirm Payment button. 
 

 

Figure 68 Pay Station Terms and Conditions Acceptance 
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11. The Confirmation Page will display the following note: “Your application(s) has 

been successfully submitted. Your record number is listed below. Please note it 

for future reference. If any payment was made, please print your receipt for 

your records.” 
 

 

Figure 69 Payment Confirmation Page 
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Applying for Permits and Licenses 
To apply for a permit or license, complete the following steps. 

1. Log in to the City of Boise’s Permit and License system. 

2. At the top of the screen, click Home. 
 

 

Figure 70 Home Tab 

3. Locate and click Create Application for the permit or license that you wish to 

obtain. 
 

 

Figure 71 Home Page Quick Menus 
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Read and Accept the General Disclaimer and click Continue Application. 
 

 

Figure 72 Online Application General Disclaimer 

4. Select the Record Type you wish to apply for: 

a. Click the arrow next to the desired category to expand the list. 

b. Click the circle next to the desired application type to select it. 

c. Click Continue. 

 
Figure 73 Record Type Filters 
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Application Form 
You will be redirected to the “Agreement” tab. For this example, a 

plumbing permit was requested (see above).  The information displayed in 

the cart reflects this. 

Agreement Tab 
Under “Agreements” click to select who is doing the work and click 

Continue to proceed. (NOTE: If not ready to proceed, you can click 

Save and resume later.) For our purposes, click Continue. 
 

 

Figure 74 Project Details Page 1 
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Project Location Tab 

Enter the project “Address” and click Search. If available, the 

address and all related information will populate the rest of the 

fields. If not available, you will need to enter it manually.  Click 

Continue. 
 

 

Figure 75 Project Location Page 2 
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Owner Section 

Scroll down to the Owner Section, enter any required information, and 

then click on 

 

Figure 76 Owner Section 
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Contacts Tab 

In the Contact List Page, Select the Contact will select a Contact 

loaded within your account. Add New Contact will add a new contact 

to the Permit. 
 

 

Figure 77 Contact List Page 1 of 2 

Contact Selection 
Click the Select a Contact to enter a contact that is on your account. 
 

 

Figure 78 Select a Contact from Account 
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Select Contact from Account 
Enter your “Contact Information” and click Continue. 

 

 

Figure 79 Account Contact 

Once you select a preloaded Contact by checking the Radio Button 

to the left, you can select the green Continue button at the bottom. 

 

Figure 80 Contact Changes 
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Type of Contact 

You will have to select the type of Contact from the drop down and then 

click on    the Continue button once again. 
 

 

Figure 81 Contact Type Dropdown 

Contact Information Page 

Contact Information Page will display confirming the contact information. Click 

Continue at the bottom, note: All required Fields need are listed with a red Asterisk.

 

Figure 82 Contact Information Input 

 



  

Jump to Table of Contents 
 

 

 

Contact Added 
Your Contact information now displays on the “Contacts” page.

 
Figure 83 Contact added to Application 

Professional Contacts Section 

If you have a professional Contact to add, Click Look Up to search for 

“Professional Contact” information. 
 

 

Figure 84 Professional Contact Section 
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Professional Contact Look Up 

Fill out the Information to look up a Professional Contact. To conduct a 

General search, enter the City and State fields. Enter known information 

to search for the professional contact to narrow down your search. 

 

Figure 85 Professional Contact Search 
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Professional Look Up Results 
 

Click on the Green Look Up Button to run the search and a list of Search 

Results will Appear. Select the correct Contractor and Then click on the 

Green Select button at the bottom. 

Your Professional Contact information now displays on the “Contacts” 

page. 

 

Figure 86 License Number Search
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A. Click on the green Continue button 

 

Figure 87 License Lookup Search Submit 

Professional Contact Added 

Your professional Contact at has been added, to remove, simply click 

delete. You may also select edit to change a detail. When ready click 

Continue at the bottom to advance to the next page. 

 

Figure 88 Professional Contact Added 
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Project Details: Associated Records 
Enter “Project Details” and click Continue. 

 
Figure 89 Enter Project Details Fields 
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Project Details: Detail Information 

Enter additional information in Detail Information Page 2 of 2. Start with 

the Project Name and Scope of Work Fields. 

 

Figure 90 Project Details Scope of Work 
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Project Details: General Information 

Further down the project details, Type of work fields will need to be filled 

out as required by the red asterisks. 
 

 

Figure 91 Project Details Type of Work 

• Once the General Information Radio Buttons have been filled out. Click 

on the Continue Button at the Bottom. 
 

 

Figure 92 Project Details: Questions Y/N 
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Review Page 

Review the information you have entered. Each “tab” of the cart is now a 

section on this page.  Carefully review the details in each section. 

a. Click Edit next to a section to make changes, if needed.

 
Figure 93 Review Page 

b. After reading the state Statute, check the “by checking this box” 

checkbox to accept responsibility. 
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c. Click Continue

 
Figure 94 State Statute 
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Permit Fee Payment 

5. The “Pay Fees” tab will now display. Note that once the application is reviewed, 

there may be additional fees. Click Check Out. 

 

Figure 95 Record Fee Page 
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6. If there were multiple items on this list, you would now select the item(s) to 

pay. Click Check Out again. 

 

Figure 96 Shopping Cart Confirmation 
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7. Select “Payment Options” and click Submit Payment. You will be prompted 

to enter credit card or bank account information. 
 

 

Figure 97 Payment Information Page 
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8. You will be directed to the Third Party Pay station site. Input all the payment 

information. 
 

 

Figure 98 PayStation Page 

9. At the Bottom of the Page, after agreeing with Terms and Conditions 

and Convenience fees, click on the green Confirm Payment button. 
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10. The Confirmation Page will display the following note: “Your application(s) 

has been successfully submitted. Your record number is listed below. Please 

note it for future reference. If any payment was made, please print your 

receipt for your records.” 

 
Figure 99 Payment Confirmation Page 
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Manage Your Account 
 

To manage your account information, click Account Management. 
 

 

Figure 100 Manage Account Link 

 

The “Manage your Account” screen displays.  From here you can: 
 

Edit your Login information  

 
Figure 101 Account Page 
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Add or Edit License information 

 
Figure 102 License Information section 

Add or Edit Contact information 

 
Figure 103 Contact Information Section 

Add or remove Attachments 

 
Figure 104 Attachments Section 
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Assign Delegates 

 
Figure 105 Delegates Section 

License Information 

 
Figure 106 License Information Account Section 
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By clicking on the green Add a License button you may enter a License type 

and a Valid State License Number that will be associated to your Account. 

This will enable the License to be used towards future permit and record 

applications. 
 

Figure 107 Add a License Page 
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Contact Information 
 

In the contact section you may choose to enable or edit an existing contact. 

Using the Actions drop down, there are various options. To add a contact, when 

starting a new permit refer to the “add a contact” Instructions 
 

 

Figure 108 Contact Section Options 

Delegate Access to your Account 
 

If desired, you can give someone else access to your City of Boise account. They 

will then be able to access all the areas you select when you set up the access. It 

is important to note that this individual will be able to do anything you can do, so 

keep this in mind when selecting the areas, they can use. 

To add a delegate, complete the following steps. 

1. On the main screen, click Account Management. 
 

 

Figure 109 Delegate Access Section 
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2. Scroll down to the “Delegates” section and click Add a Delegate. 
 

 

Figure 110 Add a Delegate button 
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3. Enter the “Name” and “E-mail Address” of the person you wish to delegate 

access to. 

 
Figure 111 Add a delegate option 
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4. Read the “Set Delegate Permission” description to understand that 

delegates can view records across all categories, unless you choose 

to restrict them to specific categories by unselecting the categories 

that you don’t want them to access. 

5. The default setting is to grant permission to view records in all categories. If 

you don’t want to 

grant this level of permission, 

a. Click (Change). 

b. Unselect any items that you don’t want to grant access to. 

c. Click Save. 
 

 

Figure 112 Delegate Categories 
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6. Carefully review each of the items listed here and click (Change) if you 

wish to change the default access. 
 

 

Figure 113 Delegate Permissions 

 

7. Add a personal note, if desired. 
 

 

Figure 114 Delegate Notes 
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8. Complete the CAPTCHA process, and then click Invite a 

Delegate. 
 

 

Figure 115 Delegate Invitation Confirmation 

 

9. The invitation will display in the “Delegates” section of your “Account 

Management” screen. This message indicates that an email has been 

sent to the person you have invited. 

 

Figure 116 Delegate Invitation List 



  

   Jump to Table of Contents 
 

 

 

Adjusting a Pending Delegate Invitation 
To adjust a pending invitation, complete the following steps. 

1. In the Delegates section of the “Manage your Account” screen, click View 

Invitation.  
 

 

Figure 117 Adjusting a Pending Delegate Invitation 

2. The Manage Delegates window opens. Click (Change) next to the item you 

wish to change. 

 

Figure 118 Manage Delegate Roles 
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3. Unselect the checkboxes and click Save. 

TIP:  If the highest-level checkbox is selected, it selects all the checkboxes 

within that category. 
 

 

Figure 121 - Manage Delegate Categories 



  

   Jump to Table of Contents 
 

 

 

Removing Delegate Access to your Account 
 

To remove a delegate, return to your Account management and under actions, 

there will be an option to remove the Delegate. 
 

 

Figure 122 - Remove a Delegate 
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