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  HOW TO 
Submit a Zoning Compliance Review  

 
 
This guide will provide the steps to create a Zoning Compliance Review on the Permitting & Licensing 
system. 

1. Login or register for a public user account on the Permitting & Licensing site. 

 

2. At the top of the screen, click “Apply” and then select “Planning”. 

 

3. Click the arrow next to “Type 1 Applications” to expand the list of options. 
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4. Select your desired application type and then click “Continue” to complete the required fields 
for the application: 
 

 Zoning Compliance Review 
A Zoning Compliance Review is required to confirm compliance with the zoning code. 
These are reviewed and approved administratively by the Planning Team. 

There are several applications which fall into this category, including but not limited to: 
 Manufactured Homes 
 Home Occupations 
 Schools in Mixed-Use zones 
 Temporary Uses 
 Minor exterior changes to commercial buildings or Multiple-Family Dwellings 
 Accessory structures over 1,000 square feet in area and over 22 feet in height 
 Commercial fences  
 Family Home Adult or Child Daycare for 7 to 12 persons (Home Occupation: 

Daycare) 
5. Please review the Requirements page and Click Continue. 
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6. This application will require the location of the proposed Project. We do recommend 
Searching with address number and the first few characters of the street name (excluding a 
direction) and click search. The information will populate 

 

Once the address search returns with your results, the Parcel and Owner fields will be required. Click 
Continue 
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7. Please Load the contact from your Permitting and Licensing Profile by clicking “Select 
Applicant” and following the steps. This contact will receive a Invitation to upload documents 
after this application is submitted in step 10. 

 
8. Please type a summary of your proposal and click “continue”  
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9. The Review Page is the final Step, scroll down to review the information.  

10. Scroll Down to Review the information 
11. Scroll Down to Review the information 
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After Ensuring your information is correct, please check the checkbox confirming the information 
provided is accurate and submit the application. 

 
10. The next step is you will receive an email for document upload. This will be to the ePlanReview 

system. This is where you upload the documents required on the Zoning Compliance Review 
Application Submittal Requirements. 

a. If you have never had an account on ePlanReview, please follow How to Create An 
ePlanReview Account 
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11. Once you create an account, Please ensure you have electronic copies of the required 
documents on this list Zoning Compliance Review Application Submittal Requirements. 

 
12. The initial landing page will be a dashboard so you can start uploading the files  

 

 
 

 
13. When you click on the tasks  tab a pop-up will appear, make sure your pop-ups are not blocked 

on the browser.  
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14. To make the window larger, please click on the box to the left of “X” 

 

15. Follow the steps in the pop-up to upload Files into the Documents and Drawings Folders. Please 
ensure all files are in PDF or JPEG(Photo) formats.  
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16. Once all files are uploaded then please scroll to the bottom of your page and click the 

confirmation box, then click on the “Upload Complete” button to submit the task 
a. Important: Staff will not be able to review your Zoning Compliance review Case Until this 

is done 
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17. Please monitor your email for next steps and any updates. You can also log into the ePlanReview 
Dashboard to view the Status of your application.  

 


