Adding a Contact to an existing Plan or Permit

1. Fromyour dashboard, open the permit or plan that you want to add a contact to.
2. Click onthe “contacts” tab:

Locations Fees Reviews Attachments Sub-Records More Info

Progress Workflow Available Actions

14% @ Counter Completeness Review - Passed : 10/06/2025
Completed
© Residential Building Permit Plan Review - Started - Scheduled
® Completed for 12/05/2025
In Progress
Not Started O Contractor Verification
O lIssue Permit
QO Create Permit Package No Actions
Fees
O Notice to Title of ADU

$0_00 O Issue Certificate of Occupancy
3. This will open the existing contacts on the permit. To add a new contact, click on
“add contact”:

Summary Locations Fees Reviews Attachments Sub-Records More Info

Contacts | Next Tab | Permit Detalls | Main Menu
Contacts

Add Contact

Sort  Type v

First Name Confirmation Billing



4. You can choose the “type” of contact - contractor, applicant, etc.

4Back to Record

Add Contact
Add Contact As | Applicant v
Applicant
Contractor
Owner
Registered Design Professional
Sean:thame. E-mail, or Company |ﬂ

Search is required.

5. You canthen add a contact by searching for them or adding them manually. A
couple of things to note, the contact still needs to have a portal account set up if
they will be requesting inspections or will be a part of the permitting process. You do

not need to add a contact if they are just going to pay the invoice; no account is
needed for that.

6. Once you find your contact, simply click “add.”

Search [em\‘lycn\enylerlest@yahou.cord ]m

Sort| Relevance v

Favorite First Name Last Name Address Company Email Action
ﬁ Emily Coler 152 W Cedar St emilycolertylertest@ya
Sequim WA 98382 hoo.com
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7. Your screen will refresh and will show all of the contacts. If you want to remove a
contact, just click “remove” and then confirm.

Remove Contact

Are you sure you want to delete the following contact?
~Emily Coler

[ =D




