
To access portal: Click the "green" box on the Building and Safety's main page

Link will take you directly to our portal, If you do not currently have an 
account you will click "Sign up" top right hand corner. 

If you have an existing account you will click "My portal". 

Once you have created your online account, this will be the main dashboard
Apply for permits -

Pay for permits-

Check/make inspections-

View status on existing applications -
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After clicking "Apply Online" it will take you here select which 
department you would like to apply for. 

For Building permits - select "Building Services"

Then, select which type of project. 

Add in project address information. 

If project has no address: It may need to go through planning 
dept for an address. Or select "enter a parcel #" instead. 

Once address is input: This screen will 
pop up taking you to the next step.
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Next: Complete all steps labeled "not complete"

If contractors information is not populating, select "We 
have not hired a contractor for this project" 

*Note we will require the contractor state license to 
be uploaded with the worker's comp information so 
we can manually add the information in. 

-
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Upload documents pertaining to your project. 

*Not all required documents will pertain to specific 
projects. If this is the case for yours, upload blank 
document and label N/A 

Once all steps show "Done" at 
the bottom of the screen it will 
now allow you to "submit 
application". 
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Once Building & Safety has accepted the project; We will assess fees and you will see "current 
fees" due either at the top or under the "permit fees" tab. 

*Depending on project this will either be 
Plan check only fees (permit fees will be assessed after 
review process is complete) or

-

Permit fees (Once payment is received permit / job card will 
be released)

-

If project requires plan check. Once plan check payment is received, it will be routed for review. 

The review tabs will be "Permit Submittals" this is where you will see any documents accepted and 
submitted for review. 

The "Permit Approval Steps" is where you will see any pending reviews. 

PROJECT DETAILS
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If project receives corrections it will show under "status" "deficiency" to review deficiencies you will go 
to your submittals tab

Click the blue "file" 

It will take you directly to the deficiency. 
Any comments will appear under "comments"-

Any attachments ex: redlines / correction sheet will be found 
under the "markup file" 

-

Also, check the "Permit Notes" Tab for department comments-
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Once review is complete and all permit fees are received, approvals will appear 
and status of permit will show "Issued". Building & Safety dept will email a copy 
of the permit. 

Permit copy will also be uploaded as an attachment in the "Permit Notes" tab.

Also, any notes added onto the permit will be located 
under the "Permit Notes" tab. 

*This is also where the issued permit will be uploaded 
for you to print. 

If you have any further questions you can refer to SmartGov 
https://help.dudesolutions.com/Content/SmartGov/CitizenPortal/Citizen-Portal.htm or reach out to 
Building & Safety Department at buildingandsafety@banningca.gov or 951-922-3120
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