
BS&A ONLINE PERMIT APPLICATIONS 
 

To apply for a permit via our online permit application and inspection module at bsaonline.com, 
homeowners can click on the ‘Apply for a Permit’ link on the left side of the screen on the City’s 
welcome page. 
Contractors will need to sign in to their online account. 
Please note throughout the process that a star (         ) indicates a required field. 
 

                        
 
 
STEP 1: SELECT A PROPERTY 
You can search by address, parcel number, or owner name. 
Highlight the correct address and click ‘Next’. 
 

 
STEP 2: ENTER PERMIT DETAILS 
Choose the permit type from the drop down menu and input the work description.  Descriptions 
should include a brief summary of the intended work along with any other details as they pertain 
to the project.   
Example:  Remove and replace damaged roof on house and garage. 
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STEP 3: ENTER APPLICANT INFO 
Verify your contact information and choose the parties to receive email notifications when the 
permit status changes. 
If you are applying for a permit as a homeowner, this is the screen where you will need to check 
the box asking you to certify that you are the owner of the property. 
 

                                                                
 
STEP 4: ESTIMATE FEES 
Locate the fees needed for the permit and enter the quantity.  For all Building permits, you will be 
asked to enter the construction value of the project before fees can be calculated. 
 

 
STEP 5: ATTACHMENTS 
Some permit types may allow, or even require an attachment.   
Ex: Roofing and Window applications require the submission of a homeowner signed contract and 
copy of all licensing. 
While not applicable for all applications, this can be used to submit any relevant plans or images 
for the permit. 
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STEP 6: SUBMISSION 
You will receive a summary confirmation screen at the end of the process indicating a successful 
application.  Once your application has been processed and approved you will receive an email 
with a link redirecting you to our online payment website for the payment of the permit fees. 

 


