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Add Multiple Contacts After Application has been Submitted 
 

• Select “New” Building Permit. 

 
• Read and acknowledge the Conditions & Use For Online Services and click 

“Continue Application”. 

 
• Select “Add Contact to a Building Record” from the Building Records list. 
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• Click on the “Look Up” button on the Contact List. 

 
• Enter search criteria to locate the contact.  Click on “Look Up”. 
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• Select the contact and click “Continue”. 
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• Select the contact type from the drop down list and click “Continue”. 

 
• The contact will now be listed on the record.  

 
• Repeat the process to add additional contacts. 
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• Enter the record ID and click “Continue Application”. 

 
• Review the contacts added and click “Continue Application”. 
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• The contact(s) have now been added to the record.  All contacts on the 
record will be emailed alerting them of the new contact added. 

 
 


