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This document is intended to assist applicants in the access and use of the new Online Citizen Access 
Portal at the City of Redding.   With the new online portal, there is a user registration process in order to 

apply for permits online.  This document may be updated periodically to provide current information. 
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Creating a New Account/Logging In 

A new user account is required in order to apply for permits online, to schedule inspections, receive 

current plan review status, and pay fees. 

 

Step 1:  To create a new account, click the “Register” link in the middle/right of the screen, which will 

direct you to a New User Registration page. 

 

Step 2:  Fill out the required information (indicated with a red *). After the form is filled out, click the 
“Submit” button, and your request will be sent in to City of Redding staff. You will be notified by email 
when your account has been approved and you are able to log in. 
 
Step 3:  To Log into your Citizen Access Portal account, click the “Log On” link on the right side of the 
screen (next to the “Register” link). Enter your email and password (setup when you created your 
account) and click the blue “Log On” button. 
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Submit a New Permit Application 

Step 1:  To create and submit a new permit application, first log into your account by entering in your 
email address for your User ID, and enter the password you setup when you created your Citizen Access 
Portal Account. 
 
Step 2:  Next, click the “Building Permits” button on the top menu bar, and click the “Apply” link.  After 
clicking this menu, you will be directed to a screen where you can apply for either a Commercial or 
Residential Building Permit online.  Choose either “Apply for a Commercial Building Permit” or “Apply 
for a Residential Building Permit”. 
 
Step 3:  Select from the available lists of permit types offered online.   
 

 
Step 4:  Enter the information that pertains to your proposed permit. Fill out each page with the 
required information.  At the bottom of each page, there are three options.   Choose “Next” to proceed 
to the next page; choose “Previous” to return to the previous page; choose “Cancel” to exit the permit 
application and cancel your permit (NOTE:  If Cancel is selected, your application will not be saved). 

 
 
Step 5:  Declare whether you are an Owner/Builder or a Contractor.  Also declare your Workers’ 
Compensation Requirement.  After clicking the green “Next” button, you will be presented with the 
required declarations for your input. Choose “Next” to proceed to the next page. NOTE:  Due to 
additional requirements, Agents acting on behalf of owners are not able to apply online at this time.  
 

 
 
Step 6:  After the basic permit and required declarations are obtained, you will be prompted to identify 
the address where your permit work will occur.  

6a. In the Address Line 1 field, enter the Street Number.  In the Address Line 2 field, enter the 
Street Name.  Then click the “Search” button at the bottom of the screen. 

6b. To select the correct address from the list of search results, click the folder next to the 
desired address.  
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Step 7:  At the Parcel Screen, simply click the green “Next” button at the bottom of the screen. 
 
Step 8:  Next, you will be prompted to associate yourself and/or your company to the permit 
application. 
 

8a. To do this, click the large “Search” button next to the magnifying glass icon.  Enter the 
Company Name or the Contact names of anyone who should be associated to this permit. 
 

 
 
 8b. On the Search Contact screen, enter either Company Name or Contact information and hit 
the “Search” button. 

8c. To select the Contact from the list of search results, click the folder next to the desired 
contact. 
 

6a. After entering 

Street Number in 

Address Line 1 and 

Street Name in 

Address Line 2, click 

“Search” to search 

addresses within the 

City’s jurisdiction. 

6b. Choose the correct 

address from the list of 

search results by 

clicking the folder next 

to the desired address. 
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 8d. Flag the contact with the appropriate Contact Type, which will either be “Contractor” or 
“Owner/Builder” 
 

  
 
 
Step 9:  Last, you will be prompted for any attachments you may wish/need to submit with your permit 
application.  To do this, click the “Add Attachment” link in the upper-left corner of your screen and 
follow the prompts to complete the process.  Unless attachments are required, you can skip this step. 
 
Step 10:  To submit your online application, click the “Finish” button at the bottom-right of the screen. 
 

 
 
Step 11:  After you have submitted your permit application, you will receive an e-mail with confirming 
information.  City of Redding staff will review the application and contact you regarding its status or 
when the permit is ready for payment of fees and issuance. To see a permit’s status online, log into your 
Citizen Access Portal Account, and your home page will list the permits you have applied for, along with 
their status. 

8b.  After entering 

company or contact 

information, click 

“Search” to search 

the registered 

contacts. 

8c. Choose the 

correct contact 

from the list of 

search results by 

clicking the folder 

next to the 

desired contact. 
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View Permits/Plans Applied For 
 

Step 1:  Log into your account by entering in your email address for your User ID, and enter the 
password you setup when you created your Citizen Access Portal Account. 
 
Step 2:  Click on the “Home” button at the top-left of the main menu bar.  This will show all Permits and 
Plans the logged-in user is associated with (even those not applied for online).  The Permit or Plan 
Number hyperlinks can be clicked to obtain more detailed information. 
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Pay Invoiced Fees/Print Receipt 
 
Step 1:  Log into your account by entering in your email address for your User ID, and enter the 
password you setup when you created your Citizen Access Portal Account. 
 
Step 2:  Click on the “Home” button at the top-left of the main menu bar.  This will show all Permits and 
Plans the logged-in user is associated with (even those not applied for online).  The Permit or Plan 
Number hyperlinks can be clicked to obtain more detailed information. 
 

Step 3:  Click on the Permit Number associated with the permit you are paying fees for. 

 

Step 4:  The “Remaining Fees” section provides the fees that are due and payable.  Click on the “Pay 

Fee” link to pay the fees.  

 

 
 

Step 5:  Review the fees shown before clicking the blue “Pay Fees” button at the bottom of the screen. 

 

Step 6:  Enter your credit card information in the fields shown, and click the blue “Process Payment” 

button at the bottom of the screen.  After receiving confirmation of payment made, you can return to 

the permit and view the fees in the “Fees Paid” section of the permit.  Print a receipt by clicking the 

printer icon next to a paid fee. 
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Print Permit & Inspection Card 
 
Step 1:  Log into your account by entering in your email address for your User ID, and enter the 
password you setup when you created your Citizen Access Portal Account. 
 
Step 2:  Click on the “Home” button at the top-left of the main menu bar.  This will show all Permits and 
Plans the logged-in user is associated with (even those not applied for online).  The Permit or Plan 
Number hyperlinks can be clicked to obtain more detailed information. 
 

Step 3:  Click on the Permit Number associated with the permit you want to print. 

 

Step 4:  In the upper-left side of the screen, click the printer icon to print the Permit and Inspection 

Card. 

 

 
 

 

Step 5:  A new pop-up window will launch and will display the Building Permit on page 1 and the 
Inspection Card on page 2.  Click the printer icon in the upper-left corner to print your permit. 
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View Plan Check Status 
 
Step 1:  Log into your account by entering in your email address for your User ID, and enter the 
password you setup when you created your Citizen Access Portal Account. 
 
Step 2:  Click on the “Home” button at the top-left of the main menu bar.  This will show all Permits and 
Plans the logged-in user is associated with (even those not applied for online).   
 

Step 3:  The Permit or Plan Number hyperlinks can be clicked to obtain more detailed information. 
Click on the Permit Number associated with the permit you want a plan check status for. 

 

Step 4:  The “Existing SubPlans” section shows Plan Reviews.  Click on the hyperlink next to the Plan 

Number hyperlink to open the Plan Review associated with your permit.   

 

Step 5:  In the upper-left side of the screen, click the printer icon to print the Plan Check Status Report. 

 

 
Step 6:  A new pop-up window will launch and will display the Plan Check Status report.  Click the printer 
icon in the upper-left corner to print your permit.  This report can be run as many times as desired.  It 
will always pull the most current information. 
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Schedule Inspections/View Inspection Status 
 
Step 1:  Log into your account by entering in your email address for your User ID, and enter the 
password you setup when you created your Citizen Access Portal Account. 
 
Step 2:  Click on the “Home” button at the top-left of the main menu bar.  This will show all Permits and 
Plans the logged-in user is associated with (even those not applied for online).   
 

Step 3:  The Permit or Plan Number hyperlinks can be clicked to obtain more detailed information. 
Click on the Permit Number associated with the permit you want to schedule an inspection for. 

 

Step 4:  Once you are on the permit screen, scroll to the “Schedule Inspections” section and view the list 
of pending inspections.  Click on the “Schedule” link next to the inspection you wish to schedule.  (Note: 
Invoices must be paid before this action can be performed).   
 

 
 
Step 5:  Request your preferred month and day from the pop-up calendar options.  Choose your desired 
timeframe (AM or PM) and enter any comments.  Please note that due to low staffing levels, City of 
Redding ability to honor AM/PM  or other special requests may be limited. 
 
Step 6:  Click the “Schedule” button to schedule your inspection. 
 
Step 7:  To view scheduled and completed inspections, scroll to the “Existing Inspections” section in the 
corresponding permit and view the list of requested, scheduled, and completed inspections.  Some basic 
information is provided, such as Status (Requested, Scheduled, Passed, Failed) and the Inspector. 
 

 


