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Cloudpermit ®

How to Start a New Cloudpermit Application

Create an Account
Note: you will need an email address to use the system.

Go to the Cloudpermit site at https://ca.cloudpermit.com/gov/login
Click on “Create a New Account” found under the "continue" arrow.
Provide your email address.

Cloudpermit will send an email to the address you have provided.
Open the email and complete the registration process.
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The next time you visit the site, you'll login using your email and password.

Login to Cloudpermit
Click the "Apply for a Permit" button in the upper right-hand corner.

Create a New Project and give it a name. Some combination of your address and the project type
might be a good way to keep track if you'll be applying for multiple permits (for example - 742

Evergreen Terrace — Driveway Permit). Then select NEXT

Provide the Location where the work will be taking place. Change the municipality (drop-down menu
in the upper right-hand corner) to Town of Gibsons.

You can then type in your address or roll number, OR you can find your property on the map. Once you
have the correct location (it appears under the map), select NEXT —

Select the Application Type and Category appropriate for your project. For Driveway permit,
Encroachment, Highway Use Permit, Hydrant Use Permit, Service Connection Application and Tree
Cutting Permit, select Public Works.

At this point, you'll see a Summary. Check if the information is accurate. If you need to make changes,
use the "Back" button. If everything is correct, select NEXT —

Add More Info to Your Draft Permit Application
You'll now see your draft Permit application. You'll need to provide a bit more information before
submitting your application request.


https://ca.cloudpermit.com/gov/login

a) Ensure the "receive email notifications" is marked as YES.
(Email is the primary way in which we will communicate with you throughout the process.)

Under “General”
Under Parties of the Application, you can add email addresses for other people and/or companies that
should have access to the application. You may wish to add your spouse, contractor, architect, etc.

e You must assign an owner and an applicant. Make sure to include contact information for both.
Note: the owner and applicant may be the same person.

e When you provide another party's information, you'll be asked to give them permission to
modify (change) the application and/or add new applications to the project. For example, you
may wish to give your heating contractor the ability to add a new application for a heating
permit.

e You can also opt to type in the information manually, in which case the party will not receive an
email indicating they have been added to the application.

b) Add Attachments
You may also be required to provide attachments like site plans and photos, etc. Click on the
"Attachments" title to see what is required for your project.

e Upload your items by dragging them into the grey box OR using the "click here" button to select
them from your computer.

e Once they have uploaded, select the type of attachment and then select done.

e You must upload all required attachments before submitting your application

If at any time you need to change or update the attachments (prior to submitting your application),
you can delete and upload them again.

Sign Off on Your Application
At this point, you are ready to Sign Off on the application, using the button at the top right-hand side
of the page.

e Review the items listed and indicate if they apply and/or you agree with the terms. Then click
"sign off application."
e Note that you can download a copy of the sign-off form at the top of the page.

Submit Your Application

You will receive an email to confirm your application has been submitted, and you’ll receive
subsequent emails regarding its status. You will also receive an email advising you when the building
permit is ready and how to pay.

Pay for Your Permit
Invoices for your permit will be uploaded into Cloudpermit. Fees can be paid in person at the Town Hall
by cash, cheque or debit during business hours (8:30 AM — 4:00 PM, Monday to Friday).



Request an Inspection

Once you have received your permit and the work is underway, you will require building inspectors to
visit your site and sign off on your work at various points in the project. You can request these
inspections through Cloudpermit.

To book an inspection, login to Cloudpermit and select “Go to project” under the project requiring an
inspection. Then select the application by clicking on the address.

A page will pop up with the details of your project’s location. At the bottom of that page, you’ll see the
heading “Work & Construction” and a box entitled “Inspections.” Click on “Show upcoming inspections’
and select “Request inspection” under the building element you are ready to have reviewed.
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Under the “New inspection request” that pops-up, select the date and time you would like to request.
INSPECTION REQUESTS MUST BE MADE 48 HOURS IN ADVANCE.

You'll see the unconfirmed request listed.
Once staff receive the request, you will receive an email confirmation for the inspection.

Note: If you need to change the date or time, or cancel the request, select “Modify request.”

Tips
Dashboard - At any point, you can return to the "My Dashboard" page to see which applications you
have made and if we are waiting for any information from you to process your application further.

Delete - You can delete your application at any time by using the "Select Action" drop-down menu at
the top of the page.

Need Help? Click on these links to watch a video tutorial.

How to submit an application

Assigning and processing a review in Cloudpermit

Reviews, Ready to issue and Issuance

How to request an inspection

Visit Cloudpermit Support or click on the link https://support-ca.cloudpermit.com/en/support/home
for answers to commonly asked questions.

If you need help with your permit application, please contact the Infrastructure Department for help.
We can be reached during business hours at 604-840-2455 or infrastructure@gibsons.ca


https://vimeo.com/546505316
https://vimeo.com/1068959614
https://vimeo.com/596739040?turnstile=0.GrkrAzEChQpF7tGmCvDkU4NPpc8a89WGydny9fwZCW44mcICg3vmG8kFAUxmgWCtBk7UFjYbKACGDrIQQIuNWc-r2fCl4Y0GcVHGIpWfvgnreEoONm36N_qL5hyHuWO8UqrxKxWPCdYXbfV9wFQyqSyPIHv7Pp7gIcqiATgEjdNGJRMJrJGtfMCEP5_zRzp0E8OKWLs7nfd7fnbBuyBuBV1boR2nfRR4IKUV0nDDs2rm1QLVFIZoW515AKxLqB1p3nKwprySMNJanZd_YixdW7LpLGZPS9up9Ecs0B_OkzYXTsnRmzYU_K9Pe97XOTC9UQndUdxQpus8vT_tH5IbL-4p_EAuixiPLHw25CKIs9J91ojBlllNFv97mZ-Sl4e8pQGC4XlKRg_LkHKWtE7PU46tYc3IOSVi4Y5wwXJBB8VfYInPZerBSUqDO1gRAraBrVOD9iiff5g_NhkSOEEFadCBHCGVsh0NtUn_kj_meXV9_R-uciJ32_TiRYJEmh0BEfVVHSNsS7CA3-ZX-7OtGEgiiY8xCvvgyxb-_3nekpZDxPxMHUSIge8TS9xQl-5eVt16mWtjOouZIpf77HUwJSHOJfs5m2Ly3QmRYl_Lwo6kVO6YepbV_FS7eixTA_IYzOjOkSUCdNQdANdv-Zo5UFoj1YuVq5KBiTAwEUUz7bRwdaHdmiBq5Bviq5qVAWn9_i5rAPZimYg3rpgXJ5hl-qZOFeJyFbeAmXNIyxYZDEZio97Kp9gc9_1st4vm6rBkY1lCSXXkjcnPgyt8CedFb9yeSvI9CNYbhgTWbcreO9exeJtk-PA0zLMFnnrnnhrQcT1l-nwHV3PqZmEoRp5oxB-tTOqTAVsVAWjHeRm0-wCfy8C8O9qGm2TXWq-0u4ZJeAqvbi-059cZGO6yOVp1yMpFb2DWyOpDKj6pv1j-AQY.1pCnFwyCqm3E6MYLZyOpkA.dc6f0c227b31b5bf2e7de528dd18a756050145c0719f09e716663e68cb938577%20
https://vimeo.com/567207980
https://support-ca.cloudpermit.com/en/support/home

	How to Start a New Cloudpermit Application
	Create an Account
	Login to Cloudpermit
	Add More Info to Your Draft Permit Application
	a) Ensure the "receive email notifications" is marked as YES.

	Sign Off on Your Application
	Submit Your Application
	Pay for Your Permit
	Request an Inspection

	Tips

