
How To: Submit Subcontractor Permits/Documents 

Once logged in to portal, from main screen click “Add to an Existing Project” 

 

Select which trade you are submitting for (Note: Please submit separately if needing to upload multiple trades) 

 



Type in your project number and hit Search 

 

 

Click Open on your project 

 

 

 

 

 

 



Click Select to open project 

 

 

Fill out all subcontractor information and hit Next 

 

 

 



Fill in Value of Job, description of work, and select Yes on both Drop Downs, then click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Upload files and click Next 

 

Click Submit 

 


