
  

ePermits 
Requesting Permits & Scheduling 

Inspections  



What the ePermit System Provides:  

• Request your permits online  

• Check on status of plan check  

• Able to see corrections / conditions associated with the permit  

• Process payment and view billing  

• Schedule inspection  

• View inspection results  

• Upload associated documentation; excluding plan submission 

documents (See Town’s digital submittal policy on our website) 



   How to Locate ePermits:  

• Go to www.townoftruckee.com:   
• Government Tab 
• Click on Building and Safety  



   Welcome to Esuite!   

• Town of Truckee Permits can be accessed by: 
• Residents – You must have your APN number 
• Public – For a Permit Information Search  
• Contractors – Access through Business Account  



  Resident Access: Requesting A Permit  

Request A Permit 
1. Verification: 

• Start typing your address in the address field; 
• Choose your address from the dropdown menu; 
• Type your full parcel number, including the dashes 

and zeros; 
• Click Continue… 

Unfortunately the system is not compatible with phones or tablets. We’re working on adding 
this feature in the near future, in the meantime, please utilize a desktop computer or laptop to 
request/access permits through Resident Access. 



  Resident Access: Requesting A Permit  

2. Permit Request 
• Proceed to fill out the permit request 
• Required Fields – Denoted with Asterisk symbol * 
 (Note: Dependent on permit type more fields may be required as mandatory)  

• Permit Type     
• Worksite Address 
• Description of Work Being Done 
• Estimated Improvement Value (cost of labor and materials) 
• Improvement Square Footage (if applicable)   
• Contact Email Address 
• Phone Number  
• Make sure to check the box “I am the owner of the above listed property…” 



  Resident Access: Requesting A Permit  

3. Payment – Unable to pay until Development Services Technician (DST) has processed        
application/permit request.      

4.   Finish & Print  
• At this stage the request has been created and an application/permit number assigned. 
• Request is pending and a DST will have to review and complete the request.  
• Once the permit request has been processed by a DST they will reach out to you in regards 

to form of payment. 
• When payment is received we can proceed with issuance. All required documentation that 

will need to be signed and/or needed for the jobsite will be delivered via email.     
• View My Permits: To see permits associated with your property and status of current 

request.  



  Resident Access: Payment  

Payment: 
• Notification Received – Email will be sent stating that the permit is ready for 

payment.  
• Go to Access My Permits – Type in Address and Full APN. 
• Payment Summary  Click on Pay Now  
• Fill out credit card information as required (Visa & Mastercard only) 
• Please be sure to check the box “I have read and agree to the terms and 

conditions…” 

2015-00000711 – Mechanical Electrical Plumbing $182.43 

$182.43 



  Resident Access: Access Permits   

Access My Permits:  
• Resident Access / Access My Permits: Input your address and parcel. 
• Pending Processing / Pending Review – A DST is working on the processing of the request.  



  Public Information Search:      
Search:  

• You can search by Permit Type and select the type of permit you wish to search. 
• You can search by Permit Number by entering the permit number. 
• You can search by Service Address and see all the associated permits . 
• In all searches you must click the Search field which will take you to your “public 

search” page.  



Contractor Access: Activating Your Account     

Activate Account: 
• Contractor Account Activation Tips 

• There is one account per business. Please share account login information 
with all who will be accessing the ePermit site. 

• You can only have one email associated with an account to receive updates. 
Make sure it is an email account that can be accessed by all who need to see 
change of status on a permit.    



Contractor Access: Activating Your Account     

Activate Account: 
• Contractor Account Activation 

• Company Identity Verification 
• Business Name: Start typing name and choose from the drop down. 
• Contractor License Type: Architect, Contractor, Designer, Engineer (be sure to 

select the appropriate License Type)   
• Contractor License Number: Only type numbers not the letters associated with 

the license  
• Check the box “I hereby assert that I am…” 
• Username: When choosing Desired Username it must contain 7 characters with 

no spaces. 
• Password: When choosing your password it must be at least 8 characters long 

and contain: a minimum of 1 lower case letter and; a minimum of 1 upper case 
letter and; a minimum of 1 numeric character 



Contractor Access: My Permits     

My Permits:  
• Lists all permits associated with your account. 

• Show Active Only: Shows all permits that are currently 
open that have not been finaled.  

• Show All: Shows all permits that are active, as well as, 
permits that have been finaled in New World.      



Contractor Access: Request Permit      

Permit Request:  
• Proceed to fill out the permit request 
• Required Fields – Required fields denoted with an Asterisk * 
 (Note: Dependent on permit type more fields may be 
 required as mandatory)  

• Permit Type     
• Worksite Address 
• Description of Work Being Done 

• If you run out of room in this section add further commentary to 
Comments/Additional Info.  

• Estimated Improvement Value  
• Contact Email Address 
• Phone Number  
• General Permit Information 

•  Even if the fields are not required full detailing is appreciated.  

• Engineering Water Quality Details (if applicable)  
• See Example on next Slide  



Contractor Access: Request Permit      

Required for New Single 
Family Residences &  

Additions Only.  



Contractor Access: Billing & Payment      

Proceeding With Payment: 
         (Note: Example on next slide)  

• Step 1 - Go to the Billing & Payment Tab 
• Step 2 -  Addition Unpaid Items – Check the box next to the 

permits you wish to pay for.   
• Step 3 – Selected Items – The items checked will now move up to 

the selected items field. 
• Step 4 – Click on Complete Payment… 
• Step 5 – Fill out Billing Contact Information and  Credit card 

Information  
• Step 6 – Check the box “I have read and agree to the Terms & 

Conditions of this online payment,” and click on Pay With Credit 
Card. 

Notifications:  
• Email Sent – You will receive email confirmation that payment was 

received.  
• Building Division Notified – A DST will be sent confirmation on 

payment so they can proceed with processing the request.  



Contractor Access: Permit Details  

Permit Details: 
• Go to My Permits and click on the permit you wish to view 

detailing/schedule inspection on.   

• You can view the Permit Summary, Payment Summary, Location…. 



Schedule Inspection: Contractors or Residents  

• A new window will open listing all 
inspection types available to be 
requested 

• Choose one or more: 

o Request a Date and Time: 
The calendar and “Anytime, 

AM or PM” will populate 

o Choose a date and time 
frame  from the drop downs  

• Once completed with date and 
time click the Request button.  

Scheduling an Inspection:   
• On My Permits page scroll down to Inspections 
• Click on Request  at the top right 

 



 Schedule Inspection: Contractors or Residents  
 

Scheduling Inspection:  
• Once requested, the inspection will auto filter to the bottom of the 

Inspections list. 
• Status will show as Pending.    

Inspection Has Been Scheduled: 
• Notification Sent – You will be sent an email that states that status 

has changed on inspection listing the time. 

Inspection Status Has Changed: 
• Notification Sent – You will be sent an email that states that status 

has changed on inspection (passed, failed, and comments) 



 Cancel Inspection: Contractors or Residents  
 

Cancelling Inspection:  
• If the inspection hasn’t been scheduled yet you can click on Cancel Request. 

Once cancelled the inspection will go back to the list and will be available to 
be requested again. 

 
 
 
•  If the inspection has been scheduled you can click on Cancel Appointment. 

Please call (530) 582-7821 and let us you’ve cancelled your appointment. 



  Additional Permit Details 
Permit Details:   

• Conditions – Lists your plan check corrections that need to be 
addressed prior to issuance.  

• Checklists – You can view the status of plan review under the 
Checklist portion. When a department has approved there will be a 
check mark under the completed column.   



   Additional Permit Details 

Permit Details: 
• Documents – You can upload associated documents within 

the permit excluding plan submission documents.   
• Select Files to Upload – You can choose from your files 

the location in which you want to pull the document 
from. 

• Notifications – A DST will be notified that documents 
have been attached to your permit 



  Questions:  

For any further questions or concerns please contact:  
• Email: cdd@townoftruckee.com 
• Phone: 530-582-7821 


