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Creating an Account 
STEP 1 :  
 
Access the customer permitting portal at: https://cwpll.talgov.com/TallahasseePortal  

STEP 2 :  
 
From the log-in screen, click the link for “Create New Account”. 

 
  

https://cwpll.talgov.com/TallahasseePortal
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STEP 3 :  
 
Enter the required information on the "Create New Account" page and click the “Submit” button. 
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Applying for a Permit 
STEP 1 : LOG ON TO THE PORTAL 
 
Log in to the customer permitting portal using your account: https://cwpll.talgov.com/TallahasseePortal  

STEP 2 : CREATE NEW APPLICATION 
 
Choose "Create New Application" from the “Home” menu.

 
 
  

https://cwpll.talgov.com/TallahasseePortal
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STEP 3 : SELECT APPLICATION TYPE 
 
Choose the Application Type you wish to apply for, then click the “Next” button. 
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STEP 4 : SELECT CASE TYPE AND SUB TYPE 
 
Next, choose the Case Type and Sub Type (if applicable) from the dropdown menus, enter a Project 
Name, and then click the “Next” button. 
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STEP 5 : TERMS AND CONDITIONS 
 
Please READ the Terms and Conditions carefully as each type of application has unique conditions. 
When finished, check the box to agree to the Terms and Conditions and then click the “Next” button. 
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STEP 6 : SELECT LOCATION 
 
Enter a location using the "Find Address or Place" search tool. After the address is found, click the 
"Next" button to proceed to the next screen. 
 
Building Permits (BI): 

- When applying for a building permit, you will need to provide an address (e.g., 435 N Macomb 
St). If the address is not found, double-check the address and formatting. If you still cannot find 
the address, please email our Permit Services Center at permits@talgov.com. 

Land Use and Environmental Services (LUES): 
- When applying for a LUES application, you may use an address (e.g., 435 N Macomb St) or a 

parcel ID number (e.g., 2136500135300). If you are unable to locate your parcel on the map, 
please email our LUES Intake Staff at GMLUESIntake@talgov.com.

 
  

mailto:permits@talgov.com
mailto:GMLUESIntake@talgov.com
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STEP 7 :  SELECT PEOPLE 
 
On the Select People screen, you will see that we have already identified the Property Owners and 
Applicant. Most of the time, this is all that is required. When you are ready to proceed, click the "Next" 
button. 
 
If you’d like to include additional contacts, first use the "Search Name" tool to see if the person already 
exists in our system. If they are found, select them from the list and then click the "Add" button. After 
you've added them, assign them a role using the "Role" dropdown. 

 
If the person you'd like to add is not found, click the "Add New Contact" button to enter their information, then 
select "Add”. After you've added them, assign them a role using the "Role" dropdown. 
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STEP 8 :  SELECT CONTRACTOR  
 
This step applies only to building and trade permits and is not required for any LUES applications. You 
are only required to provide the contractor at this stage if this is a trade permit. If this is for a building 
permit and you do not yet know who the contractor will be, you may leave this field blank. However, 
you will need to provide a contractor before the permit can be issued. 
 
To add a contractor, use the "Search by contractor name or license number" tool to search our 
contractor database. Once you've found the contractor, select them from the list and then click the 
"Add" button. 

 
When you are ready to proceed, click the "Next" button. 

 
NOTICE: If you cannot find your contractor in the list or if a message indicates a licensing issue, 
please email us at permits@talgov.com for resolution steps. 
  

mailto:permits@talgov.com
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STEP 9 :  SELECT PERMIT DATA  
 
Next, you will need to provide details about your project. These details vary depending on the 
application type. If you have questions about the requested data, please contact us via email: 
 

- Building Permits (BI): permits@talgov.com 
- Land Use and Environmental Services (LUES): GMLUESIntake@talgov.com  

 
When you are done, click the "Next" button to proceed to the next screen. If the system does not allow 
you to move forward, review your entries. Any missing or problematic data will be highlighted in red. 
Correct or add the necessary information and then click "Next" again to continue. 

 
  

mailto:permits@talgov.com
mailto:GMLUESIntake@talgov.com
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STEP 10 :  PERMIT SUMMARY  
 
This page displays all the data you’ve entered. Take a moment to review it for accuracy. If you need to 
make any corrections, use the "Previous" button at the bottom of the page to go back. If everything 
looks good, click the "Submit Case" button to submit your application. 

 
You will then see a pop-up. While this is displayed, please do not navigate away from the page, or use 
the back button. It may take a few minutes for the software to finish generating your application/permit 
number.  

 
Please take note of the permit number for future reference when tracking your permit’s progress or 
contacting our staff.  Depending on the type of application you have just submitted, you may be 
prompted to either pay fees or open a plan review. For more information on these tasks, please refer 
to the "Submitting Documentation" and "Paying Fees" sections of this guide. 
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Submitting Documentation 
STEP 1: PREPARING YOUR SUBMITTAL 
 
Each review type has specific documentation submission requirements. For more information, 
including checklists, file naming conventions, and links to required forms, please visit: 
 
Building Inspection : https://www.talgov.com/growth/growth-apps-building  
Land Use: https://www.talgov.com/growth/growth-apps-landuse  
Environmental : https://www.talgov.com/growth/growth-apps-environ 
Fire : https://www.talgov.com/growth/growth-apps-fire  

STEP 2: ACCESSING DOCUMENT UPLOAD 
 

- OPTION 1: Directly after submitting an application, select the “Open Plan Review” from the 
“Permit Summary” screen. 

 
  

https://www.talgov.com/growth/growth-apps-building
https://www.talgov.com/growth/growth-apps-landuse
https://www.talgov.com/growth/growth-apps-environ
https://www.talgov.com/growth/growth-apps-fire
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- OPTION 2 : From the “Home” menu, choose “Search for Permits/Case Records” and select 

the search type “Permit/Case Number”. 

      
Click the button for "Open Plan Review Project”. 
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STEP 3: UPLOADING DOCUMENTS 
 
Click the "Browse" button. 

 
Locate, select, and open the documents you want to upload. The appearance of this screen may vary 
depending on your PC or operating system. 
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If you've named your files using the standard naming conventions, the system should automatically 
assign a Discipline and/or Sheet Type. Disciplines are mandatory, so if any are missing, use the 
dropdown next to the file to assign one. Sheet Types are optional. Once all files have been assigned, 
click the “Upload” button, then select “Yes” to complete the upload. 

 
The Upload Status column indicates whether each file was uploaded successfully. If you encounter 
any errors, please try uploading again. If the issue persists, please contact us via email so we can 
investigate further. 
 
Building Permits (BI): permits@talgov.com  
Land Use and Environmental Services (LUES): GMLUESIntake@talgov.com 

 
 
  

mailto:permits@talgov.com
mailto:GMLUESIntake@talgov.com
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STEP 4: SUMBITTING FOR REVIEW 
 
Once you have uploaded all the files you intend to include in the submittal, click the red “Submit for 
Review” link. Our staff will begin prescreening your submittal for review. 
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Paying Fees 
 
Please Note – Most applications are not considered “Complete” until the fees have been paid 
and will not be forwarded for review until the payment has been received.  

FEE NOTIFICATION 
 
When fees are due outside of the initial application process, the applicant will receive an email like the 
one below: 

 

PAYING FEES ONLINE 
 
STEP 1 : Log on to https://cwpll.talgov.com/TallahasseePortal or choose the option for Guest Access. 
STEP 2 : Click the menu item for “Make Payment”. 

 
STEP 3 : Click "Pay Fees by Permit/Case Number", then search and locate your fees. 

 
  

https://cwpll.talgov.com/TallahasseePortal
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STEP 4 : Click on the “Pay Fees” button. 
 
Please Note - You must pay all fees in full; partial payments are not accepted. 

 
 
STEP 5 : Enter your payment information.  Credit card payments are assessed an additional 2.35% 
service fee. Check/ACH payments are accepted with no added fees.   
 

 
If you have questions or encounter any issues while trying to pay fees online, please contact us at : 
 
Building Permits (BI): permits@talgov.com  
Land Use and Environmental Services (LUES): GMLUESIntake@talgov.com 

mailto:permits@talgov.com
mailto:GMLUESIntake@talgov.com
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Monitoring Your Review 
REVIEW TRACKING 
 
Comments and review statuses are available in real-time. From the “Home” menu, choose “Search for 
Permits/Case Records,” then select search type “Permit/Case Number”. 

      
 

PLAN REVIEW COMMENTS 
 
Plan Review Comments can be monitored in real-time as they are added under the section titled 
“OnBase Plan Review Comments”. You can also use one of the export buttons to download them.  

Once the review cycle is complete, the Applicant will receive an email notification with further 
instructions. For more information, refer to the “Corrections & Resubmittal” section. 
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Plan Review decisions can be monitored in real time as reviewers complete their reviews under the 
section titled “OnBase Plan Review Workflow”. 
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Corrections & Resubmittals 
CORRECTIONS 
 
If information or documentation related to your initial application is deficient, the Applicant will receive 
an email notification similar to the one below, informing you of the issue. 
 

 
 
To access your submittal’s deficiencies : 
 
STEP 1 : Go to the “Home” menu and select “Search for Permits/Case Records”. Choose the search 
type “Permit/Case Number”. 
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STEP 2 : After locating the Permit Info page, scroll down to the section labeled “OnBase Plan Review 
Comments”. This area displays all reviewer’s comments in real time, including information on any 
deficiencies in the submittal. 

 
STEP 3 : When you are ready, follow the instructions under the “Submitting Documentation” section of 
this guide to upload additional documentation.  

RESUBMITTALS 
 
Once the review is complete, if additional corrections are still required, the Applicant will receive an 
email similar to the one below, informing you that additional documentation is needed. 
 

 
 

To access your formal comment report : 
 
STEP 1 : Go to the “Home” menu and select “Search for Permits/Case Records”. Choose the search 
type “Permit/Case Number”. 

      



 

 

25 

STEP 2 : Click the button labeled “Open Plan Review Project”. 
 

 
 
STEP 3 : Next, go to the “Review Documents” tab to download a copy. 
 

 
STEP 4 : When you are ready, follow the instructions under the “Submitting Documentation” section of 
this guide to upload additional documentation.  
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Downloading Your Approval Documentation 
STEP 1 : Approval Email 
 
The applicant will receive an email notification when approval documentation is ready for download.   
 

 
 
STEP 2 : Access Document Upload  
 
Access your project documents in the portal and navigate to the “Approved Documents” tab. You may 
find documents listed under different categories. 
 
To download a copy, select the checkbox next to the document(s) you wish to download, then click the 
download icon. 
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