Customer Portal

How To: Add a Contractor to an Application

During the application process, you can indicate a contractor who will be conducting
work. The contractor(s) doing work will appear on the printed permit and will be able to
schedule inspections if required once the permit is issued.

If you are applying as a contractor, you must add yourself as a contractor.

1. On the Contractor Page of the Application - Click [+ Add Contractors].
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CONTRACTORS

Click Add Contractors buttan to attach Contractor(s) who will be performing the work.
*  Youwmust Indicate the Prime Contractor
= [f you are applying a5 2 contractor, you MUST aisc add yourself as a contractor here

== Add Contractors

Prime Type

Back MNext

2. In the pop-up enter all or part of the contractor’s business name and click
Search.

. LM5 Online - Contractor Search with Filter - Google Chrome — O s
& test-plc.halifax.ca/hfxconvert/pub/ims/selectobjects.aspx?FromObjectld=41386178... &
Contractor Search with Filter |

Business Name: |[Jazon Ray

Search

NOTE: You can only choose from registered contractors in the system. If the
Contractor for your project is not in the list, you cannot add them.

You can enter their contact information on the next page in the application
process.
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3. From the search results list, tick the box beside the contractor and click Select
button. The contractor will be added to the application.

. LMS Online - Contractor Search with Filter - Google Chrome — O x
@ test-plchalifax.ca/hfxconvert/pub/ims/selectobjects.aspx?FromObjectld=41386178... &

Contractor Search with Filter

Display Format License Numbers
0 Jason Roy Home Renvations dba Renovation Contractor
Pheone: (902) 877-3553, Mo License Numbers

Select Clear All Check All Refine Search

4. One contractor MUST be checked as the Prime Contractor.
Each contractor must have a Type of contractor indicated.
Select from the pull-down menu.
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CONTRACTORS

Click Add Contractors button 1o attach Contractor(s) who will be perfarming the work.
= You must Indicate the Prime Contractar
= If you are applying as a contractar, you MUST also add yourself a5 a contractor here

== Add Contractors

Prime Type

‘% Jason Roy Home Renvations dba Renovation Contractor p

& Phone: I:‘}}EII 2) B77-3553. Mo License Mumbers U M x
Back Mext Architect

Blasting Contractor

Building Contractor

Designer

Developer

Electrical Contractor

Emergency Remediation
Excavation Contractor
Mechanical Contractor
Planner

Plumbing Contractor
Professional Engineer
Project Manager
Qualified Monitor

Right of Way Contractor
Sign Contractor
Surveyor
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5. Add all contractors.
When complete click next to progress to the next page of the application.
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CONTRACTORS

Click Add Contractors button fo attsch Contractor(s) who will be performing the work.
»  You must Indicate the Prime Contractor
= If you are applying as & contractor, you MUST also add yourself a5 a contractor here

== Add Contractors

Prime Type

‘4@ Jason Roy Home Renvations dba Renovation Contractor h
y T Building Contractor e
& Phone: (902) §77-3553, No License Numbers G ufcing ~omracto x

Back 0

6. The next page is the contacts page
The contractor information is added to the Contacts page automatically.

7. Add additional contact information as required.
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== Contact
Name Contact Type Phone Email
& Karen Thompson Applicant 502 555 8388 karenthompson@gmail.com ®
& Jason Roy Home Renvations Contractor (902) B77-2553 jascnroy@live.com b 4
Back Mext
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