Customer Portal

How To: Sign Up for Notification Emails

There are 2 types of notification emails in the system:

a) Default Notifications: Permit requires attention — Application Incomplete or Revisions
required for example. These do not require sign-up or activation they will occur by
default

b) Optional Notifications: Action completion emails — Permit Issued or Permit completed for
example. You must elect to receive these emails. The following guide show you how to
turn these notifications on and off.

1. From the Home page select Profile.
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Manage your permits via the tabs below. Track your permit in the My Activities tab. Check often for updates

If your permit dees not appear in the 1abs below, use the Search in the menu above 10 retrigve your permit

Permitting

¥ Apply for a
Permit

¥ Estimaie Fees
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MY INSPECTIONS MY ACTIVITIES MY PROJECTS MY BUSINESSES

Your ingpections are listed here on the My Inspections Tab. Sort this 1ab by selecting colsmn title or use the blue search link below
Once your certificate is issued, your permits will no longer appear in your dashboard. Use the Search in the menu above 1o retrieve your permit.
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2. Select Action Completion Emails link

My Profile

CUSTOMER DETAILS

*First Name: Karen Change Password
Middle Name: |
*Last Name: Thompson ‘
Email Address: Karen.Thompson@gmail.com Change Email
*Motification Method: (OPostal Mail <§ctinn Completion Emails)
@Email

*MAILING ADDRESSES
4 Mailing Address

Address Primary
PO Box 458
@ Dartmouth, N5 x
B4T5H2
*PHONE NUMBERS

== Phone Number

Type Phone Number Ext.
| Main v (| 2025558888 b4

| am associated with a 0O
Contractor?

| am associated with a Referral Agency [

Save
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3. Select which email notifications you would like to receive and click Save.

Profile

Email address:  Karen.Thompson@gmail.com

Receive email when my action is needed:
ACTION COMPLETION EMAILS

Select the e-mail potifications you would like to receive

Receive email when action is complete: Receive Email?

Issue Building Permit O

Issue Certificate O

Issue General Permit O
Save

Profile

You must opt in to receive permit status notifications. Status notifications will be sent to this email address

Email address.  garen Thompson@gmail.com

Receive email when my action is needed:
ACTION COMPLETION EMAILS
Select the e-mail notifications you would like to recaive

Receive email when action is complete: Receive Email?

|ssue Building Permit

|ssue Certificate

Izsue General Permit
Save

4. Click Home or Profile to return.
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