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Submit a Plan or Permit Application Online 

Staunton Community Development Department  |  City Hall, 3rd Floor  |  540.332.3862 

Step 1:  Navigate to Staunton's Civic Access Site 

 

Step 2:  Click "Login or Register" 

 

 

Step 3:  Click "Apply" 
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Step 4:  Click the "Search Bar" to search for the type of plan or permit you need. 

 

 
Step 5:  Or click "Show Categories" to browse the permit and plan categories. 

 

 

Step 6:  Click "All" 

 

 

Step 7:  Click "Permit" or "Plan" 
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Step 8:  Click the category you need. 

 

 

Step 9:  Click "Apply" on the type of permit or plan you are applying for. 
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Step 10:  Click the "plus sign" to add the location. 

 

Step 11:  Click the "Address & Parcel Search" field and type in the address. You can type in partial addresses as 
well. 

 

Step 12:  Click the "magnifying glass" to search for the property. 
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Step 13:  Click the checkbox by your property. 

 

Step 14:  Click "Add" 

 

Step 15:  Click "Next" 
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Step 16:  Fill out the fields for Permit Details. Required fields have a red asterisk by them. Then click "Next." 

 

Step 17:  Your contact information will be automatically added as the Applicant. If you need to add additional 
contacts who are already in the system, click the "plus symbol" to look them up. Once everyone is added.  

Click "Next." 
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Step 18:  In the MORE INFO field, enter the information requested. Required fields have a red asterisk by them. 

 

Step 19:  Once the information is entered, click "Next" 

 
 

Step 20:  Click on the "Plus symbol" to add the required documents. Browse to the documents on your PC and 
add each required document.  Use the “Select Type” dropdown box to add optional attachments. The application 
attachment is for internal use only.  You do not need to upload an application.  
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Step 21:  Click "Next" 

 

Step 22:  Enter your name to electronically sign the application. You can draw your signature in the signature 
box, or click "Enable Type Signature" to type your signature. 

 

Step 23:  Click "Next" 
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Step 24:  Review the details of your application and then Click "Submit" to complete the application. 

 

Step 25:  If there are fees associated with the application you can pay them online.  

Click "Add to Cart" 

 

Step 26:  Click "Go To Cart" 
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Step 27:  Click "Check out" 

 

Step 28: Choose Enter new Credi card to enter your payment details. If you have used the system before you 
may choose to use an existing card. 

 

 

Step 29:  Click "Continue" 
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Step 30:  Click "Submit payment" 

 

 

Step 31:  Click "Return to cityofstaunton" 

 

 

Step 32:  To view the status of your application click "My Work" 

 

 

Step 33:  Click "My Permits" 
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Step 34:  Click the permit number of the application you submitted. 

 
 

Step 35: You will see an overview of your permit or plan application. The hold will remain on the application until 
the office has reviewed and processed the payment. 

 


