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How to Export Monthly Issued Permits 

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

Step 1:  Navigate to Staunton's Civic Access Site 

 

 

Step 2:  Click "Search" 
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Step 3:  Select the "Permit" option. 

 

 

Step 4:  Click "Advanced" 
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Step 5:  Click this button (open the Issued Date calendar). 

 

 

Step 6:  Click the navigate month button (navigate to the Month you want to export). 
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Step 7:  Click "01" to set the 1st day of the month you want to export. 

 

 

Step 8:  Click here (open the end date calendar). 
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Step 9:  Click here (navigate to the Month you want to export). 

 

 

Step 10:  Click the last day of the month you want to export. 
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Step 11:  Click "Search" 

 

 

Step 12:  Click "Export" 
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Step 13:  Click the "Export Current View" field. 

 

 

Step 14:  Click this text field (to enter the file name). 
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Step 15:  Type "Monthly Issued Permits" (Or whatever file name you would like) 

 

Step 16:  Click "Ok" 

 

 


