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Steps to add a Trade Application from the CPPL Portal 

 

1. Login 
2. Click Permits tab and Create Application. 

 

 

3. Read Disclaimer, click to check box that you read and accept terms, and click Continue Application. 

 

 

 

 

 



2 | P a g e  
 

 

4. Select a License and Continue Application. 

 

 
5. Select the Permit Type.   

a. If the application is associated to a building permit on that property, please select from the Trade 
Associated to a Building Permit list.  *** You will need to enter the building permit number.   

b. If the application is NOT associated to a building permit, please select from the Trade Permits – 
Only list. 
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6. For the Applicant & Licensed Prof., click the [Select From Account], select your license, and click 
Continue Application. 
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7.  Enter Parcel Number or Address to Search and click Search to populate the address, parcel, and 
owner.  Click Continue Application.  
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8. Enter Description of Work and as much information as possible from the Custom Fields section and 
click Continue Application. 
 
If your applications involve Electric Heat & Duct Heater, Outlets and Equipment, Gas Fixtures, 
Plumbing Fixtures, etc., please click “Add a Row” to submit that information. 
 
If you have a document or plan to submit, please review the steps on how to submit an attachment.  
For Fire Applications, a Fire Plan submittal is required.    
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9. Review the information added and click Edit on the right-hand side if you would like to change anything. 
If everything looks correct, read the box below and click the box to the lower left to electronically sign 
and file your application.  
 
No need to submit a paper application.  Click Continue Application to submit your application to the 
Permits Office and to receive your application or permit number.   
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 The Permit Application has been received and an application number has been generated.  You will receive 
an email notification that the application was received.   

Once the Permits Staff reviews the applications and accepts the application, you will receive an email 
notification that you can log into the online CPPL Portal and pay any fees due.   

 Once the fees are paid and the permit is issued, you will receive an email notification that your permit has 
been issued and the permit document can be viewed/printed from the online CPPL Portal.   

 *** Note: For Fire Applications, there is a Fire Protection Review approval that is needed before the permit 
can be issued.   

 *** Note: The Trade Permit can NOT be issued before the Building Permit.  Once the building permit is 
issued, the trade permits will be issued and you will receive email notification. 

 *** Note: You can check the status of your permit anytime from the online CPPL Portal. 

 

 

 


