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PDD Online Permitting Services Overview 
The PDD Online Permitting Services is a combination of web-based applications integrated with the KIVA 
Permitting Systems which allows self-service capabilities for various permitting, plan review, inspections, 
and payment activities.   On-Line service components include the following components: 

 

1. PDD Online Permits:  Allows applicants to submit non-construction related permits online.  The 
application process is a five step process 1) Register online (1st time only), 2) Enter all applicant and 
permit information, 3) Upload files (if needed) and agree to terms, 4) Pay for permit using Online 
Payments or other method, and 5) print permit or continue with plan review process using 
Electronic Plan Review (EPR).  NOTE: One registration needed for both Electronic Plan Review 
Application and PDD Online Permits. 
 

2. Search: Applicants can search for permitting, plan review, certificate of occupancy, and general 
building permitting information at their convenience freeing City staff process applications and 
review plans more effectively.  Note: Plan review and permit applications entered online will not 
appear in Search results until successful payment is received and permit is create in KIVA.  To view 
applications submitted online, use My Permits. 
 

3. Permit Inspections: Once a permit is issued an inspection must be scheduled by the applicant.  
Inspections can be scheduled or cancel online, by phone or in person at the Development Center. 
 

4. Electronic Plan Review Application:  Allows applicants to submit an application for building plan 
review online.  After application is successfully created a project is created to all applicants to 
upload electronic plans via ProjectDox for City staff to review.  NOTE: One registration needed for 
both Electronic Plan Review Application and PDD Online Permits. 
 

a. ProjectDox:  Separate system which allows applicants to upload electronic plans with 
supporting documentation, review plan corrections, resubmit corrected plans, complete 
workflow task (e.g. file upload and payments), and access final approved plan/permits for 
download and/or printing.  NOTE: ProjectDox requires a separate log in from the online 
application systems.  

 
5. Online Payments:   Allows applicants to pay plan review and permit fees online using a credit card.  

Payments can be processed online for any permit or plan review fees due regardless of how they 
were initiated (e.g. in-person or online).  NOTE: Payments made for Electronic Plan Review require 
an additional task to be completed in ProjectDox to begin the plan review process or issue the 
building permit following a successful payment. 
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6. My Profile:  Online applicants are required to create an account and register prior to submitting 
any permit applications (e.g. non–construction, construction, Electronic Plan Review, or fire).  If 
contact information changes, applicants can use My Profile to update applicant and self-
certification information and reset their password. 
 

7. My Permits:  All plan review and permit application submitted online can be viewed and managed 
in one place.  Permit applications can be reviewed, changed or deleted until payment is made.  
Once payment is made and permit is issued (temporary or final), My Permits will display links to the 
permit and receipt for applicant to review and print as needed.  After payment, permits will also 
appear in Search results.    
 

8. Shopping Cart:   Plan review and permit fees can be placed in the shopping cart regardless of how 
they were submitted (online or in-person).  All payment made online must be use a credit card and 
will be processed/authorized via a third party credit card processing company.    
 

9. Log On / Log Off: 
 

10. Help:  Links to the latest manual and frequently asked questions are available from within PDD 
Online on the PDD Online Permits page.  Below are links to these and more:  
 

a. Visit Planning and Development Online Services 
b. Visit PDD Online Services User Manual 
c. Visit Frequently Asked Questions (FAQs) 
d. Visit Electronic Plan Review (EPR) 
e. Visit Inspections 
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To access PDD Online services enter phoenix.gov/pdd/onlineservices and select the desired option.  Note 
an account is only needed if customers want to submit plans or permits online.  All other services do not 
require an account.  

 

Menu options before Log On: 

 

Additional menu options after Log On: 

 
 

http://phoenix.gov/pdd/onlineservices
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Security 

Registration / Create an Account 
No account is required to search, pay for permits/plans, or schedule an inspection.  Prior to submitting 
plans or permits electronically, applicants must register and create an account.  Information provided is 
used during the application submission process.   

1. To REGISTER 

a. Select   from top right menu bar to view Sign in options 

 
b. Select Create An Account 

 

c. Enter Profile Information 
i. Valid email address required 

ii. Only one account is needed for both plan review and permit submission 

IMPORTANT: Your registration profile is shared between PDD Online Permits and Electronic 
Plan Review (same email address and password).  Your registration profile information is 
used to populate the applicant information, so keep your information current. 

iii. Self-Certification information is only valid for Self Certified Professional.  To learn 
more visit Self Certification Program. 

d. Click Save 
i. An email will be sent to your registration email account 

ii. You must respond to initial email to activate account 
e. Open registration email delivered to your inbox and confirm your registration. 
f. Click Log On 
g. Sign In and begin submitting. 
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Log On 
First time applicants must register prior to submitting plan or permits.  See Registration/Create an Account 
for details.  

1. Click Log On in the upper right hand corner of the page  

 
Note:  Login options and format may differ between internet browsers. Examples below are 
based on Internet Explorer 9. 
   

2. Enter Email, Password, and click Sign In. 

  

 
3. A Welcome! message appears in the top menu bar indicating who is logged on (e.g. Welcome! 

ccontractor@gmail.com). Additional menu options are displayed.  Select menu option desired.   

 

Forgot Password 
1. From Log On screen select Forgot Password and enter your registration Email address 
2. An email will be sent to your Email inbox with a temporary password 
3. In the Log On window,  

a. Enter your Email address 
b. Cut and paste the temporary password from the email (Be careful not to copy extra 

spaces) 
c. Click Log On. 

IMPORTANT:  Remember to set permanent password in My Profile after logging in.    

mailto:ccontractor@gmail.com
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Log off 
To ensure others cannot access your account,  

1. Click Log Off in the upper right hand corner.   

 

 

Manage Profile 
Applicant who have register can manage their own profile once they are logged in.  Options include 
changing your password and updating your profile information to speed up application entry.   

Note:  Profile options and format may differ between internet browsers.  

1. Click My Profile and change information desired and click Update/Save.  
 

2. To reset your password, click My Profile then Change Password. Enter your old password followed by 
your new password twice.  A message will appear indicating your password has been changed. 
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PDD Online Permits 
Many over-the-counter type permits are now available online.   Customers can submit permit, add permits 
to shopping care, pay via credit card, print permits and begin work all from the convenience of their office, 
home, or mobile devices.  Once work is completed, inspections can also be scheduled or cancelled online.  
Each permit requires varied information necessary to assess fees, issue permits, and support review, 
inspection and compliance activities.   

Create Online Permit Application 
 

               

IMPORTANT:  If the type of work you are performing does not appear online, permit(s) must be 
obtained in person at the Development Center.  Un-permitted work is subject to higher fees and 
many result in demolition. 
 

1. Click Log On and create an account or sign in.  Applicant must register their first time with a valid 
email address and activate their account from the email account provided.  See Registration / Log 
On instruction for detailed instruction.   
 

        Menu  

Permits available online 

NOTE: Review Scope of Work to 
ensure you are requesting the 
correct permit for the type of 
work being performed.   

Work outside of the Scope will 
be subject to additional fees 
and Online Permit fees are non-
refundable. 
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2. Select permit type desired after successful log on. 
 

3. Review Scope of Work displayed includes building code references that must be followed, valid 
type of work that may be performed and notes that will appear on the Issued Permit.   

 

IMPORTANT:  Make sure your work fits within the parameters of the Permit Scope.  Selecting the 
wrong permit type or doing work outside of the defined scope will result in additional fees.   
Permit fees already paid are non-refundable. 
 

4. Click Continue to proceed with application process or Cancel to return to the list of permits.   
 

5. A valid address or parcel is required to apply for a permit.  Most permits issued by the City of 
Phoenix are within the City of Phoenix limits.  In some cases, permits for properties outside of City 
of Phoenix limits may be issued (e.g. Fire permits).   
 

Search for valid property: 
a. ADDRESS:  Enter part or all of your address and click Search or Enter 

 
b. NO ADDRESS:  Enter the parcel number (format 999-99-999…) and click Search or Enter 

If you property is within Maricopa County and does not have an address, you can obtain 
the parcel number(s) through the Maricopa County Recorder’s Office.   
 

c. Unable to find address, send detailed email to property.record@phoenix.gov for assistance. 

mailto:property.record@phoenix.gov
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6. Select desire address from list of valid addresses provided. 

 
 

7. Verify Property Owner, Parcel, and Address Selected are correct 

 
 

a. If information is not correct, search again and pick the right property. 
 

b. If unable to find property, visit Maricopa Country Recorders Office to obtain parcel 
numbers and search by parcel number. 

 
c. If unable to find address or parcel, email property.records@phoenix.gov for assistance. 

http://mcassessor.maricopa.gov/
mailto:property.records@phoenix.gov


PDD Online Services User Manual 
 

PDD Online Services User Manual (dsd_trt_pdf_00917) Page 14 of 58 
 

 
8. Projects:  A project may have been created for work performed at the address/property selected.   

a. To associate your permit with a previous project, select the desired Project number by 
using the project dropdown box.   

 

b. Otherwise, leave it “UNASSIGNED…” for the system to assign. 

 

9. Holds:  Permits cannot be submitted when certain Property or Project holds are present.   If holds 
exist, the following pop-up box will appear with instructions.   
 

 
 

a. When holds exist, the Choose a Project will display “Hold Project”. 
b. Applicant cannot continue submitting the application until the issue is resolved.  
c. Follow instruction provided to resolve hold(s).   
d. If hold(s) cannot be resolved over the phone, applicant will need to meet with City staff to 

resolve any remaining issues.   
 

10. Click Next to continue with application, assuming all previous validation has been met. 
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11. Permit Application at a Glance: 
a. Project Address Information 
b. General Permit Information.    (Permit details/options vary depending upon permit selected) 
c. Additional Permit Comment.    (Application permit comments related to the permit) 
d. Applicant Contact Information (Applicant submitting online permit) 
e. Field Contact Information.        (Field Contact options vary depending upon permit selected) 

 

    
 
 

    
 
 

    

 
 

 
        

a 

b 

d 

e 

c 
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12. Enter Additional Location Information for the Inspector to locate your work site.  This is especially 
important for job sites which are difficult to locate (examples: Northeast corner of property, Su 
450, or behind Building A200 on southwest corner). 

 
 

13. Enter permit specific information in General Permit Information.  Options required may vary from 
permit to permit.  Provide accurate information to ensure permit issued is valid. 

 
IMPORTANT:  Entering incorrect permit information may result in additional fees and extend 
development time.   Permit fees already paid are non-refundable. 
 

  



PDD Online Services User Manual 
 

PDD Online Services User Manual (dsd_trt_pdf_00917) Page 17 of 58 
 

14. Application Contact Information is loaded from your registration profile.  Keep your profile 
information current to ensure accurate application and contact information. 

 

a. To update profile, click My Profile. 

 
        

  
 

b. Make changes and Save 
 

15. Field Contact Information options and instructions vary depending upon the permit type selected.   

  
a. Use My Information:  Loads Field Contact information from your registration profile 

 
b. Use Owner: Loads Field Contact information from the current property Owner on file 

 
c. Select/Search Contractor:  

i. Provide input box to type Contractor’s name.  Enter at least 3 characters to see a 
list of contractors. 

ii. Select desired contractor 
 

d. Update information as needed 
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16. Optional Additional Permit Comments can be entered (e.g. additional directions, instructions or 
comments to help aide the City Inspector in reviewing and approving the work on site).  
 

 
 

17. After providing all required information, click Save and Continue 
a. Your permit application will be saved and displayed for your review 

IMPORTANT:   A permit is not issued until payment is received. 

Permit applications requiring uploaded files are assigned a temporary permit number until 
City staff can review application, verify/approve files, and issue final permit.  Payment must 
be received prior to review, approval, and permit issuance.    

18. Verify application information is accurate  
and complete.    

a. Fees assessed appear at bottom of 
application. 
  

b. Select Edit Permit to make changes. 
 

c. Select Delete Permit to delete and 
start over. 

 
d. If file upload is required, see next 

step 
 

e. If no file upload needed, skip next 
step, agree to terms, and pay fees. 
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19. File Upload: Some permits require files to be uploaded for review and approval prior to permit 
issuance.  If the following box appears, complete the following steps for each file.  

a. Select the file type 
b. Enter a Title (optional) 
c. Browse to find the file desired 
d. Click Upload File to copy file to permit 

 

 IMPORTANT:  Upload File button must be selected to upload file. 

20. Read and agree to terms once all information is verified and additional information provided. 
   

a. Enter your name or initials. 

 
 

b. Click I Agree | Add to Cart  
 
IMPORTANT: Permit will not appear in Applicant’s shopping cart until agreement terms are 
signed and “I Agree | Add to Cart” is selected. 
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My Permits 
Prior to a permit being issued, the permit application must be completed, the terms of the permit agreed 
to, and payment received.   NOTE:  Pending permit applications are only valid for 60 day.  If they have not 
been paid for, the temporary permit is removed from the KIVA system and customer will have to re-
apply.  

1. Click My Permits menu link 

 
        

  
 

2. A list of permit application will be displayed. Options include:  
a. View Issued Permit/Receipt:  (Successful payment received and permit issued) 

i. Click Permit Number link (e.g. 14007645) or  
ii. Click Permit Receipt Number link (e.g. 15-0068215) 

iii. Depending upon browser, pop-up box may appear 
1. View/Open, download, or save 

 

b. View Permit Application in Progress (not approved):  
i. Click Pending Approval or Payment Required  links to view application 

Issued Permit/Receipt links 

Pending Permit Application links 

a 

b 
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ii. Select Edit, Delete, or agree to terms (name or initials) and Add to Cart. 
iii. Remember to pay for permits   

 
3. Permit applications in process will have one of the following statuses:  

a. Pending Approval:   Application saved, Permit not issued, Waiting Payment 
b. Payment Required:  Application saved, Permit not issued, Waiting Payment. Eligible for 

payment via credit card. 
c. Need Support Files:  File(s) must be uploaded to submit permit application 
d. Only application with a status of Pending Approval or Payment Required can be paid for 

via credit card. 
 

4. Permit application already paid for will have the following status: 
a. Complete & Approve: Application accepted, Payment Received, and Permit Issued 

Edit Permit Application 
Prior to payment, applicant can change permit application information.  The applicant must complete all 
required information, correct any errors, save the permit application and agree to the terms prior to 
payment.  Depending upon information provided, permit fees may change.   

Permit application can be deleted from the Shopping Cart or within the application 

1. Click My Permit 
2. Select the desired permit by clicking the Permit Number or Permit Status link. 
3. The permit application is displayed 
4. Make necessary changes 
5. Click Save and Continue or agree to terms and click “I Agree | Add to Cart”.    

Delete Permit Application 
Applicant can permanently delete application where payment has not been received.   

1. Click My Permit 
2. Select the desired permit by clicking the Permit Number or Permit Status link. 
3. The permit application is displayed 
4. Click Delete 
5. A pop-up window will appear 
6. Click OK to delete or Cancel to exit   
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My Profile 
Applicant who have register can manage their own profile using My Profile.  Applicants must be logged in to 
access My Profile.  Options include changing your password and updating your profile information to speed 
up application entry.   

Note:  Profile options and format may differ between internet browsers.  Examples below are based on 
Internet Explorer 9. 

1. Click My Profile to view current registration profile information. 

 
 

2. Change desired information and click Update Profile / Save. 
 

3. To reset your password, click Change Password. Enter your old password followed by your new 
password twice.  A message will appear indicating your password has been changed. 
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Search / Research Menu 
The Search menu is for Plan Review, Permits, Project and more where fees have been paid regardless of 
whether they were submitted online or in person.  Use My Permits to view Plan Review and Permit 
applications where fees have not been paid.  Once the online application fees are paid, they will also be 
available via Search.  

Common Search Features:   
Search Results Options:  Each search list presented provides several ways of viewing and navigating 
the results.  

Sort Ascending/Descending: By clicking on the up and down arrow next to a column heading, you 
can sort the results in ascending or descending order 

Filter Column: By clicking the funnel next to a column heading, you can filter the results as desired. 

First Page: By clicking the far left hand arrow at the bottom of the results, you can navigate to the 
first page in the list.  This option only appears if more than one page of results is returned and you 
are not on page one. 

Last Page: By clicking the far right hand arrow at the bottom of the results, you can navigate to the 
last page of results.  This option only appears if more than one page of results is returned. 

Next Page: By clicking the right facing arrow, you can navigate to the next page. 

Previous Page: By clicking the left facing arrow, you can navigate to the previous page. 

1. Click Search. 

 

2. Click Search Category desired and enter needed information to find permits, projects, plan review 
information, certificate of occupancy and general permitting information as needed.   Depending upon 
the type of search requested, information required and results displayed will differ.    
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Search - Permit Information Download 
1. Select Permit Type, Structure Class, Start Date, End Date, and Sort Results options. 

 

2. Click Create List to display a list of permits found. Use Search Results Options to view and navigate 
results.   

 

3. Click Create File to acquire an excel spreadsheet of permits.  A pop-up box will appear providing 
options to Open, Save, or Cancel the file created.   

 

 

  



PDD Online Services User Manual 
 

PDD Online Services User Manual (dsd_trt_pdf_00917) Page 25 of 58 
 

Search - Project Information Search by Project 
1. Enter Project Number or Project Name and click Search. 

 

2. Project information found will be displayed.  Use Search Results Options to view and navigate 
results.   
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Search - Building Permit Information Search 
1. Enter permit search criteria and click Search.   
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2. A list of permits found will be displayed.   
3. Use Search Results Options to view and navigate results.   

 

4. Click the permit link to view the Building Permit.  A pop-up box will appear providing options to 
Open, Save, or Cancel the file created.   
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5. Click Inspection History button to see specific inspections for a given permit. Use Search Results 
Options to view and navigate results.   

 

6. Click Inspection Notes to view details. 
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Search - Plan Review Information Search 
1. Enter Plan Review search criteria and click Search. 

 

2. A list of plan reviews found will be displayed.  Use Search Results Options to view and navigate 
results.   
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3. Click Review button to view plan review activites.   

 

Search - Certificate of Occupancy Search 
1. Use Search Results Options to view and navigate results.   

 

Search - Permit and Plan Type Listing 
1. Use Search Results Options to view and navigate results.   
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Permit Inspection 
Permit Inspections can be scheduled, viewed, and cancelled online. 

1. Click Permitting Inspection 
2. Enter the Permit Number and Inspection Key (web key) found on your permit receipt or issued 

permit. 

 

     

 

3. Click Retrieve Permit to view the permit.  
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Electronic Plan Review Overview 
Submitting plans electronically is a multi-step process requiring two accounts.  One account to submit the 
permit application using PDD Online Service – Electronic Plan Review and a second account to upload and 
manage projects in ProjectDox.  Recommendation:  Use same email address for both accounts. 

IMPORTANT: ProjectDox is a separate vendor system to manage electronic projects and requires specific 
tasks be completed inside of ProjectDox to ensure the Plan Review process is completed in a timely 
manner.   

Applicants are responsible for the following task: 

Task Task Description Process 
 SUBMIT PLANS  
1 Submit Application Online Services – Electronic Plan Review 
2a Upload project files (plans and supporting 

files 
ProjectDox 

2b Complete ApplicantUpload_Confirmation 
task 

ProjectDox – Workflow Portals 

2c Pay for Plan Review Permit Application In-person, by mail, or online via Online Services - 
Online Payments 

2d Complete FeePayment task ProjectDox – Workflow Portals 
2e Receive Plan Review notification  
 REVISE PLANS, if required Repeat steps 3a-3f until all revisions are resolved 
3a Review revisions requirements ProjectDox 
3b Correct plans Personal plan creation software (cad, etc.) 
3c Upload revised project files ProjectDox 
3d Complete ApplicantResubmit task ProjectDox - Workflow Portals 
3e Pay additional Plan Review fees, as needed In-person, by mail, or online via Online Services - 

Online Payments 
3f Complete FeePayment task ProjectDox - Workflow Portals 
 FINAL PLANS  
4 Download Completed Plans ProjectDox 
 ACQUIRE BUILDING PERMITS  
5a Acquire permit(s) needed to perform work In-person or via Online Services – PDD Online 

Permits (if available) 
5b Pay for permits In-person, by mail, or online via Online Services - 

Online Payments 
5c Perform work and schedule inspection(s) In-person, by phone, or via Online Services – 

Permit Inspections 
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Visit phoenix.gov/epr for latest EPR guidelines and How To detailed step by step instructions. 
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Step 1:  Submit Permit Application 
Visit phoenix.gov/epr for latest EPR guidelines and detailed How-to step by step instructions Login 

1. Applicant must register and create an account in PDD Online system to submit permits applications 
online.   

a. Click Log On.   
 

b. If account exists, Sign In with email and password 
IMPORTANT: The Electronic Plan Review shares the same registration account/profile as 
the PDD Online Permitting Services.   
 

c. To create an account,  
i. Follow Registration / Create an Account instructions. 

ii. After creating account, Log On 
 

2. Click Electronic Plan Review to enter an application, pay for permits and upload plans.   

 
3. Click Plan Review Application and Fee Payments to view and submit Electronic Plan Review permit.  

 

  

Step 1 Step 2 
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4. Click Start a New Application to view the Application Options page.  
 

 
 

5. Click links to guidelines or click Continue  to enter a new application 
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6. View Plan Types by 
using list dropdown. 
 
 
 

7. Select Plan Type  
and click Next. 

 

 

8. Depending upon the Plan Type selected, subsequent questions will be asked.   

 

 
9. Select the appropriate options and 

click Next until all questions have 
been answered. 

 

 

 

 

 

 

10. A project will be created in ProjectDox for uploading files. 
 

11. Pay Plan Review Application Fee (see Online Payments) 
 

12. Proceed to Step 2: Upload Plans using ProjectDox. 
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Step 2:  Upload Plans /Supporting Documents using ProjectDox 
Visit phoenix.gov/epr for latest EPR guidelines and detailed How-to step by step instructions Login 

1. Click Electronic Plan Review.   

 
2. Click ProjectDox Electronic Plan Review System.  

 

3. A separate registration is required for ProjectDox.  Use same email as PDD Online for consistency.   
a. Enter your email address and password and click Login.   

  

Step 2 
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4. Following successful login, existing project(s)s will be displayed.  

 

5. Menu options are displayed on the top right.  Depending upon your access some option may or 
may not be displayed.    
 

6. Click desired Project to view details and upload project files.  Below is an example of a newly 
created project. 

 

7. Click Workflow Portals and complete FeePayment task.  
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8. The project creation process 
creates the folder structure for 
uploading documents.   

 

 

 

9. Click the desire folder and click Upload Files.  
See EPR Submittal Guidelines for file types and 
naming conventions.   
 

10. Large files may take several minutes to process. 
 

11. After all files are uploaded, click Workflow 
Portals and complete 
ApplicantUpload_Complete task. 
 

12. After the FeeUpdate task and ApplicantUpload_Complete task are done in ProjectDox, City staff will 
be notified to verify plan submission and schedule plan review. 
 

13. Applicant will be notified by email when plans need revisions or plans are in final status ready for 
download. 

 

Visit phoenix.gov/epr for latest EPR guidelines and detailed How-to step by step instructions. 

 

   

 
  

Folder Description 
CHECKLISTS  
DRAWINGS Plan Drawing Files 
SUPPORTING 
DOCUMENTS 

Building supporting documents 

SUPPLEMENTAL 
DOCUMENTS 

 

APPROVED PLAN SET Official Final Approve Plan Set 
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Online Payments 
Online payments allow customers to pay for plan review and permit application fees in a completed status.  
It doesn’t matter whether the permits or plans where submitted in person, applied for on-line, or resulted 
from the Electronic Plan Review processes.   

PDD Online Shopping Cart is used to collect multiple permits to allow for payment using a credit card.  The 
City uses a third party credit card authorization company and customers will be transferred outside of the 
City to make payment.  The City does not store credit card information so customers have to enter their 
credit card billing information at the time of payment.  Credit card information entered must match the 
credit card billing information for validation and authorization. 

Shopping options include: 

• Add permits submitted in person (in complete status) to shopping cart 
• Add permits submitted online to shopping cart after agreeing to terms 
• View shopping cart 
• Removing items from the cart 
• Editing a permit application submitted online prior to payment 
• Deleting a permit application submitted online prior to payment (cannot be undone) 
• Pay for one or more permits with Credit Card 
• Continue to submit permit applications online 
• Empty shopping cart 

NOTE: Items in the shopping cart for more than 7 calendar days may be removed.  Applicant can add the 
applications back to the shopping cart as desired.  When permits are added to the shopping cart, permit 
fees are recalculated based on current rates. 
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Shopping Cart 
Permits submitted in person or entered by City staff must be added to the shopping care prior to payment.  
Permits can be added to the shopping cart two different ways: 

• Permit submitted in person and entered by City Staff are added using Online Payments 
• Permit submitted online by applicant are added using My Permits 

 
1. To view your shopping cart, click Shopping Cart 

 

 

2. To add permits submitted in-person and entered by City staff: 
a. Click Online Payments to search for a permit submitted in person.    

 

 
 
NOTE: If permits were entered online by Applicant, use My Permits to select and add to 
shopping cart.   
 

b. Enter the Permit Type, Permit Number, and click Search 

 
 

c. Add desired permits to your shopping cart.  
d. Repeat the process for additional permit. 
e. When shopping is complete, click Shopping Cart 
f. Verify shopping cart total and click Pay With My Credit Card.  See for details. 
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3. To add permits applications entered by applicant online: 
a. Click My Permits menu link to select permits to add to shopping cart.    

 

NOTE:  If permits were submitted in-person and entered by City staff, use Online Payments to 
find and add to shopping cart. 
 

b. A list of permits entered the applicant is displayed.  

 

c. Select permits in Pending Approval / Payment Required status to add to shopping cart. 
d. Review application and agree to terms 

i. Agreement is found at bottom of application 
ii. Sign agreement with name or initials 

iii. Click “I Agree | Add to Cart”.  
iv. Permit will appear in shopping cart 

IMPORTANT: If Applicant has not agreed to the terms of the online application, the permit 
will not appear in their shopping cart.  Fees are subject to change and are recalculated when 
the permit application is changed or shopping cart is displayed. 
 

e. Verify shopping cart total and click Pay With My Credit Card or continue shopping.   
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Pay With My Credit Card 
1. Click Shopping Cart menu option to view cart 

 
 

IMPORTANT: Permit entered online and not paid for may be removed.  Applicant can re-add 
them when ready to pay. Fees are subject to change and are recalculated whenever the permit is 
changed or added to the cart. 

 
2. Verify Total Fees as this total will be charged to your credit card 

 
3. Click Pay With My Credit Card to be transferred to the City’s Credit Card authorization vendor.   

 

 
 

Transfer to Credit Card Processor:  When Applicant is being transferred to an outside credit card processor, 
a message is displayed. 

 

IMPORTANT:  

• Please have your credit card and credit card billing information available for authorization 
• Do not use the browser back button.   
• Applicant is only transferred back to PDD Online upon: 

o successful payment  
o applicant requests payment cancellation using cancel link provided 

• If problem occurs on credit card processing site, applicant may need to re-login to PDD Online.    

http://phoenix.gov/pdd/onlineservices
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4. Enter Credit Card billing 
information  

 
a. Enter billing name and 

address.   
 
b.  Credit card information 

must match the credit 
card billing information 
(e.g. billing address)  

 
c. Use valid email address 

to receive an email 
authorization from 
credit card processing 
company 

 
d. Click Next 

   

 

 

 
5. Enter credit card information and click Next. 
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6. Verify payment information is correct and click Pay 

 
 

IMPORTANT: Depending upon size of shopping cart, authorization may take up to 1 minute.   
DO NOT CLOSE BROWSER OR USE BACK BUTTON. 
 

7. If the payment authorized successfully, the permit(s) will be issued and applicant and customer 
will be transferred back to the PDD Online website to view and print permit(s) and receipt(s).

  
 

a. Click the Permit Number or Permit Receipt Number links as needed. 
b. Depending upon browser, file options may be displayed (View/Open, download, or save). 

 
8. If payment is declined, an error message will be displayed.  Applicant can change payment 

information and try again up to 3 times. 
 

9. Credit card processor send email notification to email provided during payment entry. 
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Appendix A:  Sample Online Permits Scopes of Work 
Permits allowed online are subject to change.  Scopes of online permits are subject to change up until the 
permit is issued.   Below is sample scope of work descriptions by permit.  See online for current scopes.     

Residential 

Electrical Service Clearance 

 

Electrical Upgrade to 100 AMP 

 

Electrical Upgrade to 200 AMP 

  



PDD Online Services User Manual 
 

PDD Online Services User Manual (dsd_trt_pdf_00917) Page 47 of 58 
 

 Electric Water Heater Replacement 

  

 Filed Consultation (Future Action) 

  

 Gas Clearance 
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Gas Water Heater Replacement 

  

Meter Socket Replacement 
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Minor Electrical Work 

  

Minor Plumbing 

  

Plumbing Repipe 1 Bathroom 
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Plumbing Repipe 2 Bathrooms

  

Plumbing Repipe 3+ Bathrooms 

  

 Repair/Replace Gas Line 
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Residential Alternate Dustproofing 
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Fire 

Fire Alarm Dialer 

  

 Fire Alarm System Modification 
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 Special Egress Control Device 

  

 Sprinkler Sys Mod No Hard Lid or Flex Head 
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Sprinkler Sys Mod w/Hard Lid or Flex Head 

  

 Underground Fireline Stubout 
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Commercial 

 Adding Branch Circuit 

  

 Commercial Alternate Dustproofing 
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 Commercial Electric Water Heater 

  

 Commercial Gas Water Heater 

  

 Domestic Water Repipe 
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 Elevator Modernization or Alteration 

  

 Gas Pipe Repair 

  

 Preventative Maint Elec Shut Down 
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 Repair Vandalism Existing Elec Equip 

  

 Replace of One Split System A/C 

  

 Utility Clearance Only 
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