Submitting a Building Application

Rork

County

Bookmark this page for quick access.

Fill out this form and you will be contacted to complete your account setup. If you have already submitted the form and received a temporary password, please log in with that and the

Log into the portal by using the email s ayape g
and password that was used to set up —
the account.

For assistance, please call the
following numbers during business
hours:

VIRGINIAY

757-890-3522 for Permit or S
Inspection Assistance - |
757-890-3755 for Portal Assistance ‘U |




Upon log in, the “My Dashboard” page will load.
Click on “Submit Building Application” on the navigation bar.

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions
After clicking on “Submit Building Click on “Building” and a drop-down
Application,” the “Submit a New menu will appear. Click on the
Record” page will load. appropriate type of building permit.
+ Building

Submit a new record

Commercial Building Permit

Daycare / Adult Home Qperaticn

Licenses & Permits

Choose the license or permit you want from the list.

Electrical Building Permit

Elevator Annual or Maintenance

? Building Land Disturbing Activity in conjunction with construction.

Mechanical Building Permit

Plumbing Building Permit

Residential Building Permit




After selecting the appropriate building permit type, the system will automatically navigate to the
“Record Information” tab.

An * indicates this field is required.

® Choose a Record } Record Information }

Fill in the record information. Fields with * are Required

What kind of record are you submitting?

Residential Building Permit

Title (i)
< Work Type *E i > < Occupancy Type * ;9
‘ Addition v ‘ Select v ‘

@ed Val@ Square Footage (1)
< Description *; >

2000 characters left

This field indicates your responsibility for this request:
Applicant Type *

—_— —

Select L




Click in the field box where it says Click in the field box where it says Click in the field box where it says

“Select” under “Work Type" and a “Select” under “Occupancy Type" “Select” under “Applicant Type"
drop-down menu will appear. Click and a drop-down menu will appear. and a drop-down menu will
on the appropriate work type. Click on the appropriate occupancy appear. Click on the appropriate
type. applicant type.

*Tenants should apply as Property Owner*

Work Type * (i)

£ g
Occupancy Type @ This field indicates your responsibility for this request:
Select Applicant Type *
elect

Select B Select
Addition

Select Select
Alteration

E Property Owner
Demolition Commercial pery
Licensed Contact

NEW CONSTRUCTION

Garage Carport
OTHER Other Contact
REPAIR Residential




Upon clicking on the address button, a pop-up search

Scroll down to the lower menu will appear. Enter the street name in the “Number”
half of the webpage and field and the street name in the “Street Name” field.
click on “Click Here to Do not include the suffix in the “Street Name” field such as
Add Address of Property.” St., Rd., etc.

Click Here to Add Address of Property

Select Address vap (I

Address

o0 ©
(o A

Cstreet Name (7) >/ suffix (i)

Select v ‘

Select v ‘

goodwin ‘

city (D Postal Code ()

Once the “Number” field and “Street Name” field are filled in, click on the “Search” button in
the bottom right corner of the pop-up search menu.




Once the “Search” button is clicked, a
results list will appear at the bottom of
the pop-up search menu.

Click on the circle next to the
correct address. Once clicked
on, the circle will turn blue to
indicate that the address has
been selected.

Click on “Add Site” once an
address has been selected.

Select Address vap (D
Address
Number (i) Dir (i)

159 | Select W ‘
Street Name (7) suffix ()

goodwin | Select v ‘

Unit/ Apt# ()
city (3 Postal Code (7)
| |
Clear All m
Results
@ 159 GOODWIN NECK RD YORKTOWN VA 23692 a

O 159 GOODWIN NECK RD AYORKTOWN VA 23692




After clicking on “Add Site,” the pop-up search menu will disappear.
The selected address is now shown under the “Sites” tab.

Sites (1)

Q 159 GOODWIN NECK RD Location Details
YORKTOWN VA 23692
Address

300 characters left

Attachments (1) ) ~

There are no attachments to display here

To add an attachment to the application, click on the “Add Attachment” button.



Upon clicking on “Add Attachment,” a pop-up
menu will appear.

Select a file by clicking “Browse” or drag a file
directly into the dotted rectangle area.

Once a file has been attached, click
on the “Save” button. After clicking
the “Save” button, the pop-up menu

Upload Attachments
Upload all attachments here.

Drag file here or Browse to select file.
Cannot exceed 10MB and must be a pdf, jpg, .doc, .txt, or _png file.

will disappear.

Once the required fields are completed, an address
is selected, and attachment(s) are uploaded (if
applicable), scroll to the bottom of the webpage.
Click “Save & Continue” to proceed with the
application process.

Selecting the “Back” button will cancel the application
process; however, any progress made will be saved and
can be accessed via the “My Dashboard” section.




After clicking “Save & Continue,” the Portal Residential, Commercial, Electrical,
Mechanical, or Plumbing Details page will appear to collect additional
information. For this example, these are the fields that appears on the Portal
Residential Details page. Different building permit applications have different
required information.

Submit a new record v Save Progrest

@ Choose a Record ’ @ Record Information } Additional Information

Portal ResBldPerm Details ~

Residential Building Permit Portal Application
PROPERTY DETAILS

Subdivision (7) Lot Number ()

Sewer or Septic (1)

| Select v ‘

Type in the name of the subdivision the building is in (if

applicable). Sewer or Septic (i)
Select
Type in the lot number if the building is new construction. Select
L : : " ” " Septic
Click in the field box where it says “Select” under “Sewer or
Sewer

Septic" and a drop-down menu will appear. Click on the
appropriate choice.



If there is a Mechanic’s Lien Agent (MLA), type in the name, phone number, and address of the
MLA is the designated fields.

MECHANIC'S LIEN AGENT INFORMATION

MLA Name ) (1) MLA Phone Number

. _—— —

<«
MLA Address

150 characters left



Once the MLA section is
completed (if applicable), scroll
down to “Building Details.”

Type in the following information
that will be constructed:

e Number of floors 3

* Number of full and/or half
baths

e Number of bedrooms

If no additional bathrooms are
being constructed, click on the box
beside “No Additional Bathrooms.—

If no additional bedrooms are
being constructed, click on the box

BUILDING DETAILS

Number of Floors (i)

Number of Full Baths (1)

Number of Half Baths (1)

[] No Additional Bathreoms ©

Number of Bedrooms (7)

[ No Additional Bedrooms ©

b

Foundation type (i)

| Select

Building Height (ft.)

beside “No Additional Bedrooms.” —

Enter the building height in feet

if this measurement is known.

Foundation type (i)

Click in the field box where Select

it says “Select” under Select

“Foundation Type" and a Foundation

drop-down menu will Work outside of Slab / Foundation
appear. Click on the Siab

appropriate foundation
type.

Slab and Foundation



SCFO“ down tO Hcertlflcate Of Certification of Information ~
Information.” Please carefully read
Certification of Information

. . .

t h e I n fo rl l I at I O n p rovl d e d By selecting Yes in the box below, you agree to the following: | hereby certify the above information to be true and cormect to the best of my knowledge, information and belief. | understand that any false statement or misrepresentation made on this application may

.
— result in the rejection of my application or revocation of any permit obtained pursuant to this application

| hereby certify: (i)

Once read, Click in the field box d
where it says “Select” under “I| our Name: @ Corticaton Date: D
hereby certify" and a drop-down | vt ame [ oumons
menu will appear. Click on “Yes” to
certify the information that has
been inputted up to this point.
| hereby certify: (i)

Select

Select

Mo

Yes

X
Posiienil
Type in the applicant’s name and today’s date in ©ome ’
MM/DD/YYYY form. | Sy Mo Tu WwWe Th Fr Sa |
30 31 1 2 3 4 5 . w“ . ”

The date may also be inputted by clicking on the calendar icon. Upon Me 78 9 0o n| Click the “Save & Continue
clicking the calendar icon, a pop-up calendar menu will appear. Click on fo 14 15 te AT ts 19 Button.

today’s date and the pop-up calendar menu will disappear and populate the 2 2 2 n oM n 0
certification date field. 7 2 20 3 1 2 3




Submit a new record v Saved

Choose a Record Record Information
° choose a Record ° ecord informaton }“’

Review Information
Please carefully review the information below. If you need to make any changes, click the edit button.

Record Information

The “Review” tab is where all the information entered previously will be reviewed by the applicant.

To make any changes to the
information listed under the
review tab, click the pencil icon
beside “Record Information.”

Upon clicking on the “Submit” button, a pop-up
window will appear confirming if the application

If changes are made, click
is ready for submittal. If so, click “Submit.”

“Save & Continue” at the “

bottom right-hand corner to
save all edits.

Save & Continue

Submit

Once all the information is Are you ready to submit this record?
correct under the “Review” Residential Building Permit

tab, scroll to the bottom of the
webpage and click “Submit.”




Upon clicking “Submit,”
a confirmation message
will appear along with Thank you! Your Record was submitted. Please click the blue link below to view

an application number. the aiplication and complete any additional steps.
5 RB2025-28872

Click on the application

number for more

information.

**THIS CONFIRMATION MESSAGE DOES NOT MEAN THE PERMIT HAS BEEN ISSUED. THE PERMIT IS NOW
BEING REVIEWED BY STAFF.**

Confirmation




Once the submission of the application is complete, go
to navigation bar at the top of the webpage. Click on
“My Dashboard.”

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions

Scroll down the page to “My Projects,” locate the submitted permit application, and,
if any tasks remain pending, click on “Pending Tasks” to complete them.

esidential Buildin ermi o Fees eviews urrent Milestone ub-type ccupancy Type
g No F Revi c t Milest Sub. o] T
4 Pending Tasks Portal App Review Addition Residential
158 GOODWIN NECK RD Decl d
YORKTOWN VA 23692 Added Date Processed Date eclare
04/23/2025 Valuation
N $100,000.00
I RB2025-00127 Issued Date Expire Date

Description
test



After clicking on Pending Tasks or the
Application Number that was provided in the

co nfl rm atlo N Messa ge’ t h € pe rm It d p p I |Cat|0 n Please check this site, and the email a:i:;::ilt;rt:Il;?:i::ritsa:o:l:i:::,i::ejp?;:et::.nd requests for additional information.
Informatlon page d ISp|ayS, at Wh |Ch p0| nt th IS Please scroll down and complete any items shown below in red.

DO NOT begin construction until reviews are complete, fees have been paid, and the permit has been issued.

message appears on the webpage.

When scrolling down the webpage, required item(s)
will appear in red. These are notifications to complete
certain tasks within the building permit application.

Applicant Action Required on the Contractor Licensing Exemption Statement Detail Page below

« Click the word Edit next to Contractor Licensing Exemption Detail below, to open the form.

+ At least 1 checkbox must be checked, and the signature and date must be filled in. If the last checkbox is checked, the description box below must be filled in.
= Fill in the form and then click the Save button at the bottom of the form.

If the applicant is not a contractor, please complete the Contractor Licensing Exemption Statement Detail Page:
Portal ResBldPerm Details o Edit

To complete this detail page, scroll down the webpage
until the tab titled, “Contractor Licensing Exemption
Statement” appears. Click the pencil icon to open and
edit the detail page.

Contractor Licensing Exemption Statement /' Edit

Certification of Information 4 Edit

Attachments (1)



Thoroughly read the Contractor
Licensing Exemption Statement and TO BE COMPLETED BY APPLICANTS WHO ARE NOT CONTRACTORS

In Accordance with § 54.1-1111 of the Code of Virginia, any person applying to the Building Department for the construction, removal or improvement of any structure shall furnish prior to the issuance of the permit either (i) satisfactory proof to the building

. .
CI I c k O n t h e a p p I I Ca b I e b OX official that he is duly licensed or certified under the terms of Chapter 11 (§ 54.1-1000 et seq.) of Title 54.1 of the Code of Virginia to carry out or superintend the same; or (ii) file a written statement that he is not subject to licensure or certification as a
.

contractor or subcontractor pursuant to Chapter 11 of Title 54.1 of the Code of Virginia.

Please indicate the i ion by ing the cor ing box below:

If the last box is selected, ) e vk s e o st i i, s pmay s O
Please enter the exemption in the

“Other Exemption Description” e e Y A et | e et st
field found below the last box on :

the webpage.

D The work consists of the repair and/or improvement to an existing non-residential building owned or occupied by me,
AND for my own use.

0}

D | meet another exemption listed in §54.1-1101, Code of Virginia. (Please specify) @

Other Exemption Description @

500 characters left



Scroll down the webpage and type in the applicant’s name and today’s date in MM/DD/YYYY form.

| affirm that | am performing, managing, or superintending work consisting of improvements to the real property located below, and that | am familiar with the prerequisites of §54.1-1101 of the Code of Virginia, that | have read the

exemptions, and that | am not subject to state licensure.

Address

159 GOODWIN NECK RD YORKTOWN VA 23692

Signature Date (i)

‘ ‘ B MM/DDYYYY

4

The date may also be inputted by clicking on the calendar icon.
Upon clicking the calendar icon, a pop-up calendar menu will
appear. Click on today’s date and the pop-up calendar menu

A

Wednesday
April 23, 2025

will disappear and populate the certification date field.
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Click the “Save” Button.

— =)



>

York

County

VIRGINIA

The permit is being reviewed by staff. Please wait for
a response from Building Safety before proceeding
with any work.



Once staff has completed the submittal review, an email notification
will be sent out indicating whether the application package has been
approved or if additional information is required by the permit

technicians.

*Please note: This is NOT approval of the Building Permit. This is approval of the application package.*

Email if application package is
approved:
Building Application Submittal Review Complete “a\\ﬁ{'}]‘k
County

Hello,

The intake review has been completed for your building permit application. This approval 1s for
the application package only. Do not begin construction until the permit has been issued. Please
return to the portal to check the status of the next steps, such as plan review, fee pavment, etc.

Building Application Number: EV2025-28827

Address: 100 TEST ST YORKTOWN VA 23692

Email if application package requires
additional information:

zi\/ork

ounty

Building Application Action Required

Hello,

The intake review has been completed for your building permit application. This is for the
application package only. Do not begin construction untilthe permit has been issued. Review
comments are listed below.

Building Application Number: RB2025-28872

Address: 100 TEST ST YORKTOWN VA 23692

Please address issues noted by the permit technician and check the portal for any additional
requirements.

NEED NUMBER OF EEDROOMS



Once you receive either email, log into the portal
account and click on the appropriate permit

application under “My Dashboard.”

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions

Scroll down the page to “My Projects,” locate the permit application that was
referenced in the email and click on the permit application number.

/

Residential Building Permit V

159 GOODWIN NECK RD
YORKTOWN VA 23692
s RB2025-00127

[ stams

Reviews
4 Pending Tasks

Added Date
04/23/2025

Issued Date

Current Milestone
Portal App Review

Processed Date

Expire Date

Details

Sub-type
Addition

Declared
Valuation
$100,000.00

Description
test

Occupancy Type
Residential




If additional information

APPLICANT ACTION REQUIRED - COMPLETE THE FOLLOWING STEPS BEFORE CLICKING THE COMPLETE CUSTOMER ACTION BUTTON

|S req u | rEd fO r th e pe rm |t 1. Adjust the blue button above from Needs Action to All and then click the View Details button of the Submittal Review to view the Permit Technician's review comments.
g o (This is the same information that was emailed to you.)
d p pI |Cat 1on pa C kagel d 2. Adjust the bar above back to the Needs Action setting.
new req u | red task Wl I I 3. Provide any additional information or attachments as indicated in the review comments.
4. Look for anything else in red that requires action, and complete the action as indicated.
d p pea I. Ca refu I Iy rea d 5. Click the red Complete Customer Action button at the top of the page to resubmit.

and complete each step:

Once the steps in the required task have been
completed, scroll to the top of the application and click
“Complete Customer Action.”

Complete %

Customer Action .
Complete Customer Action

1. Please go to the reviews on your application and complete the items listed

2. Once the items listed in the review have been completed return to this form
3. In the Comments box, you may add details or comments.
4. Only Press the "Complete Customer Action" button below after the review items have been addressed and any comments have been input.

A pop-up message will appear—please read it carefully
to ensure all items listed in the review have been
completed. Click “Complete Customer Action” to
finalize the process. ==

Comments (optional)

L
300 characters left

Complete Customer Action




Rork
Coun

VIRGINIA

The permit is being reviewed by staff. Please wait for
a response from Building Safety before proceeding
with any work.

Applicants are advised to periodically review the status of their application
within the portal. Items requiring their attention will be highlighted in red,
while tasks assigned to staff will be displayed in blue.
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