
Requesting Inspections

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

Please call 757-890-3755 during 
business hours for assistance.



Upon log in, the “My 
Dashboard” page will 
load. This page shows all 
permits associated to a 
portal account.

If a permit is not listed, 
please call 757-890-3522 
to have a permit 
technician add the permit 
to an account.



Permits may be searched by 
name, number, street, type, 
and date via the filter 
option.

Select the desired permit by clicking the permit number or the 
View Details button.

“Pending Task” indicates there are inspections ready to request.



Once the permit number or 
View Details is clicked on, a 
summary of the permit 
information will appear on the 
upper half of the webpage.

The lower half of the webpage 
will show the inspections, 
attachments, and related 
records related to the selected 
permit.

*Click ALL to view all the inspections available to request*



Inspections that have been resulted 
will have a result code filled in and a 
gray View Details button. Click View 
Details to view the inspector’s 
comments.

Inspections will appear with a blue Request 
Inspection button if they are available to be 
requested. 

If the desired inspection is not listed, there may be other 
inspections that must be completed before the desired 
inspections will be loaded. 

Call 757-890-3522 to speak with a permit technician.



There are two ways to request an inspection…

2. Click on the Request Inspection button.1. Click on the inspection number to open the inspection. 
Once in the selected inspection, the inspection can be 
requested. This page also shows results and attachments 
concerning the inspection that is open.



1. Click the Request Date field to view the 
calendar. 

2. Select the desired inspection date.

PLEASE NOTE:

Same-day inspections must be requested 
prior to 7 AM EST. The system will prompt 
input of an alternate date if the requested 
date is a weekend or a holiday. 

Inspections cannot be scheduled if there 
are any unpaid fees. PAY FEES FIRST 
before requesting inspections. 



3. The Location Details field is used for 
additional information to help the inspector, 
request a specific time of day, or to request a 
phone call prior to the inspection.
PLEASE NOTE: Inspectors will attempt to honor 
these requests if possible. Please do not request 
additional inspections by typing requests in this 
field. Please complete the process to request 
the inspections individually.

4. Once the date and optional location details 
are filled in, click Submit Request to submit. 

After the inspection is scheduled you can 
Reschedule or Cancel the request.
PLEASE NOTE: Inspections may not be cancelled 
after 7 AM EST on the day of the scheduled 
date.


