
 

Plumbing Contractors: How to Request Access to 
Permit Records  

1. Go to “Contact Manager” 

 

2. Open “My Associations” tab and search for the company’s name. 
a. Press “Request Access” 

 

 
3. The company has to grant that access on their end (through their online portal): 



 

 

The company will have to go to the Contact Manager, open “Associates” tab and press 
“Approve” button. 

4. After request is approved by the company, plumbing contractor will see the 
company’s contact under “Existing Associations” section : 

 

5. After access has been granted, the plumbing contractor can open ‘My Work’ and 
turn on the ‘Include Company Records’ toggle in the upper right corner. Once 
enabled, they will see not only the permits where they are listed as a contact, but 
also the company-owned permit records they have been given access to: 



 

 

6. From there, if you want to request an inspection – click on the permit number and 
navigate to the Inspection tab inside that record: 
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