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Application Process 
This guide will walk you through the end-to-end process of an Address Certificate Permit 

Web Portal 

Starting an Address Certificate Permit application 
Login to the web portal with the following steps 

a. Enter your User ID 

b. Enter your Password. 

c. Click on the Sign In button. 

 

 

 

  

a 

b 

c 
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Click on the Permits drop-down and then select Apply for Permit 

 

 

Select the CDOT Address Certificate “Let’s get started” button. 
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Applicant 
On the Applicant page, the user can add an Applicant or a Developer. The Applicant is required, 

the Developer is not. 

 

 

 

To add an Applicant, if the web user is associated with a company, they will have a button with 

“Add <Company Name>” that when selected will add their company name as the applicant or 

they can select the “Add Applicant” button which allow the applicant to search for someone. 

Click on the Add <Company Name> button to add your company. 

  

Now my company is added as the Applicant. 
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To add a Developer, I can either add the company I’m associated with by clicking on the “Add 

<company name>” button, or I can click on the “Add Developer” button. 

In this example, we will click on the “Add Developer” button. 

 

 

Enter the company name for your developer that you want to find. Then click on the “Search” 

button. 
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The system will return a list of companies to choose from. Click on the select button next to the 

company you want to choose. 
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This will update your Developer on the Applicant page. 

 

 

To move to the next page, click on the “Next Step” button. 
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Additional Details 
When the application moves to the Additional Details page, the applicant information will be 

saved and an Application Number will be generated. At this point the applicant can leave the 

application and come back to it as it will now be on their dashboard. 

 

Address Certificate Details 

In the Address Certificate Details section, there will be a drop-down menu for the Certificate 

Type. The user will select the option for what they are applying for. 
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For this example, we will be using New Construction as the Certificate Type.  

If the certificate is an update to a previous certificate, the user can enter a Previous Certificate 

Number. (this field is not required) 

The applicant must also fill in the Description of their Request. 

 

Adding Address(es) 

In the Address(es) section of the application, this is where the applicant will enter the 

address(es) they are applying for a certificate. 

To add an address they will click on the “+ Add Address(es)” button. 

 

The user will get an “Add Address(es) pop-up to fill in. 
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The user can enter a point address or a range address based on the information they have. The 

following fields are required for an address – 

a. Street Number 

b. Direction 

c. Street name 

Once the required information is entered. The user can click on the “Add Address(es)” button. 

 

Except for a range address, an applicant can only enter one address.  

Once the applicant has clicked on the button, they will get a confirmation page with a map 

based on their input. They can either confirm or Re-Enter their information or cancel all together. 

 

a 

c 

b 
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Once the address has been confirmed, it will be listed in the Address(es) section of the page. 

 

 

Adding a property PIN (property index number) 

The next section on the page is for the address pin. Property Index Number(s) (PINs) are not 

required, but if provided they will help assist in the processing of this application 

To add a pin, click on the “+Add PIN” button. 
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The “Add PIN” pop-up will give the user an example of the formatting needed. It will disappear 

when the user starts typing the number.  

They can enter a 14 digit number or a 10 digit number. If the user enters a 10 digit number, the 

last four digits of the pin will be zero’s. 

 

Once all required information is added on the Additional Details page, the user can click on the 

“Next Step” button. 
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Application Documentation 

This will take the applicant to the Documentation page with a list of documents needed for the 

application. 

The applicant will be told they need to upload a Plat of Survey and a Site Plan. In order to do 

that, they will click on the “+Add Document” button. 

 

In the pop-up window, select the option that will be uploaded. In this example, we will upload the 

Plat off Survey. 

Select that option and then click on the “Choose File” button. 
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Find the file on your computer and click on the “Upload” button. 

 

Once all required documents are uploaded, the message at the top will go away and the 

applicant can proceed by clicking on the “Next Step” button. 
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Legal Agreements 
The applicant will be taken to the Legal Agreement page. They will need to read through the 

agreement and then select the option or “I Accept” and then click on the “Submit” button. 

 

 

Application Fee and Status 
Once the applicant has submitted their application, the application will move to the Status page 

and an Application Fee will be added. 
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On the Status page, the user can scroll through the page to see all the information they have 

entered. They can still make changes at this point. Once the fees have been paid, they will not 

be able to make any changes unless CDOT needs them to. 
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The user can add their fee to their cart and follow the instructions to pay their application fee on 

the city’s payment portal. 

 

 

Application in Review 
When the applicant’s application is in the “Application in Review” status, there is a message 

displayed at the top letting the applicant know their application is being reviewed. 

 

 

The applicant can scroll down on the status page to the Fee section to see that their fee has 

been paid. 

 

From the above, the applicant can scroll to the Review History section to see the reviews that 

have been added and the status they are in. 
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Applicant Correction Status 
When the application is in the Applicant Correction status, the applicant will get an email letting 

them know CDOT is asking them to correct something on their application. The applicant can 

click on the link in the email and after they log in, they will be taken to the application needing 

the correction. 

 

 

Once on the application status page, the top section will tell the application where to look for 

what is needed. 
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In the Review History section of the status page, in the Notes section of the review, there will be 

a note as to what is needed from the applicant. In the below example, they need to upload a 

more current site plan. 

 

 

To do this, click on the Documentation hyperlink at the top of the Status page. 

 

 

Click on the + Add Document button and upload the document needed. Once that has been 

uploaded, click on the Next Step button. 
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The applicant will be on the Legal Agreement page where they will click on the “I Accept” option 

and then click on the Submit button. 

 

 

Corrections Review Status 
After the above steps have been completed, the application is now in the Corrections Review 

Status. The application is back under review of CDOT. 
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Fee Payment Status 
Once all of the reviews have been completed, the applicant will receive an email letting them 

know that a fee has been added for them to pay. They will only have to pay an extra fee if there 

is more than one address on the certificate. 

The user can click on the Permit Application # as it’s a hyperlink and it will open the web portal, 

allow them to sign in and take them to their application. 

 

 

 

There will be a message at the top letting them know they need to make their payment to get 

their certificate. 
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Active Status 
Once all the fees have been paid, the system will generate the certificate. The status will be 

Active and the certificate will be on the web portal for the applicant to print. 

The applicant can click on the Print Document(s) button to print their certificate. 

 

 

Once the applicant has clicked on the Print Document(s) button, they will get the following page. 

From here they can print their certificate by clicking on the Print button. 

From this page, to go back to the application, the applicant can click on the View Permit Status 

button. 

 

 

Note: If the applicant is only applying for one address, then the application process will by-pass 

the second Payment process. The initial review fee will cover the cost for the first address. 


