
Online Permitting Application Tutorial: 
Please go to: https://epermits.tempe.gov/citizenaccess/default.aspx 

 

Here you will register for an account utilizing the email account you wish to receive notifications to.  

(this must coincide with your work email account ie. Tempe.gov, cox.com, srpnet.com etc.) 

 

 

 

 

 

 

 

 

 

https://epermits.tempe.gov/citizenaccess/default.aspx


You will see that License Numbers are required for licensed professionals, this means we need to have 
ROC numbers for all contractors and businesses registered in the State of Arizona 

 

Once you agree to the terms, you’ll Continue Registration 

 

 

 

 

 

 

 

 

 

 

 



During step 2 you will fill out your desired user name and password information.  It is highly advisable 
that individual emails are utilized to avoid the loss of information.  

You will need to click on “Add New” to complete step 2. Complete the business information section and 
continue. 

 

Once you click “Continue Registration” your account will successfully be registered.  



Once logged in you will see your Account Management page:  

 

 

Home: Your home button will take you to the home screen where all City permitting information can be 
found. 

Search: The search feature allows you to search for all permits available from the City by Record 
Number (UT/BP/TCP), Record Type and various other descriptors.  

+New: This is where you will add your new applications.  The Utility Application is found under the 
“Engineering Dry Utilities” option.  

Schedule: This feature allows you to check on currently scheduled pre-con meetings and to schedule 
future pre-con meetings. 

 

The following pages will walk you through the application process for Utility Permits. 

 



Dry Utility Applications can be found in two spots on the home page:  

 

 

 

 

 

 

 

 

 

 

 



Once terms are read and agreed to, continue to the application and select the application 
record type you need (most typically it will be the PW Utility Permit): 

 

As with the paper application you’ll need to fill in the physical location of the job site.  This is required 
to move on to the next step. You’ll fill in the location information and click the search button.  

 

 

 

 



Click the search button, if the address is vetted in the City of Tempe GIS mapping system as a valid 
address, select the appropriate choice that matches the job site address:  

 

Continuing the Application will bring you to the Contact Information page:  

 

 

 

 

 



From here an applicant from the account must be selected:  

 

This will auto-populate the contact information and you can move on to select 
the “Licensed Professional” by looking up the Company Name.   

 

 



DO NOT click on “Add New.”  This will cause a whole new professional to be added to the list of 
companies, and each company is vetted before it can be added to the License Processionals list for the 
City of Tempe. 

 

Applications with unknown professionals listed will be declined and the application will have to be 
resubmitted entirely. 

This system believes in the saying “less is more” therefore, to look up the 
license, enter the first name of the business and hit enter:  

 

Click on the “look up” button and a list will be generated where the business will need to be selected. 

 

 

 

 



The list that generates may have more than one option for the business name, if 
this happens, please select the last option in the list.  This is the latest updated 
version of the business in the permitting software.  

 

Once the business is selected, you can continue to the next step. If you want to change any of the 
information for the Licensed Professional contact, or if you want to make sure all correspondance will 
be going to the correct place, you can edit the information to confirm/make changes:  

 



(If a contacts first and last make are not populate you will get this pop-up without chosing the edit 
option) 

 

 

 

 

 

 

 

 

 

 

 

 



 

Once the Applicant and Licensed Professional information is complete the application can 
continue:   

 
 

 

 

 

 

 

 

 



During Step 3 “Project Description” please enter any job number associated 
with this application (ie. PRJ184268-1, WR4139265, N.764884 etc.):  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4 Project Details:  

 

The required information on this page: 

Type: dropdown of the regular companies that put UT applications through. If the business applying 
does not appear, please email tracy_tibbetts@tempe.gov 

Description of work boxes: at least one of these boxes must be checked before the application can 
proceed, but all boxes that apply to the work should be checked.  

Lineal Footage: If  drilling or trenching are descriptors of work, the total lineal footage will need to be 
entered.  This is the total lineal footage being worked in the right-of-way. If plans have 117’ of 
trench/bore and only 90’ of that is in the ROW, please only put 90’. 

SmallCell/DAS: If this is a permit for the installation/powering of a SWF, please check this box as it will 
automatically create the required RUSA permit as well.  

mailto:tracy_tibbetts@tempe.gov


Step 5 Attachment: 

Every Permit application must upload design plans for the work being performed whether it’s 
trench/bore or service drop.  

The documents made available on this page are for Small Cell/DAS permits only.  

If you did not select SmallCell/DAS on the description page, please disregard this note and upload 
your utility plans.  

Select Continue once the document is 100% uploaded 

 

 

 

 

 

 

 

 



 

 

Add the type of document, a description and Save: 

 



 

 

Continue application to Review all details are correct, then continue application to receive the receipt 
and UT number:  

 

 

 



Once the application is complete it will go into a status of “Applied.” 

Applicant can search for the status of their application by searching for application from the “My 
Records” Page:  

 

 

 

 

 

 

 



Applicant may also find and pay for permits that are ready to be issued: 

 

 



Payment options available are credit card and back account:  

 

 

 

 

Once payment has posted, Engineering will go in to Issue the permit.  



Please allow up to 48 hours for the “Issued” status to take effect.  Once the status changes to “Issued” 
the permit can be printed from the “Attachments” link under Record info: 

 

The permit can be found and printed from here: 

 

 

 

 

 

 



The final step is scheduling an inspection:  

 

 

 



Be sure to select all options that apply to the inspection you are wishing to conduct:

 



Note that there is still a 24 hour minimum for advance notice of pre-con 
requests

 
Once a day is selected, the inspector assigned to the Permit will be notified.  

 

Please email tracy_tibbetts@tempe.gov with any questions, comments or concerns. Both the 
inspector and Tracy can help with any snags that pop up while filling out the application or scheduling 
the inspection.  
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