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REGISTER FOR AN ACCOUNT OR LOGIN TO AN EXISTING ACCOUNT 
Navigate to:  Home-->BTU SERVICES PORTAL-->Permitting and Inspections 

• Click on ‘REGISTER OR LOGIN TO YOUR ACCOUNT’. 

 

 

• From the ‘LOGIN’ screen, enter your User Name and Password, or select ‘REGISTER NOW’ to set 

up a new account.   
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APPLY FOR A LINE DESIGN PROJECT PERMIT 
1) Once you are logged in, navigate to:  Home-->BTU SERVICES PORTAL-->Permitting and Inspections 

 

• Click on ‘APPLY FOR A PERMIT’. 
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2) All projects must start with the submittal of a Line Design Project Application.  Fill out the permit 

application.  Fields with a red bar next to them are required.    

• You are now designated as the “Applicant”.  You will have full access to project details.  You will 

receive all project related email notifications, including status updates for inspections that you 

requested. 

• Select the Line Design Project Application Type for all new projects. 

• Use the definitions to assist with selecting the correct project Sub Type for your project. 

• Enter the project Address or Parcel# and click ‘FIND ADDRESS’.  You may still proceed with a 

valid 911 Address, even if it is not found. 

 

 

 

  

Where available, hover 

above these question 

marks for more 

information about a field. 

Red bars indicate 

required fields. 
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3) Once the Address has been entered, provide required project details.     

• The Project Owner is the Builder or the entity responsible for construction of the project. 

• The Service Request Type will be New Construction for most new projects. 

• The Point of Contact must be a registered user.  If the name entered is not found, you will be 

prompted to create a new user contact.  The Point of Contact has full access to project details.  

They will receive all project related email notifications, including status updates for inspections 

requested by the Point of Contact. 

 

 

 

• Complete user contact registration form, if necessary. 
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4) Once project details have been entered, you will be asked whether temporary construction power 

will be required at the site.     

• This questions is relevant to New Construction projects.  Applicants should answer ‘No’ to this 

question for most other Service Request Types. 

• The Service Area must be selected before addressing this question. 

• NOTE:  Please be sure to answer these questions accurately. BTU personnel may respond to the 

site based on responses to these questions.  A re-inspection fee may be assessed if Tpole is not 

ready for inspection as indicated. 

 

5) You may attach a damage waiver or a load analysis at this time.   

• Both documents can be uploaded to the portal later in the design process.   

• You may also submit an electronic damage waiver using the Damage Waiver permit application.  

• Click the link at the top of the page to learn more avout damage waivers. 

 

 

6) Finalize the project Application and submit it for review. 

• Read acknowledgements.   

• Sign the Application. 

• Click ‘SUBMIT’ to submit the Application for review, or click ‘SAVE FOR LATER’ if you wish to save 

the Application and submit it at a later date. 
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EDIT A LINE DESIGN PROJECT PERMIT 
1) Navigate to:  My Account--> View my requests 

 

• Click on ‘View my requests’ 

 

 

2) Locate the permit application you wish to edit. 

• Click on the ‘Under Review’ tab. 

• Find the correct address/job. 

• Click on the APP# to bring up the ‘VIEW PERMIT’ screen. 

• You may also use the search field to search for the applicable application. 

 

 

 

 

 



8 
 

3) Select ‘Edit my Permit’ from the left hand toolbar. 

• NOTE: Instructions on how to edit the project details can be found at the top of the permit 

details page. 
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4) Make required edits/corrections. 

• Once on the ‘EDIT PERMIT’ screen, you may edit any open field. 

• If you wish to edit any of the locked fields, you must submit a comment requesting the change 

(including the correct address, if applicable) in the Project Comments field, OR  

• You may also request an edit or correction by sending BTU a direct message using the "Leave 

Message" option in the left hand toolbar of the ‘VIEW PERMIT’ screen. 

• NOTE: Instructions on how to edit the project details can be found at the top of the permit 

details page. 
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APPLY FOR A DAMAGE WAIVER PERMIT 
Once you are logged in, navigate to:  Home-->BTU SERVICES PORTAL-->Permitting and Inspections 

• Click on ‘APPLY FOR A PERMIT’. 

• Select the Damage Waiver Application Type. 
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• Enter the Job# and click ‘FIND’ to locate your project.  You may also enter the APP#, or Project#.   

• Read the damage waiver Application.   

• Enter Name and sign the Application. 

• Click ‘SUBMIT’ to submit damage waiver application for review, or click ‘SAVE FOR LATER’ if you 

wish to save the application and submit it at a later date. 
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REQUEST AN INSPECTION 
1) Navigate to:  My Account--> View my requests 

 

• Click on ‘View my requests’ 

 

 

2) Locate the job that is ready to be inspected. 

• Click on the ‘Approved’ tab. 

• Find the correct address/job. 

• Click on the JOB# to bring up the job permit screen. 

• You may also use the search field to search for the applicable job. 
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3) Request an Inspection. 

 

• From the ‘VIEW PERMIT’ screen, click ‘Request an inspection’. 
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4) Choose the Inspection Type and submit inspection request 

• Select the appropriate Inspection Type using the chart as a guide. 

• Enter the desired inspection date.   

• Review inspection details and check the box to confirm acknowledgement.   

• Sign the inspection request. 

• Click ‘SUBMIT’ to submit the request. 
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VIEW INSPECTION DETAILS AND RESULTS 
1) Navigate to:  My Account--> View my requests 

• Follow the steps above to locate the appropriate job. 

• Once the job has been selected, click on the ‘Inspections’ tab. 

• Prior to the requested inspection date, the inspection may be rescheduled or canceled. 
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2) Inspection results can be viewed once the inspection has been completed and the inspector has 

uploaded results to the portal. 

 

• Click on the ‘Inspections’ tab. 

 

 

 

• Click ‘VIEW COMMENTS’ to see inspector comments. 
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• Click on the ‘Documents’ tab to view any photos uploaded by the inspector. 

 

 

 

 

 

 

 


