
How to Apply For a Board of Health Permit or License 

 

 

The first step is to click on the paragraph under the “Permits & Licenses” heading.  This will bring you to our online 

permitting website. 

 

 

Once at the permitting page, you can login if you have already created an account.  Otherwise, click on the “Register for 

an Account” link as shown above. 

 



 

For a new user, the first page you will see is the disclaimer portion of the account registration process.  You can read the 

disclaimer, check the box and click “Continue Registration” at the bottom to progress. 

 

 

On “Account Registration Step 2”, your first step is to fill in the top portion of the page.  An important fact to note: Your 

password must be at least 8 characters. 

 



 

Once the information is filled in, you should then click the “Add New” button. 

 

 

You will have two choices for the contact type.  Pick the choice that corresponds to you and click continue. 

 

 

 

 

 

 

 



 

On the contact info screen, enter the info you would like to have on file for any contact regarding the permit or license 

you are applying for.  If you would like to add an additional contact you can click the “Add Additional Contact Address” 

button.  If not, scroll down to the bottom of the page and click “Continue”. 

 

 

You will get this message.  Click “Continue”. 

 

 

 

 

 

 

 

 

 



 

Once back on this page, you can click “Continue Registration” to continue with the process. 

 

 

You have now created an account and are ready to apply for permits and licenses.  Click “Login” in the top right of the 

page to get started. 

 

 



 

In the Login area on the right side of the screen, please enter you Username or Email and the password that you have 

created.  Then hit “Login”. 

 

 

Once you have logged in, click “Board of Health” first, and then “Create an Application”. 

 

 

 

 

 

 

 



 

Click the checkbox to acknowledge the disclaimer and then click “Continue Application” 

 

 

On this screen you will be choosing the type of application you want to apply for.  Click on “Board of Health 

Applications” to see a list of the possible types. 

 

 

 

 



 

Here you will choose the application type that pertains to the license you would like to apply for.  For a rental lease 

registration, select “Rental Certificate Application”.  Once you have selected a license type, click “Continue Application” 

at the bottom of the page. 

 

 

This particular example is for a Rental Certificate.  However, the only difference between this and other permit types is 

part 3 of the process.  On this screen, it is very important that you read all of the instructions at the top of the Address 

section.  Enter the street number and street name (without a suffix), and then click search.  If a result is returned, it 

should have filled in the rest of this page for you.  It may give you a list of addresses to pick from, which you can then 

pick the correct address from to continue.  Scroll down the page to verify that the information is correct.  In the owner 

section, you can edit the info if it is incorrect.  Otherwise, click “Continue Application” at the bottom of the page. 

 



 

On this page, you should read the directions and make a choice based on who you are in relation to what you are 

applying for.  Most people will be clicking the “Select from Account”. 

 

 

You should select the “Associated Contact” and then hit “Continue”. 

 

 

 

 

 

 



 

Once you have selected a contact, you can click “Continue Application” at the bottom of the page. 

 

 

Step 3 of the process is info specific to the license or permit you are applying for.  Please not the information at the top 

of the section.  You should fill in all questions on the page and then click “Continue Application” at the bottom of the 

page. 

 

 



 

Step 4 is a review of all the information that you have entered. If it all looks good, you can click “Continue Application” at 

the top or bottom of the page. 

 

 

In Step 5, you will decide to keep shopping or to check out.  If you have more units or would like to apply for more 

permits or licenses, click “Continue Shopping”.  If you would like to finish and pay, click “Check Out”. 

 

 

 

 



 

This is your shopping cart.  If you are finished and would like to pay, click “Checkout”.  The only thing left to do is to 

enter your payment info on the screens ahead. 

 

This concludes the instructions on how to apply for a permit or license.   

 

 

 

 


