
HOW TO: CREATE A BUILDING REPORT 

Creating Building Reports is simple and customizable.  Simply follow the directions below to create your 

reports.  Start by selecting the tab labeled Citizen Access Portal. 

 

 

Select 

Permits 

Select 

Search 



 

 

Choose start date 

and end date to 

view daily, weekly, 

monthly, yearly, etc.  

Then simply select 

Search. 

You can also narrow 

your search by 

permit types and 

work class 


