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Create a Building Plan Check Application 
 
The following guide will display how to submit an application through our online permit center for 
registered users.  

 

Start a New Application  

 

• Log in with registered user name and password 
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• Click “Building” to continue with the application 

 
• Select Create an Application 
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• Read and review the general disclaimer, agree > continue application 

 

• Expand the filters > select the Building plan check type > continue application 
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Step 1: Contacts and Location 
 
• Select Add New or Select from Account, add applicant contact 
Information, and click continue 
 
 

 
 

  

 
 
 
 
 
 
 
 



Department of Building and Safety    Apply for a Permit Online 
 

5 | P a g e  
 

Step 1 (cont.): Contacts and Location> Location 
• Provide street number/name/city or parcel number for property, and click continue application 
Tips: - Click on the City of Fontana Map to help locate address or parcel number.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

 



Department of Building and Safety    Apply for a Permit Online 
 

6 | P a g e  
 

Step 1 (cont.): Contacts and Location> Location 

• Once the address and parcel are verified click “Continue application” 
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Step 2: Application Information  
 
• Applicant to provide a project name & detailed description  
• if there is an existing entitlement project, provide the Planning Master Case information (MCN) 
• Select the applicable property type, the sewage type , and click continue 
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Step 2 (cont.): Application Information> Licensed Professional 
 
• Add New: To add a new licensed professional. Select the license type and insert license number, 
complete required contact information. Save and close when completed. Any data on file will populate.  
•  Look Up: Use the Look Up button to search for existing licensed number. Update the required fields to 
Save and Close, and click continue  
*If you are pulling this permit as “owner- builder”, you do not need to fill out this information  
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Step 3: Supporting Documentation > Documents 
 
• Attaching plan sets & supplemental documents are required.  
• From Add > Browse to select PDF to attach. 
• Select file > Open > Continue 
 
Note: All plans submitted for review must meet all of our “Electronic File Submittal requirements” or will 
be returned unprocessed. 
 
 
 
 

 

 

 

 

 

 

 

 

https://www.fontana.org/DocumentCenter/View/30757/Electronic-File-Submittal-Requirements?bidId=
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Step 3 (cont.): Supporting Documentation > Documents 
 
 • Select Document Type, provide attachment description and the number of plan check review > Save  
    *More than one file can be added at the same time. 
 

 
 
Step 3 (cont.): Supporting Documentation > Documents 
 
 •   Once the attachments have been successfully uploaded, click “Continue Application” 
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Step 4: Review 
 • Applications need to be reviewed; edits can be made at this time. Applicants will need to read & agree 
to the provided certification, and click continue application 
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Step 5: Receipt/ Record issuance 
 
 • A submittal number (ex: BPCH23-00078) is generated for your tracking. Once the submittal is accepted, 
an invoice will be provided ready for permit before permit issuance. 

 
 


