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Welcome

Key Staff:
Sergio T. Ascunce, Building Official

sascunce@cohb.org 954-457-1386
Raul Alvarez, Chief Structural Inspector

ralvarez@cohb.org 954-457-3002
Chris Swain, Chief Electrical Inspector

jcswain@cohb.org 954-457-1387
Robert Stewart, Chief Plumbing Inspector

rstewart@cohb.org 954-457-1388
Gonzalo Corcuera, Chief Mechanical Inspector

gcorcuera@cohb.org 954-457-1302

mailto:sascunce@cohb.org
mailto:ralvarez@cohb.org
mailto:cswain@cohb.org
mailto:rstewart@cohb.org
mailto:gcorcuera@cohb.org
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Support Staff:

Edward Leonhardt, Assistant
eleonhardt@cohb.org 954-457-1386

Lola Roberts, Permit Clerk Supervisor
Lroberts@cohb.org 954-457-1382
Glenis Cabarcas, Permit Clerk
gcabarcas@cohb.org 954-457-1367
Jamie Lehmann, Permit Clerk
jlehmann@cohb.org 954-457-1383

mailto:eleonhardt@cohb.org
mailto:Lroberts@cohb.org
mailto:gcabarcas@cohb.org
mailto:jlehman@cohb.org


Welcome

What is Citizen Access Portal or CAP?

• New self-service internet website for permitting
• Available 365/24/7
• Permitting/Planning/Code information
• Inspection Requests
• More…



Presentation Goals

Presentation Objectives:

• Converted Permit Numbers
• Accessing the new website
• Registering and creating an account
• Navigating the new website
• Inspection Requests



Application Numbers



Application Numbers

Application Numbers

• Your Existing Application Numbers
• Your Converted Permit Numbers
• New Native Process/Permit Numbers



Application Numbers

Your Existing Application Numbers

• Master Application Number
 15-1234

• Building
• Electrical
• Plumbing
• Mechanical
• Additional Sub-permits

Permits have no 
identifying numbers



Go Live

Conversion to the New System

Go Live on
Monday, October 19th, 2015

• Converted Numbers will become 
effective until Go Live. 



Permit Numbers

Your Converted Application Numbers

• Your Master Application Number becomes 
the new Plan Processing Number

15-1234            2015-1234

This is similar to the Processing Number 
issued for plan reviews



Permit Numbers

Your Converted Permit Numbers

• The previously un-numbered permits will get 
a unique permit number
 2015-1234-NBCM-0 (Building Permit)
 2015-1234-NELC-0 (Electrical Permit)
 2015-1234-NELC-1 (Electrical Sub-Permit)

• Upon registration Contractors are automatically 
linked to their respective permits.



Process Numbers

New Native Process Numbers

• Applications initiated in the new permit 
system will have a new format

PL-LLLL-YY-##### PL-BBDC-15-12345

This will be your plan processing number 
for plan reviews



Permit Numbers

New Native Permit Numbers

• Master and Sub-Permits will each have 
their own number
 BNEW-15-12345
 ESUB-15-54321
 SP-ECAT-15-98765



Permit Application

• New Uniform Permit 
Application Form

– For use within all Broward 
County municipalities

– Optional through April 1, 2016
– Available in electronic PDF 

fillable format
 Save and Print



Permit Application



Permit Application



Permitting  Information

• Location: 
– City Hall - Building Division

400 S. Federal Hwy
Hallandale Beach, FL 33009
(954) 457-1383

• Hours (Mon – Fri):
– Counter 7:30 am – 4:00 pm
– Office 7:30 am – 5:00 pm



Access Website



Access Website

• Website: 
Building Inspections Division
– Application and Forms
– Personnel Phone Numbers
– General Information
– Link to Online Permitting

– Browser Types:
• Internet Explorer
• Google Chrome
• Apple Safari

www.cohb.org/building



Access Website

Click Link to Online Information (CAP)



Access Website



Access Website

Two ways to use CAP

1. You can register and be linked to your 
plans and permits to request 
inspections; or,

2. You can access without registration to 
view only

– In the future you will need to be 
registered to upload documents



User Registration



User Registration



User Registration

Complete the User Details 
and Address Fields Section

• Must Provide an Email 
Address

• Minimum 6 character 
password using a 
combination of letters and 
numbers (Ex.: abc123)

• Enter the number in the 
image

• Click “Submit” when done



User Registration

City Staff will receive your 
request to register and will 
enable your log-in.
• You will receive an 

email once activated

Customers will receive 
their activation email 
within 48 business hours



Log On User



Log On User



Log On User



Log On User

A registered user is linked 
to their plans and permits

• This is the Home Page 
showing all linked records

• This is the main screen for 
the registered user

• User name will appear next 
to the “Welcome” on the 
log-in bar (see arrow)

• User must be listed as a 
contact for record to appear 
on the Home screen



Log On User

Additional options within 
the Home screen

• View current license and 
insurance certificates with 
the City

• View current and past 
invoices and pay online

• View Code Compliance Case 
with the City



Log On User

Click on a record number 
to view details

• View Permit information for 
inspection results and other 
requirements

• View Plan information for 
plan review results and 
application status



Log On User

Click on a record number 
to view details - Plan

• View Plan Details

• Address Details
• Contact Details

• Inspections within Plan not 
used

• Fees Paid and Fees Due 
• Pay online



Log On User

Click on a record number 
to view details - Plan

• View permits that have been 
attached to the plan

• Plan review comments 
under the Submittals tab



Log On User

Click on a record number 
to view details - Permit

• View Permit Details

• Address Details
• Contact Details

• View scheduled and 
required inspections and 
results

• Fees Paid and Fees Due 
• Pay online



Log On User

Click on a record number 
to view details - Permit

• View active sub-permits and 
those pending to acquire

• View attached documents

• View other types of 
submittals required for this 
permit



Log On User
Scheduling an Inspection
• View completed and 

pending inspections
• Schedule an inspection by 

clicking “Schedule”
• Inspections are 

automatically scheduled for 
the next available business 
day

• Complete the inspection 
information

• Click “Schedule”
• The Interactive Voice 

Response (IVR) system is no 
longer in use



Log On User

Scheduling an Inspection

• Confirm the inspection has 
been scheduled

• Schedule inspection up until 
4:00 pm for next business day

• Cancel an inspection online 
same day before 4:00 pm

• Receive confirmation of 
cancelled inspection

• Cancel an inspection after 
4:00 pm by calling the 
Department



Log On User

Inspection Results

• View inspection result 
details



Log On User

Inspection Results

• View inspection result 
details

• View inspector details

• View inspection results in 
the “Checklist” section

• Request a Re-inspection of 
the same type inspection



Log On User

Managing Account

• Manage and update general 
user information

• Change Password

• Change and update address 
information

• Manage related contacts

Log Off 
• Once complete proceed to 

log off



All Users
(View Only)



All Users (View Only)

Home Page

• Menu Options
• Permits
• Plan
• Code
• Inspections
• Calendar



All Users

Select a Menu Option

• Search for information 
within the Permits, Plan 
and Code menu options

• Typical search screen to 
view information



All Users

Select a Menu Option

• View all inspections 
scheduled for today

• Sort by column 
information and 
confirm inspection



All Users

Select a Menu Option

• View a scheduled or 
community meeting



Electronic Reviews

• Coming Soon!
– Electronic Plan Reviews

• Streamlined Plan Review Process
• Concurrent reviews among City Departments

– Electronic/Digital Signatures
• FDOT PEDDS
• Third party digital signature verification



Online Permits

• Looking Ahead!
– Online Application and Issuance of Permits

• AC Change-outs
• Water Heater Replacements
• Burglar Alarm Vouchers
• Others…



Thank you!



Questions Please
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