How to Apply for a Building Permit?

Accessing the System
Web Address
To access the system, type the following URL address on your Web Browser address field:
http://shrewsbury-ma.fbgov.us

Departments

The system will show the Permit Types and fees that each department offers. To see the
department info, click on the department’s name. To see the permit types and fees, click on the
department Schedule of Fees link.

You may apply for Permits and Licenses from the following Departments(s):
oard of Health
Building Department)

Department Info Fees

Choosing a Process
Registering:
You can create a User Account which allows keeping track of the application status, required
documentation, creating reports, etc.
To register, click on the Click Here to Register button, located on the Choose a Process Tab.

Click Here to Register

On the Registration screen
New Contractor / Homeowner Registration

Type the required information, mark e y—
with a red asterisk (*) and then click the =
Continue button. Click Cancel if you do Security Question” Inwat ity were you born? .
(Used if you forget your Wsswoﬂ.‘f)‘
not wish to continue with the Socurity Question Answer oo
. . Contact Information
registration process. Name (Flt ML e

Company Name

Address

City State Zip (no commas)
Business Phone
Cell Phone

Email Address

Continue Cancel

Tools
The Tools tab lists on a hyperlink format the Tools
available tools for land record management . GIE - brapery iewar - o
- Property Viewer

such as WebPro, GIS, etc.

Links
The Links tab lists on a hyperlink format Links
important websites, such as Town of o Lown of shrewsbury

Shrewsbury, SELCO, Building Departments, etc. ® Building Department



http://shrewsbury-ma.fbgov.us/

News

The News tab lists on a hyperlink format the
latest news related to permitting process or
land record use.

News

® \Westford Launches new Permitting System for Sale
e Roof Load Warning
& Vacancy Notice - Board of Light Commissioners

Log In Options

Log In:

On the Log in Options tab, type your User
Name and Password only if you are a registered
user. Click the Log In button to continue, or click
Clear to restart the log in process again.

User Name/Password Reset:

If you do not remember your User Name or
Password, click on the Forgot User Name or
Password link, located at the bottom of the
Log in Options tab.

You will be prompted to the Forgot User
Name or Password Screen

Log in Options

Enter Login Information

User Name:
Password:

Forget User Name or Password

Forgot User Name and/or Password

Recover User Name
Enter the email address that was used to register:

GetUser Name

Reset Password
Enter Your User Name:

ResetPassword

Cancel

Type your email address and click on the Get User Name button if you forgot your user name, or
enter your user name and click the Reset Password button if you forgot your password. The

password will be reset to a default value ‘password’.
Click Cancel if you wish to exit this process.

Main Screen

On the Main Screen there are several options:

o s, Town of Shrewsbury

% 100 Maple Avenue
7| "% shrewsbury, MA 01545
MBS - ttp://www.shrewsbury-ma.gov

4, o
i

Welcome Back

Need Help?

Click Here to submit a comment
or report a problem.

2

View
Show 20 ~ Records Per Page
Community: Town of Shrewsbury hd Search
Ee Rddress Jepartment Parcel

~SELECT ONE- -
Permit / License
~SELECT ONE-

Date Submitted
To

| Application ID

Permit Number Date Issued

Status (Hold Ctrl and Click to select Multiple)

XK XK KAXX,

Owner Name

~SELECT-
Application Submitted
Cerificate of Occupancy Issued

To

AW

Apply Filter Clear Filter

New Application|Maintain Contact Information | Maintain License Numbers| Change Password] Mlain Menu
Parcel
Date Permit / Date Site ID | Applicant Oowner Owner

i) Submitted | License Status Permit # | Issued |Address Name Name Address
PANv Pasivy VA A v ANV A B A v
2011- 03/29/2011 Residential [ Application 100 21 SHREWSBURY | SHREWSBLRY | 100 MAPLEAVE [
00196 Permit Submitted MAPLE 101001 [TOWN OF TOWN OF [SHREWSBURY MA

AVE =)
Viewing Records 1 to 1 of 1 . :
iewing m:nlr s 1to 1 of Appllcatlon




View

View options such as selecting the amount
of records shown by page and accessing other
communities using FBGOV.

Show 20 ~ Records Per Page
Community: Town of Shrewsbury -

Search
You can search for applications using the Search Filters on your main screen

Site Address. Department Parcel ID(oox 000 0e0)
~SELECT ONE- -
Application ID Date Submitted Permit / License Owner Name
To ~SELECT ONE- -
Permit Number Date Issued Status (Hold Ctrl and Click to select Multiple)
To ~SELECT-

PITRS

Application Submitied
Certficate of Occupancy Issued

e ey

Select one or many options at your convenience and click the Apply Filter button. To see all
application again, click on the Clear Filter button.

Icons
Saving Results in Excel: This allows creating an Excel spread sheet with the applications
shown on the screen.
%5%’ Map Results in Google: To view in Google Maps the locations where the jobs are being
done.
' Log Off: To close the user session and exit the system.
Main Menu

New Application:
The New Application Window will open when this option is clicked

Owner / Applicant Information Permit / License Selection
Property/Owner Information Permits and Licenses available from the following Department(s):
Location Type™ @ Address © Street  Town Wide
Street Name ® Board of Health
 Building Department.
Parcel ID _Seject One -
m License to Conduct a Rec Camp for Children O] .
License to Frozen Desserts (i)
Applicant Information o
Same a5 Owner Same s My Last Appication License to Operate a Tanning Faciity
Name (Business Name) License to Sell Milk and Cream [i]
Address. License to Sell Tobacco [i]
City State Zip (no commas) Mobile Food Vehicle / Pushcart [i]
Phone Pump Record Li]
Email Address. Registration for Catering [i]
Residential Kitchen [i]
Septage Hauler ()
Continue Cancel
Swimming / Wading Pool )
Temporary Food Permit L]
Certificate of Inspection o
Commercial Permit o
Electrical Permit o
Gas Fitting Permit [
Plumbing Permit o
Residential Permit o
Sheet Metal Permit o

Fill out the required information, marked with a red asterisk (*); select the permit type on the
right column and click Continue. Click the Cancel button to exit the process.



Depending on your permit type selection, a screen with a state form will open. Fill out all the

information required and click the Arrow icon to submit the application, or click Q to
cancel.

After submitting the application, a confirmation message will appear

10w 01 SnrewsDury

00 Maple Avenue WEIFI‘:Drr:‘E:chz
hrewsbury, MA 01545 Click H t bmit leed Hel F‘-t
- hitp://www shrewsbury-ma.gov ick Here to submit a commen

or report a problem.

Your application has been Submitted

Permit/License Type:Electrical Permit
Location:100 MAPLE AVE
SHREWSBURY MA 01545
Application Number:2011-00197

Please submit all required documents to the Building Department 55Main St, Westford, MA 01886.
[Failure to submit required documents will result in your application being delayed and/or denied.
[Be sure to reference your application number and job location on all correspondences.
|All applications are subject to various department approvals prior to a permit being issued.

‘ou will be notified once your application is reviewed and all necessary approvals are received.
[At that time, you will be required to provide full payment in order for a permit to be issued.

I you have any questions regarding your application, please contact the building department at 978-692-5527.

[Note: This message is for notification only and does not represent authorization to begin work, nor does it guarantee that a permit will be
issued.

Please Print your Application and any additional forms, then click the Checkmark to Continue.

Application

©

-

Giving you the option to print the application by clicking on the Printer icon.

Click on the Check Mark icon to finish.

Maintain Contact Information:

Maintain Your Contact Information i This pop up window allows addmg or
P ——— editing your contact information. Click

e on submit changes to save the
information, or click on the X icon to
Business Phone:

clt phone: cancel and exit.

Email Address:

Submit Changes

Maintain License Number:

This pop up window allows adding or
editing your Contractor’s License
Number. Click on submit changes to
save the information, or click on the X
icon to cancel and exit.

Maintain Your License Number(s)

License Type License # Expiration Remove|
~Select One- - 01 vy 01 v/ 2011 =

Submit Changes




Change Password:

P This pop up window allows changing
Change Your Password your password. Click on submit changes
i to save the information, or click on the
T p— Xicon to cancel and exit.

Change Password

Application
These options allow you to keep track of each application individually.

I\» View Application: When this option is clicked, a page will open with the application
submitted. At the top right corner you will find a menu that will allow you to print the

- a

application , 80 to Process Screen , or go back to the main screen ¥

View Process Screen: This option will open the Process Screen, where the documentation
required, approvals, inspections, fees and payments linked to a specific application are
recorded.

2010-00120 Date Submitted: 02/17/201 1 Permit/License: Certificate
Date Tasued: Status:Applicatio
100 Mapie Street ‘Appiicant: Owner:

Description  DateEntersd  Date Received  Date Approved

Description Amount

Description Details Options

Total Payments: $0.00

@

Description Date Scheduled  Inspector Status

Enersd O
o
o

&

Entersd

Heslth Inspection Entersd Event

Plumbing Inspaction Entzred O

wed by Public/Contractar

Added [Health Inspection]
I

Aipplication Creatad

IDescription

[spplication Q,

This page is very useful for keeping track of your application. Any new requirement or change of
status will be recorded on this view.

If you wish to go back to the main screen, click on the ¥ icon.

S View in Google Maps: When clicked, a new Google Maps window will open with the
location of the worksite linked to that specific application. If you wish to go back to your main
screen view, just close the window.



