HELPFUL HINT: Save all of your documents in pdf form on your computer’s desktop ahead
of time. This will allow easy access when you're ready to upload.

How to UPLOAD DOCUMENT(S) in the Town of Shrewsbury’s Online Permitting System.

1. Using a computer, access the Shrewsbury Online Building Permit System at the website below:
http://shrewsbury.patriotpermitpro.com
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2. Log in using your established Username and Password (remember, they are case sensitive).
Logging in, will bring you to the Home Page of PermitPro.
If you have logged on successfully, you will see “Welcome Back (and your first name)” on the top
left-hand corner of the page.

hw:ﬁmmnum“mnmlmﬂhu o, o s

Iprm-—w::'mmmuﬂr mﬂmmmmﬂnmmw

twmﬂmm;’mm mmu—mmmwuh-

Mnhnm‘mﬂhm
m-n!t p business wien, the
R m&“:..tg T
romnal ]

impector of Suilsngs
Falrici Sasshan
SUB-BA1-B3 12

Plaawe el for sppaintman

(LK MEEE for currem infsrmation an Buiding
Deparimest Dffire and nupeciion Houn

Tawn al Shrewsbary BA
1000 Maple Aveoue
Shrewitary, WA 01545

Town Wely Sie



http://shrewsbury.patriotpermitpro.com/

3. Search for your submitted application using any of the search methods (Tutorial ‘Search Application’)

4. Once you have identified your application, click on the Blue Gear Wheel symbol as shown below.
This will lead you to the Dashboard.
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5. Your Dashboard will appear like this:

|+ [(Coreeoneereee |

C | 8 hitps | ishrewstury patrotpenmitpro.com nd e g Tactspocesshids 39862 bl

;f""‘*‘ Town of Shrewsbury MA
Building Permits - Online

ICCh. 0w DT SR Tes
OF.IERAS Sraslam

v Agweussi [ome-]

I

6. A list of documents automatically populate on the Dashboard.

7. If the document you wish to upload appears in the list, click on the ‘+’ sign in the first column titled
‘Entered’ (see screenshot above).



8. A Pop-up instruction box will open as shown in the screenshot below:
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9. Select the option you wish to use by clicking one of the three choices.
10. Click on ‘Continue’ to upload / add document or ‘Cancel’ to go back to the Dashboard.

11. If you need to add a document type that wasn'’t in the original list, you can add that document type
to the list (as different scopes of work, requires different documentation).

12. To upload / add a document that isn’t currently appearing on the existing list, click on the ‘Options’
button located on the top right corner of the ‘Documents’ section.

13. When you click ‘Options’, a box will appear as shown in the screenshot below:
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14. Click on ‘Add Document’ or ‘Upload Document’ Option. A box will appear as shown in the below
screenshot.
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15. Click on the blue up and down arrow to view the entire list of documents related to the application
type (Note: the list of document types will differ for Residential, Commercial, Gas, Plumbing, and

Sheet Metal).

16. Select the document name that you wish to upload/add



17. For Example: If you wish to upload / add ‘Copy of Worker's Compensation Policy, search for the
name on the list. When your mouse points to the name, it will highlight in blue color.

[ — ]
Dot Bremers Tart

[T Crarr

PELC TEEN Complams Fumi
imgraend Can iar ewrss Trasems

[ Lt

FLE T ety 'epad my e Spran s
RO v P sOTE Pl

B i e Bt s - Bk P mid B
Lmie v b Seramn o i rarmereey

19. Select ‘Continue’ to upload / add your document.



20. When you have successfully uploaded/added the document, the current system date will appear in the
‘Entered’ column.
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21. In case you need to upload an online form, select the form from the drop down list.

22. Complete the fillable form and click ‘Submit’ when you are done.
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23. You can view each document that was successfully uploaded by clicking the “down arrow or piece of
paper symbol” located in the last column of the document section.
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