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Getting Started 
The Permitting Online Portal (POP) is the City’s online permitting system that allows 
Santa Clara residents and businesses to apply for permits. The POP allows you to 
submit permit applications, check permit status, pay fees, upload and download 
documents and schedule inspections. The POP is available 24 hours a day, 7 days a 
week at your convenience. (There may be instances when the site is down for 
maintenance or updates, or availability is limited, but notice or communication will be 
provided in advance.) 

The Permit Assistant, a user-friendly tool that helps you identify the right permit for your 
project, is an enhancement to the POP. It provides instructions and required forms, as 
you go through the application process. 

Browser Requirements 

Compatible browsers for POP include Google Chrome, Microsoft Edge, Apple Safari, 
and Mozilla Firefox browsers. Set your browser to allow pop-ups from this site. 

Create an Account 

1. Go to SantaClaraCa.gov/Permits
2. On the right side of the home page, click on Register.
3. Fill out the Login Information form with Account Details.
4. Read the Terms of Service and check the box. Then click Continue.

https://www.santaclaraca.gov/permits
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5. Fill out Contact Details, using the same email as the
previous step. The Contact Type is automatically
completed for you. Then click Submit.

Login 

You can perform basic searches without logging in. 
However, you must log in to submit applications, 
upload/download files, schedule inspections, and see 
more search details for projects you are connected to. 
1. Go to SantaClaraCa.gov/permits.
2. Click Login button on the right side of the screen.
3. Enter your email address or your username.
4. Type your password.
5. Click Sign In.

Note: If you’ve forgotten your password, click on the Forgot Password? link and 
you will be emailed a link to reset your password.  

https://www.santaclaraca.gov/permits
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View Your Records 
To view your permit applications, log in to the Permitting Online Portal. From Account in 
the top navigation, select My Records.  

Your records and status will display on a page grouped by department. Click the permit 
number to view more details. 
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Search for Planning Permits or Land Use Entitlements with 
Permit Assistant 
1. From the home page, click on the Search for Permits

icon.
2. Each Department or Division has its own search

function.
3. Click on the Search [Dept] Permits to search the

relevant department.
4. If you are logged in, the list of permits your account is

connected to will display first. Scroll down to see the General Search fields.

5. In the General Search section, enter information in any of the available fields to
search.

a. Record Number in the format PLNxx-xxxxxx. You can search by the specific
record number.

b. Parcel No. must be formatted as xxx-xxx-xxxx (Example: 291-02-003)
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c. Start Date and End Dates will limit searches to that date range.

6. Search results display at the bottom of the screen below the General Search fields.
7. Click on the Record Number to see more details.

Note: Another search option in Permitting Online Portal, is to use the Global 
Search feature in the top right Global Search bar to search permits. Search by 
Permit Number, Parcel Number, or Address. 
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Submitting a Planning Application 
There are two ways you can submit a Planning application in the Permitting Online 
Portal (POP).  

• If you are new to using the POP, you can apply with the Permit Assistant, a user-
friendly tool to help guide you to the correct permit type and provides instructions
and required forms through the application process.

• If you are already familiar with POP, you can apply directly without the Permit
Assistant, using the Planning department links from the top navigation under
Permits, or from the Apply for a Permit icon.

Apply with the Permit Assistant 

1. Log in to POP.
2. Click on Apply for a Permit.

3. Click on Permit Assistant.

4. Enter a search term or phrase to describe your project in the search box and click
Submit. (Example: A search of “business license” will retrieve Zoning Clearance as
the permit type.)

https://www.santaclaraca.gov/permits
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5. Select the most relevant type of permit from the search results that match the
description of your project.

Note: If you are seeking to submit a Planning permit and provide search terms, 
take the first Planning-related permit from the result, which would be Planning 
Project, Zoning Clearance or Preliminary Review. 

6. A page with a map will display. Enter your street number and street name only or
the Parcel Number (APN). The auto-search dropdown displays the address. Click
on the address or the magnifying glass icon.

7. Click Continue.

8. Property information will display. Click Continue.
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Applying for a Planning Project with Permit Assistant 

A Planning Project is for formal application types, including Architectural Reviews, 
Condition Use Permits, Variance, Off-Site Parking Permits, Temporary Use Permits, 
Rezones, and Significant Property Alteration Permits. 
1. The Planning Project landing page will display with a list of Planning Project types to

select from. Make your selection.
2. Depending on the permit type, the Permit Assistant will either prepare your Project

Roadmap or ask a series of relevant questions to guide you through the application
process. Respond to the screen prompts for each step.

Note: At any time, you can go Back or Restart by clicking the buttons on the 
bottom of page. 

Types of Planning Projects 
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Filling Out the Planning Application Process Online 

Step 1: Work Location 
Your address and APN and Owner information will self-populate. Verify the information 
on the screen and click Continue Application. 

Step 2: Project Information 
1. Add one entitlement type by clicking on the Add a Row button under Entitlements.
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2. Select only one entitlement type. Then click Next.

3. Select Subtype from the list and click Finish.

4. Review the Entitlement Type and Subtype, click Submit.

5. In the Project Info screen, enter a detailed description of the project for which you’re
applying for a permit. Click Continue Application.
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Step 3: Contacts 
Your contact information is pulled from your account. Review the Contact Information to 
ensure it is correct. 

! Important: Your account must be connected to the Planning (PLN) application to 
upload/download files. If you did not submit the Planning application under your 
account through the Permitting Online Portal, you must ask for your account to be 
connected by City staff.
To request that your POP account be added to a Planning application, email the 
Planning Division at Planning@santaclaraca.gov. Provide your full name, 
Username, email address used when you created your Permitting Online Portal 
Account number(s), and your role in the project(s).

mailto:Planning@santaclaraca.gov
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Step 4: Project Data 
Fill out as much information in the project details as you can and click Continue 
Application. 

Step 5: Authorized Agent 
Review all the statements and check the boxes to agree. Click on Continue 
Application. 
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Step 6: Documents - Additional Materials 
Acknowledge that you have read the requirements for additional materials by checking 
Yes. Click Continue Application. 
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Documents – Attachments 
When uploading drawings, calculations, or forms as part of your Planning application 
submittal, they must be in .pdf format. Digital plans and documents must be in a text 
searchable .pdf format.  

Note: Image files (e.g., .jpeg, .png, etc.) and .zip files are not acceptable. 

The maximum file size for attachments is 300 MB. 

1. On the File Upload screen, click the Add
button to upload any documents that are
required. Planning permit applications will
require the Owner Authorization Form and an
Application Checklist. Forms can be found on
the Planning Permit or Entitlement Application
Process web page.

2. Click Continue when finished uploading
documents.

3. Then select Type of document from the
dropdown list and click the Save button.

4. A message will appear on the top of page saying your attachments have been
successfully uploaded.

https://www.santaclaraca.gov/home/showdocument?id=81669
https://www.santaclaraca.gov/our-city/departments-a-f/community-development/planning-division/planning-permit-or-entitlement-application-process#ApplicationChecklists
https://www.santaclaraca.gov/our-city/departments-a-f/community-development/planning-division/planning-permit-or-entitlement-application-process
https://www.santaclaraca.gov/our-city/departments-a-f/community-development/planning-division/planning-permit-or-entitlement-application-process
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5. Click on Continue Application.

Step 7: Review 
1. Review all the information in your application.
2. Click Edit to make changes.
3. When complete, check the certification box at the end.
4. Click Continue Application.

Step 8: Confirmation 
A confirmation message will display that “Your application has been successfully 
submitted.” You’ll also see the Planning Record Number. 
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Apply for a Zoning Clearance with Permit Assistant 

A Zoning Clearance is for certain minor planning applications decided by the Director or 
designee, including Business Licenses, Reverse vending machines, and Mobile food 
vendors.  

Follow the instructions in Submit a Planning Application with Permit Assistant. 

1. After performing your search in Permit Assistant, selecting a search result, and
entering your address to the map search, a Zoning Clearance page will display a list
of project types to choose from. Make your selection.
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2. Depending on your planning application type, the Permit Assistant will either prepare
your Project Roadmap or ask you a series of relevant questions to guide you
through the application process. Respond to the screen prompts for each step.

Note: At any time, you can go Back or Restart by clicking the buttons on the 
bottom of page. 

3. The Zoning Clearance application will be started for you. Click on the Zoning
Clearance (with record number) link to continue your application.
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Filling Out the Zoning Clearance Application Online 

Step 1: Location 
Your address and APN and Owner information will self-populate. Verify the information 
on the screen and click Continue Application. 

Step 2: Applicant Information 
Your contact information is pulled from your account. Review your information to ensure 
it is correct. 

Note: Your account must be connected to the Planning (PLN) application to 
upload/download files. If you did not submit the Zoning Clearance application 
under your account through the Permitting Online Portal, you must ask for your 
account to be connected by City staff. Email the Permit Center at 
permitcenter@santaclaraca.gov and allow a few business days for us to process 
your request. 

mailto:permitcenter@santaclaraca.gov
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Please provide your full name, Username, email address used to register for your 
POP account, PLN application number(s), and your role in the project(s). 

Step 3: Project Information – Zoning Clearance Details 
1. Select from the dropdown the type of zoning clearance you are applying (Home

Occupation, Business License, etc.)
2. Describe in detail the proposed work or business.
3. Select the Existing & Proposed Use.
4. Fill out other applicable information.

Note: Fields with a red asterisk are required to complete the application. 
5. Click Continue Application



Permitting Online Portal: Planning User Guide, Last Revised 05/08/2026. Page 21 of 35 

Step 3: Project Information – Authorization 
1. Ensure that the property owner has signed the authorization form. The form is linked

from the online application.

! Important: The Property Owner Authorization Form must be uploaded to
submit the application.

2. Review the statements on this page and check the boxes to agree.
3. Click the Continue Application button.
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Step 4: Additional Materials 
1. Review all statements and acknowledge them by checking the boxes.

Note: Planning staff may ask for additional materials depending on the scope of 
your application. 

2. Click the Continue Application button.

Step 5: Attachments 
When uploading drawings, calculations, or forms as part of your permit application 
submittal, they must be in .pdf format. Digital plans and documents must be in a text 
searchable .pdf format.  

Note: Image files (e.g., .jpeg, .png, etc.) and .zip files are not acceptable. 
The maximum file size for attachments is 300 MB. 

To upload files to the online permitting system: 
1. Click the Add button to browse your file(s) and upload the listed required

documents. You can press Ctrl + Click to select more than one document.
a. Zoning Clearances require the Property Owner Authorization Form and

Application Checklist at the minimal.
b. Home Occupation applications will require the Business Licenses and Home

Occupation Application Checklist.

https://www.santaclaraca.gov/home/showdocument?id=81669
https://www.santaclaraca.gov/home/showdocument?id=83864
https://www.santaclaraca.gov/home/showdocument?id=83864
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2. On the File Upload screen, click the Add
button to browse to and upload required
documents.

3. Click Continue.
4. Select Type of document from the

dropdown list and click the Save button.
5. Click Continue Application.
6. To remove an attachment that was

mistakenly uploaded, go to the Actions
column and you can Delete the document
in the dropdown.
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Step 6: Review 
1. Review all the information that was entered. Click Edit in the corner of each section

to change or update information.

2. Choose Save and resume later if you have additional information to enter later.
3. If the application is complete, click Continue Application.

Step 7: Confirmation 
A confirmation screen will appear with your record number. Print a copy of your record 
number. You can also View Record Details. 

A member of the Planning staff will reach out after reviewing the application. 
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Apply for a Preliminary Application with Permit Assistant 

Preliminary Applications, or Pre-Application, is a service that provides applicants with an 
early analysis of how City codes, policies, and development review processes may 
apply to a prospective project. Pre-applications are reserved for SB 9 and SB 330 
projects, multi-family residential, mixed-use, or non-residential projects.  

! Important Single-family residence projects don’t qualify for Pre-Applications.

Follow the instructions in the Submit a Planning Application with Permit Assistant. 
1. After performing your search in Permit Assistant, selecting a search result, and

entering your address to the map search, a Preliminary Project page will display a
list of project types to choose from. Make your selection.

2. The Permit Assistant may ask a series of questions.
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3. Based on the responses to your questions, the Permit Assistant will provide
instructions to guide you through next steps. Below is an example of SB 9 Non-
residential project:

4. Based on the responses to your questions, a Planning project roadmap will be
created.
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Filling out the Preliminary Application Online 

Step 1: Location Information 
Review the information to make sure all is correct. 

Step 2: Project Details  
Respond to the General project questions and provide a detailed description of the 
project. 

Step 3: Contact Details 
Your account must be connected to the Planning (PLN) application to upload/download 
files. If you did not submit the Planning application under your account through the POP, 
you must ask for your account to be connected by City staff. 

Email the Permit Center at permitcenter@santaclaraca.gov and allow a few business 
days for us to process your request. Please provide your full name, Username, email 
address used to register for your POP account, PLN application number(s), and your 
role in the project(s). 

mailto:permitcenter@santaclaraca.gov
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Step 4: Attachments 
Refer to Attachments section above for instructions to attach documents. 

Depending on your Planning Application, your Preliminary Application will require a: 

• Preliminary Application Checklist

• SB 9 Project Eligibility Checklist and Planning Application

• SB 330 Preliminary Application Form

Step 5: Review 
1. Review the information in your Preliminary Application. Click Edit to make changes.

Click Continue Application.
2. When complete, check the certification box at the end.
3. Click Continue Application.

Step 6: Confirmation 
A confirmation screen will appear with your record number. Print a copy of your record 
number. You can also View Record Details. 

https://www.santaclaraca.gov/home/showdocument?id=82215
https://www.santaclaraca.gov/home/showdocument?id=76869
https://www.santaclaraca.gov/home/showdocument?id=67700
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Submitting a Planning Application Without Using Permit Assistant 

If you apply for a permit from the top Permits navigation or through the Apply for a 
Permit icon on the home page without selecting Permit Assistant, the process is as 
follows: 
1. Select Planning from the Permits dropdown on the top navigation, or from the home

page > Apply for a Permit > Select Planning department under For Return
Customers Select Your Department.

2. Read the General Disclaimer and check “I have read and accepted the above terms”
box. Click Continue Application.

3. Read the descriptions and select the type of application you’re applying for:
Preliminary Application, Planning Project, or Zoning Clearance.

! Important: A Preliminary Application or Zoning Clearance are only applicable
for limited circumstances (verify with Planning Division if your case is
applicable.)

mailto:%20Planning@santaclaraca.gov
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Planning Applications Process without Permit Assistant 

4. Click Continue Application.
5. Refer to the steps under Filling Out the Planning Application Process Online.

Notes: If you need to pause the application at any point in the process, click the 
Save and resume later button. To continue an application you’ve saved, go to 
Account in the top navigation of the home page and select My Records from 
the dropdown. Expand Planning to see any Planning Project applications. Click 
Resume Application in the Action column. 

Zoning Clearance Application Process without Permit Assistant 

After selecting Preliminary Application, follow steps in Filling Out Zoning Clearance 
Application online. 

Preliminary Application Process without Permit Assistant 

After selecting Preliminary Application, follow steps in Filling Out Preliminary Application 
online. 
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Pay Fees Online 
For the best experience, create a Permitting Online Portal account, and log in to your 
existing account, before making fee payments. You do not need to have your account 
connected to a specific Planning application to pay a fee. 

Once an application has been submitted and reviewed by a City staff member, a link will 
appear in the Actions column to allow you to pay a fee for an application using a 
credit/debit card, echeck/ACH, or wire transfer.  

Note: Fees of $100,000 or more must use e-check (bank account), check, or 
wire transfer. Fees of $500,000 or more must be paid by check or wire transfer. 

For more information, see the Payments FAQs. 

Payments after Signing In 

1. From the home page, log in. Then click on the Pay Fees icon.

2. Your permits or records will display on the screen when you are logged in.
3. Click on the Pay Fees Due link that appears in the Action column of the associated

record.

4. In the next screen, review the fees and click Continue Application.

https://aca-prod.accela.com/SANTACLARA/Customization/common/faq.aspx
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5. Complete the billing and payment information to pay by eCheck/Bank Account or
Credit/Debit Card. Make sure the name matches what is on the card or bank
account. Click Continue.

Note: Refunds are made only to the exact billing name and address listed during 
payment. 

6. A confirmation screen will appear. Click Print/View Receipt to print a hard copy of
your receipt.

Payments without Signing In 

1. Go to Pay Fees from the home page.
2. Under Quick Pay, go to Search and Pay Planning Permits.

3. Search by Address, Parcel Number, or Planning Record Number, and results will
display below.
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4. Click on the Pay Fees Due link for the record. Or alternatively, you can click on the
record link to open the record, click on the Payments tab, and select Fees in the
dropdown.
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5. Click Pay Fees.
6. Review the fees and click Continue Application.

7. Enter your payment information in the next screen.
8. Click Continue.
9. A confirmation screen will appear. Click Print/View Receipt to print a hard copy of

your receipt.
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Common Abbreviations 
• BLD = Building Permits (BLD##-##### or, if created prior to 8/23/21: BLD##-

#####)
o DEF = Deferred Submittal (BLD##-####-DEF#), a “child” record
o REV = Revision (BLD##-####-REVx), a “child” record
o TCO = Temporary Certificate of Occupancy application (BLD##-####-TCO#), a

“child” record
o AMMC = Alternate Means & Methods of Construction application (BLD##-####-

AMMC#), a “child” record

• TMP = Temporary Record, an application that has been saved, but not yet
submitted (##TMP-######)

• CEB = Code Enforcement Building Record created on/after 8/21/23 (CEB##-
#####)

• CRN = Code Enforcement Building Record created prior to 8/23/21 (CRN####-
#####)

• SER = Service Request (SER##-#####)

• FIR = Fire Records (FIR##-#####)

• PLN = Planning Records (PLN##-#####)

• EP = Encroachment Permits (EP##=####)

Contact Information 
Planning Division: 408-615-2450 | Email: planning@santaclaraca.gov 
Permit Center: 408-615-2420 | Email: permitcenter@santaclaraca.gov 

mailto:planning@santaclaraca.gov
mailto:permitcenter@santaclaraca.gov
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