
 

Instructions for Using the James City County 
ePermit Website 

This Website allows 24-hour access to County services related to the Building Safety and 
Permits division. You can apply for and review permits, request an inspection, look at today’s 
inspection schedule, and examine the results. 

Your browser must be configured to accept cookies to conduct business on this site. Most 
browsers default to accept cookies. This site uses temporary cookies that will expire after 20 
minutes of browser inactivity. Check your browser's help for information on cookies. 

• Review Permits without Logging In 
 

• Review Permits with Logon 
 

• Permits Search 
 

• Apply for Permit 
 

• Apply for Inspection 
 

• Inspection Results 
 

• Permit Results 
 

• Contact Information Update 



Review Permits without Logging In 
 

 

 
Building permits and inspection schedules can be viewed without logging in. 
 

• Select Permits from the Welcome Menu to see a list of the day’s scheduled. 
 

• Additionally you may conduct a Permit Search either by Permit Number or location for 
more detailed information. 



Permit Home (not logged on) 
 

 

 
Clicking on the Permits link in the side bar takes you to the Permits home page. Further 
information on permits does require login. 
 
Please note: At this time James City County cannot accept payments online for any permits. 
 
If you have questions about the status of an inspection or permit, please call 757-253-6626 
during business hours (Monday-Friday, 8 a.m. – 5 p.m.). 



Review Permits (Login Required) 
Enter your Customer Identification Number and PIN Number to login. If you do not remember 
your Customer ID, or you are a new client, you can request one from Building Safety and 
Permits. Immediately after your first login you will be asked to register your email address with 
us. If you need a PIN Number, 'Send E-mail To James City County' requesting a temporary PIN 
Number. Please include your Customer ID and the name of your business. If you have any 
questions regarding your login, please call 757-253-6626 during normal business hours 
(Monday-Friday, 8 a.m. - 5 p.m.). 
 

 

 
• The first time you login, you will be issued a new PIN Number to the email address you 

entered. 
 
Wait a short period and then check your incoming email for your new PIN. This is a 
onetime procedure to ensure your privacy. After this, your PIN should only change if 
you change it. 
 

• Login again, using your new PIN. After you are logged in with the new PIN number, you 
may change your PIN at anytime from the 'My Accounts' menu. 
 
If you forget your PIN number and have an email address on file, go to 'Forgot PIN' to 
have it emailed to you. 

https://epermit.jamescitycountyva.gov/hms_emailcity.aspx


Successful Login page 
 

 

 
Once login is complete, you will see the Successful Login page. 
 
To request an inspection or to lookup any other permit information, click on the link Permits on 
the left menu bar.  
 
Click on the action buttons to perform a task. 
 
Be sure to Logout after completing your transaction. After 20 minutes of browser inactivity, you 
will be automatically logged out. 



Permits page (logged on) 
 

 

 
When logged in the Permits home page will have additional menu buttons available and will 
become the central point for all your James City County permit activities. 
 



Permit Search 
 

 

 
Enter search criteria. 
 
The owner name and contractor name are full text search fields. The search looks at all words 
and not just the beginning of the field. This means if 'smith' is entered, the name 'John Smith', 
'Smith White' or 'Longsmithe Plumbing' may be found. 
 
Search criteria are treated as "AND" so that the more criteria supplied, the more specific the 
search result. All text fields are partial searches except the Permit Number. The permit number 
must be entered as the type followed by six digits including leading zeros (ex. E-001234). 
 
Only records less than three years old will be returned. 



Apply for a Permit 
 

 

 
Enter or search for location where the work is to be performed. Note that Street Name is a 
required field. 
 
Enter ‘Cannot Find, Enter Manually’ if a search does not bring up the address where work is to 
be performed. 



Apply for a Permit:  Manual Application Process 
 

 

 
Enter appropriate fields and click on Next. 



Manual Application Process:  Owner Information 
 

 

 
Enter appropriate fields and click on Next. 



Manual Application Process:  Site Characteristics 
 

  

Enter appropriate fields and click on Next. 



Manual Application Process:  Summary Page 
 

 

Verify your information before submission. 

• You can print this application with the Print Application button on the bottom of this page. 

• Or click 'Submit Application' to send to Building Safety and Permits staff. 

Please note:  At this time James City County cannot accept payments online for any permits. 

If you have questions about the status of an inspection or permit, please call 757-253-6626 
during business hours (Monday-Friday, 8 a.m. – 5 p.m.). 



Contractor/Contact Information 
 

 

 
You may correct your contact information and then submit changes by clicking the Submit 
button. Changes will be emailed to the Building Safety and Permits division and corrected within 
1-2 business days. 
 
If You Are Not a Contractor, your personal information will still appear in this section of the 
website. 
 



Current Permit Information 
 

 

 
All permits associated with the supplied account number will appear on this page. 
 
To view a permit, click the View Permit button on the right. 



Permit Inspection Results 
 

 

 
The following is the information pertaining to the Permit Number listed. 
 

• To view the Permit Master (if available), click the View Permit Master button on the 
bottom of the page. 

 
• If you wish to apply for another inspection under the same permit number, just click on 

Request Inspection and the permit number from this page will be preloaded into the 
inspection request form. 



Apply for Inspection 
 

 

 
You will need the following information to schedule an inspection: 
 

• Permit Number 
 

• Job Address 
 

• Type of Inspection 
 

• Date of Inspection 
 

• Specific Requests or Notes 
 
Please remember that each trade area (plumbing, electrical, mechanical gas, fire alarm, fire 
sprinkler, etc) has its own permit number. 
 
Do not attempt to schedule a trade permit inspection using a building permit number. 
 
 



Inspection Results 
 

 

 
This page lists pending and/or recent inspections for the contractor account listed. 
 
Click the View Results button to view/print detailed results. 
 



Logout Page 
 

 

 
Don’t forget to Logout of your account when you are finished. 
 
If you have suggestions or comments, please enter them below. 
 
If you are logged in as a guest, please include your email address or phone number. They will 
be reviewed by County personnel. 
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