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Set up a portal account: 
 

 
 

 
 
 
 

Click the Sign In text in the 

top right-hand corner of 

the portal 

Click the Sign In text in the 

top right-hand corner of 

the portal 
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NOTE: THIS STEP IS OPTIONAL AND NOT REQUIRED TO BE COMPLETED TO APPLY FOR A 
PROJECT OR PERMIT 

  
 
 
 
 
 
 
 

Complete all fields as 

required and click the 

Register button when 

complete 

If you would like to register as a City of Grand Junction Licensed Contractor or are 

currently a licensed contractor you may link your license to your account by clicking the 

Contractor Application button.   

You may link your property to your account by clicking on the Owner Registration button.  

Note: Additional information on Credentials is available in the Permitting Application & 

Inspection User Guide. 

To skip credentials and submit a project or building permit application, click on Apply in 

the top menu. 
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Click the green Planning button to begin 

your planning project application 

Click on the drop-down arrow to select 

the type of project you would like to 

apply for. 

 The form will change based on the 

project type.  
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Begin typing the property address in the 

Location field to reveal a drop down of 

potential address.  Select the correct address 

for your project. 

For parcels without an address, you may enter 

the parcel number into the Parcel field. 

For projects that include more than one parcel, click the Add 

Additional Address/ Parcel button to include more parcels in 

your application. 
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Add any contacts that will be associated with your 

project by clicking on the Add Additional Contact 

button.  Additional contacts may include a second 

owner or owner of additional parcels, a 

Representative, Lienholder, etc. 

Select Contact Type, enter contact name and click the 

green Add button. 

Repeat this for each contact associated with the 

project.  

Note: You do not need to add yourself as a contact. 

Your information will be populated from the 

information provided on your account profile.  
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Enter a well detailed description of your project in 

the Description field. Information that is necessary 

includes:  short narrative of the details of the request, 

size of the acreage, the intent of the application 

(boundary line adjustment, subdivision, additional 

Dwelling unit, event venue, etc.) and any 

relevant discussion of why you are making the 

request.  

Give you project a descriptive name (e.g. “Smith’s 

Minor Subdivision”) 

 

You may add supporting documentation to your 

project application by clicking on the Add Attachment 

button.  Select your files and click the Open button to 

upload the documents.  

Note: Please ensure the documents are accurately 

labeled (e.g. Smith Subdivision Project Narrative, 

Smith Subdivision Plat, Parcel Location Map, etc) 
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When your application is complete, click the green 

Continue button. 

 

Verify your project information and carefully read the 

provided Declaration. If you agree, click the check box 

next to “I certify…” and click the green Submit button 

to submit your project application.  

Your project has been sent to Mesa County Planning.  
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You may see all projects, permit and code violations submitted by 

your account by clicking on the My Records tab at the top of the page. 

To see additional information about a certain project, including where 

the project is in the approval process, click on the project number.  

The project record will open allowing you to see the details you 

entered, current status of the project, attachments added by you, the 

Planning staff or review agencies and the Application Progress. 
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The progress of the project is tracked in the Application Progress tab. You will be 

able to follow along as it is reviewed.  

 

The Planner and Review Agencies will upload comments that may need your 

attention. You will be able to see their comments under the comments field.  Any 

documents that they upload will be available under the Attachments tab.   

When the Planner or Review Agencies need additional information, you will see 

an action item at the top of the page.  Click on the yellow Complete Activity 

button.  
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You may upload requested documents by clicking on the Add Attachment button.   

You can also answer questions posed by the Planner or Review Agency or provide 

additional information by typing in the Comment box.  

Click the green Submit button to complete your response.  

To help move your projects through the process as efficiently as possible, 

regularly monitor your projects to ensure you are responding to questions and 

providing necessary documents in a timely manner.   
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When a decision has been reached, the Record Status will 

change on the Header page and any attachments will be 

available under the Attachment Tab 
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