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 Search Records 
Basic Search by Application /Permit 

Primary Use – To search for data within the RegPermitting Portal.  

 
1. Select the Search Records tab to search records of applications and permits. 
2. There are two different ways to search records, user can select Search by Application or Search by Permit  
3. Within the search by application or search by permit, the user can perform Basic Search or an Advanced 

Search. 

 
Note: The user can utilize the Basic Search function for an application or permit to view the record(s) on file.  
The user can also utilize the Advanced Search function for an application or permit if the user needs to find 
multiple records with specific criteria.  In this case, the search requirement may exceed 500 records (download 
Excel spreadsheet function will return all results) or a download of the results is required. 
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Basic Search by Application /Permit 
 

 
 

1. Select the search by Application/ search by Permit tab. 

 
 

2. Enter the Application No. and/or Project Name (user can use a partial search with a minimum of 3 characters). 

 

 
 

3. Click Search.  User can click on the Application/Permit No. (hyperlink) to view the record. 

 
 

 
 
 

 

The Search Records menu is used to search for records by 
Application number, Permit number, or Project Name 
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Basic Search by Application /Permit 
 

4. When using a partial search with minimum characters, more results will appear.  User will need to navigate the 
view by using the page menu. (Note:  The number of records visible on the screen is limited to 500.  If a search is 
needed for data greater than 500 records,  please use the Advanced Search download function.) 

 
 
 

Note: Filter/Sort Function 
There is a filter button that can be used to filter/sort each column.  

 
 
 
When selecting the filter button as shown above, user can narrow down the list of data that displays.  The user 
can type the criteria in the search text box to filter only the data required.  Once the user selects the apply 
button, the table will update with the new results. 
 

 
  
  

Use the page menu 
to move thru all the 
search results 
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Basic Search by Application /Permit 
Columns with additional filters will be represented as shown below by a red upside-down triangle. 

 
 

To view the application or permit record, click on the hyperlink in the first column labeled Application No/ 
Permit No this will open the record. 
 

 
 

 
 

The hyperlink will open the record as an overview. 
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Basic Search by Application /Permit 
 
The overview contains a list of sections the user may view by clicking on the Header to expand or close the 
section. 
 
To view the files associated with this record, the user should select the All Attachments section. The user 
should click on the refresh button in the All Attachments section this will ensure the view contains the most 
recent updates made to the record. All documents will be sorted by the create date column. 

 
 

There is a filter button that can be used to filter/sort each column of the attached files.  

 
 

To return to view another record in the current search function, select the close button.  

 
 

To start a new search, select search record from the main menu.  

 
 

 
 


