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REQUESTING INSPECTIONS USING THE CITY’S 
ELECTRONIC PERMIT PORTAL 

① SET UP A PORTAL ACCOUNT:

A. Navigate to:  https://ci-mountvernon-wa.smartgovcommunity.com/Public/Home

B. At the top right side of the screen click on “Sign Up” and enter your email address, enter and confirm a 
password.  If the City has already provided you an Access Code enter it where indicated.  If you don’t yet 
have an Access Code skip this step for now.  You will need to call 360.336.6214 or email 
permittech@mountvernonwa.gov the City to get one.   

C. Once you have created and verified your account you are now able to use the permit portal for projects.
that you account is linked to.

Beginning December 1, 2019 the City will require inspection requests to be made 
through the Permit Portal.  Following are detailed step by step instructions on how 
to look up, request and cancel inspections through our Permit Portal.  Don't 
hesitate to contact us at 360-336-6214 or permittech@mountvernonwa.gov if you 
have any questions or need additional help.

https://ci-mountvernon-wa.smartgovcommunity.com/Public/Home
https://ci-mountvernon-wa.smartgovcommunity.com/Public/Home


② REQUESTING INSPECTIONS VIA THE PORTAL

A. Log into your portal account.  Once logged in click on the light blue bar with the word “Go” under
Applications (circled in red below):

B. Once you click on Applications, a screen that looks like this will appear.  Click on the blue bar
under My applications.
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C. Then you will be taken to a screen that looks like the screenshot below.  You will see a list of your permits (may only
be one permit if that is all you have applied for).  Click on the blue permit number.

D. Once the permit has opened, scroll down until you see a list of required inspections (almost to the bottom of the
record). Then click on the orange request button next to the inspection type.
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E. Complete the Requested For, Requested for Time Slot and add any comments, such as name and contact phone
number of person to contact regarding the inspection. Then click on Request Inspection

F. If you wish to cancel the inspection, follow the above procedure and click on Cancel and follow the prompts.
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