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1. Introduction 

This program will enable the Electrical, Mechanical, Plumbing & Fire System contractors, who work on 

properties within the city limits of Kalispell, to apply and pay for permits (by credit card) through our 

new on-line program.  It is important to note that this program will enable the contractor who creates the 

permit to track the progress of inspections, and view photographs and additional information related to 

their jobs.  If you choose not to use the on-line program we will still accept applications and payments by 

check and credit cards in our office.   

The following information is a step-by-step guide on how the on-line program works and the information 

that will be required. 

2. Applying for a Login 

It is important to use Mozilla Firefox as your browser for this program.  On the City of Kalispell’s website, 

www.kalispell.com select the Building Department and on the department’s home page there is a link to 

the on-line permitting program.  The page below will open. Please note:  We have disabled the Guest 

Access so if you do not wish to apply for a login you can continue to come into our office for your permits.  

 

 Select “Apply for a Login” and the following screen will appear. Complete the information requested 

then select submit. 

http://www.kalispell.com/
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The Building Department then receives a request for your login, then we will check to be sure that your 

state license is current, and then process your login request, and add your contact information to the list 

of contractors.   

3. Password Recovery/Change Your Password   

If down the road you can’t remember your password click the Forgot Password? Button and the Change 

Password screen will appear. Enter your email address then select submit and your password will be 

reset and a new password will be emailed to you.  

 

 

If you want to change the password that the program assigned to you log into the program using their 

password.  On the Home page on the right hand side you will see “Welcome: Your company name”. 

Select the dropdown and the account page opens – Select the change password – next to Edit Account 

Details and the page that enables you to change your password will appear (See below).  Complete the 

requested information and select save.  Your password will then be changed.  
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4. Home Page 

So after you login the following choices below will appear.  The 3 gray bars on the left next to the city’s 

logo opens the Home Page Directory as shown on the right and gives you additional options to proceed to 

the map, your account, to log out of the program or close the menu. 
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5. Submit  a new application(Create a permit) 

Select the Submit a new application bar and the list of application types will appear.  

 

5.a.  Main 

Select the type of permit you want to create and the “Main” window below will pop up.  The example 

used here is for a Mechanical Permit. You should fill in the Case field as it will help you to identify the 

permit after it is created.  In this example the last name of the customer (Johnson) was used.  Then type 

in the address and a dropdown will appear that will give you several selections for that address.  Be sure 

and select the address identified as in Kalispell, Montana.  Select “Show Location On Map” and the 

location of the property pops up on the map (See below).  Please note:  If you are not sure whether the 

property is inside the city limits of Kalispell – give us a call and we can look it up for you. (406) 758-7730. 

Then scroll down to the bottom of the page and select next. 
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5.b. DataGroup 

The DataGroup window (below) will appear. Complete the information requested under Use of Building, 

Class of work, and Project value (the cost of labor and materials). Then select the type of equipment that 

will be installed from the Mechanical equipment list by indicating the quantity for each piece of 

equipment.  Note: The example below is only a portion of the list.  Also, do not enter anything under Rate or 

Value.  When finished selecting the equipment select next at the bottom of the page. 

 

 

 



8 
 

5.c.  People (Owner) 

The People page will open.  Enter the name of the owner of the property not the tenant.  If you are 

unsure who the owner is you can call our office and we can assist you. The fields required would be the 

name, address & phone number.  If you have the email address you can add it, or if you want to put in a 

comment you can, however, you can still proceed without those fields.  Then Select Next.  

 

5.d. Contractor 

The contractor page (shown below) will open.  After you have created your login, and the Building 

Department has accepted your login request and verified your state license, your business name is added 

to the dropdown list of contractors.  Click on “Select Contractor(s)…” and the list will appear.  Simply 

find and select your company then select “Submit” at the bottom of the page.  
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Your business name will then appear as the contractor (noted below).  If you selected the wrong business 

simply select the X and you will have the ability to select your business.  Select Next.  

 

5.e. Related Documents 

Then select the Related Documents Tab (shown as Rel Docs) and the screen below will appear.  If the 

inspectors have change notices, photographs or other documents that relate to your project they will be 

attached here for your review.  You, the contractor cannot attach related documents to the permit but 

you can send open the ones that the Building Department has attached.  If you have documents, etc. that 

you want to attach to your permit either send them to the inspector or the front office and we can attach 

them for you.  Select next for the payment information. 

 

 

 



10 
 

 

5.f. Payment 

It is important to note that unless you are certain you will be performing the work that the permit covers, and 

that the information that has been entered is correct, you should not pay for and submit the permit. That 

way the permit will be placed in the “Incomplete Applications” and can be changed or deleted (if 

necessary) or completed and paid for at a later time.  

If you want to proceed with payment the screen below will appear indicating the cost of the permit. At 

this point review the Payment Terms and Conditions, select the box, then select Pay Now.  
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The PayPal page (example below) will open prompting you to either create a PayPal account or login as a 

current user.  Complete the payment information. 

 

5.g. Submit the application to the Building Department.  

Please Note:  Once the application for a permit is submitted you do not have the ability to change or delete 

the application.  In either case you would need to contact the Kalispell Building Department at (406) 758-

7730 and we can change or delete the application and if necessary issue a refund.  
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6. Submitted Applications Tab 

Once the application is submitted the Building Department will review the permit to ensure the location 

is within the city limits; verify the owners contact information and then issue the permit. In order to 

determine whether or not a permit has been issued you would open the “Review your submitted 

applications” tab (see below)  

 

The information displayed is a list of permits that are either issued (BPISSUED) or they are OPEN 

(which means they still need to be paid for and submitted). The drop down “I want to…” will give you 

the option to Check Case Status or to Pay Fees.  In addition a map is displayed which indicates the 

location of all permits that your business has submitted.   
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7. Review Incomplete Applications Tab 

The applications listed under the incomplete applications tab will always show as OPEN status and the “I 

want to…” drop down will give you the option to either continue the application or delete it. 

 

8. Modifying incomplete applications 

Unless the permit has been submitted you will be able to make modifications to the Main, People and 

Contractor pages.  Unfortunately the DataGroup page cannot be changed after the information has been 

added.  A good rule is to always verify the property information and fixtures/equipment and services that 

will be required for each job before the application is added.   

9. Summary Page & Checking the Status of Issued Permits  

After a permit is submitted & issued by the Building Department you can open the permit by selecting 

the permit number and a summary page will open (see this page and the one below).   
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You will note that you can now see the information that you submitted including the 

equipment/services/fixtures selected for the permit and the fees calculation.  Along with that you are now 

able to check the status of your permit under the workflow tab, which is the inspections required for your 

job – those inspections that have been completed and those inspections that still need to be completed.  

You can also view the payment information for the permit and any documents that are related to this 

specific job.     

10. Scheduling Inspections 

At this time you will continue to schedule inspections by calling the Front Desk of the Building 

Department at (406) 758-7730.   

 

If you have any questions or suggestions regarding this guide please email us @ bldgdept@kalispell.com  

 

 

mailto:bldgdept@kalispell.com

