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NKC Civic Access is North Kansas City’s free online system for permitting and licensing. You can
use NKC Civic Access to:

Apply for permits
Apply for or renew a business license
Pay permit or license fees

This can all be accomplished using a desktop computer, laptop, tablet, or mobile device. A
permitting portal is available on the second floor of City Hall for those wishing to use it.

How to Log In to your NKC Civic Access account

1. Gotothe NKC CivicAccess Homepage and click Login or Register.
2. Enteryour email address and click Next.
3. Ifyou’re verifying by email, you’ll receive a one-time verification code from Community
Access Identity (noreply@identity.tylerportico.com).
a. Enterthe code in the Verification box and click Verify.
4. Ifyou’re verifying with a password, enter your email and password to log in.
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How to Recover your NKC Civic Access Login Information

On the NKC Civic Access home page, click Login and enter your email address.

Click Login with Password or Next if your password is already saved.

Click Forgot Password?

You’ll be redirected to the Forgot Password screen.

Click Send me an email. A message will be sent to the email address that you entered.
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6. Openthe email, copy the code, return to the NKC Civic Access page, enter the code, then
click Verify.

Dashboard Overview

When you log in to NKC Civic Access, you’ll see a personalized dashboard with visual
summaries of your activity. You can view data related to your permits, applications, business
license, and invoiced fees. Click the icons on the dashboard to open details about your projects
or licenses. The dashboard shows information that is specific to you and your account.
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How to use the dashboard icons in NKC Civic Access

Attention - Click this icon to see cases that need action from you.

Pending — Shows cases that are either under review or waiting for action.

Active - Lists cases that are currently in progress.

Recent - Displays the cases you’ve applied for most recently.

Draft - Shows applications that you’ve started but have not been submitted.

View My Permits — Click to see all of your permits. You’'ll see the type and status for each permit.
To see more details, click the case number on the left side of the screen.

Starting your permit application

o Afterlogging in to NKC Civic Access, click Apply from the menu to view available permit types
e The Application Assistant screen will appear. You can find the correct application by:

o Searching by permit name or keyword and clicking Search.

o Browsing by tab to see related permit types, then clicking the blue Apply button.

o Scrolling through all options using the All tab or Show Categories.



o Checking the Trending tab for the most commonly used applications.
o Viewingthe My History tab to see permit types that you’ve applied for before.
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Certificate of Occupancy

Category Name: Description:

Certificate of Occupancy A Certificate of Occupancy (CO) is required for all new building occupants, or when there is a change
inthe type of use or after significant modifications have been made to a structure, including exits,
demising walls, etc.

e Onceyou’ve chosen a permit type, the Apply for Permit screen will appear.
o Your selected permit type will appear at the top.
o Required fields are marked with an asterisk (*).
o The Status Bar will guide you through each step of the application process.



Permit Step 1: Add or enter the project location

Search for your project address in the upper left corner of the map.
o Clickthe +icon onthe Add Location card.
o Typethe full address into the search bar and click the magnifying glass or click Search.
o Ifthe project address does not appear, click Enter Manually to enter it in yourself.
= Always search for the address first — manual entry should be the last option.
Once the project address is added, it will show up on your screen.
o Ifthe address appears correct, click Next to continue.
o Ifitiswrong, click Remove and repeat the steps above to enter the correct address.

Tips and Tricks
o Use E orWinstead of East or West.
o Use Stand Rd instead of Street and Road. (500 E 21°* St, not 500 East 21! Street)

o Include “st” “th” “nd” or “rd” on numbered streets.



Permit Step 2: Describe the work

e Inthe description field, explain the scope of the work for your permit. This means briefly
describing:
o What type of work you’re doing (new construction, electrical upgrade, roof repair, etc.).
o Where the work is happening (entire building, basement, porch, etc.).
o Any key details to help the City understand the purpose of the project.
o Example:
= |nstalling new 200-amp electrical panelin the basement.
= Replacinga 10 x 12 open deck at rear of house.
Many permits types will provide description examples.
After entering your description, click Next to continue.

Apply for Permit - Electrical Alteration (Residential) *REQUIRED

Locations Type

PERMIT DETAILS

This permit covers modifications to existing wiring, fixtures, or panels (2.g., adding new circuits or relocating outlets) without completely replacing the main service or
entire system. It ensures the changes meet current electrical safety codes. Provide a written description of the work being performed.

Example: Electrical alteration of an existing kitchen to support a new appliance layout. Includes installation of two new 20-amp small appliance branch circuits, four GFCI-
protected countertop receptacles, and dedicated circuits for a new dishwasher and microwave.

Example: Wiring for a 600 sq. ft. basement finish to create a new family room and home office

Example: Alteration of garage electrical to include a Level 2 Electric Vehicle Charging Station. Installation of a new 50-amp dedicated circuit from the main panel to a
NEMA 14-50 outlet located in the attached garage

* Permit Type Electric

* Description



Permit Step 3: Add Contacts

e Your contact information will appear automatically as the first contact on the application.
e To add more people (such as contractors, owners, or architects), click Add Contact +
e Choose the contact’s role from the dropdown menu.
e Inthe search bar, enter their name, email, or company name, then click the magnifying glass
o Ifthe contact already has an NKC Civic Access account, click Add to include them in your
application.
o Ifthey do not have an NKC Civic Access account, they must first register for an account
before they can be added as a contact on the project.
o All contacts associated with the project will be able to check the status of the application
via their NKC Civic Access dashboard.
e Some permit types require specific contacts, such as a contractor. If required contacts are
missing, you will not be able to continue until an account is made for them.
e Once all contacts are added, click Next to move on.
e Tip: You can save frequently used contacts to My Favorites for faster access on future
applications.

Apply for Permit - Electrical Alteration (Residential) ‘REQUIRED
Locations Type Contacts

CONTACTS

Please provide any relevant contacts for the project. A contractor and property owner are required, but additional contacts may be included if necessary. If one contact is
serving two roles (example: the applicant is also the contractor), enter them as both types.

Applicant

Select Type v

Contractor
& Add Add
Contact
Patty Planner (You) Contact

+

2010 Howell Street , North
Kansas City, KS, 64114

REQUIRED




Permit Step 4: Enter More Information

e The More Information page will appear next. Complete any of the fields that are relevant to
your project.
e |fthey are not relevant, leave them as they are and click Next.

Apply for Permit - Electrical Alteration (Residential) ‘REQUIRED

Locations Type Contacts More Info
MORE INFO

Complete the following as applicable. There is no penalty for leaving any of these items blank. Then, click next.

General Info Next Section| Top | Main Menu

Number of Temporary Power Poles 0

Number of Circuits 0



Permit Step 5: Add Attachments

e Click Add Attachment + to upload documents from your device.

e Some permit types will require specific documents before you are able to move forward.

e Each uploaded file will appear in the Attachments section.

e To add more, click Add Attachments for each new file.

e When you’ve uploaded all required documents, click Next.

e File NamingTips:
o Include the project address and date in the file name (2010 Howell plan 07042026.pdf)
o Useonly letters and numbers ( a, B, 1). Do not use special characters or symbols (#, *, /)

Apply for Permit - Electrical Alteration (Residential) *REQUIRED

Locations Type Contacts Mare Info Attachments

Attachments

Provide any available documents related to the project, including but not limited to project scope, project drawings, or contract expense agreements.

click or drag files

Add Attachment

-+

Supported: .pdf, jpg, png, .jpeg,




Permit Step 6: Signhature

o Review the signature affirmation.

e Typeinyour name.

e Electronically sign or type signature your name.
e Click Next.

Apply for Permit - Electrical Alteration (Residential) *REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

By signing this application, | hereby affirm that the statements in this application are true and correct and agree to comply with all provisions of the adopted code sections
of the International Building Code, International Existing Building Code, International Fire Code, International Residential Code, International Mechanical Code,
International Plumbing Code, International Fuel Gas Code, International Property Maintenance Code, International Energy Conservation Code, Accessible and Usable
Buildings and Facilities Code, National Electrical Code, International Swimming Pool and Spa Code, and all other applicable City Ordinances and laws.

* Please type your name as consent to electronically sign this application. Patty Plannel

Enable Type Signature

'Patty Planner
March, 10 2026

ety P




Permit Step 7: Review and Submit Your Application

e The Review and Submit screen will appear.
e Lookover all of your entered information, including attachments, to make sure everythingis
complete and accurate.
e When ready, click Submit to send in your application for review.
o You can also hit Save Draft at any point of the application process and return to complete
the application at a different time.
o You can return to a draft by clicking Draft Status from your Dashboard
e After submission,
o Aconfirmation message will appear at the top of the screen.
o The system will assign a Permit Number to your application.
o You canview your application details by selecting the tabs on the case screen.

Apply for Permit - Electrical Alteration (Residential) ‘REQUIRED

Locations Type Contacts More Info Attachments Signature Review and Submit

Locations

Location 2010 Howell 5T, North Kansas City, MO, , 64116
Basic Info

Type Electrical Alteration (Residential}

Description b

Square Feet

Valuation 1500

Applied Date 03/10/2026
Contacts

@ Your application was successfully submitted!

Your submission has been received. City staff will be in touch after review via email with further instructions. All contractors
performing work in North Kansas City are required to have a Morth Kansas City business license. Information about this process
can be found at NKC.org/BL

Continue to permit



How to Pay Fees for a Permit

e Permit fees are invoiced after the application is reviewed by City staff.

e Staff will send a notification to the permit contact when the invoice is ready for payment with
directions on how to pay.
o Loginto NKC Civic Access and go to your Dashboard.
o Under My Permits, the Attention screen will list the permits available for payment.

My Work
MY PERMITS MY INVOICES
Search... [ Export to Excel
Display | Attention (All) hd
Permit Number Project Y  Address T  Permit Type Y  Status Y  State
ELER-006173-2026 2010 Howell ST North Kans.. | Coctcal Alteration Subrmitted -Onli.. 4 rrention Recent, Pending
(Residential) {Unpaid Fees)

o Click the Permit Number in question to open it.
o Clickthe Fees tab (a red dot means action is needed).

= (Click Pay Now under Available Actions, or Add to Cart in the Fees section.
o Ontheinvoice screen, review the charges.

= You can print or save the invoice by clicking the Print icon at the top.

=  When ready, click the Pay Now button at the bottom.

o
Payments | City of North Kansas City - o
Review your cart items Cart summary
Permit: ELER-006173-2026 | Invoice: INV- $63.30 Subtotal $63.30
|:| 00015674 Additional fees may be applied at checkout

Vie“‘ dEtails Remove m

Find more items to pay

B Return to NorthKansasCityMOProd

o Choose your payment method (eCheck or credit card) then click Review Payment.
o Follow the on-screen instructions to complete your payment before exiting the page.



