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 CONVENTIONS USED IN THIS USER GUIDE  

The following conventions and notations are used in this user guide to enable the user 

to interact more naturally with the GMD Public Portal during the online application 

process. 

 

GMD Public Portal Home Page http://cvportal.colliergov.net/cityviewweb 

Horizontal Navigation Bar Identify the current step of the application process. 

The active step of the process shows in a highlighted 

color orange. 

Portal Email Address/Password The email address and password created during 

registration. This email address is used to 

communicate with customers regarding their account 

profile, application payments, and status. Keep it 

secure.  

Required Fields   (*) Required information fields have a Red asterisk (*) next 

to each area. 

Question Mark              

The question mark provides definitions on checklist 

file names.  

Run Time Once you have started an application process, if your 

computer seats idle for more than twenty minutes (20), 

the Portal starts the logging out process. A warning 

box appears before the system logs you off.      

HORIZONTAL NAVIGATION BAR  

The Horizontal Navigation bar guides you through each step. As you move through the 

submittal process the associated bar highlights in orange identifying the current step.  

The horizontal navigation bar changes according to the application type.  

 

 

  

Horizontal Step Navigation Bar 

http://cvportal.colliergov.net/cityviewweb


 

EPR for External Customers Electronic Application 

Submission  

Doc. Id. : 
BLD- UG-  Electronic Application 

Submission  - 001 

Rev. No. : 0 

User Guide  
Status : Valid 

Page : 5/25 

 

PREPARING FOR APPLICATION SUBMISSION  

Users are required to submit supporting documents and plans for each application 

type.  Before submitting the following is required: 

 Register an  account on  the Collier County GMD Public Portal. See Registration 
EPR User Guide under the E-Permitting page within the Collier Governmnet 
website. To visit the E-Permitting page, click here 

 Completely fill out the application form. You can find other forms and checklists 
on our webiste by clicking here.  

 Ensure any signed and sealed documents contain digital signatures. Digital 
Signaures which have “self-signed” certificates must be registered with our 
office. 

 Complete the Authorization Form if you are not currently authorized or are 
applying as an agent. 

 All documents are in PDF format. 

 Checklist item uploads are a single file; individual pages will not be accepted.  

 Remember, individual file size is limited to 70MB.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.colliergov.net/your-government/divisions-a-e/building-review/e-permitting
http://www.colliergov.net/home/showdocument?id=53891
http://www.colliergov.net/your-government/divisions-f-r/operations-regulatory-management/building-review/application-forms-submittal-requirements
http://www.colliergov.net/home/showdocument?id=63504
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SIGNING INTO THE GMD PUBLIC PORTAL  

 

Open GMD Public Portal through your browser:  
http://cvportal.colliergov.net/cityviewweb.  

Before you can Sign In you must be a Registered User. Click: Registration to register. 
Click on Sign In as shown in the following illustration.   
 

 

 

 

The Welcome to the Collier County web portal dialog box appears like the one 

illustrated on the following page.  

 

  

http://cvportal.colliergov.net/cityviewweb
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1. In the Email Address box, type your business email address.  
2. In the Password box, type your password again to confirm.  
3. Click on Login button to finish the Sign In process.  

 

 

 

 

 

 

 

 

 

The GMD Public Portal Home page appears as shown below.   
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APPLYING FOR A BUILDING PERMIT 

 
The system validates your login and Welcome [Your Account Name] appears at the top 
of the screen.  Click Submit a Building Application to start the process.   
 

 
 

 

 

Note: from the Portal Home there are additional links for: Property Search, Pay Fees, 

Permit Forms, Planning forms and Portal Help.  

 

A dialog box similar to the following illustration appears after you click on Submit a 

Building Application. 

 

Click here to start an application 
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Description and Type Step 

 

1. Click the arrow in the Choose the application type box. From the drop-down list, 

select the application type in the item list. 

2. Enter all the information needed for the Permit Application – Description and 

Type. 

3. Click on Next Step: Permit Type button to move forward in the application 

process.  

 

Note:  The steps may change depending on the application type or category of 

work. This will be noticiable in the Horizontal Navigation Bar.  
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Select Permit Types Step 

 

1. Please choose the Permit to select the type of permit.   
2. Click on Next Step: Work Items button to move forward.  
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Work Items Step 

 

Note:  The information required for this step may vary depending on the type of 

permit selected. 

1. Enter all the information needed for the Permit Application – Work Items.  

2. Type the Declared Construction Cost. 

3. Type the Residential Living Area (when applicable). 

4. Type the Residential Non-Living Area (when applicable). 

5. Choose as many work items as are appropriate.   

6. Click on Next Step: Description of Work button to move forward. 
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Description of Work Step 

 

1. This step will default to values that have already been entered, click Next Step: 

Contacts without modifying the quanitity, even if it is “null”. 
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Contacts Step 

 

This step allows you to enter the contractor information into the system, the applicant’s 

name will be pre-populated with the information you used to register.    

 

1. Click “Add Business from Address Book” and the Address Book box opens. 

 
2. Click the arrow in Contact Type. 

 
3. Choose Contact Type from the drop down list.  
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4. Click Search for a Business Type. Begin typing to search Address Book. 
Select correct name and address. 

 

 

5. Click Add This Contact.   

 
 

6. The Contact information adds to the grid. 
 
 
 

 
 
 
 

7. Click Next Step: Upload Files at the bottom of the screen.  
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Upload Files Step 

 

Note: Each application has a specific Checklist of documents and plans identified for 

submittal. Each file must be uploaded to its associated Checklist Item as one complete 

file, not individual sheets. Begin Upload files:  

1. Review Guidelines for Electronic Submitting Documents prior to uploading 
documents. 

2. Click Browse as shown in the dialog box. The Choose File to Upload dialog box 
open.  
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3. Locate file, Click on File Highlight, Click Open.  
 

 

4. Uploaded files display under Browse button as shown above.  Repeat 1 

through 3 above until all checklist files are attached.  
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5. Documents not included on the application checklist should be uploaded using 

Upload Additional Documents. Click Browse, to select and add files.  

6. Once all documents and plans are uploaded Click Next Step: Review & Submit. 

 

 

The system message box will display Uploads In Progress as shown above.  

 

7. When completed, a dialogue will confirm uploads were successful or notify you 

of errors. Click the “X” on the “Uploads Complete” dialog box.  The system 

redirects to Next Step: Review Submittal.  
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File Upload Error 

If you load a file that is corrupt, the wrong file extension or if your computer has been 

idle for more than twenty minutes (20) and you begin the upload process, you may 

encounter this error message. Try re-uploading files; Step 4 Upload Files. 

 

 

Removing a File  

If you attached a file by mistake, you can remove it by clicking Remove next to the 

uploaded file as shown in dialogue box below.   
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Review & Submit Step 

Review information for accuracy. If any of the information is incorrect or you forgot to 

attach a file, use the Previous Step: Upload Files button to go back and include the 

missing information or file.  If all the information is correct:  

 

 

Enter Security 

Code Here. 

Cancel Application is 

used only if you want 

to completely cancel 

and start over. 
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1. Enter the Security Code as shown below.   

2. Click Complete Application.  

The application process is not complete until you select Complete Application to 

generate your Permit Reference Number.  
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Permit Application Complete Step 

The system generates your Permit Application Number as shown in the dialog box below.  

 

The link View the status of my application, routes you to the Permit Application Status 

page. 



 

EPR for External Customers Electronic Application 

Submission  

Doc. Id. : 
BLD- UG-  Electronic Application 

Submission  - 001 

Rev. No. : 0 

User Guide  
Status : Valid 

Page : 22/25 

 

MY ITEMS 

 

My Items allows the portal users to view a list of their submitted permit applications and 

submit a new application. Click the My Items link as shown in the dialog box below. 

 

Click the black arrow next to My Permit Applications to expand the selection. A list of 

the permit applications submitted by the applicant displays showing the Reference 

Number, Status, Type, and the Date Created. From here, you can also submit a new 

building application.  
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SIGNING OUT OF THE GMD PUBLIC PORTAL 

To Sign Out, click Sign Out as shown in the dialog box below. You are now signed out.  
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FINAL TYPE REQUIREMENTS/ PLANS/ PRINTING 

Once approved and Collier County staff final types the permit. 

1. Customer will receive an email with the payment slip and any additional 

information-permit holds, sub holds, etc. 

2. When the Cashiering staff processes the payment, the outtake staff will be 

notified and the permit will be issued in the order that it was received. 

3. Once issued the customer will receive an email stating that their permit card, 

inspection card and stamped plans are ready to be printed out from the portal.  

 

All Plans that have been approved by Collier County Building Department will have an 

approval stamp along with the permit number: 

 

If plans were submitted for Revisions your plans will be stamped: 
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CONTACT INFORMATION AND ADDITIONAL LINKS 

 

Collier County Business Center 

2800 North Horseshoe Drive 

Naples, Florida 34104 

 Inquiries about e-permitting: permittingdept@colliergov.net or call (239) 252-

2332.  

 To submit digital signatures: edwardbouza@colliergov.net or 

lemayperez@colliergov.net 

 GMD Public Portal: http://cvportal.colliergov.net/cityviewweb 

 E-Permitting Web Site: http://www.colliergov.net/your-government/divisions-a-

e/building-review/e-permitting 

 

 

 

 

mailto:permittingdept@colliergov.net
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mailto:lemayperez@colliergov.net
http://cvportal.colliergov.net/cityviewweb
http://www.colliergov.net/your-government/divisions-a-e/building-review/e-permitting
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