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PURPOSE 

This guide provides a step by step aid for submitting applications in the GMD Public Portal, after a Pre-
Application Meeting has been conducted and the project’s status has been updated to “Complete – Add 
Application Type”. 

GENERAL INFORMATION 

 You must be registered and signed in to the GMD Public Portal, before requesting a pre-
application meeting or submitting a planning application.  
 

 Red (*) asterisks identify required fields. If you skip one of these fields, the system prompts you to 
enter the required information.  
 

 Run Time - If your computer has been idle for more than twenty minutes (20), the system will log 
you out. Before logging you out you will get a reminder that your system is about to be logged out 
of CityView. 
 

 Project/ PL will not be saved until “Complete Application” button has been clicked, under the Review 
& Submit Step.  
 

 Webpage for E-Permitting: http://www.colliergov.net/your-government/divisions-a-e/building-
review/e-permitting 

PREPARING FOR APPLICATION SUBMISSION  

Users are required to submit a predetermined checklist of supporting documents and plans for each 
application type.  Before submitting we recommend the following: 

 Review Upload Files (Initial Submittal) Guide prior to submitting electronically.  

PROCEDURE 

Click on link to the Collier County GMD Public Portal: http://cvportal.colliergov.net/CityViewWeb/. 

1. Click Sign In link. Sign in using your registered account.  
 

2. Click My Items link. 
Note: My Items allows the portal users to view a list of their submitted planning applications, 
check on the status of projects, add an application type after a Pre- Application meeting, and 
submit a new application. 
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3. Click drop-down arrow next to My Planning Applications.  

 

4. Locate project/ PL number and Click Add An Application Type link, located underneath 
project/PL number.  

 
5. Planning Application - Planning Types: 

a. Select your Application Type from list and then click Next Step button.  
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6. Planning Details:  
 

a. The information required on this sheet changes with each project/ application type.  
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7. Click Next Step Button. Follow any additional steps, fill out all the required fields for application 
submittal.  
 

8. Contacts: 
 

a. The system auto-populates the Applicant’s name with the information you used to 
register.  It is optional to provide additional contacts.  

i. To move forward, click Next Step: Upload Files button. 
ii. To add another contact, click “Add Business from Address Book” link.  

 
9. Upload Files: 

 

a. Follow Uploading Files (Initial Submittal) Guide for this step.  
 

10. Review & Submit: 
 

a. Review your information and enter the Security Code as shown below.  
Note: The Previous Step button can be used to go back and enter the information you may 
have missed.   

b. Click Complete Application button. 
Note: Once you click this button, system will save your information.  
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11. Planning Application- Complete:  
 

a. Review Project/PL number, this number will remain the same as the Pre-Application 
Meeting. This ends the Submitting Application process. To review the status and 
documents associated with this project/PL, see next step, My Items link.  

Review information. 

Enter security code here. 

Click Here to Complete. 
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12. My Items link: 
a. Click on My Items link, located at the top of every screen in the GMD Public Portal.  
b. Click My Planning Applications.  
c. Review the submitted planning applications, status of projects, add an application type 

after a Pre-Application meeting, and submit new applications from this area. 
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Project Descriptive Name 

To add an application type after Pre-Application 
meeting or to add Final Acceptance. Depending 
on status of your Project/ PL.  

Click to submit a new application or 
Pre-Application Meeting request  

Review for Status changes 

Click on Project/PL number link for more 
details and to resubmit documents. 


