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PURPOSE 
This guide provides a step by step aid for requesting Pre-Application meetings through the GMD Public 
Portal.  

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. 
 

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

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

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

2. Click Submit a Planning Application. 
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3. Project Description:  

a. In the Choose the project type box, select Pre-Application Meeting from drop-down menu.  
b. In the Project Descriptive Name box, type in the project name. 

Note: The name you place here will help you identify the project when searching for it 
under My Items, My Planning Applications in the GMD Public Portal.  

c. In the Project Description box, type in the description of proposed work and any other 
helpful details, such as ordinances or planning numbers associated with project.  
Note: The more details written in this section about the proposed project, the more 
prepared the County staff will be for the pre-application meeting.  

d. In the Street Address and Folio/Parcel ID box, type in preferably both the street address 
and folio/parcel ID, if known.  

e. Click Next Step: Planning Details. 

 

Select Pre-Application Meeting   

Provide as much details as 
possible about the project.   
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4. Planning Details: 
a. In the Project Type, when requesting a meeting, select proposed project.  

Note: In the Project Type, when meeting has been waived, you may select the project type 
you will be applying for.    

b. Fill out the additional details of your Pre-Application Meeting request, such as dates 
available and unavailable. See below example.  

 

5. 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.  
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6. Upload Files: 
a. To attach Addressing Checklist, click Browse button.  
b. Additional documents for pre-application meeting are optional but recommended:  

i. Upload Additional Documents may be used to add other documents you may want 
planner to review, such as Conceptional Site Plans, Conceptional Master Plans, 
aerials, ordinances, etc.  

ii. Describe the document in the Provide a short description of this set of documents 
comments area.  

c. For pre-application meeting waivers: 
i. Add email from planner waiving the pre-application meeting, under “Upload 

Additional Documents.  
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d. Locate, choose, and open file from your computer.   

Review the Guidelines.    

Click Browse to attach 
Addressing Checklist.  

Click Browse to attach 
Pre-Application Waiver 
email and/ or additional 
documents.  

Describe document here, 
such as Pre-Application 
Waiver, aerial, etc.  
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e. Uploaded files display under Browse button as shown in the below example. Click Next Step: 

Review & Submit, once you have uploaded your documents.  
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7. 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. 

 

Review information. 

Enter security code here. 

Click Here to Complete. 
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8. Planning Application- Complete:  
a. Review Application Number. This ends the Pre-Application Meeting Request process.  

i. County Staff will receive the meeting request and will communicate back to the 
applicant via email confirming the date and time of the meeting.  

 


