
Logon to PascoGateway

https://aca-prod.accela.com/pasco/Default.aspx

You must first register for an account on this page and follow instructions to have your 
license(s) linked to your account or have delegation permissions to a licensed account.

https://permits.pascocountyfl.net/CitizenAccess/Default.aspx


Select “Building” 
Then “Create an Application”



Accept the terms and conditions by checking the box.  
Click Continue Application.



Select the appropriate License from your list of available licenses that are linked to your 
account.  If needed, contact Contractor Licensing for assistance at (727) 847-8126 option 6. 

If you are an Owner/Builder, follow the instructions on the screen to download/print the owner/builder 
affidavit, read it thoroughly to ensure you qualify, then bring it to one of our offices to have it notarized. 
A temporary license will be created for you.



Click the arrow next to “BUILDING” to view the list of 
permit types.



Select the desired Permit Type and then click “Continue Application”



Enter ONLY the Street number portion of the property address to be permitted and Click “Search”. 
Select the correct street name from the resulting list.  
This method provides the fastest and most reliable results.



Select desired 
address.

Select the street address from the resulting list.



Scroll down

Click “select”

Scroll down.  The parcel and owner information will be 
pre-filled.  Verify it is correct and click Select.

Owner’s Name appears here



OR

Save your work 
to continue later 

if needed.

Verify information 
and click 

“Continue 
Application”

The search screen will auto-fill all the needed fields. 
Scroll down and click “Continue Application”



Add applicant contact information. 
“Select from Account”, “Add New”, or “Look Up” to find the applicant information.

In this example we will click “Select from Account”.

Add applicant 
information.



Add applicant contact information. 
A list of contacts associated with our registered account displays.  Select one to be 
the primary contact for this permit, and click “

Select a primary 
contact for this 

permit.

Then click 
“Continue”



Add applicant contact information. 
Select the Applicant Type from the dropdown list and click “Save”.    Verify contact was 
added successfully and scroll down and click “Continue Application”.

Receive “Contact 
Added 

Successfully” 
message.

Scroll to bottom 
and click 

“Continue 
Application”



Click on the Red Link to Requirements to see the New 
Residential checklist.  Read the notice in red.  

Click to view the new 
home checklist

Read the notice.

Then scroll down to 
enter project details.



Enter a Project Name of your choosing.  Provide a general and a more 
detailed description of the project, and then click “Continue Application”.

Give your project 
a name that is 

easy to remember.
Provide a short 

description of the work.

Provide a detailed 
description of the work.

Continue Application



Next you will be presented 
with a set of questions 
related to the type of 
permit for which you are 
applying.  

In this example, it is a New 
Single-Family Home.

A red Asterisk “*” 
indicates a required 

field.

Answer the questions 
and click “Continue 

Application



Answer each question on 
this page.

Then click “Continue 
Application



Select the Utility 
Information from the 
dropdown boxes.  If 

private well or septic, a 
health department letter 

will be needed.

The property’s flood zone 
will be automatically pre-
filled.  In this example, it is 
100% in zone X, so not in 

a flood zone.

Continue Application



Then, “Continue Application”

In the case of a new home permit as in 
this example, Select the Occupancy Class 

and the Occupancy Use.



Unless you are adding Gass, TUG, or Fire sprinklers, leave the 
defaulted trades checked and click “Continue Application”.

Continue Application



Review all sections.  Click Edit next to any section to make changes.  When 
finished, check the box indicating that all your information is correct and click 
“Continue Application”.

. 

. 

.

Certify your information 
and “Continue Application”



At this step you must pay the required permit intake fees in order to proceed.  
Click “Continue Application” to be re-directed to the third-party payment page.



Pay the fees by credit card or by ACH withdrawal.  For ACH, check with your bank 
to ensure your account is setup to accept ACH withdrawals.  Once the fees are 
paid, you will be re-directed back to the PascoGateway system.

You will receive Success 
Message

You will receive your 
permit number

You will see any conditions 
added to the permit

Scroll Down



Scroll down and click on the “Upload Plans” button.  DO NOT FORGET TO 
COMPLETE THIS STEP.  The building department cannot begin a plan review until 
you submit your construction plan set.  

DON’T FORGET TO 
UPLOAD YOUR PLANS!



THANK YOU!

You may have received two emails at this point: 

• One stating that your license has been listed on the permit and 

• One reminding you to upload your plans and documents.  There are links in this 
email to video tutorials to help you.

Once you have uploaded the required plans and documents, you will receive a 
confirmation email that they were submitted to the building department.  You will be 
notified within 10 business days if there are any issues, conditions, or notes requiring 
your attention.

Still have questions? Call us at (727) 847-8126

https://www.pascocountyfl.net/427/Building-Construction-Services
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