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1. Creating a Public User Account

To access the full functionality of the Citizen Access Portal, you must create a public user account.
With a public user account, you gain access to certain things beyond what an anonymous user can
do, such as creating applications, downloading certain documents, and running reports.

1. Navigate to the Columbus Citizen Access Portal.
a. Usingthe following link: https://portal.columbus.gov/Permits/
2. Click “Register” toward the upper right corner of the page.

THE CITY OF *

COLUMB

A Home Q Search ~ + New ~ B Schedule ~ 4 Return to Columbus.gov

Record Search... Noticeqd Register ogin

Welcome to the City of Columbus Citizen Access
User Name:
Access city services online anytime, anywhere.

Helpful Information Password:

Submission Standards — Submit documents in accordance with the Department of Building and

Zoning Services electronic review requirements. Login »
User Guide — Learn how to apply for commercial or multi-family building permits and submit

documents for electronic review.

Document Library — Access additional guides and training materials, including instructions on

creating an account and linking a license to your portal account. [ Remember Me

e Help Tutorials — Watch YouTube tutorial videos covering various Citizen Access features. Eorgot Password
e Public Records — Search by address or parcel. Remove the start date if you need records older than To purchase permits:
three years. Register for an account

Need Assistance?

o For Building and Zoning Services related inquiries and assistance,
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3. Checkthe box to acknowledge and accept the terms, then click “Continue Registration”.

THE CITY OF

COLUMB

*

# Home Q Search v + New v B Schedule

4 Return to Columbus.gov

Record Search Notice Register L

o]

o

5

Account Registration

You will be asked to provide the following information to open an account:

« Choose a user name and password
= Personal and Contact Information

« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the privacy policy below to proceed.

Purpose

- >

This policy's main objective is to assure website visitors that their right to privacy is of primary concern to the City of Columbus. It
contains information about what data are collected and how that information is used. This policy may be updated periodically, so
please check back from time to time.

When you follow a link to another web site, even the site of another governmental agency, you are subject to the privacy policy of

that site. You should check the privacy policies of each of these sites if you have questions about how they handle personally
identifiable information.

| have read and accepted the above terms.

Continue Registration »
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4. Complete the required fields, then click the “Add New” button under “Contact Information”
Section.

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

*User Name:

TreeCompany ‘

* E-mail Address:

*Password:

* Enter Security Question:

Favorite Vacation ‘

*Answer:

[ the beach ]

Contact Information

Choose how to fill in your contact information.

Add New

5. Selectyour contact type from the dropdown menu, then click “Continue”.

Select Contact Type X

* Type:
[Tree Company (Removal/Pruning) A

- Discard Changes
-
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6. Complete the contact details for the registration, then click the “Continue” button.

Contact Information %
*First: Middle: *Last:
John ‘ ‘ ‘ ‘ Doe |

Name of Business:

TreeCompany |

* Address Line 1:

‘ 1234 Main St |
*City: *State: *Zip:

Columbus ‘ ‘ OH A ‘ | 43215- |
*Work Phone: Home Phone:

‘ 614-555-5555 ‘ ‘ |

Mobile Phone: Fax:

* E-mail:

[trees@company.mm| ]

1 Discard Changes
g
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7. Once allthe contact information is correctly displayed, click the “Continue Registration"

button.

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

* indicates a required field.

*User Name:

TreeCompany |

* E-mail Address:

trees@company.com ‘

*Password:

* Enter Security Question:

Favorite Vacation |

* Answer:

‘ the beach ‘

Contact Information

Choose how to fill in your contact information.

« Contact added successfully.

John Doe
TreeCompany
trees@company.com
Home phone:

Mobile Phone:

Work Phone: 614-555-5555
Fax:

Edit Remove

Continue Registration »
1
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8. You have successfully created a public user account with the City of Columbus.

@ Your account has been successfully created.

Congratulations! You have successfully created an account with the City of Columbus.

If you are a registered contractor with the City of Columbus, you can associate any of your valid city licenses to your account. Simply log
into your account, and click the "Account Management” link in the upper right corner. From there, click the "Add a License” button at the
bottom of page. You can then search for and associate your active city license. Please notify datagroup@columbus.gov if you encounter any
difficulties.

Account Information

User Name: TreeCompany
E-mail: trees@company.com
Password: i

Security Question: Favorite Vacation

Contact Information

John Doe Business Phone:
TreeCompany Work Phone: 614-555-5555
1234 Main St Mobile Phone:

trees@company.com Fax:
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2. Submitting a Permit Application

1. Navigate to the Columbus Citizen Access Portal.
a. Use the following link: https://portal.columbus.gov/Permits/
2. Usingthe Login sidebar, enter your user account name and password.
a. Referto the “Creating a Public User Account” section above, for instructions to
create an account if needed.

THE CITY OF .

COLUMB

# Home Q, Search ~ + New ~ BASchedule = * Return to Columbus.gov

Record Search Notice = Register Login

Welcome to the City of Columbus Citizen Access —

Access city services online anytime, anywhere. | Treecompany

Helpful Information Password:

Submission Standards — Submit documents in accordance with the Department of Building and [ ]

Zoning Services electronic review requirements. _
User Guide — Learn how to apply for commercial or multi-family building permits and submit Login »

documents for electronic review.

Document Library — Access additional guides and training materials, including instructions on

creating an account and linking a license to your portal account. ) Remember me on this

« Help Tutorials — Watch YouTube tutorial videos covering various Citizen Access features. computer

« Public Records — Search by address ar parcel. Remaove the start date if you need records older than I've forgotten my password
three years. To purchase permits online:

Register for an Account
Need Assistance?

o Cor Deilding and Zanina Condenc calobad fnacidos ond it
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3. Once logged in, select “Create an Application” from the “Forestry” section towards the

bottom of the page.

Addressing

« Search Applications

Business Licenses
= Search Applications
Contractor Licenses/Registrations

= Search Applications
« Search for a Licensed Professional

Facility Licenses

« Search Applications

Right-of-Way

= Create an Application
« Search Applications

= Schedule an Inspection

Zoning

= Create an Application

« Search Applications

Sections & Services

Building

« Purchase Permit or Inspection Trip

= Search Applications and Permits

» Schedule an Inspection

Code Enforcement
= Search Violation Records
Engineering

= Create an Application
= Search Applications

Planning

» Create an Application

= Search Applications
Utilities

= Create an Application
» Search Applications

Forestry

= Create an Application

4. Checkthe box to acknowledge and accept the terms, then click the “Continue Application”

button.

Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and update information, pay fees, schedule inspections,
track the status of your application, and print your final record all from the convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer

| have read and accepted the above terms.

Continue Application »

While the Agency attempts to keep its Web information accurate and timely, the Agency neither warrants nor makes
representations as to the functionality or condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have been compiled from a variety of sources and are
subject to change without notice from the Agency as a result of updates and corrections.

All trademarks and service marks contained in or displayed on this website are the property of their respective owners. Any
commercial use of the materials stored on this Web site is strictly prohibited without the prior written permission of the Agency. v

A
0

10
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5. Choose the “Project Owner Entity” from the dropdown list and add project contacts to the
application.

a. NOTE: If you are working on behalf of an individual property owner, choose “Private
Property Owner.” Only park development projects funded by Columbus Recreation
and Parks Department should select “Columbus Recreation and Parks”.

6. Project contacts can be added to the record as new entries, and/or by associating the
contact information connected to your public user account.

a. Clickthe “Select from Account” button to automatically populate the contact
information tied to your account.

Notice Collections (0) Account Mgmt. Logout

Record Search...

Forestry | Single Permit

1 Contact Info 2 Location Info 3 Project Scope 4  Attachments 5 Review 6 7

Step 1:Contact Info>Contact Details

Please select the project owner entity from the drop down box below. Then attach the necessary contact information
for the permit application

**Please note that periodic updates will occur via email, so please provide valid email addresses for all contacts
that are listed on the permit application**

*indicates a required field.

Project Entity

Owner Entity

* Project Owner Entity:

Private Property Owner

Project Contacts

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

Select from Account Add New

Showing 0-0 of 0

Full Name Business Name Contact Type Work Phone Fax E-mail Action

No records found.

1
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b. Selectthe contact type from the “Type” dropdown box, then click “Continue”.

Select Contact from Account

IS ooe
*Type:

Tree Company (Removal/Pruning)™

Discard Changes

i. Ifyou chose to associate the public user contact information from your
account, your contact information will automatically populate.
ii. Ifyouchose to add new contact information, you will be presented with
contact information fields that require entry.
c. Complete the fields and click “Continue”.

Contact Information x
*First: Middle: *Last: a

Name of Business:

Country:

United States - ‘

*Address Line 1:

*City:

*State:

--Select-- -

*Zip:

Home Phone: Work Phone: Mobile Phone:

12
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7. Once the “Project Owner Entity” data and contact information has been provided, click the
“Continue Application” button.

Project Entity

Owner Entity

*Project Owner Entity:

Private Property Owner

Project Contacts

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

Select from Account Add New

' Contact added successfully.
Showing 1-1of 1

Full Name Business Name Contact Type Work Phone Fax E-mail Action
John Doe TreeCompany mmﬁzﬁingl 614-555-5555 trees@company.com Edit Delete

Continue Application » Save and resume later
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8. Next, select the address of the location where you will be working.
a. For bestresults, enter the “Street No.” and “Street Name” information, then click
the “Search” button.
i. This will search the City of Columbus address repository and return the
matching address and associated parcel number.
ii. If multiple addresses are included in the project, please select an address
that will serve as the primary.

Step 2:Location Info>Location Details
*indicates a required field.

Address

* Street No.: Direction:

| 1111 | | —-Select-—- b 4 |

* Street Name: Street Type:

[E\road ] | --Select-—- - |
Unit No.:

City: State: *Zip:

| | --Select-- v ‘ ‘

14
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b. Afterthe address is located, the remaining information will automatically populate.
9. Next, click the “Continue Application” button.

Step 2:Location Info>Location Details

*indicates a required field

Address

*Street No.: Direction:

1111 ‘ ‘E "

*Street Name: Street Type:
| BROAD | ‘ sT - ‘

Unit No.:

City: State: *Zip:
| COLUMBUS | OH ‘ |43205

Parcel

* Parcel Number:

010012607

(oo
Continue Application » Save and resume later
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10. Provide a Project Name and Detailed Description of the proposed work, then click the

16

“Continue Application” button.

a. Please be as descriptive as possible with the description of work.

Step 3:Project Scope >Project Details

Detail Information

Provide specific information regarding the work you will be performing, including reason for removal or
pruning. Example: "Remove 9" Red Maple, grind stump, restore ground to grade, for waterline project,” or,
"Plant Red Maple in city right of way in front of my home at 1111 E Broad St."

*indicates a required field.

Project Name:

Broad Street Tree Removal

Detailed Description:

Removing 2 trees in the right away along the broad street corridor.l

Continue Application »

Save and resume later
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11. Next, if your permit was a part of a previously approved site plan with the Building and
Zoning Department, enter the site plan number (e.g. 26345-01323) in the “Plan Number
Field”.

12. Complete the required fields under the Project and provide specifics for Project Details.

13. Once all the fields are completed, if applicable, click the “Continue Application” button.

Step 3: Project Scope >Project Specifics
*indicates a required field.

Application Info.

Project Reference
Please include any existing Plan #'s if you have them.

Plan Number:

Additional Info.

Project Scope

For permits with Public Tree Plans only, select the option that state "Scope included in public tree plan”, unless
there have been changes to an existing Plan. All other applicants must complete all fields, including selecting at
least one of the following: Protection, Removal/Stump Grinding, Maintenance, or Planting.

*Scope includes tree protection:

O Yes ® No

*Scope included tree removal and/or stump grinding:

® ves O No

*Scope includes pruning or plant health care:

O Yes ® no

*Scope includes replanting:
O ves ® no

*Scope included in public tree plan:
O Yes ® No

Multiple Contractors:
D Yes ® no

Project Details
**Provide a best estimate for the project begin and project end date. This information will be used to determine
permit expiration date **

*Project Begin Date:

05/01/2026 |

*Project End Date:

05/21/2026 |

Species:

Tree Species |

*Total Tree Quantity::

: |

Total Diameter at Standard Height (DSH)::

[ |

Mitigation Decision:

Pay Fee-in-Lieu

Continue Application » Save and resume later

17
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14. Next, use the “Public Tree Inventory web map” to identify the tree IDs that are included in
the project scope.
a. lItisimportant to note that not all public trees have been uploaded onto the
inventory.
15. Once the tree IDs are identified, click the “Add a Row”, or use the dropdown arrow next to
the “Add a Row” button to add multiple lines at a single time.
a. **Note: if the number of tree IDs are too numerous, you can skip this step and
provide a csv export from the Public Tree Inventory web map of all the tree IDs
included in the project on the proceeding step **

Forestry | Single Permit

1 Contact Info 2 Location Info 3 Project Scope 4 Attachments 5 Review 6 7

Step 3:Project Scope >Tree Inventory

Provide the Tree IDs using the Public Tree Inventory web map. Place each Tree ID on it's own row in the table
below.

If you are impacting multiple trees, you can export the tree IDs from the web map as a .csv file and attach it to
the application on the proceeding step.

*indicates a required field.

Additional Info.

Tree ID(s)

Showing 0-0 of 0
Tree ID

No records found.

Add a Row ‘ v Edit Selected Delete Selected

Continue Application » Save and resume later

16. Next, provide the specific tree IDs that are included in the project, then click the submit
button.

Tree ID(s)
LA

‘ 111111 ‘

Tree ID:

‘ 123123 ‘

™ -

18
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17. Once the tree IDs are specified, click “Continue Application”.

Step 3: Project Scope >Tree Inventory

Provide the Tree IDs using the Public Tree Inventory web map. Place each Tree ID on it's own row in the table
below.

If you are impacting multiple trees, you can export the tree IDs from the web map as a .csv file and attach it to
the application on the proceeding step.

*indicates a required field.

Additional Info.

Tree ID(s)

Showing 1-2 of 2
[] Tree ID
O 111111 Actions v
O 123123 Actions +

LULERG \ = Edit Selected Delete Selected

Continue Application » Save and resume later

18. Next, provide any supporting documentation for the permit and review.
a. Supporting documentation can include the following:
i. Public Tree Plan
ii. TreelDTable

19



City of Columbus Forestry Permit
Recreation and Parks Department Quick Start Guide

19. To add new files, click the “Add” button.
a. Note that you can multi-select by holding down the ctrl button in the dialog box to
add multiple files at a single time.

™ > Documents > Project Plans v G Search Project Pl
New folder
Name Date modified Type Size
Public Tree Plan 10/31/2025 4:20 PM Adobe Acrobat Docu... 89 K
‘I:E‘ Tree IDs 6/23/2025 4:06 PM Microsoft Excel Work... 11K
»
s &
ts A
»
»
File name: “Tree IDs" "Public Tree Plan” v ‘ All Files

20. After you’ve selected your files, click the “Open” button.

N > Documents > Project Plans v C Search Project Pl
New folder
Name Date modified Type Size
‘ Public Tree Plan 10/31/2025 4:20 PM Adobe Acrobat Docu... 89 K|
‘r_ﬁ Tree IDs 6/23/2025 4:06 PM Microsoft Excel Work... 11 Ki
»
s &

> % % | »

File name: “Tree IDs" “Public Tree Plan" o | adlgi

Open ‘

20
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click the “Save” button.

Step 4: Attachments > Attachment Details

Attach public tree plan and/or supplemental documents here.

*indicates a required field.

Attachment

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;jse;lib;Ink;mde;mht;mhtml;msc;msp; mst;php;ph
are disallowed file types to upload.

4 G >
Name Type Size Latest Update Action

No records found.

*Type: Remove

Public Tree Plan v

File:
Public Tree Plan.pdf
100%

*Type: Remove

Tree Asset List v ]

File:
Tree IDs.xlsx
100%

oo cx

Forestry Permit

Quick Start Guide

21. Next, assign the appropriate document type next to each of the files that you added. Then
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22. After the files have successfully saved and appear in the attachment grid, click the

“Continue Application” button.

uploaded

@ The attachment(s) has/have been fully

It may take a few minutes before changes are reflected.

Forestry | Single Permit

1 2 Location Info 3 Project Scope 4  Attachments

Step 4: Attachments>Attachment Details

Attach public tree plan and/or supplemental documents here.

Attachment

5 Review

6 Pay Fees 7

*indicates a required field.

The maximum file size allowed is 100 MB.

are disallowed file types to upload.

4

Name Type Size Latest Update

Tree IDs.xlsx Tree Asset List 10.79KB 05/04/2026

Public Tree Public Tree Plan  88.88 KB 05/04/2026
lan.pdf

Continue Application »

ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;htmlins;isp;jar;js;jse;lib;Ink;mde;mht;mhtml;msc;msp;mst; php;ph

Action

Actions v

Actions v

Save and resume later
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23. Next, verify that all the information provided on the Review page looks correct and

accurate.

24. If any entry needs modified, click the “Edit” button next the desired section, and that

particular section will load for editing.

Please review all below. Click the "Edit’ buttons to make changes to sections or Continue Appl to move on.
Record Type
Forestry | Single Permit
Project Entity
Owner Entity @
Project Owner Entity: Private Property Owner
Project Contacts { caie J
Showing 1-1 of 1

Full Name Business Name Contact Type Work Phone Fax E-mail Action

Tree Company y

John Doe TreeCompany. {Removal/Pruning) 614-555-5555 trees@company.com  Edit
Address — > D
1111 E BROAD ST
COLUMBUS OH 43205
Parcel { ot J

25. After you review all the information, check the box at the bottom of the page affirming that
the information provided is accurate, and click the “Continue Application” button.

are disallowed file types to upload.
4 »
Name Type Size Latest Update Action
Tree IDs.xlsx Tree Asset List 1079 KB 05/04/2026 Actions =
Public Tree " -
Plan.pdf Public Tree Plan 88.88 KB 05/04/2026 Actions =
I certify that | have read and understand the instructions that accompany this application and that the statements made as part
of this application are true, complete, and correct and that no material information has been omitted. By checking the box
below, | understand and agree that | am electronically signing and filing this application.
v
By checking this box, | agree to the above certification. Date: 05/04/2026
Continue Application » Save and resume later
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26. You have successfully applied for a Forestry Permit. You will be notified via email at certain
points throughout the permit lifecycle.

THE CITY OF

COLUMB’

A Home Q Search v =+ New v 4 Return to Columbus.gov

Record Search Notice Collections (0) Account Mgmt. Logout

Forestry | Single Permit

1 2 3 4 5 Review 6 Record Issuance

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record Number is 526-00024.

You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your
record and post it in the work area.
Alicensed professional is now authorized to proceed with work at the designated location.

Your record type requires a follow-up inspection once work is completed. You may schedule the inspection now or return to schedule
the inspection upon completion of the work. Choose "View Record Details" to Schedule Inspections, check status, or make other updates.

View Record Details » (You must post the record in the work area.)

24
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3. Searching for a Permit Application Record
1.

Navigate to the Columbus Citizen Access Portal.

a.

Use the following link: https://portal.columbus.gov/Permits/

Forestry Permit
Quick Start Guide

2. Select “Search Applications” from the Forestry section near the bottom of the page.

Addressing

» Search Applications

Business Licenses

» Search Applications

Contractor Licenses/Registrations

« Search Applications

« Search for a Licensed Professional

Facility Licenses

« Search Applications

Right-of-Way

« Create an Application

« Search Applications

« Schedule an Inspection

Zohing

« Create an Application

« Search Applications

Sections & Services

Building

« Purchase Permit or Inspection Trip

« Search Applications and Permits

« Schedule an Inspection

Code Enforcement

« Search Violation Records

Engineering

« Create an Application

« Search Applications

Planning

« Create an Application

« Search Applications

Utilities

« Create an Application

« Search Applications

Forestry

« Search Applications
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3.

If you are logged in, any record that you have previously submitted will be listed in the
“Records” grid at the top of the page.
a. Note that if you are not logged in, this section will not appear.

Record Search. Notice Collections (0) Account Mgmt. Logout

Records

Showing 1-1 of 1 | Add to collection

E] Date Record Number Record Type Description Project Name Expiration Date  Status A¢
Removing 2 trees in

[] o05/04/2026 s$26-00024 ;‘Z;f:i‘{y (S ::Z :fmhf;gfey:lb"g 05/04/2026 Submitted
corridor.

4 EEEEE———— >

L Seaichi-forRecoids

Enter information below to search for records.
« Site Address
« Contractor License Information
« Parcel Number
« Record Information
« Contact Information
Select the search type from the drop-down list.

General Search v

General Search

O search my records only

Record Number: Record Type:

| | oo -
Start Date: End Date:

‘ 05/05/2023 ‘ 05/04/2026

Street No.: Direction:

‘Fram ‘ - ‘ To ‘ ‘ ~Select-- - ‘

Street Name: Street Type:
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4. Enteryour application/permit number in the “Record Number” field, then click the
“Search” button toward the bottom of the page.
a. Ifyoudo not know your application/record number, you can use the additional
fields on the search page, such as address/parcel to perform a general search
where you can narrow down your results.

General Search v

General Search

0 Search my records only

27

» Search Additional Criteria

oo

Record Number: Record Type:
[526700024 ] ‘ —-Select-- v
Start Date: End Date:
‘ 05/05/2023 ‘ ‘ 05/04/2026 ‘

Street No.: Direction:

From To ‘ --Select-- v ‘

Street Name: Street Type:

| [ 7]
City: State: Zip:
Parcel No.:

If you entered a specific record number, the record will automatically open if the record is

found.

If you performed a more general search, click the Record Number link of the

application/permit you wish to view from the search results grid.

5 Record results matching your search results
Click any of the results below to view more details.
Showing 1-5 of 5 | Add to collection
[j Date Record Number Record Type Description Project Name Expiration Date Status
Removing 2 trees in
() o5/0472026 | $26-00024 forsstogiSingle HiEdhtawdyalens 05/04/2026 Submitted
Permit the broad street
corridor.
Test the pruning
. Forestry | Single action of my
D 05/01/2026  526-00023 Permit construction of the 05/01/2026 Issued
mind.
The water line repair
people used an
[] o04/22/2026 526-00020 forsstnylBingle excavator to did 041222026 Issued
Permit near my tree and
scraped the tree and
ripped bark off
Forestry | Single removing trees in
D 04/22/2026  526-00021 Permit front of address for 04/22/2026 Under Review
new sidewalk
Forestry | Single REMOVEAND
D 04/22/2026  526-00022 try 9 PROTECT MANY 04/22/2026 Under Review
Permit
TREES.
4 G
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7. Applicant and application specific information will be displayed.
8. Clickthe “Record Info” drop down menu to explore the different data pages associated
with the permit application record.
a. The following pages are included as part of the permit application record:
i. Record Details: Specific information about the application.
ii. Processing Status: Workflow/process statuses detailing the approval
process.
iii. Related Records: any other records that are related to the application.
iv. Attachments: View existing attached documents or add nhew documents to
the application.
v. Inspections: View upcoming or completed inspections.

THE CITY OF

COLUMB’

# Home Q Search v + New ~ #1Schedule » & Return to Columbus.gov

Record Search Notice Collections (0) Account Mgmt. Logout
Record 526-00024: Add to collection
Forestry | Single Permit Tweet

Record Status: Submitted
Expiration Date: 05/04/2026

Record Info ¥ Payments v

Record Details

Processing Status on

Related Records
Attachments

Inspections

m‘is

Project Description:
Broad Street Tree Removal
Removing 2 trees in the right away along the broad street
corridor.

» More Details

28
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4. Adding Documents to a Record

Should additional documents be required after the initial submission of the application as part of
the permit review process, follow the steps below to add new documents/attachments to a permit
application.

1. Begin by navigating to the Columbus Citizen Access Portal.
a. Usingthe following link: https://portal.columbus.gov/Permits/ then follow the steps
above to search for the permit application.
2. Once the desired permit application is opened, click the “Record Info” dropdown button
and select “Attachments”.

THE CITY OF

COLUMB '

A Home Q Search v 4+ New v # Schedule v 4 Return to Columbus.gov

Record Search Notice Collections (0) Account Mgmt. Logout
Record S26-00024: Add to collection
Forestry | Single Permit Tweet

Record Status: Submitted
Expiration Date: 05/04/2026

Record Info ¥ Payments ¥
Record Details
Processing Status bla!
Related Records
Attachments
Inspections |
TrecoraTowilS

Project Description:
Broad Street Tree Removal
Removing 2 trees in the right away along the broad street
corridor.

» More Details

3. Documents associated with the permit application will be viewable in the grid.
a. Note that you may need to be logged in to view the documents/attachments and
submit new attachments.
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4. To add additional attachments, begin by clicking the “Add” button.

Record S26-00024: Add to collection
Forestry | Single Permit Tweet
Record Status: Submitted

Expiration Date: 05/04/2026

Record Info ¥ Payments v

Attachments

The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm; html;ins;isp;jar;js;jse;lib;Ink;mde; mht;mhtml;msc; msp;mst; php;ph
are disallowed file types to upload.

4 G »
Name Record ID Record Type Entity Type Type Size Latest Update Actio
Tree IDs.xlsx $26-00024 Forestry | Single Permit Record Tree Asset List 10.79 KB 05/04/2026 Acti
Public Tree . . . -
Plan.pdf $26-00024 Forestry | Single Permit Record Public Tree Plan  88.88 KB 05/04/2026 Acti
4 >

5. Next, navigate to and select the desired documents to upload, then click the “Open”

button.
a. Note that you can multi-select and attach multiple documents at once, as shown
below.
i. Hold the ctrl key on your keyboard and use your mouse to click the multiple
files you wish to upload.
X
> Documents > Project Plans v G search Project Plans P
folder =- O 0
Name - Date modified Type Size
Public Tree Plan 10/31/2025 4:20 PM Adobe Acrobat Docul... 89 KB
B Supplement Documentation 3/20/2025 4:43 PM Adobe Acrobat Docu... 235 KB ‘
@t | Tree IDs 6/23/2025 4:06 PM Microsoft Excel Work... 11 KB
b
b
b
b
b
e name: |Supplement Documentation v | _AllFile v
Cancel
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6. Next, select the appropriate category from the “Type” drop-down list associated with each

attachment, then click the “Save” button.

Attachments

The maximum file size allowed is 100 MB.

are disallowed file types to upload.

Supplement Documentation.pdf

100%

ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;htmL;ins;isp;jar;js;jse;lib;ink;mde;mht;mhtml;msc;msp;mst;php;ph

4 G 4
Name Record ID Record Type Entity Type Type Size Latest Update Actio
Tree IDs.xlsx $26-00024 Forestry | Single Permit Record Tree Asset List 10.79 KB 05/04/2026 Acti
w 526-00024 Forestry | Single Permit  Record Public Tree Plan ~ 88.88 KB 05/04/2026 ctil
4 >
*Type: Remove
[ Site Map v ]
File:

7. The newly added document/attachment should then be viewable in the Attachments grid.

Record $26-00024:

Forestry | Single Permit
Record Status: Submitted
Expiration Date: 05/04/2026

Record Info ¥ Payments ¥

Attachments

Add to collection

Tweet

The maximum file size allowed is 100 MB.

are disallowed file types to upload.

ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;jse;lib;Ink;mde;mht;mhtml;msc;msp;mst;php;ph

4 G 4

Name Record ID Record Type Entity Type Type Size Latest Update Actic
Tree IDs.xlsx S$26-00024 Forestry | Single Permit ~ Record Tree Asset List 10.79 KB 05/04/2026 Acti
W 526-00024 Forestry | Single Permit  Record Public Tree Plan  88.88 KB 05/04/2026 Acti
Supplement L . . - B
Documentation pdf S$26-00024 Forestry | Single Permit ~ Record Site Map 23414 KB 05/04/2026 Acti
4 [ 4

8. You have successfully added an attachment/document.

31



	1. Creating a Public User Account
	2. Submitting a Permit Application
	3. Searching for a Permit Application Record
	4. Adding Documents to a Record



