Visit the Citizen Access website to begin the permit application process: https://services.billingsmt.gov/citizenaccess

At the login screen, enter your credentials in the boxes provided and click the ‘Log In’ button:

After successfully logging in, click on the ‘Permit-Project-License’ button to proceed:

Now you’re presented with more options on the left-hand border. Choose “Apply for a
Permit…” to proceed:

Enter a descriptive project name and description, then move on to selecting a permit type:

You may choose from the permit types listed in the drop-down menu shown below (more
types are being added in the future):

This example is for the Online Residential Fence/Roof/Siding Permit. Next you’ll choose the
applicant type. For this example, we’ll use “I am the owner and won’t be using any
contractors”:

After the project name, description, permit type and applicant type have been entered, you
can click on the “Next” button:

This is the screen where the permit will be tied to an actual piece of property. When entering information
on this screen to search for properties, remember that “more is less”. We used the City Hall building and
the address can be found by entering the address number (210) and the street (27). Notice there is no extra
information entered before clicking on the “Search” button:

The search results are displayed below. We’ll click on the first result returned to pick the City Hall building:

Clicking on the search result listed in the previous screen will insert that information into the permit
application. With the property selected, we can click on the “Next” button to proceed:

Enter the Valuation of the job and click on the “Next” button:

On the next four screens, we can just click on the “Next” button to proceed:

Click on the “Next” button to proceed as no documents are required for this application:

Click on the “Next” button to proceed – No Blanket Permits are needed here:

Click on the “Next” button to proceed as no acknowledgements are required:

At this point, we are ready to click the “Finish” button and submit the permit. This type of
permit is available immediately and we can then click on the “Pay Fees” button on the lefthand border to pay fees and complete this process. After fees are paid, we can click on “My
Applications”, then “Permits” to view the permit and print a copy.

Here is an example of an account with several permits that have been applied and paid for in
the past (Available by clicking on Permit-Project-License and then the “My Applications”
button:

Clicking on one of the individual permits will provide you with the following screen where
this information is available for each permit (This is the Summary Tab):

On the “Parties” Tab, we can click on the “Add Party” button and enter the home owner’s
name:

On the “Printables” Tab, you can click on the Permit Number (middle of screen – blue
outline) and print a .pdf copy of the new permit:

Paying for permit fees:
There are two options/ways to pay fees online.
1. Use the ‘Pay Fees’ button on the left-hand border

The screen shot below is what comes up after clicking on the ‘Pay Fees’ button in the
previous screen shot:

Click on the checkboxes next to the outstanding fees that you wish to pay and then click on
the “Pay Bill” button to proceed to payment.

The other option to pay fees is to click directly on the permit (you can list the permits by
clicking on the ‘My Applications’ button on the previous screen). Notice there is a ‘Fees’ tab
displayed

Clicking on the ‘Fees’ tab, brings you to the screen below where you can pay the permit fees.
Click on the “Pay Balance” button to pay for the permit fees listed on the Fees tab.

The advantage of the first option, (choosing ‘Pay Fees’ button from the left-hand border
menu) is that you can pay for multiple permits at once.

Visiting the individual permits limits you to paying for only one permit at a time.

