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MYGOV 
HOMEPAGE

Contractors/Applicants may reach our 
MyGov Online Action Center by clicking 

the following link:

MyGov Home

Contractors/Applicants should see a page 
that looks like the picture on the left.

https://app.mygov.us/task/city/cityhome.php?cityname=773


CONTRACTOR 
REGISTRATION

Contractors may request a new 
registration if they are not already 

registered with the city by clicking on 
“Request a New Registration.”



CONTRACTOR 
REGISTRATION –
NEW REGISTRATION

 The contractor can pick 
which type of contractor 
they are applying for from 
the list 

 Continue with the 
application and fill out the 
required information.

 Verify and submit your 
credentials



CONTRACTOR 
REGISTRATION –
NEW REGISTRATION

 Some contractors may be 
required to enter additional 
information such as their 
trade licenses and uploading 
a picture of the license as 
well, for example:

 Mechanics

 Electricians

 Plumbers



CONTRACTOR 
REGISTRATION –
NEW REGISTRATION

 Continue with the 
application and fill out the 
required information.

 Agree to the terms, verify, 
and submit your credentials



CONTRACTOR 
REGISTRATION –
NEW REGISTRATION

 The Permit Technician will 
check/verify the application 
and any applicable 
contractor credentials

 The contractor will submit 
their application and pay 
online with a credit/debit 
card when prompted

 Contractor licenses are 
emailed by the Permit 
Technician (from 
building@westlake-tx.org) 
once completed

mailto:building@westlake-tx.org


CONTRACTOR 
REGISTRATION –
NEW REGISTRATION

 Upon verification, 
contractor registrations are 
emailed to the contractor by 
the Permit Technician (from 
building@westlake-tx.org)

mailto:building@westlake-tx.org


ACCOUNT 
CREATION

 Registered contractors will be 
sent an account activation to 
create a log in account for 
permits and inspections. 

 Enter the 16-digit PIN number 
that was given to create a 
username and password

 If you did not receive an 
account activation, please 
email building@westlake-
tx.org

mailto:building@westlake-tx.org


PERMITS AND 
INSPECTIONS

• Contractor can submit projects online by 
clicking “request project”

• Contractors can request inspections online 
by clicking “request inspection”

• Contractors can renew their registration  by 
clicking “request a new license / 
registration”

• Any credentials that need to be updated 
can be sent to building@westlake-tx.org

mailto:building@westlake-tx.org


 Upon selecting “request project” 
the contractor must choose from 
the dropdown list the type of 
project they wish to submit for 
permit

 If prompted the contractor must 
describe the project and scope of 
work, for example:
 New home construction

 New inground pool

 200 sf Addition to kitchen

 Remodel for new tenant office

 New multi-tenant 
retail/restaurant building

 Clay tile re-roof

PERMITS AND INSPECTIONS –
NEW PROJECT



 Next, enter the address of 
the project
 Street No. (e.g. 3, 26, 1500, 

etc.)

 Street Name (e.g. Solana, 
Dove, Barcelona, etc.)

 Suite (e.g. 101, 2341, etc.)

 When you click “search 
address” results will appear 
with the closest address 
matches the system can find

 Select the address you want

PERMITS AND INSPECTIONS –
NEW PROJECT



PERMITS AND INSPECTIONS –
NEW PROJECT

 All town approved addresses are 
in the system

 If an address is not showing up 
broaden your search (e.g. don’t 
enter the “Street No.”, shorten 
the “Street Name” or try a 
different spelling)

 Shorten name (e.g. Ottinger →
Ott)

 Spelling (e.g. Cortez →Cortes)

 If the issue persists, please 
contact building@westlake-
tx.org

mailto:building@westlake-tx.org


 Complete the required 
information fields specific to 
your project

 Upload the required building 
plans
 Please combine your building 

plans into one file

 All plans must be .PDF 
format

PERMITS AND INSPECTIONS –
NEW PROJECT



 Agree to the terms of the online submittal process 
by checking the box

 Verify all information is correct and submit the 
application

PERMITS AND INSPECTIONS –
NEW PROJECT



PERMITS AND INSPECTIONS –
NEW PROJECT

 The projected will show up under “My 
Projects” as a requested project

 The application will be reviewed by 
the Permit Technician for 
completeness and accepted/denied

 Item in review or projects that require 
additions items will show up under 
“My Reviews”



PERMITS AND INSPECTIONS –
NEW PROJECT

 Some application require additional 
information such as:
 HOA/ACC Approval Letters

 Res/Com Energy Checks

 Asbestos Surveys

 Please upload the applicable 
documents by replying to each note 
in the application step

 Once received the note will be 
resolved and the application step will 
be approved



PERMITS AND INSPECTIONS –
INSPECTION REQUESTS

 Clicking “Request Inspection” take the 
contractor to a screen that shows a list 
of all available inspections for all 
ongoing projects

 Alternatively, contractors can view 
each individual project and see the list 
of inspections available for that project

 Ensure your subcontractor’s licenses 
are up to date



 Inspection must be requested before 
4PM for next day inspection

 e.g. an inspection requested on 
May 21, 2020 @ 11:25 AM will be 
scheduled for May 22nd.

 Do not change the ready date when 
scheduling online

 Provide any additional contact 
information such as homeowner cell 
phone number or gate access codes 
as a note in the inspection

PERMITS AND INSPECTIONS –
INSPECTION REQUESTS



PERMITS AND INSPECTIONS –
PERMIT COMPLETION

 Attach any final documentation necessary at the 
final such as:
 Backflow tests

 Drainage/Grade certificates

 Energy Code reports

 Once a project is complete it will be archived by the 
Permit Technician

 Projects that have been archived are no longer 
visible to contractors



SPECIAL EVENT 
PERMITS

 Applicants for Special Event Permits 
may request a permit online by 
clicking “request a new permit”

 Applicants will upload all required 
documents and fill out all 
information related to their event

 Applicants can pay online via credit 
card/debit card

 Applicants can check that status of 
the application once they have 
submitted

 A copy of the permit will be sent by 
the Permit Technician once an 
application has been approved



QUESTIONS?

building@westlake-tx.org 817-430-0941 1500 Solana Blvd, Suite 
7200, Westlake, TX, 76262

mailto:customerservice@westlake-tx.org

