
- 1 - 

Development Review, Permitting and Inspection Software 

Application System 

Web-Based User’s Manual 

 
 
 
PUBLIC INFORMATION - NAVIGATION LINKS .................................................. 3 
INFORMATION SEARCH ..................................................................................... 4 

Public Searches ......................................................................................... 4 
Navigating an Individual Case Record ....................................................... 6 
Attachments ............................................................................................... 7 

Related Folders .......................................................................................... 8 
ISSUED PERMITS REPORT .............................................................................. 10 

FEEDBACK- Contact PDR ................................................................................. 11 

APPENDIX A – Acronyms in Case Type & File Name Suffixes & Prefixes ......... 12 
APPENDIX B – Deciphering the “Reference File Name” Structure ..................... 13 
 

REGISTERED USERS ....................................................................................... 14 
PERMIT SELF-ASSIGNMENT AND PAYMENT ................................................. 15 

My Permits/Cases .................................................................................... 18 
My Licenses ............................................................................................. 23 
Request/Cancel/View Inspections ............................................................ 24 

My Escrow Accounts ................................................................................ 25 
Reports..................................................................................................... 30 

Logout ...................................................................................................... 32 

 



- 2 - 

DEVELOPMENT REVIEW, PERMITTING and INSPECTION  
Software Application System is commonly referred to as ‘AMANDA’ 
(Application Management and Data Automation) 
 
With this software application, the public can research development information, apply for 

permits, schedule inspections, and track information, all from the internet. The URL for the site 

is www.austintexas.gov/devreview/a_queryfolder_permits.jsp .  Clicking on this link or typing 

the address into an internet browser will bring up the screen below: 

 

  

http://www.austintexas.gov/devreview/a_queryfolder_permits.jsp
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PUBLIC INFORMATION - NAVIGATION LINKS 

 

 

 
 

 

 

The navigation links that display at the left of the 

search page allow access to various categories of 

information.  The links under PUBLIC 

INFORMATION -- Public Search and  Issued 

Permit Report – are both available without 

registration or password. 

 

Clicking on the Public Search link displays the 

Search page, with no criteria in any of the search 

fields. Use it to “clear” all the search fields to their 

default (blank) settings. 

 

 

The REGISTERED USERS links are for customers 

who regularly use this system to apply for permits 

and pay fees.  Once registered, the user needs a 

password to enter this section of the website: New 

Registration, Update Registration, Permit Assign 

and Pay, My Permits/Cases, My Licenses, 

Request/Cancel/View Inspections, My Escrow 

Accounts, Reports, and Login.   

 

There are two separate documents under HELP: 

Web Help is for all users; Permit Assign and Pay 

Help is for Registered Users.   

 

Under the FEEDBACK category, users can send an 

email to the Planning and Development Review 

Department to ask questions about the website 

and/or to share experiences encountered on the 

website. 
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INFORMATION SEARCH 

Public Searches 

 

There are three different methods by which you can search for a case or a collection of cases, 

depending on what information you have, and what information you are seeking:  

 Permit Number  

 Case Number 

 Any combination of Property Address, Project Name, Type of Permit or Case, and Start 

Date.    

 

 
 

NOTE: In March 2007, the formatting of some Case Numbers (the second search method 

above) changed from two digits to four digits to represent the Year an application was 

submitted.  For Site Plans and Subdivisions, that was the only change. For Building Permits, the 

change was more dramatic. Here are a few examples of different format changes: 

 

Subdivision  

Old:   C8-06-0123   

New: C8-2008-0123 

Site Plan  

Old:    SP-06-0123   

New: SP-2008-0123 

Building Permit  

Old:   BP-06-3481 

New: 2008-003481 BP
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Each search method has its own Submit button for executing the search.  For example, the date range at 

the bottom of the screen only works in tandem with the other fields in that section.  The Permit Number 

and Case Number searches are stand-alone.  

 

 

 
 

When searching by Permit/Case Type, and/or Zip, and/or Date, the system may need more details, or just 

may need to be “refreshed”, and this message may pop up:  

 

 
 

In this instance, either add additional info, OR you can “refresh” the search page by clicking on the Public 

Search button at the top of the Navigation Bar, and re-entering the search criteria.  
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If more than one case meets your search criteria, the available information will be displayed in columns, 

on a separate row for each case: Permit/Case, Reference File Name, Description, Sub Type, Work 

Type, Project Name, Status, and Related Folders.  

 

 
 

If a search results in over 200 records, you will receive only “the first 200”, but you will have no way of 

knowing which 200 it has found.  Click on the “Back” button to return to the search page, and narrow 

your search by one or more additional parameters, such as reducing the date range, in order to yield fewer 

than 200 records.  

 

 
 

 

Navigating an Individual Case Record 

 

Click on the Permit/Case hyperlink for the record you want to review, and a new page will appear, 

displaying more details of that case: Folder Details, Folder Info, Property Details, People Details, 

Fees, Processes and Notes, and (if applicable) Attachments. 

As you can see by the partial list of Case Types in Appendix A, there are dozens of different types of 

cases, and the review process for each type of case is unique. Therefore, the information that is contained 

in the different sections of the database will vary.   
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Attachments 

 

The presence of attachments at the bottom of this page will depend on the Case Type, and the Status of 

the case. A few examples:  

 Residential Building Permits will not have any attachments until after the building plans have been 

approved. At that time, the approved drawings will be scanned and attached.  If there are revisions 

after approval, the revisions will also be scanned and attached.  

 The drawings for Site Plans and Subdivisions will not be attached until after the project is approved. 

However, each round of the Review Staff’s Comments (Master Comment Reports) about those 

drawings will be posted as they occur, and the attachments will be titled: “Update 0”, “Update 1”, etc.  

These comments are identical to the packet that is printed and mailed to Registered Interested Parties 

for that case.  

 Where plan drawings have been attached, the file descriptions may end with a “~001”, “~002”, etc. to 

represent the Sheet # of the drawings.  Typically, Sheet ~001 has the index of all sheets in the plan, so 

you can decipher what page contains the various details you may be looking for: tree survey, erosion 

controls, front elevation, etc.  

 Any additional (##) notation following a Sheet number refers to a modification of that sheet, and the 

highest of any such # will be the latest revision of that page.  Previous revisions will also remain online 

for reference.  

 Master Comment Reports contain the comments by each of the reviewers for that particular case, but 

do not contain the applicant’s responses to those comments. Responses are typically submitted as 

“Revision pages” to the original drawings.  Because Comments in each report are based on the 

applicant’s responses to the previous set of Comments, they will make the most sense if you read them 

in the order in which they were made (starting with “Update 0”).  
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Other documents are also available, depending on the type of case and where it is in the review process.  

Most attached documents are either PDF (open with Adobe Reader) or TIF (open with most Image 

Viewers).  

 

At the bottom of most AMANDA screens, there is a button that will return you to the previous 

screen. You can continue clicking Back until you get to the main Search page, or click on the Public 

Search button at the top of the Navigation Bar. 

 

 

Related Folders  

 

“Related Folders” are what it sounds like: Applications and Permits that are directly related to each other.  

It does not automatically include all cases at the same location or even with the same address.  This term 

applies mostly to cases that involve Building Permits and the associated Trade Permits, so not all cases in 

this database will have “Related Folders”.  If the case you are looking at shows “Yes” in the Related 

Folders column (as shown below), then clicking on the Yes will bring up all the other permits that have 

been applied for on the same project.  

 

For example, a PR (Plan Review) will not have any Related Folders until after it has been approved and 

subsequent permits have been applied for. Each of those permits will also show that they are “Related” to 

all the other permits associated with that Plan, once they are applied for. In this example, the PR is the 

first folder level, and once the Trade Permits (mechanical, electrical, plumbing, driveway/sidewalks) are 

issued, they will each appear as a Level 3 (under the BP, which is Level 2).  
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ISSUED PERMITS REPORT 

 

Clicking the Issued Permit Report link on the Navigation bar will take you to the screen below. Clicking 

on the Submit button without altering the Start or End Dates will generate an Excel spreadsheet of all 

Building Permits and Trade Permits issued by the City during the past week.  

 

 

 
 

 
 

 

You may change the start and 

end dates, but the system will 

not search for more than one 

week at a time.   

 

Due to the large volume of 

permits, it may be a minute or 

two before you will see this 

window:  
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FEEDBACK- Contact PDR 

Clicking on the Contact PDR link allows users of this database to send an email to the Planning and 

Development Review Dept. (PDR) to offer information or inquire about the functionality of this site.  

 

 

 
 

Fill in the requested information and click the “Send message” button.   

 

Please Note:  Any response from PDR Staff will go to Your e-mail address, exactly as you enter it, so 

make sure it is accurate.  
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APPENDIX A – Acronyms in Case Type & File Name Suffixes & Prefixes 

 

Folder Description  
Permit/Case Type  
 ( Case # SUFFIX )  

Reference 
File Name 
( PREFIX ) 

# SubTypes 

        

Board of Adjustment 
BA 

C15 
4 

Sign Review Board Variance C16 

Building Permit BP same 39 

Concrete License LC LC 0 

Development Assistance Center DA DA or CD or C8I 3 

Driveway / Sidewalks DS same 4 

Electrical Permit EP same 2 

Environmental Inspection EV SP or SPC 3 

General Permit GP GP or none 4 

Mechanical Permit MP same 2 

Neighborhood Planning NP NP or NPA 2 

Operating License OL none 8 

Plan Review PR same 40 

Plumbing Permit PP same 6 

Rainwater Harvesting AUXW AUXW 2 

Right of Way Excavation Permit EX same or none 1 

Right of Way Use Permit RW same or none 8 

Sign / Banner Permit SB same or none 2 

Site Plan - Administrative approval 
 SP 

SP 
4 

Site Plan - Commission approval SPC 

Site Plan Correction  SC various (SP, C8)  0 

Sound Ordinance SO SO 6 

Subdivision C8 C8 4 

Subdivision Joint City/County C C8J, C8F, C 4 

TAP Permit W none 2 

Trade Registration TR same 7 

Tree Permit TP none 0 

Zoning 

ZC 

C14 

9 

- Historic C14H 

- PUD C814 

- MUD C12M  

- Capitol View Corridor C17 

NOTE: These Permit Types and Case 
Types are visible to the public online. There 
are many more types of Permits and Cases 
that are issued by the City of Austin but may 
not be visible to the public. 

  

same = entire 
Reference File 
Name is same as 
Permit/Case 
number 

  

    

none = there is no 
Reference File 
Name for this 
Permit/Case Type 
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APPENDIX B – Deciphering the “Reference File Name” Structure 
 
PLEASE NOTE:  
 
 Not all Case Types and SubTypes are listed below - only the most commonly searched.  
 Formats below apply to the number in the Reference File Name column of the online record. 
 SMART Housing suffix .SH (example C14-2012-0001.SH or SP-2012-0001.SH) may be attached to various 

types of cases: Zoning, Subdivision, Site Plan, etc. 
 
Board of Adjustment:  
 C15-yyyy-#### (example C15-2012-0001) 
 Variance from Zoning Regulations  
 Interpretation of PDRD Director’s determination 
 
Zoning:  
 C14-yyyy-#### (example C14-2012-0001) 
 Historic Designation: C14H-yyyy-#### (example C14H-2012-0001) 
 Planned Unit Development: C814-yyyy-#### (example C814-2012-0001)  
 
Subdivision, Resubdivision: 
 Amended Plat or Preliminary Plan: C8-yyyy-#### (example C8-2012-0001) 
 Preliminary Plan Revision:  Revision # follows original case #, with a decimal (example C8-2012-0001.1) 
 Joint City & County Subdivision (subdivisions in Austin’s ETJ): prefix C8J- (example C8J-2012-0001) 
 
Site Plan (Administrative)  
 Staff review only; does not involve public hearing at PC or ZAP 
 Land Use only: SP-yyyy-####A (example SP-2012-0001A) 
 Construction Plan only (associated with Land Use type) SP-yyyy-####B (example SP-2012-0001B) 
 Consolidated Plan (land use & construction): SP-yyyy-####C (example SP-2012-0001C) 
 Construction only (no land use required): add suffix D SP-yyyy-####D (example SP-2012-0001D) 
 Small Project Site Plan: additional suffix of S (example SP-2012-0001CS) 
 Site Plan Extension: added suffix of  (XT) or (XT2) : SP-yyyy-####(XT) 
 Managed Growth Agreement: added suffix of .MGA :  SP-yyyy-####.MGA 
 Site Plan Revisions: Revision # follows the case number, in parentheses (example  SP-2012-0001(1)) 
 
Site Plan (Commission) 
 Requires Planning Commission or Zoning & Platting Commission hearing, but not Council) 
 Same format as Administrative SP, except for prefix (example SPC-2012-0001 instead of SP-2012-0001) 
 All Change of Use / Conditional Use Permits go to Commission 
 
Building Permit:  
 Format: yyyy-####### BP (six digits after the hyphen) (example 2012-012345 BP) 
 There are 39 BP Sub Types (Commercial and Residential)   
 Common Sub Types:  

o Single Family Houses  
o Two Family Buildings 
o Renovations/Remodel 
o Residential Garage/Carport Addition 
o Commercial Nonresidential 
o Demolition  
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REGISTERED USERS 

 

New Registration and Update Registration 
 

1. When you come to Permit Center our staff can create a Master License record and collect fees for 

setting up your Escrow account. Please will list any (6) authorized Agents. Contractors must have 

trade license #, ID, escrow deposit check, and e-mail addresses for Master license holder and all 

agents. 

2. Contractor/Agent then goes to Public Portal and clicks New Registration to create web account.  

 
 

a. Contractor/Agent enters individual e-mail to create web account. 

b. There are several roles you can select from: Mechanical, Electrical, Plumbing, Fire Line, or 

Irrigation contractor; and Inspection or Escrow Agent. 
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3. Once the form is complete you will receive an ‘Internet Pending’ e-mail with your PIN# asking you to 

log in to activate your account.  

4. Two things happen once you log in and complete the user profile to activate your web account. 

a. You receive a second ‘Internet Active’ e-mail requesting you to contact the Permit Center to 

link your web account to your business and escrow accounts, and add any Agents. 

b. Manual process: Staff will verify the Agent name has been previously listed by the Contractor 

on an Agent authorization form as an authorized Agent. You can download the form at 

http://austintexas.gov/page/building-applications#con_trades 

5. Now that your account is active there are several things you can do to conduct business with the City: 

View your escrow statement, self-assign and pay for trade permits associated with an approved 

Building Permit, and sign up for inspections, create and pay online for applications for tree permits, 

HVAC change-outs and re-inspections. 

6. If you need to update your registration, you can click on the Update Registration link. You can also 

retrieve your password at this link.  

 

PERMIT SELF-ASSIGNMENT AND PAYMENT 

 
The process applies to both RESIDENTIAL and COMMERCIAL Trade Permits associated with an 

ACTIVE Building Permit.  Stand-alone Trade Permits are issued in-person at the Permit Center.   

 All fees will be paid out of escrow account associated with the Trade license holder’s business 

account. 

 Exceptions and changes to Permits are only done in-person or via fax at the Permit Center. 

 

1. Click on Permit Assign and Pay link in the left navigation bar. 

 

http://austintexas.gov/page/building-applications#con_trades
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2. This will take you to the permit retrieve section so you can look up the trade permit. 

a. Enter the permit number using the following format: year, permit sequence number and permit type 

(2008-123456 xP).  No wildcard searches are allowed.  

b. When the permit is found, a window will display the following permit details so you can verify you 

have the correct permit number:  Project name (address), permit number, description, address, 

General Contractor, and fee due.  

3. Click the ‘Assign & Pay’ button to take you to contractor/escrow selection. 

 

 
 

4. Select your escrow account or the escrow account of a trade contractor you represent. You may only 

select contractors that match the permit type, i.e. Plumbing Permit may only have a plumbing 

contractor.  You may only select escrow accounts with sufficient funds to pay for the permit. Click 

‘Continue’. 

a. The system will check to make sure the contractor you select has a valid license (or Plumbing 

Insurance) and registration on file with the City. You may proceed only if all are current and valid, 

otherwise you must update the record in-person or via fax to the Permit Center.  

b. The system will verify the amount due is available in the account you selected. You can only pay 

in full from a single account and may not split payments across multiple escrow accounts. 
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5. Depending on the permit assignment, the Permit Details page will appear requesting additional 

information. Once you have answered the questions related to your permit type, click ‘Continue’. 

 

6. The following disclaimer appears: 

“This action is permanent. You cannot un-assign a permit. 

Permit fee is due on assignment.  

This action is final and no changes may be made after payment. 

Any refunds for cancellation can be completed in-person or via fax at the Permit Center. 

The Permit Center approval e-mail will be sent to the email address listed on the master license 

holder record.” 

Click ‘Continue’.  'Search Again’ will take you back to the Search page so you can change info 

items or search again; permit and escrow remain unchanged. 

7. Enter the PIN for the escrow account and click ‘Proceed with Payment’. 

a. The selected trade contractor has now been added to the permit, and it is now active. 

b. The escrow account has been deducted for the amount due. 

c. Confirmation e-mails are sent to Trade Contractor/Agent notifying them of the activity to include: 

date/time of transaction, web user ID, Permit #, and amount paid from escrow. The logged-in user 

will get an e-mail receipt of transaction and the Permit Approval. 

d. This e-mail is your Permit Approval which should be available at the job site for the inspector. 

8. You have now completed the process and can return to the Permit Assign & Pay search page to assign 

another permit. 

9. Note:  At this time you can only select and pay for one permit at a time.  The system does not yet have 

the capability to select and assign multiple permits. 
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My Permits/Cases  

 

Clicking  will take you to a form that allows you to search for your permits/cases. This 

screen will come up when you log in as a “registered user”. You may choose as many or as few search 

options as you like. Of course, the more general your search criteria the more permits/cases you will have 

returned. Some suggestions on how to use this form are given on the next page. 

 

 
 

Note: The date range portion of the form applies to all searches with the exception of the permit/case 

number field if you choose to look up a specific permit/case.
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Search examples: 

 

 You can search for specific permit types. Should you want to see all of your electrical permits, 

you would simply check the box labeled ‘EP’ under the Permit/Case Type column. This will 

return all of your electrical permits between Aug 6, 2006 and Aug 6, 2007 in the example. You 

can change the date range to include more/less days. 

 You may check multiple boxes within each column. If you want to view all of your building, 

electrical, mechanical, and plumbing permits, check the boxes labeled ‘BP’, ‘EP’, ‘MP’, and ‘PP’. 

 You can search for specific permit statuses. If you only want to see those permits that are active, 

you would need to check the box labeled ‘Active’ under the Permit/Case Status column. 

 You can search for permits at a specific address (partial entries are allowed). If you want to search 

for all of your permits at 505 Barton Springs for example, you could enter ‘50’ in the Street 

Number field and ‘Bar’ in the Street Name field. In addition to returning your permits at 505 

Barton Springs between Aug 6, 2006 and Aug 6, 2007, it might also return 506 Barton Springs 

and 5000 Barton Skyway. 

 You can search for a specific permit (partial entries are allowed). If you know your permit 

number, you can enter it into the Permit/Case Number field. It needs to be in the correct format 

(e.g. 2007-123456 EP). Again partial entries are allowed here and the date range will not apply to 

this search.  

 

 

Once your permits have been 

returned, you can scroll back 

and forth through the pages by 

clicking << Previous 1 2  Next 

>> or click the “Change” 

button to change page size, or 

at “Go to Page:” enter the 

page number and Click the 

“Go” button. 
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Click the Related Folder link and a list of folders will display. 

 

  
 

Type the permit number in the Search by Permit Numbers field and click “Search”.  The My 

Permits/Cases window will display. 
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Click the Case/Permit Number link and the details of the case are displayed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From here, you can request or cancel inspections, or view deficiencies by clicking on the appropriate 

button. 
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 takes you to the “Inspection Request Page”. 

 

 
 

 takes you to the “Inspection Cancellation Page”. 

 

 
 

 takes you to the Inspection Results window. 
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My Licenses 

 

Click on  on the side menu to display a screen with access to all licenses for which you’ve 

applied. Scroll back and forth through the pages by clicking <<Previous Next >>. 

 

Or  

 

Click the “Change” button to change pages.  You can also use the “Go to Page:” by entering in the page 

number and clicking the “Go” button.  A search is also possible by entering data into the “Search 

Licenses by Status” field.  
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Request/Cancel/View Inspections 
 

 
The Request/Cancel/View Inspections link displays a screen with the permits and related inspections. To 

view the details of the Permit, click the Permit Number link in blue. To select all permits, click the Select 

All button. To Request Inspections, click the button at the bottom left. To Cancel Inspections, click the 

button at the bottom center. Click the View Deficiencies button at the lower right to read the deficiencies 

associated with the permits. 

 

 
 

 

The “Request Inspections”, “Cancel Inspections” and “View Deficiencies” buttons work the same way as 

they did in the previous section.  You will also see these buttons whenever you look at the “folder 

details”. 
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My Escrow Accounts 

 

The  link displays the customer’s permits in addition to those payable by escrow.  

This screen displays when the registered user first logs in.  The Checkboxes  indicate permits that can 

be paid through escrow via the web.  You can also access this area by selecting the “My Permits/Cases” 

link on the green menu bar located on the left side of the window. 

 

 
 

Check the appropriate checkbox when ready to pay the Balance for a Case/Permit Number.  Click the Pay 

From Escrow button located at the bottom of the screen. 
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The following Escrow Payment Page displays.  This will show the fee description for the selected 

payment.  If more than one fee is listed, select the appropriate Fee by placing a checkmark in the 

checkbox to the left of the Description.  The Pay From Escrow Account box automatically populates 

displaying the account number and balance for the account.  If applicable, click on the down arrow to 

view other accounts.  Type in your Escrow PIN Number (6 digits) and click the Proceed with Payment 

button.  This will complete the payment process.   

 

 

 



- 27 - 

A receipt will automatically be generated.  You can print the receipt for your records.  You will also 

receive an e-mail indicating payment. 
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The  link on the green menu bar located on the left side of the window will allow 

you to view detailed information for your account. 

 

The List of My Escrow Folders will display a list of accounts.  Click the link located under the Trust 

Account Number column to view additional details. 

 

 
 

This portion of the window displays the Escrow Summary and People Details for the accounts. 

 

 
 

 

This portion of the window displays Escrow Account Withdrawals/Deposits.  You can enter a Start Date 

and End Date to view specific accounts. 
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This portion of the window displays the Escrow Account Balance.  The Balance will always display the 

current amount for the escrow account regardless of the End Date you selected.  Click the Create Report 

button to generate an escrow statement. 

 

 
 

 

The following window will display.  Enter the desired date range. Click the Generate Escrow Statement 

Report button.  You may receive a message indicating “This is not your final statement for the current 

month.”  This will occur when the Start Date and End Date fall in between a month.  Click OK to 

continue. 
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The Escrow Monthly Statement is generated.  Click the Print button to print the statement. 

 

 
 

 

Reports  

The  link displays a “Please Select a Report” screen. The report can then be selected and run. 

 

 

 

 

 

 

 

 

 

 

 



- 31 - 

The Gas Utility Release Report allows a search by date.  

 

 
 

 
 

 

 

 

 

 

The Power Release Utility Report screen displays a date range. Choose the range and click the Power 

Utility Report button. 
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The Permit Number, address, comments, and date of the report are displayed.  

 

 

 

Logout 

The  link can be used to log out of the website.   

 

  


