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How to Schedule an Inspection 
 

Step 1: Login:  
 
To schedule an inspection, you must first log into your account. Select the Login or Register Tile  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Step 2: Request Inspection:  
 
Once logged in, select the Request Inspection option. 
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Step 3: Search for Building Permit 
 
In the search box, enter either the building permit number or the associated address, then click Search. 
 
 
 
 
 
 
 
 
Address Search: If you input an address, a list of all building permits linked to that address will be 
displayed. Scroll through the list to select the desired permit. 
 
Permit Number Search: If you enter the exact building permit number, only that specific permit will 
appear. 
 
 

Step 4: Select Permit and Inspection 
 
Click on the building permit number that you wish to schedule an inspection. 
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Once the page loads, navigate to the Inspections Tab.  
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Step 5: Choose Inspection Type 
 
Scroll down to select the checkbox next to the inspection you are requesting. 
 
At the bottom of the page, you can adjust the Results per Page setting from 10 to 100 to view all 
available inspections. 
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Step 6: Submit Inspection Request 
 
After selecting the desired inspection(s), click the Request Inspection button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Input your name, phone number, and the requested date and time for the inspection. 
In the Comments/Gate Code box, provide any pertinent information for the inspector (e.g., gate codes 
or alternate field contact details). 
 
Click Submit to complete your request. 
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Step 7: Requesting Multiple Inspections 
 
To request multiple inspections, select all necessary inspections and click the Request Inspection 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the first box, enter your contact information, along with the requested date and time for all inspections. 
Use the Comments/Gate Code box to include relevant details for the inspector. 
If you wish to schedule all inspections for the same date and use the same field contact, ensure that 
both “Use same date for all” and “Use same field contact for all” boxes are checked, then click Request 
All. 
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Step 8: Verify Inspection Request 
 
After clicking Request Inspection, a new screen will appear featuring a green check mark at the bottom 
of all inspections requested confirming that the inspection request has been successfully submitted.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To confirm that your inspection request has been submitted, click the Back button located in the top left 
corner of the webpage. This will return you to the permit dashboard.  
 
Click on Summary and scroll down to the Workflow section to view all requested inspections, including 
the status of past inspections (indicating whether they passed or failed). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*If you have any questions regarding the inspection process, please contact the Application Services Team at 
applicationservices@albemarle.org 
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