
Permitting Basics



Permitting
• Services and Resources
• ECLIPSE Account Overview
• ECLIPSE Permitting
• Holds
• Inspections

Additional Sessions for Existing User Q&A



Services and Resources



www.phila.gov/li



L&I Available Services-Online

All permits and licenses 
available through online portal



Virtual and In-Person Appointments
Can make appointment: 
• Online
• Call 311
• Download app
• MSB kiosk

Virtual- next business day
In-Person- same day

May vary during peak 
days/ seasons



Chat
Accessible through any 
eCLIPSE screen

Currently Available 
9:30-1:00  (will 
gradually expand to 
2:30)

Live chat will show ‘we 
are here’

Use chat for targeted application assistance, eCLIPSE 
questions, and escalations

Do not use chat for assistance in walking through application, plan 
reviewer or inspector questions, questions unrelated to L&I 
eCLIPSE, basic form requests 



Website Help Services
Service 
Request: 
including status 
of past-due 
reviews, holds, 
permit access, 
specific code/ 
process 
questions

Self Help: 
eCLIPSE 
Help, 
FAQs, 
Code 
Bulletins



Website Help Services



Philly 311 Call Center

Call 3-1-1 (215-686-8686) for:
• Service requests
• Direction on connecting with L&I
• Basic information on available L&I services
• Basic eCLIPSE help (i.e. password re-set) 



Web Services
http://phila.gov/li

Get a Permit Permit Requirements and Exemptions

Get a Trade License Contractor License Requirements

Get a Business License Business License Requirements

Contractor Inspections Scheduling Inspections and Submitting 
Permit Certs

eCLIPSE Online eCLIPSE Portal

eCLIPSE Help eCLIPSE Self-help videos, how-to-
guides, and FAQs 

Contact Us Contacts for L&I

http://phila.gov/li
https://www.phila.gov/departments/department-of-licenses-and-inspections/permits-and-certificates/construction-and-repair-permits/
https://www.phila.gov/departments/department-of-licenses-and-inspections/licenses/trade-licenses/
https://www.phila.gov/departments/department-of-licenses-and-inspections/licenses/business-licenses/
https://www.phila.gov/departments/department-of-licenses-and-inspections/inspections/construction-inspections/
https://eclipse.phila.gov/phillylmsprod/pub/lms/Login.aspx
https://www.phila.gov/departments/department-of-licenses-and-inspections/permits-and-certificates/help-using-eclipse/
https://www.phila.gov/departments/department-of-licenses-and-inspections/about/contact-us/


Keep an eye on Announcements 
and Newsletter!



Online Account Creation
(Public “External” Users)







Navigating Your Home Page



Home Page
● Pay balances due

● Apply for and 
renew Licenses 

● Apply for Permits

● See permit job
status on 
main page ● Become a co-applicant

● Create a Project for 
organization of permit 
jobs



1. My Activities:
Access 50 most recent permit record; 

2. My Inspections

7. My Hearings/ Appeals:
Appeals to all boards

3. My Projects:
Permits organized by Project-
User Managed Versus City Managed

5. My Trade Licenses:
Contractor License and    
Home Improvement Registration

4. My Businesses: 
Access all business licenses

6. My Registrations:
Design Professional and    
Attorney Registrations



Resources
Administrative Text

Blue-Dot

•Individual Services
•eCLIPSE Instructional Videos and FAQsWebsite

•Join Chat
•Make a Virtual Appointment
•Contact 3-1-1

Still Stuck?



Share Access To Your 
Account



Shared Account Access

● Grant someone the authority to manage a trade license

○ Renew, submit insurance updates, amend business information

○ This access should only be granted to an employee

○ Recommend that users be registered under company email address



Shared Account Access

● Grant someone the authority to file permit applications on behalf of 
your company or under your Prof Reg

○ File and manage permit applications. Only the applicant can see the permit.

○ Most appropriate for employees of design and law firms

○ Expediters need not link to a client's account to file.



Shared Account Access

● Grant someone access to the permit

○ Allows full access to a specific permit

This is not the access required for a contractor 



Managing Your Profile









Permitting



Benefits
● Online Permitting

● Auto-Issue or abbreviated review of certain permits
● ePlan submissions for electronic review

● Online Account Access
● More streamlined approval process across departments

● Streets, PWD, Planning, Historic, Art, OPA
● Appeals, amendments and TCOs filed from within the permit job. 
● Inspection Scheduling
● Combo Applications
● Project Umbrella- ‘Get an Assigned Examiner Service’



Business Changes
● Residential New Construction must include MEP

● Fire Suppression optional

● Design Professionals (in Responsible Charge) and Attorneys must register PA license 
and CAL if serving as applicant.

● Home Improvement Contractors must submit CAL and insurance.

● Contractor must affirm association if not the applicant. 

● Contractor License Checks



Permit Menu



Permit Menu:
● Construction

○ Main
○ Misc.
○ EZ w/o plans
○ Rough-In

● Zoning
● Operations
● Certificates
● Preliminary







Filing a Commercial Building 
Permit Application (Combo)





Permit Menu:































Through the Manage Permit Notifications screen, can manage Application
‘Contacts’ and ‘Co-Applicants.’

A Contact is someone associated with the project. The Contact is kept informed
based on the system notifications the permit Applicant selects. The Contact
does not necessarily have a user account and does not have rights to edit or
own the application nor the permit.

A Co-Applicant has the same level of access as the applicant. The Co-Applicant
can change all attributes and add information if required. To invite a Co-
Applicant, select the ‘Invite Co-Applicant’ button. The system will provide a
single-use ‘Associated Code’ that can be given to anyone selected as co-
applicant. The Applicant or Co-Applicant can request another association code
to invite additional co-applicants.







Payment Options

•Electronic check- free of charge

•Debit card ($3.45) or Credit Card – 2.10%  surcharge, minimum fee $1.50

•Electronic payment may also be made for in-person options

•Paper checks, money orders, and cash will still be accepted at our cashier station; 
however, it will delay processing up to 3 business days

•Payments over $500K must be submitted in-person to Revenue cashier







Reviewing and Managing Results







• Details – Overall summary of all information collected during the application submission
• Reviews – The current review tasks assigned to various Departments along with any 

electronic document uploads made during the submission. The required 
reviews for a permit job will not appear until the application has been accepted 
by L&I.

• Inspections – Tracks any inspections that were completed on the permit.
• Project Activity – Displays any parent / child and project associations for the permit job.
• Contractors- List of contractors.
• Subcontractors- Identify subcontractors.
• Manage Permit Notifications – Allows the customer to modify contacts and co-applicants.





Plan Review Outcome of ePlans
● Downloaded ePlans are PDF documents

○ Markups are treated as ‘Comments’ in the PDF file

○ Within the PDF review the ‘Comment’ text for the content of the 
Reviewer’s requested Correction





Other Department Reviews



L&I
Final L&I 
Review

File L&I 
Application

PWD

File 
Streets

Fire

Planning

Issue 
Permit

PHC 
Review



Department Review eCLIPSE Submission Process eCLIPSE Review

LI Final Approval Review No additional submission requirements. Final L&I review to confirm all 
Department reviews complete 
and consistent.

● There will be one final L&I review when all Department’s reviews have 
completed to confirm all approvals have occurred

• Final Review is automatically generated upon approval of all outstanding 
reviews, with the exception of Streets;



NOTES

● Understand requirements of other departments

● Failure to identify additional Department reviews with the permit application may 
result in delayed review times. Likewise, incorrect designation will create delay

● Know when it makes sense to submit separately

● Cannot confirm service level agreements for other departments. Accelerated 
agreement only applies to L&I review

● L&I cannot confirm status of another departmental review

● You will not receive notice until all reviews in the cycle are complete. Can check at 
any time.



Check Status of Individual Reviews



Refer to eCLIPSE Help section of 
www.phila.gov/li



Resolving Holds



Reasons for Hold- Permit Issuance
• Contractor insurance expired

• Contractor license expired

• Contractor has tax issue

• Contractor not named

• Contractor did not approve association

• Building Permit Not Yet Issued



www.phila.gov/li

C

• DO click on hold to read description 
and instruction.

• DO NOT upload insurance to the Hold 

Step 1: Read Hold Carefully



INSURANCE
● The selected Contractor's Insurance required 

renewal before Permit issuance.

● The Contractor must logon to their eCLIPSE 
account, scroll down to the trade license, and 
make any necessary Insurance or License 
updates. 

● Once submitted, notify L&I through the online 
help portal via: 

www.phila.gov/li (About/ Contact Us) - Under 
"Permit questions" section click the "Submit an 
Online Request" link and select the "Permit Issuance 
Hold" option.

• The selected contractor has issues related to 
their Trade License(s) required for this 
Permit

• The Contractor must logon to their eCLIPSE 
account, scroll down to the trade license, 
and submit any necessary License renewals.

• Once submitted, notify L&I through the 
online help portal via: 

www.phila.gov/li (About/ Contact Us) - Under 
"Permit questions" section click the "Submit an 
Online Request" link and select the "Permit 
Issuance Hold" option.

LICENSE
Step 2: Address Root Issue



Still Stuck? Review eCLIPSE Help



Step 3: Contact L&I to Lift the Hold



Hold- Permit Completion

• Required Certifications- see phila.gov/li

• Associated trade permit not completed

• Development Income Tax (DIT)

Upload cert or submit response directly to hold- this will be assigned directly to 
the inspector or inspections unit



Integrated Voice Response
(IVR)



• Scheduling of Inspections
• Choose from one of 7 available dates. 
• Allows you to schedule your inspections 24/7
• Provides customer the option to choose an AM/PM preference for their 

inspection.
• Can schedule multiple inspections at same time.
• System provides an option to leave a message for the inspector to listen to.
• Allows customers to retrieve inspection results at any time, even seconds after 

the inspection is completed.
• No need to speak directly to your inspector.

• Provides permit review status.
Allows for real time status updates on your permit



Online Scheduling of Inspections
• You can request an inspection online through your public portal at any time 24/7

• There are no request date constraints as compared to the 7 days when using the 
IVR

• You will have the ability to request multiple inspections at once on the same 
permit

• Allows the customer to leave instructions for the inspector

• May choose between AM or PM preference



This online portal page is for 
a particular permit.

The “Request Inspection 
Button” can be found at the 
bottom of the page



• On the “request an Inspection Page” 
the customer can choose from a list of 
available inspections.

• Additional inspections will be made 
available as they progress through the 
inspection process which approves 
the work performed.

• Once the inspection request is 
submitted, the customer can view the 
list of previously performed 
inspections and their outcomes as 
well as upcoming scheduled 
inspections on the inspections page 
on their permit.



Thank You
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