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1. Getting started 
User Registration  
1. Click DPH Permits Login  
2. User clicks the Sign Up tab in Secure login to your DPH Permits screen. 
3. User enters a valid email address for verification. If you have received an invitation email, use that email.  
4. User enters/creates a new password based on the instructions provided in the pop-up screen. 

 

 

• User enters a valid email address for verification  
• User enters/creates a new password based on the instructions 

provided on the screen 
 

• User re-enters the new password again in Confirm Password field  
• User enters value in Primary Phone field (Optional field) 
• User enters value in in Legal First Name and Legal Last Name fields 

 
 

 

https://my.delaware.gov/app/salesforce/exkyc8y1j86JthNIp297/sso/saml
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5. User clicks on Sign Up button at the bottom, after entering data in all the required fields in the screen. 
6. After successful sign-up, the screen below is displayed. 

 

• User enters values in Middle Name (Optional), Street Address, 
City, Zip Code fields 

• User selects value in State drop-down field 
 
 
 

 

User selects values in Country and Account Purpose fields. For 
Account Purpose, select “For My Business” unless you are applying as 
an individual.  Individuals that wish to apply for themselves can select 
“For Myself”. 
 
 
 

 

User to select one of the security access methods to verify login into 
DPH Permits portal by clicking on Set up. After Set up is clicked, an 
Account Activation email will be sent to you. Click Activate Account 
button in that email. 
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7. An Account Activation email will be sent to you.  Click Activate Account button in the email. 
8. Click Continue at the bottom of the Secure login to your DPH Permits screen. After sign-up has been 

completed, user will be taken to the home page of the DPH Permits portal.  
9. For future logins, user clicks on Sign In button on Secure login to your DPH Permits screen. 

 
 

10. Upon successful login, user launches DPH Permits portal and is taken to the home page. 

        
 

• User to select one of the security access methods to login 
into DPH Permits portal by clicking on the Set up. 

• User clicks on Continue at the bottom of the screen after 
Verify method has been set up. 

• User can set up multiple methods for verification later by 
logging back into https://my.delaware.gov/. 

• The Okta Verify method will require you to download the 
Okta Verify authenticator app. 
 

 

After entering login Email and Password, user receives 
secure verification code in one of the verification methods 
set up during registration (E.g. security code from e Email, 
Phone, or ‘OKTA Verify’ authentication app 
Note: User can download ‘OKTA Verify’ authentication 
app, to receive the secured verification code if that 
option is chosen for verification. 
 
 

 

https://my.delaware.gov/
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11. If you have applied for permits in the past and we have your past permits in our system, we will send an 
Invitation Email to the email we have on file for you.  In that Invitation Email, there will be a Registration 
Code that you can enter on the screen that is presented to you. If you did not receive the Invitation 
email, please contact one of our County Offices. This screen will look like the following. 
 

 
 

Accessing DPH Permits Portal  
Pre-requisite: 
1. User should be registered to use DPH Permits Portal 
2. Download ‘OKTA Verify’ authentication app (If selected as the secured method to receive verify code. User 

can also use Email or Phone as the authentication method instead of OKTA Verify. 
3. Ensure a stable internet connection and use a supported browser for the best portal experience. 

 
Steps/Procedure to login 
Launch the web browser. 
Use the DPH Permits Portal URL. 

− URL – DPH Permits Login – This URL is to login directly into the DPH Permits Portal 
− URL - My Delaware Dashboard – This URL will log you into your Delaware Dashboard where you can change 

settings such as your password and authentication verification methods. 
− [Enter your User Id] 
− [Enter your Password] 
− User will be authenticated. User will be directed to use a verification method that was selected during Sign-

Up and Registration. Depending on the secured method selected by user, user receives secured passcode 
from secure method like OKTA, Email etc. Enter the code in the field on the screen and click Verify. 

− On successful login, user (Applicant) navigates to DPH Permits Portal. 
 

  

When logging in for the first time you will see this screen. If 
you have a Registration Code, select Yes and enter the code 
here and click Register.  
 
If you have never applied for a permit in the past with DPH, 
select No and enter all your account details on the screen 
presented to you and then click Register. 
 
 

 

https://my.delaware.gov/app/salesforce/exkyc8y1j86JthNIp297/sso/saml
https://my.delaware.gov/
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2. DPH Permits Portal Home page for Plumbing Permit Application 
On successful login, user navigates to DPH Permits Portal home page with the following fields. 

• Displays Menu options - Home, Accounts, Permits, Plan Review, Invoices and Applications Forms. 
• Displays Welcome banner - Welcome to DHSS-Division of Public Health Permits Application Portal! 
• Displays Delaware logo with the title. 
• Displays following buttons - My Accounts, My Permits, My Payments and Application Forms.  
 

2.1 Mock-up screens – DPH Permits Portal home page 

 
 
2.2 Menu options displayed on DPH Permits Portal home page 
− Home: Displays DPH Permits portal Home page when user clicks on this menu tab.        
− Accounts: Displays all the Accounts associated with the logged-in user, when this menu tab clicked. In 

most cases the user will only have one account.        

 
 

− Permits: Displays all the Permits associated with the logged-in user, when this menu tab clicked. 
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− Plan Review: Displays Plan Reviews for Permits associated with logged-in user, when this menu tab is 
clicked. 

      
 
− Invoices: Displays all the Invoices generated for the submitted Permits, when this menu tab is clicked.           

 
 

− Inspections: Displays all the Inspections requested for the submitted Permits, when this menu tab is 
clicked. 
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− Application Forms:  
           Displays Permit applications for Online submission, when this menu tab clicked 

               
 
 
 
 
 
 
 
 
 
 
 
 
  



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  11 | 138 
 

  
2.3 Buttons displayed on the DPH Permits Portal home page  

           
 

− My Accounts: Displays all the Accounts associated with the logged-in user, when this button is clicked. In 
most cases the user will only have one account. 

            
 

− My Permits: Displays all the Permits associated with the logged-in user, when this button is clicked. 

            
 

− My Payments: Displays all the Online Payments (Go DE, CC, ACH), and Manual Payments (Check, Money 
Order), completed for the submitted Permit Applications, when this button is clicked. 

            
 
 
 
 



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  12 | 138 
 

 
 

− Application Forms:  
           Displays Permit application forms for online submission, when this button is clicked.             
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3. DPH Permits Portal screens for Plumbing-Homeowner Permit application  
3.1 Plumbing – Homeowner Permit Application 

3.1a) Initiate “Plumbing-Homeowner” application & navigate to “Account Information” page 
     Navigation 
     DPH Permit Portal -> Application Forms menu option -> Plumbing -> Plumbing - Homeowner OR 
     DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Homeowner   
    Action/Navigation 

Step Description Action/Navigation 
User selects Plumbing - Homeowner radio button and clicks Next button  Account Information page 
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3.1b) Account Information page       

  
Below details are displayed in all navigation tabs - Plumbing - Homeowner Permit application flow 

1. Delaware “logo” and “title” 
DELAWARE HEALTH AND SOCIAL SERVICES  
Division of Public Health 

2. Below Plumbing - Homeowner Application tile 
          PLUMBING PERMIT APPLICATION - HOMEOWNER 
          (To be completed by Homeowners installing plumbing in their own home) 

Page navigation tabs 
Account Information, Permit Application, Attachments, Review & Sign, Payment, Confirmation.  
With Account Information tab highlighted/selected.  

3. Body of the page 
- Displays “Form Info” icon with Form information displayed by default 
Kent County: 
Address: 
Thomas Collins Building, 
540 South DuPont Hwy., 
Suite 5, 3rd Floor, Dover, DE 19901 
Contact information: 
Phone: (302) 744-1220 
Kent County Resource email: 
DHSS_DPH_KentCoPlumbing@delaware.gov 
  
Sussex County: 
Address: 
Stockley Center, 
23421 Lloyd Lane, 
Georgetown, DE 19947 
Contact information: 
Phone: (302) 933-3430 
Sussex County Resource email: 
DHSS_DPH_SussexCoPlumbing@delaware.gov 
 

mailto:DHSS_DPH_KentCoPlumbing@delaware.gov
mailto:DHSS_DPH_SussexCoPlumbing@delaware.gov
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Account Information page is displayed with the following fields, on initial load of the page: 
   Below statement in the center of Account Information page 

To apply for a new permit/plan review application, please select an existing account from the list of account, 
or create a new account if one does not exist already. Refresh the page if you would want to clear 
selected/entered data before clicking ‘Next’. 
 

   Buttons/Footer information 
− Select an Existing Account button, is enabled by default 
− Create New Account button, is enabled by default 
− Next button, is disabled by default 
− Footer Information (bottom-right corner): 

Displays the Date in MM/DD/YYYY format (Date the form will be made available online) 
 
User Actions: Selecting existing account on Account Information page. 
a) User clicks on Select an Existing Account button, which is enabled by default 

        
 
b) Displays the “Select Account” pop-up window on the “Account Information” page 

- “Search Account” text box for the user to search & select an existing account 
- List/Grid with the list of existing business account(s), displayed with Email & Phone number details. In most 
cases users will only have one account.  
- Associate with Existing Account button is enabled 
- Cancel button is enabled, by default 
- Select button is disabled, by default 
- ‘X’ button on top-right corner of window will be present. When clicked, “Select Account” pop-up window is  
   closed 

  



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  16 | 138 
 

 
c) User selects one of the existing accounts by clicking on the radio button displayed next to it. 
d) The Select button will be enabled    

    
 
e) User clicks on the Select button on the “Select Account” pop-up window 

- Select Account pop-up window is closed and user lands on “Account Information” page 
- The existing selected account details are displayed on the “Account Information” page. 
 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now 

 
 User clicks on the Next button on Account Information page to navigate to Permit Application page 
 User clicks on the Previous button on Permit Application page to navigate back to Account Information page 

 
User Actions: For Creating New Account for Plumbing - Homeowner Permit application 
If you wish to create a new account, follow these steps. 
DPH Permit Portal -> Application Forms menu option -> Plumbing -> Plumbing - Homeowner -> Account 
Information page OR 
DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Homeowner -> Account Information 
page      
a) User clicks on Create New Account button, which is enabled by default 
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b) Displays the “Create New Account” pop-up window on the “Account Information” page 

- Empty text box(s) are displayed with required (fields with red Asterix) and optional fields, to enter data 
- Primary Contact Name text box field is auto populated with data from DPH Permit portal system 
- Empty drop-down pick-list text boxes are displayed for the user to select drop-down options  
- Cancel button is enabled, by default 
- Create button is enabled & highlighted, by default 
- ‘X’ button on top-right corner of the pop-up window. When this button is clicked, pop-up window is closed.           

   
  User enters data in the below fields on the “Create New Account” pop-up window 
  - Account Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
    (Name of the Permit Holder) 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, 
  an inline error message is displayed in red font below the field: Account Holder Name is a required field. 

    
   Invalid field value 
   If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up   
   window an inline error message is displayed in red font below the field: Enter a valid Account Holder Name. 
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- Primary Contact Name: Non- editable text field with data auto populated from the DPH Permit system 
- Phone No.: Editable required text field, accepts/allows 10-digit numeric values 

     Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window 
  an inline error message is displayed in red font below the field: Phone No. is a required field. 

     
 
   Invalid field value 
     If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
     window an inline error message is displayed in red font below the field: Enter a valid 10-digit Phone No. 

      
- Ext: Editable optional text field, accepts/allows numeric values 
- Email: Editable required text field, accepts/allows valid email format (E.g. Mike@email.com) 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Email is a required field. 

      
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field:  
  Enter a valid email address, such as name@email.com. 

     
  Account Type: Editable/Selectable drop-down pick-list text box, required field (Individual, Business options) 
  Missing field value 

    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Account Type is a required field. 

     
 
Business Address & Mailing Address 
- Address Line 1: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Address Line 1 is a required field. 

         
  - Address Line 2: Editable & Optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 

    Missing field value 

mailto:Mike@email.com
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    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: City is a required field. 

      
 

- Country: Editable/Selectable drop-down pick-list box, required field 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Country is a required field. 

     
 

 - Zip/Postal Code: Editable alphanumeric text field, allows all valid worldwide zip codes, with below conditions     
 If Country is United States, the Zip/Postal Code field should allow 5 digits only. 
 If Country is United States, the State is Delaware, Zip/Postal Code field 1st two digits to have 19 as value. 
 If Country is any other value other than United States, Zip/Postal Code field should allow alphanumeric 

values with maximum length of '9' digits. 
     Missing field value 
     If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
     error message is displayed in red font below the field: Zip/Postal code is a required field. 

     
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field: Enter a valid Zip/Postal code. 
 When Country is United States, Zip/Postal Code accepts only 5-digit numerical code 

    
  - State: Editable/Selectable drop-down pick-list box, required field 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: State is a required field. 

     
 
 After entering valid data in all the required fields and drop-down selections, user clicks on the Create button 

in “Create New Account” pop-up window 
- “Create New Account” pop-up window is closed and user lands on “Account Information” page 
- Following toaster message is displayed on the Account Information page   
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- The newly created account details are displayed on the “Account Information” page 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now  
 
 All the field values are non-editable now on Account information page and user clicks on the Next button 

on Account Information page to navigate to Permit Application page 

     
 
 User can click on the Previous button on Permit Application page to navigate back to Account Information 

page 
 User clicks on the Next button on the Account Information page to navigate to Permit Application page. 
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3.1c) Permit Application page  
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Permit Application page is displayed with the following fields, on initial load of the page: 
 County Editable/Selectable drop-down pick-list box required field 

Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field: County is a required field. 

 
 
 If user selects “New Castle” option from the drop-down picklist, display the below pop-up message 

 
User clicks Cancel button to close this pop-up window. 
 

 Manufactured Home (Trailer/Double-Wide) Editable/Selectable drop-down pick-list box required field 
Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field:  
Manufactured Home (Trailer/Double-Wide) is a required field. 

 
 

 Same as Account Holder Name check box 
- If this check box is selected, Permit Holder Name text field will be populated with Account Holder Name 

    - If this check box is not selected, user can enter data manually in Permit Holder Name text field 
 Permit Holder Name: Editable, required text field, Accepts alpha numeric characters as input data. 
     Missing field value 
     If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
     message is displayed in red font below the field: Permit Holder Name is a required field. 

            
  Invalid field value 
  If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
  inline error message is displayed in red font below the field: Enter a valid Permit Holder Name. 

          
 Job Site Information: Non-editable label 

- Address Line 1: Editable required text field, Accepts alphanumeric characters 
  Missing field value 
  If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error 
message is displayed in red font below the field: Address Line 1 is a required field. 
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  - Address Line 2: Editable & Optional text field, accepts alphanumeric characters  
- City: Editable required text field, Accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error 

message is displayed in red font below the field: City is a required field. 

            
 
         - State: non-editable required text field, with prepopulated data and is defaulted to DE.  
       - Zip/Postal Code: Editable Alphanumeric required text field, 5- digit zip code, restriction on 1st two digits  
         to have ‘19’ as value, since state is DE (Delaware) 

           Missing field value 
           If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
           message is displayed in red font below the field: Zip/Postal code is a required field. 

            
          Invalid field value 

            If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
            an inline error message is displayed in red font below the field:  
          Please enter a 5-digit zip code starting with 19. 

            
 

- Country: non-editable required text field, with prepopulated data and is defaulted to United States. 
- Development: Editable optional text field, accepts alpha-numerical data  
- Lot No.: Editable optional text field, accepts alpha-numerical data 
- Additional Instructions: Editable optional text field, accepts alpha-numerical data 
 

• Description of Plan: 
  - No. of stories: Editable required text field, accepts only number. 
    Missing field value 

           If this field is left blank and user clicks on Next button on “Permit Application” page an inline error  
           message is displayed in red font below the field: No. of stories is a required field. 

            
  - Note: If there is a finished basement or if no. of stories is greater than 1, please include a Test Certification 
    form when you request an inspection message is displayed 

     
 Previous button, which is enabled by default 
 Next button, which is enabled and highlighted by default 
 
 



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  24 | 138 
 

 User enters valid data in all the required fields on Permit Application page 

           

          
 
 User clicks on the Next button on Permit Application page to navigate to “Attachments” page 
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3.1d) Attachments page 
Attachments page is displayed below 

  
Attachments page is displayed with the following fields, on initial load of the page: 
 No supporting documents are required for this type of permit application. Please click Next to proceed to 

next page. message is displayed on the page 
 

 Previous button, is enabled by default 
 Next button is enabled and highlighted by default 

 
 User clicks on the Next button on Attachments page to navigate to “Review & Sign” page 
 User clicks on the Previous button on Review & Sign page to navigate back to “Attachments” page 
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3.1e) Review & Sign page 
 User reviews the data which was entered in previous pages of Plumbing - Homeowner permit application 

             
         

 
“Signature of Applicant” section is displayed with Statements and required fields for the user to enter data 
manually 

        
Review & Sign page is displayed with the following fields, on initial load of the page: 
 Please enter your name: Editable, required text field, accepts alpha numeric characters as input data. 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error  
       message is displayed in red font below the field: Please enter your name is a required field. 
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 Draw your Signature: Editable, required text area field, Accepts user’s digital signature 
        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error    
       message is displayed in red font below the field: Draw your Signature is a required field. 
 Clear button, which is disabled by default  

After signature is entered by user and this Clear button is clicked, the entered signature is deleted. 
 

 Please note: Once you click on Submit you can no longer make updates to this application message displayed 
below Clear button 
 

 Submit button, is enabled by default  
 Previous button, is enabled by default  

 
  User enters Name and provides signature in the required fields          

 
     
 User clicks on Submit button on Review & Sign page, on successful submission, displays below message 

    
 
 User clicks on the Previous button on “Review & Sign” page to navigate back to “Attachments” page 
 User clicks on the Next button on the “Attachments” page to navigate to the “Review & Sign” page 
 “Review & Sign” page will retain all the entered/uploaded information, if previously added. 
 On successful submission, user navigates to Payment page. 

  
Note: Once submitted and user moves to Payment page, user will not be able to navigate back to previous 
page or make any changes to the submitted Plumbing – Homeowner Permit Application  
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 An Email notification is sent to the Primary Contact Email address with all Permit Application details, when 
user submits the Permit Application 

 The “Permit Application” PDF document will be attached to the email sent for the Primary Contact to view 
the Permit Application 

      [Sample Email Notification below]   
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3.1f) Payment page 

         
           

Payment page is displayed with the following fields, on initial load of the page:   
 The fee for each plumbing permit application is USD $100. message is displayed 
 The Reference ID for your transaction is 036894. Be sure to include this number with your payment 

transaction. message is displayed 
 Please select your desired payment method message is displayed 
− Online Payment checkbox, unselected by default 
− Manual Payment checkbox, unselected by default 

 Next button, enabled by default  
 
Field Validations 
 Below error message is displayed if user clicks Next button without selecting any of the Payment methods 

  
 
 Below error message is displayed if user clicks Next button without selecting any of the Manual Payment 

methods 
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Online Payment (Integration with Go.DE system) 
 User clicks on Online Payment check box and clicks Next button, to make payments via State of Delaware’s 

Go.DE payment system 

      
 
     Credit/Debit Card Payment 
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 Bank Account Payment method 
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 User clicks on Online Payment check box and clicks Next button on Payment page 
 User navigates to Pay with Go DE page.  
 Lists out two payment options under the field - How would you like to pay? 

− Credit/Debit Card 
− Bank Account  

 User selects Credit/Debit Card payment option 
 User enters data in Please enter your payment details section including Billing Address 
 Clicks on Review & Pay button.  
 User navigates to Review & make a payment page 
 

 
 User clicks on Make payment button.  
  User navigates back to DPH Permits portal and lands on “Confirmation” page 
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Manual Payments (Alternate payment option) 
 User clicks on Manual Payment check box, to make payments via Check or Money Order 
 Displays the below two checkboxes – Check, Money Order 

              
 User clicks Check checkbox and enters data in “Please enter your Check Number” text field 

(field accepts numbers) 
 User clicks on Next button to navigate to immediate next page (Confirmation page)  Step for Manual 

Payments only 
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          OR 
 User clicks Money Order checkbox and enters data in “Please enter your Money Order number” text 

field. (Field accepts alpha-numeric text data without spaces.) 

 
 User clicks on Next button to navigate to immediate next page (Confirmation page)  Step for Manual 

Payments only 
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 An email notification is sent to the Primary Contact Email address with all Permit Application details, 
when user submits/completes Online Payment for the Permit Application 

      [Sample Email Notification below] 
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3.1g) Confirmation page               
“Confirmation” page display for Online Credit Card Payment method 

 
Confirmation page is displayed with the following fields, on initial load of the page:     
 View/Download Application button for the user to view or save a copy of the Plumbing - Homeowner 

Permit Application submitted for processing. User clicks on Close button to close the PDF document.  
Downloaded Sample document  
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− Finish Application button. 
When clicked, user navigates back to the DPH Permits Portal home page 
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4. DPH Permits Portal screens for Plumbing-Residential Permit application  
4.1 Plumbing – Residential Permit Application 
4.1a) Initiate “Plumbing-Residential” application & navigate to “Account Information” page 
      Navigation 
       DPH Permit Portal -> Application Forms menu option -> Plumbing -> Plumbing - Residential     OR 
       DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Residential     
 
    Action/Navigation 

Step Description Action/Navigation 
User selects Plumbing - Residential radio button and clicks Next button  Account Information page 
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4.1b) Account Information page    

 
Below details are displayed in all navigation tabs – Plumbing Residential application flow  

4. Delaware ‘logo’ and ‘title’ 
DELAWARE HEALTH AND SOCIAL SERVICES  
Division of Public Health 

5. Below Plumbing Permit Application tile  
 PLUMBING PERMIT APPLICATION-RESIDENTIAL 
(To be completed by a licensed plumber installing plumbing) 

6. Page navigation tabs 
Account Information, Permit Application, Attachments, Review & Sign, Payment, Confirmation.  
With Account Information tab highlighted/selected.  

7. Body of the page 
- Displays ‘Form Info’ icon with Form information displayed by default 
Kent County: 
Address: 
Thomas Collins Building, 
540 South DuPont Hwy., 
Suite 5, 3rd Floor, Dover, DE 19901 
  
Contact information: 
Phone: (302) 744-1220 
Kent County Resource email: 
DHSS_DPH_KentCoPlumbing@delaware.gov 
  
Sussex County: 
Address: 
Stockley Center, 
23421 Lloyd Lane, 
Georgetown, DE 19947 
  
Contact information: 
Phone: (302) 933-3430 
Sussex County Resource email: 
DHSS_DPH_SussexCoPlumbing@delaware.gov 

mailto:DHSS_DPH_KentCoPlumbing@delaware.gov
mailto:DHSS_DPH_SussexCoPlumbing@delaware.gov
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Account Information page is displayed with the following fields, on initial load of the page: 
   Below statement in the center of Account Information page 

To apply for a new permit/plan review application, please select an existing account from the list of account, 
or create a new account if one does not exist already. Refresh the page if you would want to clear 
selected/entered data before clicking ‘Next’. 
 

   Buttons/Footer information 
− Select an Existing Account button, is enabled by default 
− Create New Account button, is enabled by default 
− Next button, is disabled by default 
− Footer Information (bottom-right corner): 

Displays the Date in MM/DD/YYYY format (Date the form will be made available online) 
 
User Actions: Selecting existing account on Account Information page 
a) User clicks on Select an Existing Account button, which is enabled by default 

        
 
b) Displays the “Select Account” pop-up window on the “Account Information” page 

- “Search Account” text box for the user to search & select an existing account 
- List/Grid with the list of existing business account(s), displayed with Email & Phone number details  
- Cancel button is enabled, by default 
- Select button is disabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, “Search Account” pop-up window is  
  closed 
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c) User selects one of the existing accounts by clicking on the radio button displayed next to it. 
d) The Select button will be enabled    

    
 
e) User clicks on the Select button on the “Select Account” pop-up window 

- Select Account pop-up window is closed and user lands on “Account Information” page 
- The existing selected account details are displayed on the “Account Information” page. 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now 

 
 User clicks on the Next button on Account Information page to navigate to Permit Application page 
 User clicks on the Previous button on Permit Application page to navigate back to Account Information page 

 
User Actions: Creating New Account for Plumbing – Residential permit application  
Navigation 
DPH Permit Portal -> Application Forms menu option -> Plumbing -> Plumbing - Residential -> Account 
Information page    OR 
DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Residential -> Account Information 
page   
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a) User clicks on Create New Account button, which is enabled by default 

      
 
b) Displays the “Create New Account” pop-up window on the “Account Information” page 

- Empty text box(s) are displayed with required (fields with red Asterix) and optional fields, to enter data 
- Primary Contact Name text box field is pre-populated with data 
- Empty drop-down pick-list boxes are displayed for the user to select drop-down options  
- Cancel button is enabled, by default 
- Create button is enabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, pop-up window is closed.     
 

     
   
  User enters data in the below fields on the “Create New Account” pop-up window 
  - Account Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
    (Name of the Permit Holder) 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, 
  an inline error message is displayed in red font below the field: Account Holder Name is a required field. 

    
   Invalid field value 
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   If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up   
   window an inline error message is displayed in red font below the field: Enter a valid Account Holder Name. 

     
 
- Primary Contact Name: Non- editable text field with data prepopulated from the system 
- Phone No.: Editable required text field, accepts/allows 10-digit numeric values 

     Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window 
  an inline error message is displayed in red font below the field: Phone No. is a required field. 

     
 
   Invalid field value 
     If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
     window an inline error message is displayed in red font below the field: Enter a valid 10-digit Phone No. 

      
- Ext: Editable optional text field, accepts/allows numeric values 
- Email: Editable required text field, accepts/allows valid email format (E.g. Mike@email.com) 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Email is a required field. 

      
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field:  
  Enter a valid email address, such as name@email.com. 

     
  Account Type: Editable/Selectable drop-down pick-list box, required field (Individual, Business options) 
  Missing field value 

    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Account Type is a required field. 

     
 
Business Address & Mailing Address 
- Address Line 1: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Address Line 1 is a required field. 

mailto:Mike@email.com
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  - Address Line 2: Editable & Optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: City is a required field. 

      
- Country: Editable/Selectable drop-down pick-list box, required field 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Country is a required field. 

     
 - Zip/Postal Code: Editable Alphanumeric text field, allows all valid worldwide zip codes, with below conditions     

 If Country is United States, the Zip/Postal Code field should allow 5 digits only. 
 If Country is United States, the State is Delaware, Zip/Postal Code field 1st two digits to have 19 as value. 
 If Country is any other value other than United States, Zip/Postal Code field should allow alphanumeric 

values with maximum length of '9' digits. 
     Missing field value 
     If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
     error message is displayed in red font below the field: Zip/Postal code is a required field. 

     
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field: Enter a valid Zip/Postal code. 
 When Country is United States, Zip/Postal Code accepts only 5-digit numerical code 

    
  - State: Editable/Selectable drop-down pick-list box, required field 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: State is a required field. 

     
 After entering valid data in all the required fields and drop-down selections, user clicks on the Create button 

in “Create New Account” pop-up window 
- “Create New Account” pop-up window is closed and user lands on “Account Information” page 
- Following toaster message is displayed on the Account Information page   
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- The newly created account details are displayed on the “Account Information” page 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now  

 
 All the field values are disabled now on Account information page and user clicks on the Next button on 

Account Information page to navigate to Permit Application page 

     
 
 User clicks on the Previous button on Permit Application page to navigate back to Account Information 

page 
 User clicks on the Next button on Account Information page to navigate to Permit Application page 
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4.1c) Permit Application page  
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Permit Application page is displayed with the following fields, on initial load of the page: 
 County Editable/Selectable drop-down pick-list box required field – Kent, Sussex, New Castle 

Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field: County is a required field. 

 
 If user selects ‘New Castle’ option from the drop-down picklist, displays the below pop-up message 

      
 User clicks Cancel button to close this pop-up window. 

 
 Plumber License No.: Editable, required text field, accepts numbers as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field: Plumber License No. is a required field.  

 
Invalid field value 
If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
inline error message is displayed in red font below the field:  
Please enter valid Plumber License No. not exceeding 10 digits. 

 
 

 Same as Account Holder Name check box 
- If this check box is selected, Permit Holder Name text field will be populated with Account Holder Name 

    - If this check box is not selected, user can enter data manually in Permit Holder Name text field 
 Permit Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
     Missing field value 
     If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
     message is displayed in red font below the field: Permit Holder Name is a required field. 

            
  Invalid field value 
  If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
  inline error message is displayed in red font below the field: Enter a valid Permit Holder Name. 

 Builder/Owner: Editable, optional text field, accepts alpha characters as input data. 
 Invalid field value 
 If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
 inline error message is displayed in red font below the field: Enter a valid Builder/Owner name. 
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 Job Site Information: Non-editable label 
- Address Line 1: Editable required text field, accepts alphanumeric characters 
  Missing field value 
  If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error   
  message is displayed in red font below the field: Address Line 1 is a required field. 

              
  - Address Line 2: Editable & optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error 

message is displayed in red font below the field: City is a required field. 

            
 
         - State: non-editable required text field, with prepopulated data and is defaulted to DE.  
       - Zip/Postal Code: Editable numeric required text field, 5- digit zip code, restriction on 1st two digits  
         to have ‘19’ as value, since state is pre-populated as DE representing Delaware 

           Missing field value 
           If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
           message is displayed in red font below the field: Zip/Postal code is a required field. 

            
          Invalid field value 

            If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
            an inline error message is displayed in red font below the field:  
          Please enter a 5-digit zip code starting with 19. 

            
- Country: non-editable required text field, with prepopulated data and is defaulted to United States. 
 
- Development: Editable optional text field, accepts alpha-numerical data  
- Lot No.: Editable optional text field, accepts alpha-numerical data 
- Additional Instructions: Editable optional text field, accepts alpha-numerical data 
 

• Description of Plan: 
  - No. of stories: Editable required text field, accepts only number. 
    Missing field value 
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           If this field is left blank and user clicks on Next button on “Permit Application” page an inline error  
           message is displayed in red font below the field: No. of stories is a required field. 

            
         Invalid field value 

            If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
            an inline error message is displayed in red font below the field:  
          Enter a valid No. of stories. 

            
  - Note: If there is a finished basement or if no. of stories is greater than 1, please include a Test Certification 
    form when you request an inspection message is displayed   
   
 Previous button, which is enabled by default 
 Next button, which is enabled and highlighted by default 
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 User enters valid data in all the required and non-required fields with an existing Jobsite address which has 
an existing Plumbing Permit application. Clicks Next button on Permit Application page 

           

           
 
 Displays the Warning pop-up message below with Cancel Submission and Continue buttons (Displays 

“Warning” pop-up message only if a Permit exists for the user entered Job site on this page) 

           
− Cancel Submission button: Upon clicking, user navigates back to Permit application page 
− Continue button: Upon clicking, user navigates to “Attachments” page 

 
If no warning pop-up message is displayed: 
 User clicks on the Next button on Permit Application page to navigate to “Attachments” page 
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4.1d) Attachments page 

 
 
Attachments page is displayed with the following fields, on initial load of the page: 
 No supporting documents are required for this type of permit application. Please click Next to proceed to  

next page. message is displayed on the page 
 

 Previous button, is enabled by default 
 Next button is enabled and highlighted by default 

 
 
 
 User clicks on the Previous button on “Review & Sign” page to navigate back to “Attachments” page 
 User clicks on the Next button on Attachments page to navigate to the “Review & Sign” page 
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4.1e) Review & Sign page 
 User reviews the data which was entered in previous pages of Plumbing - Residential permit application 

   
 

 “Signature of Applicant” section is displayed with required fields for the user to enter data manually 
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Review & Sign page is displayed with the following fields, on initial load of the page: 
 Please enter your name: Editable/required text field, accepts alpha numeric characters as input data. 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error  
     message is displayed in red font below the field: Please enter your name is a required field. 

     
 
 Draw your Signature: Editable, required text area field, accepts user’s digital signature (free form) 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error    
       message is displayed in red font below the field: Draw your Signature is a required field. 

       
 
 Clear button, which is disabled by default  

- Clear button is enabled after user draws the signature 
- When Clear button is clicked, the entered signature is deleted. 

 Please note: Once you click on 'Submit' you can no longer make updates to this application message 
displayed below Clear button 
 
 

 Submit button, is enabled by default  
 Previous button, is enabled by default  
  User enters Name and provides signature in the required fields and clicks Submit button 
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 User clicks on Submit button on “Review & Sign” page, on successful submission, displays below message 

   
 
 User navigates to the Payment page.  

 
Note: Once submitted and user moves to Payment page, user will not be able to navigate back to previous  
           page or make any changes to the submitted Plumbing – Residential Permit Application  
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 An Email notification is sent to the Primary Contact Email address with all Permit Application details, when 
user submits the Permit Application 

      [Sample Email Notification below] 
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4.1f) Payment page 

               
      Payment page is displayed with the following fields, on initial load of the page:   
 The fee for each plumbing permit application is USD $100. message is displayed 
 The Reference ID for your transaction is [Permit Application ID]. Be sure to include this number with your 

payment transaction. message is displayed 
 Please select your desired payment method message is displayed 
− Online Payment checkbox, unselected by default 
− Manual Payment checkbox, unselected by default 

 
 Next button, enabled by default  

 
    Field Validations 
 Below error message is displayed if user clicks Next button without selecting any of the Payment methods 

  
 
 Below error message is displayed if user clicks Next button without selecting any of the Manual Payment 

methods 
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Online Payment (Integration with Go.DE system) 
 User clicks on Online Payment check box and clicks NEXT button, to make payments via State of Delaware’s 

Go.DE payment system 

      
 
     Credit Card Payment 
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 Bank Account Payment method 
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 User clicks on Online Payment check box and clicks NEXT button on Payment page 
 User navigates to Pay with Go DE page.  
 Lists out two payment options under the field - How would you like to pay? 

− Credit/Debit Card 
− Bank Account  

 User selects ‘Bank Account’ payment option 
 User enters data in Please enter your payment details section including Accountholder Address 
 Clicks on Review & Pay button.  
 User navigates to Review & make a payment page 
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 User clicks on Make payment button.  
  User navigates back to DPH Permits portal and lands on “Confirmation” page 
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Manual Payments (Alternate payment option) 
 User clicks on Manual Payment check box, to make payments via Checks or Money Order 
 Displays the below two checkboxes – Check, Money Order 

 
 User clicks ‘Check’ checkbox and enters details in “Please enter your Check Number” field. 
  Field accepts only Numbers.

 
 User clicks on Next button to navigate to Confirmation page (For Manual Payment) 

 
          OR 
 User clicks Money Order checkbox and enters details in “Please enter your Money Order number”.  
 Field accepts alpha-numeric data, without spaces. 

           
 
 User clicks on Next button to navigate to Confirmation page (For Manual Payment) 
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 An Email notification is sent to the Primary Contact Email address with all Permit Application details, 
when user submits/completes Online Payment for the Permit Application 

      [Sample Email Notification below] 
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4.1g) Confirmation page               
Confirmation’ page display includes Payment Details section along with Application Details section (Page 
displayed below for Online Payment) 
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  Confirmation page is displayed with the following fields, on initial load of the page:     
 View/Download Application button for the user to view or save a copy of the Plumbing - Residential Permit 

Application submitted for processing  
Downloaded Sample document  

 
 

− Finish Application button. 
When clicked, user navigates back to the DPH Permits Portal home page 
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5. DPH Permits Portal screens for Plumbing - Commercial Plan Review ATC 
application 

 
5.1 Plumbing – Commercial Plan Review ATC Application 

A permit applicant or permit holder shall submit prepared plans and specifications for review and 
approval, including payment of any required fees and obtain ATC (Approval to Construct) ID by 
submitting Plumbing – Commercial Plan Review ATC, before submitting the Plumbing – Commercial 
Permits application. 

5.1a) Initiate “Plumbing- Commercial Plan Review ATC” & navigate to “Account Information” page 
     Navigation 
     DPH Permit Portal -> Application Forms menu -> Plumbing -> Plumbing - Commercial Plan Review ATC    OR                                                                              
     DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Commercial Plan Review ATC 
 
     Action/Navigation 

Step Description Action/Navigation 
User selects Plumbing - Commercial Plan Review ATC radio button & clicks Next 
button  

Account Information 
page 
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5.1b) Account Information page 

   
   Below details are displayed in all Page navigation tabs in Commercial Plumbing Plan Review Application flow  

1. Delaware ‘logo’ and ‘title’ 
DELAWARE HEALTH AND SOCIAL SERVICES  
Division of Public Health 

2. Below Plumbing - Commercial Application tile  
COMMERCIAL PLUMBING PLAN REVIEW APPLICATION           

  (To be completed by an Architect/Engineer/Contractor to obtain an ATC (Approval to Construct)) 
3. Page navigation tabs 

Account Information, Plan Review Application, Attachments, Review & Sign, Payment, Confirmation.  
With ‘Account Information’ tab highlighted/selected.  

4. Body of the page 
- Displays ‘Form Info’ icon with Form information displayed by default 
All Commercial Plumbing Applications must undergo a Plan review. Once a Plan Review has been conducted, an 
Approval to Construct (ATC) number will be issued and returned to the applicant. An ATC number is required 
for a Commercial Plumbing Permit to be issued. Extra Plan pages such as structural or architectural plans are 
not required for our review and may delay review times. Please be advised that plans are reviewed on a first-
come first-serve basis. Please plan accordingly and leave adequate time in the project planning phase. If you 
have any questions regarding this process, please contact Office of Engineering via below provided contact 
details. 
Office of Engineering: 
43 South DuPont Hwy, 
Dover, DE 19901 
Phone (302) 741-8640 
Office of Engineering email: 
DHSS_OE@delaware.gov 
 

mailto:DHSS_OE@delaware.gov
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   Account Information page is displayed with the following fields, on initial load of the page: 
   Below statement in the center of Account Information page 

To apply for a new permit/plan review application, please select an existing account from the list of account, 
or create a new account if one does not exist already. Refresh the page if you would want to clear 
selected/entered data before clicking Next. 
 

   Buttons/Footer information 
− Select an Existing Account button, is enabled by default 
− Create New Account button, is enabled by default 
− Next button, is disabled by default 
− Footer Information (bottom-right corner): 

Displays the Date in MM/DD/YYYY format (Date the form will be made available online) 
 
User Actions: Selecting existing account, for Commercial Plumbing Plan Review Application 
a) User clicks on Select an Existing Account button, which is enabled by default 

        
b) Displays the “Select Account” pop-up window on the “Account Information” page 

- “Search Account” text box for the user to search & select an existing account 
- List/Grid with the list of existing business account(s), displayed with Email & Phone number details  
- Cancel button is enabled, by default 
- Select button is disabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, pop-up window is closed 

  
 

c) User selects one of the existing accounts by clicking on the radio button displayed next to it. 
d) The Select button will be enabled 
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e) User clicks on the Select button on the “Select Account” pop-up window 

- Select Account pop-up window is closed and user lands on “Account Information” page 
- The existing selected account details are displayed on the “Account Information” page. 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now 

 
 
 User clicks on the Next button on Account Information page to navigate to Plan Review Application page 
 User clicks on the Previous button on Plan Review Application page to navigate back to Account Information 

page 
 
User Actions: Creating New Account for Commercial Plumbing Plan Review Application  
Application Forms menu option -> Plumbing -> Plumbing - Commercial Plan Review ATC -> Account 
Information page     OR 
Application Forms button -> Plumbing -> Plumbing - Commercial Plan Review ATC -> Account 
Information page 
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a) User clicks on Create New Account button, which is enabled by default 

      
b) Displays the “Create New Account” pop-up window on the “Account Information” page 

- Empty text box(s) are displayed with required (fields with red Asterix) and optional fields, to enter data 
- Primary Contact Name text box field is pre-populated with data 
- Empty drop-down pick-list boxes are displayed for the user to select drop-down options  
- Cancel button is enabled, by default 
- Create button is enabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, closes the pop-up window  

      
    User enters data in the below fields on the “Create New Account” pop-up window 
  - Account Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
    (Name of the Permit Holder) 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, 
  an inline error message is displayed in red font below the field: Account Holder Name is a required field. 

    
   Invalid field value 
   If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up   
   window an inline error message is displayed in red font below the field: Enter a valid Account Holder Name. 
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- Primary Contact Name: Non- editable required text field with data prepopulated from the system 
- Phone No.: Editable required text field, accepts/allows 10-digit numeric values 

     Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window 
  an inline error message is displayed in red font below the field: Phone No. is a required field. 

     
   Invalid field value 
     If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
     window an inline error message is displayed in red font below the field: Enter a valid 10-digit Phone No. 

      
 
- Ext: Editable optional text field, accepts/allows numeric values 
- Email: Editable required text field, accepts/allows valid email format (E.g. Mike@email.com) 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Email is a required field. 

      
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field:  
  Enter a valid email address, such as name@email.com. 

     
 

    Account Type: Editable/Selectable drop-down pick-list box, required field (Individual, Business options) 
  Missing field value 

    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Account Type is a required field. 

     
 

Business Address & Mailing Address  
- Address Line 1: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Address Line 1 is a required field. 

mailto:Mike@email.com
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  - Address Line 2: Editable & optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: City is a required field. 

      
  - Country: Editable/Selectable drop-down pick-list text box, required field 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Country is a required field. 

      
  - Zip/Postal Code: Editable alphanumeric text field, allows all valid worldwide zip codes, with below conditions     

 If Country is United States, the Zip/Postal Code field should allow 5 digits only. 
 If Country is United States, the State is Delaware, Zip/Postal Code field 1st two digits to have 19 as value. 
 If Country is any other value other than United States, Zip/Postal Code field should allow alphanumeric 

values with maximum length of '9' digits. 
     Missing field value 
     If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
     error message is displayed in red font below the field: Zip/Postal code is a required field. 

     
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field: Enter a valid Zip/Postal code. 
 When Country is United States, Zip/Postal Code accepts only 5-digit numerical code 

    
 
  - State: Editable/Selectable drop-down pick-list box required field 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: State is a required field. 
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 After entering valid data in all the required fields and drop-down selections, user clicks on the Create button 
in “Create New Account” pop-up window 
- “Create New Account” pop-up window is closed and user lands on “Account Information” page 
- Following toaster message is displayed on the Account Information page   

    
- The newly created account details are displayed on the “Account Information” page 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now  

      
 User clicks on the Next button on Account Information page to navigate to “Plan Review Application” page 
 User clicks on the Previous button on Plan Review Application page to navigate back to Account 

Information page 
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5.1c) Plan Review Application page  

 
 
Plan Review Application page is displayed with the following fields, on initial load of the page: 
 Plumber/Professional Contact: Non-editable label 

− Contact Name: Editable, required text field, accepts alpha numeric characters as input data. 
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline 
error message is displayed in red font below the field: Please enter Contact Name. 
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      Invalid field value 
      If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page,  

then an inline error message is displayed in red font below the field: Please enter a valid Contact Name. 

          
− Phone No.: Editable required text field, accepts/allows 10-digit numeric values 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline  
error message is displayed in red font below the field: Please enter Phone No. 

 
      Invalid field value 
      If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page,  

then an inline error message is displayed in red font below the field:  
Please enter a 10-digit phone number. 

 
− Email: Editable required text field, accepts/allows valid email format (E.g. Mike@email.com) 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline  
error message is displayed in red font below the field: Please enter Email. 

 
      Invalid field value 
      If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page,  

then an inline error message is displayed in red font below the field: Please enter a valid email address. 

 
− Company Name: Editable, optional text field accepts alpha characters as input data. 

        Invalid field value 
  If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page,  

then an inline error message is displayed in red font below the field:  
Please enter a valid Company Name. 

 
 

 Contact Address: Non-editable label 
− Address Line 1: Editable required text field, accepts alphanumeric characters 

            Missing field value 
            If this field is left blank and user clicks on Next button on “Plan Review Application” page, an  
            inline error message is displayed in red font below the field: Please enter Address Line 1. 

               
− Address Line 2: Editable & optional text field, accepts alphanumeric characters  
− City: Editable required text field, Accepts alphanumeric characters 

mailto:Mike@email.com
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             Missing field value 
             If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
           message is displayed in red font below the field: Please enter City. 

             
− State: Editable/required text field, accepts alphanumeric characters 

             If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
             message is displayed in red font below the field: Please enter State. 

              
− Zip/Postal Code: Editable alphanumeric text field, allows all valid worldwide zip codes, with below 

conditions     
o If Country is United States, the Zip/Postal Code field should allow 5 digits only. 

            Missing field value 
            If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
            message is displayed in red font below the field: Please enter Zip/Postal code. 

                              
− Country: Non-Editable/required text field and pre-populated with ‘United States’ as data           

 
 Project Address: Non-editable label 

− Address Line 1: Editable required text field, accepts alphanumeric characters 
            Missing field value 
            If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
          message is displayed in red font below the field: Please enter Address Line 1. 

               
− Address Line 2: Editable & optional text field, accepts alphanumeric characters  
− City: Editable required text field, Accepts alphanumeric characters 

             Missing field value 
             If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
           message is displayed in red font below the field: Please enter City. 

             
− State: Non-Editable/required text field, prepopulated with ‘DE’ as data  
− Zip/Postal Code: Editable /required text field, accepts numbers. Since Country is United States and the 

State is Delaware, Zip/Postal Code field allows 5 digits only with 1st two digits to have 19 as value. 
            Missing field value 
            If this field is left blank and user clicks on Next button on “Plan Review Application” page, an inline error  
            message is displayed in red font below the field: Please enter Zip/Postal code. 

            
           Invalid field value 
           If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page an  
         inline error message is displayed in red font below the field: Please enter a 5-digit zip code starting with 19 
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 When Country is United States, Zip/Postal Code accepts only 5-digit numerical code 

            
− Country: Non-Editable/required text field and pre-populated with ‘United States’ as data           

 
 Project Information: Non-editable label 
− County: Editable/Selectable drop-down pick-list box required field – Kent, Sussex 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please select a value for County.

 
− Project Name: Editable, required text field, accepts alpha characters as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please enter Project Name. 

 
Invalid field value 

             If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page  
             an inline error message is displayed in red font below the field: Please enter a valid Project Name. 

 
− Owner Name: Editable, required text field, accepts alpha characters as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please enter Owner Name. 

 
If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page  

             an inline error message is displayed in red font below the field: Please enter a valid Owner Name. 

 
− Company Name: Editable, required text field, accepts alpha characters as input data. 

If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page  
an inline error message is displayed in red font below the field: Please enter a valid Company Name. 

− No. of Stories: Editable, required text field, accepts numbers as input data. 
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please enter No. of Stories. 

 
If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page  

             an inline error message is displayed in red font below the field: Please enter a valid No. of Stories. 
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− Project Type: Editable/Selectable drop-down picklist required field 
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please select a value for Project Type. 

 
− Capacity: Editable, required text field, accepts numbers as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please enter Capacity. 

 
If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page  
an inline error message is displayed in red font below the field: Please enter a valid Capacity number. 

 
− Use/Classification: Editable/Selectable drop-down picklist required field  

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please select a value for Use/Classification. 

 
 
 Water Supply: Non-editable label 

− Water System: Editable/Selectable drop-down picklist required field – Onsite Well, Public Water System. 
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline 
error message is displayed in red font below the field: Please select a value for Water System. 

  
o If Onsite Well option is selected, ‘DNREC Well ID’ text box field is displayed  

DNREC Well ID: Editable, optional text field, accepts numbers as input data. 
   Invalid field value 
   If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page,  
         then an inline error message is displayed in red font below the field:  
         Please enter a valid DNREC Well ID number. 

          
o If Public Water System option is selected, ‘Public Water System Name’ text box field is displayed  
    Public Water System Name: Editable, required text field, accepts numbers as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline 
error message is displayed in red font below the field: Please enter Public Water System Name.  
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Invalid field value 
If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page, 
then an inline error message is displayed in red font below the field:  
Please enter a valid Public Water System Name. 

 
 

− Waste Water: Editable/Selectable drop-down pick-list box, required field – Onsite Septic, Public Sewer  
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then inline  
error message is displayed in red font below the field: Please select a value for Waste Water. 

                
o If Onsite Septic option is selected, ‘DNREC approved?’ field is displayed  

DNREC approved?: Editable/Selectable drop-down pick-list box, required field – Yes, No 
Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline 
error message is displayed in red font below the field: Please select a value for DNREC approved?  

 
o If Public Sewer option is selected, ‘Public Sewer Name’ text box field is displayed  
    Public Water System Name: Editable, required text field, Accepts alpha characters as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Plan Review Application” page, then an inline 
error message is displayed in red font below the field: Please enter Public Sewer Name.  

 
Invalid field value 
If an invalid value is entered in this field and user clicks Next button on “Plan Review Application” page, 
then an inline error message is displayed in red font below the field:  
Please enter a valid Public Sewer Name.  

 
 Previous button, which is enabled by default 
 Next button, which is enabled and highlighted by default 

 
 User enters valid data in all the required and non-required fields with an existing Jobsite address which has an 

existing Plumbing Permit application. Clicks Next button on Plan Review Application page            
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 Displays the Warning pop-up message below with Cancel Submission and Continue buttons (Displays 

“Warning” pop-up message only if a Permit exists for the user entered Project Address on this page) 

           
− Cancel Submission button: Upon clicking, user navigates back to Plan Review application page 
− Continue button: Upon clicking, user navigates to “Attachments” page 

 User clicks on the Next button on Plan Review Application page to navigate to “Attachments” page 
 User clicks on the Previous button on Attachments page to navigate back to “Plan Review Application” page 
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5.1d) Attachments page 

 
Attachments page is displayed with the following fields, on initial load of the page: 
Please upload plans showing all plumbing fixtures; including but not limited to water heater, drinking fountains, 
mop sink, etc. Applications without plans will not be considered submitted until plans and an application are 
received. 
Allowed File type: PDF, JPEG, JPG. and File size: Each attachment must be less than 10 MB in size. 
 
• I would like to mail/email document to the DHSS_OE@delaware.gov checkbox along with the tool tip icon. 

When user clicks on tool tip icon, message is displayed        

      
 If user does not upload the documents using Upload File button or does not select the I would like to 

mail/email document to the DHSS_OE@delaware.gov checkbox and clicks Next button, a toaster error 
message below is displayed on the Attachments page 
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Uploading documents as attachments 
 User uploads the documents using the Upload Files button 

    
 Once the document is uploaded successfully, receives the below floating message on Attachments page: 

      
• I would like to mail/email document to the DHSS_OE@delaware.gov checkbox is disabled 

 
 User can delete the uploaded file by clicking on the ‘Delete’ icon displayed next to the uploaded file. 

Once deleted, below floating message is displayed on Attachments page. 

 
• I would like to mail/email document to the DHSS_OE@delaware.gov checkbox will be enabled now 
 

         Mailing or Emailing documents 
 User does not upload documents and selects the I would like to mail/email document to the  
     DHSS_OE@delaware.gov checkbox.  Upload File button will be disabled now. 

               
 

 User clicks on the Next button on Attachments page to navigate to “Review & Sign” page 
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5.1e) Review & Sign page 
 User reviews the data which was entered in previous pages of Plumbing - Commercial Plan Review ATC 

Application  
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 “Signature of Applicant” section is displayed with required fields for the user to enter data manually  

 
         
Review & Sign page is displayed with the following fields, on initial load of the page: 
 Please enter your name: Editable, required text field, accepts alpha characters as input data. 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error  
     message is displayed in red font below the field: Please enter your name is a required field. 

      
 
 Draw your Signature: Editable, required text area field, accepts user’s digital signature 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error    
       message is displayed in red font below the field: Draw your Signature is a required field. 

       
   
 Clear button, which is disabled by default  

After signature is entered by user and if this Clear button is clicked, the entered signature is deleted. 
 

 Please note: Once you click on 'Submit' you can no longer make updates to this application message 
displayed below Clear button 
 

 Submit button, is enabled by default  
 Previous button, is enabled by default  

 
  User enters Name and provides signature in the required fields and clicks Submit button 
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 User clicks on Submit button on Review & Sign page. On successful submission, displays below message 

   
 
 User navigates to the Payment page. 

  
Note: Once submitted and user moves to Payment page, user will not be able to navigate back to previous 
page or make any changes to the submitted Plumbing - Commercial Plan Review ATC Application  

       
 An Email notification is sent to the Primary Contact Email address with all Permit Application details, when 

user submits the Permit Application 
      [Sample Email Notification below] 
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5.1f) Payment page 

           
 

      Payment page is displayed with the following fields, on initial load of the page:   
      No payment is required for this Plan Review application. Please click Next to proceed to next page. 
 
 Next button, enabled by default  
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5.1g) Confirmation page               
Confirmation’ page displays for Plumbing - Commercial Plan Review ATC Application (Sample screen) 

  
 

      Plan Review ID: E.g. PR-2025-01587  This Plan Review ID will be reviewed and approved by DPH   
      Staff. Once approved, an ATC (Approval to Construct) number will be issued for this Plan Review ID, which  
      will be used for submitting Plumbing – Commercial Permits Application 
 
     Confirmation page is displayed with the following fields, on initial load of the page:     

 View/Download Application button for the user to view or save a copy of the Plumbing - Commercial Plan 
Review ATC Application submitted for processing.   

Downloaded Sample document  

     
 User clicks Close button to close this PDF document 
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− Finish Application button. 
When clicked, user navigates back to the DPH Permits Portal home page 

        
 

     5.1h) Tasks performed by DPH Staff on DPH Permit CRM portal to approve and issue ATC ID 
− DPH Staff user reviews and approves the submitted COMMERCIAL PLUMBING PLAN REVIEW 

APPLICATION for the Plan Review ID: [E.g. PR- PR-2025-01587] 
− DPH Staff user reviews & approves the Plan Review 
− After approval, an Approval to Construct (ATC) ID is generated 
− Applicant can use this issued ATC ID and submit Plumbing – Commercial Permit application 
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6. DPH Permits Portal screens for Plumbing-Commercial Permit application 
6.1 Plumbing – Commercial Permit Application 

6.1a) Initiate “Plumbing – Commercial” permit application & navigate to “Account Information” page 
     Navigation  
     DPH Permit Portal -> Application Forms menu -> Plumbing -> Plumbing - Commercial Permits    OR                                                                              
     DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Commercial Permits  
 
   Action/Navigation 

Step Description Action/Navigation 
User selects Plumbing - Commercial Permits radio button and clicks Next button  Account Information page 
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6.1b) Account Information page  

   
      Below details are displayed in all Page navigation tabs in Plumbing - Commercial Permits application flow  

1. Delaware ‘logo’ and ‘title’ 
DELAWARE HEALTH AND SOCIAL SERVICES  
Division of Public Health 

2. Below Plumbing - Commercial Application tile  
PLUMBING PERMIT APPLICATION - COMMERCIAL  

  (To be completed by a licensed plumber having an approved ATC (Approval to Construct) number) 
3. Page navigation tabs 

Account Information, Permit Application, Attachments, Review & Sign, Payment, Confirmation.  
With ‘Account Information’’ tab highlighted/selected.  

4. Body of the page 
- Displays ‘Form Info’ icon with Form information displayed by default 

Kent County: 
Address: 
Thomas Collins Building, 
540 South DuPont Highway, 
Suite 5, 3rd Floor, Dover, DE 19901 

 
Contact information: 
Phone (302) 744-1220 
Kent County Resource email: 
DHSS_DPH_KentCoPlumbing@delaware.gov 
 
Sussex County: 
Address: 
Stockley Center, 
23421 Lloyd Lane, 
Georgetown, DE 19947 
 
Contact information: 
Phone: (302) 933-3430 

mailto:DHSS_DPH_KentCoPlumbing@delaware.gov


                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  90 | 138 
 

Sussex County Resource email: 
DHSS_DPH_SussexCoPlumbing@delaware.gov 

Account Information page is displayed with the following fields, on initial load of the page: 
   Below statement in the center of Account Information page 

To apply for a new permit/plan review application, please select an existing account from the list of account, 
or create a new account if one does not exist already. Refresh the page if you would want to clear 
selected/entered data before clicking Next. 
 

   Buttons/Footer information 
− Select an Existing Account button, is enabled by default 
− Create New Account button, is enabled by default 
− Next button, is disabled by default 
− Footer Information (bottom-right corner): 

Displays the Date in MM/DD/YYYY format (Date the form will be made available online) 
 
User Actions: Selecting existing account, from DPH Permits portal for Plumbing – Commercial Permits 
a) User clicks on Select an Existing Account button, which is enabled by default 

        
b) Displays the “Select Account” pop-up window on the “Account Information” page 

- “Search Account” text box for the user to search & select an existing account 
- List/Grid with the list of existing business account(s), displayed with Email & Phone number details  
- Associate with Existing Account button is enabled 
- Cancel button is enabled, by default 
- Select button is disabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, pop-up window is closed 

  
c) User selects one of the existing accounts by clicking on the radio button displayed next to it. 
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d) The Select button will be enabled    

     
 
e) User clicks on the Select button on the “Select Account” pop-up window 

- Select Account pop-up window is closed and user lands on “Account Information” page 
- The existing selected account details are displayed on the “Account Information” page. 
- Select an Existing Account button, is still enabled now 
−  Create New Account button, is disabled now 
−  Next button, is enabled now 

 
 
 User clicks on the Next button on Account Information page to navigate to Permit Application page 

 
User Actions: Creating New Account for Plumbing - Commercial Permits application  
Application Forms menu -> Plumbing -> Plumbing - Commercial -> Account Information page    OR 
Application Forms button -> Plumbing -> Plumbing – Commercial -> Account Information page 
 
a) User clicks on Create New Account button, which is enabled by default 
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b) Displays the “Create New Account” pop-up window on the “Account Information” page 
- Empty text box(s) are displayed with required (fields with red Asterix) and optional fields, to enter data 
- Primary Contact Name text box field is pre-populated with data 
- Empty drop-down pick-list boxes are displayed for the user to select drop-down options  
- Cancel button is enabled, by default 
- Create button is enabled, by default 
- ‘X’ button on top-right corner of the pop-up window. When clicked, pop-up window is closed. 

          

 
   
  User enters data in the below fields on the “Create New Account” pop-up window 
  - Account Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
    (Name of the Permit Holder) 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, 
  an inline error message is displayed in red font below the field: Account Holder Name is a required field. 

    
   Invalid field value 
   If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up   
   window an inline error message is displayed in red font below the field: Enter a valid Account Holder Name. 

     
 
- Primary Contact Name: Non- editable required text field with data prepopulated from the system 
- Phone No.: Editable required text field, accepts/allows 10-digit numeric values 

     Missing field value 
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    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window 
  an inline error message is displayed in red font below the field: Phone No. is a required field. 

     
   Invalid field value 
     If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
     window an inline error message is displayed in red font below the field: Enter a valid 10-digit Phone No. 

      
- Ext: Editable optional text field, accepts/allows numeric values 
- Email: Editable required text field, accepts/allows valid email format (E.g. Mike@email.com) 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Email is a required field. 

      
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field:  
  Enter a valid email address, such as name@email.com. 

     
  Account Type: Editable/Selectable drop-down pick-list box, required field (Individual, Business options) 
  Missing field value 

    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline    
    error message is displayed in red font below the field: Account Type is a required field. 

     
 
Business Address & Mailing Address 
- Address Line 1: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Address Line 1 is a required field. 

         
  - Address Line 2: Editable & optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 

    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: City is a required field. 

mailto:Mike@email.com
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- Country: Editable/Selectable drop-down pick-list box, required field 
    Missing field value 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: Country is a required field. 

     
 - Zip/Postal Code: Editable alphanumeric text field, allows all valid worldwide zip codes, with below conditions     

 If Country is United States, the Zip/Postal Code field should allow 5 digits only. 
 If Country is United States, the State is Delaware, Zip/Postal Code field 1st two digits to have 19 as value. 
 If Country is any other value other than United States, Zip/Postal Code field should allow alphanumeric 

values with maximum length of '9' digits. 
     Missing field value 
     If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
     error message is displayed in red font below the field: Zip/Postal code is a required field. 

     
    Invalid field value 
    If an invalid value is entered in this field and user clicks Create button on “Create New Account” pop-up  
    window an inline error message is displayed in red font below the field: Enter a valid Zip/Postal code. 
 When Country is United States, Zip/Postal Code accepts only 5-digit numerical code 

    
  - State: Editable/Selectable drop-down pick-list box required field 
    If this field is left blank and user clicks on Create button on “Create New Account” pop-up window, an inline  
    error message is displayed in red font below the field: State is a required field. 

     
 After entering valid data in all the required fields and drop-down selections, user clicks on the Create button 

in “Create New Account” pop-up window 
- “Create New Account” pop-up window is closed and user lands on “Account Information” page 
- Following toaster message is displayed on the Account Information page   

 
- The newly created account details are displayed on the “Account Information” page 
- Select an Existing Account button, is still enabled now 
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−  Create New Account button, is disabled now 
−  Next button, is enabled now  

  
 
 User clicks on the Next button on Account Information page to navigate to Permit Application page 
 User clicks on the Previous button on Permit Application page to navigate back to Account Information 

page 
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6.1c) Permit Application page  
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Permit Application page is displayed with the following fields, on initial load of the page: 
 County Editable/Selectable drop-down pick-list box required field – Kent, Sussex, New Castle 

Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field: County is a required field. 

 
 If user selects ‘New Castle’ option from the drop-down picklist, displays the below pop-up message 

      
 User clicks Cancel button to close this pop-up message window. 

 
 Plumber License No.: Editable, required text field, accepts numbers as input data. 

Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
message is displayed in red font below the field: Plumber License No. is a required field.  

 
Invalid field value 
If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
inline error message is displayed in red font below the field:  
Please enter valid Plumber License No. not exceeding 10 digits. 

 
 

 Same as Account Holder Name check box 
- If this check box is selected, Permit Holder Name text field will be populated with Account Holder Name 

    - If this check box is not selected, user can enter data manually in Permit Holder Name text field 
 Permit Holder Name: Editable, required text field, accepts alpha numeric characters as input data. 
     Missing field value 
     If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
     message is displayed in red font below the field: Permit Holder Name is a required field. 

          
  Invalid field value 
  If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
  inline error message is displayed in red font below the field: Enter a valid Permit Holder Name. 

   
 

 Builder/Contractor: Editable, required text field, accepts alpha characters as input data. 
Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
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message is displayed in red font below the field: Builder/Contractor is a required field. 

           
 Invalid field value 
 If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
 inline error message is displayed in red font below the field:  
       Builder/Contractor contains invalid data. Alphabets are only allowed. 

        
 

• Property Owner: Editable required text field, accepts alpha characters 
Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error   
message is displayed in red font below the field: Property Owner is a required field. 

       
 Invalid field value 
 If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  
 inline error message is displayed in red font below the field: 

 
 

• ATC (Approval to Construct) No.: Editable required text field, accepts alphanumeric characters 
 User to enter ATC ID issued for submitted Plumbing - Commercial Plan Review ID  
Missing field value 
If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error   
message is displayed in red font below the field: ATC (Approval to Construct) No is a required field. 

        
 Invalid field value 
 If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then an  

inline error message is displayed in red font below the field: 
ATC No. contains invalid data. Allowed format is YYYYCPSeq# (e.g., 2025CP001). 

        
 

 Job Site Information: Non-editable label 
- Address Line 1: Editable required text field, accepts alphanumeric characters 
  Missing field value 
  If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error   
  message is displayed in red font below the field: Address Line 1 is a required field. 

              
  - Address Line 2: Editable & optional text field, accepts alphanumeric characters  
- City: Editable required text field, accepts alphanumeric characters 
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    Missing field value 
    If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error 

message is displayed in red font below the field: City is a required field. 

            
         - State: Non-editable required text field, with prepopulated data and is defaulted to DE.  
       - Zip/Postal Code: Editable numeric required text field, 5- digit zip code, restriction on 1st two digits  
         to have ‘19’ as value, since state is pre-populated as DE representing Delaware 

           Missing field value 
           If this field is left blank and user clicks on Next button on “Permit Application” page, then an inline error  
           message is displayed in red font below the field: Zip/Postal code is a required field. 

            
          Invalid field value 

            If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
            an inline error message is displayed in red font below the field:  
          Please enter a 5-digit zip code starting with "19" (e.g., 19xxx). 

            
- Country: Non-editable required text field, with prepopulated data and is defaulted to United States. 
 
- Development: Editable optional text field, accepts alpha-numerical data  
- Lot No.: Editable optional text field, accepts alpha-numerical data 
- Additional Instructions: Editable optional text field, accepts alpha-numerical data 
 

• Description of Plan: 
- Occupant Type: Editable required text field, accepts alpha characters data. 

    Missing field value 
           If this field is left blank and user clicks on Next button on “Permit Application” page an inline error  
           message is displayed in red font below the field: Occupant Type is a required field. 

            
         Invalid field value 

           If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
           an inline error message is displayed in red font below the field:  
          Occupant Type contains invalid data. Alphabets are only allowed. 

            
  - Building Occupancy Load: Editable required text field, accepts only number. 
    Missing field value 
    If this field is left blank and user clicks on Next button on “Permit Application” page an inline error  
    message is displayed in red font below the field: Building Occupancy Load is a required field. 
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 Invalid field value 
If an invalid value is entered in this field and user clicks Next button on “Permit Application” page, then 
an inline error message is displayed in red font below the field:  
Building Occupancy Load contains invalid data. Numbers are only allowed. 

       
 
 Previous button, which is enabled by default 
 Next button, which is enabled and highlighted by default 

 
 User enters valid data in all the required and non-required fields with an existing Jobsite address which has 

an existing Plumbing Permit application.  

          
 
 Displays the Warning pop-up message below with Cancel Submission and Continue buttons (Displays 

“Warning” pop-up message only if a Permit exists for the user entered ‘Job Site Information’ on this page) 
(Below pop-up message is just an example) 
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− Cancel Submission button: Upon clicking, user navigates back to Permit application page 
− Continue button: Upon clicking, user navigates to “Attachments” page 

 
• If not warning alert messages are displayed,  
 User clicks on the Next button on Permit Application page to navigate to “Attachments” page 
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6.1d) Attachments page 

 
 
Attachments page is displayed with the following fields, on initial load of the page: 
 No supporting documents are required for this type of permit application. Please click Next to proceed to 

next page. message is displayed on the page 
 

 Previous button, is enabled by default 
 Next button is enabled and highlighted by default 

 
 User clicks on the Next button on Attachments page to navigate to “Review & Sign” page 
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6.1e) Review & Sign page 
 User reviews the data which was entered in previous pages of Plumbing - Commercial Permits application 

          

          
 

 “Signature of Applicant” section is displayed with required fields for the user to enter data manually  
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Review & Sign page is displayed with the following fields, on initial load of the page: 
 Please enter your name: Editable, required text field, accepts alpha characters as input data. 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error  
     message is displayed in red font below the field: Please enter your name is a required field. 

      
 
 Draw your Signature: Editable, required text area field, accepts user’s digital signature (free form) 

        Missing field value 
       If this field is left blank and user clicks on Submit button on “Review & Sign” page, then an inline error    
       message is displayed in red font below the field: Draw your Signature is a required field. 

       
 
 Clear button, which is disabled by default  

After signature is entered by user and this Clear button is clicked, the entered signature is deleted. 
 Please note: Once you click on 'Submit' you can no longer make updates to this application message 

displayed below Clear button 
 

 Submit button, is enabled by default  
 Previous button, is enabled by default  

 
  User enters Name, provides signature in the required fields and clicks Submit button 

         
     
 User clicks on Submit button on Review & Sign page, on successful submission, displays below message 

   
 
 User navigates to the Payment page. 

  
Note: Once submitted and user moves to Payment page, user will not be able to navigate back to previous 
page or make any changes to the submitted Plumbing – Commercial Permits Application 
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 An Email notification is sent to the Primary Contact Email address with all Permit Application details, when 
user submits the Permit Application 

      [Sample Email Notification below] 
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6.1f) Payment page 

           
       Payment page is displayed with the following fields, on initial load of the page:   

 The fee for each plumbing permit application is USD $100. message is displayed 
 The Reference ID for your transaction is [Permit Application ID]. Be sure to include this number with 

your payment transaction. message is displayed 
 

 Please select your desired payment method message is displayed 
− Online Payment checkbox, unselected by default 
− Manual Payment checkbox, unselected by default 

 Next button, enabled by default  
 
    Field Validations 
 Below error message is displayed if user clicks Next button without selecting any of the Payment methods 

  
 
 Below error message is displayed if user clicks Next button without selecting any of the Manual Payment 

methods 
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Online Payment (Integration with Go.DE system) 
 User clicks on Online Payment check box and clicks NEXT button, to make payments via State of Delaware’s 

Go.DE payment system 

      
 
     Credit Card Payment 

      

      



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  108 | 138 
 

           
 

Bank Account Payment method 
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 User clicks on Online Payment check box and clicks NEXT button on Payment page (DPH Permits Portal) 
 User navigates to Pay with Go DE page.  
 Lists out two payment options under the label - How would you like to pay? 
− Credit/Debit Card button 
− Bank Account button 
 

Manual Payments (Alternate payment option) 
 User clicks on Manual Payment check box, to make payments via Checks or Money Order 
 Displays the below two checkboxes – Check, Money Order 

        
 User clicks ‘Checkbox’ checkbox and enters details in “Please enter your Check Number” field.  
 Field accepts only Numbers.        
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 User clicks on Next button to navigate to Confirmation page (For Manual Payment) 

 
          OR 
 User clicks Money Order checkbox and enters details in “Please enter your Money Order number”.  
 Field accepts alpha-numeric data, without spaces. 

 
           
 User clicks on Next button to navigate to Confirmation page (For Manual Payment) 
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6.1g) Confirmation page               
“Confirmation” page display for completed Manual Payment method 

 
 

Confirmation page is displayed with the following fields, on initial load of the page:     
 View/Download Application button for the user to view or save a copy of the Plumbing - Commercial 

Permit Application submitted for processing. User clicks on Close button to close the PDF document.  
Downloaded Sample document  
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− Finish Application button. 
When clicked, user navigates back to the DPH Permits Portal home page 
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7. DPH Permits Portal screens for Plumbing - Test Certification Form  
7.1 Plumbing - Test Certification Form  

7.1a) Initiate “Plumbing - Test Certification Form” & submission 
     Navigation 
     DPH Permit Portal -> Application Forms menu -> Plumbing -> Plumbing - Test Certification Form   
                                                                                         OR 
     DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Test Certification Form 
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7.1b) Plumbing - Test Certification Form 
Plumbing must be visible to pass the inspection, and the property will not be able to obtain a certificate of 
occupancy without passing the plumbing inspection. All plumbing must have their tests on at the time of 
inspection or plumber must certify that the plumbing was tested and documented on Test Certification Form  

   
 
Field Validations: 
Application: Non-editable label 
− Permit Number: Editable required look-up text field. 
      Missing field value 
      If this field is left blank and user clicks Submit button on “Test Certification Form” page, an inline error  
      message is displayed in red font below the field: Permit Number is a required field. 

       
    Invalid field value 
       If an invalid value is entered in this field and user clicks Submit button on “Test Certification Form” page  
       an inline error message is displayed in red font below the field:  
       Please enter a valid plumbing permit number associated with your account. 

        
− Plumber Name: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Plumber License No.: Non-editable text field, will be prefilled with data based on entered Permit Number 
Job Site Information: Non-editable text field 
− Address Line 1: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Address Line 2: Non-editable text field, will be prefilled with data based on entered Permit Number 
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− City: Non-editable text field, will be prefilled with data based on entered Permit Number 
− State: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Zip code/Postal code: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Country: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Development: Non-editable text field will be prefilled with data based on entered Permit Number 
− Lot No.: Non-editable text field, will be prefilled with data based on entered Permit Number 

 
− Date field: Editable Date field with Date picker, for the user to enter or select date 
      Missing field value 
      If this field is left blank and user clicks Submit button on “Test Certification Form” page, an inline error  
      message is displayed in red font below the field: Date is a required field. 

       
 

− Signature of the Plumber: Editable, required text area field, accepts user’s digital signature (free form) 
        Missing field value 
       If this field is left blank and user clicks on Submit button on “Test Certification Form” page, an inline error  
      message is displayed in red font below the field: Signature of the Plumber is a required field. 

        
 Clear button is enabled by default  

- After signature is entered by user and if this Clear button is clicked, the entered signature is deleted. 
 Submit button is enabled by default  

 
 User looks-up & selects a Permit Number in Permit Number field for which “Test Certification Form” needs 

to be submitted 
 All fields below will be auto populated from DPH Permits portal, based on the selected Permit Number 

− Plumber Name 
− Plumber License No. 

 
Job Site Information: 
− Address Line 1 
− Address Line 2 
− City 
− State 
− Zip code/Postal code 
− Country 
− Development 
− Lot No. 

 User enters/selects the date in the date picker field, in Mon DD, YYYY format 
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 User provides Signature in “Signature of the Plumber” field 

           
 
 User clicks the Submit button to submit the “Test Certification Form” for the entered Permit Number. 
 Upon successful submission, displays the toaster/floating message 

           
 
 User navigates to DPH Permits home page 

 



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  117 | 138 
 

8. DPH Permits Portal screens for Plumbing - Release Permit Authorization 
form 

8.1 Plumbing - Release Permit Authorization form 

8.1a) Initiate “Plumbing - Test Certification Form” application & submission 
     Navigation 
     DPH Permit Portal -> Application Forms menu -> Plumbing -> Plumbing - Test Certification Form   
                                                                                         OR 
     DPH Permit Portal -> Application Forms button -> Plumbing -> Plumbing - Test Certification Form 
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8.1b) Release of Plumbing Permit Authorization Form 

   
 
Field Validations: 
Application: 
− Permit Number: Editable required searchable text field, Accepts/allows alpha-numeric values 
      Missing field value 
      If this field is left blank and user clicks Submit button on “Test Certification Form” page, an inline error  
      message is displayed in red font below the field: Permit Number is a required field. 

       
    Invalid field value 
       If an invalid value is entered in this field and user clicks Submit button on “Test Certification Form” page  
       an inline error message is displayed in red font below the field:  
       Please enter a valid plumbing permit number associated with your account. 
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− Plumber Name: Non-editable text field, will be prefilled with data based on the entered Permit Number 
− Permit Issued Date.: Non-editable text field, will be prefilled with data based on the entered Permit Number 
−  
Address of the Property for which permit was issued: 
− Address Line 1: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Address Line 2: Non-editable text field, will be prefilled with data based on entered Permit Number 
− City: Non-editable text field, will be prefilled with data based on entered Permit Number 
− State: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Zip code/Postal code: Non-editable text field, will be prefilled with data based on entered Permit Number 
− Country: Non-editable text field, will be prefilled with data based on entered Permit Number 

 
−  Plumbing Permit #: Non-editable field, will be prefilled with data based on entered Permit Number  
       
− Signature of the Plumber: Editable, required text area field, Accepts user’s digital signature 
        Missing field value 
       If this field is left blank and user clicks on Submit button on “Test Certification Form” page, an inline error  
      message is displayed in red font below the field: Signature of the Plumber is a required field. 

        
 Clear button, which is enabled by default  

After signature is entered by user and if this Clear button is clicked, the entered signature is deleted. 
 Submit button, is enabled by default  

 
 User looks-up the Permit Number in Permit Number field for which “Release of Plumbing Permit 

Authorization Form” needs to be submitted 
 All the fields below will be prefilled based on the selected/entered Permit Number 

− Plumber Name 
− Permit Issued Date 
Address of the Property for which permit was issued: 
− Address Line 1 
− Address Line 2 
− City 
− State 
− Zip code/Postal code 
− Country 
 

 Plumbing Permit is prefilled based on the Permit Number 

 
 

 User provides Signature in “Signature of the Plumber” field 
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 User clicks the Submit button to submit the “Release of Plumbing Permit Authorization Form” for the 

entered Permit Number.      
 
 User navigates to DPH Permits home page 
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9. DPH Permits Portal functionality - Additional screens for FE Permits  
9.1 Viewing Permits on DPH Permits Portal home Page 

 On the Home page, user clicks on the ‘Permits’ menu, displayed on top of the page 

           
 

 Displays the list of Permits on Permits List View page, associated with the logged-in user  

 
 
 User clicks on Permit Application Id displayed as hyperlink on Permits List View page.  
 Displays ‘Permit’ Application details page along with ‘Notes & Attachments’ & ‘Invoices’ section 
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          Notes & Attachments section 

            
 Users can upload new documents by clicking on Upload Files button 
 The Permit Application document is available in PDF format in this section 
 By clicking on the drop-down arrow displayed for the Permit Application PDF document, users have 

the following options with the document: 
− Download: By clicking, user can download the selected PDF document 
− View File Details: By clicking, user can view the PDF document  
− Upload New Version: By clicking, user can upload new version of the PDF document 
− Edit File Details: By clicking, user can edit the selected PDF document 
− Delete: By clicking, user can delete the selected PDF document 

  ‘View All’ hyperlink: By clicking this hyperlink, users can view all the PDF documents associated with 
this Permit Application  

 
Inspection section 
 Displays Inspection results for the selected Permits application  
 Displays Inspections page when user clicks on Inspections hyperlink displayed in Inspections section  

as header 

 
 
Invoices section 
 Displays Invoice generated for the selected Permits application fee.  
 Displays Invoices page when user clicks on Invoice hyperlink displayed in Invoices section as header 

 
 
 



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  124 | 138 
 

9.2 Viewing Accounts on DPH Permits Portal Home Page 
 On the Home page, user clicks on the “Accounts” menu, displayed on top of the page 

           
 

 Displays the list of Accounts, associated with the logged-in user on Accounts List View page 

           
 

 User clicks on an Account Name hyperlink to display Account detail page 
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           Sections displayed on Accounts detail page. 
• Section: DETAILS tab 
By default, “DETAILS” tab is selected  
- “DETAILS” tab displays Account details page of the selected Account including Address information,  
   System information 

• Section: PERMITS tab 
             - Displays Permits section  

 User clicks on “Permits” tab to display associated Permits  
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 Permits section in PERMITS tab: 
 Displays the Permits associated with the Account, along with Permit Application ID as hyperlink 
 ‘View All’ hyperlink: By clicking this hyperlink, users can view all the Permits associated with this  
      Permit Application 
 User clicks on Permit Application ID displayed as hyperlink in Permits tab on Account detail page 

− Displays Permit detail page with Permit Details, System Information, Notes & Attachments,  
    Inspections and Invoices section 

 
 User clicks on the Permit Application ID displayed as hyperlink, to display Permits-detail page  
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 User navigates back to Account detail view page. 
 User can add a Note to this Account by clicking on New Note button, displayed on top of the page 

       
  
 Displays “New Note” pop-up screen 

 
 

 User enters data and clicks Done button and entered data is auto saved.  

 
 

 Displays the message below on Account detail page 
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 User clicks on the Printable View button on the Account detail page  

 
 

 Displays below screen in a new browser window 

 
− Close Window: Upon clicking, Account browser window in Printable View is closed 
− Print this page: Upon clicking launches Printer window option to print the page  
− Expand All: Expands all the sections displayed on the page.   
− Collapse All: Collapses all the sections displayed on the page.            
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9.3 Viewing Permit Invoices on DPH Permits Portal Home Page 
 User clicks on “Invoices” menu option from home page  

               
 

 Displays the list of Invoices in the Invoice list view page, displayed below 

                  
 

 User clicks on an Invoice ID displayed as hyperlink on Invoices Page (‘Paid’ selected checkbox record) 
– Invoice for which payment has been completed (Paid) with “DETAILS” & “RELATED” tabs 

 
 

                 RELATED tab 
 Pay Invoice Online button is disabled since the Payment has been “Paid” and Invoice generated 
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       Invoices – Payments not completed (unpaid) 
 User navigates back to Invoices All List-View page and clicks on an Invoice ID displayed as hyperlink on 
    Invoices Page (“Paid” unselected checkbox record) 

– Invoice for which payment is not completed (Not Paid) with “DETAILS” & “RELATED” tabs 
– Pay Invoice Online button is disabled since the Payment has not been “Paid”  

                   
 
                 RELATED tab 
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9.4 Viewing Permit Statuses on DPH Permits Portal Home Page 
 On the Home page, user clicks on the “Permits” menu, displayed on top of the page 

           
 

 Displays the list of Permits on Permits List View page, associated with the logged-in user  

 
 
 User clicks on Permit Application Id displayed as hyperlink on Permits List View page.  
 Displays “Permit” Application details page  

 
 Permit in In Plan Review status. 
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 Permit in Pending Review status. 

 
 

 Permit in Pending status. 
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 Permit in Payment Pending status. 

 
 
 
 
 
 
 
 Permit in Pending Renewal/Pending Payment status. 

            
 
 
 
 
 



                                                  
DPH Permits Portal for Plumbing Permits – User training manual for Applicants Version: 2.0 
Date Created 11/3/2025 

 

Version 2.0                                                                                                   
P a g e  134 | 138 
 

 Permit in Issued status. 

                           
 

 
 
 
 

 Permit in Denied status. 
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 Permit in Cancelled status. 

 
 
 
 Permit in Awaiting Inspection status. 
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9.5 Viewing Permit Payments on DPH Permits Portal home page 
 User clicks on “My Payments” button on the home page. 

  
 
 Displays the list of “Paid” Permits along with Payment Type on Payments page. 

 
 Payment Type: This column displays the type of Payment made for the submitted Permit Application 

− Online Payment method (E.g., CC  Credit Card, ACH  Bank Account, Velocity) 
− Manual Payment method (E.g., Check or Money Order) 

 
 When user clicks on a Payment record in Payment ID column which is displayed as hyperlink, the below 

Payment detail page is displayed, with “DETAILS” tab is displayed, by default.    
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 RELATED tab in Payment detail page 

 
 

 User clicks on Printable View button on Payment page.        

   
 

 Displays below page for the selected Payment, with two links on top-right corner of the page.     

            
− Close Window link: Upon clicking, Payment browser window in “Printable View” is closed. 
− Print this page link: Upon clicking, it opens a printer window option to print the selected page.  
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9.6 Viewing Permit Plan Review on DPH Permits Portal home page 
 User clicks on “Plan Review” menu option on the home page. 

  
  
 Displays the list of “Plan Reviews” on Plan Reviews – list view page. 

              
 

 Displays below “Plan Review” detail record page when user clicks on an approved Plan Review ID 
Plan Review PR-2025-01302 (Permit Application ID: 038528) 

              
 Plan Reviews are reviewed & approved by DPH Staff for the submitted Permit 
 An ATC number is generated once the Plan Reviews are Approved 
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