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START AT THE FOLLOWING WEBSITE:   
https://www.snoco.org/app/pds/basicplans/P010-EnterAddresses.aspx  From the PDS 
Home page, click on Permits, and select Apply for a building permit using a Basic plan 

 
Welcome/Login screen – enter your Customer ID and click Begin  

 
 
 
TO ENTER APPLICATION INFORMATION: 
 

1. Click Basic Plan Permits Application  
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2. From the drop-down menu, select the Basic Plan you wish to use 

 
NOTE:  The drop-down menu lists only those plans that belong to the logged-in builder 
 

3. Click Show Basic Plan Square Footages 
a. Details about the plan are presented to allow verification that the correct 

plan number was entered. 
b. Note that the data is “grayed-out” because the data cannot be 

changed here. 
 

 
 
4. Now Select the locations for this plan, or go back and select a different plan  

 
NOTE:  The plan data is repeated to ensure that the correct plan is being used. 

 
Select by one of the following: 

a. real property parcel (14 digits, with or without the dashes) 
b. House Number/ Street Name – better to use both, but not required. 
c. Plat Name 
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5. Click Get Location(s) 

The property list is sorted by City and Street to aid in finding the correct address 
 

 
 
NOTE:  Use the Cancel Entry, Re-select location button to re-enter the address selection 
criteria 
 

6. Click Select to the left of the property you want, you will go to a new screen with 
the plan and address shown 
a. verify that the plan and address are correct  
b. if Correct, click Accept this Plan and Location 
c. if Incorrect, click one of the Cancel Entry options 
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7. The next screen is a confirmation screen that includes a Confirmation Number for 
this session.  You will need to bring the printed application with the confirmation 
number on it with you when you come to pick up your permit (NOTE:  You may 
skip this step if you are e-mailing your pdf site plan to PDS). 
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8. To apply for another application click Enter Another Basic Plan Number or Enter 
Another Location 

 
9. If you are done, click Finished.  When this option is selected from any of the 

places in which it appears the session is complete. 
 

10. On the following screen, click Print Applications to Bring to Appointment 
 

 
 
A printout of each application is generated along with instructions for completing the 
application process.  
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A summary of the entries made during the session is also printed on a separate page. 
 

 
 
REVIEWING SESSION INFORMATION: 
 
If you would like to see your history, or you weren’t able to print out your application, 
return to the Welcome screen and click Basic Plan Permit History 
 

 
 
Get reports on processed applications, unprocessed applications or both for a 
complete inventory of applications. 
 
Multiple search criteria may be used; however, entering too much could result in no 
matches, i.e. a confirmation number that does not fall within dates entered, etc. 
 
NOTE:  Processed transactions will show the date processed and the resulting permit 
number. 
 
If only unprocessed is chosen, the last two columns will not appear. 
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Click get – History of Basic Plan Entries 
 
If you forgot to print your application to bring to the appointment, you can print it here 
by checking the confirm # box then click Print Cover Sheet 
 

 
 
To print the document, click File, Print 
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Basics Online Program - Online Submittals of Site Plans & Other Information 
Via E-mail to BasicsOnline@co.snohomish.wa.us 

 
Please assist us in reducing wait times at PDS.  We encourage you to apply for your permits 
strictly online. 
 
1. Submittal of site plans (and other information) via e-mail is a service we now offer to 

builders who use the Basics Online Program.   
 
2. Site plans must contain all the requirements outlined in the Residential Site Plan 

Checklist.  Site plans must be to scale when printed.  Please be sure to indicate 
which square footage option you are using on each site plan.  When sending 
multiple site plans in one e-mail, please save them all to a single pdf file. 

 
3. Applicant/Contact Name and Phone must be in the body of the e-mail.  Other 

instructions/messages/and electronic attachments such as Health District Clearance 
forms, Credit Card Authorization forms are acceptable via e-mail as well.  See 
example of a submittal e-mail below.  (Note:  We are not yet accepting e-copies of 
structural plans.  This is a future phase currently in the works.) 

 
4. Subject line should be indicative of what you’re transmitting.  See example below. 
 
5. Indicate in body of e-mail total number of site plans transmitted and other 

attachments.  Clear descriptions assist us in our processing.   
 

 
 

When your e-mail is received at PDS, we will send a simple confirmation response.  Example: 
 
We have received a total of ____ (# of) site plans and have forwarded it to ____________ (Staff 
name), 425 388 3311 x______ for processing and review.  He/she will contact you if there are 
deficiencies.   
 
Otherwise, you will receive a call from Permit Center when your permits are ready to issue. If you 
have applied for more than 5 permits on a given day, we will inform you of our current time 
frame for processing and issuance.  Thank you for using Basics Online!   


