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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 Basics Online 
 
WWEELLCCOOMMEE//LLOOGGIINN  SSCCRREEEENN    

 

 

 
 
Enter your Customer ID and click Begin  
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OOPPTTIIOONNSS  MMEENNUU    
 

 
  

TThhiiss  ppaaggee  iiss  tthhee  ““hhuubb””  ooff  tthhee  BBaassiicc  PPllaann  ssyysstteemm..    YYoouu  ccaann  eeaassiillyy  rreettuurrnn  hheerree  wwhheenn  yyoouu  
hhaavvee  ccoommpplleetteedd  aaccttiivviittiieess  aanndd  wwiisshh  ttoo  ddoo  mmoorree..  
 
Establish a NEW Basic Plan allows for the submission of data required to establish new 
basic plans.  As noted, permit applications can be created (using the Basic Plan Permits 
Application) but they cannot be issued until the Basic Plan is approved.   
 
Cover Sheets for New Basic Plans: Once new basic plans have been submitted, 
remember to print cover sheets for these plans both for your reference and to bring with 
you to the County. 
 
Basic Plan Permits Application as mentioned above is used to apply for permits using 
established basic plans.   
 
Basic Plans Permits History allows you to query and get reports on both processed and 
unprocessed permit applications.  From here, you can also print Permit Application 
Cover Sheets for your own reference as well as for bringing with you to the County. 
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EESSTTAABBLLIISSHHIINNGG  AA  NNEEWW  BBAASSIICC  PPLLAANN  
 
1.  ENTER DATA  
This screen contains the data entry fields for establishing a new basic plan.  Entry 
requirements/rules vary based upon the structure type of the basic plan. Accessory 
Structures require minimal data whereas Single-Family Residences and Duplexes require 
additional data (quality questions) on a subsequent page.  While some of the editing 
criteria is minimal, careful and accurate entry will increase the efficiency in getting the 
plan approved. 
 
Depending on certain Mechanical choices, additional information will be required.  An 
example of this is choosing LGP as a Heat Source which will also require data on tanks 
and sizes (shown below)  

 

 
 
Example of additional mechanical information required based on a given choice (LPG 
> Tank sizes) 
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ERROR INDICATORS / BACKOUT BUTTONS 
Errors are the result of incomplete entries or erroneous data entered. As shown 
below, errors are displayed with both a message at the top and the field label 
color changed to red, for each error. 
Error checking is performed each time the “Submit Data” button is clicked. 
 
The “Backout Buttons” allow you to leave the current entry cycle, either by 
leaving the page entirely and returning to the Options Menu, or by clearing all of 
the data entered on the form. 
 

 
 
2.  SUBMIT DATA 
When all entries are complete and correct, the proceed checkbox and message are 
displayed above the “Submit Data” and “Backout” buttons. 
 
Checking the box at the left of the message (by clicking in it), will allow you to 
proceed. 
 

Note: as mentioned above, error checking is performed each time the “Submit 
Data” button is clicked. Therefore, any changes to data after the “proceed” 
message is shown will be edited and if errors occur, the “proceed” checkbox 
and message will disappear and be replaced by error messages. 
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Proceed Checkbox and Message 

 
 
3.  CREATE THE BASIC PLAN 
The questions below will be displayed if the Basic Plan is for a single-family residence or 
for a duplex.  All questions must be answered or an error will result.  
 
All that remains to be done to create the Basic Plan is to click “Create New Basic”. 
 
For Accessory Structures, only the “Create New Basic” and the “Clear Data” buttons will 
show. 
 
Should you want to “back out” and NOT create a new basic, click the “Clear Data” 
button and you will be returned to the previous page for establishing a new basic with 
all of the data having been cleared. 
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AAFFTTEERR  EESSTTAABBLLIISSHHIINNGG  TTHHEE  NNEEWW  BBAASSIICC  
 
This page will display when the new Basic has been created.  The first and third options; 
entering another basic or returning to the options menu, have been previously 
documented. 
 
The middle option, however, is important.  To complete the Establish a Basic process 
you must make an appointment with PDS to submit your structural plans. The cover 
sheet for each basic to be approved must be printed and brought to this appointment.  
This can be done now, by selecting “Cover Sheets for New Basic Plans”, or later from 
the Options Menu, by selecting the “Print Cover Sheets” button in the lower right corner. 
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PPRRIINNTTIINNGG  CCOOVVEERR  SSHHEEEETTSS  FFOORR  NNEEWW  BBAASSIICC  PPLLAANNSS  
 
SEARCH OPTIONS 
Basic Plan applications will be displayed for printing but the number displayed may be 
expanded or limited based upon the number of previous days entered below for 
searching.  
 
Clicking the print button without entering a number of previous days to include in the 
search will return all new basics created in the last 24 hours.  Entering a number will 
return the current day’s new basics as well as all that were created in the date range 
specified (30 days maximum). 
 

 
 

EXAMPLES OF SEARCH RESULTS 
The number of days was not entered so the new Basics established on the dates shown 
are returned.  As noted, check the box for whichever cover sheets you want to print. 
If you click “Print” without selecting any plans, a “No Basic Plans selected” message will 
appear.  Proceed to check the boxes of the plans you want printed and click Print 
again. 
 
If you change your mind and don’t want to print, click the “Return to Options Menu” 
button. 
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PRINT RESULTS GENERATED 
When you see the message below in blue, from the Windows File Menu you can either 
select Print Preview (to view the cover sheets) or Print (to print the cover sheets), as 
displayed below.   
 

 
(click File then click either Print or PrintPreview) 
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RREEVVIIEEWWIINNGG  SSEESSSSIIOONN  IINNFFOORRMMAATTIIOONN::  
 
If you would like to see your history, or you weren’t able to print out your application, 
return to the Options Menu and click Basic Plan Permits 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 
 

 
 

 
  


