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Permit Portal Instructions - Applying for a Well Permit 
IMPORTANT: Only use these instructions if you are planning to use an exisitng well to serve a new building.  

What you will need before you apply: 
• A Permit Portal account 
• An address or a PIN 
• A site plan in PDF or JPG format.  

Once you have logged in to the Permit Portal,click on the “Apply” menu, then click “All” 

 

Next, Click on “Wells.” 
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Next to “Wells: New Well Permit,” click on the “Apply” button.  

 

Click on “Add Location” and type part of the site address: 
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From the list of addresses that come up, click “Add” next to the one you want:  

 

 

The address is added to the application. Click “Next”:  
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On the next screen, confirm that the permit type is what you want (or change it, if you made a mistake) and 
click “Next”: 

 

 

If anyone besides you will need access to the case, such as contractors who will need to schedule 
inspections, add those contacts to the case. After adding other contacts, click “Next”. 

 

 

  



5 
 

Fill out the additional information about the site.  

 

 

Respond to the Electronic Signature Agreement at the bottom of the page and click “Next”.  
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Next, click “Add Attachment” and attach your site plan. After you have added your site plan, click “Next”. 

 

Review the information you have filled out. If everything looks correct, click “Submit”. If not, use the “Back” 
button to go back and correct it.  

 

After you submit your application, you will see the following confirmation screen. Take note of the permit 
number at the top of this screen.  
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Wake County staff will review your application and invoice you for the permit fee. Watch your email for a 
notice that fees are due. The email will contain the permit number and a link to the Permit Portal, where 
you can pay the fees with a credit card or from a bank account/e-check. You can also mail in a check for the 
fees after you receive the invoice.  

After the permit fee is paid, Wake County staff will review your permit application and contact you to 
schedule a site visit or let you know if any additional information is needed. 

You will receive an email notifying you that that the permit has been issued. The email will contain the 
permit number and a link to the Permit Portal. Once the permit has been issued, you or your contractor (if 
you have added them as a contact) can schedule inspections through the Permit Portal. 
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