How to Apply for a Construction Permit via Cloudpermit
in Edmundston

Introduction: The City of Edmundston uses Cloudpermit, a cloud-based permitting system, to
streamline construction permit applications. Cloudpermit allows you to apply for building permits
online, track the status of your application, and communicate with City officials from home or on
the go. Using this system can save time and ensure your application is complete and accurate. This
step-by-step guide will walk you through the process of applying for a construction/building permit
in Edmundston using Cloudpermit.

Step 1: Log Into Cloudpermit and Access the Dashboard

To get started, visit the Cloudpermit portal for permit applications (for Edmundston, use the link
provided on the City’s website or go to Cloudpermit and select New Brunswick - Edmundston).

If you are a new user, you will need to register for a Cloudpermit account using a valid email
address and password. If you already have an account, log in with your credentials.

Once logged in, you will see My Dashboard, which is your personal homepage on Cloudpermit.
From the dashboard, you can start a new permit application.

Click on the “Create a New Application” button to begin the application process. This will initiate
the permit application wizard.
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Step 2: Select Edmundston as Municipality and Choose Application Type

After clicking “Create a New Application,” you will be prompted to select the location and type of
application.

First, choose the jurisdiction: in the drop-down menu, select New Brunswick as the province and
then Edmundston as the municipality (if it’s not already pre-selected).

Next, select the type of application you want to create. For a construction project in Edmundston,
click on the “Building Permit” option as your application type.

Once you have selected Building Permit, click the “Create Application” button to proceed. This
tells Cloudpermit that you want to start a building permit application in Edmundston.
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Step 3: Choose the Category, Work Type, and Work Target
The first step in the application wizard is to provide details about the nature of your project.

You will need to select a Category, Work Type, and Work Target that best describes your
construction project.

For example, if you are building a new single-family house, you might choose the category “Single
Unit Dwelling,” the work type “New Construction,” and the work target “Detached dwelling” (as an
example).

Each category and option may have a brief description —you can click on each category name to
see a definition or additional details.

Choose the options that most closely match your project. These selections help the system
determine the requirements for your permit.

After making your selections for category, type, and target, click “Next” to continue to the next step
of the application wizard.
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Step 4: Create or Select a Project

Cloudpermit organizes permit applications into projects. A project can contain one or multiple
related permit applications for the same overall development or address. In this step, you will
decide whether to use an existing project or create a new one for your application.

If this is your first application or if this permit is for a new standalone project, select “Create a New
Project.” You will be prompted to enter a name for the project — for example, you could use your
project address or a descriptive name like “Jones Residence Addition”.

Enter a project name that will help you recognize this project in the future. If you have already
created a project and are adding another permit to it, you can choose the project from the list of
existing projects.

Once you have either created a new project or selected an existing one, click “Next.”
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Step 5: Specify the Location of the Project
Now you need to identify the property address or location for your construction project.

In the “Location for the Application” step, you can specify the location in a few ways: you can
search by address, search by property identification number (PID number), or pinpoint the
location on the interactive map.

The simplest method is to start typing the street address of the property in the search box above

the map. As you type, a list of matching addresses will appear; select your address from the drop-
down list.

The map will pinpoint the location once you select an address.

(If the address cannot be found or if the property doesn’t have a civic address, Cloudpermit also
allows you to enter property details manually or drop a pin on the map to indicate the location.)

After selecting the correct property, click “Next” to proceed.
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Step 6: Review Application Summary and Create the Application

Before your application is officially created, Cloudpermit will show a summary (recap) of the
information you’ve entered so far, including the application type, project name, and location.
Take a moment to review all the details you have provided.

If anything is incorrect, you can click the “Back” button to return to previous steps and make
corrections. If everything looks accurate, proceed to finalize the application. At the bottom of the
summary page, click the “Finish and Create” button.

This will create your application workspace in draft status. In other words, your permit application
is now started (as a draft), but not yet submitted.

You will be taken into the new application’s workspace where you can complete the remaining
tasks required before submission.
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Step 7: Understand and Navigate the Required Tasks

You are now in your building permit application workspace. At the top of this workspace, you'll
see a progress bar labelled Required Tasks. This section outlines all the components you need to
complete before submitting your application.

Each task appears under the application bar and includes key items such as:
e Parties - assigning the required participants (e.g., applicant, property owner, contractor)
e Application -filling out the mandatory forms
e Attachments - uploading supporting documents
¢ Fees & Payments - reviewing and completing payment requirements

Tasks marked with a red exclamation point (!) icon indicate sections that are mandatory and not
yet completed. Once completed, the icon will be replaced with a green check mark, showing that
the step is done.

You must complete all tasks with red exclamation marks before you can submit your application.
You can complete them in any order, but most users begin by filling in the Parties section.
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Step 8: Add Required Application Parties

In your application workspace, locate the Parties to the Application section. Click to expand it if
it's not already open. This is where Cloudpermit lists the roles that must be filled for your
application to be complete — typically the Applicant, the General Contractor, and the Property
Owner.
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Step 8 (continued): Let’s start by adding the Applicant.
Click on the Applicant field to begin.

You'll see two options:

Assign role to an existing party or Add a new party.

Since this is the first party you’re adding to the application, click on Add a new party.
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A new window will open. Begin by entering the party’s email address. Note that emailis not
mandatory — if you prefer not to receive email notifications or don't wish to provide an email
address, it won’t prevent you from submitting your application.
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Step 8 (continued): After entering the email, check the box labelled “Input details manually and
add the party immediately” to continue.

Add party

An invite to collaborate on the application will be automatically sent if you enter an email address. All invited parties will
have permission to access and read this application. Invitee will see your name and the address of the property. You can
also enter the party details manually, in which case the party will be considered active immediately regardless of whether
the invite is ignored, accepted or declined.

Email address
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This will reveal the fields you need to complete. Fill out the contact information for the party.
Only fields marked with a red asterisk are mandatory.
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the invite is ignored, accepted or declined.
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Step 8 (continued): Once all necessary details are filled in, click the Add button at the bottom right
of the window to confirm. The party is now added to your application.
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have permission to access and read this application. Invitee will see your name and the address of the property. You can
also enter the party details manually, in which case the party will be considered active immediately regardless of whether
the invite is ignored, accepted or declined.

Email address

mail@example.com

Input details manually and add the party immediately
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Now that at least one party has been added, you can assign them to another role without re-
entering their information. For example, if the same person is also the Property Owner or General
Contractor, click on the appropriate role, then select Assign role to an existing party.
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Step 8 (continued): Choose the role from the drop-down, check the box next to the name of the
person you're assigning, and click Close to confirm.

Assign roles

Choose a role to assign

Applicant w

Select parties to the role

[] John Doe (1 role)

CLOSE X

Assign roles

Choose a role to assign

Applicant o

Select parties to the role

EJohn Doe (1 role)

CLOSE X

Assign roles

Choose a role to assign

Applicant e

Select parties to the role

CLOSE X




Step 8 (continued): Repeat these steps for the General Contractor and the Property Owner. If your
project includes additional parties — such as an architect, engineer, or designer — you can add
them as needed using the same process.
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Step 8 (continued): Once all mandatory parties have been added and their roles assigned, you’ll
see a green check mark appear beside the “Parties” task in the Required Tasks section. This
confirms you’ve completed this part of the application and can move on to the next step.
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Step 9: Fill Out the Application Form(s)
Once the Parties section is complete, the next task is to fill out the application form.
Click the “Open” drop-down next to “Application Forms”.

This will display the form(s) you need to complete for your permit request. In most cases, there’s
only one — the General Application Form.
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Step 9 (continued): Click directly on the form name to open it. The form will load within
Cloudpermit.
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Step 9 (continued): Once you’ve filled out the form, click “Close Forms and Go to Workspace” at
the bottom right of the screen.

If your permit type includes more than one form, be sure to complete all of them before continuing.
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After clicking “Close Forms and Go to Workspace,” you will be brought back to your
application workspace.

You should now see a new green check mark over the Application task in the Required Tasks
panel, indicating the form section is complete.

Cloudpermit ®

BACK TO DASHEOARD | (3) / Mews House | 7 Chermin Canacs Road, Fedmundsto MORE ACTIONS - SUBMIT APPLICATION

@ Bullding Permit

7 Chemin Canada Road, Edmundston, Edmundston

2025-11-13, B:18 a.m.

Warktype  Werk target
reiling  New House {detached single unit dweling:

sHoW MaP () | [ HIDE FULLDATA X

2 Emall notifications @D YES

Q. Show m

aes

Rolln
5181682

Permit number Municipal 1D
- 581884

[E APPLICATION >

CURRENTSTER:  DRAFT 1/5  NEXT STER: SUBMITTED

Parties Application Attsehments Fees & Payments




Step 10: Uploading Attachments
Next, you will move on to uploading any required attachments.

Note: If you do not have any attachments to upload and all your Required Tasks are marked
complete (three green check marks for Parties, Application, and Attachments), you may choose
to submit the request as-is by skipping directly to Step 11 (click Submit Application at the top right
of the screen).

That said, it is highly recommended to provide as much information and documentation as
possible at this stage to avoid processing delays or follow-up requests caused by missing
materials.

To upload files, click the “Open” drop-down next to Attachments.

A window will appear showing the upload area.
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Step 10 (continued): You can either drag and drop your files into the gray upload square or click on
the “Click here” link in the attachment dialog to browse files manually.
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A file picker window will open. Locate the file on your computer, select it, and click Open.
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Step 10 (continued): Once the file has been uploaded, it will appear in the attachments section.
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Next, select the type of attachment from the drop-down menu e.g., Construction Plans,
Certificate of Location, Geotechnical Report / Soil Testing, Watercourse & Wetland Alteration
Permit (WAWA), other project-specific documents, etc.
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Step 10 (continued): You may optionally add a drawing number (useful when uploading multiple
plans) and/or a file description to help City staff identify the content.

Once all details are entered, click Done at the bottom left to finalize the upload. Repeat these steps
for any additional attachments you want to include.
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After clicking Done, the file will appear in the attachment list at the bottom of the window.
Review the list to confirm that all necessary documents are present and properly categorized.
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Step 11: Submit Your Permit Application

Once you have added all the required parties, completed the necessary application forms, and
uploaded any supporting attachments, your application should now be ready for submission.

Look to the top right corner of the application workspace for the “Submit Application” button.

If all mandatory tasks have been completed, this button will appear purple and active. Clicking it
will officially send your application to the City of EdOmundston for review.

Cloudpermit (&)

BACK TODASHBOARD (@) / Mew House / 7 Chemin Canada Road, Edmundston MORE ACTIONS SUBMIT APPLICATION -5
@ Building Permit

7 Chemin Canada Road, Edmundston, Edmundston
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Permit number Municigal o
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e

Parties Application Attachments Fees & Payments
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After submission, the status of your application will automatically update from Draft to
Submitted, and you will see this change reflected in the workspace’s status tracker. If you
included your email address when entering one of the party details, you will receive a confirmation
email as well.

Cloudpermit @
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Step 11 (continued): At this stage, the City’s Development Department will be notified and will
begin processing your request.

You will be able to monitor progress directly through Cloudpermit.

Any updates, additional information requests, or decisions will be communicated through the
platform.

Important:

Keep in mind, however, that if you invited any other parties to the application (such as the property
owner or general contractor) and they have not yet accepted their invitation, Cloudpermit may not
allow you to submit until those roles are officially filled. To avoid delays, make sure that all invited
parties have either accepted their role or that their information has been entered manually
before you click submit.

Conclusion

By following this guide, you can successfully complete and submit your construction permit
application online using Cloudpermit.

Before clicking submit, take a moment to carefully review all entered information and ensure that
any required documents are attached. Incomplete or inaccurate applications can resultin
processing delays.

After submission, monitor both your email and the Cloudpermit dashboard for updates or
requests for additional information from the City of Edmundston’s Development Department.
They will review your application and reach out if further clarification is needed.

If you have any questions or encounter challenges at any point during the process, don’t hesitate to
contact the Development Services team. They are here to assist you and ensure that your
application is completed correctly.

Thank you for using our new online platform, Cloudpermit, and best of luck with your project!

City of Edmundston - Development Services
Email: construire@edmundston.ca
Tel.: 506.739.2125



