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Citizen Access Portal: How to Submit a Graphics Permit Application 
 
 

Register for an Account and Sign In 
Once an Account is open, use Account Management to attach a license to your 

Citizen Access Portal Account 
 
 

 
 

• Click Purchase Permit or  
Inspection Trip. 

Visit Columbus.gov/BZS in Microsoft Edge or Chrome and click the 
Citizen Access Portal button  



       
 
 
 

            
 

 
 
 
 

         
 

• Click Accept Terms. 
• Click the Continue Application button. 

 

• Select Sign Erector Gen if you have a General Sign or Limited Sign Erector License Number.   
• Select None Applicable if you do not have a General or Limited Sign Erector License Number.  
• Click the Continue Application button.  

 



       
 

                                                              

 

                         

 

                                                                                                                                                               

 

 

 

• Click on the drop-down arrow next to Graphics and the radio button next to Sign Permit. 
 

• Click the Continue Application button. 
 
 



       

 

  

• Please complete the Online Graphics Permit Application above and include in your submission 
on Step 3, Project Info  

  
• Is this submittal a response to a Correction Letter? 

 
• If this is an initial submission for a new graphics permit, click No. 

 
• If Yes, click the radio button Yes, and follow the instructions below. 

• If No, click the Continue the Application button.  

• If you would like to complete the application at a later date, select Save and Resume later. 

 

 



                                                                                

 

 

      

 

• Only answer yes to this question if you were prompted to submit corrected plan sheets after 
receiving a correction letter from a Plans Examiner as part of a plan review for another 
permit application.  

• If Yes, review the message inside the pink box at the top of the screen below.  Follow the instructions 
below to submit the corrections.  

• Do not Click Continue Application button.  
 



              

 

 

     

• Refer to the instructions in the pink box to respond to a correction letter. 
 

• Do not click the Continue Application button.  



          
             



 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

         
 

 

 

 

 

 

 

 

• Click the Save and resume later button if you would prefer to complete the application at a later 
time.   

• A temporary record number will be issued. 

• Go back to the Home page and under the Building tab, click Search Applications and Permits. 

• The Records page will populate. Enter the temporary application number, parcel number (no 
dashes) or the address (Street Number and name only).   

•  Click Search.  

•  Once the record is located, click Resume Application.  

• Click the Continue the Application button.  

 
 

• Click the radio button after selection made to Start from the beginning, or pickup where you left 
off. 
 

• Click OK or click Cancel.  



        
               

• You are now starting the Initial Graphic Permit Submission. 
 

• This part of the Graphics Permit Application requires that each drop-down box be 
completed starting at the top with the “Location” field.  

 
•  Each drop-down box will require a submittal.  If any drop-down boxes are skipped, the 

 Graphics Permit Application will not move forward.  
 

• Click the Continue Application button.  
 



                                                 

      

            

• Enter the parcel number, OR the street number and street name: 
• Only use ‘Street Number’ and ‘Street Name’ fields. Do not use Direction or Street Type. 
• In the ‘Street Name’ field, % can be used as a wildcard if you are unsure of the street spelling. 
• If the street name is numerical (i.e. Fourth Street), then enter 4 or 4TH. 
• Click Search  
• If you only have the ‘Parcel Number’, enter it with no dashes; then Click Search. 
• The application will not move forward without a ‘Parcel Number’. 
• Parcel Numbers can be verified using the Online Columbus Zoning Map. 
• Blank address and parcel fields will populate after a successful search. 
• Click the Continue Application button.  

 
 

https://gis.columbus.gov/zoning/


                 

   

 

• Enter the Name of the owner.   
 

• Enter the Address of the owner.  
 

• Enter the City, State, and Zip Code of the owner. 
 

• Click the Continue Application button.  



                                        

• Enter a description of the work being completed in the Work Description Box.  
 

• For example, New, 100 Sq Ft Illuminated Ground Sign ‘Frankie Franks Signs’ less than 6 Sq Ft. 
North Elevation. 

 
• Project Name: Provide a name for the project: Frankie Frank Signs. 

 
• Click the Continue Application button. 



         

        

 

• Upload a completed Online Graphics Permit Application for Electronic Submission along with 
the site plan, elevation, and sign details.  
 

•  Label property lines, right-of-way lines, and the sign’s dimensions from each on the site plan.   
 

• All documents should be submitted one combined PDF.  
 

• Click Add to add the document. 
 

• Click Save to save the document. 
 

• Click the Continue Application button.  
 

 

  



          

   

 

                  
    

 
 

• Attachments have been successfully uploaded. 
 

• Click the Continue Application button.  



 

 
    
 

• To Add a new contact, click the Add New button.  
 

• To edit a contact, click Select from Account next to a contact name.  
 

• To select a contact from account, Select a contact name that is associated with your account. 
 

• Click on the radio button next to the correct Association. 
 

• Click Discard Changes button if you need to reselect the contact information. 
 

• Click the Continue Application button.  
 
 
 
 

 
 

 
 

  



    
 

   

 

• Look up an existing license. 
• Click on the drop-down arrow underneath License Type:  
• Select Sign Erector Gen or Sign Erector Lim. 
• Enter your City License Number.  
• Enter First Name and Last Name.  
• Enter the Name of Business if applicable. 

 

 



   

     
 

  
 

• The Contact added successfully.  
 

• To add a new Licensed Professional, click the Look Up button.   
 

• Select Sign Erector Gen or Sign Erector Lim from the drop-down box. 
 

• Enter City License Number, First Name, Last Name, Click Look Up.  
 

• To find a Licensed Professional, enter the search criteria and click the Search button.   
 

• To edit an existing Licensed Professional, select the Licensed Professional Number in the list. 
 

• The Licensed Professional can also be added via the Home Page under Account Management. 
 

• Click the Continue Application button once the Licensed Professional is confirmed added to the 
account. 

 
 

 
 



    
 

 
 

 

• The Licensed Professional was added successfully. 
 

• The Licensed Professional can also be added via the Home Page under Account 
Management. 

 
• Click on the add a license button. 

 
• Click on the drop-down arrow underneath License Type:  

 
• Select Sign Erector Gen or Sign Erector Lim. 

 
• Enter the City License Number. 

 
• Click the Find License button.  

 
• Click Add License to Account.  

 
• Do you want to associate this license to your account?  Click OK 
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• Review all of the 
information, and make any 
changes by selecting the Edit 
button next to each field.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  

• Click the Continue 
Application button.  

 



• The Application is successfully submitted.
• The Application is assigned a Graphics Permit Number SIGN2400099.

• The Graphics Application is Confirmed.

Congratulations!  You have successfully submitted a Graphics Permit Application through the 
Citizen Access Portal.  A staff member will review the application, invoice fees, and contact 

the applicant if additional comments are needed.  Please note that review may take up to 20 
business days. 




