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Applying for Roofing Permit 
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# Accela Citizen Access 

1. Sign into your account on the permitting and licensing portal. 

 

2. Click on Building 
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3. Click on Apply for a Building Permit 

 

4. Read the terms and accept them, click on Continue Application »  
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5. Select Roofing Permit, then click on Continue Application »  

 

6. Read the instructions above the address field. 
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7. Enter the building number for the project in the first box. 

This field requires the number that would be posted on the exterior of the building.  

 

8. Enter only the street name in the street the second box. Press Search button. 

Do not include anything other than the street name.  

Example: If the address was on Prospect Drive, you only enter "PROSPECT" 
Example: Located on Pine Street, you only enter "PINE" 
Example: Located on South Ave West, you only enter "SOUTH" 
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9. You can see the Parcel Number auto-filled. 

If this does not autofill you should re-read the instructions above addressing, and ensure you 
entered the address properly. Ensure that the address you are trying to use is within the city limits of 
Missoula. 

 

10. Owner information for the parcel should have also auto-filled. 

Applicants are welcome to change this information manually if it is out of date. 
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11. Click on Continue Application  

 

12. Click on Look Up 
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13. Read the instructions and then use the search tool to select the Licensed Professional for 
the project. 

Contractors must hold a current and compliant business license with the city of Missoula in order 
to be able to be searched for within the system. 

 

14. Click on Select from Account 

Select the name which should appear as the applicant on the permit application. 
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15. Click on Select from Account 

 

16. Select the appropriate point of contact for the project. Select Continue. 
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17. Click on Continue Application » 

 

18. Read the information above permit details to ensure only the appropriate number of 
permits will be applied for. 

 



 

4 3 5  Ryman St .  | Mi ssou l a,  MT 5 9 8 0 2  - 4 2 9 7  | (4 0 6 ) 5 5 2 -6 6 3 0  | c i .mi ssou l a.mt .us 

 
 

 

 

19. Enter your Project Information 

 

20. Click on Continue Application » 
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21. Please review all information below. Click the "Edit" buttons to make changes to sections 
or "Continue Application" to move on. 

 

22. Read the agreement at the bottom of the page. 

If you agree, you should Select the box that states that you agree; this agreement must be selected 
in order to procure your permit. 
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23. Click on Continue Application » 

 

24. Review the fee. 

Select Continue Application in order to pay associated fees due for the application.  
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25. Enter all required Credit Card Information and cardholder information. Click Submit 
Payment. If you provided an email address, a receipt will be sent to you for the amount of the 
transaction. 

 

26. You have now submitted your application to the permitting and licensing portal. 
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27. Please take note of your permit number. 

 

28. Once the permit has been submitted you will receive an email with instructions regarding 
whether your permit is issued at the time of payment, or whether additional review will be 
required prior to issuance. 

If additional review is needed, your permit will be issued once that is complete. You are not 
permitted to start working on your project until you have received confirmation that the permit is 
issued. 


