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How to Apply for a Permit
The HUB Online Portal is an online web portal where you can apply and search for permits, request 
inspections, search plans, code cases, and licenses, as well as pay fees. You can access the City of   
La Quinta's The HUB Online Portal at www.laquintaca.gov/HUBOnlinePortal. 

Though any person may access public information in The HUB Online Portal, professional account 
holders such as contractors, developers, and owners, will have expanded access in order to conduct 
business necessary to their trade or profession. By establishing an account and creating a login to The 
HUB Online Portal, customers have access to tools which allow them to conduct  financial transactions, 
apply for permits, access records, and submit service requests of various   types related to their project, 
all from a desktop computer or mobile device. 

Current The HUB Online Portal Guides 

● Inspection Requests & Status: Inspections may be requested online, providing both the City and 
customer with a record of the request. Customers can review the status of scheduled and completed 
inspections in real-time.

● How to Apply for Permits: Customers with a registered account may apply for building residential, 
mechanical, plumbing, electrical, etc. permits as well as pay for permit fees online.

● How to Submit for Permits: Customers will submit electronic documents, check on the status, review 
comments, resubmit document revisions, and pay fees online for all permits.

● How to Register: Customers can establish an account to complete online applications.

https://www.kcmo.gov/city-hall/departments/city-planning-development/compass-kc-the-new-permitting-system
https://www.laquintaca.gov/HUBOnlinePortal


Login to your Account

1. From The HUB Online Portal home screen, select the Login or Register icon.

2. The Login screen will appear, enter your email, and click next.

3. Select how you would like to verify yourself. You can either sign in using a verification email or a
password.
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4. If you selected password enter your password and click verify.

5. Once you are successfully Verified you will be logged into our system and can apply for permits
or look at your active permit information.

3 



Submitting a Permit Application 
Registered users can apply for permits on The HUB Online Portal.  

1. Select Apply to see the available application types.

The Application Assist screen will appear (below). There are multiple options to search for the 
types of permit applications: 

 Type the name of the application or enter keywords in the search bar and click the magnifying
glass to search.

 Select the “PERMITS” tab to view a list of all available application types.

 Scroll through all application types by using the “All” tab or by selecting Show Categories
option (located under the tabs).

 The Trending tab lists the top applications throughout the City.

 The My History tab displays application types previously applied for by the logged-in
applicant.

2. To begin the application, select Apply to the right of the application type.
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3. The Apply for Permit screen will open. The Type of application chosen will default at the top of
the screen. (*) denotes a required field for the application type. An application progress bar is
located under the application type.

4. Select the + in the center of the Add Location card. The Add Location screen will appear.
Additional instructions for adding locations will appear in the text box above the icon.

5. Enter the address of the location you are applying for and click on the magnifying glass. Addresses
containing the search criteria will start to auto-populate below the search field. If a location address
has not been assigned by City staff, please contact Design and Development at (760)777-7125 for
assistance.
Tip: When entering the address, do not use periods or dashes. Write E instead of East, and St instead
of Street. Example: 78495 Magenta Dr

5 



6. Select the address from the list to add to the application. The map will zoom to the location.

7. Select the box to the left of the correct address and select Add in the upper left-hand corner or
select the “+ Add” option from the address information located on the map.

8. The selected Location will be attached to the application. Select Next at the bottom of screen to
proceed. If the wrong address was added, select Remove and then repeat the process to add the
correct address.
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9. Enter a brief description of the work in the Description field text box. Enter a Valuation for the
project. Select Next at the bottom of the screen.

10. The registrant's contact information will default to the first contact card listed. If additional contacts
are required by application type, they must be added to move to the next step. To add additional
contacts, select the Add Contact + icon. After all contacts are added, select Next at the bottom of
screen.

7 



Pro Tip: Frequently used contacts can be saved to My Favorites. 

11. The More Information page will appear. Enter information as requested for the application type
you have selected. Required items have red fields. After all the information for the application is
entered, select Next at the bottom of screen.

12. The Add Attachments page appears:
a. Select the Add Attachment + card to browse documents located on the applicant’s computer.

Some Permits may have required documents that must be attached to save.
Note: Please use unique file names, including the date, for all attachments.

b. Documents attached will appear in the Attachment field. Continue to add attachments by
selecting Add Attachment for each attachment needed. Select Next at the bottom of the screen
once all attachments have been added.
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13. The Signature screen will appear. Review the stated information, declarations, and notices to the
applicant. After reading the statement, type your name in the text box to consent to electronically
sign the application. Use your mouse to draw your signature on the last box. Select Next at the
bottom of the screen once the signatures have been completed.
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14. The Review and Submit screen will appear. Review all application information including the
attachments before submitting the application. Complete applications aid in approval turnaround
times. When the application is complete, select the Submit button.

15. If the application is not complete, select Save Draft to save the application. The applicant can click
on the Draft status circle on the Dashboard to resume the application.

16. The application status notification will appear with confirmation that the application was
successfully submitted. Select Continue to permit to view the permit details.

17. The system will automatically generate a Permit Number assigned to the case. Applicants can
review information details of the application by selecting the tabs on the case. Once the application
is reviewed and found complete, notifications will be sent to the contacts on the case with directions
on the next steps in the process.
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Uploading Additional Documents if Requested 
If additional documents are requested for your application, follow the steps below to upload the documents. 

1. Login to The HUB Online Portal with your credentials.

2. Locate the Permit or Plan number from the Dashboard or My Work tab.

3. On the Permit or Plan Details page, select the Attachments details tab. Click on the Add
Attachment + card to browse documents located on the applicant’s computer. Select the file
document type from the dropdown.
Note: Please use unique file names, including the date, for all attachments. The applicant may select
to insert or drag files into the Add Attachment card.

4. When all additional attachments are added, select Submit at the bottom of the screen.

5. If the upload is successful, you will receive the following message:
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Paying Fees 
To Pay Fees on a Permit, the applicant will need to wait until the application submitted has been approved. 
The case manager will build an invoice for fees and a notification will be sent to the contacts on the case. 

1. From the Dashboard, navigate to the Attention section of My Permits and select the permit
requiring payment.

2. Select the Permit Number from the list to open the case details.

3. Click on the Fees tab. Additionally, under the Available Actions section, there is a Pay Now option
and under the Fees section there is an Add to Cart option. Applicants can use either option to pay
invoices. Select the Pay Now option.
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4. From this screen, you can review the invoice information and print the invoice using the Print icon
at the top of the invoice. When ready to pay, select the Add to Cart option at the top right of the
screen. A confirmation screen will appear that the fees have been added to the cart. Select Go To
Cart to proceed with payment.

5. Review the cart items and select Check out to enter the payment details.
Note: You may pay for multiple invoices in one transaction by adding the invoices to the cart.

6. Select the payment method, credit card or eCheck, to make the payment. Enter the payment details
(Pro tip: Check the box for Remember this card or Remember this account to the save the
payment information for future transactions). Select Continue.
Note: If you are paying by eCheck, please contact Design and Development at
(760)777-7125 prior to payment to validate the invoice amount.
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7. Review your payment. After verifying the payment is correct, click Submit payment to complete
the transaction.
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Printing Permits 
After payment is received, the case manager will attach the final permit and a notification will be sent to 
the contacts on the case. 

1. From the Dashboard, navigate to the Active section of My Permits and select the box.

2. Select the Permit number from the list to open the case details.

3. Select the Attachments tab. The issued Permit will be located here. Click on the attachment labeled
‘LQ Building Permit.pdf’ to download the permit and print to post at the work location.
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