


Wis. Stats.101.63(7) Prescribe and furnish 

to municipal authorities a standard 

building permit form for all new one− and 

2−family dwellings. On or before January 

2, 2017, the department shall furnish to 

municipal authorities the standard building 

permit form prescribed under this 

subsection in electronic form. 



What does this mean?

The DSPS must provide an 

electronic version of the 

Wisconsin Uniform Building 

permit to municipalities by 

January 2, 2017.



Wis. Stats.101.63(7m) A municipal 

authority shall begin implementation of 

the system established under this 

subsection no later than January 2, 2018.

101.65 (3) Shall use the standard building 

permit form prescribed and furnished by 

the department (4) Not later than the 15th 

day of the first month beginning after 

issuance of each building permit, 

electronically file a copy of the permit 

issued with the department. 



What does this mean?
 By January 2, 2018, every municipality must provide 

their permit forms electronically to the DSPS.

 There are 3 ways to provide this information to the 

DSPS.

 Permits must be sent to DSPS

by 15th of the first month after

it is issued.

Example:

• Permit issued May 14th

• Must be entered by June 15th



Failure To Submit Permit Information

If a city, village, town, or county fails to file with the 

department an electronic copy of an issued permit not 

later than the last day of the first month beginning 

after the issuance of the permit, the city, village, town, 

or county shall refund to the person to whom the 

building permit was issued an amount equal to the 

difference between the amount paid by that person to 

the respective city, village, town, or county for that 

permit and the portion of the permit fee remitted by 

the city, village, town, or county to the department, if 

any. This subsection first applies to a city, village, 

town, or county beginning on the date the city, village, 

town, or county begins implementation of the system 

required under s. 101.63 (7m).



What does this mean?
If the municipality fails to file the permit information 
to the Department by the end of the month* after 
the permit was issued, a refund of the amount paid 
for the building permit minus the State seal shall 
be given.

549.12

75

33

140 not included

797.12

657.12-33(permit seal charge)=

$624.12 refund amount *End of the month is 

a grace period

EXAMPLE It is advised to separate 

fees not associated with 

building permit from 

plan review and 

Inspections to avoid 

refunding those.  e.g. 

electrical, plumbing, 

HVAC, zoning



When does the clock start?

1. The permit puller must submit all required 

plans, data, and completed permit.

2. The plans, data, and permit have been 

reviewed.

3. The approved permit fee has been paid.

 Once all three steps have been completed, 

then the clock to submit the permit starts.



Three Methods to Submit

 Option #1: Applicants file permits 
electronically directly to the municipality 
through the DSPS system

 Option #2: Municipality may use the DSPS  
created Excel template to manually enter all 
permit information

 Option #3: Data connector software web 
service for 3rd party permitting software (e.g. 
iWorqs, InspectWiz, civicpermits, etc.)



Online Application
Submitter’s Portal

Option #1



Access To Permit Puller Portal



Permit Puller Portal Can 

Also Be Accessed Here
(within Act 211 page)



Online Application
Opening Screen

Must check to 

start process



The submitter 

box is the 

homeowner or 

builder (DCQ 

or MHI) who 

completes the 

application 

form.  No 

business 

names!

Only new 1 or 

2 family 

dwelling 

projects must 

be submitted 

to the State

Step 1: Jurisdiction, Submitter, Project Info
• Submitter

• Jurisdiction

• Project Type

• Permit Type(s)



Step 2: Contractor Information

Contains:

-Owner

-DC

-DCQ or MHI

-HVAC

-Electrical Contractor

-Master Electrician

-Master Plumber



Step 3: Project Information
• Lot

• Building

• Zoning



• Area

• Occupancy

• Construction Type

• Stories

• Electric

• Walls

• Use

• HVAC Equip.

• Sewer

• Water

• Energy Source

• Heat Loss

• Est. Building Cost

W/O Land

Step 4: Project Location Information



Step 5: Electronic Signature



Step 6: Review & Submit Application



After Submitting

NOTE!

• Missing system required information will be listed.

• Municipality may require other empty boxes on permit to be completed.

• You will receive a filing number.

Missing

Information

Filing

Number



Permit Applicant will be sent an email

After Submittal to the 
Municipality



Inspector Can Elect to 
Receive Email Notification



After Submittal to the Municipality
Inspector Can Elect to Receive Email

Select Yes Setting



Issues

 Submitted permit & received no email?

Check your spam folder or you may have 
misspelled your email.  You may need to 
contact your municipality if you misspelled 
your email.



Issues

Didn’t finish your permit?

You need to contact your 
municipality with your filing 
number and ask for the filing 
link to be emailed to you.



Remember

 This is not an issued permit.  No work may begin yet.

 Permit will be issued by the municipality after the 

review process has been completed and the permit 

has been approved and paid for.

 You must submit all required plans & data to the 

municipality for review.

 Missing information will delay the review process.



Online Review
Municipal Portal

Option #1





Municipal 

Link



Online Review

Select:

-Cities

-Villages

-Townships

-Counties

Scroll down to find 

your municipality.

Can’t find it, you’re 

not activated!  Call 

us for activation. 

Otherwise, online 

permits can’t be 

filled out!Enter any of your access codes



Municipal Homepage

You can search by 

any of these options



Search Results

To Review Permits



The Following Will Appear

Completely Review permit for any 

missing and/or incorrect information

This will 

take you 

directly 

to the 

error(s)



Checking Licenses

Each contractor box will 

have a                      box.

Click on the box:

it will indicate if it is NOT

in our system,

and if it is expired.  



Once Plan is Reviewed

Options for permit:

• Approve

• Deny

• Delete

Printing the 

permit is an 

option



Approval Section
Fill In:

• Issuing Jurisdiction Information

• Municipal Fees

• Permit(s) Issued

• State Seal Number

• Permit Issued by information

• Any Approval Conditions

This message  

will pop up 

when you click 

on Approve



What Submitter Will Receive



Municipal Information

Click Here to adjust 

your information for 

the submitter’s help 

box seen on the left



Unfinished Permits

If the permit puller wishes to complete their permit:
Search Permit by:

• Filing number

• Submitter Name
• Status

• Date

Click Here



This will pop up after clicking 

on Email Submitter Link

Click here to send link 

directly to submitter’s email

What Municipality Will Do



What Submitter Will Receive

They will receive a link that 

will take them directly to 

their permit



Denied Permits

 Permit puller will receive an email when 
permit applications are denied. There is not 
an option to go back for corrections.

 Denied permit applications are still 
searchable within both the Municipality 
workspace and the DSPS workspace.

 A deleted permit cannot be re-activated. A 
new permit needs to be re-entered.



Excel Spreadsheet Option



Save the spreadsheet as:

DSPS-Building-Permit-System.xlsx
or the system won’t recognize it.

Saving Spreadsheet



When Entering Information

• All cells with asterisks must be filled in

• No dashes for municipality numbers

• If municipality number contains a leading zero, include it

• Cell DP is a required cell

Town=1

Village=2

City=3

County=4

State=5



Uploading Spreadsheet



Submittal Results

After clicking 

on submitting 

with errors

After clicking 

on submitting 

successfully



Reviewing Excel

Clicking here will 

open up a summary 

page of all entered 

information



Questions?

 Lenny Kanter:  Robert.Kanter@Wisconsin.gov

 Jack Wotruba: Jack.Wotruba@Wisconsin.gov

 Jenny Roets:   Jennifer.Roets@Wisconsin.gov

 Supervisor: Michael McNally:   MichaelD.McNally@Wisconsin.gov

 Submit General Questions to:  DSPSSBUDCTech@wisconsin.gov


