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1. Log into your account on https://permits.osceola.org. If you do not have one, click on the link 

that says New Users: ‘Register for an Account.’ 
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a. Click on the 

Public Works 
Tab to begin 
your Right-of-
Way Permit 
Application.  
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a. Click the link that reads, ‘click 

here’ to view the Public 
Works Record Criteria. 
Review and print this 
information for your records.   

b. Review the ‘General 
Disclaimer.’  

c. Click on the small box below 
the ‘General Disclaimer’ to 
‘acknowledge you have read 
and accepted the terms 
above.’ etc. 

d. Click on the Continue 
Application box.  

 

2. Once you have selected the Public Works Tab, you will see the screen below. 
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a. Click on the arrow that 

reads Applications. 
 
 
 
 
 
 
 

b. Select the type of 
application you are 
applying for (Right of 
Way) 
 
 

c. Click on Continue 
Application.  

 

3.  Once on the screens below, you will be asked to select a record type.  
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a. As you will have 
already setup 
an account at 
this point, click 
Select from 
Account. 
 
 
 

b. Once your 
account 
information has 
generated, click 
on Continue 
Application.   

 

4. On the following screen you will be asked to provide the Applicant information. 
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5. When arriving at the 
following screen, you will 
need to fill in ALL the 
applicable information 
regarding your permit 
application. We do ask that 
at a minimum, you fill in the 
following: 

a. Type: 
b. Location: 
c. Description of Work: 

 
 
6. Once completed, click on 
Continue Application. 
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7. Once you have completed the 
application information, you will 
see a summary of the information 
you have provided for your 
review.  
 
 
8. After you have thoroughly 
reviewed the information 
provided, click on Continue 
Application to submit your 
application. 
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9. The following screen will provide 
you with a permit number.  

a. You will not be invoiced for 
your permit until the permit 
application has been 
reviewed and applicable fees 
have been applied.  
 

b. Click on the permit number to 
move to the following screen.  

 

10. The next screen will provide 
you with an option to “Upload 
Plans” or any documents that may 
be applicable to your permit 
application submission. You can 
also view application information 
for your permit on this screen.   

a. Click on CLICK HERE to be 
taken to OnBase Plan 
Review screen.  
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To Begin: 

a. Click on the button that 

reads Browse… 

 

 

 

 

 

 

b. Select the document you 

want to upload from the 

location you saved it.  

 

 

 

 

 

 

 

 

c. Once your document is 

selected, click on Open. 

11. Once you’ve been taken to the Plan Review screen, proceed to uploading 

any documents that may be applicable to your permit application submission.  
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12. Once you have opened your documents:  

a. Put a check in the box to the far left below the down arrow.  
b. Select the drop down box that reads Discipline and select the appropriate option related to your 

document. 
c. Select the drop down box that reads Sheet Type and choose the applicable option related to your 

document.  
d. Below Description enter what best describes the document being uploaded.  
e. Then click the box that reads Upload.  
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13. After proceeding to click 
on the Upload button, you will 
be asked to give permission to 
repurpose the file copy 
contents.  

a. Click on the Yes button. 
 
 
 
 
 
 
 
 

14. Your documents/plans have 
now been uploaded. You will 
see ‘Success’ under the Upload 
Status section. Should you need 
to view your uploaded 
documents/plans, make your 
selection under the Actions 
field. 
 
 
 
15. Lastly, click the Submit for 
Review button to complete the 
document/plan submitting 
process.  
 


