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How to Register on JCC PermitLink 
 
 

Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

STEP 1: Click “Login or Register”, then “Register Here”.   
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STEP 2: Add your email address and click “Next”. Please remember that this address will receive all JCC PermitLink notifications. 

 

 

STEP 3: Please check your email for a message from permitlink@jamescitycountyva.gov. (Tip: If you do not receive this email, check your junk/spam 

folders. If you still do not receive the email, you may need to add this email address as a “safe sender” in your email settings).  

 

STEP 4: Once in your email, click the “Confirm” link. 

      

Enter your email address and click “Next”. 

 “Confirm” 
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STEP 5: By confirming your email, you will be automatically prompted back into JCC PermitLink. “Confirm Password”, then “Next”. 

 

 

 

 

 

 

youremail@youremail.com 

Click “Next” 

“Confirm password” 
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STEP 6: Fill out the fields as indicated, then “Next”.  

Note: If you are associated with a company, please add the name of your company. You may also provide your phone number by clicking “Additional Contact Information”. 

 

 

 

youremail@youremail.com 

Fill out required fields. 

“Next” 
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STEP 7: Fill out your address information, then “Submit”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill out your address information. 

 “Submit” 
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How to Apply for a Permit or Plan 

 
Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

   

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account.  
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STEP 2: Click “Apply” as indicated by arrow below. 

 

 

 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

“Apply”  
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STEP 3: Click on “Permits”. A list of permit categories will appear; select the desired one then, click “Apply”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Permits” 

“Apply” 

“Plans” 
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 STEP 4: Click on “Add Location”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Add Location” 
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STEP 5: Type in the address, then search. From the list, select the correct address and click the “Add” button. (Tip: Only enter the number and first 

few letters of the street name and click search for results to populate.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter address 

into search box. 

 “Add”   
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Please note: alternatively, after searching for and adding an address, additional not in the County database, you can “Enter Manually” the address. 

Fill out the fields as indicated, then click “Save”.  

 

Fill out applicable fields. 

“Save” 
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STEP 6: Click “Next”.  

 

 

 

“Next”  
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STEP 7: Select “Permit Type” and enter a brief description of the work. If required, please add valuation, then click “Next”. Various plans and 

permits will have different required questions but follow the same principle outlined in the following pages. 

Note:  All building and trade permits require a “Valuation”. This number should reflect the value for labor and materials to complete the work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Permit Type” 

“Description” 

“Next” 

If required, enter “Valuation” 

(only use numbers and do not 

include the “$” sign) 
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STEP 8: If you wish to add a contact other than the Applicant, click “Add Contact”. Otherwise, please skip to step 9. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Add Contact”  

Your name here 

Your address here 
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STEP 9: From the dropdown menu, choose the option that best describes the contact. Then, enter contact’s name on the search box. A list will 

appear below the search area. Select the contact by clicking “Add”.   

Note: If you are unable to see the name “Enter Manually” the contact. After filling out the information, click “Next”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Drop down menu 

“Add” 

Enter contact’s name and search 
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STEP 10: Check all appropriate boxes and enter required information, then scroll the page all the way to the end, then click the “Next” button.  
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STEP 11: “Add Attachments”, then click “Next”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Add Attachments” 

“Next” 
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STEP 12: Please review your information, then “Submit”.  

 

 

 

 

 

 
“Submit” 

Description here 

Your info here 
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How to View Invoices and Receipts 

 

 

Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account. 
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STEP 2: Click on “Dashboard”. Then, scroll down the page to the option My Invoices. Click on “View My Invoices”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“View My Invoices”  

“Dashboard” 
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STEP 3: From the My Invoices list, select the invoice number to see details.  

 

 

 

 

 

 

 

Select the invoice number. 
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STEP 4: If you wish to see the receipt number, click on the “Payments” button.  The receipt number will appear right below the Payments subtitle.   
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How to Pay Invoices 

 
 

Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account. 
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STEP 2: If you have the invoice number, click on “Pay Invoice”. If you are the applicant and do not have your invoice number, please move to step 3.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Pay Invoice” 
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STEP 2.1: Enter invoice number on search box, then search. 

 

 

 

 

STEP 2.2: Select the “Pay Now” button.  

 

 

 

 

 

 

 

 

 

 

 

 

Enter invoice number. 

 

“Pay Now” 
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Step 3: If you do not have the invoice number please sign into your account that is associated with the permit or plan and invoice. 

Click on the dashboard icon in the upper left and select the invoices in the bottom right that you would like to pay (by clicking on view 

my invoices). If you would like to pay all invoices, click add to cart. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Add to Cart 

Select Dashboard 

Select View My Invoices 

Or 
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Step 3.1: If you selected view my invoices you will see the following screen. Select the invoices that you would like to pay and click 

add to cart.  

 

 

1. Select Invoices 

2. Select Add to Cart 
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Step 3.2: Click “Check Out”.  

 

  

 Click “Check Out” 
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Step 3.3: Fill out required information and click “Pay Now”. 

 

Fill out information 

and click pay now.  
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How to Attach Documents to an Existing Permit or Plan 

 
Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account. 
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STEP 2: Click on “Dashboard”, then “View My Permits”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“View My Permits” 

“Dashboard” 

“View My Plans” 
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STEP 3: From the list of cases, select the one you wish to add an attachment to.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select case.  
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STEP 4: Select the “Attachments” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Attachments” 
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STEP 5: Click “Add Attachment”. Once the attachment is completed, click “Submit”.  

Note: Some case types require documents to be approved by staff before they become visible here. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

“Add Attachment” 

“Submit” 
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How to Schedule an Inspection 

 
 

Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account. 
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STEP 2 – Option A: Click on “Request Inspection”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Request Inspection”  
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STEP 2.1 – Option A: Select the inspection number from the list of available inspections for your cases by checking the box, and then clicking 

“Request Inspection”. Any issues preventing the inspection from being requested will be noted in red to the right. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check the box to select 

“Request Inspection” 
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STEP 2 – Option B: Open permit or plan summary for case you wish to request inspection for. In the “Available Actions” box on the summary tab, 

select “Request” from list of inspections available to be requested.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Request” 
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STEP 3: Chose an inspection date and add any information you would like the inspector to see. Click “Submit”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

“Request Date” 

“Comments” 

“Submit” 

Page 41



COMMUNITY DEVELOPMENT I JCC PermitLink User Guide 
How to Check Inspection Results 

  
 

 
How to Check Inspection Results  

 
 

Access JCC PermitLink by selecting www.jamescitycountyva.gov/permitlink 

 

Note: If you are not yet registered on JCC PermitLink, please refer to the How to Register in Permit Link section of this guide.  

STEP 1: Click “Login or Register”, then “Log In” to your account. 
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STEP 2: Click on “Dashboard”. Then, scroll down the page and select the “Closed” inspection under My Inspections.  (Tip: Click the number, not 

the word “Closed”) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Closed” (click on number) 

“Dashboard” 
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STEP 3: From the list “My Existing Inspections”, select the desired inspection number.  

 

 

 

 

 

 

 

Select the Inspection number. 
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STEP 4: Click on “Checklist”.    
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STEP 5: Any comments on the inspection results will appear under the “Checklist” subtitle.  
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Contact us: 
Building Safety and Permits 

 

  

General number Permit Technicians BuildingSafetyandPermits@jamescitycountyva.gov 757-253-6626 

Adamson, Chad Lead Electrical Inspector Chad.Adamson@jamescitycountyva.gov 757-253-6853 

Coghill, Tom Director  757-253-6628 

Kirkpatrick, Laura Lead Building Inspector Laura.Kirkpatrick@jamescitycountyva.gov 757-253-6852 

Malarkey, David Lead Commercial Building Inspector David.Malarkey@jamescitycountyva.gov 757-253-6768 

McKinney, Stacy Residential Plans Examiner Stacy.Mckinney@jamescitycountyva.gov 757-253-6821 

Nedoszytko, Richard Electrical Inspector Richard.Nedoszytko@jamescitycountyva.gov 757-253-4163 

Saumier, Brian Inspector I Brian.Saumier@jamescitycountyva.gov 757-253-6768 

Schuler, Scott Lead Plumbing/Mechanical Inspector Scott.Schuler@jamescitycountyva.gov 757-253-4160 

Smith, Marty Assistant Building Official (Plan Review) Marty.Smith@jamescitycountyva.gov 757-253-6723 

Todd, Charles Plumbing/Mechanical Inspector Charles.Todd@jamescitycountyva.gov 757-253-6618 

Turner, Allen Assistant Building Official (Inspections) Allen.Turner@jamescitycountyva.gov 757-253-6684 

White, Donald Inspector, Plumbing/Mechanical/Gas Donald.White@jamescitycountyva.gov 757-253-6627 

Yanez, Tamra Plans Examiner Tamra.Yanez@jamescitycountyva.gov 757-253-6861 
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Contact us: 
Stormwater and Resource Protection 

stormwater@jamescitycountyva.gov 

757-253-6670 

 

 
 
 

Contact us: 
 Planning/Zoning: 

planning@jamescitycountyva.gov 

757-253-6685 
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