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Creating an Account and Submitting a Well and Septic Application 

Creating a Portal Account 

1) Go to the website and click sign up 

 

 

2) Enter your email and create a password. (If you have an access code provided by MCDH, you can also 

enter it here) 
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3) Enter your information 

 

 

4) Review your information, agree to the terms and conditions and create your account. 

5) The system will send an email to the email provided for verification. Click the link to verify your email. 
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TO SUBMIT AN APPLICATION 

1) Login to the website and click my portal 

 

 

2) Click apply 
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3) Select environmental health from the drop-down menu and then select the type of permit you are 

applying for 

 

 

4) Enter the address or parcel number for the property. 

Click “enter a parcel #”  to search by parcel number 
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5) Confirm the property information is correct and click save.  

 

 

6) You will now be on the application page.  

 

 

 

 

 



 

Page 6 of 11 
 

7) Complete any sections marked “not complete” 

 

 

8)  My Project: Enter the project name 
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9) Details: Select the type of permit and agree to / acknowledge the statements

 



 

Page 8 of 11 
 

10) Fixtures: Enter the quantity of each fixture you are applying for.  

 

 

 

 

 



 

Page 9 of 11 
 

11) Submittals: Upload the required documents for the project by clicking the upload button 

The required documents will have a red asterisks next to the document name. 

 

The submittal names that are blue, are links to a pdf of the required document. 

 

 

 

 

 

 

 

 

 

 

 



 

Page 10 of 11 
 

12) All sections should now say “done”  

Submit the application 
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13) Click “pay online” 

Payment must be submitted prior to Health Department review 

 

 

14) Click “proceed to checkout” and follow the prompts complete the payment. 

 


