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Steps To 
Creating a Record



Go to the New Citizen Access eBUILD Page
(www.CityofChesapeake.net/eBUILD)



Login or Register for an Account



Your Dashboard Page Opens



Click on New and select the 
required applications



Or- Go to Home Page to Request, 
Create or Search for a Service 



Check the box for Acknowledgement 
and General Disclaimer 



Select a Category and Application 
Type



Enter Location

Auto Populates Parcel and Owner



Select Contact Information



Select Contact Information



Add professional and other 
designations as necessary 



Enter Project Details



Document Submittal 
Requirements Identified



Select Type and Description of 
each Attachment



Document Upload Confirmed



Review Application Information



Pay Plan Review Fee or Permit Fee
(If applicable)  



Fee Payment 



Select Payment Option
Payment is then made through 

Official Payments Inc.



Record Number is Created



Project Name and Lot Number 
for Easy Reference 



Review Project Status



Determine Status of Each Step

Job Status 



Schedule Types of Inspections



Ability to Create Reports in 
Citizen Access 



Help Icons Provided for 
Clarifications


