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HYDRANT METER RELOCATION REQUEST 
 
This document outlines the procedure required to request an already approved hydrant meter 
be picked up by the Utility department using the Online Permit Center Portal by CityView. This 
document will also be assuming that users have already created an account and are signed into 
said account. This process is also dependent upon the permit has NOT already had a Pick-Up 
Request processed. 
 

Step 1 – Open existing permit 

 
1. Navigate to the link titled “My Items” beneath the “Welcome” text and adjacent to the “My 

Shopping Cart” link 

 

 
 

2. On the next screen, expand the entry titled “My Building Permit, Permanent Sign & SDC 
Estimate Applications” by clicking the arrow to the left of the text. All Active permits will 
be listed below that heading. Scroll to the permit representing the hydrant meter you 
would like picked up, and click the “Add a Revision” button at the bottom of the permit 
entry.  
     

 
3. On the Select Permit Types screen, click the box next to “Fire Hydrant Meter Use”. Click 
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the “Next Step: Work Items” button to advance 

 

 
 

4. When you have reached the Work Items screen, you will see a field requesting 
information for what is being changed. Please enter “Relocation” in this field. The next 
field is asking for the new Hydrant # where the meter will be moved. Use the map 
located in a hyperlink that appears when clicking the blue question mark for “Hydrant 
Meter Installation/Set-up” to find the Hydrant # and enter it into the Hydrant # field. Be 
sure to have the box next to “Hydrant Meter Relocation” checked before clicking the 
“Next Step: Description of Work” button to advance. 
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5. When you have landed on the Description of Work page, verify that you only need 1 

hydrant meter at the new location before clicking the “Next Step: Contacts” button to 
advance 

 

 
 

6. Verify that all the contact information is still correct, and add information if necessary 
using the “Add Business From Address Book” link before selecting the “Next Step: 
Upload Files” button to advance to the next screen. 
 

               
 

7. Scroll near the bottom of the Upload Files page to find the already expanded “Upload 
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Additional Documents” heading and select the “Browse” button to find, select, and 
upload pertinent files. Click the “Next Step: Review & Submit” button to advance. 
 

 
 

8. Verify the entered information is correct. Click the button stating you agree to the terms 
of use. Enter the information required in the captcha. Submit your application by clicking 
the button of the same name. 
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9. You have successfully applied to relocate an existing Hydrant Meter. The next step is to 
add the fees to your shopping cart by clicking the “My Items” link and navigating to the 
permit. Click the “Add Fees to My Cart” button that is between “Add a Revision” and 
“Request Inspection”. The page will refresh, and there will now be a “(1)” next to the “My 
Shopping Cart” link. Click the link to advance to your shopping cart. 
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10.  Once in your populated shopping cart, click the “Make Payment” button at the bottom of 
the page. Follow instructions provided in the initial meter request documentation to make 
the payment and allow for City staff to accept the relocation. 
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