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HYDRANT METER REQUEST 
 
This document outlines the procedure required to request a hydrant meter for use in a 
construction site 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 
 

Step 1 – Apply for a Building Permit 
 

1. Navigate to the link titled “Apply for a Building Permit” beneath the Building 
Division header 

 
2. On the next screen, the portal is requesting the user to define the type of permit 

they are applying for. Open the drop down, and select “Fire Hydrant Meter 
Application”. The second field will automatically populate to “N/A”. The third field 
will require some descriptive text about the work being performed on the permit. 
Select the “Next Steps: Permit Type” button when ready. 
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3. On the Select Permit Types screen, the Fire Hydrant Meter Use type is 
automatically selected. Click the “Next Step: Work Items” button to advance 
 

 
 

4. When you have reached the Work Items screen, you will see a text field for the 
Hydrant number. Below that are two entries: “Hydrant Meter Installation/Set-up” 
and “Hydrant Meter Relocation”. This document will not go into “Hydrant Meter 
Relocation”. Select the box next to “Hydrant Meter Installation/Set-up” and then 
click the blue question mark to the left of that box. A pop up will open with a link 
to a map. Within the map, zoom and pan to the hydrant that you would like to 
attach a meter to and click on the red circle. The resulting pop-up will have the 
hydrant number. Highlight and copy the Hydrant number, and then paste it into 
the text field for Hydrant # on the Work Items page as shown in the image below. 
Once the Hydrant number has been verified to be correct, click the “Next Step: 
Description of Work” button to advance. 
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5. On the Description of Work page, please indicate the number of Hydrant meters 
you would like to have installed at the location. The number 1 automatically 
populates here. Click the “Next Step: Location” button to advance. 
 

 
 
6. The Location of Work Being Done page is intended to verify that the work will be 

done in an eligible area of the City. There is an option of using a map to find the 
location or using a text search field with an accompanying drop down to allow the 
user to search by address, tax lot number (property), or road segment. Options to 
choose from automatically populate as you type in the search field and the user 
can choose from the values that become present and it will populate the field 
below for Selected Locations. When the appropriate location has been selected, 
click the “Next Step: Contacts” button to advance. 
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7. The Contacts page is intended to verify that all the contact information for the 
project is accounted for. Click the blue “Add Business from Address Book” 
hyperlink to find other important contacts for the project. Click the “Next Step: 
Upload Files” button to advance. 
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8. The Upload Documents page is intended to provide a means of uploading 
documents early in the process, but is optional at this time and can be completed 
at a later date. When ready, click the “Next Step: Review & Submit” button to 
advance. 
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9. When you come to the Review & Submit page, please verify all of the information 
that you have submitted is accurate and correct. Click the button next to the “Do 
you agree?” text beneath the disclaimer, enter the information from the captcha 
into the text field beneath it, and press the “Submit Application” button. 
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Step 2 – Paying Fees 
 

1. When the application has been successfully submitted, the fees that were 
present in the Review & Submit screen have been added to “My Shopping Cart”. 
Click the link to “My Shopping Cart (1)” near the top of the page to view the 
contents of your cart. 
 

 
 
2. Your shopping cart will have the Permit Number and a summary of the fees 

applied to the account. Click the “My Shopping Cart” button in the middle of the 
page to proceed. 
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3. The next page summarizes the fees and presents a Make Payment button near 
the bottom that should be pressed to move forward. 
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4. Review the information presented at the next page. It will explain the applicable 
fees and allow you to choose a payment method of Credit/Debit Card, EFT 
(Check), or Google Pay. Click the “Continue to Payment Information” button to 
advance.  
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5. On the next page, enter your payment information. In this case, the information 
on the credit card as well as the billing address. Click the Continue to Review 
Payment button at the bottom to proceed. 
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6. Review your information prior to pressing the Process Payment button in green. 
When reviewed and verified to be accurate, press the Process Payment button. 
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7. The next page is a notification that your payment was accepted and provides a 
means for printing a receipt. You have successfully completed a Hydrant Meter 
request. Click the blue Return to Home Page button at the bottom to go back to 
the public Portal. 

 



Hydrant Meter Request – Last Revised: 11/23/2020 

Kyle Winter – Utilities  15 

 
 


