How to Apply for a Permit in MGO Connect

Step 1: Go to https://www.cityofmartinsburg.org
e (o to government
e Planning Zoning and Building Department
e Apply for Permit
e Click the hyper link https://www.mgoconnect.org/cp?JID=243

Step 2: Log in or Create an Account
« If you already have an account, click Login and enter your credentials.
o New users should click login and then New Account to register, providing your
email and personal details

Step 3: Select the Correct Jurisdiction
« Confirm you are on the desired jurisdiction portal, as permits are jurisdiction
specific. The only jurisdiction we accept is the City of Martinsburg.
« If you are in the wrong jurisdiction, the application will not be processed

Step 4: Start a New Permit Application
o On the left sidebar, select Apply Online for a Permit.
o Choose the Project Type relevant to your work.
o Click Get Started on a New Application. The Submission to an Existing
Project option is only for sub-contractor permits or special scenarios, as directed
by your jurisdiction.

Step 5: Complete the Application

o Fillin the address or location where the work will be performed.

« Enter contact information for notifications. Contractors should select
the Contractor tab and enable notifications by clicking the bell icon next to email
or phone numbers.

o Complete the Questionnaire, which varies by jurisdiction and application type.
Provide as much detail as possible.

« Use the Save Icon at the top right to save progress; this does not submit the
application.

« If you are a contractor filling the application out for a homeowner a signed
contract or owner affidavit must be submitted or your application will be
returned. You will also need to submit your City of Martinsburg Business License
and WV Contractor’s License as well.

» If you are the homeowner doing the work put owner in the contractor portion. If it
is not letting you move forward due to needing to add documents upload blank
documents.

Step 6: Upload Documents (if required)
o Click Add New File to upload supporting documents such as PDFs or plans.
o Ensure all required documents are uploaded before submission.
» Drawings must be uploaded.
o For fences and decks plats must be uploaded or aerial views with dimensions.



https://www.cityofmartinsburg.org/

Step 6: Submit and Track Your Application

Review all information carefully.

Submit the application once complete.

Your application will initially appear with a Request Number. Once accepted by
the jurisdiction, it becomes a Project, and the original request number is
replaced.

Step 7: Pay Fees and Print Permits

After submission, navigate to the Fees or Payments tab to pay any required fees.
Your permit will not be reviewed until the permit has been paid for.

Once the permit has been reviewed and is completed it will be issued to you.
Once approved, you can print the permit directly from the portal.

Step 8: Connect Permit to your account

Go to dashboard. Ensure your jurisdiction is Martinsburg.

Scroll down to project number an input the permit number. Ex: 2026-173

Once your project appears in the results, click three horizontal dots next to it and
select Add to My Account

The permit should now appear in your personal projects list. You can view
documents, make payments, or request or follow up on inspections from there.
This is how we will contact you through the permit process if we need anything.

Step 9: Inspections

You can submit an inspection through the online portal.

Select 'Home' In the Header and Click 'Search Permits'.

Search for the project to schedule the inspection by searching the project
number or address location.

Once project is found, click the three dots to View Project and Request
Inspection.

Once the inspection has passe or failed you can also check that through the
online portal.

To schedule an inspection via phone please contact Ext. 32138. You will leave a
voicemail with the permit number, address, and type of inspection you want. We
do not accept inspection times such as “come at 9am”. You will choose morning
or afternoon. We will not call you back.

Mornings happen between 8am-11am and afternoons happen between 1pm-
3pm. We do not schedule same day inspections.

Inspections must be scheduled by 3:30 PM to be completed on the next
business day. Requests received after 3:30 PM will be scheduled for the second
business day following the request.

Inspections are not scheduled on weekends or holidays. Any inspection requests
submitted during a weekend or holiday will be scheduled for the next available
business day after normal operations resume.



Additional Tips

» Update your profile information under your account settings to ensure accurate
contact details.

« If you are a contractor, associate your local jurisdiction license with your MGO
account before applying for permits.

« For assistance, contact the MGO Connect support team or refer to the Help
Guide provided by your jurisdiction.
Following these steps ensures a smooth permit application process through the
MGO Connect customer portal.
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