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Overview  
As part of the Department’s continuous efforts to streamline the permitting process for water 
and sewer connections we are leveraging the use of technology to expand the online 
platform, which will allow applicants to submit Records Requests electronically.   

Benefits of the system  
There are many benefits to filing applications electronically. Applications can be created and 
filed on any day of the week at any hour from almost anywhere. When an electronic 
application is submitted, it is sent to a virtual queue for review by DEP staff. The status of 
the application is accessible at any time by logging into your account. The system is very 
easy to learn and use. The system provides instantaneous notice by e-mail whenever an 
application has been accepted and whenever the status changes.   

Software/Hardware Requirements  
The current minimum requirements for filing electronically are: a computer with Internet 
access (disable pop-up blockers), a printer, and Adobe Acrobat software, or similar (to 
convert documents formatted by word processor to portable document format (PDF)).   

An internet browser is a program that allows you to access pages on the World Wide Web. 
The Permitting and Review Information System (PARIS) was developed specifically to take 
advantage of the features available within Google Chrome and Microsoft Edge. Other 
browsers, such as FireFox and Netscape, are not supported at this time. You can download 
the latest version of Chrome, free of charge, at https://www.google.com/chrome.  

Cookies   
The user must have cookies enabled to use the system.  The website uses session cookies 
and only retains information until all user browsers are closed and the session is ended. The 
web site does not write any data to the user’s hard drive. The exception to this is if a user 
selects to save a PDF of the Hydrant Flow Test letter.   

Pop-up Blockers   
If you have a pop-up blocker installed, you will need to allow pop-ups from the web site. If 
you do not have a pop-up blocker installed, you can skip to the next section.   
  
To allow pop-ups from the web site using Google Chrome, follow these procedures:   

1. Click the Chrome menu on the browser toolbar. Select Settings and then click Show 
advanced settings.   

2. In the Privacy section, click Site Settings and click Pop-ups and redirects. In the 
Pop-ups section, select Allowed.  

https://www.google.com/chrome/
https://www.google.com/chrome/
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Attaching Files  
The maximum file size is 250 MB. 
The system will accept the following attachment types: 

• Word 
• Excel 
• PDF 
• Images 
• Videos 
• Zip files 
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How to access the system  
The web address of the system is https://epermitsportal.azurewebsites.net/login 

Registration  
 

1. Go to NYC DEP PARIS (epermitsportal.azurewebsites.net). Click login in the top right 

corner of the screen. 

 

 
 

2. On the following page, the login fields will be shown. Below the “Sign In” button, there 

is a link to “Sign Up Now”.  Click the link to register an account. 

 

 
 

https://epermitsportal.azurewebsites.net/login


 

5 
 

 
 

3. When you are taken to the Sign Up screen: 
 

 Enter the email you want to use for the system. 

 Click “Send Verification Code”.  

 Check your email account for the email with the verification code. The email can take 

several minutes to appear in your inbox. **Note: Email will come from 

depcrmsender@dep.nyc.gov, a no-reply email. 

 Return to the Sign Up screen and enter the verification code from the email; click 

“Verify Code”. **Please Note: You cannot finish creating the account until you have 

verified the code. 

 Enter the password you want to use for the system; password requirements. See 

Figure 3. 

example@gmail.com 
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 Pick the Display Name (can be a first name, company name, etc.) 

 Click “Create” to complete sign up. 

 Next will be the profile creation screen; fill out all fields with the information needed 

for the account. 
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 Email will be sent to the inbox of the email on the account (also check junk/spam 

boxes) to activate the account; click the link provided in the email, “Activate 

Account”. **Note: Email will be sent from depcrmsender@dep.nyc.gov, a no-reply 

email.  

 Click “Back to Home Page” and click “Login” in the top right. 

 Login using the credentials just created. 

 The next screen should have a Yes or No field about licensed professionals and 

provides a link to the authentication form.  

 If you do not have a professional license, or prefer not to add it to the account, 

select “No”.  Your account is complete. *Please note: Records Requests DO NOT 

require a license. 

 
 
 

mailto:depcrmsender@dep.nyc.gov
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 Note: The only professional accounts registered are… 
• NYC Licensed Master Plumbers 
• NYS Professional Engineers 
• NYS Registered Architects 

 
**Any other licensed professional (example: Land Surveyor) must select No to 

finish creating their account.** 

 

 If you have a professional license you want to add to the account, click “Yes” and 

then “Continue”. Then follow the remaining steps. 

 
 

 Select License Type from the dropdown menu; enter license number and click 

“Search”. 

 License information should generate on the screen; if it is correct, click “Add” so the 

information is added to your profile. 

 You should be taken to the homepage, and there will be message at the top stating 

that your license information was successfully added. 

 Follow instructions below to make sure license is verified with DEP.  
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In order to complete registration as a professional, an “Authentication Form”  must be signed, 

sealed by the professional, and attested by a NYS Notary Public.  

 
 
Once completed: 

 
1. Email the form to PARIS@dep.nyc.gov  

AND 
2. Mail a hard copy to: 

 
NYC Department of Environmental Protection 
ATTN: Registrations (BWSO Office of Online Permitting) 
59-17 Junction Blvd, 3rd Fl., Low-Rise 
Flushing, NY 11373  

 
The request will be checked for completeness and the identification of the professional will be 
verified.  
NOTE: The account is linked to the LICENSE. Professionals should create accounts with 
personal emails NOT company emails. 
 
 
 
 
 
 
Retrieving a lost password  

1. To retrieve a lost password, click on the password recovery link, Forgot your 

password? 

  

mailto:PARIS@dep.nyc.gov
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2. After entering the email address associated with account, click “Send Verification Code”. 

An email with the verification code.  

 

3. On the PARIS screen enter the verification code from the email, into the field provided 

and click Verify Code. 

4. Click Continue. 

5. On the next screen, enter the new password twice in the fields provided, and click 

Continue. 

 
 
Main Menu  
 
The main menu screen contains information on all applications entered in the system by the 
user.  
 
First-time Users will see a screen similar to the one below, with no current applications in 
the system. 
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To start a new application, click the Add New Application button, top right corner of the 

menu (plus sign next to 3 lines). Select Record Request from the dropdown.  

Please Note: The complete dropdown will show in all accounts; however, submissions are 

limited based on profile/license type.  

 

 
 
 
Start a New Records Request 
The Record Request form will open. 

To complete the Record Request Application, click the Requestor Type dropdown and select 

the applicable requestor type.  
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Requestor Types:  
• Government Agency- Requestor is part of a government agency requesting records for 

the same government agency. 

• Homeowner/Property Owner- Requestor is a homeowner requesting records for 

themselves. 

• Private Firm Retained by Government Agency- Requestor is a professional hired by a 

government agency to obtain records.  

 Example: Plumber hired by a government agency to do plumbing work and needs to 

obtain records for the job 

• Private Firm Retained by Private Individual or Company- Requestor is a professional 

hired by a homeowner to obtain records. 

 Example: Plumber hired by a homeowner/property owner to do plumbing work and 

needs to obtain records for the job. 

• Private Firm Retained by Private Utility- Requestor is a professional hired by a private 

utility to obtain records. 

 Example: Plumber hired by a private utility to obtain records  

• Private Utility- Requestor is part of a private utility requesting records for the same 

utility. 
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Government Agency 
Step 1: Select this Requestor Type from the dropdown.  
Step 2: Fill out all required sections.  

 
Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
 
Homeowner/Property Owner  
Step 1: Select this Requestor Type from the dropdown.  
Step 2: Fill out all required sections. 
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Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
Note: Homeowners/property owners will only be provided tap/sewer cards for their 
property. Homeowners/property owners are required to provide proof of ownership by 
attaching their deed to the request. Attachments can be done AFTER saving the application. 
Instructions given in the following sections. 
 
Private Firm Retained by Government Agency 
Step 1: Select this Requestor Type from the dropdown. 
Step 2: Fill out all required sections.  
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Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
Note: Private firms hired by a government agency are required to provide an authorization 
letter from the agency. Attachments can be done AFTER saving the application. Instructions 
given in the following sections. 
 
Private Firm Retained by Private Individual or Company  
Step 1: Select this Requestor Type from the dropdown. 
Step 2: Fill out all required sections. Be sure to fill out all “Retained by” information for the 
individual or company. 
Note: If you select Yes to “Is the request area over 4 blocks?”, you will be required to attach 
a Client Letter authorizing the work.  
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Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
 
Private Firm Retained by Private Utility  
Step 1: Select this Requestor Type from the dropdown.  
Step 2: Fill out all required sections.  
Note: If you select Yes to “Is the request area over 4 blocks?”, you will be required to attach 
a Client Letter authorizing the work.  



 

17 
 

 
Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
 
 
Private Utility  
Step 1: Select this Requestor Type from the dropdown.  
Step 2: Fill out all required sections.  
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Step 3: Click Save to save the information entered and move on to the next part of the 
request.  
 

FOR ALL REQUESTOR TYPES 
 

Complete the Use of Record section of the form. Provide the Work Type, Project 

Description, and indicate whether the request falls under a large geographic area (i.e. 

an area of 12 blocks or more).   
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Certain Work Types will require certain documents. 
Example: Geothermal Well requires an Engineer’s Letter.  
 

 
 
 
 
 
 
 
 

 A borough must be selected in the Location Where Work is Being Done section.  
 

A disclaimer is shown for each requestor type and must be acknowledged prior to 
submitting.  

 
After the page is saved, the following message will pop up at the top of the screen.   
WHEN THE RECORD IS SAVED, THE BOROUGH FIELD WILL BE 
LOCKED.  
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Once the record has been saved, additional tabs will appear at the top of the application 
screen to complete the application. 
 
 

 
 
 
 
 
Entering Record Request Location(s) 
 
Step 1: Click the RCU Locations tab at the top of the request screen.  

 

 
 

Step 2: Click Add Location.  
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The Borough will be automatically populated based on what was selected on the Details page 

and cannot be changed.  

Enter the address information the records are needed for.  

Note: The leading zeroes for the block and lot will be added automatically, do not try to enter 

them using the leading zeroes.  
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If the location is an intersection, check the box and enter the relevant street information. 

 
 
Be sure to SAVE each location when it’s done. 
 
Step 3: Repeat Step 2 for all locations that should be added to the request.  

A: If a location needs to be edited, click the box with an arrow under the Actions column to 

reopen the location.  

B: If a location was added by mistake, click the trashcan icon under the Actions column to 

delete it.  
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Attaching a File  
To attach a document to your request, the document must be saved first. 
 

1. Click Save. Once the application has been saved the Files tab will appear at the top of the 

application page along with the RCU Locations tab.  

2. Open the tab and select Choose File and select the file(s) to be attached. Or drag the file 

over to drop in the “Drag & Drop Files Here” field.  

 
 
 

 
 Submitting the Request 
 

Once the request is completed, it can be submitted.  
1. Verify the application is complete and accurate.  

2. Read through the Disclaimer. Check the box to acknowledge that the disclaimer has 

been read and accepted.  

3. Click Submit at the bottom of the Details page.  

4. The status of the application will change to Review in Progress when the process is 

successful and a message will be sent to the email on the account confirming the 

submission.  
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Checking the Status of an Application 
The status of a submitted application can be found in the Status column in the Permit Status 

section. Clicking the status will open the application. 

 

Applications in the Draft category have been saved, but not submitted. (Draft expires after 30 

days) 

Applications in the Review in Progress category have been submitted to DEP.  

Applications in the Objected category have been processed and given objections by DEP. 

Applications in the Resubmitted category are being reviewed by DEP after a response to an 

objection has been submitted. 

Applications in the Approved category have been processed and approved by DEP. 

Applications in the Denied category have been reviewed and denied by DEP.  

*Reason(s) for denial will be listed in the Objections tab of the request.  

*Requests will be denied for duplicate requests.  

 
 
 
 
 
Correcting Objections and Resubmitting  
 
If the status of the application is Objected:  
 

Step 1: Click the three dots to the right under Actions to show the dropdown menu; click 

View Record Request. 

Or click the status to open the application. 

Step 2: Click the Objections tab (highlighted in red) to view the objections from the 

reviewer. 
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Step 3: To add a response to an objection click on Add Response.  
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Step 4: Type the response in the Add a Response text field that pops up and click Save. 

Step 5: If applicable, make the necessary changes to the application. 

Step 6: Click the Back to Details button. 

Note: A Response to the objection must be entered in order to resubmit the application. 

Step 7: Re-review the Acknowledgment and check the box saying you have read and agree to 

the statement. 

Step 8: Click the Submit button. 

*The status of the application will change to Resubmitted and DEP will review the 

application again.  



 

28 
 

 
 
 
 
 
Retrieving the Records  
 
If the status of the request is Approved, the request for records has been approved and the 
records are available for download in PARIS. 

*Note you will receive a confirmation email when the record request has been completed.  

 
 

 
Downloading the Records 

1. Select the 3 dots under the Actions column of the approved test in the request queue. 

2. A dropdown will appear with your action options.  

3. Select View Record Request.  

4. The application will open.  

5. Click the files tab.  

6. Click the cloud symbol next to the document(s) or double click on the document(s) that 

need to be downloaded.  

7. The document(s) will download.  
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