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PURPOSE 
 

This guide provides step-by-step instructions on adding the Contractor and Qualifier to the Contact section, when applying 
electronically for Building permit in the GMCD Public Portal.  

PROCEDURES 
 

Make sure you are signed into the portal. 
 

1. From the Permit Application – Contacts step, 
a. Click Add Business From Address Book button. 

 
2. Select the Contact Type, “Contractor” from the Address Book by: 

a. Clicking the drop-down arrow.  
b. Selecting “Contractor” from the dropdown list.  

 

 
 

3. Start typing the company’s name and/or address, and the system will search the address book for a matching contact. 
a. From the dropdown list, select the company. 
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4. Click Add This Contact button. The Required Additional Contact dialog box opens. 
 

 
5. Select the qualifier for the permit you are applying for, by: 

a. Selecting the qualifier. 
b. Click Add Selected Contact button. 

 
Note: If you click Next Step button at the bottom of the page without selecting a contact from the Required Additional 
Contact, the Required Additional Contact box will reload.  

 
 

 
Example of Multiple Related Contacts. You must select the Qualifier associated with the permit type. 

 
 

 
 



Adding a Contractor and Qualifier to 
Contacts   

V1-6.23DP  
 

Page 3 of 3 

 

 

 
6. Review Contractor and Qualifier added before moving to the next step. 

 

 
 
 
Important Note: If the Applicant does not see the correct Qualifier listed, either the wrong Contractor is selected, or the 
contractor license record is missing the Qualifier information. If the qualifier information is missing, the Contractor must contact 
the Contractor Licensing section at (239) 252-2400 to have their license updated. Self-Issuing permits require adding a 
contractor and Qualifier. 
 
For training questions, please email GMDTraining@colliercountyfl.gov. 
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