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eProcess360 Frequently Asked Questions 



 

 

Scope of Work: Categories 

What should I select for the “Scope of Work” on 

my application? 

The Scope of Work is the  

category that best matches 

your project.  

• Think about your project as 

a whole: 

• Is your project  

several different 

tasks? 

• Is your project one 

specific task? 

• Select the one option that 

seems like the best fit.  

• Provide your project’s  

specifics on the  

“Application” page. 

• Office staff may adjust 

your Scope of Work to 

make sure you have the 

correct category.   

“Remodel” can cover many 

tasks, like replacing water 

lines, new windows, removing 

walls, and more. 



 

 

Scope of Work: Categories (2) 

How specific should the “Scope of Work” be on my 

application? 

• Some projects are specific, 

like replacing a furnace.  

• You can find specific  

projects under items like 

“Mechanical,” “Plumbing,” 

“Electrical,” “Repairs and 

Upgrades,” or other  

general terms. 

• Large Projects can be  

described broadly: 

• A “remodel” may  

include multiple 

changes to  

plumbing, walls, 

electrical, or more. 

• A “Garage  

Conversion” would 

mean you’re only  

remodeling this one 

area. 



 

 

Application: Address and Contractor Verification 

Why is my project’s address or contractor showing 

as “unverified?” 

• An orange “Unverified” or 

“Verification Incomplete” 

box will show up if  

eProcess360 doesn’t  

recognize the address or 

contractor.  

• “Unverified” will not stop 

you from proceeding with 

your application. It just 

means that office staff will 

review and verify the  

information you  

provided.  

• You will still need to  

complete all boxes 

marked with the red “!” 

bubble. 



 

 

Application: Adding “Additional Contacts” 

I now have all my contractor and subcontractor 

information. How do I add this to my application? 

If you’ve submitted your  

application before adding 

all your contractors, you’ll 

need to add them before 

we can issue the permit. 

• Log into eProcess360 and 

select your application.  

• Click on the “Application” 

tab. 

• On the “Application” tab, 

scroll to the bottom of the 

page, to the heading 

“Additional Contacts.” 

• Drop down the “Add a” 

menu and select the type 

of contact (example: 

Contractor), then click 

the blue “Add” button.  

 



 

 

Application: Adding “Additional Contacts” (2) 

What else do I need to do to add my contractors 

to the application? 

• Choose Electrical, Me-

chanical, Plumbing, or 

General from the “Type” 

drop down menu.  

• Fill in the required boxes 

with the red “!” bubbles. 

• The “License #” may not 

auto-complete all of the 

“Professional Information” 

section.  

• If it doesn’t, type the 

company name, and 

office staff will verify 

the information once 

you submit. 

• Click “Save” at the very 

bottom of the page once 

you’re done.   

 



 

 

My permit is issued, but I need to add or remove 

a contractor. What do I do? 

Application: Adding and Removing Contacts 

• If you need to add or  

remove a contractor after 

the permit is issued, you 

will need to contact our 

office. 

• Depending on the reason 

for the addition or  

removal, Murray City may  

require different 

information.  

• You can contact us at  

801-270-2431, option 2,  

or email  

permits@murray.utah.gov. 

Email permits@murray.utah.gov  

to change a contractor after your permit’s issued. 



 

 
I have completed my application page, but it will 

not let me continue to “Submittals.” What do I 

do? 

If you’ve completed all the 

required boxes on your ap-

plication and it will not take 

you to the “Submittals” tab, 

click “Save” at the bottom 

of the page. 

Make sure you’ve checked 

the blue boxes at the bot-

tom of the page before 

clicking “Save.” 

If you’re still not able to 

move forward, scroll back 

up to the top of the Appli-

cation page. Click the but-

ton that says “Go to Current 

Step” next to the project 

status and under the ad-

dress.  

Application: Moving Forward to the Submittals Step 



 

 

Submittals: Uploading Documents 

What do I need to upload to the “Submittals” 

tab? • The “Submittals” tab is 

where you upload your 

building plans and  

related documents. 

• The “Submittals” section will 

list the document types for 

your scope of work under 

“Required Documents.” 

• You will need to upload a 

document for every  

required document on the 

list.  

• Items marked “optional” 

don’t have to be  

uploaded unless they apply 

to your project. 

For a new house, there are seven items 

listed under “Required Documents.” None of 

these say “optional,” so you’ll upload seven 

items as these “Document Types.” 



 

 

Submittals: Uploading Documents (2) 

How many documents do I need to upload, and 

what “Document Types” do I select? • You will need to submit a 

document for every item 

listed under “Required Doc-

uments,” except for those 

with the word “optional.” 

• Each “Document Type” in 

the drop-down menu must 

match the “Required  

Documents” list item  

exactly. 

This Required Documents 

item is “Building Plans 

(Must Include Electrical 

drawings).” You need to  

select that exact type 

from the options in the  

drop-down menu. 



 

 

My project doesn’t include one of these “Required 

Documents.” What do I do? 

Submittals: Uploading Documents (3) 

• Your project’s Scope of 

Work may be smaller than 

the common documents for 

that category.  

• The “Required Documents” 

list cannot change to  

reflect a smaller scope.  

• You still need to upload 

something for every listed 

item. This can be a  

document stating why the 

requirement does  not apply 

to your project. 

• Select the “Document 

Type” that matches each 

“Required Documents” 

item, including those that 

don’t apply to your project. 

 



 

 

General Questions: Granting Application Access 

I need the contractor/architect/office manager/

homeowner to upload/download documents or 

schedule inspections. How do I give them access? 
• The applicant is the default 

contact person for the  

application. This person has 

access to documents and 

inspections, and to modify 

application information. 

• If you need to give another 

contact access to the file, 

you’ll need to reach out to 

our office for assistance.  

• You may call us at  

801-270-2431, option 2, or 

email us at  

permits@murray.utah.gov.  

 

Only add contacts who must complete a step in the 

project. The architect may need to access Plan Review 

Submittals. The contractor may need to schedule the 

inspections. But all contacts can view and change  

things in the application. Be selective!   



 

 

General Questions: Getting Stuck (2) 

I cannot get eProcess360 to save changes or 

take me to the next step. What do I do? 

There are several solutions 

when eProcess360 seems stuck 

on a page: 

• Click the blue “Go to  

Current Step” button at the 

top of the page.  

• Make sure you’ve checked 

all boxes, filled in all  

information (look for the red 

“!”), and clicked “save” at 

the bottom of the page. 

• Sign out and sign back in. 

• Clear your browser’s 

cache/history/cookies and 

sign in again. 

• Try a different internet  

browser, like Google 

Chrome or Microsoft Edge. 

 



 

 

My permit has been issued, but I need to revise my 

plans. How do I submit a revision? 

Revisions 

• Complete the “Revision to 

City Approved Plan” form  

located on our webpage at 

https://murray.utah.gov/171/

Plan-Submittals. 

• Email  

permits@murray.utah.gov, 

and include your Permit 

Number and “Revision” in 

the subject.  

• We will email you once we 

open a new “Revision” Sub-

mittal Folder, where you will 

upload your Revised Plans 

and the Revision form.  

https://murray.utah.gov/171/Plan-Submittals
https://murray.utah.gov/171/Plan-Submittals


 

 

My permit has been issued, but I need to revise my 

plans. How do I submit a revision? 

Revisions (2) 

• Once you have emailed 

your Revision to City  

Approved Plan form, you 

will receive an email that a 

new Submittal folder has 

been created. 

• Choose the folder name 

that corresponds to your  

revision (Revision 1, Revision 

2, Revision 13, and so on).  

Click on the text that  

corresponds to your Revision  

number.  



 

 
My permit has been issued, but I need to revise my 

plans. How do I submit a revision? 

Revisions (3) 

• You will need to upload 

your documents to your 

Revision Folder.  

• Click “Add file” to choose 

documents from your com-

puter, or you can drag and 

drop the files to the 

“Submittals” section.  

• When you’ve uploaded 

both a copy of the Revision 

to City Approved Plan form 

and your  

revised documents, click 

“Complete & Submit.” 

• Revision reviews are  

typically 5-10 business days.   



 

 

How do I pay for my permit?  
• Permits are ready to be 

paid for when the status 

shows “Fee Payment  

Pending.” 

• For permits under $5,000, 

you can pay by credit card 

in eProcess360 under the 

“fees” tab. 

• Permits over $5,000 will 

need to be paid by check 

in our office.  

• We can process in-office 

payments Monday through 

Friday, 8:00 A.M. to 4:00 

P.M. We’re closed  

weekends and holidays.   

Your permit’s current status is 

displayed here. “Fee Payment 

Pending” means your permit is 

ready to be paid for. 

You can find your payment 

receipts at the bottom of 

the ”Fees” page.  

Paying for a Permit 



 

 

Scheduling Final Inspections 

How do I schedule different departments for Final  

Inspections? 

• Some types of projects  

require other city  

departments to do final 

inspections. 

• You will need to request 

each department’s final 

separately.  

• Each department’s final 

can be scheduled the 

same day as the Building 

Department’s final, or on 

different days. 

• All other Building  

Department inspections 

must be completed  

before any finals can be 

scheduled.   

Select the Department Final you need to 

schedule, and then click “add.” Only 

schedule one department’s inspection at 

a time.  

Complete the “Request Details” and then 

click “Submit Request.” You can now go 

back to “Schedule a New Inspection” to 

schedule a different department.  


