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BS&A ONLINE PERMIT APPLICATION 

STEP BY STEP GUIDE FOR CONTRACTORS 
IF YOU ARE A HOMEOWNER, PLEASE SEE THE STEP BY STEP GUIDE FOR HOMEOWNERS. 

 

PART A – CREATE AN ACCOUNT OR SIGN IN 
Visit: www.bsaonline.com/?uid=225 and click on the link in the top right corner to Create an Account or 
Sign In if you already have one. Even if you have an existing BS&A account through another municipality, 
you will need to create an account with the City of Mason. The status in the corner may read ‘Currently 
not signed in.’ 
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If you are creating a new account, 
complete the fields and select ‘Create 
Account.’ Staff will receive a notification 
and will issue you a PIN number. The PIN 
number will activate your account. 

 

 

 

 

 

 

 

 

 

You can then return to 
www.bsaonline.com/?uid=225  and 
select Sign-in, enter your information on 
the log-in screen. 

 

 

 

 

 

 

Once your account is created and you are logged in, your login will show up in the upper right corner.  
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PART B – SUBMIT YOUR PERMIT APPLICATION 
STEP 1:  Click on Apply for a Permit under the Building Department heading on the left side of the page. 
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STEP 2:  Select a Property 

Look up the property address for the job site. You can search by Address, Parcel Number, or Owner 
Name. Select your property from the list and click on next.  
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STEP 3:  Enter Permit Details 

Choose the permit type, input the work description, and fill in the required project information. 
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STEP 4:  Enter Applicant Information 

Verify your contact information and choose the parties to receive e-mail notifications when the permit’s 
status changes. We recommend including the Property Owner to ensure they receive information 
related to the project such as confirmation that the permit was issued and inspection results. 
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STEP 5:  Estimate Fees 

The fees will autofill based on the 
permit you select. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 6: Attachments 

There will be forms included in the 
corresponding Building Permit package from 
the City of Mason website that you will need 
to print, fill in, sign, and upload.  
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STEP 7: Confirm your Information and Submit 

Carefully check that the information listed is correct.  You will need to read through and accept all of the 
disclaimers.  

 

STEP 8 - Successful Permit Application 

You will receive a summary confirmation screen at the end of the permit application indicating that your 
permit application was submitted successfully.   
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PART C – PAY YOUR PERMIT APPLICATION FEE 
STEP 1  - Once your application has been processed, return to www.bsaonline.com/?uid=225 and select  
Building Department Payment under the Online Payment heading on the left side of the page.  
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STEP 2 - Select a search option for the property where the permit is attached. 

 

 

STEP 3 - Select the invoice to be paid. 
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STEP 4 - When you have chosen the invoice(s) to pay, you will be redirected to the municipality’s third 
party payment website 

 

 
 
 
 
 
 
 
Step 5 - Once completed, you can then print the confirmation, exit the webpage, or apply for another 
permit. 
 
 
 

PART C - PERMIT APPLICATION REVIEW AND APPROVAL 
 
Staff will begin the review process once all required documents and payments are submitted. Estimated 
review time is 3-10 days for complete residential applications and up to 14 days for commercial 
applications. When the permit is approved, you will receive an email with your permit and permit card 
to post on the property.  
 
Please remember, work may not begin until the permit has been issued. Beginning work prior to 
receiving an approved permit may result in fines. 
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