
Step 

#1 

Click the Permit icon on the City of St. Johns website 

homepage to go to the BS&A online portal. 

Step 

#2 

Select the property you are trying to receive a permit 

for in BS&A.  

Online Permit Application 

Step-by-Step Guide 

The BS&A portal is used to submit and manage applications for plan-

ning, zoning, rezoning, or other engineering processes. All permits 

must be requested using the following steps. 



Step 

#3 

Select the permit type from the provided options 

and write a description of the work to be done. 

Step 

#4 
Verify property owner information on file and provide 

contact information for City staff to follow-up on the 

request. 



Step 

#5 

An estimate for the fees required to process the request 

will be calculated. 

Step 

#6 

Attach any documents that will be needed for City 

staff to process the request. 

Step 

#7 

Review all information and submit application. City 

staff will receive all submitted information and begin 

the review process.  

Step 

#8 

City staff will send email confirming whether or not 

preliminary approval was received for the permit. 



Step 

#9 

Once preliminary approval is received go to the Online 

Bill Pay Portal of the City of St. Johns website to pay the 

appropriate permit fee. Click the first link to look up and 

pay a bill at bsaonline.com. 

Step 

#10 

When you reach BS&A Online click the “Building Department 

Payments” link on the left-hand side of the screen under the 

Services toolbar. You may then search for the unpaid permit by 

its  record number, invoice number, owner’s name, property 

address, or parcel number. 



Step 

#11 

Select the correct record from the options provided in 

the search. Make a payment for any unpaid permits or 

building department related fees on the selected record. 

This completes the required steps for submitting and man-

aging applications related to planning, zoning, rezoning, or 

other engineering processes using our online BS&A portal.  
If you have any questions or need assistance regarding 
Community Development/Zoning, please contact:

Christopher Khorey, McKenna Associates

CKhorey@mcka.com


