
Civic Access
How to apply for a permit



Start from The Woodlands Township Homepage



• The easiest way to Civic Access is:
• 1st – hover over I Want To…
• 2nd – Click on Home Improvements under Apply For..



Our Covenant Administration page will show up

From here, 
click on our 
Civic Access 
Portal

If you are a Contractor, please scroll down to Department 
Resources.
The owner will need to sign the highlighted form, if you are 
submitting on their behalf



You should now see the Civic Access Portal

I recommend registering for an account before trying to apply for a permit



Please click on the Sign-
Up button

Enter the information 
requested and then click 
Sign-Up



You should see this page

Check your email. You should get a similar email with a 6-digit code. Type the code in yellow highlighted 
area and click Verify



Click 
continue

1. Make sure your name is correct
2. Select your Contact Preference
3. Type in a phone number
4. Click Next



Make sure your 
address is correct 
and hit Submit



You should see this page. This means your account has been created and you 
can now apply for a permit.

If you do not see this page, please contact us

To apply, click 
Apply



To Apply, choose a permit from the list or use the 
search bar

All permits have a 
description. If you 
are unsure of 
which permit to 
use, please read 
through the 
descriptions or 
give us a call.

Once you have 
chosen your 
Permit Type, click 
Apply



This is the first step for 
applying.

Click on the + sign to 
add the location



You should see the Search bar (in yellow)

Type in your address and hit the Search Icon

Is your address not showing up? 
If it has North, South, West or East = make sure you do not spell them out. Use N, S, W, or E 
instead.
Also don’t include Drive, Circle, Trail, Boulevard etc.

Example:  23 North Heritage Hill Cir 23 N Heritage Hill

If nothing is working, please call us so we can troubleshoot with you



If you are applying and cannot see the page 
below.

A Pop-up blocker may be stopping the map from showing up. We want to try and turn this off. Ask them if 
you may have a Pop-Up blocker on. If you do have one, It will show up in somewhere near the red circle.



• As you type the address, the address
might show up.

• If it does, click here.
• If it does not, click on the search button

Add the location to the permit by either clicking the box in blue and hitting Add or by clicking the Add button highlighted 
in yellow



You should see this screen again. 
Click Next to Continue



You can enter details about 
the application in the 
Description box

If you don’t want to enter details. Click Next to Continue



• Here is where
you can add
contact.

• Remember to
add the Owner
and a 3rd Party
Inspector, if you
need one.

• If it says
Required, it
must be filled in
before we can
continue.

Click Add Contact to add someone to the application



• Search for the contact by
entering their Name, Email,
or Company and then
hitting Search

• Once you see the contact,
please hit Add



Enter as many contacts
and you need for your 
application. 

Hit Next to continue.



Here is where 
you can enter 
the application 
information.

Each 
application is 
different so 
make sure to 
read everything

Once everything has been entered, scroll down and hit Next to Continue



Next we can add Attachments

Not every application needs attachments.

If you need to add an attachment, click on the + 
button.

Otherwise, click Next to Continue



Next is our 
wavier form.

Everyone who 
applies for a 
permit must 
sign this form.

Feel free to 
take your time 
and read 
through it



When you scroll 
down, You can 
sign in 2 spots.

Type your name 
in the box (in 
blue)

Either draw your 
signature here or 
Enable Type 
Signature and 
type your name 
in the box here.

To Continue, Click Next



Review your application and hit submit



Congratulations! Your application has been 
submitted!
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