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Search Guide 

Users can perform robust searches across several key areas in COMPASS KC (i.e., permits, 
plans, inspections, code cases, licenses, and addresses) from one centrally accessible 
location. Users do not have to be logged in to COMPASS KC to access the global search 
tool. 

1. From the Home screen, select the Search Public Records icon, or the  option 
located on the toolbar. 

 
2. The search options screen will appear as below: 

 
3. Select the type of record to search for from the Search dropdown.  Note: “All” option will 

return heavy number of results.  Narrow search results by selecting a type. 
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4. Type the relevant search words in the “Search Keywords” field (address or project name). It 
is recommended searching by address to locate public records related to a property. 

 
Type at least part of the address associated to the permit to search for in the Address field. 
Tips: When entering the address, do not use periods. Write E instead of East, and St 
instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

 
5. Select Search and a list of results that meet the entered search criteria will appear.  

 
6. Search results will be listed under the Search criteria.  Scroll through results listed, depending 

upon number of results there may be multiple pages to review, select next page number at the 
bottom of screen to advance.   When project is located select the case number to review the 
public information on case. 

 

 
 

7. Select Reset to clear the entered search criteria. 
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Search for Permit 
Select Permit from the Search dropdown field.  Select Advanced option to enter specific 
search criteria.  

 
1. Select search fields to search Permits Not all fields need to be utilized. Select the field 

based on information to search by. 
a. Address - Type at least part of the address associated to the permit to search for in the 

Address field. Tips: When entering the address, do not use periods. Write E instead of East, 
and St instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

b. Permit Number   Type at least the last 5 digits of the permit number to search for in the 
Permit Number field. 

c. Project Name - Type at least part of the name of the project associated to the permit to 
search for in the Project Name field. 

d. Permit Type - Select the type of permit to search for from the Permit Type dropdown. 
e. Status - Select the status of permit to search for from the Status dropdown. 
f. Issue Date - Type a range of permit issue dates to search for permits within the Issue Date 

and To fields or click the calendar icons to select the dates. 
g. Expire Date - Type a range of permit expiration dates to search for permits in the Expire 

Date and To fields or select the calendar icons to select the dates. 
h. Finalized Date - Type a range of permit finalization dates to search for permits in the 

Finalized Date and To fields or select the calendar icons to select the dates. 
2. Select Search to display a list of results that meet the search criteria. Scroll through results 

listed, depending upon number of results there may be multiple pages to review, when 
project is located select on the permit number to review the public information on the case. 

 
 
3. Select Reset to clear the entered search criteria. Select Advanced to hide the search criteria. 
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Search for Plan 
Select Plan from the Search dropdown field. 
 

 
1. Select search fields to search Plans Not all fields need to be utilized. Select the field 

based on information to search by. 
a. Address - Type at least part of the address associated to the plan to search for in the 

Address field. Tips: When entering the address, do not use periods. Write E instead of East, 
and St instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

b. Plan Number - Type at least the last 5 digits of the plan number to search for in the Plan 
Number field. 

c. Project Name - Type at least part of the name of the project associated to the plan to 
search for in the Project Name field. 

d. Plan Type - Select the type of plan to search for from the Plan Type dropdown. 
e. Status - Select the status of plan to search for from the Status dropdown. 
f. Applied Date - Type the date range of plan application to search for plans, or select the 

calendar icons to select the dates, in the Applied Date field 
g. Completion Date - Type the date range of plan completion to search for plans, or select the 

calendar icons to select the dates, in the Completion Date field 
2. Select Search to display a list of results that meet the search criteria. Scroll through results 

listed, depending upon number of results there may be multiple pages to review, when 
project is located select the plan number to review the public information on the case. 

 
 
3. Click Reset to clear the entered search criteria. Click Advanced to hide the search criteria. 
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Search for Inspection 
Select Inspection from the Search dropdown field. 

 
1. Select search fields to search inspections Not all fields need to be utilized. Select the 

field based on information to search by. 
a. Address - Type at least part of the address associated to the inspections to search for in the 

Address field. Tips: When entering the address, do not use periods. Write E instead of East, 
and St instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

b. Inspection Number-Type at least the last 5 digits of the inspection number to search for in 
the Inspection Number field. 

c. Status - Select the status of inspection to search for from the Status dropdown. 
d. Requested Date - Type a range of inspection request dates to search for inspections in the 

Requested Date and To fields or select the calendar icons to select the dates. 
e. Scheduled Date - Type a range of inspection schedule dates to search for inspections 

within the Scheduled Date and To fields or select the calendar icons to select the dates. 
2. Select Search to display a list of results that meet the search criteria. Scroll through results listed, 

depending upon number of results there may be multiple pages to review, when project is 
located select the inspection number to review the public information on the case. 

 
 
3. Select Reset to clear the entered search criteria. Click Advanced to hide the search criteria. 
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Search for Code Case 
Select Code Case from the Search dropdown field. 

 
 

1. Select search fields to search Code Cases Not all fields need to be utilized. Select the 
field based on information to search by. 
a. Address - Type at least part of the address associated to the code case to search for in the 

Address field. Tips: When entering the address, do not use periods. Write E instead of East, 
and St instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

b. Code Case Number - Type at least the last 5 digits of the code case number to search for in 
the Code Case Number field. 

c. Status - Select the status of code case to search for from the Status dropdown. 
d. Opened Date -Type a range of code case opened dates to search for code case in the 

Opened Date and To fields or select the calendar icons to select the dates. 
e. Closed Date -Type a range of code case closed dates to search for code case in the Closed 

Date and To fields or select the calendar icons to select the dates. 
2. Select Search to display a list of results that meet the search criteria. Scroll through results 

found, depending upon number of results there may be multiple pages to review, when project is 
located select the code case number to review the public information on the case. 

 
 
8. Select Reset to clear the entered search criteria. Select Advanced to hide the search criteria. 
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Search for License (Coming Soon) 
Select License from the Search dropdown field. 

 
1. Below is a description of the fields to search License’s. Not all fields need to be utilized. 

Select the field based on information to search by. 
a. License Number -Type at least the last 5 digits of the license number to search for in the 

License Number field. 
b. License Type -Select the license type to search for from the License Type dropdown. 
c. License Status -Select the status of license to search for from the License Status dropdown. 
d. Applied Date -Type a range of license applied dates to search for license in the Applied Date 

and To fields or select the calendar icons to select the dates. 
e. Period Start -Type a range of license period start dates to search for license in the Period 

Start Date and To fields or select the calendar icons to select the dates. 
f. Last Audit Date -Type a range of last audit dates to search for licenses in the Last Audit 

Date and To fields or select the calendar icons to select the dates. 
g. Expiration Date -Type a range of expiration dates to search for licenses in the Expiration 

Date and To fields or select the calendar icons to select the dates. 
h. Company Name -Type at least part of the company name associated to the license to search 

for in the Company Name field. 
i. Company Type -Select the company type to search for from the Company Type dropdown 
j. Address - Type at least part of the address associated to the license to search for in the 

Address field. Tips: When entering the address, do not use periods. Write E instead of East, 
and St instead of Street. Please include "th", "nd" and "rd" to the end of numbered streets. 
Example: 123 NE Maple Ave or 508 W 23rd Rd 

2. Select Search to display a list of results that meet the search criteria. Scroll through results listed, 
depending upon number of results there may be multiple pages to review, when project is located 
select the license number to review the public information on the case. 

 
3. Select Reset to clear the entered search criteria. Select Advanced to hide the search criteria. 


