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Compass KC
Registering 

 To use online services you must be registered using an email address 
that is tied to Business/Company/Individual.  If not registered Select 
Sign up and enter your email. 
Note:  Only Contacts listed on projects in Compass KC, can view the 
status of their projects from their dashboard.

 Please check your e-mail. The confirm email link in the body of the e-mail must be clicked to move 
to the next step of the registration process.”
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 The Log in screen 
will appear, select 
the Register Here 
link at the bottom of 
screen

 Enter your e-mail 
address and select 
Next

Subject: Citizen Self Service New User Account 
Confirmation
You are receiving this automated e-mail based on a user 
registration request that we received for the Citizen Self 
Service tool for our jurisdiction. The purpose of this 
confirmation is to validate the e-mail address that was 
provided in the initial user registration process is the correct 
e-mail address for your user account. Please click the link 
below to continue to the next step of the user registration 
process.
Confirm

 When account setup is complete you will be automatically directed to your Compass KC dashboard.

https://na01.safelinks.protection.outlook.com/?url=https://compasskc.kcmo.org/EnerGov_Prod/SelfService/#/register?confirmemailtoken%3Di9iae4GpKlwtfAmL2KrLHoFcH6VX3Jy7sKNk9nCmWYs%3d&data=02|01|christy.mann@kcmo.org|693dd70e87214c3d6ce908d58f434735|ec24091159794419a8ecc808b076019b|0|0|636572441487013588&sdata=QnqrPtLQi4f8ZrKX40Rhgci%2BtS2z/glhQWo7MB20P48%3D&reserved=0


Compass KC
Who should Register

 CPD Licensed Professional – Certified Trade/Supervisor 
 CPD-Licensed Contactor – A Registered Business
 Individuals – Architect, Engineer, Agents, Applicants

Note: If you are licensed with the City of KCMO, or 
had pre-registered, during the confirmation step a 
message will appear to confirm your account.

If you do not see the “Is this you” 
message, STOP, contact the Licensing 
Branch to update your email information. 

Business’s will have to develop a process in 
house to maintain control of those allowed to 
submit applications as a contact.  

Note: If no other contact is added the applicant 
will be the only one with access to plans and 
permits submitted under their contact(account).  
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Compass KC
Dashboard
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Compass KC

 Attention – List items that need your attention 
 Pending – List items currently pending action
 Active – Current plans/permits in the system
 Draft – List items not submitted
 Recent – List items that have been accessed 

recently

Dashboard FAQs

Quick access to 
your items
listed in  
dashboard

Quick access to 
application forms

Global date range 
reports available to 
the public

Enter Valuations and receive 
estimate on fees for a building 
project

Quick 
access to 
the city's 
mapping 
application

Links to Ordinances 
and Compass KC 
landing page

Drops down 
permit and 
plan options
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Quick 
access to 
personal 
dashboard

Access to new 
home screen



Compass KC
Application Assistant & 
Information Bulletins

Requirements for plans/permits submittals have 
not changed.  Information Bulletins provide list 
of items needed for complete application 
requirements                                                                                  
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Select the apply option.  Application assistant appears, select the type of 
application, then select Show Categories.  Categories will appear on left, 
application type show on the right with description.  Find and Select by clicking 
the Apply option.

Building application types.



Compass KC
Application Types from the 
dashboard

Building categories will expand to specific building application 
types.  Residential and Commercial categories are listed under 
Building.
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Compass KC

Planning Projects

Types of Permits and Plans

Planning categories will 
lead to specific 
development plan types.
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Compass KCApplication Information

Location – Provide the address 
where the work is being 
performed “job site”. Click add 
address.

Place the scope of work in the 
Description field. This is a general 
statement of work to be performed.

Plan type selected will 
automatically show in this field, 
check to insure you have 
selected correct type.

Always use the search option to 
add location. Scroll through to find 
address, click Add on the right to 
add to application.

Manual entry is used only when 
location is un-addressed parcel.
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Application progress bar



Compass KCContacts
 In the Contacts section  – the person logged in will always show as applicant.
 If Contacts are “Required” it will automatically appear based on plan/permit type selected.  
 To add Contacts they must be registered in Compass KC to be selected as a contact.

 Add all contacts that will require access and notification to the application 
submitted. Add as many contacts as required by your business process.

Type name of contact to into search 
bar (best way to search contacts is by 
email)

When you locate the contact 
Click to add contact to the 
application.

Contacts frequently used can be added to your 
favorites.  Click the star to left of First Name to add.
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Compass KCAdditional Information Page- Building 
Plans

Must select Accept

If express you MUST call 513-1500 to schedule an appointment.
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Select Digital Plans

NOTE this page will change based on application type



Compass KC

 Same screen can found 
under the Fees Estimator 
tab on dashboard.  

 For Plans Submittals:
Enter valuation total for 
the project in the Building 
Permit Field and in the 
Valuation Used In fee 
Field at bottom. All other 
fields must contain a 
value, if no value exists 
enter “0”.  Select Next.

Valuations – Building Plans & 
Permit Applications

 For Trades Permits:
You need to put a value 
next to your trade and in the 
fee calculation box below. 
Enter 0 (zero) in all boxes 
that are not applicable to 
this application. 
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Compass KC

PERMIT VALUATIONS, construction values to be used in permit fee calculation shall 
include the total value of the work for which the permit is issued and are typically 
contract values. When materials, labor or equipment are provided by others, the value 
of those items shall be included in the valuation for the scope of work in the permit to 
which they apply. If there is no work being performed for a specific trade please enter 0 
for the value. *PROVIDE SEPARATE PERMIT VALUATIONS FOR EACH OF THE PERMIT TYPES 
MENTIONED ABOVE. IF THE PROJECT CONTAINS SEPARATE BUILDINGS, PERMIT FEES SHALL 
BE CALCULATED SEPARATELY FOR EACH BUILDING. A PLANS REVIEW FEE OF 1/2 THE 
BUILDING PERMIT FEE (BASED ON BUILDING VALUATION INCLUDING SITEWORK) IS 
REQUIRED WHEN THE PLANS ARE SUBMITTED FOR INITIAL REVIEW. TOTAL PROJECT AND 
PERMIT VALUATIONS SHALL INCLUDE THE VALUE OF ALL WORK ON PRIVATE PROPERTY 
ONLY. 

Valuations-Building Plans 
and Permit applications

15



Compass KCAdditional Information Page 
– Planning Applications
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 Additional information required will be unique for each application type.  
Fill out each field that is applicable to the project being submitted.



Compass KCAdditional Information Page –
Planning Applications
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NOTE this page will change based on application type



Compass KC
Additional Information Page 
– Planning Applications
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NOTE this page will change based on application type



Compass KC
Attachment Icon
 Add Attachments – Add all attachments required for the type of 

application submitting. Please use unique names INCLUDING date for 
all attachments. (i.e. Example project-120419, Calculations example 
project-120419)
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Using dropdown arrow select the type of document 
you are attaching.  Use the “i” icon for definition of 
document type.  Select add attachment.



Compass KC
Attachments-Continued
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 Repeat add attachments steps until all required documents are 
attached (Application types may have required documents that 
must be attached in order to have a complete submittal.) 

 Review the documents attached, once the documents are 
submitted, they can not be removed. Use the Remove feature to 
delete document, and upload new document.

 When completed select Next at the bottom of the screen.



Compass KC

Review Application Summary page prior to submitting 
application, this practice will aid in submittals being rejected 
for inaccurate/incomplete information.

Click Submit.
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Review application 



Compass KC
Application Notification
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Compass KC
Reviewing attachments

 Select the Attachments tab.
 Attachments added will now show Status: Under Review
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Compass KC
Invoicing/Payments
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 Submittals will go through QCR prior to an invoice being sent.  
When QCR is complete and submittal is accepted you will receive 
an invoice notification.

 Navigate to the invoice section of 
dashboard.  Click the View Full List option 
from dashboard to view details of invoices 
due. Select the invoice you want to pay.

 OR navigate to the 
plan under the 
attention tab and 
select Pay Now or 
Add to Cart 



Compass KC
Invoicing/Payments

 Enter your payment 
information (either 
credit card or 
eCheck) and follow 
the steps to process 
payment.  

 Payment will process 
and then submittals will 
then be routed to the 
appropriate 
departments for 
review of the project.
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Compass KCComments & Resubmittals

 Individual comments and 
corrections can be viewed in plan 
details under the reviews tab.

 NOTE: You must be listed as a contact on the record to access a case 
online. If you can’t find the case, contact your jurisdiction.
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 When the plans are reviewed and 
released, you will received an email 
notification directing you to Compass 
KC, and a Plan Review Discrepancy 
Report will be attached.

 Additionally the Plan Discrepancy 
Report will appear in plan details 
under the attachments tab.



Compass KCComments & Resubmittals
 From your dashboard navigate to the plan/permit.

 Review 
corrections and 
comments 
listed.

 Open the 
reviews tab and 
click on the 
review under 
review type.

 Click on the 
details icon 
on the right 
hand side
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Compass KCComments & Resubmittals
 Review all corrections and comments made by the reviewer.  

All items listed will need to be addressed in the resubmittal 
documents.  

 Click on the drop down to select the type of the document you are 
attaching, then click Add Attachment + card to browse documents 
located on applicant’s computer. NOTE - Do not change the name of 
documents when resubmitting, change the DATE to denote the 
document is a resubmittal.  
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 Navigate Back (at the top of screen) to the Summary page 
and select the Attachments tab.  All attachments including 
the Plan Review Discrepancy report will appear.



Compass KCResubmittals
 The new document will appear at the beginning of the list of 

attachments.
 Upload additional documents if needed.  When all 

documents are uploaded, select Submit at the bottom of the 
screen.
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Compass KCResubmittals
 A Submit confirmation screen will appear.  If ready to submit select 

OK.  Once submitted the case will again be locked until the review 
is completed.
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 If uploaded is successful 
you will receive the 
following message:  A 
notification will be sent 
when review has been 
completed.



Compass KC
Plan Review Completed
 You will receive notification when the review is complete.  The 

email will let you know that you can apply for the permit 
online.  

 Stamped plans can be found under the attachment tab of 
the plan case.
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Compass KC
Permit from approved Plan
 From your dashboard click on Pending plans icon. 

 A list of plans 
will appear, 
click on the 
plan number 
you want to 
apply for 
permit on. 
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Compass KC
Permits from approved Plan
 Select the Sub-Records tab.
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 A list of permits available at this time will appear, click Apply.

 You will then be prompted to enter information pertaining to the permit 
application.

 After the application is completed it will be and then you will receive an 
invoice if applicable. reviewed

 The Permit will be approved and then issued (this happens overnight).  You 
will receive email notification when ready.  It will be emailed and will also be 
found under the Attachments tab on the record.



Compass KC
Permits from approved Plan
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 You will then be prompted to enter information pertaining to the permit 
application.

 After the application is completed it will be and then you will receive an 
invoice if applicable. 

 Upon approval the Permit will then be issued (this happens overnight).  You 
will receive email notification when ready.  It will be emailed and will also be 
found under the Attachments tab on the record.



Compass KC
Permit from Master Record
 From your dashboard click Search and search for the plan or master 

plan for the job your are applying for a permit for.

 A list of records will appear, click on the plan or permit number 
to apply for permit on. 
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Compass KC
Permit from Master Record

 You will then be prompted to complete information pertaining to the permit 
application.

 After the application submitted, reviewed, and accepted you will receive 
an invoice (if applicable).

 Permit will be approved and then issued(happens overnight).  You will 
receive email notification when ready.  It will also be found under the 
Attachments tab for the record.

 Select the Sub-
Records.

 List of permits 
available will 
appear, click 
Apply.  If nothing 
appears contact 
Permits.  

36



Compass KC
Scheduling Inspections

 A full list of permits will appear.  Locate permit number on left from the 
list.  To select the permit click the permit number.

 When you have completed the work and are ready to request an 
inspection.  Go to your dashboard and navigate to Active permits, or 
select View Full List. 
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Compass KC
Scheduling Inspections

 On the Permits Details screen, there are two ways to request 
inspections.  

 Either select the Inspections tab and select request or on 
the home screen under available actions select the 
inspection and click request to the right.
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Compass KC
Scheduling Inspections

 Enter comments into the comments 
box only if there are items the 
inspector needs to know, for 
example, name of contact on site, 
or  instructions (i.e. enter in the back 
of building, or call from gate).  
NOTE do not enter access codes 
inspectors are not allowed to unlock 
properties

 On the Request Inspection screen, 
Select the requested date using 
the calendar icon  to right.

 Click Submit

 The Inspection is now requested 
and will appear on your dashboard 
under inspections  and on calendar 
when scheduled. (after 4 pm) 

 Note:  2 hour inspections are 
not available to request online.  
You must call to schedule that 
inspection.
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Compass KCAttaching 3rd Party Reports 
to Inspections
 For 3rd party inspections you will upload 

3rd party reports after you have 
requested the inspection.

 From the requested inspection 
screen, Click Back at the top of 
screen.

 Locate case number in list, confirm 
the Inspection type and Click to the 
Case Number to open.

 A list of inspections will appear.
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Compass KC

 Select the Add Attachment icon and 
choose the report from your documents.

 Click Submit and the upload successful message should appear: 

 On the record, Select the attachments tab .

Attaching 3rd Party Reports 
to Inspections
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Compass KC

 When Inspection results are complete, reports will process over night and 
you will receive notification.  Checklist items will be available on the case 
file, under the attachments tab. 

Viewing Inspection Results

 To view inspection results, 
search by plan or permit and 
then click on the plan/permit 
number to open.

 Open the Checklist tab 
and  the inspection 
comments will appear 
for review.

 Temporary C of O’s will still be issued in the field by inspectors.
 C of O’s will be issued after final inspection and you will be notified by email 

when issued.

 Open the Inspections tab 
and click on the 
inspection to review.
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