Address Look Up
First, please enter your address
information:
Start with the House Number and
then tab to the Direction text box
and then to the Street Name text
box.
This is a required
action to complete
the application.

Enter just the name of the street,
don’t worry about using “Blvd”,
“Ln”, “St”, etc.
Click on the “Address Lookup”
button.

Just click on ‘Close’
when this window
opens and continue.

Assessor’s Data
If you get a match from the assessor’s database, then the window (pictured above) will open and
will present various data about the property as well as the name of the inspector assigned to the
area.
When this window opens up simply click on the ‘Close’ button and continue with your application.
Ownership information will be imported into your application.
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Finding Your Address in the Assessor’s Database
If the address and street name do not exactly match the assessor’s information, then the windows
pictured below will open.
If the number or street name (more commonly) don’t match then you may have to select the appropriate one as shown below.

Open the drop menu and
select the appropriate
street name.
Then click on the ‘Search’
button.

If the number you entered does
not match the assessor’s records,
you may have to select the other
street name, as in our example
here.
If you mistyped or don’t have the
correct number, you can select
from the range of addresses on
the street by clicking on the blue
‘Handle’ link.

Clicking on the
‘Handle’ link will
import the ownership information
into your
application.

Clicking on the ‘Handle’ link will
import the ownership information
into the application.
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If You Don’t Find Your Address in the Assessor’s Database
If you are unable to find your address in the assessor’s database, then you can check on the
‘Address Not Found’ box.
This box will appear only after an attempt has been made to search the assessor’s data.
By checking this box you will be notifying Building Division supervisors that your address was not
able to be found.

Check this box if you
are unable to match
your property with information in the
assessor’s data.

Also, when you check this box:




An inspector will not immediately be assigned to your request
You will not be able to schedule your inspection request at the end of your application
An inspector or supervisor will contact you to schedule your Housing Conservation
inspection.
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