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PLI Guide to OneStopPGH Contractor and Trade License Account Permit Permissions 

 

There are two types of accounts associated with contractors: a primary account and a manager account. 

The primary acts as the overseer of all permits associated with the contractor. The manager acts as 

someone that has read only permissions on the permit except that they can upload close out documents. Both 

the manager and primary can update contractor information and upload insurance documents that are found 

on the contractor object. The manager can also toggle back and forth as the primary to request inspections or 

perform other functions.  

A trade license holder can perform the same duties as the primary on a contractor. Trade license holders are 

electrical, mechanical, and fire suppression license holders. See below for a complete breakdown of 

permissions: 

  

Primary:  

       Functionality within the permit job:  

• Complete the Confirm Contractor and pay remaining fees  

• Request Inspections  

• Start the amendment process  

• Pay other outstanding fees (overtime inspections)  

  

Manager and Primary:  

        Functionality within the permit job  

• Download the permit   

• Download approved/stamped drawings  

• View inspection outcomes and reports  

• View when inspections have been requested and if the PLI Inspector has confirmed the inspection 

request  

• View reports of the reviews that already happened on the permit  

• Monitor workflow of all associated permits  

• Upload Close Out Documents   
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Functionality outside the permit  

• Change contractor information  

• Update contractor insurance information  

  

 

Trade License Holder  

• Complete the Confirm Contractor and pay remaining fees  

• Request Inspections  

• Start the amendment process  

• Pay other outstanding fees (overtime inspections)  

  

Trade License Holder, Manager, and Primary:  

        Functionality within the permit job  

• Download the permit   

• Download approved/stamped drawings  

• View inspections outcomes and reports  

• View when inspections have been requested and if the PLI Inspector has confirmed the inspection 

request  

• View review reports  

• Monitor workflow of all associated permits  

• Upload Close Out Documents   

  

How to Temporarily Modify the Primary  

The manager on a contractor object can make themselves the primary. This is most beneficial when 

someone who is not usually the 

primary needs to request inspections.    

Step 1: On the home page of  

OneStopPGH, travel to the My 

Contractor tab and select the 

contractor that you would like to 

become the primary on  
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Step 2: Click on the tab called Associated Accounts. Deselect the current primary and mark yourself as the 

primary  

  

  

Step 3: request an inspection as normal. See this link and Video 5: How to Request and Review Inspections for 

more information.   

  

Step 4: Return to the contractor and deselect yourself as primary while selecting the appropriate user as the 

primary  
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