
 
Norcross Georgia / ePs Quick Start Guide – Trade Permit Walk-Thru 

Step 1 – Register New Account 
 

Visit the ePs Norcross website (eplansolution.com/norcrossga)  

 
Select Register New Account.  Complete the User information and submit.  The User will receive two emails (1) to validate 
your user account (2) to gain permission to send you email notification. If a User doesn’t receive both notifications, check 
the spam or junk folders of the email application.  If the email hasn’t shown up, contact support. 
 

 
Step 2 – Create a New Project 

 
 
 
 Select New Project and complete Step 1 and Step 2.   
 

 
 
On Step 3, from the drop-down menu, select “Trade Commercial / Residential”.  Complete the remaining application below 
the selection and instructions.  Starred and Bolded items are required information.   
 
Note:  If you are unsure, you may update the project information after the project created.   
 

 
Step 3- Pay for the Project 

 
Once the project application is submitted, the project page will be created. Prior to uploading documents, applicants are 
required to pay the ePs fee. Select the Fee Tab then Pay Now to complete the payment process. 

  

https://eplansolution.com/norcrossga/index.html


 
Once payment has been made, a confirmation page will be displayed that will have a receipt and a link (the project ID) back 
to your project. 
 

 Step 4a – Required Documents 
 

The following documents at a minimum are 
required to receive your permit.  

 
• Business License 
• Business License – Sub-Contractors 
• Contractor License 
• Driver’s License 
• General Contractor Affidavit 
• Sub-Contractor Affidavit 

 
 

Step 4b – Upload Documents for Review 
 

After payment has been made.  Select the “Submittals” Tab and 
upload the required documents. 

 
 
 
After completing your uploads, select “Submit for Review” 
 
Step 5 – City Fees 

The city will review the application and documents and create a fee in the Fees tab.   Once payment of the City Fee has been 
made the final processing of the permit will take place.   
 

 
 
A copy of the permit will be uploaded to the Open Files tab of your project.   
 

Step 6 – Download the Permit 
 

A copy of the permit will be uploaded to the Open Files tab of your project.   

 
 

 
Help and Information 
All the links provided on this sheet can be found at  https://eplansolution.com/wordpress/ 
 
For additional support contact us by email at support@eplansolution.com Or by phone at 678-898-0610.  

 

https://eplansolution.com/wordpress
mailto:support@eplansolution.com?subject=Help

