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MyGov 
Westlake Portal

• Contractors/Applicants may 
reach our MyGov Public 
Portal by clicking the 
following link:

• MyGov Home

• Contractors/Applicants 
should see a page that looks 
like the picture on the right.
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https://public.mygov.us/westlake_tx


Creating an 
Account

• If you do not have a MyGov 
account, click the “Become a 
Collaborator” button in the 
middle of the screen

• Fill out the required 
information fields

• Submit the form to validate 
your email

• Check your emails for a 
message to validate your 
email address
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Creating an 
Account

• If you do not see an email from 
MyGov in your inbox, check 
your spam/junk folder

• Enter the 6-digit code provided 
in your email

• Update any further contact 
information

• This video can help you further 
in your account creation
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https://web.mygov.us/assets/media/become-collaborator.mp4


Already Have 
an Account?

• If you already have an 
account with us, you can use 
this link to get started

• Use the “Collaborator Login” 
dropdown to login into your 
account
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https://web.mygov.us/


Dashboard

• Clicking the “Town of Westlake” logo will bring you into your 
dashboard for all the projects and credentials your company 
has on file with us

• Once logged into MyGov you should something like the 
pictures below
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Contractor 
Registration

• Contractors may request a new registration if they are not 
already registered 

• Click the green “+ Make New Request” button
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Contractor 
Registration

• Clicking on “Contractor 
Registration” will dropdown a 
list of contractor types you 
can apply for

• Selected an application and 
fill out the required 
information.

• Verify and submit your 
credentials
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Contractor 
Registration

• Some contractors may be 
required to enter additional 
information such as their 
trade licenses and uploading 
a picture of the license as 
well, for example:

• Mechanics

• Electricians

• Plumbers
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Contractor 
Registration

• The Permit Technician will 
check/verify the application 
and any applicable contractor 
credentials

• Contractors can pay for their 
registration online with a 
credit/debit card when 
prompted

• Contractor certificates 
automatically emailed and 
can be accessed as a 
generated document
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Request a Permit
• Click the green “+ Make New Request” button

• Applicants / Contractors may request a permit for a new 
project by clicking the “Permits & Inspections” dropdown

11



Request a Permit

• Select from the dropdown list 
the type of project you wish to 
submit for permit

• Read through the Knowledge 
items carefully to understand the 
requirements specific to your 
project

• Enter a Title for your project if it 
has one

• Select the address of your 
project
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Request a 
Permit

• Enter a description or scope of 
work of your project

• New home construction

• New inground pool

• 200 sf Addition to kitchen

• Remodel for new tenant office

• New multi-tenant 
retail/restaurant building

• Clay tile re-roof

• Enter information to the 
required fields 

• Select your required 
subcontractors
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Request a Permit -
Addresses

• All town approved addresses are in 
MyGov

• Addresses can be searched by typing 
the Street No., Street Name, Suite 
Number, Place Name, or Property ID

• Addresses can also be found using a 
GIS Map and finding it by parcel 
instead

• If an address is not showing up 
broaden your search or contact 
building@westlake-tx.org
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mailto:building@westlake-tx.org


Request a Permit
• Upon pressing “+ Request Project” you may be required to 

upload building plans related to your project

• Upload plan sheets to the correct category and any 
additional supporting documents as requested
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• Architectural
• Site Plan

• Floor Plans

• Elevations

• Roof Plans

• Doors/Windows

• Structural
• Foundation

• Framing/Wall Bracing

• Civils
• Grading / Drainage



Staging Plans
• Upon submitting all documents required MyGov 

will ask you to stage the plans

• This means assigning the Sheet ID and the Sheet 
Title for each of your uploaded sheets

• These can be automated or manually entered

• Sheet ID Examples:

• A1.01, C-1, L1, E1, M1, etc…

• Sheet Title Examples:

• Floor Plan, Grading Plan, Landscape Plan, 
Electrical Plan, etc...

• Clicking the green question mark button will give a 
quick tutorial on how to automate the sheet ID and 
title process
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Resubmitting Plans

• In some cases the Chief Building Official may require plans to be resubmitted

• You can resubmit plan online by going into the specified project and clicking the 
green upload button found in the top right of your screen

• Upon clicking the button, a list of required sheets and supporting documents will 
be listed to resubmit
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Request a Permit

• The projected will show up 
under “Projects” as a requested 
project upon submittal

• The application will be reviewed 
by the Permit Technician for 
completeness and accepted or 
denied

• Items in review or projects that 
require additional items will 
show up under “Reviews”
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Request an Inspection

• Clicking “Inspections” will take 
the contractor to a screen that 
shows a list of all available 
inspections for all ongoing 
projects

• Alternatively, contractors can 
view each individual project and 
see the list of inspections 
available for that project

• Ensure your subcontractor’s 
licenses are up to date
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Request an Inspection

• Inspection must be requested 
before 3:50PM for next day 
inspection
• e.g. an inspection requested on 

January 10 @ 11:25 AM will be 
scheduled for January 11.

• e.g. an inspection requested on 
January 10 @ 4:30 PM will be 
scheduled for January 12

• Provide any additional contact 
information such as homeowner 
cell phone number or gate access 
codes as a note in the inspection
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Permit Completion

• Attach any final documentation 
necessary at the final such as:
• Backflow tests
• Drainage/Grade certificates
• Energy Code reports

• Once a project is complete it will 
be archived by the Permit 
Technician

• Projects that have been archived 
are no longer visible to 
contractors
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Special Event Permits

• Applicants for Special Event Permits 
may request a permit online by 
clicking “request a new permit”

• Applicants will upload all required 
documents and fill out all information 
related to their event

• Applicants can pay online via credit 
card/debit card

• Applicants can check that status of the 
application once they have submitted

• A copy of the permit will be sent by 
the Permit Technician once an 
application has been approved
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Help Buttons

• Should you need any additional 
assistance you may click the 
“Help” or “?” button on the top 
right of your screen

• This will provide more in-depth 
assistance, including videos and 
pictures, with the task you are 
attempting to complete
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Questions?

building@westlake-tx.org 817-430-0941 1500 Solana Blvd, Suite 
7200, Westlake, TX, 76262
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mailto:customerservice@westlake-tx.org

