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LGDPC Permits 

Entering a Contractor 

 
From the LGDPC Permits main menu, select 

 

� Contractor Information 

� Add New Contractor 

 

 
 

� Enter the Contractor Name, DBA, Address, and Phone Number information on 

the General Tab of the taxpayer account. 

� When you have finished with the General tab, you should go to the top of the 

form and click the Location tab to enter the taxpayer Physical and Mailing 

Addresses along with the License Codes. (NOTE: always work across the top of 

the form) 

� If you click OK at the bottom right of the General tab, you will be taken to the 

previous screen.  To go back to finish the setup, click Update Contractor and 

enter the Taxpayer ID number. 
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Location Tab 

 

 
 

 

� Once you click the Location tab, you can enter the location information for this 

taxpayer by clicking the Create New Location button at the bottom of the form.  

LGDPC Permits will ask if you are sure you want to create a location based on 

the Name and Address information you entered on the General tab, if you click 

YES, LGDPC Permits will setup the Location using this information.  You will 

also be asked what location number you want to assign; this should always be 1. 

� Once the Location is setup, go to Open Location and assign the license code for 

this contractor by clicking the License tab at the top of the form. 
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License Tab 

Location  
 

 
 

� After assigning the License code, LGDPC  Permits will default the Date Added and the Start 

Date to the current date. 

� After completing this information, you can click OK on the current form at the right, then 

click OK again to go back to the main menu. 

� The contractor account is now ready to be used on a permit. 
 


