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CREATE AND LINK YOUR ACCOUNT 

1. Navigate to bsaonline.com 
 

All contractors will need to register and create an account. 
This account will need to be linked to the town of Ocean Ridge using your unique web pin 
(top of page) 
If you have an existing account for another municipality, this account can be used for Ocean 
Ridge. 

2. Create your account 
 
 

 
1. Create a username 
2. Use an email address that you want linked 
to your account 
3. Choose a password 
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3. Search for Ocean Ridge if you were not taken there directly 

 
4. Link your Account 

 

1. Choose "Link Account" at the bottom of the services pane. 
2. Enter your unique web pin (you can copy and paste from email) 
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REQUESTING AN INSPECTION 

1. Select "Schedule an Inspection" from the services pain under Building Department 
2. You can search by permit number 
3. Any permits issued to you under this account will populate under the search bar 

 
Choose an inspection and select a date, please read all instructions. 
Note: Inspections can only be scheduled 30 days in advance. 
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APPLYING FOR A PERMIT 

1. Select "Apply for a Permit" under Building Department 
2. Search by site address, you can also search by name or parcel. 

 

 
1. Pick your Permit Type 
2. Specify the Permit Category 
3. Enter the Description/Scope of Work 
4. Enter any other details 
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"Enter Applicant Information" 
 

1. On the next page, you will need to select a licensee type (you will be able to see your 
status and expiration dates. 
2. You can add additional emails if they would like to be sent information about the permit. 

"Estimate Permit Fees" 

 
 
 
 
 
 
 
 
 

 
Choose fees that apply to your permit 

 
NOTE: These are fee estimates and all fees will be reviewed by the City of Winter Garden 
and are subject to change 
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“Attach Documents” 
 

 

 
Attach all applicable documents to add any documents not listed, use "Add Additional 
Document" 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BS&A Software - BSAOnline.com Contractor Guide 
 

VIEW MY ACTIVITY 

1. Select "View My Activity" 
2. You can view licenses and contact information under "Contractor Information" 
3. View Past and Upcoming inspections under the "Inspections" 
4. View, Print, and Schedule Inspections under "Permits" 
5. Use this link to allow other employees and users to perform tasks under this contractor 

 

While viewing a Permit you can "Go to Project" to view any required inspections and sub 
permits. (After they are assigned by the Building Official upon review) 
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