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City of Salina 

Community and Development Services 

LAMA Web Portal - User’s Guide 

  
I. What to Expect   

 

Staff has worked the Davenport Group (our software vendor) to set up the web portal and 

we have worked over the past six months to improve the web portal applications process, 

with significant input from our test group and also from contractors and design 

professionals who have already set up a web portal account.      

 

Our goal will continue to provide a web portal experience that is as “user friendly” as 

possible.  A web portal user has 24/7 access to the details related to their permits and 

licenses, such as: 

 

• Applying for a permit  

• Knowing the status of your application 

• Making payments 

• Issuing a permit 

• Requesting inspections related to issued permits 

• Managing the status of inspections related to issued permits  

• Uploading documents such as plans, surveys, code footprints, shop drawings, 

specification and certificates of insurance.  

• Renewing (or applying for new) contractor licenses 
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II. Setting up an account 

 

Using the browser of your choice (Chrome, Internet Explorer, Mozilla/Firefox) log on to 

the web portal site:    https://salina.onlama.com  (save/bookmark this site to your 

shortcuts or favorites for quick access)  

 

The screen should look like this... 

 
 

Click on “Register” to set up your account. (2 places where you can click on Register)     

 

If you are a licensed contractor with the City of Salina please enter your company name 

as it is shown on your license.  Contact the City Clerk’s office 785-309-5735, if necessary, 

to confirm your company name on your license.  

 

As with any online account you will create a password.  Once you create your password, 

be sure to make a note of that password and keep it in a secure location.   

 

After you have set up an account, you will just click on “Log In” to access the web portal.  
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Continued on next page… 

 

The screen should look like this; it is the main menu for the Salina web portal.    

 

 
 

 

Navigating the main menu: 

In the upper right corner of the screen, you will find this information and these options:  

 

 
Your Account – Options include:  
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As you create applications and other web portal actions you will also create a history of items in 

“Your Items”.  Once you begin creating items your account may look a little like this... 

  
 

Note:  You may also see permits that were previously issued that are associated to your 

company name because your company was a contractor listed on the permit and/or because 

you were the permit applicant.    

 

Creating an Application 

 

You can click on “Apply” to begin an application, or you can find that particular application type 

in the main menu listings and click on the permit name and begin your application from there.     

 

At the bottom of the menu page, you will see these items...please take time to check out this 

information. 
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III. Permitting 

Building Permits, Trade Permits, Public Works, and Zoning Permits that are available 

through the web portal are listed on the menu screen.  Most of the permits have 

“before you begin” text associated with each permit.  You can click on the permit name 

to see the text before proceeding to an actual application.  This information should help 

you understand the permit requirements and confirm that you are selecting the correct 

application.  There are also links (to the City website) for the appropriate submittal 

checklists which are also required to be submitted with an application.  

 

 
Once you are ready to begin a permit application, the web portal will take you through each 

step.  If you have documents to upload, it works best to have them ready (pdf format) before 

you begin.  Also be sure that your documents are appropriately named (examples: Site Plan, 

Floor Plan, Foundation Plan, Survey)   

 

As with any online application, there are required fields that must be completed by the 

applicant.   For fields that are not required, but ask for information, the applicant should make 

every effort to furnish that information.   

• If the field is required and not completed by the applicant, the application cannot be 

submitted.   

• If the field is not required that simply means it will not prevent you from submitting a 

permit request.  It does not mean that the information is still not required in order to deem 

the application complete. City staff will be in touch with the applicant regarding any missing 

information/details that are necessary.   

• Once you have completed the application and uploaded documents you are ready to save 

and submit your application. 

• A successful application submittal will result in an auto generated email informing you that 

your application has been submitted.  The email message is: Your permit application with 

the reference code_____ has been successfully submitted to the City of Salina.  Within one 

business day your submittal will be reviewed for completeness.  If incomplete, a member of 

our team will contact you for more information.  
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• If the status of your application still shows “Draft Application” you have not successfully 

submitted it. Click “Edit” to open the permit record from “Your Items”, then scroll down 

and click “Submit”.     

 

IV. Licensing 

 

We plan to have licensing applications (renewal and new) available toward the end of 

2019, or early 2020.       

 

The license applications will also “walk” you through the process and will include 

required fields and required document uploads. 

 

V. Communication Protocols  

 

If you get “stuck” working with the web portal, please call or email 

 

Phone:  785-309-5715  building.services@salina.org   

 

This email goes to 5 administrative staff persons (including permit techs) so will be 

answered quickly. You have the option of emailing a specific staff person, but if they are 

in a meeting or out of the office you may not get a reply as quickly as you would like.    

 

If you are already working with a particular staff person on a particular permit 

application, and you know that they are available, feel free to contact them directly with 

any questions you have. 

     

As you move through the web portal application process there will be some auto-

generated emails sent to you (that come from the LAMA software system).  These auto-

generated emails will appear in your inbox and will be from a sender whose name will 

be listed something like this... 

 

[mailto:noreply@davengis.net] On Behalf Of City of Salina 

 

These auto generated emails will be communications about an application submittal, an 

application that is incomplete, an application that has been approved for issuance etc.   

 

Auto generated emails do not allow for you to reply to us, so we will also use our 

Outlook email system for other communications, particularly those that may need a 

reply.  

 

You may get a combination of both types of emails throughout a permit or licensing web 

portal process.   

 

VI. Miscellaneous Information 

 

Once a web portal user submits an application, inspection request, or any other type of 
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LAMA web portal request, it is received by designated City staff (the “back office”) and 

the process begins. 

 

Application Submitted 

The first auto-generated email you receive, after successfully submitting an application 

via the web portal, is acknowledgement of your submittal.  When any type of request 

(application, inspection, license, etc.) is submitted via the web portal, you will receive an 

auto-generated email indicating that your application or inspection request, or other 

type of request has been successfully submitted.  

 

Completeness Review 

City staff will review your submittal (for example, an application for a permit) to 

determine completeness.  A completeness review will be done within one business day 

(24 hours) from the application submitted date.   

 

You will receive an email letting you know if your application is incomplete and needs 

further documentation or information.  

 

Staff Review (aka: Plan Review) 

Once plan review is completed staff will communicate the results of the review.   

 

Revisions Needed 

A plan review letter requesting clarifications, plans corrections, or other details will be 

sent via email to you (the permit applicant) and others whose names are listed on the 

application (such as the general contractor or owner). 

 

Approved to Issued 

Once a permit is approved for issuance you will receive an email notification and can 

then make payment of the permit fees. Payment via the web portal requires a credit 

card.  You can also come into the office to pay by check, cash, or credit card.   

 

Issuance 

After the permit fees are paid via the web portal the permit will automatically issue. 

Once a permit is issued, you can access and/or print the permit if you wish.  You can also 

access other related documents, including approved documents, via the web portal. 

Approved plans must be available on the job site throughout the construction project, 

so it is important that the permit applicant access and print out the required documents 

for the job site.     

 

Inspections 

Once a permit is issued, you can request inspections and/or track the status (results) of 

inspections via the web portal. Inspections may also be requested by phone.      


