
How To add a GC and/or MEP’s after the Application has been Created  

 

1. Log on to the Round Rock Permit Portal at 
(https://permits.roundrocktexas.gov/portal)  
 

2. Go to the dashboard and ensure the “My Applications” tab is highlighted 
in blue.  

 

 

3. To open your application, locate it in the table under the "My 
Applications" tab and click on the magnifying glass icon under the 
"Actions" box. *If you don't see the "Actions" box, look for a blue circle 
with a plus sign next to the permit number and click on it to find the 
magnifying glass*. 

 

 

 

4. Scroll down to the Contractor section on the application. Click on the 
Blue Add Contractor(s) button to get a list of registered contractors 
with the City of Round Rock.  

 

 
 
 
 
 
 
 

https://permits.roundrocktexas.gov/portal


5. On the search box, type the name of the GC and/or sub-contractor / 
company working with you on this project  
 
 

 

 

 

 

 

 

 

6. Once the company name populates, you click on it to highlight it. Click 
Add at the bottom of the screen to add the contractor chosen.  

 

 
7. Once added, repeat the process to add additional contractors, if 

applicable.  


