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MyGov Collaborator User Guide 

 

Sign up as a Collaborator! 

The first step in creating a permit request in MyGov is to create a Collaborator account. This will allow you to 
register as a contractor, submit permit applications and schedule inspections.  

*Before starting, we encourage you to download and install the Google Chrome web browser. While MyGov 
will work with other browsers, we have found that Google Chrome works best.  

Step 1. Go to https://public.mygov.us/tx_dickinson. Once at the City of Dickinson’s MyGov page, select Create 
Account. It will take you to a sign-up form.  

Step 2. On the next page you will fill out the required information to login. Click the green Validate Email. This 
information must match the person who holds the license. 

  
NOTE: It is recommended that you write your information down in a secure location.  

https://public.mygov.us/tx_dickinson
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Step 3. MyGov will send you a validation email. Once you receive the email click the blue Validate Email 
Address.  

  

 

 

 

 

 

 

 

 

 

 

Step 4. You will be taken to another screen where you will finish signing up by inputting your contact 
information. Click the green Save Contact. You now have a Collaborator account with the City of Dickinson. 
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NOTE: Registering as a Collaborator does not mean you are a registered contractor. Go to page 5 for 
Contractor Registration. 
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Adding the City of Dickinson as an Additional Agency 

This section shows the steps for how to add the City of Dickinson to your account if you already have an 
account with another city. 

 

Step 1. Once you log into your account, stay on the dashboard and click the green Request Access button to 
continue. 

 

 

Step 2. Click through the list of other cities until you find City of Dickinson. Click the gearwheel to the right of 
the screen to Send Request. Click the green Yes, Send This button and you will get immediate access to the 
City of Dickinson’s MyGov page. 

 

Note: Your credentials (contractor registration) for one city does NOT transfer to another city. You will need 
to apply for a new credential with the City of Dickinson on the next page. 
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Registering as a Contractor 

This section shows the steps on how to register to be a Contractor, Residential Homeowner, Commercial 
Building Owner Tenant/Owner, etc. with the City of Dickinson.  

 

Step 1. Once you sign up as a collaborator you will come to a page, pictured below, stating “Access Approved”. 
Click the green Get Started button to continue. 

 

Step 2. You will now be on the Dashboard page, pictured below. To begin the registration process, click on the 
green Make New Request button to start a new application. 

 

Step 3. New Request page appears. To register as a contractor, select Contractor Registration.  
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Step 4. Once you click on Contractor Registration a list of applications will appear below. Select the credential 
type you wish to request. The application will require you to input and upload your license(s) and Liability 
Insurance. Note: The City of Dickinson requires all contractors to provide a Photo ID, State License (if 
applicable), and Liability Insurance listing City of Dickinson as the Certificate Holder.  

Note: General liability insurance should be in the following minimum amounts: Three hundred 
thousand dollars ($300,000.00) per occurrence, six hundred thousand dollars ($600,000.00) aggregate 
combined for property damage and bodily injury, and three hundred thousand dollars ($300,000.00) 
aggregate for products and completed operations. 

 

When the application is complete, be sure to Accept All Terms and click on the green Request Credential 
button when the application is complete. 

 

Note: Please ensure that the Liability Insurance has a handwritten signature from an authorized 
representative of the Producer and the Certificate Holder is City of Dickinson 4403 Highway 3, Dickinson, TX 
77539. 
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Step 5. Once you submit your request, a Community Development Tech will review your application and either 
approve or request additional information. After your application is approved you may be required to pay a 
registration fee before a Community Development Tech will issue the registration. You can pay via MyGov or 
pay in-person at the permit counter. Once the payment is received the Community Development Techs will 
issue a registration certificate for your records. (Example pictures below) As a registered contractor you can 
apply for permits. 
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Applying for a Permit 

This section shows the steps on how to apply for a permit.   

 

 Step 1. Once you sign into your collaborator account, you will come to a page pictured below stating “Access 
Approved”. On that page, click on the green Get Started button to continue. 

 

Step 2. You will now be on the Dashboard page, pictured below. To start your request for a permit, click on the 
green Make New Request button to start a new application. 

 

Step 3. New Request page appears. To request a permit, select Construction Permits & Inspections. 
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Step 4. Once you click on Construction Permits & Inspections, a list of permit applications will appear (pictured 
below). Find and select the permit you are applying for. 

Step 5. The permit application will require you to input the project information and upload your permit 
documents (if applicable). When the application is complete, be sure to Accept All Terms and click on the 
green Request Project button.  

 

Note: Be sure to add your contractors to the permit application and submit the subcontractor validation form. 
All subcontractors must have their own MyGov account and be registered with the City of Dickinson. We will 
verify contractor registration before a permit is issued. 
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Step 6. Once you submit your request, a Community Development Tech will review the permit application and 
either approve it or request additional information. Once your permit application is approved, you will be 
required to pay the permit fees before the Community Development Tech can issue the permit. You can pay via 
MyGov or pay in-person at the permit counter. After the payment is received, the Community Development 
Tech will issue the permit (example picture below).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: All inspections must be scheduled in MyGov at least a day in advance. Page 14 will show how to 
schedule inspections.  
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Applying for a License (Alarm Permit, Alcohol Permit, Peddler Permit, etc.) 

This section shows the steps on how to apply for a Business License (Alarm Permit, Alcohol Permit, Peddler 
Permit and other types of applications).   

 

 Step 1. Once you sign into your collaborator account, you will come to a page pictured below stating “Access 
Approved”. On that page, click on the green Get Started button to continue. 

 

Step 2. You will now be on the Dashboard page, pictured below. To start your request for a business license, 
click on the green Make New Request button to start a new application. 

 

Step 3. New Request page appears. Select Applications, Operational Permits & Inspections.  
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Step 4. Once you click on Applications, Operational Permits & Inspections, a list of applications will appear 
(pictured below). Find and select the license you are applying for. 

Step 5. The application will require you to input information and upload documents (if applicable). When the 
application is complete, be sure to Accept All Terms and click on the green Request License button.  
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Step 6. Once you submit your request, a Community Development Tech will review the application and either 
approve it or request additional information. Once your application is approved, you will be required to pay 
the fees before the Community Development Tech can issue the license. You can pay via MyGov or pay in-
person at the permit counter. After the payments are received, the Community Development Tech will issue 
the license (example picture below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Depending on the license type, it will either expire on December 31 of the year it was issued or expire a 
year after the issue date. Check when it will expire and submit your renewal application in MyGov within 30 
days of when it expires.   
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Scheduling an Inspection in MyGov 

This section shows the steps on how to schedule an inspection in MyGov.  

 

Step 1. Once you sign into your collaborator account, you will come to a page pictured below stating “Access 
Approved”. On that page, click on the green Get Started button to continue. 

 

Step 2. You will now be on the Dashboard page, pictured below. Click on Active under the My Permits section, 
then click the permit number link, or you can select the Permits section on the left-hand menu. 
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Step 3. Stay on the Overview Tab and scroll down past all of the other project steps. Click on the yellow 
Request button on the right hand side of that inspection step. 

 

Step 4. The inspection will automatically select the next available day. You can change the date, preference for 
AM or PM, and add a note to the inspector if you want. 

Note: Inspection time is not a guarantee. As long as the inspection is scheduled, the inspector will come to the 
project’s location on that day between 8am-5:30pm Mon-Thurs and 8am-11:30am on Fri. 
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Step 5. If the inspection now shows “Scheduled” on the right hand side of that inspection step, you have 
successfully scheduled the inspection. 

Note: you will have 15 minutes after scheduling the inspection to cancel it. If you exceed the time limit, you 
will need to email permits@dickinsontexas.gov to cancel the inspection. 

 

 

You can also schedule from the Inspections Tab under Permits in the left-hand menu. 

  

mailto:permits@dickinsontexas.gov
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Adding a Comment in MyGov 

This section shows the steps on how to add a comment and/or upload a file for your application after it has 
been submitted. If additional information or documentation is requested, you will need to comment a 
response with that information in MyGov. 

 

 Step 1. Once you sign into your collaborator account, you will come to a page pictured below stating “Access 
Approved”. On that page, click on the green Get Started button to continue. 

 

Step 2. You will now be on the Dashboard page, pictured below. Click on In Progress under the My 
Applications section, then click the permit number link, or you can select the Permits section in the left-hand 
menu. 
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You can also click on one of the numbers in the My Correction Items section and click the green comments 
button to respond.  

 

Step 3. If you click on the permit number link, you can either click on the green/red numbers next to a review 
step or the Correction Items tab. Another option is to click the Comments tab on the right hand side of the 
screen. 

 

 

 



 

  
 19 

 

Step 4. Click the green Add Comment button, then click in the textbox that says “Add your comment here”. You 
can then type in your response and upload a file along with your comment.  

 

Step 5. You will need to select who 
to notify before you can submit your 
comment. Select the name of the 
person that left you a comment to 
notify them directly. Click the green 
Comment button to submit your 
comment.  


