
iMS User Guide – City (CIT) Plats 

 

1. Log in with your User Email and Password.  If you are a new user, click the link 

“Register as a New User” to get started. 

 

If you are a new user, after registering, you will receive an email to confirm 

registration.  Please log in to your email to confirm registration.  If you do not see the 

confirmation email, please check your junk email filter.  If you still do not see the 

confirmation email, contact Kootenai County Community Development at (208) 

446-1070 for assistance. 

 

2. After a successful Log In, you will be brought to the home page.  Under the “Planning 

Projects” tile, please click “Apply for Project”. 

 

 

 

 



 

 

 

3. Select “Subdivision & Plats”. 

 

 

4. Select “City Plats”. 

 



5. Enter the Parcel Number, AIN, or street address of the respective plat.  After 

selecting the correct locations, click “Next”. 

 

 

6. Please be aware that the following information will be required to proceed.  If you 

have the applicable information, please click “I Accept”. 

 

 

7. Insert Project Information such as Title and Description, then click “Next”. 

 

 

 

 



8. Insert the number of lots/condo units and tracts, then click “Next”. 

 

 

9. Insert Contact Information, then click “Next”. 

 



10. Upload Requested Files, then after all requested files have been uploaded click 

“Next”. 

 

 

11. Acknowledgement.  If you wish to proceed, please click “I Accept”. 

 

 

12. Application Summary.  Please review the application to ensure that it is correct.  

Click “Submit” to proceed. 

 

13. Application Confirmation.  This page confirms that the Application has been created 

and is now under review. 

 

 

14. Once the Application has been initially reviewed by staA, you will receive an email 

from iMS regarding fees due.  Please log in to iMS (https://ims.kcgov.us/ims) to pay 



applicable fees.  Please be aware that The County Surveyor will not begin review 

until fees have been paid. 


