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Contents 

o Searching Without Logging into CSS 

 

o Registering with CSS (required only the first time you use the system) 

 

o Logging into CSS 

 

o Top menu navigation tabs: 

▪ Dashboard 

▪ Home 

▪ Apply 

▪ My Work 

▪ Today’s Inspections 

▪ Map 

▪ Report 

▪ Fee Estimate 

▪ Pay Invoices 

▪ Search 

▪ Calendar 

 

o Common Tasks 

▪ Applying for a Permit   (apply) 

▪ Paying Invoices/Fees   (Pay your invoice) 
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Searching Without Logging into CSS 

CSS provides a home page Search option to allow users to access public information without 

logging in. Users can access the GIS map, Global Search, User Registration, and Today’s 

Inspections. 

 

 

Registering with CSS to CREATE AN ACCOUNT 

This step is only required the first time you use the system. 

Before using EnerGov (first time only) you must register by creating an account. After you have 

registered, you can log into the Citizen Self Service Portal (CSS) at any time in the future. 

From the home screen, click on the Login or Register tile. After creating an account, an email will be 

sent to the email address entered.  
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Logging into CSS 

Visit the portal link:  

Enter your username and password in the fields provided.  

Mark the “Remember Me” box if you’d like the system to remember your credentials. 
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Top Menu Navigation Tabs 

DASHBOARD 

The Dashboard contains an overview of any current permits, plans, inspections, and invoices. 
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HOME 

The home screen is the starting point in the CSS system. It contains links to search for public 

records, apply for a permit, access account information, pay invoices, use the GIS map feature, and 

access the calendar. 
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APPLY 

Search and apply for permit types and plans. Start typing the permit type in the ‘Application 

Assistant’ field i.e. Build… or Plumb…it will populate all permits with that type associated for you 

to select from. 

 

 

 

 

CREATE & complete each page until you have continued to your permit 

submission and the number has been assigned. 
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MY WORK 

Search and access all of your invoices, permits, plans, inspection history, licenses, or request an 

inspection. 
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TODAY’S INSPECTIONS 

View inspections scheduled for the day. The search function allows you to search or sort by case 

number, case type, inspection type, inspection status, address, primary inspection, or inspection 

order. 
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MAP 

Access the GIS mapping system. Type in a specific address in the search bar to obtain permitting 

history, apply for a new permit for a particular parcel, and more within this screen. 

When entering the address, DO NOT USE:  St, Rd, Dr, Ave etc. 

Enter the project address below.  Click the "+" sign to search for the site address.  Enter 

the address number and street name only.  

Helpful Tips:  

If your search results did not include the property entered, check for typos in the address or 

misspellings of the street name, remember not to use St, Rd, Dr, Ave, etc. (Example: enter 

37 Green, not 37 Green St). 

Also, use N for North, S for South, W for West, E for East. 

 

 

 

 

 

 

 



11 
 

REPORT 

Access and view reports through this tab.  Function isn’t setup for customers. 

 

FEE ESTIMATOR 

Estimate fees for permits or plans. 

 

The drop-down menu on the permits screen provides a list of options.  

 

The next screen asks for additional information related to the permit. The next screen provides an 

estimated cost for the permit using the parameters entered into the fields.  

The “Estimate Plan Fees” pages provide a similar process. 
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PAY INVOICES 

Search for an invoice using the entire invoice number, including any prefixes or suffixes.  

 

 

 

SEARCH 

Search for public information by permit number, plan number, inspection, code case, request, or 

license.  
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CALENDAR 

View upcoming events by month, week, or day. Filter results by public hearings and meetings, City 

holidays, inspections scheduled, plans expired, permits expired, licenses expired, and invoices due. 

 

 

 


