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Apply for a Plan 
1. Select apply at the top of the CSS Portal 

 

2. Select Plans near the top of the screen 

 

3. Select the type of plan you are applying for and click Apply: 
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4. Add the location of the permit.  
a. First click add location. 
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b. Enter the address in the box below: 

 
c. Next check the correct address box and select add. Once add is selected the screen in 

step 5 will appear. 
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5. The click next on the screen below: 
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6. Enter the requested information and then select next. 

 

7. Add the contacts that should receive notifications regarding the permit and select next.  
Also, include any and all contractors associated with the application.
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8. Enter the project related information and then select next. 
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9. Upload the plan review documents, applications, and any other associated documents 
by clicking on the plus within the blue rectangle for each document.  Once all 
documents are uploaded, select next. 
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10. Sign the application 
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11. A summary of the submission will appear as shown below.  Ensure all details are correct.  
If they are correct, select Submit.  If the information needs correcting, select back to 
make corrections as necessary. 
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12. After the permit has been submitted.  You will see a confirmation screen and can return 
to your dashboard to track the status of your permit. 

 

 

13. Monitor your email and CSS portal for further information regarding your submittal.  

 

 

 


