How to Apply for Plans or Permits in the Citizen Self Service (CSS) Portal
How Do I Apply for a Plan or Permit?
1.
2.

Follow the steps below to log in to CSS: In your web browser, navigate to Citizen Self
Service: https://egcss.pinellas-park.com/EnerGov_Prod/SelfService#/home
Click Login or Register

3.

Enter your Username and Password in the fields provided. If you do not have a
Username/Password already registered with CSS and EnerGov, click on “Register
Here” and follow the directions to register for an account.

4.

Click Log In. CSS validates your login and, if it is valid, opens CSS with the functions
you are authorized to access.

5.

You will arrive at your CSS home page Dashboard.

1. Click Apply

2. Choose from the available list of Permit and Plans you can apply for. Click the “All” button to
view all available options.

3. Click the Apply button on the type of plan/permit you are applying for. For example:

4. Fill out the prompts on the next series of screens to complete your request. First, click +Add
Location to enter the property address.

5. For permit submittals, you must choose to submit with an address and parcel number.
6. For plan submittals, you can choose to submit with either an address or parcel number.
7. Keep the location dropdown selected as “Property Location” and search for the address or
parcel.

8. Enter your address or parcel number in the search box (excluding the suffix) and click the
magnifying glass icon.

9. Scroll down to the address search results list and select the appropriate address, then click the
Add button.

10. The address should show as populated with the parcel number, on the next screen:

11. Click the Next button to continue.
12. Complete the Permit Details on the next page. As an example:

13. Click Next.
14. If additional information is needed for this permit/plan, fill out all required fields on the More
Info page.

15. A red asterisk (*) will appear for any required fields.
16. Click Next.

17. On the Attachments page, upload and attach any required documents. To upload attachments,
click “+” by the appropriate attachment card or drag and drop the file. (Please make note of the
allowed file types.)

18. Please upload all required attachments as shown in the attachment cards. Make sure the
appropriate file is uploaded into the correct named attachment. If no specific documents are
required, you still may upload any documents you feel will aid in the review/approval of your
application. Incorrect or incomplete documents will delay the permit request. Construction
drawings must be sealed by a Florida licensed design professional accept for exceptions per
Florida Statute.
19. Click Next.
20. On the Review and Submit page, you can review the details and fees for the type of plan/permit
you requesting. Scroll down to view the details. When you are ready to submit your request,
click Submit.
21. You will see a confirmation page with a message stating that your application was submitted
successfully: “Your permit application was submitted successfully…”
22. From this page, make note of your Permit/Plan number for your records.
23. To monitor the status and progress of your request, log back into your CSS dashboard.

24. Note: If you are not ready and want to come back to your plan/permit application later on, click
Save Draft. You can resume your application by logging into your CSS dashboard and resuming
your work.
25. Click Home to return to the main CSS home page.

