How to Search in the Citizen Self Service (CSS) Portal
How to Search for a Permit, Plan, Inspection, and Code Case
1.

In your web browser, navigate to Citizen Self Service: https://egcss.pinellaspark.com/EnerGov_Prod/SelfService#/home

a. Searching as an Unregistered User: As an unregistered user, you’ll still have the
ability to view limited information, even if you choose not to log into the CSS
portal. Click Search in the navigation menu bar at the top of your screen.

b. Searching as a Registered User: If you would like to log in as a registered user to
conduct your search, click Login or Register.

i. 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.

ii. Click Log In. CSS validates your login and, if it is valid, opens CSS with the
functions you are authorized to access.
iii. You will arrive at your CSS home page Dashboard.
iv. Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.

How to Search for a Permit
Select “Permit” from the drop-down menu in the Search field.
You can search by several criteria, such as Permit number, Parcel number, Project Name,
Permit Type, and Status. Enter your desired search criteria, then click the Search button.
You can also search by Address, and Applied/Issue Date, Expiration and Finalized Date:

As an example, if I wanted to search by Permit Number, I would enter my permit number in the
Permit Number field, and then click Search.

Scroll down the page to view the search results:

The permit I searched for is listed in the search results. To view more details about that permit,
click on the permit number to open a page with additional detail about that permit.
You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by Permit Type (Building – Residential Roof), and Status (Submitted Online) I would select
those criteria in the Permit Type and Status fields, then click Search.
For example, this search would return permits for Building - Residential Roof and a status of
Submitted – Online:

When you are done searching for permits, click Home on the top navigation menu to return to
the main CSS dashboard page.

How to Search for a Plan
Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.
Select “Plan” from the drop-down menu in the Search field.
You can search by several criteria, such as Plan number, Parcel number, Project Name, Plan
Type, and Status. Enter your desired search criteria, then click the Search button.

You can also search by Address, and Applied Date, Completion and Expiration Date:

As an example, if I wanted to search by Plan Number, I would enter my plan number in the Plan
Number field, and then click Search.

Scroll down on the page to view the search results.

The plan I searched for is listed in the search results. To view more details about that plan, click
on the plan number to open a page with additional detail about that permit.

You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by Plan Type (Conditional Approval), and Status (Submitted Online) I would select those
criteria in the Plan Type and Status fields, then click Search.

My search results would display all plans with a Plan Type of Conditional Use – Administrative
Approval with a Status of Submitted – Online.
When you are done searching for plans, click Home on the top navigation menu to return to the
main CSS dashboard page.

How to Search for an Inspection
Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.
Select “Inspection” from the drop-down menu in the Search field.
You can search by several criteria, such as Inspection number, Parcel number, Inspection Type,
and Status. Enter your desired search criteria, then click the Search button.

You can also search by Address, and Requested Date, and Scheduled Date:

As an example, if I wanted to search by Inspection Number, I would enter my inspection
number in the Inspection Number field, and then click Search.

Scroll down the page to view your search results. The inspection I searched for is listed in the
search results.

To view more details about that inspection, click on the inspection number to open a page with
additional detail about that inspection.
You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by Inspection Type (BTR Building Inspection), and Status (Passed – NONE Statuses) I would
select those criteria in the Inspection Type and Status fields, then click Search.

My search results would display all plans with an Inspection Type of BTR Building Inspection
with a Status of Passed – NONE Statuses.
When you are done searching for inspections, click Home on the top navigation menu to return
to the main CSS dashboard page.

How to Search for a Code Case
Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.
Select “Code Case” from the drop-down menu in the Search field.
You can search by several criteria, such as Code Case Number, Code Case Type, Project Name,
and Status.

You can also search by Address, Parcel Number, Opened Date, and Closed Date:

Enter your desired search criteria, then click the Search button.
As an example, if I wanted to search by Code Case Number, I would enter my code case
number in the Code Case Number field, and then click Search.

Scroll down the page to view your search results. The code case number I searched for is listed
in the search results.

To view more details about that code case, click on the code case number to open a page with
additional detail about that code case.
You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by Code Case Type (Code Violation), and Status (Closed - Resolved) I would select those
criteria in the Code Case Type and Status fields, then click Search.

My search results would display all plans with a Code Case Type of Code Violation with a Status
of Closed - Resolved.

When you are done searching for code cases, click Home on the top navigation menu to return
to the main CSS dashboard page.

How to Search for a Request
Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.
Select “Request” from the drop-down menu in the Search field.
You can search by several criteria, such as Request Number, Project Type, Address, Parcel
Number, Status, Date Entered, Deadline Date, and Completion Date.

Enter your desired search criteria, then click the Search button.

As an example, if I wanted to search by Request Number, I would enter my request number in
the Request Number field, and then click Search.

Scroll down the page to view your search results. The code case number I searched for is listed
in the search results.

To view more details about that request, click on the request number to open a page with
additional detail about that request.
You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by Status (Submitted) and Date Entered 1/16/2020, I would select those criteria in the Status
fields and select the date in the Date Entered field, then click Search.

My search results would display all requests with a Status of Submitted with a Date Entered of
01/16/2020.

When you are done searching for requests, click Home on the top navigation menu to return to
the main CSS dashboard page.

How to Search for a License
Click Search in the navigation menu bar at the top of your screen.

You will arrive on the search screen:

In the Search field, click the down-arrow to show the drop-down menu of choices: All, Permit,
Plan, Inspection, Code Case, Request, and License.
Select “License” from the drop-down menu in the Search field.
You can search by several criteria, such as License Number, DBA, License Type, License Status,
Applied Date, Period Start Date, Expiration Date, Company Name, Company Type, Industry
Classification, Business Status, Opened Date, Closed Date, Last Audit Date, Address, and
Parcel Number.

Enter your desired search criteria, then click the Search button.
As an example, if I wanted to search by License Number, I would enter my license number in
the License Number field, and then click Search.

Scroll down the page to view your search results. The license number I searched for is listed in
the search results.

To view more details about that license, click on the license number to open a page with
additional detail about that license.
You can enter multiple search criteria to conduct a search. For example, if I wanted to search
by License Type (Landscape/Agriculture – Commercial) and License Status (In Review), I would
select Landscape/Agriculture – Commercial in the License Type field, and select In Review in
the License Status field, then click Search.

My search results would display all requests with a License Status of In Review and a License
Type of Landscape/Agriculture – Commercial

When you are done searching for licenses, click Home on the top navigation menu to return to
the main CSS dashboard page.

