Enterprlse Permitting and
Llcensmg Citizen Access
Portal User Manual

The online component of EnerGov that allows citizens
to view basic information related to Permits, Plans,
Inspections, and Code Cases.
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Searching Without Logging Into CSS

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

Logging Into CSS
Top Menu Navigation Tabs
Dashboard

Home

Apply

My Work

Today’s Inspections
Map

Pay Invoices
Search

Calendar

Common Tasks

Applying for a Permit (using the Apply Tab -
Residential Construction example)

Paying Invoices/Fees

Requesting Inspections (Permits Initially Applied For
In Energov)

Requesting Inspections (Permits Initially Applied For
In Traklt and Converted)

Monitoring Inspection Status

Submitting a Revision or Resubmitting Documents
With Corrections




SEARCHING WITHOUT LOGGING INTO CSS

CSS provides a home page to allow users to access public information without being
logged into CSS. Users can still access the GIS Map, Global Search, User Registration,
Today's Inspections, and Global Notifications.

wae . vearch " "
Citizens may click on to access information:

Public Information

Search | Permit v| for Search Keywords and Addresses

All

Plan
Inspection
Code Case
Request
License

REGISTERING FOR CSS (FIRST TIME USE)

Before using EnerGov (for the first time only), you must register by creating an account.

After you have registered, you can log into the Citizen Access Portal (CAP) portal at any
time in the future.

From the home tab, click the Login or Register tile pictured here.

©

Login or Register

Login to an existing or create a new
account. You can also find help if you
forgot your login information.

SMAI WNS. BIG:

LL TOWNS. BIG PASSIONS.




Enter your email address.

Home Apply Map Paylmvoices  SearchQ  Calendar (@ 311

Registration

Step 1ol 4: Email Address

Please eheck your e-mail. The confirmemall link in the body of the &-mail must be clicked to move to the next step of the registration process.

IAfter clicking “Next,” an email will be sent to the email address entered. You must click
on the “Confirm” link in the email to move to the next step of the registration process.

Citizen Self Service New User Account Confirmation inbox x

TotalTyler@energov.com

B tome -

You are receiving this automated e-mail based on a user registration request that we received for the Citizen S
process is the correct e-mail address for your user account. Please click the link below to continue to the next

Confirm

LOGGING INTO CSS

Visit the Clay County EnerGov CSS Portal at the following link:
https://claycountyfl-energovpub.tylerhost.net/apps/SelfService#t/home

Enter your Username and Password in the fields provided. Home Aoply Map Paylmoices SearchQ  Caiendar @
If you do not have an Email Address/Password already

registered with CSS and EnerGoy, click on “Register Here” _—

and follow the directions to register for an account. N

Mark the Remember Me checkbox to have the system _—

remember your credentials.

Click Log In. CSS validates your login and, if it is valid, TR
opens CSS with the functions you Forgot your password? Reset i

Forgot your username? Email it

are authorized to access. D't have an account yet? Register Here
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TOP MENU NAVIGATION TABS

Across the top of the page, there are various tabs which you will use to navigate CSS.

DASHBOARD

Contains an overview of your current permits, plans, inspections, invoices, and licenses.

Dashbaard Home

Apply

My Permits
Attention Pending Active Draft Recent
99+ 99+ 99+ 0 i
9 2 42 s
7 20 23 n
+Wiew My Permits
My Plans
Attention Pending Active Draft Recent
4 6 0 0 1
3 & i
+ View My Plans
My Inspections My Invoices
Current
Requested Scheduled Closed 0 $ 0.00
Past D
32 9 "o $000
3 2 BLD B R = i
ota
— ; 8
» View My Inspections +Wiew My Irvalces
My Licenses
Expired Draft
492 0
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HOME

The starting point for many activities. Contains links to search public records, apply for a
permit, access your account information, pay invoices, use the GIS map feature, and

access the calendar.

Welcome to Self Service

©

Search Public Records

This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

Pay Invoice

Use this tool to pay for individual
invoices,

APPLY

o

Apply
This tool can be used to apply for a
permit. plan or license.

O

Map

Explore the map to see the activity
occurring in your neighborhood.

o

My Account

Click here to access your account
information.

e
1]

Calendar
Click here tofind out about certain
events like holidays and public
hearings.

Search and apply for any permit type, business license, or plan.

SearchQ, Calendar @ 311

Application Assistant

& A 2o My History 0 BTRand
LICENSES
» Show Categories
Building B (License)
Category Narme: Description:
Contractor Registration Use this application when applying for a Buikding B Contractor
Registration
Home-Based Business Tax (BTR)
Category Name; Description;
Business Tax Use this application when applying for a Home based Business Tax
License.
Residential Construction
Category Name: Deseription:
Building New Building Residential Construction Sirngle Famity Home Duplex

Residential Addition/Remesdel

B PERMITS B PLANS

Show My Templates



MY WORK

Search and access all of your invoices, permits, plans, inspection history, and licenses, or
request an inspection.
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TODAY'’S INSPECTIONS

View your inspections scheduled for the day. Search function allows you to search or
sort by case number, case type, inspection type, inspection status, address, primary
inspection, or inspection order.

Dashboard Home  Apply MyWork JEGNESINECSUEEIN Map  Paylnvoices Search@ — Calendar (@ 31

Today's Inspections " B
Exact Match
*Date  02/04/2022 ] Exclude Completed Sort  Case Mumber v
Estimated
Case Case Start Estimated
View Inspection MNumber Type Inspection Type Address Primary Inspector Time End Time Status Order
Na reconds to display.
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MAP

Access the GIS mapping system. Type in a specific address to obtain permitting history,
apply for a new permit for a particular parcel, and more.

Home  Apply  Today's Inspections JEEEH] tepart SearchQ,  Calendar (0

PAY INVOICES

Search for a specific invoice number.

Dashboard Home  Apply MyWork  Today'sInspections Map SearchQ, Calendar (0 311

Invoice Search

SEARCH

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

Dashboard Home  Apply MyWork Today's Inspections  Map  Pay Invoices [EEERSI®WN Calendar (@ 311

Public Information




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.

Dashboard Home  Apply  MyWork  Today'slnspections Map  Paylwoices  SearchC, SIEGEERo M 311

Calendar Events

February 2022

Filter By
28 Public Hearings
£ 8 Public Meetings
B Holidays Closed
-] |
Inspections Scheduled
Plans Expired
Permits Expired

6 7 0 s 9 10 11 12

W Licerses ed
Expir BLOTRZ1-000

M invoices Due

COMMON TASKS

APPLYING FOR A PERMIT (USING THE APPLY
TAB - RESIDENTIAL CONSTRUCTION
EXAMPLE)

Follow the process explained below to apply for a permit.

Before using EnerGov (for the first time only), you must register by creating an account.
After you have registered, you can log into Citizen Self-Service (CSS) portal at any time in
the future.

After logging into your account, click the “Apply” tab at the top menu.

Note: Alternatively, you can also begin the new permit application process
through the Home or Map tabs.

L) ..:
e & e r Citizen Self Service Good Afterncon,  Sheri L. Rhine - ®mo
..ll ]

BECLUEETENN Home Apply Vieww Map Report  Pay inwoices Search@ — Galendar (3 an

My Permits




Type in keywords “Residential” or “Construction” to search for the permit type and click
the search icon on the right.

Application Assistant

résidential constiuction n

CI iCk the IA\ppIy| button. K Apphy Py Ve Map Report FesEstimator Paybwoices  Sesrch@  Cadendar 6 am

_ 12 Trending o My History S BTRand A PERMITS H PLANS
UICENSES

3 Show Categories
Residential Construction
Casagary Hama Duscription
Ewilging M Building Fagigenmisl Conanrustion Single Family Home Duplex

Rasicernisl Aggiten Rarmesal

Click the 'Add Location' button.

Dashboard Hame Apply My Wiark Today's Inspections  Map Report Fee Extimator Pay Invoices Search Q) Calendar 0 311

Apply for Permit - Residential Construction "REQUIRED

Locations

Location

-+

Create Template Sawve Draft Mext




Enter the address or parcel number in the search box.

Note: If you enter a parcel number, you will insert the last three sections of the parcel
(i.e. 0OO0000-000-00).

Click the magnifying glass or Enter on your keyboard to start the search.

Add Address As Location

SEARCH

Select the box next to the correct site address so a blue checkmark is displayed,

and click to add the address to the permit: \

Add Address As  Location v # Back 1o Agplication

Select Al

AT Houston St
O Parest 01762100000 |
Cowretet: Cliry Counny Bl of County Comm

SMALLTOWNS. BIG PASSIONS,



Click the 'Next button to continue.

Dashbosrd Home  Apply  MyWork  Today's Inspections

Map Pay Inwvoices

Search Tl

Calerwiar (8 311

Apply for Permit - Residential Construction
Locations

LOCATIONS

Plzaze enter the site sgdress whers the work s being dons.

Type: Location
1410 MW 20TH AVE Parcel

Main AddressiE

Parcel Mumber

0444230 1037920050
Main Parcel @

Create Template

"REQUIRED

Lotisess

PR DATAILS

"RECANIRED

Thiz paerit 3 for Naw Conatroction ngle Family Homas, Bupbooi, Towrhouses, Model Homas, Serml-etached Fout, Betached Cangaal, Residertial Ramodels,
FRECSHE AGEITON B N COnFnamyon of SAgHs Famiy Homd ubing MEISEN Pant

Enter the Description, Square Feet and
Valuation, then click 'Next'

*Permit Trpe

" Desirigtion




If the contractor/applicant does not have the correct license type, they will get an error
message at this point.

There is no limit to the number of Contacts you can add. You must be a Contact to have
access to this permit.

Add any other required/optional contacts by selecting the identifier from the pull-down
menu in the blue tile, and clicking Add Contact.

When you have added all the required contacts for the permit, click 'Next'.

Apply for Permit - Clay County - Irrigation Permit ‘REQUIRED

Locations Type Contacts

CONTACTS

Contact Instructions can go here

Required certification(s) not found

4 3

Contact

Steve Schoeff (You) Steve Schoeff(You)

1600 Penn Av. 1600 Penn Av. +

Create Template Save Draft @
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Enter information into all the required fields i
(all fields in EnerGov with a red asterisk * next oot
to them are required fields). —_ v

Then click 'Next'. R 7
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To add the required attachment(s), first select the appropriate attachment description
from the pull-down menu on the blue tile(s). You can then either drag-and-drop the
appropriate attachment (pdf file) from your desktop into the blue tile or click the “Add
Attachment” link on the blue tile and manually select the file from the windows menu
that appears. Each tile will hold one document only.

o Note: Documents must be in pdf (portable document) format.

Dastboard Home Apply  MyWork Todoy'sinspections Mep  Paylewices  Sesrchl  Calendar (@ e |

Apply for Permit - Residential Construction “REQUIRED

Loeations: Ty Comtacts Mors: Info Attachmanis

Aftachments

Phazge provide the fallowinzreguired documents to be nevievesd 25 part of vour permit applicstion:

1 Site Flan

2 Machanicsl Papes

2. Plurmioing Pages

4 Elmcirics! Fages

5. Sructural Pages

& Truss Layout

7. Wirgioew DoonShutter Schedule ar FL Praduct Aoproval or MOMs

2 Energy Csloulstiors

9. Survey

10, Impereious Caloulations Workshest if in B-1 or BMLzone=

11. Hesith Department Receipt

12, Drsinzze

13, LEility Hald Harmisss Azresment

14, Recordad & Cartified Motios of Cormmanommisr (OO

15, Burrowiing Ol Gopher Tortose sfhdavit

14, Esgle Aficavit - if applicsble

17. Ovaner Builder Affidarit (if Applicsble]

18, Us= of Private Provider - if using 3 private provider firm for inspections

17, Sagezl Affdast

Dirace thee parmit has besn issusd the following documents can be uplosded ifnesded:

1 Elevztion Certificste Under Construction

2 Filingls) Repart

3. Compaciion Report

4, Elevation Certificate Finished

3. Final Drsinage Survey

& Privste Provider Compliance Report with the Inspaction Report Card once thework has baen completed snd sll inspactions dome. This il beused to close ot the
parmit

7. Extareion Regusct - if the parmit has expired priar to .2l inspactions baing completed submit this form tohove the parmit exdandsd so sl inspactions csn be complated,
£. Revision Letter - vouwill need to uplasd 3 letber siztingwhat is being revised sz well 35 5 complete sat of the required documents that have been changed dus ta the
revision

Eurrowing Owlzoph W

Add Artachment

.- JE -




If you choose the second method of attaching documents, navigate to the location of
the file on your computer, click the document, and click 'Open':

(i} Mame = Date modified Type Sae

[ Burrowing Owl Gopher Tortaise Affidawit_..  5/2/2017 1:31 Pl PDF Document
[ Design Pressures.pdf SYR/Z017 1:47 P PDF Document
Drainage.pdf POF Document
B Energy Cabeulstions.pdf PDF Document
B HvAC Data Sheetpdf PDF Document
B nOCpdf PDF Document
B Permit Application pdf PDF Document
B Pasrrit Calculator.pdf POF Docume
h Permit Documents.pdf PDF Decument
ﬂ plans.pdf PDF Document
Sheet 1.10.pde PDF Document

{ [B Sheet 1.20.pdf PDF Document
B sheet 2.10.pf PDF Document

| Sheet 4.10.pdé PDF Document

) B shest 7.20.pdf POF Document

ile name: |Bm\~iﬂg Owl Gepher Tortoise Affidavit.pdf i

Cancel
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You are now on Review and Submit. Please review the information entered carefully
prior to submitting. You can go back to any area and update the information prior to
submitting. Once you have reviewed the information click Submit to have the permit

created.
Leoazafanny Types Conlacts kiore infa Attachments Sgnafure Feewiew e Baabami
L Ladis
L ilinen SPHYVILLANUEYA DR, KE¥STONE HEIGHTES FL, 37455
Parcel Musmsber Ol aF-04a5-00
Bask info
Type Chary Doty - Reshdeniial Aooessory Snuchure - Barm
Dresoriptaca
Square Feel 150
Valuatisn 50000
Applied Date Loty Bl n
Contscts
Applicant Sleve Schaoelt
1l P v, ,
Extimated Fres

The Fodiosing is a fee estimate and totals are subsect 1o change. Additional Tees may apply

Carports. Soreen Porches, Barns 50,00

Floridla Skate Recoweny Fund 300

Florida State Surcharge $2.00
Tedal 35400

Mo ledio




The following is the Permit successfully created page.

Dashbaard

Home  Apply

MyWork Today'slrepections  Map

Pay Invoices

Search Q)

Calendar & 311

& Your application was successfully submitted!

You heree successfulby applied for 2 residential construction parmit. Flesse be advised that the pearmit will not be processad o
the nor-refundable depasit Fess Feyve baan paid,

Continua ta pamit

Fees

$229.91

Wiew Detai

You will be able to see your permit in the Pending tile of the Dashboard tab of your CSS

account.

PAYING
INVOICES/FEES

Select the 'Dashboard' tab from the
top menu.
In the My Invoices section, click “View
My Invoices.”

My Permits
Adtention Pending Active Recent Draft
2 1 2 0
1 1 ]
w My
My Plans
Attention Pending Active Recent Draft
0 0 0 0
o Wi My Plams
My Inspections My Invoices
Requested Scheduled Clased arten
1 $5400 o
Fast Due
0 0 0 e
Total
1 $54.00 [ seence J
= Whew My bwvaboes

CLAY



Click the blue Invoice Number that you would like to pay.

My Wark

R = Display Unpaid v for Alllnvoices

Amount Due

£50.00

T Due

QU22I2024

T Status T CaseNumber T

Daser RASD723-0386

Follow the screen prompts to pay the invoice.

REQUESTING INSPECTIONS (PERMITS
INITIALLY APPLIED FOR IN ENERGOV)

Click on the 'My Work' tab.

Select 'My Permits' and click on the
blue permit number for which you
would like to schedule an
inspection. The information and
workflow screen for that permit will
appear.

Note that many permits will display
a “Hold"” notice at the top of the
screen. In many cases, these
notices are informational only and
will not restrict permitting activity
such as scheduling an inspection
or paying fees/invoices. Examples
include notices stating that the
“Parcel is in a Flood Zone" or
“Parcel has a Burrowing Owl or
Gopher Tortoise present.”

Perimit Musnber: RASOT23-0386

Staten

Address

& Export to Excel

T

59 VILLANUEVA DR KEY... "

Subavtied - Owilne

QIIGP0TI

Usamppred,

50000

w
>

Showing 1 records.

Phigetn Fasmat

T Diste
Eaprire Dt

Finaliped Dhte:



Select 'lnspectionsl, A menu IVR Number: 27835 Applied Date:  07/14/2023 Issue Date:  07/14/2023
Wi I I a p pea r Wh i C h d isp I ays th e District: 4 Assigned To:  Unassigned, Expire Date:  07/14/2023
. . . Square Feet:  150.00 Valuation:  $500.00 Finalized Date:
inspections for the permit.

Description:

Summary  Locations

I n the ACtion CO|U m n1 Attagfinents  Contacts  SubRecords  More Info
inspections that Ca n be é:«'\s(ing Ilnzue:uolls | Request Inspections | Optional Inspections | Next Tab | Permit Details | Main Menu

xisting Inspections
requested next have a radio

Sort Description ~

View Inspection Description Status Request Date Scheduled Date

box next to them which can be Romentiio

selected. Request nspectons - o
Description [—
Footing/Prepour Inspection Residential No a
Ins pect ions that cannot be Concrete Slab Inspection Residential No a]
Fill Cell {concrete blocks) Residential Inspection Mo (m]
requ ested yet due Nailing (Wall) Residential Inspection No o
. . . . Roof Nailing Residential Inspection No [m]
to prerequisite inspections not - o o
. Framing (tie downs) Inspection No (]
being passed yet have a red WalFraming o o
comment declaring this i R - H
status. o

Request Inspection

Select the inspection(s) you would like to schedule and click 'Request Inspection'.

Click the calendar icon in the Requested Date field and select a desired inspection date.
Enter any additional information, comments, or gate codes in the box provided, and
click Submit.

A confirmation screen will appear:

. Case #RAS0723-0386

Inspection Type: Feoting/Prepour Inspection

Case Type: Clay County - Residential Accessary Structure - Barn

Address: 5989 VILLANUEVA DR KEYSTONE HEIGHTS, FL
32656

Requested Date 07/28/2023

Comments/Gate Code

Contact Name steve

Contact Phone (S04) 867-5309




Return to the work area of your choice by clicking one of the menu buttons at the top of
the screen.

MONITORING INSPECTION STATUS

Click on the 'My Work' tab.
Select 'My Permits' to view the information for the permit of your choice.

The information and workflow screen for that permit will appear. Permit notifications
such as failed inspections will appear as a blue link in the Attention Reason column.

Click on the “Failed Inspections” link to see more information:

Permit Details | Tab Elements | Main Menu

-
Type: Clay County - Status: Fees Due Project Mame:
Residential Accessory
Structure - Barn
IVR Number: 27835 Applied Date: 07/14/2023 Issue Date: 07/14/2023
District: 4 Assigned To: Unassigned, Expire Date: 04,/04/2024
Square Feet: 150,00 Waluation: £500.00 Finalized Date:
Description:
Summary Locations Fees Attachments Contacls Sub-Records Helds More info
Existing Inspections | Request Inspections | Optional Inspections | Next Tab | Permit Details | Main Menu
Existing Inspections Sort Description w
View Inspection Description Status Request Date Scheduled Date Inspector Action
IBLD-028930-2023 Footing/Prepour Inspection Re- 07/28/2023
Residential inspection
required
(with fee)
Results perpage 10 ~ 1-1of1l n
Request Inspections Sort Order y

Description Reinspection Action

CLAY
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SUBMITTING A REVISION OR RESUBMITTING
DOCUMENTS WITH CORRECTIONS

Click on the tab 'My Works'.
Select 'My Permits' to view the information for the permit of your choice.

The information and workflow screen for that permit will appear.

Note that many permits will display a “Hold” notice at the top of the screen. In many
cases, these notices are informational only and will not restrict permitting activity such as
scheduling an inspection or paying fees/invoices.

Permit Number: RAS0723-0384

o e

Parmit Details | Tab Elements M Ein Menu

Type:  Clay County - Status: Fees Due Project Mame:
Residential Accessory
Structure - Barn

IVR Number: 27835 Applicd Date; 077142023 Issue Date;  07/14/2023
Dristrict: 4 Assigned To: Unassigned, Expire Date:  04/04/2024
Square Feet: 150.00 Waluation; £500000 Finalired Date:
Drescription:
Surmmary Locations Foen Inspections [1) Antachments Contacts Sub-Records Holds Mo info

Attachments | Next Tab | Permit Details | Madn Menu

Attachments
Sort  Meeds Action

.E Additional Documentation Sel v

Architectural Drawings Ovmars Affidavit Site Plan
Add Attachment
PSL A2 w1.pdf 12200857 CO_v1.pdf 2444 Falling Star_v1.pdf
Version: 1 Version: 1 Version: 1
Status: Under Review Status: Under Review Status: Under Rieview

Examples include notices stating that the “Parcel is in a Flood Zone” or “Parcel has a
Burrowing Owl or Gopher Tortoise present.”




The 'Available Action' menu in the lower right of the screen will list several available
actions for the permit. Select the 'Attachments' button. Select “Revision Letter” from the
pull-down menu in the blue Add Attachment tile at the bottom of the screen. Drag and
drop the Revision Letter (in pdf format) to the blue tile, or click on the plus sign and
select the file from your computer.

Sub-Records Holds @ More Info

Inspections Attachments Contacts

Summary Locations Fees Reviews

Attachments | Next Tab | Permit Details | Main Menu

ftach Sort  Meeds Action
Burrowing Owl/Gapher Motice of Commencement Energy Calculations Impervious Calculations Site Plan
Tortoise Affidavit [NOC) ‘Worksheet

Burrowing Owl Gopher
Tortoise Affidavit_v1pdf
Uploaded: 02/03/2022

Motes: Burrowing

Motice of Commencement
Recorded & Certified_vLpdf
Uploaded: 02/03/2022

Motes: Notice of

Energy Calculations_v1.pdf

Uploaded: 02/03/2022

Motes: Energy Calculations

Impervious Calculations
Worksheet_v1.pdf
Uploaded: 02/0:3/2022

Motes: Impervious

Site Plan_v1.pdf

Uploaded: 02/03/2022

Mates: Site Plan

Owl/Gopher Tortoise Commencement (NOC) Calculations Worksheet
Affidavit
Structural Pages Survey Truss Layout Attachment Attachment
Structural Pages_v1.pdf Survey_v1.pdf Truss Layout_v1.pdf Permit Receipt.pdf Inspection Card - Cape

Uploaded: 02/03/2022

Motes: Structural Pages

Uploaded: 02/03/2022
MNotes: Survey

Uploaded: 02/03/2022

Motes: Truss Layout

Uploaded: 02/03/2022

Naotes: Permit Receipt

Coral.pdf
Uploaded: 02/03/2022

Nates: Permit Board to be

posted at job site.

Add Attachment

=

Repeat this process with any documents which will be part of the revision. Select the
appropriate file description from the pull-down menu in the blue Add Attachment tile,
drag and drop the Revision Letter (in pdf format) to the blue tile, or click on the plus sign
and select the file from your computer. Each tile holds one file (pdf).




