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APPLY FOR A PERMIT 

You must be a registered user in order to apply for a permit with the Water Resources Commissioner’s 
(WRC) office.   

1. From the CSS home page, click Apply for a Permit. 
2. Click on the Permits tab to view a list of permits available to be applied for online. 

 
3. Find the permit type that you would like to apply for and click the Apply button. 
4. Log in to Citizen Self-Service, if needed. 
5. Your permit application has now begun, at any time during the application process you can save 

your progress by clicking Save Draft. 

ADD LOCATION BY SITE ADDRESS: 

a. Click Add Location 
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b. Enter the address you would like to add and click the magnifying glass next to the right 

of the search bar. 
 NOTE:  If you are trying to search an address that is a vacant lot, please skip to Step 9. 

c. Click Add on the appropriate address from the list of search results. 

 
d. Click Next 

a 
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ADD LOCATION BY PARCEL IDENTIFICATION NUMBER (PIN): 

a. Click Add Location 
b. Click on the Parcel tab. 
c. Enter the parcel identification number (PIN) without dashes (ex. 2527130006) and click 

the magnifying glass next to the right of the search bar. 
d. Click the check box under Action and then click Search Associated Addresses 
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e. Click Add Selected 

 
 

6. If you have more addresses or parcels to add, you can do so by selecting the appropriate type 
from the Location drop-down menu and repeating the steps above for site address or parcel.  
Otherwise, click Next. 

 

b 

c 
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7. Verify that Permit Type that you are applying for is correct and type the project name in 
Description. 

8. Click Next. 

 
 
 

SEARCH AND ADD EXISTING CONTACT(S) 

a. Click Add Contact to add additional contacts on the permit 
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b. Enter the contact name, email address or company name, then click the magnifying glass to the 
right of the search box. 

c. Click on the star to the left of the contact to add them to your Favorites list if you work with this 
contact on multiple permits that you may apply for in the future. 

d. Locate your desired contact and click Add. 

 
e. If additional contacts are needed, you may add them by repeating the steps above.  Otherwise, 

click Next. 

 

b 
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ADD NEW CONTACT(S) 

a. Click Add Contact to add additional contacts on the permit. 

   

b. Click the Enter Manually tab. 
c. Select type of contact from the Add Contact As drop-down. 
d. Enter the required (*) information for new contact. 
e. Click Submit 
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f. If additional contacts are needed, you may add them by repeating the steps above.  Otherwise, 
click Next. 

 

REVIEW APPLICATION REQUIREMENTS 

a. Please review all information and requirements related to the permit that you are applying for, 
as well as entering information in the required (*) fields along with any other information. 

b. After carefully reviewing all information and requirements, click Next. 

 

SEQUENCE-OF-CONSTRUCTION CHART (RESIDENTIAL SOIL EROSION PERMIT ONLY) 

a. Click pencil on the line. 
b. Select Item A. Soil Erosion Control Measures from Sequence of Construction Item dropdown list. 
c. Select Month from dropdown list in which this item will be completed. 
d. Select Week of the Month from the dropdown list in which this item will be completed. 
e. Click Save. 
f. Repeat steps a-e for the remaining items B-F from the Sequence of Construction Item dropdown 

list.  (**See below for an example of a Sequence of Construction Chart that is filled out correct.) 
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**Example of a Sequence of Construction Chart filled out correctly 

 

ADDING ATTACHMENTS 

a. Review attachment requirements before uploading any attachments. 
b. Select the appropriate attachment type from the drop-down. 
c. Click Add Attachment. 
d. Navigate to the file that you would like to attach, select it. 
e. Click Open. 
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f. Repeat steps b – e for any additional attachments you want to upload.  Otherwise, click Next. 
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SUBMITTING YOUR APPLICATION 

a. On the final page, please ensure that you have reviewed that all the information is correct. 
b. Click Submit at the bottom to submit your application for review. 
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c. Congratulations, you have successfully submitted your application and should receive a 

confirmation message. 

 

 

b 
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