
Instructions for Customer Self Service (CSS) 

Online Permit Applications 

https://selfservice.simivalley.org/EnerGovProd/SelfService 

Register at the website above to start the process and to be able to apply for permits within the system. 

 Once registered, click on “Apply” from the home screen as seen below.

• From the screen you are brought to, select the permit option and you can scroll to find the permit type you are

looking for or you can search by entering key words into the search bar that appears on the screen.  Make sure to

select the correct permit option, since it cannot be altered once you submit your application and you will have to

resubmit if it is incorrect.  If you have questions or are uncertain as to what permit type you should select, call

805-583-6723 for help.

• If you are looking for a residential remodel permit, make sure the permit says only remodel.  If you are looking for a

Non-Residential (commercial or industrial) Tenant improvement permit only, make sure it only includes the tenant

improvement and not addition as well.  For Solar permits, make sure you submit under Residential or Commercial

Solar permits and NOT electrical, electrical permits are only for battery backups and panel upgrades, not the

solar installation.



 Once you find the permit option you are looking for click the “Apply” button.

 You will be asked to add the address of the project you are applying for, click the plus sign and make sure to Search

for the address. Once you locate the address click on “Add”.  It will take you back to the original screen, check your

selection and then click “Next” if everything looks ok.



• Next you will be asked to fill out basic information based on the permit type that you have chosen.  All required 
fields are identified with a red asterisk located next to the field in question.  Make sure to be as descriptive as 
possible when entering the description so that staff can double check your information with what is received in 

office. 

 You will then be asked to enter in all contacts for the project.  You will automatically be designated as the applicant

since you are the one applying for the project.  Make sure you add all applicable contacts at this time, including, but

not limited to, any and all applicants, property owner, contractor, engineer, etc.  You will see the following screen:



• Select “Add Contact” to add the other personnel that are associated with the project. The following screen will

appear. First you need to change the contact type here by using the drop-down menu and choosing the correct

option.  Then you need to search for the contact by entering the name of the company or the person you are

wanting to add.  If you do not find the correct one, which has a first name in the first name field and a last name in

the last name field or the company name in the company field, then add the contact manually so it is in the

system correctly.



• Once you have added all contacts, select "Next" to move on.  You will then need to fill out the More Info page, again 
filling out all required fields and any additional information that is relevant and needed for the project.  When that is 
completed, click on "Next" to continue through the application process. 

**Make sure that when filling out the information on the “BLD – SqFeet, Bld Occ, Constr Type Details” table for 

building permits that you fill out a row for each occupancy group that is contained in the building you are 

constructing.  If you are doing an ADU, make sure to select “New Building” under Type of Project, “Accessory 

Dwelling Unit” under the Building Occupancy column, and “V-B” under Construction Type if the ADU is detached.  

If it is a new addition to the home make sure to select “Addition” under Type of Project, again “Accessory Dwelling 

Unit” under Building Occupancy, and “V-B” under Construction Type.  If you are doing a garage conversion for your 

ADU, select “Garage Conversion” under Type of Project, “Accessory Dwelling Unit” under the Building Occupancy 

column, and either “Conventional” or “Special” under Construction Type.  For all other permit types make sure to 

fill in the information that is specific to your project.  Construction Type V-B is for standard wood frame 

construction. 

This is an example of a New Building, Addition, or Alteration 

permit details – Not all “More Info” will look like this 



• Once the More Info is complete you will then be asked to upload any and all attachments that you need for this 
project.  This includes all plans, calculations, site plans, Title 24, agency approval documents, etc.  The items you 
upload will vary depending on the type of permit you are applying for.  In order to upload your documents, first you 
MUST identify what type of document you are uploading by choosing from the drop-down menu before you click 

on the plus sign to add the document.  Make sure you add ALL documents at this time to the application BEFORE 

you move on by clicking "Next".  For initial submittals do not select the document type of “Final Approved Plans”. 

**When uploading files make sure that they have the file name in the form of: 

Street Name_Street Number_File Type (File type is one of the following: Architectural/Structural Combo Plans, 

Structural Calculations, Electrical Plan, Mechanical Plan, Plumbing Plan, MEP Combo Plans, Soils Report, Title 24, 
Energy Calculations, Construction or Owner Declaration, Agency Clearance Paperwork, or Misc Docs.)** 



• The final two steps are to sign the acknowledgement statement, make sure to read it carefully prior to signing, and 
then to review your application.  Make sure prior to clicking “Submit” on your application that all documents are 
uploaded that are needed for plan check, and for any other purposes, and that the permit type you selected is 
correct because once you click submit you will no longer be able to change any part of your application. 




