City of Petaluma Permit & Planning Customer Portal Directions

To register for a new account in the new Customer Portal click on the following link:
https://petalumaca-energovweb.tylerhost.net/apps/SelfService##/home

e C(Click “Login or Register”
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Please note that the City is currently working to fix issues with submitting Plans and Permits through the CSS portal.
If you receive a waming that states “Unable to login —missing cookie value” please make sure to accept cookies for this web portal (see Accepting Cookies User Guide). If the issue persists, please log out of your account, close your web browser, and log back in. You may
also try using Intemet Explorer as some users have noted resolution of the error when using this web browser. If these solutions to do solve the issue, please send an email detailing the issue, including any screenshots or wamings you received to EnerGov CSS
at EGCSS@cityofpetaluma.org. We appreciate your patience and understanding as we work to improve the City’s permitting process.
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Use this tool to pay for individual Explore the map to see the activity Click here to find out about certain Please feel free to contact us with
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e Click on Sign Up link at the bottom of the current page.
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e  Fill out the email, password and the First and Last Name click on Sign Up
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e You will then receive an email that will require you to verify your email, before you can fully register. If you do
not receive this email after 10 minutes please check your junk/spam mailbox.
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e Once you verify your email, click back on the following link: https://petalumaca-
energovweb.tylerhost.net/apps/SelfService#/home sign in with the email and password you just created and

finish the registration.
e Once signed in, Click on the box marked “APPLY”
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Please note that the City is currently working to fix issues with submitting Plans and Permits through the CSS portal.
If you receive a waming that states “Unable to login —missing cookie value” please make sure to accept cookies for this web portal (see Accepling Cookies User Guide). If the issue persists, please log out of your account, close your web browser, and log back in. You may
also try using Intemet Explorer as some users have noted resolution of the error when using this web browser. If these solutions to do solve the issue, please send an email detailing the issue, including any screenshots or warnings you received to EnerGov
‘petaluma.org. We appreciate your patience and understanding as we work to improve the City's permitting process.
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Once you click apply you can either browse through the different permit types or you can start to type “Residential

or Commercial” and permit types will start to come up, click on the apply button next to the permit type you need.
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Search for your project location by clicking on the “+” sign in the big blue box.
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Type the address into the search box and click on the magnifying glass — search for the address number and first
letter of the street name, i.e. search for 11 E to find 11 English St, 21 4 for 21 4" St, a drop down menu will
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e Once you find the address you want check the small box next to the address.
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e Then click “Apply”
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e Once the location is complete:

e Click “Next” in the lower right corner.
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e Complete the permit details — a good description of work. If there is no added square footage, please enter
“0” in this box. The “Valuation” is the estimated cost of the job — Labor + Materials.

e Click “Next” in the lower right corner.
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e On the next screen, add contacts to the permit. You can add as many as you like, just keep clicking on the
“+” sign in the middle of the blue box.

e Click “Next” in the lower right corner.
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Please input the project applicant, architect, contractor, engineer or owner.
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PO Box 7083, Petaluma, CA, PO Box 7083, Petaluma, CA... +
94955

Create Template Save Draft Next
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e The next screen is additional information, fill in as much as you can. The permit type will determine what
questions you need to answer. Please note: there will be some required fields in this section.

e Click “Next” in the lower right corner.
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e The next screen will ask you for plans and supporting documents. The permit type determines what is
required to be submitted. All documents must be in PDF format. Please Note: There are certain permits
that do not require plans.

e Click “Next” in the lower right corner.

o Tyler Hub - My EnerGov Home X | s Review Coordinator X | @ Planning Map - City of Petaluma X Apply for Permit x  + v - X
C & petal fapps/selfservice#/p pply/129/0/0 e % » 0@ :
H Apps @ Shefilelogin G Google [ Ciyofpetsluma [ Buiding Departme.. @ Petaluma GIS Potal S Employee Inranet—.. @ ProudCity b Chient Support| .. [ Offce Supplie: 8 Amsion Business @ MyRicohcom - Ho. e-Admin [ Home -Dropbox [] Radio  »
PE7T
N

CC . -
& g Jennifer Williams~ W0
O £

Dashboard ~ Home UserGuidesv Applyv MyWork Today'sinspections Map FeeEstimator Paylnvoices SearchQ  Calendar (@

Apply for Permit - Residential Alteration, Remodel, Repair “REQUIRED

Locations Type Contacts More Info Attachments

Attachments

Please upload all attachments here -~ plans, calculations, soils reports, Geotech information, any supplemental information.
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e Electronic signature required, type your name in the first box then click the “Enable Type Signature” and type
your name again, it will show up in the larger box.

e Click “Next” in the lower right corner.
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e The last screen is “Review and Submit”. If all the information is correct, click the “Submit” button in the
upper right corner or in the lower right corner.

I @ K-Hits 107.9 1 X | %5 Tyler Hub - My EnerGov Home X | i Review Coordinator X 4 Apply for Permit X  + & - X

<« C @ petalumaca-energovweb.tylerhostnet/apps/selfservice#/permit/apply/129/0/0 ¥ » = 2

Apps @ FortDocs ShareFile @ Chrome ] MSN.com . ProFootballTalk - P

T I TS S TSAY S S e T

Deanna’s Email (Ry... 4 Tyler Hub Live Page (@) ProudCity Dashboard @) Library @@ K-Hits 1049 Y Laserfiche » Reading list

S — S

Locations Type Contacts More Info Attachments Signature Review and Submit

= Locations
Location 11 English St, Petaluma, CA 94952
Parcel Number 008095001
Basic Info
Type Residential Alteration, Remodel, Repair
Description thisis a test
Square Feet 0
Valuation 15000
Applied Date 11/17/2021

858 AM

e Your permit is submitted! A success email will be sent to the contact email provided in your registration. The
page below will pop up as well.

e C(lick on the “Continue to Pemit” button to see your application and pay any fees that are due.
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@ Your application was successfully submitted!

Thank you for submitting your application. This acceptance does NOT signify that the permit is issued. Please allow us time to
review . If we need further information, we will contact you.

Continue to permit
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