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Apply for a Permit or Plan Using the Application Assistant 

 

 
 

 
You will be presented with several options on the Application Assistant page: All, Trending, My History 

(when logged in), Permits, and Plans. 
 

1.  Click  to choose from all types of permits and plans. 
 

2.  Click  to choose from application types currently being applied for the most with our CSS 

portal. 
 

3.  Click  to choose from application types applied for by you in the past.  
 

4.  Click  to choose from application types for permits. 
 

5.  Click  to choose from application types for plans. 
 

6.  Type in key words in the field under the heading of Application Assistant to search for application types (e.g., Type 
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in “Manufactured Home” to select “Manufactured Home Setup” from the dropdown). 

7. Click  and drill down by selecting the + symbol to expand the category listings. 

 
 

8.  Click the  button to the right of the application type desired. 
 
Appling for a Permit or Plan in CSS 

 
1.  Once you click Apply, the Apply for Permit/Plan page opens and the steps to the application process are listed 

along the top. 
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2.  Locations: Click the Add Location card to add the location for the application. By default and as required, 

the location of the applicable permit must be added. 

3.  Click the + in the center of the Add Address card.  A map will display and a tile to enter the applicable address or 

parcel number (tax map number/TMS#) will show.  Enter the address (remembering that less is more – see previous 

step screen) and click Search or the magnifying glass.  As you begin typing the address, based on existing 

addresses, the address will begin to self-populate.  Make sure you select the correct address from the list.  If 

the site has been addressed, the record for the address displays. If the address is not located in the unincorporated 

areas of Pickens County or in a jurisdiction in which the County Building Codes Department does not provide 

permitting or planning services, a notification will pop-up and you will not be able to proceed. 

 

 
 

4. If the correct address or parcel is shown, Select +Add to make this the location for the permit or plan record. 
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5. Once the address has been added, click . 
 

 
 

6.  Type: The type chosen originally defaults in the Type field.  
 

 
 

7.  You may add a description of the work being done in the Description memo box – a more detailed work description will be 
entered in a subsequent step. 

 
8.  You may leave the Square Feet and Valuation blocks empty.  This information will be entered later by a Permit Specialist. 
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9.  Click . 
 
 

10.  Contacts: The contact information automatically adds you, the applicant, to the first Contact card listed.  The 

property owner’s information must also be entered in the next card.  If there are additional contacts needing to be 

added to the application being applied for, click the next card and Add Contact  +.

 
 

11.  Choose the contact type from the dropdown list. In the search box, enter the Name, Email, or Company name and 

click the magnifying glass to search the Global Contacts in EnerGov for an existing contact. If the person, email or 

company is an existing contact click Add to add the contact to the application. If contact does not exist in Global 

Contacts, click Enter Manually and fill in the required fields. 
 

12.  Click . 
 

13.  More Info: The More Info fields reflect detailed information needed to process your application.  This additional 

information replaces the information previously required on the General Permit Application or the Individual Trade 

Permit worksheets.  Those documents are no longer required; however still helpful. 

 

Once all of this information is submitted you will not be able to edit the information.  If you need to edit the 

supplied information, you must call the Building Codes office and speak with a Permit Specialist. 
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14.  Click . 

 
15.  Attachments: Click the Add Attachment + card to open Windows Explorer.  You can click to insert or drag files 

into the Add Attachment card. (Certain application types have required documents that must be attached in order to 

save.) 
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16.  Once you have uploaded and provided all the required and additional documents, click . 
 

17. Signature: The newest feature of our CSS portal and application process is the ability to digitally sign your 

application submittal.  Please carefully read all of the provided information.  Digitally signing and submitting your 

application has all the force and effect of submitting the permit in our office with original signatures.   

 

18. Once you have “signed” your submittal, click .  
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19 Review and Submit:  This step displays all the information you entered, attachments that are being uploaded, 

estimated fees, and additional information fields populated.  Please carefully review this material.  

 

 
 

20.  Once you have thoroughly reviewed the information, click Submit or Save Draft at the bottom of the page. 
 

21.  Click Save Draft if the information is incomplete and needs to be finished later.  You can click the Draft status 

circle on the Dashboard to resume your application. 
 

Success Page 
 

Once an application has been submitted, a Success page displays.  You can click the Continue To button or add any invoiced 
fees to their shopping cart to proceed to payment.  All fees will be invoiced once a Permit Specialist has reviewed your 
application and processed it for issuance.  Once all fees have been paid, you will then be able to print out a copy of your permit 
and schedule inspections. 

 

 


