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How to Create a Permit Template in CSS 

 

Once you have registered for a Customer Self Service (CSS) account (refer to guide: How to Register for a CSS 
Account), you can apply for permits online.  

CSS has an option to “Create Template.” Creating a template allows you to use a pre-filled application to save 
time when applying for a permit. The template is created for each specific permit type and takes only a few 
minutes to set up. 

For example, if you are replacing a water heater, you can create a template that is specifically for water heater 
permits. If applying for a Special Operation Event permit that occurs annually, you can create a template for 
that can be used when you apply for the same permit the following year. 

 

Go to the CSS home page: https://portal.encinitasca.gov/CustomerSelfService#/home 

Login 

 

 

 

 

Enter your username and password and click on “LOG IN.” 

 

 

 

 

 

 

 

From the home page, choose Apply. 
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Type in the first few letters of the permit type. (i.e.) “event” 

Choose your permit type. For this example, we are choosing “Special Operation Event 2,000(+) Attendees.” 

 

 

Click on Apply

. 

 

Click on Create Template. 

 

 

Enter a Template name (e.g. Encinitas Annual 10K), then Save Template. 
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Click on Ok to continue through the stepper process to create your Template. 

 

 

This appears at the top of the screen. 

 

 

Continue through the process. The Applicant is the default Contact. Add additional Contacts by clicking on the 
+ in Add Contact tile. Click Next when done. 
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Enter details about your event. Advance to the next page, choose “Next.” 
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Note: You will not be able to save Attachments when creating a Template. Skip this page and choose “Next.” 
(You will be able to save Attachments when you are applying for your permit.)

 

Save your changes.  

You have created a Template for a Special Operation permit called “Encinitas Annual 10K.” 

 

To find your Template, go back to the home page and choose Apply. 
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Choose “Show My Templates.” 

 

 

Choose the Template you just created and Apply. 

 

You can use this template each time you apply for this permit. 


