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HOW TO SCHEDULE AND 
CANCEL AN INSPECTION 

 

Scheduling An Inspection 

1. Log in to your CSS account and click on the ‘Dashboard’ button. 

 

 

 

2. Click on the permit number you want to schedule the inspection for. 
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3. Click on the ‘Inspections’ button to navigate to the menu to request an inspection. 

 

 

4. Check the box on the inspection you would like to request and click ‘Request Inspection.’ 
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5. Enter the contact information for the point of contact person for this inspection and select the desired date of 

inspection. List any comments or codes needed to access the property in the ‘Comments’ box and submit your 

request. 

 

6. You will see a confirmation screen acknowledging your request. 
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Cancelling An Inspection 

1. Repeat steps 1-3 from above to access your permit record. On the permit record, click the ‘Inspections’ button to see 

your scheduled inspection. Click on the ‘Cancel Inspection’ button. 
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