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Registering to City of Carlsbad Self Service Account 
Table of Contents 

Please note: For optimum performance, we recommend using Google Chrome browser for accessing City of Carlsbad Self 
Service portal. 

1. Click on the Login or Register tile on the Customer Self Service home page: https://eg.carlsbadca.gov

2. Click Sign Up.

3. Enter Email, First Name, Last Name, Mobile Phone, Password. Click Sign Up.

https://eg.carlsbadca.gov/
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Activate Your Account: 
1. Check your email account for verification code and enter code to continue registration process.

2. You will be prompted to activate your TID-C account. 
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3. You will be prompted to enter your personal contact information.

4. You will be redirected back to the Civic Access home page and will see a pending approval notice.
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5. You will receive an email at the registered email address to confirm registration completion. Before you can log
in, your Customer Self Service account must be approved by a city staff member. The approval process can take
1-2 business days.

6. Once your account has been approved, you will receive an email at the registered email address.

7. You will then be able to log in to your Civic Access portal to conduct city official business.

Unable to Login 

Forgot Your Password 

Table of Contents 

1. On the Customer Self Service home page, click the Login or Register tile: https://eg.carlsbadca.gov

https://eg.carlsbadca.gov/
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2. Click the hyperlink next to Forget your password

3. Enter your email address and click Submit

4. You will receive an email to the Customer Self Service registered email address. Click the Reset hyperlink. You
will be redirected to the Customer Self Service website
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5. Enter your Password, Confirm Password and click the Reset button

6. You will receive a message that your password has been reset. Click the Click her to log in hyperlink to log in

Your Customer Self Service Account Has Not Been Approved 
Table of Contents 

1. Upon successful completion of submitting your Customer Self Service online account, you will receive a
message: Thank you for registering Thank you for registering a new user account – your account will be
activated after it has been reviewed

2. Once your account has been approved, you will receive an email (Please note that an account can take up to 1-2
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business days to be approved) 

3. Once approved you can return to the Customer Self Service home page to log in: https://eg.carlsbadca.gov

https://eg.carlsbadca.gov/
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Your Online Account Request Was Denied 
Table of Contents 

1. There are a couple reasons why your Customer Self Service account request may be denied
a. You already have an online account under another email address: The City of Carlsbad only allows one

Customer Self Service account per customer. You should be able to see and manage all linked records
under a single account. If you feel you are missing records, please contact the Business License
department by email at Business.License@carlsbadca.gov or by telephone at (442) 339-2495 so that we
may assist.

b. You have requested an account using a generic name: All requested Customer Self Service online
accounts must be submitted by a named, company employee. No generic account names are permitted

2. If your Customer Self Service online account request has been denied, you will receive an email. You must
submit a new account request

mailto:Business.License@carlsbadca.gov
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Pay Invoice as a Guest 
Table of Contents 

Paying as a guest allows a user to pay an invoice without logging in to the portal (an invoice number is required). 
Alternatively you can pay one or several invoices in one transaction, once logged in to CSS. For more, refer to 
Pay My Invoices. To pay as a guest, below are instructions: 

1. On the Customer Self Service home page, click the Pay Invoice as Guest tile: https://eg.carlsbadca.gov

2. Enter your 8-digit invoice number and click the Search button. Include leading zeros when applicable.

https://eg.carlsbadca.gov/
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3. Click the Pay Now button in the upper, right-hand corner

4. Choose your mode of Payment (Credit Card or E-Check)
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5. Enter the necessary Payment details to process your payment. *** Please make sure to enter your email, if left
blank you will not receive a Payment receipt after successful Payment.

6. Upon successful completion of Payment, you’ll receive the following message:

7. You will receive a receipt to the email provided during the payment transaction
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Understanding the Dashboard 
Once logged in, a good starting place is to visit is your dashboard on CSS: 

From your dashboard you can view an overall summary of your active permits, plans or licenses with the city. 

Permits 
Table of Contents 

Whether you apply for Permits via CSS portal or are simply associated to a permit record as a contact, such as a property 
owner, architect, contractor, applicant, etc., with a CSS account, you are now able to view permits online and check 
information or updates on the permit. For permits applied thru CSS, you can also do additional things such as: Check on 
your permit, Upload new attachments, Paying outstanding fees or access your issued permit and approved plans, if 
applicable. 

Below is a summary of what the dashboard provides on Permits: 

1. Attention: This tile represents permits that may need your attention, such as paying a fee.
Outstanding fees are also summarized in the My Invoice section explained further in this document
(preferred place to pay fees). By clicking on the Attention status from the Dashboard, you will be
given a list of all Permit Numbers that have been applied for that have a status of Attention, Project
name, Address attached to the Permit, Type, Status, and the Reason that the Permit needs attention.
Criteria for the Attention status is: Active holds, unpaid fees, re-submittals required, failed
inspections, and does not have a completed status.
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NOTE: Properties may have notice (called a Hold), which also brings a permit to Attention. However, 
notice/holds are internal, and do not require your action. You can disregard these. See sample 
below. 

2. Pending: By clicking on the Pending status from the Dashboard, you will be given the list of all permit
numbers that have been applied for that have a status of Pending, Project name, Address attached to
the Permit, Type, Status and Reason. Criteria for the Pending status are no issue date, final date, nor
an expire date. To explore more on the list, refer to the information in the Attention section above.

3. Active: By clicking on the Active status from the Dashboard, you will be given the list of all permit
numbers that have been applied for that have a status of Active, Project name, Address attached to
the Permit, Type, Status and Reason. Criteria for the Active status: either has a status of issued or has
an issued date and does not have a completed status. To explore more on the list, refer to the
information in the Attention section above.

4. Draft: By clicking on the Draft status from the Dashboard, you will be given the list of all Permits and
Plans that have been saved, but not submitted for review. When submitting an application, you may
find you don’t have all the required attachments to upload or need more information prior to
submittal. In these cases, you can save the application as a Draft and come back later when you have
the required information. You can resume Drafts Permits at any point in time. You can find more
information on how to Save Drafts and Continue Application here. They may also be deleted from
this screen if they are no longer needed. To explore more on the list, refer to the information in the
Attention section above.

5. Recent: By clicking on the Recent status from the Dashboard, you will be taken to the My Work Tab.
You will be given the list of all Permit Numbers that have been applied for that have a status of
Recent, Project name, Address attached to the Permit, Type, Status and Reason. Criteria for the
Recent status is: is has been applied for in the last 30 days. To explore more, refer to the information
in the Attention section above.
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When reviewing a list of permits, you have some options to view/search. 

6. Display: This dropdown box allows the citizen a way to organize and select one Status to view.

7. Search Box: This box allows the citizen a way to search by Permit Number, Project name, or Address
by typing in the information in the box and clicking Enter on your keyboard or by clicking the Search
button.

8. Permit Details: To find more details on a permit, click on the hyperlink on the permit you want to
explore.
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Selecting a Permit provides you access to more information on the permit. From here you can view the type of 
permit applied for, description of work, application date, address, permit status, etc. Here’s a sample: 

Tabs on the permit screen also provide more detail on the permit. The tabs consist of: 

Summary. This tab defaults first so this is the view you first see. This shows a progress or your permit, workflow (if 
applicable), and Actions for you to work on. 

Location. Clicking this tab shows the address/assessor’s parcel number associated with the permit. 

Fees. This tab shows fees both paid and due. Once fees are due, you’ll see the red exclamation  giving you 
notice to pay fees. Note: Clicking on the pay now button will take you another screen to pay fees via the CSS 
portal. Once paid this notice will go away and staff can proceed with permit processing. 

Reviews. Information on this tab is not yet available. 

Attachments. Here you can view attachments submitted with the application. These typically have applications, 
calculations and plans, if applicable. On permits applied thru CSS, plan check comments from other 
departments will be viewable, once posted. If requested, on this tab you’ll upload new/missing attachments 
or upload updated plans as part of a resubmittal. 

Contacts. Here you can view the different contacts attached to the permit. Depending on the permit, the number 
and type of contacts may vary. 
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Plans 
Table of Contents 

1. Attention: By clicking on the Attention status from the Dashboard, you will be given a list of all Plan
numbers that have been applied for that have a status of Attention, Project name, Address attached
to the Plan, Type, Status, and the Reason that the Plan needs the citizen’s attention. Criteria for the
Attention status is: Active holds, unpaid fees, failed reviews (submittals), failed inspections, eReview
file resubmissions, and does not have a successful status.

2. Pending: By clicking on the Pending status from the Dashboard, you will be given the list of all Plan
Numbers that have been applied for that have a status of Pending, Project name, Address attached
to the Plan, Type, Status and Reason. Criteria for the Pending status are: statuses for the case are not
success, failures, on hold or cancelled.

3. Active: By clicking on the Active status from the Dashboard, you will be given the list of all plan
numbers that have been applied for that have a status of Active, Project name, Address attached to
the Plan, Type, Status and Reason. Criteria for the Active status is: the status is successful.

4. Draft: By clicking on the Draft status from the Dashboard, you will be given the list of all Permits and
Plans that have been saved, but not submitted for review. These drafts may be incomplete, and
action may resume at any point in time. They may also be deleted from this screen if they are no
longer needed.

5. Recent: By clicking on the Recent status from the Dashboard, you will be given the list of all Plan
Numbers that have been applied for that have a status of Recent, Project name, Address attached to
the Plan, Type, Status and Reason. Criteria for the Recent status is: has been applied for within the
last 30 days.
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Invoices 
Table of Contents 

CSS users can access invoices that are paid, voided, or unpaid. Invoices are accessible from the Dashboard and 
the menu system and can be added to the electronic shopping cart. CSS's integrated electronic shopping cart 
allows citizens to view, add, pay, or remove invoices, and displays single or multiple cases associated with each 
invoice. 

1. Current: Click on the Add To Cart oval to the right of Current invoices, the citizen will be able to
access the Shopping Cart screen where all current invoices are listed. The citizen may access the
Invoice by clicking on the Invoice Number or they may access the Case by clicking on the Case
Number. To remove an Invoice from the Shopping Cart, the citizen may click Remove to the right of
the invoice. To checkout, click on the Check Out ovalto the right of the screen. This will take you to a
payment screen to complete the payment for the invoice(s).
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2. Past Due: By clicking on the Add To Cart oval to the right of Past Due invoices, thecitizen will be able
to access the Shopping Cart screen where all past due invoices are listed. The citizen may access the
Invoice by clicking on the Invoice Number or they may access the Case by clicking on the Case
Number. To remove an Invoice from the Shopping Cart, the citizen may click Remove to the right of
the invoice. To checkout, click on the Check Out oval to the right of the screen. This will take you to a
payment screen to complete the payment for the invoice(s).

Apply for a Permit 
Table of Contents 

1. To Apply for a Development Permit, you must have a registered Customer Self Service only account. Please
check out Register for a Customer Self Service Account on how to do that.

2. Click on the Apply for Development Permits tile on the Customer Self Service home page:

3. Choose the correct permit type and Click on Apply.
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a. If you don’t see the permit you wish to apply for, please visit the front counter at the City of Carlsbad
or visit the city website regarding application guidance.
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4. You’ll then be directed to Login to the CSS portal. Enter your Username and Password and click on the Log In
button.

a. If you are having trouble logging in, please refer to Unable to Login instructions

5. You will be walked through seven steps to apply for your permit. As you proceed through the process, the
corresponding step is highlighted.

6. To enter the Location, Click on + 

7. Type in the Address and click on the magnifying glass.
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8. Select your address by clicking on the box.

9. Click on the Apply Button

a. If there are multiple addresses in the search, please review the full address before hitting Apply.

10. This will take you back to the Locations step of Apply for Permit process
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11. If there are multiple locations on which the permit is required, Click on Add Location and repeat the process
from steps 6 to 10. If not Click Next. This will direct you to the next step of the process

12. For each page All the required fields are marked with an asterisk (*).
a. Please note the Permit Type is populated automatically, based on your selection earlier.

13. Enter the information and Click Next

14. Please note, each permit type can have different contact requirements. As the applicant, you are the default
contact.

a. Contact type requirements are included on the page.
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b. ‘Select Type’ of Contact from the options and add their information.

15. Before Adding Contact, you’ll be directed to search for existing contacts

a. If the company you are looking for is in the list select Add, if you are unsure with the results please click
“Back to Application” and continue to the next steps. Staff will research contacts and add them using
information provided on your completed/attached application.

16. Select the contact from the list of options available and click on Add. This will add the contact your permit.

a. To add additional contacts please repeat steps 14-16



17. Click on Next when done, to go to More Info step.
a. Please note this step has options specific to the Permit you are applying for.
b. All the mandatory fields are highlighted as shown below.
c. Please review and update all the applicable fields before clicking on Next.

Adding a Contractor for construction permits

The contractor will likely be in our digital record system if they have previously applied for a permit and have a valid 
business license. The following steps show you how to search and add a contractor to a permit when adding contacts 
on the permit portal.

a. Click on the drop-down box to select contact type.   Select Contractor. Click the + button to add a new 
contact.

b. Type the contractor’s name in the search field and click search. 
c. Review search results.  From here, you can scroll through the options provided and find the contractor.
d. Select the contractor result with the company name only. See the sample below.
e. Select add.

 HINT: If you follow the steps above 
and do not find the correct result, 
you can skip adding a contractor and 
continue on with the application.  
City staff will add the contractor 
later in the process if needed.

HINT: If you find the contact for the 
contractor click the star to the left of 
the contractor’s name to add them 
to your favorites.  When applying for 
future permits, they will now appear 
under the “My Favorites” tab to the 
right of the “Search tab”. Having 
them as favorite will avoid searching 
for them on future online 
applications. 
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Uploading Attachments during New Application for Permit 
Table of Contents 

During a permit application process, you can upload attachments (word documents, excel spreadsheets, images etc.). 
Each permit has certain mandatory attachment requirements, depending on the permit type, contact information etc. 

18. When adding additional attachments first select the type of file you are adding from the drop-down. Then click
on the + to search/add attachments. Alternatively, files may be dragged and dropped from your files into the
blue Add Attachment tile.
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19. This opens the explorer window, select the right file, and click on Open button.

20. Your file will then be uploaded and attached to the permit.

a. You may add additional files or additional documents for the same file by choosing the type of
attachment under ‘Select Type’ dropdown and repeat steps 18 and 19.
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21. Click Next after your attachments are successfully uploaded to go to the Signature step. Type in your full-name
and draw your signature in the box below.

22. Click on Next after entering your signature to get to Review and Submit page, to review the information 
pertaining to your permit. Confirm that all the information is accurate and click Submit

a. At any given point in the application process the applicant (you) may wish to Save and come back at a 
later point to finish the application.

b. Please refer to Save Draft portion of this document to save and retrieve the application at a later point.
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23. Upon submission, you’ll receive a confirmation message indicating your Permit has been submitted successfully. 
You may note down the permit number for your reference. 

 

Save Draft and Continue Application 
Table of Contents 

 

If you are unsure of a certain step or need more time to finish your application, you can save your application at any step 
of the Permit application process and continue at a later point using the Save Draft button found at the bottom of every 
step. 

1. If you are unable to complete and submit your permit application, click on the Save Draft button, available on 
every step of the Permit Application process. 

 

2. You will receive a message stating that your Save was successful. Click on Close. 

 
3. When ready, you can retrieve your application from the Dashboard. 

a. Under Permits tab, click on the number in the Draft section as shown below: 
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4. This brings you to the My Drafts section of the Permit Module. Click on Resume to continue working on your 

permit.  
a. In case you have multiple permits saved under drafts, please be sure to select the right permit type 

before clicking the Resume button. 
5. You’ll be redirected to the Permit application steps, please confirm the information on each step (click Next) 

prior to resuming the application process. 

6. On the Review and Submit step, confirm that all the information is accurate and click Submit. Upon submission, 
you’ll receive a confirmation message indicating your Permit has been submitted successfully. You may note 
down the permit number for your reference. 
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Checking on your Permits 
Table of Contents 

 

Whether you apply for Permits via CSS portal or are simply associated to a permit record as a contact, such as a property 
owner, architect, contractor, applicant, etc., with a CSS account, you are now able to view permits online and check 
basic information or updates on the permit. For CSS permits you can also do additional things such as: Check on your 
permit, upload new attachments, paying outstanding fees or access your issued permit and approved plans, if 
applicable. 

1. After logging into CSS, click on Dashboard. 

2. For more information on the definitions and details of each status of permit, please review the Permits Section 
of this document. 

 
3. To View the permits associated with your account, Click on View My Permits. Toggle between the Display option 

to find your permits. 
a. Select ‘All’ to view all permits associated to your account. 
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4. Pick the permit you like to view and click on the corresponding Permit# hyperlink (In blue) 

5. This opens the Permit page with options to view permit details such as: 
a. Summary: Progress, Workflow, Available Actions 
b. Locations 
c. Fees 
d. Reviews 
e. Attachments 
f. Contacts 
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Uploading Attachments after submitting Permits 
Table of Contents 

 
 

6. If you wish to add additional attachments to your permit, select the file from your folder and drag them over the 
blue tile. Alternatively, you may click on the Attachments tab and browse select file(s). 
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7. Click on the + to add an attachment. Browse the explorer window, select your file, and click on Open. 

a. If you wish to add more files, please repeat this step. 
 

8. After adding the attachments, click on the Submit button at the bottom of your screen. 
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9. You’ll get a message indicating that your upload is successful. 

10. Once submitted thru CSS, you’ll be able to view them on the same screen. As we develop the system, you may 
need to email staff that new attachments have been added to ensure continued timely processing of your 
permit. 
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Pay My Invoices 
Table of Contents 

 

Note: If someone wishes to pay an invoice and does not have a CSS account, you may send them the invoice number and 
ask they Pay as a Guest. 

 

After logging into CSS, there are multiple ways (shown above) of making a payment on invoice(s). To review all unpaid 
invoices: 

1. On the Home page, click on the Pay My Invoices tile. 
 

 
2. You are directed to the My Invoices tab on My Work page. By default, the Display filters to show all Unpaid 

Invoices. 
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a. You can click on the Invoice Number hyperlink (In blue) to view the details of the invoice. Click back to 
return to the previous screen. 

 
3. Select one or more invoices you wish to make the payment for by clicking on the checkbox next to the invoice 

number. Click on the Add to Cart button. 
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4. This will display the Shopping Cart page with high-level details of the invoices you wish to pay. Click on the Check 
Out button when ready. 

 
5. You’ll be redirected to the Payment vendor screen. 

 

6. Please follow the instructions to Pay your Invoice in this document (steps 4 thru 7). 
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7. Once the Payment is made, you can go back to the My Invoices tab on My Work page (by clicking on Pay My 
Invoices tile on Home page). Please note the invoices paid will have the Status: Pending. 

 

Go back to the Table of Contents 
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Plan Check (Building Permits only) 
On permits subject to plan check, a Reviews tab will show up on the permit summary section of a permit. By selecting 
the Reviews tab provides details on the plan check/status. This tab is a resource that you can access during the plan 
check to obtain the review status for each plan check reviewer. 

 

Under Review. In the permit summary, on permits subject to plan check, a plan check progress snapshot will be 
presented in workflow section. Active Plan Checks, those plan checks that are with the City and under review, will be 
reflected in blue font in the Workflow section. 

 
 
 
 
 
 
 
 
 
Reviewing Departments (In Review). 

The Plan Review tab provides a plan check status summary of the departments assigned to your plan check. Plan checks 
will be reflected in a grey font until complete. Note the status of each reviewer initially show a status of ‘In Review’ and 
with an estimated due date. 

 

Reviewing departments 
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As departments complete their plan check reviews, the respective department status will update accordingly. All plan 
checks and related comments are viewable in CSS. 

 

Plan Check Status – at a Glance 
Although you will receive email updates during the plan check, during the plan check process, using CSS, you may view 
the status of plan check status for building permits at any time. 

Reviewing Departments (Approved). Select Review tab. This tab presents a list of reviewing departments assigned to 
the plan check. Once a department has approved the plan check, status will show ‘Approved’, the date it was 
approved. The department review will also show in green font. 

 
 
 
 
 
 
 
 
 
 
 
 
Reviewing Departments (Re-submit). 
Once all reviewers have completed the review, and a resubmittal is required, the Applicant on the permit application will 
receive a resubmittal email directing them to CSS to access plan check comments. To access/review plan check 
comments, using your Dashboard, select pending permits and find/select the permit #. 

Select Review tab. This tab presents a list of reviewing departments that completed the plan check. If a department has 
comments on the plan check, status will show in red font with a status of ‘Resubmit’ and the date their review was 
completed. In the sample below, Building 3rd party reviewer requires a resubmittal. 

 
 

The department/reviewer with comments/corrections may add: 

1. Plan Check Notes and/or 
2. Attached Plan Check Comments. 

Resubmit 
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Plan Check Notes. 

To view any notes, an arrow will show to the right of the department review. Selecting this will expand information 
related to the resubmittal. It is important to review notes as they may be helpful you addressing/responding to plan 
check comments. If there no notes are present, proceed to next section. 

 

 
 
Attached Plan Check comments 

With the permit is open in CSS, select to the Attachments tab to access plan check comments the department posted. 

The Attachments tab presents documents/attachments on the permit. If the plan check cycle is complete and more than 
one department has comments, you will find all department comments under Attachments. Here you can access plan 
check comments and make plan corrections or respond prior to re-submittal. Take note of the file name as it indicates 
the reviewing department and the review cycle. For example, if you are searching for comments with the 2nd submittal, 
look for review comments associated with the 2nd submittal. To open a file, click on file. The file/comments will open in 
a separate tab in your browser. 

 

Once comments are opened, you can review, download or print the comments. 
 

Resubmittals 
Once comments are address and you are ready to resubmit, follow resubmittal instructions. 

Hard Copy 

Resubmit 



Please note: For optimum performance, we recommend using Google Chrome browser for accessing City of Carlsbad Self 
Service portal. 

 

 

For hard copy submittals, all resubmittals must be made with the department following hard-copy instructions you 
receive. Refer instructions in the resubmittal instructions in the email or contact the departments with any questions. 

Digital 

Only permits applied thru CSS may be resubmitted digitally thru CSS at this time. Follow resubmittal instructions 
received in the resubmittal email. When you are ready to resubmit, upload updated plans and associated documents via 
the Attachment tab of the permit. Refer to the Attachment section. 
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