Guide to Citizen Selt
Service Portal (CSS)

How to Submit a Permit
Queen Anne’s County Planning & Zoning Department



The Queen Anne’s County’s online Citizen Self Service Portal, CSS, will allow you to submit
applications for various county services. In this guide, we will explain how to submit a
permit from your CSS Account

Login or Register

1. Navigate to the CSS homepage and click the “Login or
Register” link in the top right of the screen.

2. Enter your account email address and click Next.

Email address

D Keep me signed in

Unlock account?  Help

‘ Create an account ‘

3. Once logged into your CSS profile, click on “Apply” within the black banner or on
the “Apply” icon in the center of your screen.

Paylnvoices Apply Map Planning&ZoningInfov  SearchQ

itizen Self Service Portal! At this ti Fare not accepting user account registration requests. Please check

© = o

Search Public Records =1 Apply Pay Invoice
This tool can be used to search for This tool can be used to apply for a == Use this tool to pay for individual
existing permits, plans, inspections, = permit, plan or license. invoices.

code cases, and licenses.
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https://queenannescountymd-energovweb.tylerhost.net/apps/SelfService#/home

4. You will be able to search for your permit using the search bar or you can use the
permit icon to scroll through available permit applications.

Application Assistant

Search for application names and keywords E

“ = Trende oty Hstory i pemis

5. Once you have found the application, click “Apply.”

Description:
Residential permit for a single family residence.

%0 SINGLE FAMILY RESIDENCE PERMIT
@ Category Name:
= RESIDENTIAL

6. Each permit application is organized in 7 steps: Location, Type, Contacts, More
Info, Attachments, Signature, and Review and Submit. Each step must include all
required information to successfully submit your application for review.

Locations

7. On the “Location” step, click on the “Add Location” tile.

PREMISE ADDRESS v

Add
Location

e The premise address is required to move forward.

e Once you add the premise address, you will have the
option to add additional addresses that include a
billing, business, and mailing address.

=t

REQUIRED

** The Queen Anne’s County Planning and Zoning Department
DOES NOT accept applications for addresses within the limits of an
Incorporated Town. To see if you are within town limits, you can
use the QAC Property View. **
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https://gis.qac.org/qac272/index.html?viewer=QAC_Property_Viewer.QAC_Property_Viewer

7a. From the map search page, begin typing the
location’s address that pertains to the application

and select from the auto-populated drop-down. v | 1o X | Q
110 VINCIT ST

110 VIRGINIA RD

7b. On the pop out window displayed from the pin,
select the “+Add” button.

110 VINCITST o X
Parcel: 1803047636

@ Zoomtoy, 4 Add

Low 15 & wie

7¢. Once you are directed back to the “Locations” step main screen, you can add
additional addresses following steps 7-7b. or continue by clicking “Next.”

ADDRESS
110VINCIT ST,
CENTREVILLE, MD 21617 Adc_’
Location
Main Address g
Parcel Number +
1803047636
Main Parcel

Remove

Create Template Save Draft Next

PERMIT DETAILS

8. On the “Permit Details” step, complete the
description field using ALL CAPS. Click “Next”

when complete.

Please enter the requested details about your project using ALL CAPS.

Note: Fields with an asterisk(") are required.

* Permit Type SINGLE FAMILY RESIDENCE PERMIT v
e Be as descriptive as possible and include any
information you wish to relay to the Zoning
Department regarding the project. ’
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9. On the “Contacts” step, the Applicant contact information will auto-populate and
cannot be edited. Please add the additional contacts that are required by clicking
the “Add Contact” tile.

e Each permit type available will have different contact requirements to

complete.
sercaNT owneR
Contact
Test Email (You) Contact

QUEEN AMME'S COUNTY

110Vincit, Centreville, MD,
21617

+ +

REQUIRED

0a. On the search page, begin typing the contact’s name, ., comact As - owner
e-mail, or company name and click the magnifying
glass.

My Favorites
e If you cannot find the contact for “Owner”
(owner of the property), please add yourself Search[Name, E-mail, or Company |a)
(the applicant) as the owner.

e Ifyou cannot find a contractor, please e-mail the Zoning Department at
permitapplications@qac.org.
o Please include the Company Name, Phone Number, and E-mail
Address (if applicable).

gb. If your contact is found, click “Add” from within the results section of the
screen.

e Ifthere is a contact you use frequently, you can click the ¢ toaddthe
contact to your favorites.

Favorite First Name Last Name Company Action
2o Qncesz )
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gc. Once you are directed back to the “Contacts” step main screen, you can add
additional contacts following steps 9-9b. or continue by clicking “Next.”

APPLICANT OWNER
3 & 3 3
Contact
Test Email (You) QACP&Z
QUEEN ANNE'S COUNTY
110 Vincit, Centreville, MD , +
21617
Create Template Save Draft m
10. On the “More Info” step, provide et
additional details about your project
using ALL CAPS. If unsure or if a field is roc
not applicable, please leave blank and onen
click “Next.” S

TOTAL UNHEATED

‘TOTAL SQUARE FOOTAGE

e The “More Info” step will vary
greatly from one permit to another. e K -

11.  On the “Attachments” step, provide all required
docume'nts. You will not be able to move forward until BUILDING PLAN
all required documents have been uploaded.

Add Attachment

e Click the “Add Attachment” tile to upload a
document to your permit.
o Please note the supported file types +

**Your attachments will not be viewable after submission. If you Supported: .pdf, jpg, png, Jjpeg,
would like to view your attachments, please contact the Zoning i, r:f ;ml;ls:ﬁcsv.
Department at 410-758-4088 ** , b, cwf, i,

REQUIRED
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11a. If you wish to upload additional documents for the Zoning Department staff to
review, select the applicable file type from the drop-down list and then clicking
the “Add Attachment” tile again to select your file. Otherwise, click “Next.”

Select Type

Select Type
AFFIRMATION OF LAND OWNER

Select Type v
BUFFER MANAGEMENT PLAN

Add Attachment BUILDING PLAN

ELECTRIC PERMIT

+ ENTRANCE PERMIT

LOT COVERAGE SHEET

Supported: .pdf, jpg, .png, jpeg, OTHER
Jgif, 1iff, docx, xlsx, .dwg, .csv, PROMISSORY NOTE
rtf, .chef, dwf, dwix, Dt

SEDIMENT CONTROL
SITE PLAN _
STORM WATER MANAGEMENT

12.  On the “Signature” step you are giving your consent to sign the application
with an electronic signature. Type your name in the provided field.

SIGNATURE

* Please type your name as consent to electronically sign this application. [ Test Signature

12a. Then, use your mouse or finger (if you’re using a touch screen device) to
Provide your signature in the designated field and click “Next.”

Test Email
September, 09 2024

A
S
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12b. Alternatively, you can toggle the “Enable Type Signature” option, enter your
name in the designated field, and then click “Next.”

Enable Type Signature . Test Signature

Test Email
September, 09 2024

Test Sigaature

13.  On the “Review and Submit” step, review all previously completed items from
the application and then click “Submit.”

Locations Type Contacts More Info Attachments Signature Review and Submit

Submit

You have now completed the process of submitting a permit online. Please allow the
Zoning Department 10-14 business days to review and process your application.

If there are any errors with your submission or if the Zoning Department has additional
questions, they will reach out to you.

If you are uncertain about which permit you need to submit for your project, please
contact the Zoning Department at 410-758-4088 for assistance.
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