Guide to Citizen Selt
Service Portal (CSS)

Applying for a New Electrical

Registration/License
Queen Anne’s County Planning & Zoning Department



The Queen Anne’s County online Citizen Self Service Portal, CSS, will allow you to submit applications
for a new Master Electrical Registration and Restricted Electrical License. In this guide, we will explain
how to apply online.

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

Login or Register
Note: You must have an online account to apply online. For

help creating an account, please visit our [CSS Help Center].

2. Once you're logged into your account, click the ‘Apply’ tile.

o

g Apply
§ This tool can be used to apply for a

LRI 3

permit, plan or license.

3. Navigate to the ‘Licenses’ tab, then click ‘Apply’ next to the license you are applying for.

A Al k= Trending 20 My History B Permits

¥ Show Categories Show My Templates
NEW MASTER ELECTRICIAN REGISTRATION
Category Mame: Drescription:
ELECTRICAL Master Electricians who have MEVER held a Master Registration with Queen Anne's

County must verify theiridentity either in person or via Zoom. Applicants must have an
active Maryland State License in good standing. Online applications are accepted, with
identity verification scheduled afterwards.

Master Electricians who have previcushy held a Master Registration with Queen Anne's
County are required to rensw their most recent registration, rather than applying for a
new ane. You may do so by logging into your account.

For additional assistance, please reference the "How-To Guide" locsted in the black ribbon
above, or call 410-758-4088.

Category Mame: Drescription:

ELECTRICAL Restricted Electricians who have MEVER held 3 Restricted Licenze with Queen Anne's
County must verify their identity either in person or via Zoom. Applicants outside of Queen
Anne's County are required to have an active license from their heme county and have a
letter of good standing Online applications are accepted, with identity verification
scheduled afterwards.

@ NEW RESTRICTED ELECTRICIAN LICENSE

If you have previously held a Restricted License with Queen Anng's County, you must
renew your most recent license instead of applying for 3 new one. You may do so by logging
inbo your account.

For additional assistance, please reference the "How-To Guide" located in the black ribbon
above, or call 410-752-4028.
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https://queenannescountymd-energovweb.tylerhost.net/apps/SelfService#/home
https://qac.org/1736/Citizen-Self-Service-Portal-Help-Center

LOCATIONS

4. Step 1: Locations — Click ‘Add Location’ to enter the mailing N
.. . . Please add your mailing address.
address of the electrician listed on license. 1 manually entering your address, plesse do =0 using ALL CAPS.

PREMISE ADDRESS v

Add
Location

==

REQUIRED

Please note: Steps 5-6 is for those who have a mailing address within

Queen Anne’s County. If you do not have a mailing address within o R
Queen Anne’s County, please skip to step 7. o x|
5. From the map search page, begin typing the mailing address
in the search bar and select the address directly from the 110 VINCIT ST
auto-populated drop-down. 110 VIRGINIA D
6. On the pop out window displayed from the pin,
select ‘+Add’ 110 VINCIT ST o x

Parcel: 1803047636
Owner: COUNTY COMMISSIONERS OF QUEEMN ANNE

T el Vie

7. If the mailing address outside of Queen Anne’s
County, click the ‘Enter Manually’ tab and enter SEARCH ENTER MAMUALLY
the address manually.
Note: Each line requests specific address details Enter Manually
(e.g., street name, prefix, suffix). Be sure to read
each field label carefully and use drop-down menus when available.

Click ‘Save’ when finished.
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8. Once you return to the main screen, click ‘Next.’ Savel = m
9. Step 2: Type — In the Description field, indicate LICENSE DETAILS
whether you prefer to schedule a Zoom meeting or Please let us know below if you would like to schedule a Zoom meet
appear in person for identity verification.
pp p Y * License Type NEW MASTER ELECTRICIAN REGIST v
No other field on this step is editable. " Description Zoom o In Person]
Click ‘Next’ when finished.
A
License Holder JANE DOE
10. Step 3: C.ontac.ts — The applicant c?)ntact CONTACTS
information will populate automatically based on Please add the applicant appling for the master electrician registration.
the account hOldeI',S details. If you cannot find the applicant when searching, please contact the Planning &2
The apphcagt must‘be the electrl-(:lan applying for APPLICANT
the registration or license. If the information is
incorrect, you will need to update the Personal & Add
Information section of the account. JANE DOE (You) Contact
Testing 123 +
Click ‘Next’ when finished. HOVINGIT Centreile MO
11. Step 4: More Info — Click the ‘Electrical Registration/License Application’ link and complete

the application. Be sure to save this
document, as you will need it for the
next step in the online application

MORE INFO

TO CONTINUE, PLEASE READ BELOW.
Please click the appropriate link below to access the electrical registration application.

Complete all applicable fillzble fields, sign the document upon completion, and save the file,

‘You must upload this completed and signed PDF in Step 5. Incomplete applications will not be reviewed umtil all reguired documents sre submitted.

process.

Electrical Registration/License Application

Additionally, enter the information
for the company where you are
currently employed.

COMPANY INFORMATION

“COMPANY NAME

“COMPANY STREET ADDRESS

Click ‘Next’ when finished.

*CITY, STATE, ZIPCODE
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12. Step 5: Attachments — Upload all required documents for your specific application type.

Applications missing any required attachments will be considered incomplete and may cause
processing delays

Attachments

Please upload all required files for review. Additional documents can be added by using the dropdown list in the last box.

™ IMPORTANT™

Please ensure that all uploaded documents are clearly legible when printed. If any documents are found to be unclear or difficult to read, we will request larger or clearer
copies far review, which may delay the processing time of your application.

APPLICATION CERTIFICATE OF CURRENT ACTIVE
INSURANCE MD STATE LICENSE

Add Attachment Add Attachment Add Attachment

DRIVER'S LICENSE

Add Attachment

+ + +

Supported: .pdf, jpg. .png. jpeg. Supported: .pdf, jpg. .png. jpeg. Supported: .pdf, jpg. .png. .jpeg.
-gif, iff, docx, dsx, dwg, cav, -gif, iff, docx, lsx, dwyg, cav, .gif, iff, docx, xlsx, dwyg. cav,
ritf, chef, chw, .dwi, bxt ritf, chef, _dw, .dw, bxt ritf, chef, chw, .dhwi, -t

=

Supported: pdf. jpg. png. jpeg.
-gif, iff, docx, xlsx, dwyg. cav,
ritf, chef, chwf, .hwie, et

L REQUIRED REQUIRED REQUIRED REQUIRED

Note for Restricted License Applicants: If you do not live in Queen Anne’s County, you
are required to submit both a Letter of Good Standing and a License from your home county.
These additional documents can be uploaded by selecting ‘Add Attachment’.

Click ‘Next’ when finished.

Select Type w

Add Aﬁachment APPLICATION
CERTIFICATE OF INSURANCE
+ CONTINUING EDUCATION CERTIFICATE
. DRIVER'S LICENSE
I S LETTER OF GOOD STANDING

Itf, .chef, .cw, .dwifx, oot

LICENSE FROM HOME COUNTY

13. Step 6: Signature — By completing this step, you are consenting to sign the application
electronically. Type your name in the field, then use your mouse or finger (if you’re using a
touchscreen device) to provide your signature in the signature box.

Click ‘Next’ when SIGNATURE
finished.

By signing, you attest to the accuracy of all information provided.

* Please type your name as consent to electronically sign this application. Jane Doe

5|Page



14. Step 7: Review & Submit — Carefully review all entered information for accuracy and
completeness. Once you’ve confirmed everything is correct, click ‘Submit.’

Please allow the Board of Electrical Examiners 7 to 10 business days to review your application. You
will be contacted if any additional information is needed.

Note: The registration or license fee is not automatically generated. Once your application has been
reviewed and accepted as complete, an invoice will be posted on your account. You will receive an
email notification when the invoice is available. Payments can be made online or in person at the
Planning and Zoning Department.

Registrations and Licenses will not be issued until payment is received in full.
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