Citizen Self Service (CSS) Guide:
How to Check Application Status

L. Access URL via the City website: https://santafenm.gov/
IL Select Community Development under the City Team tab.

Your Government Sustainability

III.

Affordable Economic
Housing Arts and Culture Development

Planning and
Land Use

IV. Select the Building Division (Permitting) Option

Living Here City Team

Home / Planning and Land Use

Planning and Land Use

. Quick Link
Planning and Land Use
* Building ¢
Building Division (Permitting)
* CityInten
Planning Division =: Appty For
* Land Dev:
Historic Preservation Division * Planning
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V. Scroll down to the Permit Status Inquiries section on the Building Division (Permitting)
Page and click the “Click Here" hyperlink (red arrow pointing to the link)

submittal of building permit applications by email is currently not available (except for use under special
circumstances and as pre-arraigned with the Building Division Manager).

Allin-person appointments for other Land Use activities not under the purview of the Building Division shouid
be scheduled directly with the appropriate Land Use Staff by email.

Permit Status Inquiries
Please click here for instructions on how to check building permit status and plan review comments in the
Citizen Self-Service portal (CSS).

For full access to view and track building permits and plan reviews in CSS, you will need to be listed os @
Contact on the permit and be logged in to CSS.

To register with CS$, please click here to create a CSS profile.
You may also obtain permit status by e rmitcounter@santafenm.gov.

Please allow five business days after the permit application submittal before requesting a status update.
Please anticipate 3-5 business days to receive a response.

Building Permits

Land Use is currently accepting Building Permit Online or by onthe
permit type. Please carefully review and follow the permitting options and linked instructions below to help
ensure prompt permit application processing.

VI.  After selecting the Hyperlink. The user will be directed to the home screen for CSS

VII. Selectthe drop down displayed “Guest”.

Good Afternoon. Guest~

VIII. There are two options Log In or Register, Select the “Log In” option.
Note: In order to see permit status you will have to be a listed contact on the permit and you must have a
login for CSS. If you do not have a log in please register in CSS.

Good Afternoon, Guest~

ted States Register

Login or Register
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Input User Credentials: Username and Password then Select the Log in Button.

“iy-—p. — - -
/ e st f G my.m Uniea sates

Login

* Username
blakedk1204

* Password
RememberMe [
Login

Forgot your password? Reset it
Forgot your username? Email it
count yet? Register Here

Don't have an ac

Once User selects the Log in, they will be directed to the Home Screen for CSS.

X.
Select the Dashboard tab in the top toolbar.

Good Afternoon, Aud

After selecting the Dashboard tab, user will be able to see My Permits, My Plans, My Inspections, My

Invoices, and My License.

‘ My Inspections My Invoices h
Reguested Scheduled Cesee C.‘[':" $0.00 e 1
° ° c 5 s000 [~
= Total
o $000 o
* My Licenses
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R Home Applyv  Viewv  Paylnvoices  SearchQ | "Help@

2021 Short Term Rental Renewals- The deadine for exssting . Apnl 15th, ir STR Renewal Apphcabon using the ond rtal, please contact our office via
email al shorttermrental@santafenm gov so we pad record ator Phona calls to the STR office will not be accepted for documentation purposes:
My Permits
1
# »View My Permits

XII. Select the Permit Number.

Dashboard Home Applyw Vieww Paylnwoices SearchQ Help®

My Permits n

Exact Match

Display  Active v Select Case Type x Sort  Permit Number v

Permit Number Project Address Permit Type Status Attention Reason
S—  2021-15498-EXPR 1115NLUNACIR Residential Express-Re-  Active, Recent
Santa Fe, NM 87501 roof
Results perpage 10 v 1-1of1 n

XIII. After selecting the permit number, user will be directed to the permit details where the
workflow displays status.

Permit Number: 2021-15140-BLDC

Status:  InReview Project Name:

Progress Workflow Available Actions
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XIV. Ifthe User would like to check the status of a particular Review on the permit submitted,
select the Reviews tab in the middle of the screen. Select a review listed to get more information.

Permit Number: 2021-15140-BLDC

mit Details | Tab Elements | Main Menu

Type: Other Interior Remodel Status: In Review Project Name:
to Commercial Building

Sort  Review Type -

Review Type Status Version Received Date Due Date Completed Date
E rcia

Requires Revision 1 04/22/2021 05/06/2021 05/20/2021

In Review 2 06/01/2021 06/15/2021

Results perpage[10 v | 1-20f2

XV. Alist of reviews are displayed, choose the details button to see more information. The
comments from the reviewer will be displayed in the comments sections.

wew Items
Type Status Due Date Completed Date
Accessibility Requires Revision 05/06/2021 05/19/2021
05/06/2021 05/19/2021
05/14/2021 05/18/2021
04/22/2021 05/20/2021
05/06/2021 04/30/2021 D
05/06/2021 05/20/2021
05/14/2021 05/12/2021
6 21 Kiu on M.
2021 4/26/2021 Lee
& Approved 04727/2021 04/23/2021 ton L

esults per page[ 10 v 1-100f10 n
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