How to apply for a Secondary permit under an active Primary permit via the CSS website

Step 1. Visit - https://santafenm-energovpub.tylerhost.net/Apps/selfservice##/home and user will be navigated to the CSS
Website Home Page
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At this time, CSS only supports STR Application and Renewals, you can contact us at (505-955-6712) if you have any questions.

Welcome to Self Service
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Custom Search Public Records Apply
This tool can be used to search for This tool can be used to apply for a
existing permits, plans, inspections, permit, plan or license.

code cases, requests and licenses.




Step 2. Log in to the CSS website, using login credentials:

(Note: If you don’t have a sign in please go ahead and register your email and create a profile.)
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Test Notification 2

Welcome to Self Service
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Custom Search Public Records Apply
This tool can be used to search for This tool can be used to apply for a
existing permits, plans, inspections, permit, plan or license.

code cases, requests and licenses.

Step 3. Select the Search Icon

Good Afternoon, David K. Blake~ W0
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Test Notification 2

Welcome to Self Service
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Custom Search Public Records Apply
This tool can be used to search for This tool can be used to apply fora
existing permits. plans, inspections, permit, plan or license.

code cases, requests and licenses.




Step 4. Input the Permit Number then hit Search

Good Afternoon.  David K. Blake -~ -

Dashboard Home Applyv View~w Map imator Pay Invoices Help@  Calendar @

Public Information

Search Al v  for | 202055746xPC] {——m Exact Phrase v

Step 5. The Permit number will be displayed and then Select the number
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Found 1 result
— Next | Top | Paging Options |Filter Options | Main Menu .:e:.
Permit Number 20206719BlDR === Applied Date 04/24/2020
Type Building (Residential) 1 and 2 Fam and Additions - Single Issued Date 04/24/2020
Permit € Family Attached Project Name
BExpiration Date 04/26/2021 Status Issued
Finalized Date Main Parcel 12547200

Address 123 W SAN FRANCISCO ST Santa Fe NM 87501

Resultsper page| 10 v| 1-10f1 n




Step 6. User will be navigated to Summary Page for the Permit
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Permit Number: 2020-6719-BLDR
« Permit cannot be printed at this time. You do not have access toit.

5 | Main Menu

Type: Building (Residential) 1 Status: Issued Project Name:

and 2 Famand
Additions - Single
Family Attached

m Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Meetings More

Workflow Available Actions

Progress

Step 7. Select the Sub-Records Tab
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Permit Number: 2020-6720-TRDR

* Permit cannot be printed at this time. You do not have access to it.

Tab Elements |Main Menu

Permit Det

Status:  Submitted - Online Project Name:

l

Attachments Contacts Sub-Records Holds Meetings More Info

Type: Building (Residential)
Trade - Plumbing/Gas

nspections

Summary  Locations Fees

ails | Main Menu

Sub-Plans | Remaining Sub-Plans | Next Tab | Permit D

maining Sub-Permits | Exis

Existing Sub-Perm




Step 8. User/Sub-Contractor will have the option to Apply for any of the Sub task

2020-6720-TRDR Building (Residential) Trade - Plumbing/Gas Submitted - Online

Resultsperpage[10 v 1-1of1 n

Type

Building (Residential) Trade - Electrical ==
Building (Residential) Trade - Mechanical &=
Building (Residential) Trade - Sewer ]

Resultsperpage| 10 v 1-30f3 n

Existing Sub-Plans Sort  Plan Number v|

Plan Number Type Status

No records to display.

Step 9. Once the Sub Task has been selected, the user will be navigated to the Location Screen — Select Next
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Apply for Permit - Building (Residential) Trade - Electrical “REQUIRED

Locations

LOCATIONS

Type: Location
123 W SAN FRANCISCO ST,
Santa Fe, NM, United States,
87501
Main Address ¥
Parcel Number
12547200
Main Parcel v/

_—




Step 10. User is navigated to Permit Details (Type) screen — User will be required to type in the Description.
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Apply for Permit - Building (Residential) Trade - Electrical “REQUIRED

Locations Type
PERMIT DETAILS
* Permit Type Building (Residential) Trade - Electric [v]
*Description |

Valuation

Step 11. Then hit the Next button

Dashboard Home Applyw Vieww Map Report FeeEstimator Paylnvoices SearchQ Help®  Calendar @

Apply for Permit - Building (Residential) Trade - Electrical “REQUIRED

Locations Type
PERMIT DETAILS
* Permit Type Building ™
“ Description Putting in Electrical plugs
Valuation o




Step 12. User will be navigated to the Contacts Screen

CONTACTS
pplicant Owner Contractor Owner/Builder
L Add Add Add
David K. Blake (You) Contact Contact Contact
Dukes of Hazard LLC

+ + +

6700 Cantata St NW, Unit
402 6700 Cantata St NW,
Albuquerque, NM 87114

REQUIRED REQUIRED

Applicant

Add
Contact

+




Step 13. Select the Add Contact (Owner)

Applicant

2

David K. Blake (You)
Dukes of Hazard LLC
6700 Cantata St NW, Unit

402 6700 Cantata St NW,
Albuguerque, NM , 87114

Owner

Contractor
& Add
FRANCISCODIAZ Contact

TACOS MILAGUNITA

=

Remove

Owner/Builder

Add
Contact

=

REQUIRED

Applicant

Add
Contact

N
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Step 14. Select the Add Contact (Contractor) — Then Select the Next button

Apply for Permit - Building (Residential) Trade - Electrical

Locations Type Contacts
CONTACTS
Applicant Owner Contractor
David K. Blake (You) FRANCISCO DIAZ Audrey Abeyta
Dukes of Hazard LLC TACOS MI LAGUNITA

6700 Cantata St NW, Unit
402 6700 Cantata St NW,
Albuquerque, NM 87114

99 Cumbres, Santa Fe, NM _

Remove Remove

|

Add
Contact

<4-

"REQUIRED
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Step 15. User will be navigated to the More Info Screen in which the user is required to fill in all fields.

(Note: If the numerical fields are not valid/don’t apply for user, user must input a 0 as the smallest numerical number to move
forward)

Apply for Permit - Building (Residential) Trade - Electrical REQUIRED
Locations Type Contacts More Info
MORE INFO
Next Section| Top | Main Menu
Permit Info Previous Section | Next Section | Top |Main Menu
*Linear Feet of Trenching |
Linear Feet of Trenching is require:
*Equipment Mounting hd
Equipment Mounting is req
Electrical Previous Section | Top |Main Menu
Electrical Service/Panel Size - Residential Details + Add Row
150 - Over
0-100 199 200-319 320-400 400
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Step 17. User will be navigated to the Attachments Screen where if they have any attachments they will be able to add then
Select the Next button
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Attachments
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Step 18. User is navigated to the Review Screen. Review to see if all of the information is correct. Once verified, select the
Submit Button
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Step 19. You will receive a confirmation indicating that the application was submitted successfully

Vv Your permit ficati i No fees are due at this time; we will review your application, and we will be in touch with you shortly.

Permit Number: 2020-6724-TRDR

Permit Details | Tab Elements | Main Menu




