Citizen Self Service (CSS) Support Guide: Create a Profile Process

L Navigate to CSS Website:
To access our CSS site please click on link: https://santafenm-energovpub.tylerhost.net/Apps/selfservice##/home

IL. Click Register from the drop down under Guest:

Good Afternoon, Guest~

Login

0 Aoy Help@

tions. Questions for STR Renewals can be sent to gtsmith@santafenm.gov, or you may call (505) 955-6712.

Waleame tn Self Servica

IIL Enter your company email address and press the Next button:

Home Apply Today'sinspections Map Report FeeEstimator Paylnvoices Search@  Calendar @

Registration

Step 1 of 4: Email Address

= e

If you work for a construction or property management company, use your company email address. If you are
an Owner of your location, Short Term Rental, business and would like to receive the notifications including
next steps or directions to continue the process use your personal or business email address.

If your company will be managing multiple properties or projects you might ask your IT support person for
your company to create a distribution email where multiple users have access to the notifications this way
your necessary team is aware of the status for Permits, Inspections, Business License, Short Term Rental and
Certificate of Compliance.

IV. Confirm Your Email:

rom: <LItyoI>antar e m.gov>
late: Mon, Mar 9, 2020, 2:55 PM

ubject: Citizen Self Service New User Account Confirmation
o: 1 g

“ou are receiving this automated e-mail based on a user registration request that we received for the Citizen Self Service tool for our jurisdiction. The purpos:
f this confirmation is to validate the e-mail address that was provided in the initial user registration process is the correct e-mail address for your user accoun
lease click the link below to continue to the next step of the user registration process.

onfin < ——

Check your email, you should have received an email to confirm your account. Click Confirm on your email.
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V. Click register:

Kegistrauon
< are

"‘L net

SantaFeNMProd

Registration

Step 2 of 3: Email Address

Email | PropertyManager@gmail com

Lo Y B

VL. Fill out Contact Information:
Personal Info =
“REQUIRED Business Phone
I'm not a robot [ %]

VII.  Select Contact Preferences and Password:
Choose Contact Preference of Address if the company that you represent, the property management company
should receive notifications from the City of Santa Fe regarding your client’s STR permit and business license.

@gmail.com

“ Contact Preference

Address

ASSWORD

he password must be at least
characters long with at least
ne lower case letter, one
pper case letter, and one
umber.

“ Password

“ Confirm Password
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VIII. Enter Address Information:

City

Santa Fe

State
NM

Postal Code
87505

Building

* Address Type /
Mailing v

This is the mailing information pertaining to your property management company, not the STR Permit address.
Set address type to Mailing this way all notifications will come to your Property Management Company. Once all
information is filled out, click on Submit button.

You have now registered with The City of Santa Fe!
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