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COUNTY

HOWTO APPLY FOR A PERMIT
Citizen Self-Service (CSS) Portal

For Residential, OSSF/'Septic” and Health permit
questions, contact Collin County Development Services
at 972-548-5585 or
DevelopmentServices@collincountytx.gov

For Commercial permit questions, contact the Collin
County Fire Marshal's Office at 972-548-5576 or
FMadmin@collincountytx.gov

For culvert/right-of-way questions, contact Collin County
Public Works at 972-548-3700 or
PubWorks@collincountytx.gov



mailto:DevelopmentServices@collincountytx.gov
mailto:FMadmin@collincountytx.gov
mailto:PubWorks@collincountytx.gov

Starting on NOVEMBER 1, 2023, both CONTRACTORS and CITIZENS will need
toregister foran accountin the CSS Portal prior to applying for a NEW permit.

STEP 1

LOGIN TO YOUR CSS PORTAL ACCOUNT

1. Once you arrive at the home page for the CSS Portal website,
click Login or Register to create a new CSS Portal Account.

Apply  Today's Inspections Map  Report

FeeEstimator  SearchQ,  Calendar (0

Welcome to Collin County

o

Search Public Records Apply Login or Register
This tool can be used to search for This tool can be used to apply for a Login to an existing or create a new
existing permits, plans, inspections, permit, plan or license. account. You can also find help if you

code cases, requests and licenses.

o ©

Self Service Page

©

forgot your login information.

Pay Invoice Map Calendar
Use this tool to pay for individual Explore the map to see the activity Click here to find out about certain
invoices. occurring in your neighborhood. events like holidays and public
hearings.

2. Enter your account’s email address in the space provided.

3. Click Next

4. Enter your password in the space provided.

5. Click Verify to complete your log-in.
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STEP 2

CHOOSE YOUR PERMIT TYPE

6. You are now on the Dashboard page in your account. Click Apply

from the menu options at the top of your screen.

Dashboard [ELEIE

My Permits

Attention

0

Pending

Apply | lyWork Todaysinspections Map Report FesEstimator  SearchQ

Active Recent

0

Calendar (9

Draft

+ View My Permits

My Plans

Attention

0

Pending Active Recent

0

Draft

+ View My Plans

My Inspections

Requested

0 0

Scheduled

My Invoices
Current

0

Past Due

0

Closed

0

$0.00

$0.00

Total

+ View My Inspections

Dashboard  Home

Application Assistant

for application names and keywords

& Al

+View My Invoices

PEEll 'vWork  Todsy'sinspections  Map  Report  FeeEstimator

1= Trending 2o My History

7. You are now on the Application Assistant page. Click Permits.

Search@,  Calendar @

0 PLans

¢Hide Categories

-l

= PERMITS €3

Right of Way €}

Sheriffs Office €)

+ PLANS €3

Commercial Building Non Residential

Description

Category Name: x
Commercial Building Mon Residential (Existing/Mew tanant)

Commercial

Commercial Building Non Residential - New

Description:
New structure for s commercizl building

Category Name:
Commercial

Commercial Development Permit (Development Services Only)

Category Name: Description:
D

atis disturbing ground,
ing OSSF~

“If OSSF will be utilized please apply for OSSF Permit anly

New Public Swimming Pool/Spa Construction
Category Name: Description:

L

Apply

Apply

Apply

Apply

Collin County | Updated 10/11/2023

PAGE 3 OF11



STEP 2 CHOOSE YOUR PERMIT TYPE (CONTINUED)

8. You may scroll through the available permit options on the page, or
filter down to your permit category using the Show Categories
selection on the left.

9. Click Apply on the correct permit type for which you are
applying.

Annual Health Mobile Food Truck/Trailer Apply
) Category Mame: Description: -

— o Ervironmental Health  This is for the unincorporated areas and within the city limits of:
Farmersville, Jossphine, Lowry Crossing Melissa, Princeton,
Wylie only. If you are located within amy other city limits please
contact your respective city hall.
Arvy mobile vehiclefequipmentgstablishment in which food or
drink is prepared for direct consumption through service on the
premises or elsswhere, and amy other eating or drinking
vehicle/eguipment/astablishment or operation wheare food is
served or provided to the public.

STEP 3 COMPLETE YOUR PERMIT APPLICATION

10. Follow the prompts to begin entering the details of your permit
request, starting with adding your project location address by clicking
Add Location.

Apply for Permit - Annual Health Mobile Food Truck/Trailer *REQUIRED

Lecations

LOCATIONS

Add
Location

-+

REQUIRED

11. This will display the GIS interactive map with Collin County
outlined in red.
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STEP 3

COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

12.

Navigate to your parcel on the map, and click on the parcel; or
use the Search box on the left to find your address or parcel number
on the map. If you do not have an address or don’t know the parcel
number, zoom into your area of the map to find the correct location.

You may also use CollinCAD.org to find your parcel number.

Dashboard Home Apply MyWork Today'sinspections Masp Report FeeEstimstor  Search@  Calendar (@

AddAddressAs  Location W

4Back to Application

be Grayson County
Cunter
Van 4lseyn
g™ Pilot Point
Celina
Anna
Weston Blue Ridge
Sy Mehisia
Crum Krugerville Collin County
Lincoln Park
Crossreads Prosper
Denton County
Mol Lakewood Village et
Oak Paint cKinney P
N Tinceton
Littho Eloy R
Shady Shores Eirrry Croiakis Farmervville
Friu
il et Fairien
' Hickory Cresk
Angh Allen
Bartonville
Lake Dallas -
The Colony Lacw —
Highland Village »
Hebron
sanohe ¢ c Pans’
Double Ok 2PRer Lanyon Lewirville — Hn»l?ml“hlmn
Flower Mound Parker y R
Marshall Cresk
Murphy
Roghwall County
Seuthlake Gorap Carreliten
wphy Club . Sachre
estlnke e — Rt ardace: x Roves

13. Click +Add in the pop-up box showing your parcel/address.

14528 COUNTY ROAD 545 s
3 AMGLIN DRURY BLK 2 TRACT 115 18.58 ACRES
|
N @ ————
o (Tyoasl
aoo
0
o
14408
@

ADDITIONAL
GUIDANCE:

If this is for a new
structure on the
property, please
choose “TBD” for
the address.

If this is for an
existing
address/structure,
please choose the
existing address.
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STEP 3 COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

14. This selects the Location and returns the information to the
Locations page.

Apply for Permit - Annual Health Mobile Food Truck/Trailer "REQUIRED

Locations

LOCATIONS

Type: Location
14528 COUNTY ROAD 546,
3
NEVADA, TX75173 Add

Location
Main Address &

+

Parcel Number
2120237
Main Parcel B

Create Template

15. Click Next to advance to the Permit Type page.

Apply for Permit - Annual Health Mobile Food Truck/Trailer *REQUIRED

Locations Type
PERMIT DETAILS

* Permit Type Annu Heslth Mobis Fose Truck/Ti

Description

S St

16.
Contacts page.

Input any information requested and click Next to advance to the
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STEP 3

COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

17. Click on Contact cards to add the relevant information. Click
Submit when finished with each contact’s information.

NOTE: Some contacts are required. Which contacts are
required differs for each permit type.

HELPFUL TIP

NOTE: At any point in your permit application, you may use
Save Draft at the bottom right of your screen to save your
information, which can later be found in the Dashboard menu tab
as “Drafts”. Otherwise, exiting the software, leaving your
session to time out or clicking your browser back button will lose
all information entered prior to clicking Submit at the end of your

application.

HELPFUL TIP

NOTE: At any point in your permit application, you may use
Create Template at the bottom left of your screen to save the
information you have entered as a template for future use. For
example, this would be useful to do on the Contacts screen if you
frequently use the same set of contacts for permit projects. This
would be useful on the More Information tab if you have more
than one property for which the same answers to the questions
would apply.

18. When the Contacts are completed, click Next to advance to the
More Info page.

CONTACTS

Applicant Corporation Manager

T 2 ¢ mm

Contact

Kerry Lindsey (You) Jane Doe Joe Schmoe

4041 Cornizh +
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STEP 3 COMPLETE YOUR PERMIT APPLICATION (CONTINUED)
19. Input any information requested. All required fields will be in red
font. The information requested will differ based on the permit type.
@ 2 @ L]
Projection Operation |ope | Mt e
£
|
4
4
|
£
V]
.-_:. ] |
£
P e wave (el
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STEP 3

COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

20. When More Info is completed, click Next to advance to the
Attachments page.

Apply for Permit - Annual Health Mobile Food Truck/Trailer “REQUIRED

Locations. Type Contacts. Mare Info Attachments

Attachments

*If you have a commissary agreement please attach. If you do not have this, it will delay your application as a commissary agreement is required
for all units that move from location to location. *

Certified Food Diagram of structure Menu

Manager Certificate
Add Attachment

Add Attachment Add Attachment Add Attachment

.

+ +

Supported: pdf, jpa, poo, jpeg,
gif, 4iff, doc, docx, ds, i,
ek, dwi zi. v, i, e

REQUIRED REQUIRED REQUIRED

Back Create Template Save Draft m

21. Click on the Attachment cards to add the relevant attachments.

NOTE: Some attachments are required. Which attachments are
required and in what format they should be submitted differs for each
permit type. Supported formats for each attachment is listed on the
Attachment card.

22. When all relevant documents have been attached, click Next to
save the files and advance to the Signature page.

Apply for Permit - Annual Health Mobile Food Truck/Trailer *REQUIRED

Locatons. Type Contacts More Info Attachments Signature.

SIGNATURE

Ifuriher sertify that | 4  that | have received, resd and undersiand o “Special Netes and Commentspermit
1o

Enable TypeSignature

Kermy Lindsey
biay 182073

et o @D
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STEP 3

COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

23. Read the certification statement on the page, and type your name
into the field provided to acknowledge your consent.

24, Click ™ to toggle the Enable Type Signature. Type your name
into the field provided, which will then display it in the signature box.

Apply for Permit - Annual Health Mobile Food Truck/Trailer *REQUIRED
Locations Type Contacts More Info Attachments Signature

SIGNATURE

|further certify that | amthe proparty owner or the property oviner's sgent and that | have received, read and understand all “Spacial Notes and Comments /parmit

requirements and | understand that this printed prmit must be presentsd to the proparty owner)

* Please type your name as consent to electronically sign this application. Kerry Lindsey

Enable Type Signature .

Kerry Lindsey
May, 18 2023

| Ry Lindoey

25. Click Next to advance to the Review and Submit page.

26. Review your application. For any corrections or additions, use the
Back button at the bottom left of your screen to correct the content on
the various pages of your applications. Once corrections are made,
use the Next button to return to the Review and Submit page.

NOTE: Do not use your browser’s back button or leave the software to
time out, or you will lose any information entered and not saved as a
draft.

27. Click Submit when you are ready to submit the application.

@ Your application was successfully submitted!

‘Your zpplication has been submitted successfully. Plezse note thatyour spplication will not be reviewed until all fees are paid in
full.

Continue to permit
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STEP 3

COMPLETE YOUR PERMIT APPLICATION (CONTINUED)

status.

Permit Details | Tk Elements

$0.00

View Details

activity.

Permit Number: HLTH23-0518-0035

| bzin Menu

Type: Annual Health Mobile Status: Submitted - Online
Food Truck/Trailer
IVR Mumber: 100508 Applied Date: 05/18/2023
District: City Limits Assigned To: Denaker, Andrew
Finalized Date:
Description:
Locations Fees nspections Attachments Contacts Sub-Records More Infa
Progress Workflow
0% (O Confirm application complete
0 AssessFees
» Complated
InProgress (O} Health Permit Review
Mat Started )
O Issue Permit
(C} Maobile Food Health Inspection -
Fees (O Certificate of Completion

28. Click Continue to Permit to view your permit number, details and

Project Mame:

Issue Date:

Expire Date:

Available Actions

No Actions

Note: The Dashboard and My Work tabs in the menu bar at the top
of your screen are very useful to view your account content and
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