CSS Registration Instructions

1. You MUST be in Google Chrome: Click on Login or Register

Good Afternoon, Guest ~
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Welcome to Self Service
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Login or Register
Login to an existing or create a new
account. You can also find help if you
forgot your login information.
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Search Public Records Apply
This tool can be used to apply for a
permit, plan or license.

This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

2. Inthe next screen, click Create an Account at the bottom of the page.
We highly recommend that you DO NOT sign in with Google/Apple/Microsoft/Facebook unless you are confident

that the corresponding Profile uses the same email associated with your EnerGov account. If you use a different

email, your CSS account will not properly link to your EnerGov account.
b. The remaining instructions do not apply if you signed in with Google/Apple/Microsoft/Facebook
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Sign In to community access services.

a.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

Sign in with Facebook
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OR
Email address

[] Keep me signed in

Unlock account? Help

’ Create an account ‘

3. Inthe next screen, enter the same email you provided to us when you applied for your Business License. YOU MUST
ENTER THE SAME EMAIL OR YOUR RECORDS WILL NOT BE LINKED. YOU MUST HAVE ACCESS TO THIS EMAIL TO

COMPLETE THE REGISTRATION.
a. Enteryour First and Last Name

b. Enter a password
c. Click the blue Sign Up button. (DO NOT CLICK “Already have an account”)
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Slgn up
Email
First name

Last name
Mobile phone

Password
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Password requirements:

At least B characters

A lowercase letter
An uppercase letter
A number

No parts of your username

Password can't be the same as your last 10
passwords

Already have an account?

***%* |f you get a message that a user with this Email already exists (below image) then click the “Already have an account”
(above image) and skip to step 8 below, otherwise continue.

We found some errors. Please review
the form and make corrections.

Email

@ A user with this Email already exists




4. The next page (shown below) must be kept open while you check your email to get the verification code sent to you.

Verlty with your emall

@' tidctest2@yahoo.com
We sent an email to tidctest2@yahoo.com. Enter
the verification code in the text box.

Enter Code

Return to authenticator list

Back to sign in

5. Go to your email to get the code. You may need to check your spam folders if you don’t see the email in your inbox. The email
will come from noreply@identity.tylerportico.com. If you add this email address to your contacts it will prevent important
emails from Tylerportico.com from going into a spam or junk mail folder in the future.
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mail yahoo.com

HIi TIDC,

Welcome 1o your Community Access
account!

Your organization uses Community Access
and Tyler Technologies to manage access
to applications which serve citizens.

Community Access provides access to all of
your citizen applications and connects you
to other public applications within Tyler
Technology's ecosystem.

Learn more about Community Access.

To verify your email address and activate
wour account enter the verification code:
804790

6. Enter the verification code then click the blue Verify button.
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7. Once logged in you should see your dashboard.
a. Check that you can see all your records
b. Verify that your personal info is correct

mjﬁi\hﬁ Good Evening, TEST Company2~ W0
Cape ()I'al Citizens Self Service

ELORIDA

[RESISSOXM Home Apply MyWork  Today'sinspections Map  Report Paylnvoices Search@®  Calendar (@ 311

My Permits
Attention Pending Active Recent Draft
69 8 50 29 0
con: 2% truction G 5 19 18
end 15 te:Retaining.. 1 Vi 5 a
oth % ot 2 o 26 ot 7

»View My Permits

8. The next time you sign in enter your email in the below window and click Next.
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Slgn In to community access services.

Sign in with Google
Sign in with Apple
Sign in with Microsoft

Sign in with Facebook

Email address

tidctest2@yahoo.com ‘

[J Keep me signed In




9. Choose one of two options to verify your identity. If you know your password, Select Password.
**%¥* You can also rest your password by clicking Forgot Password, details in step 11. ****
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Verify it's you with a security method

Verify with your password

" " Password
Select from the following options

(] Email Select

Password Select

Forgot password?
Werify with something else

Back to sign in Back to sign in

Enter Password to login 2>

10. If you don’t know your password, you can Select Email and a one-time verification code will be emailed to you. You must
have access to the email to receive the code.
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Verify it's you with a security method

Get a verification email 8_
i oo e
Select from the following options

We sent an email to c***s@gmail.com. Enter

the verification code in the text box
Send a verification email to c***s@gmail.com

by clicking on "Send me an email". Falisl

[ |
Send me an email
L Password Select Verify

Verify with something else

[-—<] Email Select

Verify with something else
Back to sign in Back to sign in

> Enter Code> "




11. If want to reset your password, click “Forgot password”. A verification code will be emailed to you, which must be enter
on the next page. Again, you must have access to the email to get the code. After you enter the code you will be able to
reset your password.
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Verify with your password
@ cocctestbusapps@gmail.com Get a veriﬁcation emaii
Password (@ cocctestbusapps@gmail.com

[ °

Send a verification email to c***s@gmail.com
by CiiCking o sendme snemal
- Send me an email
Verify with something else

Back to sign in
9 Back to sign in 9
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Hi Joseph, Haven't received an email? Send
again
A password reset request was made
for your Community Access account. o )
If you did not make this request, We S&ﬂ[.yf(}Lir.'J verafu_:apon email. Enter the
please visit the Community Access verification code in the text box.
site and request your own password Enter Code
reset.
Fntar thic rnda tn racat vnyr ‘ ‘
password: 169965
Verify
This is an automatically generated message
from Community s. Replies are not Back g 3
. 1onitored or answered Eack 1o sign in
Get code from email> e R Enter Code~> >

NOTE: The email will come from noreply@identity.tylerportico.com. If you add this email address to your contacts it will prevent
important emails from Tylerportico.com from going into a spam or junk mail folder.
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- Type in your new password x2 and click Rest your Password
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Reset your Tyler Portico Citizen password
I — . com

Password requirements:

+ At least 8 characters

+ Alowercase letter

* Anuppercase letter

* A number

* No parts of your username

Password can't be the same as your last 10
passwords

New password

[ =

Re-enter password
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[l Sign me out of all other devices.

Reset your password

Back to sign in



