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How to Apply for a Building Permit 

 

 

1. Proceed to the Customer Self-Service Portal, located here and login to your 

account. 

 

 

2. Click either the “Apply” card or “Apply” on the top toolbar to begin the process. 

 

 

 

3. There are three different ways to locate the permit application that you would like 

to apply for.  You can type the permit type in the Application Assistant (1,) you 

can select the “Permit” button, to list all permits available to search (2,) or click 

on “Show Categories” to list permits by type (3.) 

 

 

 

 

https://morrisvillenc-energovweb.tylerhost.net/apps/SelfService#/home
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4. When selecting the appropriate permit to apply for, always take note of the 

description listed.  Click “Apply.” 

 

 

    

                                                                                                                                                                         
5. When applying, you will see a progress line for your application, a blue circle 

notating your current step.  The first step will be to add the location of the permit.  

Click the “Add Location” box.  Take note of any text that may appear above a 

selection. 

 

 

 

 

6. Type all or part of the address for the permit and press the magnifying glass to 

search.  When your results return, click on “Add” to proceeded (next page.)   
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7. Your selected location will populate.  Click on “Next.” 

 

8. For our permit example, step 2 requires the input of “Description,” “Square Feet,” 

and “Valuation.”  The “Permit Type” cannon be changed, as it is not selectable.  

Click “Next,” when finished. 
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9. Step 3 requires the input of contacts for the permit.  Pay close attention to the 

text above your selections (1.)  For this permit, the “Property Owner” is required 

(2.)  To add a contact, click on the “+” within the blue card.  You will be presented 

with a screen like step 6 above, to input the name, email or company of the 

contact you wish to add.  You may add other contacts to your permit (3.)  To do 

so, click the “Select Type” dropdown to select the contact type and add your 

contact.  If a contact is not found, do not manually enter the contact.  The contact 

will need to create a CSS online portal account.  When you are finished, click 

“Next” (4.) 

 

10. Step 4 of this process requires the input of “More Information.”  Pay close 

attention, as fields marked with an asterisk are required before continuation to 

Step 5.  There are various types of data fields, some being input (1,) links (2,) and 

dropdowns(3.) Note that links will open in a new window, so you will not lose 

your place on the form.  When complete, click “Next.” 
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11. Step 5 will list the attachments needed for your permit application.  In the below 

example, “Contractor’s Signatures” must be uploaded before continuation of the 

process.  Clicking on the “+” will reveal a file explorer window for you to select 

your file to upload.  Again, pay attention to the instructions contained on the 

card.  Note: Only .PDF documents are supported for upload.  If there are any 

other documents you wish to upload, click the “+” within the “Add Attachment” 

card after clicking the “Select Type” drop down, to select the type of document.  

Click “Next” when finished. 

 

12. The final step of the process will allow you to review the information you 

provided during your permit application.  This includes Location, Basic 

Information, Contacts, More Information, as well as any Attachments that were 

uploaded during the process.  If all information is correct, click “Submit” at the 

bottom of the page.  If your application was successfully submitted, you will 

receive the following message. 

 

 

 

13. At this point, you can submit another permit or log off of your online portal 

account. 
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