
Registering with Flagler County Growth Management Citizen Self Service 

Important Note: If your staff will have their own Citizen Self Service accounts to create and manage inspections 

for the company licenseholder, you will need to contact Brandon Berry at bberry@flaglercounty.gov with their 

email address after they register to ensure that they are set as a sub-account to the licenseholder. Until this 

occurs they will not be able to schedule inspections. 

 

1) Visit https://energovweb.flaglercounty.org/EnerGovProd/SelfService#/home. You can find a link to this 

page by visiting FlaglerCounty.org, hovering over the ‘Departments’ menu, and clicking on ‘Central 

Permitting’ under the ‘Growth Management’ header. The link to CSS is about halfway down the page. 

 

2) In the top right hand corner of the page, click on ‘Guest’ and then ‘Register’ 

 
 

3) Enter your email address on the next page. Please note that, unless this is the email address associated 

with your licenseholder account in our system, the account you are creating will not immediately be able 

to schedule inspections. Please email bberry@flaglercounty.gov with the email you are registering to 

have the account associated with the licenseholder account and begin scheduling inspections. 
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4) After you enter your email address and click ‘Next’, you will be sent an email that you must open and 

click to continue the registration process. Please allow up to ten minutes to receive the email, and check 

your ‘Spam’ folder if you have not received it within that time frame. 

 

5) Clicking the ‘Confirm’ link in the email will redirect you to CSS. Complete Pages 2-4, which allow you to 

pick a username and password, provide contact information, and provide your mailing address. 

 

6) After you complete registration you will be directed to your dashboard. Unless the email you registered 

with is associated in our system with the licenseholder account, the dashboard will not contain any 

permits, plans or inspections. To associate this newly-registered account with the licenseholder account 

and begin scheduling inspections, please email bberry@flaglercounty.gov with the email address you 

registered under and the contractor license you wish for it to be associated with. You will receive email 

confirmation when the account is associated. 
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7) After you receive email confirmation that the account you just created is associated with the licenseholder, 

log in to CSS and navigate to the ‘Dashboard’ tab. The permits applied for under your licenseholder 

should populate. If not, there may be a switch on the Dashboard that you can click to associate your 

company’s permits with your account. If you do not see the switch and continue to experience problems, 

please email bberry@flaglercounty.org with a description of the issue. 
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Scheduling an Inspection with Citizen Self Service 

A Note on Permit Fees and Inspections: Inspections cannot currently be scheduled on permits that have 

outstanding fees. If you have an invoice number, you can now make payments through Citizen Self Service by 

clicking on the Payments link at the top of the page. Please note there is a delay in applying these payments to 

your account. We anticipate a solution in Spring 2022. 

 

1) After logging into your Citizen Self-Service account, click Dashboard at the top of the screen. All of your 

pending, active, draft, and recent permits will be shown under the ‘My Permits’ header. ‘Active’ permits 

refers to those permits that have already been issued, and clicking its box will show all permits for which 

inspections can be scheduled. 

 

2) On the next page, click on the permit number of the permit for which you want to schedule an inspection. 

 

 

 

  



3) Click the ‘Inspections’ bubble underneath the permit information on the page that displays. You will see 

a list of required inspections, and can click the check boxes under the ‘Actions’ column to choose which 

inspections you wish to schedule. Inspections that require a prerequisite to schedule will not be 

selectable. Once you’ve selected all of the inspections you wish to schedule for the selected permit, click 

the ‘Request Inspection’ bubble at the bottom of the table. 

 

 

  



4) If the permit has outstanding fees, such as reinspection fees from a prior failed inspection, new 

inspections cannot be requested for that permit through Citizen Self Service until fees are paid. You can 

navigate to the ‘Summary’ bubble to view whether there are outstanding fees on the permit, and permits 

with outstanding fees will have an exclamation point in the ‘Fees’ bubble.  

If you have received an invoice number you can pay these fees by navigating to ‘Payments’ in the bar at 

the top of the screen and entering payment, invoice, and permit/plan information on the online payments 

page. Note that this process currently requires manual payment application by staff and there will be a 

delay between when payment processes and when the inspection can be scheduled. Furthermore, the 

‘Pay Now’ and ‘Add to Cart’ buttons within the permit itself are not currently active and payments cannot 

be made through this method. All payments must be made through the ‘Payments’ tab in the bar at the 

top of the screen. 

 

 

 

 

  



4) After selecting the inspections you wish to schedule and entering the next page, you can select a requested 

date for the inspection and enter comments for the inspector. Please ensure that you enter a date for each 

inspection scheduled, and provide essential comments (such as the gate code) for each inspection if scheduling 

on different dates. When you’re done, click ‘Submit’ underneath each inspection request. 

  

 

 

5) Navigating back to the permit will show that your inspection has been requested. When your inspection is 

confirmed for the requested date and an inspector has been assigned, the confirmation will populate in the 

appropriate column. 

 


