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1. Go to Citizen Self Service Site  

2.  Register - To register on CSS the user can click on the Login or Register box and select Register. This will 

bring up a page that requires an email address to create an account.  

 

3. Use one of the following options to Register or Log In: 

 

 

Note: If registering for the first time, 

to proceed with enrollment, the user 

must click the link in the confirmation 

email which will be sent to the email 

the user provides at registration. 

file://///boccfs04/slchome$/GM/user/guevaras/Tyler/Guides/CSS%20Site%20Registration%20Guide%20(without%20link).pdf
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4. Once logged in, click on the Apply button on either the top header bar in black or the shortcut on the 

homepage. 

 

5. Filter plan case application types by choosing the Plans filter button. A listing of plan case types will appear 

in alphabetical order.  

Choose from the list or search in the Search bar.  

Click on the Apply button. 
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6. Steps 1-7 appear. The first step is to choose a Location(s). The drop-down allows to add location types 

(Billing, Home, Location, or Mailing) the default is Location. 

Note the Save Draft button is available as the user proceeds to the next step. 

Click on the Plus (+) button to add an address.

 

7. The user can Search the address using the map and +Add it to the application or Enter it Manually by 

typing in the address.  
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8. Note if the address is outside of the unincorporated St. Lucie County’s jurisdiction, the user will see a note 

in red directing the user to not proceed and the name of the correct municipality in which to contact. 

 

9. Once the user has added the location(s) Click on the Next button.  
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10. Step 2 is Type. This step pre-populates the plan case type and requests a Description of the plan case. 

Click Next when complete.  

 

11. Step 3 is Contacts. This step pre-populates the Applicant as the User that is logged in. The user may be 

required to add more contacts based on the plan case type. The user can add more contacts as needed. 

See the example of the contact types listed below.  

Note: Only the contacts listed in the application will have access to the plan case. If the user does not add 

the additional contacts during the application process, the user will need to contact staff to add them to 

the plan case at a later time. When complete Click Next. 
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12. Step 4 is More Info to add details on the user’s plan case request. Items in red are required (differs by plan 

case type). The more information provided the better we can serve the user. When complete Click Next. 
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13. Step 5 is to add Attachments.  Required attachments will be labeled as such and must be included. 

Additional attachments may be included as listed below. 

 

 

 

---- Go to the next page for the following step. ---- 
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14. Step 6 is the Signature. Review and type name as consent to electronically sign the application. Then 

enable type signature and type name. Once Completed click Next. 
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15. Step 7 is to review and submit the application. This step shows a summary of all items entered. If the user 

wishes to make a change, click Save Draft, and the user can update. Once reviewed click Submit. 
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16. Upon successful submission of the plan case, the summary screen appears as shown below. Fees will be 

invoiced at a later time.  To pay fees, the fees must first be invoiced in EnerGov.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


