
How To Schedule an Inspection and Attach a 
Document to an Inspection in the CSS Portal 

Step 1: Log into your account and go to My Work and click on My Permits and find the permit that 
you want to schedule an inspection and click on it, and it will bring the permit up or go to Request 
Inspections and click on the inspection you want to request.  

 

Step 2: Your inspections are now listed on the screen. On the right of the screen, there will be a list 
of Available Actions; click Request for the type of inspection needed (if you choose this way, 
please skip, and go to Step 4) or select Inspections on the top (and go to Step 3). 



Step 3: Within the Request Inspections screen, scroll down to request the inspection types and 
click which inspection on the Action box you want to request and in the right-hand corner click 
Request inspection. 

 
 

Step 4: The inspection screen will show after you click on Request Inspection. You will need to enter 
the requested date and AM or PM, then click Submit.  Please note, time (AM and PM) requests are 
not guaranteed, however, the inspector will try to accommodate. If unable to do so, they will make 
attempt to contact you to reschedule. 



Step 5: Once the inspection is requested, a screen will show the date requested, then you will need 
to click Back.  

 

Step 6: If you need to cancel the inspection you can click Cancel Inspection. Additionally, if you have 
an inspection that needs a document attachment; click the specific inspection in Existing 
Inspections. 

 



Step 7: Once you click in the specific inspection, a new page will be displayed and you will need to 
click on the Attachments button.  Documents can be added by clicking the Add Attachment + 
Sign, then add the needed attachment and click Submit.  

 

You are now finished; your inspection is scheduled, and 
the documents are uploaded to the inspection.  

Thank you 
 

 


