
SELF SERVICE PORTAL LINK:   Self Service 

CREATE A USER ACCOUNT 

CLICK PERMITS AND INSPECTIONS   

MAY REQUIRE YOU TO LOG-IN AGAIN 

https://sussexcountyde.munisselfservice.com/css/citizens/default.aspx


 

 

CLICK HERE TO APPLY ONLINE  **PLEASE NOTE WE DO NOT SCHEDULE ANY INSPECTIONS ONLINE (ONLY BUILDING 
PERMITS) 

 



 

 



SELECT THE TYPE OF APPLICATION (CONNECT OR DISCONNECT) **PLEASE NOTE: THESE ARE THE ONLY PERMIT TYPES WE 
WILL BE ALLOWING ONLINE FOR THE TIME BEING.  IF YOU NEED DEWEY BEACH, PARTIALS, OR FIRE SUPPRESSION-PLEASE 
UTILIZE PAPER APPLICATIONS. 

 



PLEASE ENTER THE TAX PARCEL ID (WITH DASHES AND PERIODS) AND HIT SEARCH. 

CONFIRM THE PROPERTY ADDRESS/DESCRIPTION AND OWNER ARE CORRECT AND SELECT “SELECT AND CONTINUE” 

 

ENTER IN THE “DESCRIBE LOCATION”  IE SFD (SINGLE FAMILY DWELLING)  

ENTER IN THE “DESCRIBE PROJECT/ACTIVITY” IE CONNECT SFD 

SELECT YOUR ROLE IN PROJECT FROM DROP DOWN MENU (PLUMBER) 

ENTER IN THE “REASON FOR APPLYING” IE CONNECTING SFD TO SEWER 

SELECT “SELECT FROM A LIST OF ALL CONTRACTORS” AND SELECT YOUR PLUMBING COMPANY NAME 



 



 

 



 



THIS WILL AUTOMATICALLY POPULATE YOUR PLUMBING COMPANY INFORMATION.  IF YOU DO NOT HAVE AN EMAIL 
ADDRESS TO YOUR PROFILE, YOU WILL HAVE TO MANUALLY ENTER THIS INFORMATION IN THE APPROPRIATE BOX. 

ENTER IN ANY ADDITIONAL INFORMATION YOU FEEL YOU NEED TO TELL US ABOUT THE APPLICATION IN THE “ADDITIONAL 
INFORMATION” BOX.   

WHEN DONE, HIT CONTINUE 



 



THE NEXT PAGE IS YOUR REVIEW PAGE.  YOU WILL HAVE TO REVIEW THE INFORMATION PROVIDED AND MAKE ANY 
NECESSARY ADJUSTMENTS.  YOU WILL ALSO HAVE TO ENTER IN A VALIDATION NUMBER TO CONTINUE, AS WELL AS CHECK 
THE TERMS BOX.   

 

WHEN COMPLETE HIT SUBMIT. 

THIS WILL GIVE YOU A CONFIRMATION PAGE INCLUDING THE APPLICATION NUMBER.   



 

THIS IS WHERE YOU WILL UPLOAD A COPY OF A CONTRACT BETWEEN YOU AND THE PROPERTY OWNER.   



 

SELECT YOUR CONTRACT AND UPLOAD. 

 

YOU MAY CHECK ON THE STATUS OF YOUR APPLICATION BY GOING BACK TO THE PERMITS AND INSPECTIONS TAB AND 
ENTERING IN THE APPLICATION NUMBER AND HIT SEARCH. 



 

 



 

SELECT DETAILS 



 

THIS SHOWS THE STATUS AS “REVIEWING”.  ONCE YOU HAVE BEEN NOTIFIED THAT THE APPLICATION IS READY, YOU MAY 
SELECT “ADD TO CART” 

YOU MAY THEN GO IN AND LOOK FOR ADDITIONAL APPLICATIONS TO ADD TO CART IN THE SAME FASHION.   

WHEN YOU ARE READY TO CHECK OUT-CLICK ON YOUR CART. 



 

 

 

SELECT CHECKOUT 

YOU WILL BE PROMPTED TO ENTER VALIDATION NUMBERS 



 

SELECT CONTINUE AND FOLLOW PROMPTS FOR PAYMENT.  IF YOU HAVE ANY ISSUES, PLEASE REACH OUT TO NICOLE 
MESSECK AT UTILITY PERMITS.   

 

****KEY POINTS**** 

• YOU MUST WAIT UNTIL YOU HAVE RECEIVED NOTICE THAT PERMIT IS READY TO BE PAID FOR.   
• ONCE YOU PAY FOR THE PERMIT ONLINE, IT MAY TAKE UP TO 1 DAY TO GENERATE ON OUR SIDE AS PAID (THIS IS 

DONE WITH A REPORT EVERY MORNING FOR THE PREVIOUS DAYS’ PAYMENTS). 
• ONCE WE HAVE RECEIVED PAYMENT, THE PERMIT WILL GO INTO “ISSUED” STATUS AND BE AVAILABLE TO SCHEDULE. 

 

 

 

 


