CITY OF LAKE ELSINORE ONLINE
CITIZEN SELF-SERVICE PORTAL USER GUIDE

SUBMITTING PLANNING APPLICATIONS
OVERVIEW
This guide will walk you through the simple steps necessary to submit Planning applications on the
CSS Portal.
Once you have obtained an online account, you can login to the portal and select the application
type you’d like to submit for.

You will need to complete the applicable application form from the Online Planning page before you
submit your online application. Once you complete this form, you will need to either print it or save
it as a PDF file on your computer. You will need to attach the application form, along with any other
required plans or documents during the online submittal process.
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Click anywhere on the Planning Applications tile to jump to the Online Planning Applications page.
This page provides you with a link to self-fillable, online forms that you will need to complete and
then save to your computer.

Click on the “HERE” link, circled above to launch the application form.
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Select the appropriate form from the list of available publications and complete and save the form
to your computer. You will need to attach it to your online application.

Once you have completed and saved the application form, return to the Online Planning Application
page and click on the Apply Now button to launch the CSS Portal Application Assistant.
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From the Application Assistant screen on the CSS Portal, you will be able to submit an application for
any planning type available.
You can search for any application type by entering the name in the search bar across the top of
your screen. Below the search bar, there are choices to view all application types, those that are
“Trending” (used most frequently on the CSS Portal), Permits or Plans. Clicking on those choices will
selectively filter the available types, based on your choice.
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You can also click on the “Show Categories” link to view each of the application types with a greater
degree of specificity.
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Once you have found the application type you wish to submit for, click the “Apply” button to the
right of the window.

The first step of the application process is to provide a location. TIP* be sure to pay attention to the
notes that appear on the different screens as you are applying. They provide information you need
to observe during that section of your application.
Click on the “Add Location” tile.

Once you click on the “Add Location” tile, a map of the City will appear along with a search tool.
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You can zoom in or out of the map using the wheel on your mouse or by clicking on the plus or
minus signs in the lower-right corner of the window.
NOTE* you can only submit applications for locations that are within the city limits. This map shows
the boundaries for the city. If you zoom in to your location and notice it is not within these
boundaries, please stop the application process and call city hall at (951) 674-3124 to confirm with
city staff.
Property located within the city limits will be shaded with a color and display points within each
parcel to identify the parcel as being in the city limits.
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In the following image, you can clearly see where the city limit ends on Skylark Dr. Parcels within
the city limits on the left and right-hand side of that street are shaded in red & blue and have parcel
identifiers in each parcel. The parcels outside of the city limits are not shaded and do not have
parcel identifiers inside each parcel.

NOTE* the different shaded areas on the map refer to the various approved zoning requirements for
those areas.
You can also find a location by searching for address or parcel number from the search bar.

As you begin typing, address or parcel matches will appear on the list.
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When you select the address/parcel you want to use, the map will zoom to that parcel and display
the parcel owner information. Click on the “Add” plus sign to add that location to your application.

The CSS Portal will show you the attached location and provide you with the opportunity to add
another location, if necessary. If you don’t need to add another location, click the next button at
the bottom of the screen.
NOTE* you can save your application at any time during the application process by clicking on the
Save Draft button at the bottom of the screen. Saved drafts can be accessed from your account
screen later when you wish to continue with the application.
Step two of the application process asks you to confirm the application type and to enter any
required information or descriptions of your work. Each application type may require unique
information from the applicant. The Description field is where you should enter any relevant
application details.
NOTE* fields marked with a red asterisk are required and must be populated before you can
proceed.
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Step three provides you with the chance to attach any other contacts, such as Architects,
Contractors or Developers to the application. By default, you – the applicant – will be attached as
the Applicant.

You can move through step four by clicking next to get to step five, where you attach any required
forms or plans to your application.
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You must attach the required items to your application before you proceed to step six. Required
items are clearly defined from the attachment screen. In order to attach the records, you can either
click on the required item and “Browse” to the file location on your computer, or you can drag the
file from your computer and drop it on the appropriate required file type.
Once you have attached the required documents, click next to proceed to the next step, where you
can electronically sign your application.
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If you are applying from a computer, you’ll need to first type your name in the upper consent field.
Then click the button that enables you to type your signature and then type your name in the
adjacent box. As you type, your name will be “signed”, below. Click next to proceed to the final
step. If you are applying from a device with a touchscreen, you can sign with a stylus or your finger.
The final step provides you with an overview of your application and may include an estimate on
fees owed for your application. Note that estimated fees may change, once staff have reviewed
your application.
Confirm the information is correct on your application and then click the submit button.
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Once your application has been submitted, it will be assigned an application number, which you can
use to track your application through the completion process.
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As your application is being processed, you’ll see the progress bar change to reflect where your
application is in the overall completeness.
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Your application can now be viewed by logging into the CSS Portal and clicking on the Dashboard
menu item. From there, you can see the status of all of your applications, inspections and invoices.
You can call City CSS Portal support staff with any questions you have concerning the registration
or use of the CSS Portal site. That number is (951) 674-3124 x 321
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