
 

City of South San Francisco 
Community Portal User Guide 



CITY OF SOUTH SAN FRANCISCO   •   Community Portal User Guide 

 
Prepared by Speridian Technologies | Version 1.0 PAGE 2

About T his Guide 
 About This Guide 

A clear, visual walkthrough of the City of South San 
Francisco Community Portal 

 
This guide is designed for residents, business owners, contractors, and other members of the public who 
use the City of South San Francisco online portal. It follows the portal’s navigation and shows the major 
tasks in the same order users encounter them. 

 

 WHAT YOU CAN DO 

Create an account, log in, complete licensed 
contractor registration when applicable, start 
permit or license applications, track submitted 
records, use the GIS map, manage business 
employees, submit a Traffic Advisory Committee 
request, and contact the City. 

 

Before you begin 
•  Use the City-provided portal URL in a modern web browser. 

•  Have access to the email address you will use for registration and verification. 

•  For permit applications, have the project/site address and any required supporting documents ready. 

•  Business or contractor users may also need company information and a license number during 
registration. 

 

How this guide is organized 
Each section combines concise instructions with the actual portal screenshots supplied in the source 
guide. Screens are visually framed and captioned so users can recognize the correct page quickly. 

 PUBLICATION NOTE 

Portal fields and requirements can vary by permit, 
license, or application type. Follow the on-screen 
requirements for the specific application you are 
submitting. 
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Getting Started 

01 Getting Started 

Access the portal, create an account, complete 
licensed contractor registration when applicable, 
and sign in securely 

 

1.1 Accessing the Portal 
Open a web browser and go to the City of South San Francisco portal URL provided by the City. The public 
landing page displays the City portal header and the available self-service actions. 

 
Screenshot SS-01 — Portal Home / Landing Page — Before Login. 

 ORIENTATION 

Use the Log In option in the upper-right area of the 
portal when you need to register or access your 
account. 
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1.2 Creating an Account — Start Registration 
1 From the portal home page, select the login option. 

2 
On the login page, choose the appropriate registration option. Public users and professional users may 
see separate registration choices. 

3 
Complete the requested user information. Business or contractor users may also be asked for company 
and license information. 

 

Screenshot SS-02 — Open Login from the Portal Home Page. 

Screenshot SS-03 — Choose Registration Type. 

 

 
Screenshot SS-04 — Enter User Information. 
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1.2 Creating an Account — Complete Registration 
4 Review the registration terms and conditions presented by the portal. 

5 Accept the required terms, then continue to the final registration step. 

6 Finish the registration flow and watch for a verification or account setup email from the City. 

 

Screenshot SS-05 — Review Terms & Conditions. Screenshot SS-06 — Finish Registration. 

 

 
Screenshot SS-07 — Open the Verification Email. 
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1.2 Creating an Account — Set Your Password 
Use the link from the City email to create your portal password. After the password is set successfully, 
return to the portal and sign in with your registered credentials. 

 
Screenshot SS-08 — Create Your Password. 

 ACCOUNT SETUP COMPLETE 

After creating your password, your account is ready 
for portal login. Keep the registration email until you 
have successfully signed in. 

 

1.3 Logging In 
1 Go to the portal login page. 

2 Enter your registered email / username and password. 

3 Select Log In. After authentication, the portal home page displays the full signed-in navigation. 
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1.4 Signing Out 

Screenshot SS-09 — Portal Login Screen. 
Screenshot SS-10 — User Profile Menu / Log Out. 

 

Signing out 
Select your name or profile icon in the top-right corner. Choose User Profile to view account information, 
or choose Log Out to end the current session. 

 GOOD PRACTICE 

Sign out when you finish using the portal, especially on 
a shared or public computer. 
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1.5 Licensed Contractor Registration — Professional Account 
Licensed contractors first create a Professional portal account. After account setup and sign-in, a separate 
Licensed Contractor Registration application must be completed before permits can be pulled. 

1 On the portal login page, locate Register for an Account and select Register under 
Professional. 

2 Complete the Business Information section. Enter the Company Name and select the 
appropriate Business Type. 

 
Screenshot LC-01 — Register under the Professional Account Option. 

 Professional account: Use the Professional 
registration option for businesses and licensed 
professionals, including contractors. 
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1.5.1 Business Information & CSLB Validation 
3 If Business Type is Licensed Contractor, the CSLB License Number is required. 

4 Enter a valid CSLB license number and select Validate CSLB Number. Allow a few seconds for 
validation. 

5 When validation succeeds, the portal populates the business details associated with the 
license. If the license is inactive or invalid, the portal displays a validation message instead. 

6 Enter Business Description, Email, Website, and Fax, as applicable. 

 
Screenshot LC-02 — Business Information & CSLB License Validation. 

 CSLB validation: A valid, active CSLB license is 
required for the Licensed Contractor business 
type. Successful validation populates the related 
license information. 
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1.5.2 Primary Contact & Acknowledgement 

7 In Primary Contact Information, enter the main point of contact for the business account: First 
Name, Last Name, Phone, Email, and Contact Type. 

8 Select Next after all required business and primary-contact information is complete. 

9 On the Acknowledgement screen, review the information, select the required 
acknowledgement checkbox, and continue. 

 
Screenshot LC-03 — Primary Contact Information. 

 Primary contact: This person serves as the main 
point of contact for the business account and may 
manage access for additional users. 
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1.5.3 Registration Confirmation 
After the acknowledgement step is completed, the portal confirms that the Professional account 
registration was successful. 

10 On the Welcome screen, review the next-step message and select Finish. 

 
Screenshot LC-04 — Professional Account Registration Confirmation. 

 Next step: Check the email address used for 
registration. You will use the City email to set your 
password and access the portal. 
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1.5.4 Verify Email & Set Your Password 

11 Check the email address used during registration. Two messages are expected: a portal 
welcome / password setup email and a licensed contractor next-steps email. 

12 Open the password setup email and select the provided password reset / setup link. 

13 Review the licensed contractor next-steps email, which directs you to complete Contractor 
Registration after account verification. 

 
Screenshot LC-05 — Portal Welcome Email — Password Setup Link. 

 
Screenshot LC-06 — Licensed Contractor — Next Steps Email. 
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1.5.4 Verify Email & Set Your Password — Continued 
14 On Change Your Password, enter a new password, confirm it, and select Change Password. 

15 After the password is changed, the portal redirects you to the portal. If you are not already 
signed in, use the same email address and your new password to log in. 

16 On the portal Home page, select the Licensed Contractor Registration tile. 

 
Screenshot LC-07 — Change Your Password Screen. 

 
Screenshot LC-08 — Portal Home — Licensed Contractor Registration Tile. 
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1.5.5 Start the Licensed Contractor Registration Application 

17 The New Licensed Contractor Registration Application opens. Type is automatically selected as 
Registered Licensed Contractor. Select Next. 

18 On the Business Information intake step, complete all required fields and select Next. 

 
Screenshot LC-09 — New Licensed Contractor Registration — License Type. 

 
Screenshot LC-10 — Licensed Contractor Registration — Business Information. 
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1.5.6 Acknowledgement & Submission 

19 On the Acknowledgement step, review the declaration, select the acknowledgement 
checkbox, and select Submit. 

20 When the successful submission message appears, select Finish. 

 
Screenshot LC-11 — Licensed Contractor Registration — Acknowledgement. 

 
Screenshot LC-12 — Contractor Registration — Successful Submission. 
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1.5.7 Pay the Required Fee 

21 The portal opens the submitted license record and shows the current phase / status. Any 
outstanding fee must be paid before City review can proceed. 

22 Use Pay Outstanding Items and complete the payment process for the required fee. 

 
Screenshot LC-13 — Contractor Registration Record — Fee Outstanding. 

 
Screenshot LC-14 — Contractor Registration — Payment Cart. 

 Required fee: Pay the required fee before City 
staff can begin or continue the review process. 
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1.5.8 City Review & Issuance 

23 After payment, the license moves into Review. City staff complete the required back-office 
reviews. 

24 After all required City reviews are approved, the license phase becomes Issued and the status 
becomes Active. 

 
Screenshot LC-15 — Contractor Registration — Review Phase. 

 
Screenshot LC-16 — Contractor Registration — Issued / Active. 
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1.5.9 Apply for Permits or Applications 

25 Once the contractor registration license is Issued and Active, open Apply from the portal 
navigation and select the permit or application type you need. 

 
Screenshot LC-17 — Apply for a Permit or Application — After License Issuance. 

 Ready to apply: A licensed contractor can proceed 
with permit / application submission after the 
contractor registration license is issued and active. 
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Portal Navigati on Overview 

02 Portal Navigation 
Overview 

The signed-in top menu is the main route to portal 
services 

 
Once logged in, the main menu bar across the top of the portal provides access to each major area 
covered in this guide. 

Apply 

Start a new permit, license, or application. 

My Dashboard 

View, track, and manage submitted records. 

GIS Map 

Look up parcels, zoning, and map-based City data. 

Manage Employees 

Add or manage staff for business / contractor 
accounts. 

Submit TAC Request 

Submit a Traffic Advisory Committee request. 

Contact Us 

Open the City contact form for questions or support. 

 
Screenshot SS-11 — Main Navigation — Logged In. 
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Applyi ng for a Permit, Li cense, or A ppli cation 

03 Applying for a Permit, 
License, or Application 

Choose an application type, complete the guided steps, 
upload documents, review, and submit 

 
Select Apply from the top menu to open the application catalog. Application tiles include OTC, Building, 
Fire, Engineering, Planning, Police, Parks & Recreation, and additional permit types. 

Screenshot SS-12 — Open Apply from the Portal Home Page. Screenshot SS-13 — Application Catalog. 

 

General application journey 
1 Choose the required application tile and, when prompted, select a sub-type or category. 

2 Enter the project or site address, or select the related parcel / property. 

3 Provide applicant and contact information. 

4 Complete the application-specific questions and project details. 

5 Upload any required supporting documents. 

6 Review the application summary and any fees due. 

7 Pay online when required, submit, and note the confirmation / record number. 
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3.1 General Application Steps — Choose Permit Type 
The application wizard guides you through a series of tabs. The exact questions and required documents 
vary by application type. 

Screenshot SS-14 — Example — Fire Permit Application Tile. Screenshot SS-15 — Application Step — Permit Type. 

 

 APPLICATION-SPECIFIC REQUIREMENTS 

Fields, documents, fees, and questions can differ by 
permit or license type. Use the on-screen prompts for 
the selected application. 
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3.1 General Application Steps — Location & Details 
Enter the permit details requested for the selected type, then identify the project location or related 
parcel / property as prompted. 

Screenshot SS-16 — Application Step — Permit Details. 

 
Screenshot SS-17 — Application Step — Permit Location. 

 

 ADDRESS / PARCEL SELECTION 

Confirm that the selected address or parcel is the 
correct project location before moving forward. 
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3.1 General Application Steps — Project & Contacts 
Complete the project-specific details, then add or confirm the applicant and permit contacts. Some 
information may be pre-filled from your portal account. 

 
Screenshot SS-18 — Application Step — Project Details. 

 
Screenshot SS-19 — Application Step — Permit Contacts. 
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Screenshot SS-20 — Application Review. 
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3.1 General Application Steps — Upload & Submit 
Upload the supporting documents requested for the application. After all required information is 
complete, continue to submission and follow the payment prompts if fees are due. 

Screenshot SS-21 — Upload Required Documents. 

Screenshot SS-22 — Submit the Request. 

 

 

 AFTER SUBMISSION 

Keep the confirmation / record number. You will use 
My Dashboard to track status, documents, inspections, 
fees, and City requests. 
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3.1 Submitted Record 
After a successful submission, the portal opens the submitted record. This detail page becomes the 
working location for the application as it moves through City review. 

 
Screenshot SS-23 — Submitted Record. 

What to use the record for 
•  Check current status and assigned information shown by the portal. 

•  Review documents and files associated with the record. 

•  See inspection information when applicable. 

•  Follow City requests for additional information, corrections, or payment when presented. 
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3.2 Building, Fire, Planning, Police & OTC Permits 
Building, Fire, Planning, and Police applications are launched directly from their Apply tiles. OTC permits 
are intended for simpler permit types that can typically be reviewed and issued without a full plan review. 

Screenshot SS-24 — Building Permit Application Tile. Screenshot SS-25 — Building Permit — Start Screen. 

 

Screenshot SS-26 — Planning Application Tile. Screenshot SS-27 — Planning Application — Start Screen. 
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3.2–3.3 Police & Over-the-Counter (OTC) Permits 

Screenshot SS-28 — Police Permit Application Tile. Screenshot SS-29 — Police Permit — Start Screen. 

 

 OTC PERMITS 

Over-the-Counter permits are used for simple permit 
types that can typically be reviewed and issued the 
same day, without a full plan review. 

 
From the Apply catalog, select Police or OTC Permit Application and continue through the guided 
application steps using the same general workflow described earlier in this section. 
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3.4 Engineering Permits 
Selecting New Engineering Permit Application opens engineering-specific categories. The source guide 
identifies Land Work, Transportation, Encroachment, Dig Once, Mapping, and Sewer Lateral. 

Screenshot SS-30 — Engineering Permit Application Tile. Screenshot SS-31 — Engineering Permit Categories. 

 

Screenshot SS-32 — Engineering Category Selection. Screenshot SS-33 — Engineering Application — Start Screen. 
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3.4 Engineering Permits — Permit Type Selection 
After choosing an engineering category, select the specific permit type and continue through the same 
application wizard stages for location, details, contacts, review, documents, and submission. 

 
Screenshot SS-34 — Engineering Permit Type List. 

 ENGINEERING CATEGORIES 

The available permit types depend on the engineering 
category selected. 
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3.5 Other Permit Types 
The Other Permit Types area provides additional application categories. The source guide shows Film 
Permit, License Application, Parks & Recreation Application, and Animal Permit among these options. 

Screenshot SS-35 — Other Permit Types Tile. Screenshot SS-36 — Other Permit Categories. 

 

Screenshot SS-37 — Animal Permit Selection. Screenshot SS-38 — Animal Permit — Start Screen. 
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3.5 Parks & Recreation and Other Applications 

Screenshot SS-39 — Parks & Recreation Application Selection. Screenshot SS-40 — Parks & Recreation — Start Screen. 

 
Choose the relevant Other Permit type, then complete the application using the same guided workflow: 
permit type, location, details, contacts, review, acknowledgement / requirements, document upload, and 
submission as shown by the portal. 

 FILM & LICENSE APPLICATIONS 

Film Permit and License Application are also accessed 
from Other Permit Types. The exact fields and 
supporting documents depend on the selected 
application. 
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Tracking Your A ppli cations — My Dashboard 

04 Tracking Your 
Applications — My 
Dashboard 

View submitted records, current status, inspections, 
documents, fees, and follow-up activity 

 

1 Open My Dashboard from the main navigation bar. 

2 Browse or search the list of your applications, permits, and licenses. 

3 Select a record to view its status and available details. 

4 
Use the record to respond to City requests, upload additional documents, schedule inspections, or 
make additional payments when the application requires it. 

 

Screenshot SS-41 — My Dashboard — Permits. 

Screenshot SS-42 — My Dashboard — Inspections. 
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Screenshot SS-43 — My Dashboard — Planning Applications. 
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4. My Dashboard — Record Detail 

Screenshot SS-44 — My Dashboard — List View. Screenshot SS-45 — Application Detail View. 

 

What you can monitor 
•  Current application or permit status. 

•  Related reviews, documents, and files available on the record. 

•  Inspection information where applicable. 

•  Outstanding fees, corrections, or additional City requests when shown. 
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Using the GIS Ma p 

05 Using the GIS Map 

Search for a location, select a parcel, and review map-
based City information 

 

1 Select GIS Map from the top navigation. 

2 Search for an address or parcel, or pan / zoom the map manually. 

3 
Select a parcel to view available parcel details such as zoning, related permits, boundaries, or other map 
data. 

4 Use available layer controls to show or hide map information. 

 

Screenshot SS-46 — GIS Map — Default View. 
Screenshot SS-47 — GIS Map — Parcel Selected. 

 

 MAP INTERACTION 

The selected parcel opens a detail panel while the map 
remains visible, allowing you to review location-
specific information in context. 
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Managing Em ployee s 

06 Managing Employees 

For business, contractor, and organization accounts 
that need staff to act on the company’s behalf 

 
Business, contractor, and organization accounts can grant portal access to their own staff so employees 
can apply for and manage permits on the company’s behalf. 

1 Select Manage Employees from the top menu. 

2 Choose the option to invite a new employee / user and enter the requested name and email address. 

3 Set the employee’s access level or role if prompted. 

4 Send the invitation. The employee receives an email to complete registration. 

5 Use the same Manage Employees area to edit or remove existing employees. 

 

Screenshot SS-48 — Manage Employees Menu. 

Screenshot SS-49 — Employee List. 
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6. Managing Employees — Invite & Register 

Screenshot SS-50 — Invite Employee. 

Screenshot SS-51 — Employee Invitation Email. 

 
The invited employee uses the City email to begin their registration. They complete the registration 
requirements and create their own portal login linked to the company account. 

Screenshot SS-52 — Employee Registration — Terms. 

Screenshot SS-53 — Employee Registration — Finish. 
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6. Managing Employees — Employee Access 

Screenshot SS-54 — Employee Password Setup Email. 

Screenshot SS-55 — Employee Creates Password. 

 

 
Screenshot SS-56 — Employee Portal Access. 

 ACCOUNT RELATIONSHIP 

Employee access is linked to the business / contractor 
account so authorized staff can act on behalf of the 
company. 
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Submitting a Traffic Advi sory Committee (TAC) Request 

07 Submitting a Traffic 
Advisory Committee 
(TAC) Request 

Provide the request details, location, supporting 
documents, and submit for City review 

 
Use this option to submit an item for review by the City’s Traffic Advisory Committee, for example a 
request related to traffic control, signage, or roadway safety. 

1 Select Submit Traffic Advisory Committee (TAC) Request from the top menu. 

2 Enter the location, description, and reason for the request. 

3 Attach supporting documents or photos when applicable. 

4 Submit the request and note the confirmation number for follow-up. 

 

Screenshot SS-57 — TAC Request — Details. 
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Screenshot SS-58 — TAC Request — Upload Files. 

7. TAC Request — Confirmation & Tracking 

Screenshot SS-59 — TAC Request — Confirmation. 

Screenshot SS-60 — TAC Request — Submitted Record. 

 
After submission, the portal confirms the request and opens the submitted TAC record. Keep the record / 
confirmation number so you can reference the request during follow-up. 

 TAC RECORD 

The submitted record displays the request status and 
the details / files associated with the request. 
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Getting Hel p — Conta ct Us 

08 Getting Help — Contact 
Us 

Use the City’s externally hosted contact form for 
questions or support 

 
Select Contact Us from the portal menu at any time. This opens the City’s Permit Center Contact Form, 
where you can send a question or request to the appropriate City department. 

1 Select Contact Us from the top navigation. 

2 Fill in your name, contact information, address details, and the requested topic / category fields. 

3 Enter your question or request. 

4 Submit the form. The relevant City department will follow up directly. 

 

Screenshot SS-61 — Open Contact Us from the Portal Menu. 
Screenshot SS-62 — Permit Center Contact Form. 
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8. Contact Us — Complete & Submit the Form 

Screenshot SS-63 — Contact Form — Address & Topic. 
Screenshot SS-64 — Contact Form — Question / Request. 

 

 
Screenshot SS-65 — Contact Form — Submission Complete. 

 NEED HELP WITH A PORTAL RECORD? 

Use Contact Us when you need assistance or need to 
send a question to the appropriate City department. 
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Quick Reference 
 Quick Reference 

Where to go for the most common portal tasks 

 

I WANT TO… GO TO… 

Start a new permit, license, or application Apply 

Track a submitted permit or application My Dashboard 

Review inspections, documents, fees, or corrections My Dashboard → open the record 

Look up parcel or zoning information GIS Map 

Invite or manage company staff Manage Employees 

Submit a roadway / signage / traffic review request Submit TAC Request 

Send a question to the City Contact Us 

End your portal session Profile menu → Log Out 

Complete licensed contractor registration Professional registration → verify email / set 
password → Licensed Contractor RegistraƟon Ɵle 

 

Guide scope 
This guide provides step-by-step instructions for using the City of South San Francisco Community Portal. 
It covers account registration and login, Professional Account and Licensed Contractor Registration, permit 
and application submission, dashboard tracking, GIS Map access, employee management, Traffic Advisory 
Committee requests, and contacting the City for assistance. 

Screenshots are included throughout the guide to help users identify the correct screens, fields, buttons, 
and actions. 

Portal fields, requirements, supporting documents, fees, and available options may vary depending on the 
selected permit, license, application type, or user account. Users should always follow the instructions and 
requirements displayed in the portal. 


