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CITY OF SOUTH SAN FRANCISCO e Community Portal User 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

e Use the City-provided portal URL in a modern web browser.
e Have access to the email address you will use for registration and verification.
e For permit applications, have the project/site address and any required supporting documents ready.

e 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.

Prepared by Speridian Technologies | Version 1.0 PAGE 2



CITY OF SOUTH SAN FRANCISCO ¢ Community Portal User Guide

Contents

that section.

CONTENTS

Detailed guide navigation — click any entry to jump directly to

01
11
1.2
1.2
1.2
1.3
14
1.5
15.1
152
153
154
1.5.5
1.5.6
1.5.7
1.5.8

1.5.9

Getting Started
Accessing the Portal
Creating an Account — Start Registration
Creating an Account — Complete Registration
Creating an Account — Set Your Password
Logging In
Signing Out
Licensed Contractor Registration — Professional Account
Business Information & CSLB Validation
Primary Contact & Acknowledgement
Registration Confirmation
Verify Email & Set Your Password
Start the Licensed Contractor Registration Application
Acknowledgement & Submission
Pay the Required Fee
City Review & Issuance
Apply for Permits or Applications
Portal Navigation Overview
Applying for a Permit, License, or Application
General Application Steps — Choose Permit Type
General Application Steps — Location & Details
General Application Steps — Project & Contacts
General Application Steps — Upload & Submit
Submitted Record
Building, Fire, Planning, Police & OTC Permits
Police & Over-the-Counter (OTC) Permits
Engineering Permits
Engineering Permits — Permit Type Selection

Other Permit Types

Prepared by Speridian Technologies | Version 1.0

10
11
12
13
14
16
17
18
19
20
21
22
23
24
25
27
28
29
30
31
32
33

PAGE 3



CITY OF SOUTH SAN FRANCISCO ¢ Community Portal User Guide

CONTENTS

Parks & Recreation and Other Applications
Tracking Your Applications — My Dashboard
My Dashboard — Record Detail

Using the GIS Map

Managing Employees

Managing Employees — Invite & Register
Managing Employees — Employee Access
Submitting a Traffic Advisory Committee (TAC) Request
TAC Request — Confirmation & Tracking
Getting Help — Contact Us

Contact Us — Complete & Submit the Form
Quick Reference

Guide scope

Prepared by Speridian Technologies | Version 1.0

34

35

37

38

39

40

41

42

43

44

45

46

46

PAGE 4



CITY OF SOUTH SAN FRANCISCO ¢ Community Portal User Guide

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.

Portal Home

5 ssfcamysite.com/s/

= © PDFeditor [ Old TX Oftfice [ Speridian [ ANl Bookmarks

@sm.h v e P e - )

Saarch CRy parmit dod arifemart Vg

FpENioy 8 beemil e rannkag i s SCTIMITY Dy MBEETT MU, BITAES, OF

Entitienar

Py Code Case/Felse arm Fees ' 3 N F R A N E ' 5 E n
et R/ [ L/ 5 TR 1AL CITY

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

From the portal home page, select the login option.

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

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

r
Step 1  Open Login

r
Step 2 e Choose Registration Type

Welcome to the City of South San Francisco

Register for an Account

otessional

SOUTH
N FRANCISCO
OUSTRIAL EITY

Screenshot SS-03 — Choose Registration Type.

Screenshot S5-02 — Open Login from the Portal Home Page.

=
Step 3 e Enter User Information

@ South San Francisco  tome

User Information

This form és for individuials registering a5 hameownars, tenants, of property Gwners. If you are 35 or acting s 2 linchiding sole propristors),
piease use the Professional Account registration instead

Emily
Jahnson

* Address
United States

W02 W Lewis St

San Disgo oA -
92103

5558392041

emity johnsonigyopmall.cam

Screenshot SS-04 — Enter User Information.
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1.2 Creating an Account — Complete Registration
Review the registration terms and conditions presented by the portal.
Accept the required terms, then continue to the final registration step.
Finish the registration flow and watch for a verification or account setup email from the City.

B Step 4  Review Terms & Conditions rS{'ep 5 e Finish Registration

@ sounsinfrncisco o a

Welcome!

S ——————————————
Screenshot S5-05 — Review Terms & Conditions. Screenshot SS-06 — Finish Registration.

r
Step 6 e Open the Verification Email

,°= City of South San Francisco <email@00do300000cpvgama1.sfcustomeremail.com>
(O Thursday, September 24, 2026 2:21:53 PM

Hi Emily, EI

Welcome to the City of South San Francisco’s Permitting Portal! Click on the link below to set your password and
| get started:

https://ssfca--ssfuat.sandbox.my.site.com/login?
c=E8FkSyKIHBFIM8ZkwBOa4aWBsCQpkIfKIOMImhVwlEDG3wtXYBDO7L0xQqk0IQqDjyHpnNIONHTaZI2TKjbmrDzubsbjQeccGodL8
20usWvbN5AgQgCUFR3TvPuZDehVFRCyX58TgghnZuNr1gWVMrPUv4tstr].965N866_KTcDH7zC2ZdnEkZh.v60a@iBCAQa6XWDC

Deliverabiity ~ Reply Forward Print  Delete

Username: emily.johnson@yopmail.com

Thanks,
South San Francisco City CA

Screenshot S5-07 — 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.

Step 7 e Create Your Password

Change Your Password

Entar a new password

emily johnsan@yopmail.com. Make sure 1o Inciue at

sssss

22026 Salestare, Inc. Al ights resared.

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

Prepared by Speridian Technologies | Version 1.0 PAGE 8
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1.4 Signing Out

Welcome to the City of South San Francisco

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.

Prepared by Speridian Technologies | Version 1.0 PAGE 9
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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.

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

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

ity oF
@ South San Francisco Home (Q Search.. ) Login
CALIFGANIA

Welcome to the City of South San Francisco

Enter your username and password below to Log In. If you haven't registered before, you may do so by clicking Register. If you are having trouble logging in, try resetting your
password by clicking Forgot Password.

s
= Username

Register for an Account

@ Ppassword

Public User Professional
Homeowners, tenants, property owners, i and licensed i
efc (contractors, architects, developers, etc )
including sole proprietors
Forgot password Before regisiering. please confvm ¥ Jour BUSHESS GiEady Nas

N 2ooount. I does, CONLSG! your GOmpany SOmINSator fo be
005035 5 USEr I YOUr DUSMESS IS FEQISIEAnG 107 e Y31 1me,

Sl egisiero continae

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

Professional account: Use the Professional
registration option for businesses and licensed
professionals, including contractors.

Prepared by Speridian Technologies | Version 1.0
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1.5.1 Business Information & CSLB Validation

If Business Type is Licensed Contractor, the CSLB License Number is required.

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

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.

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

Each business should only register once. If your company already has an account, do not create a duplicate. Please contact your company's
account administrator to be added as a user. Only proceed with this registration if your business has not yet registered with the City (including sole
proprietors).

~ Business Information

* Company Name

STEVEM HARRIS GLORIT PLUMEBING

* Business Type

Licensed Contractar =

Oy select itis oplion if your business holds an active Califormia State License Board (CSLE) conlractor license. Licensed Contractors are required 1o complele a separale
Contractor Registration with the Cily before they can be approved to pull permils. This Contraclor Registration step is in addition to creating your Professional Accourt.

Click on the Validate CSLE Number’ butlon to validale CSLE license staflis.

* CELB License Number

I Validate C5LB Number |

Business Name: STEVEN HARRIS GLORIT PLUMBING CONTRACTOR
Phone: (650} 271-3244

Entity: Sole Ownership

Address: 220 CYPRESS AVE #247

Status: This license is in good standing.

Classification: C36

Issue Date: 1982-10-25

Re-Issue Date:

Expiration Date: 2026-10-31

WorkersCompensation:
Excempt:W, ExemptDesc: WORKERS COMP CERTIFICATE, InsCoCde: 400, InsCoName: SOUTHERN+INSURANCE+COMPANY, PolicyMo: MWCO0S870813,
weeffDt: 2025-12-04, wcExpDt: 2026-12-04

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

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

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

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

Expiration Date: 2026-10-31
WorkersCompensation:

Excempt:W, ExemptDesc: WORKERS COMP CERTIFICATE, InsCoCde: 400, InsCoName: SOUTHERN+INSURANCE+COMPANY, PolicyNo: MWCO005870913,
weeffDt: 2025-12-04, weExpDt: 2026-12-04

* Business Description

Plumbing Contractors

* Email

sleveplumbing28@yopmail.com

Website:

Fax

~ Primary Contact Information

The Primary Conlact is he individual who will serve as the main point of contact for this business account. This person will manage the company's account access and may
add or remove additional users later. Typically, this should be the business owner, adminisiralor, or another authorized representative responsibie for permif activity.

* Contact First Mame
Sleve
* Contact Last Mame

Harris

* Contact Phone

0123456789

* Contact Emal

sleveharris{@yopmail.com

* Contact Type

[ Business Owner 5 ]

[ |

Primary contact: This person serves as the main
point of contact for the business account and may
manage access for additional users.

Screenshot LC-03 — Primary Contact Information.
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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.

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

Welcome!

Your registration was successful. To finish the registration process, check your email for instructions on setting your password. Remember to look in your spam folder
where automated messages sometimes filter. If you still can't log in, contact your administrator.

Mext Steps for Licensed Contractors
1. Werify Your Account

An email has been sent to the address you provided. Please open il and follow the link Lo verily your account and set your password. You must complate this step before you can log
in.

2. Complete Contractor Registration

As a Licensed Conlractor, you are also required lo complete a Contractor Registration with the City before you can apply for permits.
= Alter logging in, go 1o the home page and select the “Conlractor Registration” tile,
= Submit your Contractor Registration application lor review.
= Once approved by City staff, your business will be authorized to pull permits.

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

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

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

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

2 City of South San Francisco <er;|ail@-[lﬁdo3ﬂll[lﬁﬂcpvgama1.sﬁ:ustomeremail.canr:'
L) Thursday, September 24, 2026 8:14:30 PM

Hi Steve,

Defyerabiity  Reply Fonward  Prnt  Deiste

£

Welcome Lo the City of Soulh San Francisco®s Permltting Portal! Click on the link below L0 set your password and get started: https:/sssfca--ssfuat.sandbox.my.site.com/login?
L=TAAYTOVE1ERS T 3pv i ZuriiG. eaSYDWEVNP 2ad LMY eMaxyE| JOhAT KT ETLTCHSN LVECbHk IXpLYLaRFxQ Jo. P4

Ueername: <teveharris@yopnail. com

Thanks ,
South San Franclsco City CA

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

s s A aw o w A AEE R EA R S mwaaE

o o r e et
Deliversbiity  Reply Forwasd Print Dglete

2. SSF Permit Email <ssfpermits@ssfca.gov>
(O Thursday, September 24, 2026 8:14:28 PM

Q Show pictures

|, SSFLogo_LetterHead

Hello Steve,

Thank you for registering for a Professional Account with the City of South San Francisco.

Important Next Step for Licensed Contractors

As a Licensed Contractor, you are also required to complete a Contractor Registration with the City before you can apply for permits.
Once you have verified your account and logged in:

- Mavigate to the home page of the portal.

- Select the “Contractor Registration” tile.

- Submit your Contractor Registration application for review and approval

- You will be authorized to pull permits only after your Contractor Registration has been approved by City staff.

f 5C ) d h San Francisco, CA9

Partal Link

Screenshot LC-06 — Licensed Contractor — Next Steps Email.
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1.5.4 Verify Email & Set Your Password — Continued

On Change Your Password, enter a new password, confirm it, and select Change Password.

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.

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

& 5 G % ssfcassfuatsandboxmy.site.com/ uifsys i a retURL=%2FapexSh2FC itiesLandi 1&setupid=Chang or Qe @ B O & 8
89 | © PDFeditor [ OTXOffice [ Speridian [ All Bookmarks

p
Make zurs o Inciude st least
© Schamcters
© leter
© Lnumber

* New Password

&« = €@ % ssfea-ssfuatsandboxmy.site.com/s/ a e e o 0 R
oo @ POFeditor [ Old TXOffice [ Speridian [ All Bogkmarks
@ s sitmico e n e o e e

-5,
=
=

My Dashboard

Sesren Gty permitand entilement

for a Permit or Pranni o vicailof milt and applicatio
o i v e i activity by record number, address, o .
AR,

Entitlement. activity with the City.

— = - FRANCISCO

Pay Code Case/False Alarm Fees Licensed Contractar Registration

Ve paytaant history, accass MCSLE, Search for your Code Case or False rema— |/} | [ &5 T RIAL CIT Y
Alarm

and manage outstanding fees for your
account.

¢ s o e e
= L =
: e

— "y 5
e ? -
et o a0 \v‘!‘w

A= s : - -

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

The New Licensed Contractor Registration Application opens. Type is automatically selected as

Registered Licensed Contractor. Select Next.
-3 On the Business Information intake step, complete all required fields and select Next.

crry o
@ South San Francisco Heme Asply My Dashboard GIS Map More v Q Search. [+]

the Pause button anel Submit & question to the appropriate City department.

Questions about your onli i Pause your applicati

New Licensed Contractor Registration Application
License Type

Please select the License Type you are applying for.

Tyoe

Suceess Screen

Registered Licensed Gontractor
Pause

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

@ South San Francisco ~ Heme Apply My Dashboard oIS Map Mora v o S, o

Questions about your onfine application? Pause your application using the Pause button and submit a question 1o the appropriate City department.

New Licensed Contractor Registration Application

o —

Success Screen
* Business located in South San Francisco

* Address @

arated fram = Residentlal location or @ Cammercial lacatien
[E 200 Airport Bive Uit 512 South San Francisco,CA 94080

Square foctage In the home devoted to the business * Business Description
Contractor for Resident area

Number of employsss at the premisss. @ *Location of business
Garage

Ar= you = small contractor

* Wikl merchandise ba s0id a1 your home.
Yes

Yes

)1 be Jir three- {see section 20.

Wil this, activity require storage of merchandise/materials Yo
Yes + | the garoge shallnat be used.

* Material type & storage lacatian

Steel

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

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

r{/Il \\hen the successful submission message appears, select Finish.

@ sounsiifminco o m momes e wen o

your, lon? Pause your application using the Pause button and submit a question to the appropriate Gity department.

New Licensed Contractor Registration Application

Acknowledgement

| penalty of perjury 2 portal t ! d 1, and that all req atein rce and effect. | understand thal business license P applied for and L refundable. The receipt for not eonstitute a & 9

operate. After zoning, fire, police, & it vl lagree 1o update ith any change of localion, owhership, business name, basis of tax, of business. | agree y po t y and the City

is not required o issue renewal notices.

Under federal and state law, compliance with i ssla rious and significant applies to all California building and tenants with 1o the public. bout your begal & how 1o comply with disability access laws st the following agencies: -
gov/DSA “Dep: at Lgov iformi i Disability Access at =200

tarmis, Reretty do amest that | completed the Licensed Contractor Registration Application. My Smail is; stevenarris@yopmal.com

Screenshot LC-11 — Licensed Contractor Registration — Acknowledgement.

@ sounsifinmineo o ww wmaes e e o

Questions about your onfine application? Pause your spplication using the Pause button and Submit 2 question to the appropriate City department.

New Licensed Contractor Registration Application

Your

has been

Please pay the required fees to complete your submission. After payment, your application will be routed to the City for review and approval. You will be notified once a decision has been made.

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

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

Y2l Use Pay Outstanding Items and complete the payment process for the required fee.

4
cire of
South San Francisco Home Apply My Dashboard GIS Map More v Q Search... [2]
License

&

W T26-1520
Phase Statss Type e Date fenewed Dete
Application Pending Registered Licensed Contractor
o o

i, Alert: Your License has $a.00. via “Pay  button.

Nomber Phase

T26-1520 Application B Reviews & Files

Typs a Oitems. I

Registered Licensed Contractor

Applicant @ uth San F Numba¢ v | Type v | Miastone v | completeanate v | status v | completedact. v

Steve Harris L

ToR
Fees (1)
i Numbsr Description Total Outstanding
o sau

Yes 2851647 State Mandated Contractor Fee $a00 sa00

Are you 2 small cont View Al

Yes

v Key Dates

Inspections (0)
ez Date Expiraton Date

Renewed Date @

Submissions

v License Location

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

= Can Total: $4.00

Billing Details

STEVEN HARRIS GLORIT PLUMEING CONTRACTOR

Cart Details

~ T26-1520

Name Payable Type Description Outstanding Amount

2851647 Fee State Mandated Contracior Fee 4.00
Payment Methods
Tipe
GrecitDstit Card 5400

® The selected

Screenshot LC-14 — Contractor Registration — Payment Cart.

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

Prepared by Speridian Technologies | Version 1.0
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1.5.8 City Review & Issuance

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

reviews.

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

becomes Active.

& 5 @ % ssfca-ssfuatsandbox.my.sit license2/a0o0 maDIAS/t261520 Q % e @ O [
B © PDFeditor [ OidTXOffice [ Speridian [ All Baokmarks
4
Lisense
LY CR26-0017 Pay Outstanding ltems | RenewLicense  Vaid/Relund Request
Stetus Type Issum Dot Exirston O Renewied Date
Pending Registered Licensed Contractor
Number Phase
Gacon: Haulis [ Reviews & Files
Tvpe stos 5 -
Registared Licensed Contractor Pendiog i
Appiicant © Business lcated in South San Fran — | tpe " =s— o — | ) o—T—
Steve Hartis Yes
Licensee Business Description BLD-CR26-0017-_.  Building - Contractor Registration Review Contractor Registra... Pending
'STEVEN HARRIS GLORIT PLI Contractor for Resident area
Five+ Contractor Registra.. Pending
Residential or Commercial Location @ Wil merchandise be soid 2t your home:
Bosdonti e PLI Planning g Review Conlractor Registra. Pending
Store Merchandise/Materials Onsite Square footage used for business
Yes PD-CR26-0017-01  Police - Contractor Registration Review ‘Contractor Registra... Pending
e you s coracier
Yes WQ-CR26-0017-01 Water Quality - Contractor Registration Revi...  Contractor Registra... Pending
v Key Dates
Fees (1
e o
[— Desaription Total Outstandin
Renewed Date @ s -
2851647 ‘State Mandated Contractor Fee $a.00 $0.00 -
 License Location B
- v
Screenshot LC-15 — Contractor Registration — Review Phase.
@ South San Francisco  Heme Hoply My Dashboard IS Map Manage Empioyess More v o
Licens
» . oy Outtanding s | Renw Lcense | Vol Recuest
Phase Type suz Date Expiration Date Renewed Date
Issued ‘Registered Licensed Contractor 9/24/2026 12/31/2026
—
Mimber P
CR25-0017 Issued [J Reviews &Files
Tree Stetie Pt e
Registered Licensed Contractor Active
Applicant @ Business located in South San Francisco Humber | Type - | Milostone, v | Completed Dae v |\piaias | [ —
Steve vartis Yes | | |
Lanaas Business Dascription BLD-CR26-001..  Building - Contractor Registration Review  Contractor Registr_.  9/24/2026, 08:29 PM Completed Approved
STEVEN HARRIS GLORIT PLL Contractor for Resident area
s o iy ° o i i ; FIRE-CR26-001... Fire - Conlractor Registration Review Contractor Registr... 9/24/2026, 08:28 FM ‘Completed Approved
csicaritia o Carmerciel Logetion Wi merehandiss be sokd at your home
Residential Yes
» PLN-CR26-001.. Planning - Contractor Registration Review Contractor Registr... 8/24/2026, 08:28 PM ‘Completed Appreved
Store Merchanaise/Materals Onsite Square footage used for business
ves PO-CRZ6-00T7...  Poiice - Contractor Registration Review  Conlractor Registr. 9124/2026, 085207 Completed Approves
Are you s small contactor
- - Contractor Regi egistr.. 9/2412076,0829PM  Completed Approved
v KeyDates
Fees (1
— P—— w
9/24/2026 12/31/2026
e Number Description Total Oustanding
2851647 State Mandated Contraclor Fee $4.00 $0.00 hd
View Al

v License Location

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

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

airy o
South San Francisco Home Apply My Dashboard GIS Map Manage Empioyees More v (Q Search... ) 2]

Apply for a Permit or Application

lew OTC Permit Applicatio lew Bmldmg.Permll Applic’ New Fire Permit Appiication ew Engme:enr.lg Permit Ap
n ation plication

o -

N Digaring hp plcption ew Police P:;mh Applicat arks & Recr_z:uon Applicat Other Permit Types
[

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 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 My Dashboard

Start a new permit, license, or application. View, track, and manage submitted records.

GIS Map Manage Employees

Look up parcels, zoning, and map-based City data. Add or manage staff for business / contractor
accounts.

Submit TAC Request Contact Us

Submit a Traffic Advisory Committee request. Open the City contact form for questions or support.

Main Navigation

@ South San Francisco Home Apply My Dashboard GiS Map More A (@ Searen 0

Manage Employees

Submit Traffic Advisory...

Contact Us

__Welcome to the City of South San Francisco
- —"/I"’-’-_A 3 = R = i T

- r e L
5 - - B
e o 1 Q e
7 =1 \ ° o S
v - ich Public Records 3
Apply : iy Dashboard Seaich Public Record:

-
Search City permit and entitement |
activity by record numbar, sddress, of
APN

Apply for a Permit o¢ Planning
Entitlament

Vigw 2l of your permit and appiication [,
activity with the City.

(&)

Payments & Receipts

Licensed Contractor Registration

Pay Code Case/False Alarm Fees

FRANCISCDO
STRIAL CITY

View payment history, access receipts,
B ncd manage outstanding fees for your

Saarch for your Code Case or Faiss
Alarm recard to pay associated fees.

Complets annual ficansad contractor
ragésiration and renews! process.

Screenshot SS-11 — Main Navigation — Logged In.
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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.

=
Application Catalog

r
Apply from the Portal Home Page

Apply for a Permit or Application

uWelcome to the City of South San Francisco
o ik = o P ?‘v_

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

General application journey

Choose the required application tile and, when prompted, select a sub-type or category.
Enter the project or site address, or select the related parcel / property.

Provide applicant and contact information.

Complete the application-specific questions and project details.

Upload any required supporting documents.

Review the application summary and any fees due.

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.

r , :
Example e Fire Permit

=
Application Step e Permit Type

° South San Francisco  Hone ooy owmows o — (3 sorn

New Permit Application

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.

=
Application Step e Permit Details

®

@ South San Francisco Home Apply My Dashboord GIS Map Moro ~ {a seac

Juestions about your onfine application? Pause your appiication using the Pause buttan and submir a question to the appropriate City department,

New Permit Application

Permit Type

Pieasa salact the Permit you are applying for

Permit Type Permit Location Permit Details Permit Contacts Application Review Acknowisdgement Submissions

Firs Gonstruction

Automatic Fire-Extinguishing systems

Screenshot SS-16 — Application Step — Permit Details.

r
Application Step e Permit Location

o

@ South San Francisco Home Apply My Dashboard IS Map More w (@ search
Juestions about your anfine application? Pause your application using the Pause butfon and submit 2 question fo the appropniate City department.

New Permit Application

Permit Location
Please pravide the location where your permit activity will iake place.

e r— P e Pk i et TR S

* Seduct the method you'd Tike to use to indicate the lacation sssaciated with this permit

[E) 200 Airport Bivg Unit 812 South San Francisco CA 94080

4. Disciaimer: If you cannct see your sddress or parcel, it may fall outside of the City of South San Francisco official city limits

Fause Pravious E

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.

=
Application Step e Project Details

Permit Details

Please pravide additional information about your permit.

Installstion of portable fire extinguishers and placement of required code-compliant safety signage throughout the tenant space per NFPA 10 standards.

102 Lewis St, Giroy, CA 95020

o
$1.200

Mew -
Ateration

Addition

Repair

Dematishy

1 Info: Hokd Girl (Windows) or Command (Mac to select mutiple

IB - Greiinary Unprotected Combustible

M Marcantile

Screenshot SS-18 — Application Step — Project Details.

r
Application Step e Permit Contacts
-

2uestions about your online application? Pause your application using the Pause button and submit a questien ta the appropriate City department.

New Permit Application

Permit Contacts

Qvmner Buider

Add and Share Access ta Your Permit
You can add ather peaple or businesses to this permit for visibility ot to allow them to take action an yous behalf {such as contractors or designers).

To share acce s ple or Bus satect them,
Important: Only regl 5 hery must create an account first
When you share this permit wi i uctions on how to access it

f you cannot find & uses, you can manage access later, After your permit is crested, use the Mansge Access button on your permit to add users, update permissions, o remove access at any time during the permit ifecycle,

To stop your application and continue ar a laier date, click Pause.

Screenshot SS-19 — Application Step — Permit Contacts.
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r
Application Review

restions about your onfing appiCaion? Fause your appiication using the Pause Dutton and sutimil o question 10 the appropeiate City department.

New Permit Application

Application Review

Please review the inputs made to your Permit application. You may navigete back to eorrect or update any information using the Previous buston, Note: If multiple work types are selected, the information below wil be included on each individual Fire Construction Permit that is crested

Permit Detalls: N

5
Type: Fira Construction \
Work Type: Automatiz Fire-Extinguishing systems

Use Class: Commercial ’
5 this permit raisted to  Buikding Parmit: No i
Project Description: Instaliation of portable fiss pla of required pliant safety signage thioughout the tenant space -
per NFPA 10 standards.
Location of Work: 102 Lewis S, Gilroy, CA 85020
Valuation: $1,200 )
Scope: Altaration e 13m0
Type: i3 - ¥
Otcupancy Classification: M Mercantile
Square Footage: 2,400
Number of Storles: 1
Applicant Details: T
Appiicant Neme: Emily Johnson
Permit Classification: Cwner Bulider g S
Ara you a Property Owner?: Yes
App Role: Property Gwner

Address: 200 Airport Blvd Unit 512 South San Francisco,CA 84080

Pormit Contacts

Account Ccontact v | AccessLevel

Applicart

Emily Johnson Emily Johason Property Gwner v

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.

=
Upload Required Documents

113 (AOUT JOU YNNI BRI M FHSE YOLT ABPRCEUON ST 18 PRUSE DTG BTG S 1 G183 001 (0 110

Upload Submissions

Ploane upload documents for City review and processing of your systoms. Required submissions are marked with an asterisk. Required submissions must ba provided before your application will be sccepled.

Fire Construction : Automatic Fire-Extinguishing systems

Plans *

Calculations *

&, Upload Filws | D1 drop ties

Manufactur

er/Materials Specification *
tctureMaterialn SpecTicatio

Screenshot S5-21 — Upload Required Documents.

My Dasboard

Juestions about your online appiication? Pause your appiication using the Pause bulton and submit a question fo the appropriate City depariment.

Submission Requests

You have successtully sploaded documents 16 your pending submission request(s] fod LIAT-T26-1814

Screenshot S5-22 — Submit the Request.

AFTER SUBMISSION

Keep the confirmation / record number. You will use
My Dashboard to track status, documents, inspections,
fees, and City requests.

Prepared by Speridian Technologies | Version 1.0
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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.

B Submitted Record

@ South San Francisco  +ome

UAT-T26-1814 Pay Outstanging tems  Permit Declarations  Campists Resubmission

Fire Construction Automatie Fire-Extinguishing systems Initial Review Pending

m s Fae Plan Raview Final Review Raady 1o lisue issunnca wspertion Finsied

~ Information

[} Reviews & Files

Number Type Milssone Completad D, S v | Complatad Ac.

R-UAT-TZE-1BM-01  Fine Initisl Review Initial Review-UAT-T26-1 Pending

v | Required v | Status w | CroateaDate + | Submission Date

Plans Il Review-UAT-T28- Uploaded 8124

Calculations il Review-UAT-T26- Unloaded £/24/2028, 340 A.

Initial Review-UAT-T26 Uploaded

Othar/Miscallaneous Iritial Review-UAT-T26-

Screenshot SS-23 — Submitted Record.

What to use the record for

e Check current status and assigned information shown by the portal.

e Review documents and files associated with the record.

e See inspection information when applicable.

e Follow City requests for additional information, corrections, or payment when presented.

Prepared by Speridian Technologies | Version 1.0
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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.

r
Building Permit e Start Screen

@Soun cisco  tome  Aopy
—

r
Building Permit

Apply for a Permit or Application

Screenshot SS-25 — Building Permit — Start Screen.

r
Planning Application e Start Screen

@ South S4n Francisco  Home Aoviy My Dashboard oisMan More ~

[»

uestions about your online appiication? Pause your application using the Pause button and submit a question to the appropriate City department

New Application

Application Type

Piease select the Application you ere applying for.

Screenshot 55-26 — Planning Application Tile. Screenshot SS-27 — Planning Application — Start Screen.
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3.2-3.3 Police & Over-the-Counter (OTC) Permits

[ - r
Police Permit Police Permit e Start Screen

H

ontine application? aquestion

New Permit Application

Permit Type

Please select the Permit you are applying for

Permit Type Permit Location Parmit Details Parmit Contacts Application Review

|
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.

r
Engineering Permits

r
Engineering e Category Selection

Engineering Permit Application

Screenshot SS-32 — Engineering Category Selection.

Prepared by Speridian Technologies | Version 1.0

v
Engineering Categories

Screenshot S5-31 — Engineering Permit Categories.

=
Engineering e Application Start

2uestions about your anline sppiication? Pause your agpication using the Pause bution and submit 2 question ta the appropriate City department.

New Permit Application

Permit Type

Plnasa select the Permit you are pplying for

Parmit Location Permit Detais: Permis Contacts

n

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.

Engineering e Permit Type List

@ South San Francisco Home Ay My Dashboard

Juestions about your onfine application? Pause your application using the Pause button and subrmit a question to the appropriate City departinent

New Permit Application

Permit Type

Plese select the Pemit yau are applying for

Acknowdedgement

Screenshot S5-34 — 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.

r
Other Permit Types

r
Other Permit Categories

Aol For 8 Pericor Powlication @ South San Francisco Home. Apply My Dashboard Gis Map More v (Q sear

Apply Other Permits

i m

Screenshot SS-36 — Other Permit Categories.

Apply Other Permits

New Permit Application

Fim Permit

Permit Type
Plss slc th Por

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

r Parks & Recreati

Parks & Recreation e Start Screen

e South San Francisco  Home Mo Wyoweoad oS Mee v (& sern

New Permit Application

Permit Type
Please select i Permit you are appling for

Screenshot SS-39 — Parks & Recreation Application Selection. Screenshot S5-40 — 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
Applications — My
Dashboard

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

Open My Dashboard from the main navigation bar.
Browse or search the list of your applications, permits, and licenses.
Select a record to view its status and available details.

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

=
My Dashboard e Inspections

Screenshot S5-41 — My Dashboard — Permits.

Screenshot SS-42 — My Dashboard — Inspections.
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r
My Dashboard e Planning Applications

@ South San Francisco Home Apply My Dashboard GIS Map Mare [ ]
Welcome to your Dashboard
Your centralized hub for managing permits, planning applications, and requests with the City. Track progress, review updates, and take action on your records all in one place to stay informed and organized.
mits Inspections Shared ications Payments License pplications More w Amount Owing
$19,409 931.67

Applications Printable View

Online All Planning Applications »  #

50+ tems tered by All af Portal user ace da aconds & a s te o il SA 4
Humber * | Type ~ SubType ~  Entileme.. v  Address | Total.. | Applicant ~ Phase | Status ~ | Final. v | Decls.. v Expir.. v | Crosted..
1 MOD-MOD-... Modification 3700 CALL. $0.00 Muhammad ... Review Pending 7i24/2028, ... - -
MOD-P26-1...  Modification 869 GRAND... $0.00 Muhammad ... Initial Review Resubmissio... 7/17/2026, 4.. ¥
MOD-P26-1.,  Modification Master Plan;.., 869 GRAND... $0.00 Muhammad ... Closed Completed Approved  7/5/2026  7/5/2028  7i4/2026,6.. v
a MOD-P26-1..  Modification 869 GRAND.. $0.00 Muhammad . Initial Review  Pending 7/4420286, 6: -
s MOD-P26-1..  Modification 869 GRAND... $0.00 Muhammad ... Review in Progress 7/15/2026,6... =
& MOD-P26 Modification FSWALNU...  $0.00 Muhammad ... Review Resubmissio... 7/2Y/2026,5..  «
MOD-P26-Ti.. Maodification FSWALNU...  $0.00 Muhammad ... Review In Progress 7/2Y/2026,5.. ~
MOD-P26-T... Modification JSWALNU... $0.00 Muhammad ... Initial Review Pending 7122/2026, 1. -
o MOD-P26-T... Modification 3700 CALL.. $0.00 Muhammad ... Review Resubmissio... 7122/2028, .. ~
0 MOD-P26-11... Modification 3700CALL.. $0.00 Muhammad Review Resubmissio. 7i22/2028, A

Screenshot S5-43 — My Dashboard — Planning Applications.
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4. My Dashboard — Record Detail

r r
My Dashboard e List View Application Detail View

B %

Screenshot S5-44 — My Dashboard — List View. Screenshot S5-45 — 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 Map

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

Select GIS Map from the top navigation.
Search for an address or parcel, or pan / zoom the map manually.

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

Use available layer controls to show or hide map information.

r
GIS Map e Parcel Selected

@ sounsinfrncisco e

Selected Htems

) Screenshot S5-47 — GIS Map — Parcel Selected.
Screenshot SS-46 — GIS Map — Default View.

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 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.

Select Manage Employees from the top menu.

Choose the option to invite a new employee / user and enter the requested name and email address.
Set the employee’s access level or role if prompted.

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

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

r
Manage Employees

Welcome to the City of South San Francisco

OUTH

r
mployee List

@ South San Francisco  Hore )

Asthe or B youcan from this page. to keep your
- Invite New Employees - Add aditiona staff who need access to apply for permits, manage applications, or view account activity. Enter their name and email address, then send an invitation.
- Revoke Access - Control account access for your staff. Employees with revoked access wil no longer be able to log in, but their past activity will remain on recor.
- Cancel ~For , you may their invte of resend their welcome email

Apply My Dashbosrd GisMap More v (Q searcn

1o date:

Manage Employees
RANCISCO Ful Name v [t P p—— strtDate e s roe v | Act Invite Pencing
- TRIAL CITY
Anderson Wikam 5 frepro2@yopmai.com 27,2026 n v
Stvia Mron = sevagyopmsicon 28,2026 Jun 28,2026 sun 28,202 Warmbe
Hetena Eawarc 5 heia@yopmaicon 28,2026 sun 28, 2026 Member
Holena et @ helenagyopmalicom i 7, 2028 Member v v

Screenshot S5-48 — Manage Employees Menu.

Screenshot S5-49 — Employee List.
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6. Managing Employees — Invite & Register

G
Invite Employee

Invite Employees

Screenshot SS-50 — Invite Employee.

=
Employee Invitation Email

2 Anderson
(QThursday, September 24, 2026 4:02:10 PM

[ show pictures

Hello Emily,

‘You have been invited by Anderson William to be a registered contact for ALL ABOUT FIRE PROTECTION on the City of South San
Francisco. This will allow you to apply for applications, pay for fees, request inspections, and complete many other tasks on behalf of ALL
ABOUT FIRE PROTECTION.

To accept this invitation and complete the registration process, click on the link below, or copy and paste the link into your browser window. If
Yyou have any questions about this invitation, we recommend you contact Anderson William directly.

(Complete Registration

Thank you from the City of South San Francisco team!

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.

r 5 .
Employee Registration e Terms

Screenshot S5-52 — Employee Registration — Terms.
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=
Employee Registration e Finish

© sonsivionio e

Welcome!

Screenshot S5-53 — Employee Registration — Finish.
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6. Managing Employees — Employee Access

r
Employee Creates Password

5 Employee Password Email

Tasetupid-Changeassuord Qnr e D @

2 city of South San Fr <email@00do:

(O Thursday, September 24, 2026 4:07:12 PM

Hi Emily,

welcome to the City of South San Francisco’s Permitting Portall Click on the link below to set your password and

get started:

https://ssfca--ssfuat.sandbox.my.site.con/login?

c=nz0zb_xRjzWFxWaricaEqhPoan1bIF RSL G56C6EK]) cgsABP3YAr
T1hxHmd. THOZZE1T 1 1 74Rw_zPr1AQZgopMS

oy Te—

Username: emily.johnson@yopnail.com

Thanks,
South San Francisco City CA

Screenshot SS-54 — Employee Password Setup Email.

Screenshot SS-55 — Employee Creates Password.

Employee Portal Access

@ South San Francisco Home Apply My Dashboard GIS Map Mare (a searcn (2]

We!come to the City of South San Francisco

S R

My Dashbosrd & Search Public Records

Search City permit and entitlement

i i o ication |
Vit Bt Yol Gore S appikutlo activity by record number, address, or

activity with the City.

Apply for 2 Permit or Planning
Entitiement.

OUTH
RANCISCO
Pay Code Case/False Alarm Fees Licensed Contractor Registration T R ' A L : 'T Y

Complete annual licensed cantractor
registration and renewal process.

Payments & Receipts

Wiew payment history, access receipts,
and manage outstanding fees for your

Search for your Code Case or False
Alarm record to pay associated fees.

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.

Prepared by Speridian Technologies | Version 1.0 PAGE 41



CITY OF SOUTH SAN FRANCISCO ¢ Community Portal User Guide

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.

Select Submit Traffic Advisory Committee (TAC) Request from the top menu.
Enter the location, description, and reason for the request.

Attach supporting documents or photos when applicable.

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

=
TAC Request e Details

@ South San Francisco  Home Apply My Dashiboard OIS Map More A (o sea D -]

Manage Employees

Subwmit Traffic Advisory...

cﬂmc[ Subimit Traffic Advisory Committee

We!pgme to the City of South San Francisc

) Request

= X - :

E= e % [ Q

. I

ol Apply 24 My Dachbosrd & Search Public Records

Search City permit and entitlement
activity by record number, address, or
APN

Apply for a Permit or Planning
Entitlement.

* View all of your permit and application |
activity with the City.

¥

OUTH
RANCISCO
Licensed Cantractor Registration T R ' A L E 'T Y

Complete annual ficensed contractor
registration and renewal process.

L5

Payments & Receipts

Pay Code Case/False Alarm Fees

View payment history, access receipts,
and manage outstanding fees for your
sccount,

Search for your Code Case or False
Alarm record 1o pay assoclated fees.
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=
TAC Request ® Upload Files

Traffic Advisory Committee Request
*Requested By

Emily Johnson

* Home Address
*Streat

1213 ENOS AVE

~Chy = StnofProvince
SEBASTOPOL cA
*Zip/Postal Code *Country

a5472 us
*Phane
(707) 235-0627

* Key Issues

:

Address

| [} 433 Alicia Way Apt 412 South San Francisco,CA 94080 ] X

* Location Description

| Apartment 412 is a residential unit located on the 4th floor of Rotary Plaza, a multi-story, two-building senior residential apartment community.

* Description of lssue

The neighbarhood is experiencing persistent speeding and reckless driving aleng this segment of Alida Way. Vehicles frequently bypass the main arterial roads and use this residential zone as a cut-through street, significantly exceeding the posted speed fmit. This %
creates an immediate safety hazard for the high volume of pedestrians and scrior residants walking to and from the neighboring Rotary Plaza serior fving faciity. Requesiing a Tormal evahuation by the Traffic Advisory Committce (TAC) for the installation of raffic- B

v
calming measures, such as a speed hump, speed feedback signage, or high-visibility pavement markings, to regulate driver speeds. =

Screenshot SS-58 — TAC Request — Upload Files.

7. TAC Request — Confirmation & Tracking

r
rTAC Request e Confirmation TAC Request  Submitted Record

© sounsinincisco

‘Traffic Advisory Committee Request

Vour Trafic Aavacey Commit Roquest has b subrtsdsuccessily.

O ries)

Screenshot SS-59 — TAC Request — Confirmation. - P

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 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.

Select Contact Us from the top navigation.
Fill in your name, contact information, address details, and the requested topic / category fields.
Enter your question or request.

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

=
Permit Center Contact Form

Permit Center Contact
Form

Screenshot S5-61 — Open Contact Us from the Portal Menu.
Screenshot S5-62 — Permit Center Contact Form.
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8. Contact Us — Complete & Submit the Form

r - E i
Contact Form e Address & Topic Contact Form e Question / Request

Permit Center Contact
Form

Screenshot S5-63 — Contact Form — Address & Topic.
Screenshot S5-64 — Contact Form — Question / Request.

r
Contact Form e Submission Complete

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

Where to go for the most common portal tasks

| 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 Registration tile

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.

Prepared by Speridian Technologies | Version 1.0 PAGE 46



