Registering as a Licensed Contractor

Follow this guide to complete the licensed contractor registration and payment
process. Learn how to validate your CSLB license, set your account password, and
finalize your application to become an official registered contractor.

Account Registration

1 Go to https://permits.ssfca.gov Click the Login
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Welcgme to the City of South San Francisco

Apply for a Permit o Planning My Dashbosrd & Search Public Records.

Entitiement.

Search City permil and entitlement
activity by record number, address,
APN.

“ View all of your permit and application |
activity with the Gity.

sOUTH
RANCISCO
Ums!d(orltra:l‘nrﬂeglstﬁuun S T R ' A L E 'T Y

Complete annual licensed contractor
registration and renewal process.

Payments & Receipts

Pay Code Case/False Alarm Fees

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

Search for your Code Case of False
Alarm record to pay associaled fees.

ssfca--ssfuat.sandbox.my.site.com/s/Apply-Page


https://www.ssfca.gov
https://permits.ssfca.gov
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Click Register under Professional.
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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.

= Username

Register for an Account
8 password Public User Professional
Homeowners, tenants, property owners, Businesses and licensed professionals
Log in =

(cantractors, architects, developers, efo}
including sole proprietors

I aiad et regiteing,piease ronfim 8 e busivess siescy hes

L an account. ¥ does, confact s company adiminstator i be.

e 2.2 user 455 e 13 g or e e

i Regicter o contnve

Business Information
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Enter your business name in the "Company Name" field

X ‘;‘3 Register
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andbox.my.site.coms/login/SelfRegister?isBusiness=true
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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).

Home

~ Busings#Meapation

Complely this fieid.

=-None--

*Business Description

V.
* Company Address
* Country
United States -
*Street
*City . ce
ca -



4  Open the Business Type dropdown and select Licensed Contractor
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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).

~ Businass Information

* Company

Roofing Associates

Exjsiness or Trade Profess anal
Destiger

*Zip/Postal Code

Click "CSLB License Number" - enter only your license number (i,.e. 111111), not
the classifications (C16, B, etc)
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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 N
Roofing Associates

*Business Type
Licensed Contractor

Only select this aption if your business holds an active California State License Board (CSLB) contractor license. Licensed Contractors are required to complete a separate
po to pull permits. This Conlractor step is in addition to creating your Professional Account.

Contractor Registration with the City before they can

Click gifihe Valiiig CSLB Number’ bution to validate CSLE license status.

*CglB License Numbe}

E)

W' Number

*Business Description

* Email

siMRexAmOS. om.



6  Click Validate CSLB Number.
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@ South San Francisco Home

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

255 Type

Licensad Contractor 4

Only select this option if your business holds an active California State License Board (CSLB) contractor license. Licensed Contractors are required to complete a separate
Contractor Registration with the City before they can be approved to pull permits. This Contractor Registrstion step is in addition to creating your Professional Account.

Click on the ‘Validate CSLB Number’ button to validate CSLE license status.

L8 License Number

| @ 639601, |

Complete fhis figld.

Vs

ate CSLB Number ]

* Businesipe:

Contact Information

7 Complete the remaining fields about the business.

WorkersCompensation:
Excempt:W, ExemptDesc: WORKERS COMP CERTIFICATE, InsCoCde: 025, InsCoName: STATE+COMPENSATION+INSURANCE+FUND, PolicyNo: 9394418,
weeffDt: 2026-01-28, weExpDt: 2027-01-28

esgDescription

*Email

you@example.com

ebsite

~ Primary Contact Information

The Primary Cantact is the individuai 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, admi or another authorized ible for permit activity:

First Name

Phone



8 The next section is to add contacts/employees of the business. The Primary
Contact on this registration form will be the administrator of the account and
responsible for adding/removing other employees.
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~ Primary Contact Information

The Primary Contact is the 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 laler. Typically, this should be the business owner, admir or another auth g for t
*Contact First Name
John

*Contact Last Name

9  Click Next.
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~ Primary Contact Information

The Primary Contact is the individual who will serve as the main point of contact for this business aceount. This person will manage the company’s sccount access and may
add or remove additional users iater. Typically, this should be the business owner, admir or another i

for permit activity.

650-555-1212

* Contact Email

claritiaB@gmail com

Business Ovmer




10 Click the checkbox to accept the terms and conditions.
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4. Communications
41 By registering, you cansent Lo receive electronic & updates, and refated o your permits and account.
4.2 Itis your respansibility to regularly check your account and email for updates.

S. Data Privacy & Security

51 While the City does not sell any information collected and provided through this Web site, such information may be subject lo disclosure as required by any federal, state or local
laws, rules, of regulations, including, but not limited to, the Gity’s Public Records Act (Government Gode Section 7920 et seq.).

5.2 While we implement reasonable security measures, we cannot guarantee complete protection from cyber threats.

5.3 You agree that you submil informiation at your own risk and will Lake reasonable precautions 1o secure your own device and login credentials.

6. System Availability
61 The Portal may experience scheduled or unscheduled downtime.
6.2 We are not lizble for delays, interruptions, or the inability to access the Portal for any reason.

7. Disclaimer of Warranties
The Portalis provided "as is” and "as available.” We make no warranties regarding:
+ Accuracy or completeness of Portal content
« Uninterrupted or error-free operation
« The suitabiity of the Portal for any specific purpose
8. Limitation of Liability
To the fullest extent permitted by law, we are not liable for:
+ Losses resulting from the use or inability to use the Portal
+ Unauthorized access Lo your account
+ Errors or omissions in any information you provide

9. Changes to Terms

We may update these Terms at any time. Gontinued use of the Portal after stitutes e of Terms

0. External Links
ThiS¥ieb site may contain links to other sites on the Internet, which are provided for the convenience of the user. The City is not for and makes no ion about
the confiynt or material available on such other sites. Links are not intended ta imply sponsorship, affiliation, or endorsement by the City.

1, JohrlDoe, have read, understood, and accey

ted the above terms and conditions.

11  Click Next.

| \ @ Register X - N - o X

dbox.my.site.comy/s/login/SelfR;

O @ ssfca--ssfuat. E] g‘ 0% ﬁ -i- @ ﬁ @ -

> [[J other Bookmarks

4.21tis your responsibility to regularly check your account and email for updates.

5. Data Privacy & Security

51 While the City does not sell any information collected and provided through this Web site, such information may be subject o disclosure as required by any federal, state or local
laws, rules, or regulations, including, but not limited to, the City's Public Records Act (Government Code Section 7920 et seq.).

5.2 While we implement reasanable security measures, we cannol guarantee complete protection from cyber threals.

5.3 You agree thal you submit information at your own risk and will take reasanable precaulions 1o secure your own device and login credentials.

6. System Availability
61 The Portal may experience scheduled o unscheduled downtime.
6.2 We are not liable for delays, interruptions, or the inability to access the Portal for any reason.

7. Disclaimer of Warranties

The Portal is provided "asis” and "as available.” We make no warranties regarding:
+ Accuracy or completeness of Fortal content
+ Uninterrupted of error-free operation
« The suitability of the Portal for any specific purpose

8. Limitation of Liability

To the fullest extent permitted by law, we are nat liable for:
+ Losses resulting from the use or inability to use the Portal
+ Unauthorized acoess o your account
+ Errors or omissiens in any information you provide

9. Changes lo Terms

We may update these Terms at any time. Gontinued use of the Portal after stitutes a e of Terms

10. External Links
This Web site may contain links to other sites on the Internet, which are provided for the convenience of the user. The City is not for and makes na representation about
the content or material available on such other sites. Links are not intended to imply sponsorship, affiiation, or endorsement by the Gity.

o8, have read, understood, and a

pted the above terms and conditions.

i m



12 Click Finish.
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Welcome!
Your r was To finish the process, check your email for instructions on setting your password. Remember Lo look in your spam folder

where automaled messages sometimes filter. If you still can't log in, contact your administrator.
MNext Steps for Licensed Contraciors
1 Verify Your Account
An email has been sent to the address you provided. Please open it and follow the link to verify your account and set your password. You must complate this step before you can log
in.
2. Complete Contractor Registration
As a Licensed Contractor, you are also required to complete a Contractor Registration with the City before you can apply for permils.
« After logging in, go Lo the home page and select the “Conlraclor Registration” like.

+ Submit your Contractor Registration application for review.
+ Once approved by Cily staff, your business will be authorized to pull permits.

Email Verification

13

password.

M Gmail Q,  Search mail 3= ® @ Upgrade

Compose < B © W B B i 20f2 <

Inbox . .

Stared Sandbox: Welcome to City of South San Francisco inbox x

Snoozed 5 4 —_r :
email@...sfcustomeremail.com &58PM (1 minute aga) 1Y

Sent tome ¥
to me

Drats Hi John

Purchases

More Welcome to the City of South San Francisco's Permitting Portal! Cligk on the linfybelow to set your password and get started: htips:/fssfca—
ssfuat.sandbox my site.com/login?c=Lk2ciTkdlrzVraz GNmyDQOBEXITExhgInlhfCbonw0y TZJzjGy3bmHVipZ77usY2aJD_mj

bols + DGlyNGwA00T970t94pSE6cexiF SMRPIveuSmL ktndUujN2eVv2I BAFZyWIGKXUgl9Kq1YoVyrmET3d0zh3wCE33j7j

ztdAgD3xFml EzpmzPxdUUvf2DRGX9 IEAQav3cKO

Username: claritia@gmail.com

Thanks

I “ Reply I I ~* Forward ‘:.

You will receive an email to set your password, if you do not see it in your inbox,
please check your Junk or Clutter folders. Follow the link in the email to set your

sfuat. sandbox.my.site.com/login?c=Lk2ci7kdIrzVrazGNmyDQOBzXrTExhgInihfQixwwyTZzjGv3bmHVipZ ... PveusmLktndUujN2c Vv 2ITAF ZyWIGKFUg89Kg 1 YoVyrmET3d Ozh3wC33)ZjztdAgD3xFmLEzpmzPxd ULv2DRGX9.IEAQavIcKO



14 Click the New Password field and enter your selected password. Make sure to
follow the requirements listed just above the password field.
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Enter a new password for dartia8@gmall.com. Make
sure to Include at least:

Q Bcharacters

O 1letter

© 1number

15 Click Change Password.
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Enter a new password for clartiaB@gmall.com. Make
sure to Include at least:

@ Scharacters

@ 1Lletter

@ 1rnumber

* New Password

e

* Confirm New Password

e

- N




16 Click "Home" to return to the main page and select Licensed Contractor
Registration
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Welcome to t_he City of South San Francisco

)

My Dashboard

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

Apply for a Permit or Planning
Entitlement.

APN.

SOUTH
2 ; RANCISCO
el ] L eends B TRIAL CITY

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

Payments & Receipts

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

sfuat.sandbox.my.site.com/s/licensed-contractor-registration

Contractor Application

17 Click Next.

erveor - \
@ South San Francisco Home Apply My Dashboard GIS Map More w (@ search. )
CALIFORNIA . S
lestions about your online application? Pause your application using the and submit a question to the appropriate City department.

New Licensed Contractor Registration Application

License Type

Please select the License Type you are applying for.

Registration/Renewal Business Information Acknowladgement Success Screen

Type
Registered Licensed Contractor

Pause




18 Open the Business located in South San Francisco dropdown and select Yes or No
based on the location of your company and confirm your address in the next step.

avor - \
@ South San Francisco Home Apply My Dashboard GIS Map More (@ search 3 2]

Questions about your onfine application? Pause your application using the Pause button and submif a question to the appropriale City department.

New Licensed Contractor Registration Application

— st

* Business located in South San Francisco

- -

19  Select the checkbox to accept the Acknowledgement.

ity oF P ‘
@ South San Francisco Home Apply My Dashboard GIS Map More ( @ search ) B
CALIFORNIA ' #
Questions aboul your onling ication? Pause your . ication using the and submit a question lo the appropriate City department.

New Licensed Contractor Registration Application

Acknowledgement

| declare under penalty of perjury that the information contained in this contractor portal account application is true and correct, and that all required licenses are in full force and effecl. | understand that business license taxes are charged per permil applied for and are ni
refundable. The receipt for payment does not constitute a license o operate. After zoning, fire, police, and regulatory clearances are obtained, a contractor portal account will be activated. | agree 1o update the contractor portal account with any change of loGation,
ownership, business name, basis of tax, and termination of business. | agree to renew my portal account annually and | understand that the City is not required to issue renewal notices.

ral and state law, compliance with the disability access laws is a serious and significant ility that applies to all California buildi buildings open o the public. You may oblain information about your legal obligations and how ko
! ies: -Division of State at hitps:) ca.gov/DSA -D of i at hitps:) .dor.ca.gov ~California Commission on Disability Access al hitp://www.ccda.ca.gov

comply dizability access laws at

e, hereby do attestthat | completed the Licensed Contractor Registration Application. My email is: claritia8@gmail.com

kit n




20 Click Submit.

oiTY oF - \
@ South San Francisco Home. Apply My Dashboard GIS Map More (Q search ) 6
CALIFORNIA i A

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

w Licensed Contractor Registration Application

nowledgement

are under penalty of perjury that the information contained in this contractor portal account application is true and correct, and that all required licenses are in full force and effect. | understand that business license laxes are charged per permit applied for and are not
dabile. The receipt for payment does not constitute a license to aperate. After zoning, fire, police, and regulatory clearances are obtained, a Gonlraclor portal account will be aclivated. | agree to update the contractor portal account with any change of loGation,

rship, business name, basis of tax, and lermination of business. | agree to renew my portal account annually and that the City is not notices.
r federal llance with the disability access laws is a serious and significant respansibility that applies o all California building owners and tenants with buildings open Lo the public. You may cblain about your
Iy with disability access laws at the f ies: ~Division of State i hittps.//www.dgs.ca.gov/DSA -Department of Rehabilitation at hitps:/fwww.dor.ca.gov -California Commission on Disability Access at hitp://www.ccda.ca.gov

John Doe, hereby do amest that | completed the Licensed Contractor Registration Appiication. My emal is: claritiad@gmail. com

Previow

21 Click Finish.

s - N
@ South San Francisco Home Apply My Dashboard GIS Map More (@ search I =]
CRLIFGRNIA \ /

ns about your enline application? Pause your application using the Pause button and submit a question to the appropriate City department.

w Licensed Contractor Registration Application

has been

d and your status will be active.

final step is to pay your required registration fee. Once pay is p your regi

License Payment

11



22

Click the License link.

Ty oF
@ South San Francisco Home
CALIFGRNIA

Apply My Dashboard GIS Map More ) O
License
- o [ e perr—
Phase Status Type Issue Date Expiration Date Renewsd Date
Application Pending Registered Licensed Contractor
has fees outstanding: $4.00. Payment can be made via "Pay Ouistanding ltems" bution.
Mumber Phase
Ul HApplication ﬂ Reviews & Files
Type Status ¢
Registered Licensed Contractor Pending
Appican @ :.;si'ess located in South San Francisco = v |Typn = = . <o | S il .
Business Description
Fees (1)
Residential or Commercial Location @ Wil merchandise be soid at your home
Number Description Total Oulstanding
Store Merchandise/Materials Onsits. Smuare fontane sed for husiness,
-
ity oF 5 p \
South San Francisco Home Apply My Dashboard GIS Map More ( Q@ search.. ) B
GALIFORNIA . J
License
126-1519 Renew License  Void/Refund Request
Status Type Issue Date Expiration Date Renawed Date
cation Pending Registered Licensed Contractor

L Alert:
nber Phase
31519 Application
" Status.
sistered Licensed Contractor Pending
sicant @ Business located in South San Francisca

No

Business Description

idential or Commercial Location @

ndise be sold at your home

ra Merchandiss Materials (nsite Snuare footana used for husiness

Issued Denied
ayment can be made via "Pay Outstanding llems" button_
g Reviews & Files
Ditems
Number ~ | Type + | Milestone | Complel_
Fees (1)
Number Description Total

Slatus

12



24 Click here

= cart Total: $4.00

Amount to Pay
54.00

~w T26-1519

Payable Type Description Outstanding Amount

Fee State Mandated Contractar Fee 3400

Cancel Cart NextPayment Details

25 Select Credit/Debit Card Select and click Next Confirm.

™ Cart Total: $4.00

Billing Details

* Aocount Contact

[ sreciaLTy RooFING John Doe

Email copy to:

clarifiafi@gmail com

Payment Methods

“Choose Type
Credit/Detit Gard v

(© The selested payment method has an assodiated 2.2% senvioe ez that wil be added at heckaut.

Next: Confirm




26 Click Process.

W Cat Total: $4.00

Billing Details

Contact Email
SPECIALTY ROOFING John Doa clartiad@gnnail com

Cart Details

w T26-1519

Payable Type Description Outstanding Amount

State Mandated Coniractor Fee 34.00

Payment Methods

Tree
Credit/Debit Card

27  Enter your credit card information.

Order Summary

Invoice Number P-09122026-403362 Total $ 4.09
Card Humber * Exp. Date * Card Code *
Billing Address
First Name Last Name
Billing Country
Usa > g
Street Address City
State Phone Number

=



28  Click Pay.

Order Summary

Invoice Number P-09122026-403362 Total 3 4.09

Card Nunmber » Exp Date e CardCode »

visa 11227 a
Billing Address
First Neme Last Neme

John Doe
Billing Comary .
USA “in

Street Address City

State Phone Number

Cancel

29 Click Continue.

Fri Sep 11 2026 9:02:08 PM

Thank you for your payment.

54.09

Total

Hide Details

$ 4.09

15



30 You will be returned to the license page and should refresh the page to see the
payment information.

R License § =
By T26-1519 _ Renew License | Vold/Refund Request

hase Status Type Issue Date Expiration Date: Renewed Date
\pplication Pending Registered Licensed Contractor

L Alert: Your License has fees outstanding: 3 be made via "Pay Oulstanding Iems™ bution.

Number Phase
T Application Reviews & Files
Type Status i -
Registered Licensed Contractor Pending
Applicant @ Business located in South San Francisco e v | Tvpa | B g | & Ry
John Doe No
Licensee ss Description
SPECIALTY. ROOFING

Fees (1)
Residential or Commercial Location @ Wil merehandise be sald at your home

Number Description Total Outstanding
Store Merchandise/Materials Onsite Square footage used for business.

fas o de State Mandated Contractor ., S

-

31 Your contractor's account is now Issued and you are eligible to apply for permits.

ot or 3
@ South San Francisco Home Apply My Dashboard GIS Map More { Q Search I = ]
CRLIPORNIA \

a nse
iy CcrR26-0016 _ Renew License  Woid/Refund Request

hase Status Type Izsue Date Expiration Date Renawed Date
ssued Active Registered Licensed Contractor 8/1/2026 12/31/2026

Denled
Number Phase
CR26-0016 Issued < :
B Reviews & Files
Type Status Fl -
Registered Licensed Contractor Active
Appicant @ usiness located in South San Francisca
Number ~ | Type ~ | Milestone v | Complel_ | Status ~ | Complet_.
No | |
usiness Deseription
Fees (1)
Wil merchandise be sold at your home
Number Description Total Outstanding
Store Merchandise/Materials Onsite Square footage used for business.
e Stale Mandated Contractor ., s
-

16



