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Building Standards Department 
Development Services Division 
Citizen Self Service Permits and Inspections Instructions  
 
 

ACCESSING CITIZEN SELF SERVICE 

https://egov.columbiacountyga.gov/css/citizens/ 
 

REGISTRATION 

Click the ‘Register’ button on the bottom left side of the screen. A new window will open. Complete the form using the table below. 

 
 

 
Field Definition 

User ID The name used to log in to the account.  It must be between 1 and 100 characters 

Password 
The password used to log in to the account. Password must be at least 8 characters long, contain at least 
1 numeric character, contain at least 1 non-alphanumeric character and contain at least one uppercase 
character and one lowercase character. 

Password hint A phrase that will help you remember the password.  Please do not use any part of the actual password. 
Email address Email address 
Validation numbers Enter the numbers in the box above and click ‘Save’ 
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You will receive a confirmation of your login information.  Please email your User ID to permits@columbiacountyga.gov.  Please do 
not send your password.  Your account will be linked to your business license/occupational tax in the permitting software.  You will 
receive a confirmation when complete.  Please allow 2-3 business days for the request to be processed.   
 

APPLY FOR A NEW PROJECT 

Log in to the Citizen Self Service website.  The profile information for your account will automatically generate on the log in screen.  
The information is taken directly from the application for the business license/occupational tax.  Click on Permits and Inspections to 
begin the application process. 

 

 
 

Select the Project Type.  The projects are in alphabetical order by description.  In general, commercial are listed first and followed by 
residential projects.    
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Enter the physical address of the location for the project.  In the Street name, it is better to partially list the name (such as Cold for 
Coldwater) and omit the street type (Drive, Road, Street, Parkway, etc) and suite numbers.  Click Search when complete.  You do not 
have to provide Owner name or parcel ID. 

 

 
Choose Select and Continue for the correct location 
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Complete the form using the table below and click Continue.  

 
Field Definition 

Describe location Do not use 
Describe 
project/activity 

Provide a brief description of the project 

Your role in project 
Chose the most appropriate role.  The majority of applicants for construction permits should chose 
Contractor. 

Reason for applying Do not use 
Estimate cost Provide the estimated construction cost rounded to the nearest whole dollar 
Proposed start date Do not use 
Proposed end date Do not use 

Contractor 
Always use the default setting ‘Contractor is involved or owner is acting as contractor.’  The 
information from the occupational tax account linked to the login will automatically populate. 

Additional 
information 

Do not use 
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Verify the accuracy of the details of the project, enter the validation number, check the acknowledgement box and click submit. 
Note:  The acknowledgement is likely to change as the site is developed.  The screen shot below is as of July 2019. 
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A confirmation with the application reference number will display.  At the bottom of the screen is the menu to upload documents.  If 
you do not attached the required documents at this time, you must notify the Licensing and Permits Department when the documents 
are attached.  The software does not provide notice of added document.  You may return later to make payments.   
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Click Browse to select the files to upload.  They must be selected one at a time.  Click Upload when complete.  The page will refresh 
and the message at the bottom of the page will tell you the number of documents that attached.  You may now select and pay items or 
return  
 

PLAN REVIEW STATUS 

You have real time access to the plan review status and comments provided by reviewers.  You may not submit revisions until all plan 
reviews are complete so that all comments may be addressed on the revised drawings.   
 

 
You may see all reviewers, the department they review for, and the status of their review.  You may click on ‘View Comments’ beside 
a plan review for the comments only related to that reviewer or ‘View All Comments’ for all comments for the review cycle.  Note:  
We do not use attachments in the plan review.   
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PAYMENT 

MasterCard and Visa payments are accepted.  A $3.00 convenience fee is applied to each credit card transaction.  We encourage you 
to pay for as many permits and inspections as possible at one time to keep your convenience fees to a minimum.   
 
Select the permits and inspections to pay and then click ‘Add to Cart’.  You may now move to another project and select those items 
to pay or proceed to checkout by clicking ‘My Cart’.    
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Upon completion of the payment processing, a payment verification screen with a confirmation (reference number) will load and you 
will receive a confirmation email.   
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INSPECTION  SCHEDULING  

If an inspection is eligible to be scheduled, Schedule is listed next to it: 

 
The inspection scheduling menu will appear.  Complete the form using the table below. 

 
 

Field Definition 
Name Requestor’s name 
Phone Contact phone number 
Email Email address 
Remember these 
values 

Select the check box if you would like the values entered to default every time an inspection is 
scheduled using your login.  
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Field Definition 

Date 

You may type the date or use the calendar assistant that will appear when you enter into the field.  
Inspections entered before 4:30 p.m. can be scheduled for the next business day.  Inspections after 4:30 
p.m. must be entered for the day after the next business day.  There is no limitation as to how far in 
advance you schedule. 

Shift/Time Work Day is the only option available.  We do not allow for time request.   
Priority/Comments Do not use 
Validation numbers Enter the numbers in the box above and click ‘Save’ 

 
The inspection will be confirmed on screen and an email confirmation will be sent to the email address provided.  If scheduling 
multiple inspections, an email will be sent for each inspection.  
 

 
 

 
CONTACTS 

Byron Fulmer 
Email:  bfulmer@columbiacountyga.gov  
Direct Line:  706-312-7264 
 
Vanessa Simmons 
Email:  vsimmons@columbiacountyga.gov 
Direct Line:  706-312-7305 
 
Building Standards Department 
Office:  706-868-3420 
 


