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SUBJECT: Inspection Request Process Change

BULLETIN NUMBER 2022-3

From: /Zﬁ _/,/4/' 7N

Jesse‘ﬁgﬁlewton
Deputy/Building Official

Effective January 1, 2023, the process for requesting inspection is changing.

The new process instructions,

e The Inspection request phone line will be disconnected starting January 1, 2023.

o All requests for inspection will be scheduled through the Customer Self-Service Center.
(http://css.cityofclovis.com)

e See the process below to register to the Customer Self-Service Center, how to request inspections,
how to verify inspection is scheduled

e For ease of tracking and calling in for inspections, having a specific email address dedicated for your
employees to request inspections is recommended.

e Tracking the assigned employees on the dedicated email is the contractor's responsibility. Please let
our team know so we can add or remove individuals from the email address.

e Owner builders will use the same process below for registration and requesting inspections.

City Manager 559.324.2060 - Community Services 559.324.2095 - Engineering 559.324.2350
Finance 559.324.2130 « Fire 559.324.2200 « General Services 559.324.2060 - Personnel/Risk Management 559.324.2725
Planning & Development Services 559.324.2340 - Police 559.324.2400 - Public Utilities 559.324.2600 « TTY-711



Customer Self Service Portal

How to Guide

To Login or Register go to, https://css.cityofclovis.com/energov prod/selfservice/#/home.
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Click on Login or Register

Enter Username and Password or click “Register Here” if you do not have an account.

If creating an account, follow the steps and input the correct contact information. This

information cannot be changed once created.

City of Clovis staff will review the request to create an account within 24 hours. An

email will be sent when the account has been approved.

When logged in go to Dashboard
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On the Dashboard page you will be able to »b CEY SC LY LS
view Permits, Plans, and Inspections.
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To Request an inspection click Request — —
Inspections tab and select the Case Number - p—
that you want to request an inspection for.
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On the next page select the date you would like to have the inspection =~ ~——

on and any comments that relates to the inspection as in gate code, -
animal, or pet information. FU—
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Under the My Existing Inspections tab will be a Feection Nurber: INSP-20T7-004337
list of current inspections. If you select an Tty
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inspection, you will be able to see the Checklist e A
and any corrections that need to be made. R e— ——— p—

hgecny Nave e W

ManAdden D mee deaLAR Y

To view who the Inspector is assigned to your
case go to Today’s Inspections at the top.
There will be a search bar to input either
address, Case Number, or Inspection Type.
Inspector information will be displayed within
the table.
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For Additional Information regarding the Customer Service Portal:

Please click on the link: https://cityofclovis.com/wp-content/uploads/2021/10/CSS-Portal-Guide.odf

Or,

Scan the QR code




