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This powerpoint will walk you through the following areas:

 How to create an account on the portal (CSS).

* How to access your dashboard; this includes looking at comments for resubmittals, requesting inspections,
getting your permit documents, etc.

* How to request inspections and see reinspection notes.




Creating an account

Creating an account is easy. Step

one: make sure you are on the You (or your contractor(s)) will need an account to
correct jurisdiction’s portal. Since apply for permits and/or request inspections.

we use the same permitting

software as Clallam County, this can SSiqQuim e s

easily get confusing. Sequim’s URL
is:

https://cityofsequimwa-
energovweb.tylerhost.net/apps/sel e
fservice#t/home

Step two: verify youremai.

Verification is done through email — —
from “Community Access Identity” "
with a link or a code.

Once you are all set, you will see a

screen that looks like this: cITY oF
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https://cityofsequimwa-energovweb.tylerhost.net/apps/selfservice#/home
https://cityofsequimwa-energovweb.tylerhost.net/apps/selfservice#/home
https://cityofsequimwa-energovweb.tylerhost.net/apps/selfservice#/home
https://cityofsequimwa-energovweb.tylerhost.net/apps/selfservice#/home
https://cityofsequimwa-energovweb.tylerhost.net/apps/selfservice#/home

Your Tyler Dashboard

Here you can pay for
permits, request
inspections, or see if
your permit needs
resubmittals.

Your dashboard is
where your permits
and/or plans live.




How to know if you need to
resubmit your documents
(and how to do it)




Upon logging in, you will My Permits

see that something needs
your attention. This is one Attention
of three places that alerts 1
you.
. d ... 1

You will want to check your dashboard frequently while
you are waiting on a permit. This is the best way to know
if your permit needs attention (i.e. if fees are due, or if
resubmittals are needed).



*Shown
here is
the
“reviews’
tab.
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Permit Number: RBP-25-0078

Permit Detailz | Tab Elements | hdain Menu

Type: Residential -
Manufactured Home

Status: Requires Resubmit

IVR Number: 251 Applied Date: 02727 /2025
District: City of Sequim Assigned Toc
SquareFeet  1430.00 Valuation:  $150.000.00

fac]
Summary Locations Fees nspections Contacts Sub-Records

Residential Building Permit Plan Review

Subemittal Status Reeeived Date Due Date

Reguires Re-submit 03/04/2025 053/02/2025

0 PW - Stormwater Review » Requires Re-submit « Peters Shawnie » Completed : 04/11/2025

Due Date Completed Date
05/02/2025 04/11/2025
Comment

Provide a methed of stormvwater management, show sewer and water to the building. revise the drawing to 3 consistent scale, and show roed improvements.

® Planning Review e Requires Re-submit « Walker Ethan e Completed : 04/30/2025

Due Date Cornpleted Date
05/02/2025 04/30/2025
Comment

Drrawto scale

@ PW - Water Review = Approved » Priest George » Completed : 04/29/2025

@ Building Review » Approved » Dressel Joel » Completed : 06/13/2025

Project Name:

Expire Date:

Finalized Date:

Completed Date

05/13/2025

Add to Cart

You can see what needs

to be resubmitted in two
places; the “reviews” tab
or the “attachments” tab.

The “attachments”
tab is where you will
- go to resubmit the
document.
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On the “attachments” tab, you can view
markups on your document(s) so you know
what exactly needs to be resubmitted. You
can even reply to the comments made. You
will see what that looks like on the next slide.

*You are required to acknowledge the
markups before resubmitting.
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Resubmit File(s)

Files
Files
Site Plan Supported: pdf
File Vergion Resubmit Instruction
E Site Plan-TBD-Matriotti-AVE-IMG_4193 w2 pdf b Shawnie Peters: Provide a method of stormwater management, show sewer and O n C e yo u r
water to the building, revise the drawing to a consistent scale, and show roed
improvements
document(s) have
Markups

Y Adsed 5y Puee been resubmitted,

Add scale in order to verify setbacks and resubmit Ethan Walker 1 m Staff |S notlfled and
Show Matriotti street improvements [edge of paving) Show Alley Shawnie Peters 1 m re-rou te S t h e
Showwater meter, 2nd lsteral piping to proposed building Shawnie Peters 1 m d ocume nts fo r
Provide scaled drawing, without distortion from photographing it at an angle Shawnie Peters 1 rEV| ew.
Add Street Mame Ethan Walksr 1
Show s=wer ateral connection and piping to propesed building Shawnie Deters 1 [ mespons ]
Drovide a methed of stormwater management. Starmwater checklist has all items checked, Shawnie Deters 1 [ Rospons ]
however, no stormwater BMP's or construction BMP's have been shown.
/-\ CITY OF



How to Request
nspections and
see re-inspection
notes







There are a couple of ways to request inspections.

1. From the permit dashboard summary tab:

-—
Permit Details |Tab Elements | Plain Manu
Type: Residential - Mew Status: Issued Project Mame:
Construction
IVR Number: 3az Applied Date: 05/13/2025 Issue Date: 07/22/2025
District: City of Sequim Assigned To: Expire Date: 07/22/2027

Square Feet: 213900 ‘Valuation: 2472295731 Finalized Date:

Description: Mew 2139 5f home with attached 804 =f garage.

Locations Feez Reviewsz Inzpections Artachments Contacts Sub-Records Mare Info

Progress Workflow

TS

16% @ Counter Completensss Review - Pa SV2025 i
. o BLDG - AddrMwyerification

@ Residential Bui Iding Permit Plan Review - Mot Passad:

:[4
i
E
=
in
i
'%
o
Q
=1

& Complates 07/08/2025 "
Inp B ReguestInspection
n Progress e S
LDG - Werify sesling of penetra
Nat Startzd @ Residentizl Building Permit Plan Review - SR £eE
07/16/2025
=] uest Inspaction
@ Contractor Verification - Passed : 07/22/2025 W xcavation for foundation
Fees @ Issue Permit - Passed : 07/22/2025 — .
B ReguestInspection
Final inspection to verify constr.
$0 00 Create Permit Package - Pas el SR EnT
{0 BLDG - Address Verification - @ RequestInspection

nspection faoting siz
View Details Add to Cart p c

O BLD{G - Air Seal -

Awailable Actions

Request

Request

Request

Request

2. From the “inspections” tab:

Summary Locations Fees Review ARachments Contacts Sub-Records More Info

Existing Inspections | Request Inspactions | Optional Inspections | Next Tab | Permit Details | Main Menu

Existing Inspections Sort| Descripon W
View Inspection Description Status Request Date Scheduled Date Inspector  Action
N records to display.
I .
Request Inspections Sort  Order hd
Description Reinspection Action
BLDG - Addrass Verification No
BLDG - Verify sealing of penatrations in the building No
envelope.
‘erify excavation for foundation. and property line Mo
and easement setbacks.
Final inspection to verify construction is complete No
and mesting cods.
ion footing size and reinfor aswellas Mo
Ufer ground.
Inspection of framing. Mo
Inspection of holdowns and straps. Mo
ion of ceiling i ion and/or i i Mo
certificate,
ion of floor insulati ndfor insulat Mo
cartificate
Inspection of sound insulation and exterior wall Mo
insulation.
Rmﬂhr.ﬁme_lﬂ | 1-100f24 < = . 2 3 = =

Reminder: Inspection requests must be made by
noon the day prior to the requested date of
inspection. If you want an inspection on
Wednesday, you must get the request in before
noon on Tuesday.
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How to Find Notes for Partial Passes or Failed Inspections

1. From Your 2. From there, you will see an
Dashboard, click on exclamation mark in red on the
your permit: inspections tab if you need to
reschedule. Click on that tab:

Home Dashboard Apply MyWork Todaysinspections Map Report Paylnvoices SearchQ  Calendar (@

Home Dashboart Apply IEUVAYGIEIN Today's Inspections Map Report  Paylnvoices Search@Q  Calendar (@

Permit Number: RBP-24-0048 B
My erk

Permit Details | Tab Elements |Main Menu

MY INVOICES MY PERMITS MY EXISTING INSPECTICNS REQUEST INSPECTIONS
Type:  Residential - Status:  Issued Project Name:
Search [ Export to Excel Remodel/Repair
Display|  Attention (All . IVRNumber: 132 Applied Date:  12/20/2024 IssueDate:  02/12/2025
District: ity of Sequi igned To: ExpireDate:  01/05/2026
Permit Number Project Y  Address Y  Permit Type . Status T  State U oS Assigned To: pireDate:  01/05/
i i ) Square Feet:  0.00 Valuation:  $150,000.00 Finalized Date:
) — ) Active, Attention (Inspection N¢
RBP-24-0048 1301 53RD Avenue Unit:, U... Residential - Remodel/Repair  Issued
Passed) Description:  Fire Damage Repair toan existing unit (27A) inan existing 4-Plex

Locations Fees Reviews Inspections @ Mtachments Contacts Sub-Records More Info

Progress ‘Workflow Available Actions
62% @ Create Permit Package - Passed :02/12/20 A Requested Inspection e
Completed Inspection of the water lines unc
© Address - Can 6/11/2025
© Completed .
@ Shear Nailing Exterior - Passed: 03/11/2025 A Requested Inspection Reschedule
InProgress
Inspection o
Not Started @ BLDG - Shear Nailing Exterior - Partial Pass: 06/03/2025
#  RequestInspection e
@ BLDG- Shear Nailing Exterior - Passed: 07/08/2025 octione - .
nspection of ceiling insulationa
Fees @ Rough Plumbing - Passed: 07/08/2025
B Request Inspection
© Firewall -Pa s :07/08/2025 Inspection o rinsu ¢
$o: © Address 075 #  Request Inspection
Viow Detail © Rough Mechanical P Final inspection to verify constrt
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Your list of inspections will appear there. if That takes you to the individual inspection where you can
you click on the hyperlink (BPI-xxxxxx): click on “checklist” and see notes from the inspector:

Existing Inspections | Request Inspections |Optiona\ Inspections \ Next Tab \ Permit Details |Main Menu
Existing | i
isting Inspections Sort

Description v
View Inspection Description Status Request Date Scheduled Date Inspector Action
BPI-001542-2025 BLDG - Address Verification Passed 07/04/2025 07/08/2025 Dressel Joel
BPI-000441-2025 BLDG - Address Veerification Cancelled 03/12/2025
BPI-001539-2025 BLDG - Verify sealing of Passed 07/04/2025 07/08/2025 Dressel Joel N
penetrationsin the building Locations Contacts Checklist Fees Attachments Previous
envelope.
BPI-001538-2025 Inspection of fire-resistant Partial Pass 07/04/2025 07/08/2025 Dressel Joel
rated wall construction. Checklist | Next Tab | Inspection Details | Main Menu
BPI-001537-2025 Inspection of framing. Passed 07/04/2025 07/08/2025 Dressel Joel Checklist
. . . " Sort| Checklistltem
BPI-001612-2025 Inspection of sound insulation Requested 07/15/2025 Cancel Inspection
and exterior wall insulation.
BPI-001541-2025 Inspection of the rough Passed 07/04/2025 07/08/2025 Dressel Joel = .
mechanical system installation. General Comments Checklist item used to N/A Draftstops in attic OK; 1
BPI-001159-2025 Inspection of the sheathing on Partial Pass 06/03/2025 06/03/2025 Dressel Joel track general Still need to verify 5/8" Type X on separation walls per plan.
the exterior. comments, not specific
BPI-001572-2025 Inspection of the sheathing on Passed 07/07/2025 07/08/2025 Dressel Joel to any other checklist
the exterior. item
BPI-000445-2025 Inspection of the sheathing on Passed 03/11/2025 03/11/2025 Dressel Joel
the exterior.
1-10of1
Results per page| 1 1-100f11 n 2 = >
Request Inspections Sort  Order .
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Did you know?

You do not need a portal You can view the days inspections without

account to pay for permits. On logging in. You can export the file, or sort by

the CSS homepage, under the inspection order to see when yours may

“pay invoices” tab, you just happen. While we don’t give specific times, We have resources, including
need the invoice number building inspections typically happen checklists, on our website. Visit
(which is INV-00000###). Your between 10am-2pm, Tuesdays thru Fridays. Permitting & Land Use Resources
invoice is emailed to you once _ _ and Checklists | Sequim, WA -
fees are determined. el Official Website to view.

Today's Inspections Search for Case Number, Inspection Type, Addr E

If your project does not

BPI-001834- PV - Back Flow 31N IRIS

require a certain document
listed, you can upload a o0to T

. SEQUIM WA
blank PDF stating such. seze2

BPI-001833- REP-25- Permit PV - Back Flow F31NIRIS Madison, Mike 09:45 AM 09:45 AM

Please do not submit oot Assnbiybpacied fvenie

SEQUIM WA

duplicate documents that e

BPI-001845- REP-23- Permit PV - Back Flow &% M ROCK Priest, George 0L53PM 0153PM

are the Same, as thIS may 2025 o022 Assembly Tested ROSE Avenue
delay processing times.

Priest, George

If you need someone added to your

permit, please contact Staff.

buildingdept@sequimwa.gov
(preferred) vy or

or £ SEQUIM

360-683-4908 voie



https://www.sequimwa.gov/1194/Permitting-Land-Use-Resources-and-Checkl
https://www.sequimwa.gov/1194/Permitting-Land-Use-Resources-and-Checkl
https://www.sequimwa.gov/1194/Permitting-Land-Use-Resources-and-Checkl
https://www.sequimwa.gov/1194/Permitting-Land-Use-Resources-and-Checkl
mailto:buildingdept@sequimwa.gov
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