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How to Schedule a Virtual Over-the-Counter Building Plan Review through CSS Portal  

 

1. Go to the CSS Portal Website: https://css.cityofsanmateo.org/  
 
 

2. Log in to your account on the top right-hand corner. 

 
NOTE: If you have not created an account, please see CSS guide on “How to Create a New User Account” 
htps://www.cityofsanmateo.org/DocumentCenter/View/67005/CSS-User-Guide  

 
 

3. Once you are logged in, you will be directed to the homepage. There are two ways to sign up for a Virtual Over-
the-Counter Review. You can click either the “Apply” tab or “Virtual Over-the-Counter Building Plan Review” box. 

 

 
  

https://css.cityofsanmateo.org/e
https://www.cityofsanmateo.org/DocumentCenter/View/67005/CSS-User-Guide


Page 2 of 6   Revised 1/10/2021 

 
 
NOTE: if you click the “Apply” tab, you will need to click Virtual Over-the-Counter Building Review in order to 
proceed to the application. 
 

 
 
 

4. LOCATIONS: Once you begin your application, you will be asked to enter the project address. Enter the 
address by following the steps below.  
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5. PERMIT DETAILS: Next, fill out the permit details by providing your project description (Scope of Work) and 
project valuation before clicking, “Next”. 
 

 
 
 
6. CONTACTS: Add contact information. Please add contact information for any other individuals involved with 

this project (example: property owner, contractor, architects, etc.). 

 
 
  

 
Click the 
plus sign to 
add contact. 
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7. PROJECT DETAILS: Click the eligible project type on the boxes below, you may click more than 1 box if the 

project is related to multiple project types. Any project that exceeds the scope of work below will not be 
eligible for a Virtual Over-the-Counter Plan Review. Please return to the home page to begin an application 
for the correct permit type. 
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8. ATTACHMENTS: Add an attachment for the project you are submitting for virtual review. (example: building 

application, plans, T24 Hers Forms, etc.). 
 

 
 
 
9. SIGNATURE: Type your name in the first box and sign where indicated before moving on to the application 

review page. 
 

 

Click the plus sign to add an attachment, 
or simply drag and drop your file over 
the plus sign. 
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10. Review the information and attachments you have provided to the CSS portal before clicking submit. 

 
 
 

11. Once you have submitted the request successfully through our CSS portal, a Building staff member will 
contact you within 1 business day to set-up your Virtual Over-the-Counter Plan Review. 
 

 
 
 

For any over the counter questions please email building.info@cityofsanmateo.org 


