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1. Applying for a Gasfitter – Journeyman License  

Note that an applicant who is applying as a Principal Master or Principal Sewer and Drain Cleaner will be 
required to provide additional information such as company name and insurance information.   

To log into CSS, please see Getting Started User Guide (Steps 1-5). 

6. Click on the Apply dropdown 
7. You will see six license types listed, to see additional types click on All to display the total list of 
license types and definitions available that you are able to apply for in this application. In this 
example, we will apply for a Gasfitter – Journeyman License. 

 

 

 

 

 

 

 

8.  Click the + sign to Add a specific location. 

Note: It is HIGHLY recommended that the user read the Address Instructions on the location page 

before adding a location.   

 Create Template: If this is a common license that you find yourself applying for, you are able to 
create a template that will be saved each time you create this specific type of license.  
 Save Draft: If you are not quite finished yet, but you need to step away, you are able to simply 
click the Save Draft button and you will be able to revisit this license application later.  
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9. You will be prompted to enter the address in the Search textbox. You can search with the entire 

address location i.e. 14501 Sweitzer Lane or search by a keyword i.e. 14501 Sweitzer. It is recommended 

you search by the street number and street name (do not enter the street type, such as ‘Lane.’ Once the 

correct address has been chosen, click the Add button.  

IF, for some reason the address you are searching for is not found, please search by a NEARBY address. 
Try searching the street name only. For example, search by “Main” instead of “123 Main Street,” then pick 
the closest number to the address that is available. You will be able to enter the correct address on the 
ENTER MANUALLY screen in case there are any issues with finding the address.  

Note: For some addresses, a list of parcels will appear below when you click ‘Add’ for an address search. 
If this is the case, please scroll down to add a parcel.  

 

 

 

 

 

 

 

 

 

 

 

Here is an example of when multiple parcels for one specified location, appears. Select the correct parcel 

by checking the box under ‘Action’ next to the associated parcel and click Add Selected.  
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OR, if you choose, you can select the Enter Manually button to enter the Street # and Name manually. 

However, it is recommended to use the first option (Search by Address shown in Step 4).  

 

 

 

 

 

 

OR, if you choose, you can search by parcel as well by selecting the Parcel button. You can search by 

Parcel by entering the parcel number in the search textbox as shown below. However, it is 

recommended to use the first option (Search by Address shown in Step 4). 

 

 

 

 

 

You will see that the Location has successfully been added. You are able to add more than one location, 

if needed. 

10. Click Next  
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11. Click next on the License Details page 

**On the License Type page, IF the License Type in the drop down has been displayed correctly, 

please simply click NEXT. PLEASE DO NOT TYPE IN THE DESCRIPTION FIELD.** 

 

 

 

 

 

 

 

 

 

12. On the Contacts page, the user will automatically be added as the primary contact as 

Tradesperson. Please DO NOT add an additional contact. Click Next. 
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13.Enter the necessary information in the More Info section 
1. Verify that all of the information has been entered correctly. Click Next.  

Note: The fields with a red asterisk (*) are required for entry 
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2. Adding a State Issued ID or Driver’s License attachment is REQUIRED. Please keep in mind that 
different license types have different attachment requirements. Please follow the below steps on 
how to add an attachment. Click the + to add an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. You will be prompted to find the attachment that you would like to add in support of your 
application. 
17. Click Open 
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You will see that the Attachment of your choice has successfully been added to your application. 

18. Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

WSSC Water | Citizen Self Service (CSS) Applying for Licenses 10 

19. Verify that all of the information entered, is correct. Click Submit.  

 Back Button: If you need to modify any information, please select the Back button at the bottom of 
the screen and make any necessary edits. 
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20. Congratulations! Your application was submitted successfully. No fees are due at this time – 

WSSC Water will review your application and will be in touch with you shortly.  

Note: You are able to access CSS to view the status of your license application. Once your license has 

been reviewed, you are able to pay the required fees. Please see Section 7: Paying for a Fee.  
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Note: When you go back to your dashboard, you will see that your license is in a Pending state but has 

successfully been added to your applied licenses. 

 

 

 

Once your license has been validated, your fees will be assessed, and the status will change to Awaiting 

Payment. Please see Section 7: Paying for a Fee. 

 

Once your fee has been paid, the status of your license will change to Final Processing.  

 

After WSSC Water fully processes your application, your license is now in an Active status. 
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2. Applying for a Plumber – Gasfitter – Apprentice Professional License 

Note that an applicant who is applying as a Principal Master or Principal Sewer and Drain Cleaner will be 
required to provide additional information such as company name and insurance information.   

 

To log into CSS, please see Section 2: Getting Started User Guide (Steps 1-2). 

3. Click on the Apply dropdown 
4.You will see the licenses that you are able to apply for in this application. In this example, we will 
apply for a Plumber and Gasfitter – Apprentice License. 

 

 

 

 

 

 

5. Click the + sign to Add a specific location. 

Note: It is HIGHLY recommended that the user read the Address Instructions on the location page 

before adding a location.   

 
 Create Template: If this is a common license that you find yourself applying for, you are able to 
create a template that will be saved each time you create this specific type of license.  
 Save Draft: If you are not quite finished yet, but you need to step away, you are able to simply 
click the Save Draft button and you will be able to revisit this license later.  
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6. You will be prompted to enter the address in the Search textbox. You can search with the entire 

address location i.e. 14501 Sweitzer Lane or search by a keyword i.e. 14501 Sweitzer. It is recommended 

you search by the street number and street name (do not enter the street type, such as ‘Lane.’ Once the 

correct address has been chosen, click the Add button.  

IF, for some reason the address you are searching for is not found, please search by a NEARBY address. 
Try searching the street name only. For example, search by “Main” instead of “123 Main Street,” then pick 
the closest number to the address that is available. You will be able to enter the correct address on the 
ENTER MANUALLY screen in case there are any issues with finding the address.  

Note: For some addresses, a list of parcels will appear below when you click ‘Add’ for an address search. 
If this is the case, please scroll down to add a parcel.  

 

 

 

 

 

 

 

 

 

 

 

Here is an example of when multiple parcels for one specified location, appears. Select the correct parcel 

by checking the box under ‘Action’ next to the associated parcel and click Add Selected.  
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OR, if you choose, you can select the Enter Manually button to enter the Street # and Name manually. 

However, it is recommended to use the first option (Search by Address shown in Step 4).  

 

 

 

 

 

 

OR, if you choose, you can search by parcel as well by selecting the Parcel button. You can search by 

Parcel by entering the parcel number in the search textbox as shown below. However, it is 

recommended to use the first option (Search by Address shown in Step 4). 

 

 

 

 

You will see that the Location has successfully been added. You are able to add more than one location, 

if needed. 

7. Click Next 
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8. Click Next on the License Details page 

**On the License Type page, IF the License Type in the drop down has been displayed 

correctly, please simply click NEXT. PLEASE DO NOT TYPE IN THE DESCRIPTION FIELD.** 

 

 

 

 

 

 

 

 

9. On the Contacts page, the user will automatically be added as the primary contact. Please DO 

NOT add an additional contact. Click Next. 
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10. Enter the necessary information in the More Info section 
11.Verify that all of the information has been entered correctly. Click Next.  
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12. Adding a State Issued ID or Driver’s License attachment is REQUIRED. Please keep in mind that 

different license types have different attachment requirements. Please follow the below steps on how to 

add an attachment. Click the + to add an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

13. You will be prompted to find the attachment that you would like to add in support of your 
application. 
14. Click Open 
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You will see that the Attachment of your choice has successfully been added to your application. 

15. Click Next 
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3. Verify that all of the information entered, is correct. Click Submit.  

 Back Button: If you need to modify any information, please select the Back button at the bottom of the 
screen and make any necessary edits. 
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4. Congratulations! Your application was submitted successfully. No fees are due at this time – 

WSSC Water will review your application and will be in touch with you shortly.  

Note: You are able to access CSS to view the status of your license application. Once your license 

has been reviewed, you are able to pay the required fees. Please see Paying Fees User Guide.  
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Note: When you go back to your dashboard, you will see that your license is in a Pending state has 

successfully been added to your applied licenses. 

 

Once your license has been validated, your fees will be assessed, and the status will change to Awaiting 

Payment. Please see Section 7: Paying for a Fee. 

 

Once your fee has been paid, the status of your license will change to Final Processing.  

 

After WSSC Water fully processes your application, your license is now in an Active status. 

 

 

 

 

 

 

 

 

 

 

 



  

WSSC Water | Citizen Self Service (CSS) Applying for Licenses 23 

3. Applying for a Plumber – Master License 

 

To log into CSS, please see Section 2: Getting Started User Guide (Steps 1-2). 

3. Click on the Apply dropdown 
4.You will see the licenses that you are able to apply for in this application. In this example, we will 
apply for a Plumber – Master License. 

 

 

 

 

 

 

5. Click the + sign to Add a specific location. 

Note: It is HIGHLY recommended that the user read the Address Instructions on the location page 

before adding a location.   
 

 Create Template: If this is a common license that you find yourself applying for, you are able to 
create a template that will be saved each time you create this specific type of license.  
 Save Draft: If you are not quite finished yet, but you need to step away, you are able to simply 
click the Save Draft button and you will be able to revisit this license later.  
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6. You will be prompted to enter the address in the Search textbox. You can search with the entire 

address location i.e. 14501 Sweitzer Lane or search by a keyword i.e. 14501 Sweitzer. It is recommended 

you search by the street number and street name (do not enter the street type, such as ‘Lane.’ Once the 

correct address has been chosen, click the Add button.  

IF, for some reason the address you are searching for is not found, please search by a NEARBY address. 
Try searching the street name only. For example, search by “Main” instead of “123 Main Street,” then pick 
the closest number to the address that is available. You will be able to enter the correct address on the 
ENTER MANUALLY screen in case there are any issues with finding the address.  

Note: For some addresses, a list of parcels will appear below when you click ‘Add’ for an address search. 
If this is the case, please scroll down to add a parcel.  

 

 

 

 

 

 

 

 

 

 

Here is an example of when multiple parcels for one specified location, appears. Select the correct parcel 

by checking the box under ‘Action’ next to the associated parcel and click Add Selected.  
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OR, if you choose, you can select the Enter Manually button to enter the Street # and Name manually. 

However, it is recommended to use the first option (Search by Address shown in Step 4).  

 

 

 

 

 

 

OR, if you choose, you can search by parcel as well by selecting the Parcel button. You can search by 

Parcel by entering the parcel number in the search textbox as shown below. However, it is 

recommended to use the first option (Search by Address shown in Step 4). 

 

 

 

 

 

You will see that the Location has successfully been added. You are able to add more than one location, 

if needed. 

7. Click Next 
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8. Click Next on the License Details page 

**On the License Type page, IF the License Type in the drop down has been displayed 

correctly, please simply click NEXT. PLEASE DO NOT TYPE IN THE DESCRIPTION FIELD.** 

 

 

 

 

 

 

 

 

 

9. On the Contacts page, the user will automatically be added as the primary contact. Click Next. 
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10. Enter the necessary information in the More Info section 
11.Verify that all of the information has been entered correctly. Click Next.  
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12. Adding a State Issued ID or Driver’s License attachment is REQUIRED. Please keep in mind that 

different license types have different attachment requirements. Please follow the below steps on how to 

add an attachment. Click the + to add an attachment. 
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13. You will be prompted to find the attachment that you would like to add in support of your application. 
14. Click Open 

 

 

 

 

 

 

 

 

 

 

 

 

You will see that the Attachment of your choice has successfully been added to your application. 

15.Click Next 
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16. Verify that all of the information entered, is correct. Click Submit.  

 Back Button: If you need to modify any information, please select the Back button at the bottom of the 
screen and make any necessary edits. 
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17. Congratulations! Your application was submitted successfully. No fees are due at this time – 

WSSC Water will review your application and will be in touch with you shortly.  

Note: You are able to access CSS to view the status of your license application. Once your license 

has been reviewed, you are able to pay the required fees. Please see Paying for Fees User Manual.  
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Note: When you go back to your dashboard, you will see that your license is in a Pending state has 

successfully been added to your applied licenses. 

 

Once your license has been validated, your fees will be assessed, and the status will change to Awaiting 

Payment. Please see Paying for Fees User Manual. 

 

Once your fee has been paid, the status of your license will change to Final Processing.  

 

 

After WSSC Water fully processes your application, your license is now in an Active status. 

 

 

 

 

 

 

 

 

 

 

 

 



  

WSSC Water | Citizen Self Service (CSS) Applying for Licenses 33 

4. Renewing a Professional License 

We will cover how to renew an existing WSSC plumber, gasfitter, and sewer/drain cleaner license. You 

will receive an email when your license is about to expire in 45 days. The Apprentice License 

Classification does not have an expiration date.  

Note: You are able to renew the following License Classifications online:  

o Master 
o Journeyman 
o Principal 
o Non-Principal 

 

To log into your CSS account, please refer to Getting Started User Guide (Steps 1-2). 

3.Click on your Dashboard and scroll down until you see your Licenses.  

 

 

 

 

 

 

 

4.Scroll down until you see My Licenses 

5.Click on the License that you would like to renew (‘Renew’ must be indicated) 
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6. The Renew License page will appear, click Next.  

 

 

 

 

 

 

 

 

7. Enter the necessary information in the ‘More Info’ section. 

Note: The fields with a red asterisk (*) are required for entry. In order to get your license renewed with 

little to no issues, please enter as much information as possible to the best of your knowledge (i.e. 

Insurance Provider, Insurance Policy #, etc.). 

8. Click Next 
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9. Adding a State Issued ID or Driver’s License attachment is REQUIRED. Please follow the below steps 

on how to add an attachment. Click the + to add an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

10.You will be prompted to find the attachment that you would like to add in support of your application. 
11.Click Open 
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You will see that the Attachment of your choice has successfully been added to your application. 

12. Click Next 
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13. Verify that all information entered is accurate, then click Submit. 

 Back Button: If you need to modify any information, please select the Back button at the bottom of 
the screen and make any necessary edits. 
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14. Your license renewal application was submitted successfully. No fees are due at this time, WSSC 

Water will review your application and will be in touch with you shortly. 
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5. Upgrade of Current License Type: 

If you have an existing WSSC license and recently passed a Plumbing and/or Fuel Gas exam, then you 

will need to Upgrade your License. Please DO NOT select ‘Renew License,’ but apply for a new license 

and please follow steps on what upgrade of license type you are applying for.  

To log into CSS, please see Getting Started User Guide (Steps 1-5). 

6. Click on the Apply dropdown 
7. You will see six license types listed, to see additional types click on All to display the total list of 
license types and definitions available that you are able to apply for in this application. In this 
example, we will apply for a Gasfitter – Journeyman License. 
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8.  Click the + sign to Add a specific location. 

Note: It is HIGHLY recommended that the user read the Address Instructions on the location page 

before adding a location.   

 Create Template: If this is a common license that you find yourself applying for, you are able to 
create a template that will be saved each time you create this specific type of license.  
 Save Draft: If you are not quite finished yet, but you need to step away, you are able to simply 
click the Save Draft button and you will be able to revisit this license application later.  

 

 

 

 

 

 

 

 

 

 

 

 

You will be prompted to enter the address in the Search textbox. You can search with the entire address 

location i.e. 14501 Sweitzer Lane or search by a keyword i.e. 14501 Sweitzer. It is recommended you 

search by the street number and street name (do not enter the street type, such as ‘Lane.’ Once the 

correct address has been chosen, click the Add button.  

IF, for some reason the address you are searching for is not found, please search by a NEARBY address. 
Try searching the street name only. For example, search by “Main” instead of “123 Main Street,” then pick 
the closest number to the address that is available. You will be able to enter the correct address on the 
ENTER MANUALLY screen in case there are any issues with finding the address.  

Note: For some addresses, a list of parcels will appear below when you click ‘Add’ for an address search. 
If this is the case, please scroll down to add a parcel.  
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Here is an example of when multiple parcels for one specified location, appears. Select the correct parcel 

by checking the box under ‘Action’ next to the associated parcel and click Add Selected.  
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OR, if you choose, you can select the Enter Manually button to enter the Street # and Name manually. 

However, it is recommended to use the first option (Search by Address shown in Step 4).  

 

 

 

 

 

 

 

OR, if you choose, you can search by parcel as well by selecting the Parcel button. You can search by 

Parcel by entering the parcel number in the search textbox as shown below. However, it is 

recommended to use the first option (Search by Address shown in Step 4). 
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You will see that the Location has successfully been added. You are able to add more than one location, 

if needed. 

10. Click Next  

 

 

 

 

 

 

 

 

 

 

 

 

11. Click next on the License Details page 

**On the License Type page, IF the License Type in the drop down has been displayed correctly, 

please simply click NEXT. PLEASE DO NOT TYPE IN THE DESCRIPTION FIELD.** 
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12. On the Contacts page, the user will automatically be added as the primary contact as 

Tradesperson. Click Next. 
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13. Enter the necessary information in the More Info section 

14. Verify that all of the information has been entered correctly. Click Next.  

Note: The fields with a red asterisk (*) are required for entry 

Since you are upgrading your license, please input the following RED TEXT in the indicated fields 

for entry (shown below).  
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15. Adding a State Issued ID or Driver’s License attachment is REQUIRED. Please keep in mind that 
different license types have different attachment requirements. Please follow the below steps on how to 
add an attachment. Click the + to add an attachment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. You will be prompted to find the attachment that you would like to add in support of your 
application. 

17. Click Open 
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You will see that the Attachment of your choice has successfully been added to your application. 

18. Click Next 
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19. Verify that all of the information entered, is correct. Click Submit.  

Back Button: If you need to modify any information, please select the Back button at the bottom of the 
screen and make any necessary edits. 
Warning: Please DO NOT use the back button on the browser you are using              , otherwise the 
information you entered could be lost. You should only use the back button provided on the application 
page.  
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20. Congratulations! Your application was submitted successfully. No fees are due at this time – 

WSSC Water will review your application and will be in touch with you shortly.  

Note: You are able to access CSS to view the status of your license application. Once your license has 

been reviewed, you are able to pay the required fees. Please see Paying for Fees User Manual.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


