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1. Applying for a Hydraulic Plan Analysis (HPA) Plan 

You are able to apply for the following Plan Types: 

o (DRP) Developer Relocation Project Plan 
o (GOV) Government Referred Plan  
o (HPA) Hydraulic Planning Analysis Plan 
o (MSU) Minor Site Utility Plan 
o (SEP) System Extension Project Plan 
o (SU) Site Utility Plan 

To log into your CSS account, please refer to Getting Started User Manual (Steps 1-5). 
 

6. Navigate to the Apply dropdown. 
7. Under Developer Plans, we will select (HPA) Hydraulic Plan Analysis. 

 

 

 

 

 

 

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

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

to 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.  

Note: It is recommended that the user provide just the street number and name (please do not search by 

the street type) 

 

 

 

 

 

 

 

 

 

 

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 Plan Details page. 

**On the Plan Type page, IF the Plan 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 Applicant will automatically be added as the primary contact. Adding 

an Engineer is REQUIRED for an HPA Plan. Click the + to Add Contact.  
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Note: You can add another contact as well. (Please see steps 1-4 to see how to add another 

contact). 

1. To add another contact, click the + sign on the Add Contact card 
2. You can add a contact from the list below. In this example, we will select Engineer.  
    Note: Plans always require an Engineer. 

 

 

 

 

 

 

 

3. Enter the name of the Engineer in the Search textbox. 

 My Favorites: The My Favorites option lets you add a contact you select often, as your favorite 
contact by simply clicking the        icon. 
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4. Click Add on the contact you would like to add. 

 
 My Favorites: To select a registered user as a favorite, select the     icon. Once done, the        
icon will change from no fill      to a blue       which lets you know that the contact has been added 
as your favorite.              
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13. Enter Plan Info 
14. Enter Type of Service 
15. Enter Property Identification  
16. Enter Additional Info 
17. Enter Type of Development Served Info 
NOTE: You must complete the existing blank row (pink/beige row) by clicking on the pencil icon and 
indicate your first development type in this row. Thereafter, you will use the +Add Row button to add 
additional development types. 
18. Enter Project Owner/Applicant Contact Info 
19. Click Next 
 

Note: The fields containing red * asterisks are required fields for data entry.  
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20.You are REQUIRED to add a Vicinity Map attachment for an HPA plan. See below steps on how to 

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

 

 

 

 

 

 

  

 

 

 

 

 

17. You will be prompted to find the attachment you would like to add in support of your application.  
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21.You will be prompted to add a document in support of your application. To do so, search for your 

Vicinity Map in its respective location. 

22. Click Open 

 

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

23. Click Next 
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24. Please verify that all of the information is correct before clicking Submit. To do so, scroll down all the 

way until the end of the application. If you need to modify any information, please select the Back 

button at the bottom of the screen and make any necessary edits. 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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

25. Your Plan was successfully created! Click Continue to Plan. 
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26. Congratulations! You have successfully submitted your plan application. 
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2. Applying for a Site Utility (SU) Plan 

You are able to apply for the following Plan Types: 

o (DRP) Developer Relocation Project Plan 
o (GOV) Government Referred Plan  
o (HPA) Hydraulic Planning Analysis Plan 
o (MSU) Minor Site Utility Plan 
o (SEP) System Extension Project Plan 
o (SU) Site Utility Plan 

To log into your CSS account, please refer to Getting Started User Manual (Steps 1-5). 
 

6. Navigate to the Apply dropdown. 
7. Under Developer Plans, we will select Site Utility (SU).  

 

 

 

 

 

 

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

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

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

to 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.  

Note: It is recommended that the user provide just the street number and name (please do not search by 

the street type) 

 

 

 

 

 

 

 

 

 

 

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 Plan Details page. 

**On the Plan Type page, IF the Plan 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 Applicant will automatically be added as the primary contact.  
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Note: You can add another contact as well. (Please see steps 1-4 to see how to add another 

contact). 

1. To add another contact, click the + sign on the Add Contact card 
2. You can add a contact from the list below. In this example, we will select Engineer.  
    Note: Plans always require an Engineer. 

 

 

 

 

 

 

 

 

3. Enter the name of the Engineer in the Search textbox. 

 My Favorites: The My Favorites option lets you add a contact you select often, as your favorite 
contact by simply clicking the        icon. 
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4. Click Add on the contact you would like to add. 

 
 My Favorites: To select a registered user as a favorite, select the     icon. Once done, the        
icon will change from no fill      to a blue       which lets you know that the contact has been added 
as your favorite.              
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13. Enter Plan Info 
14. Enter Site Utility Pipe Info 
15. Enter Total Number of Permits for this SU  
16. Enter Property Identification 
17. Enter Project Owner/Applicant Contact Info 
18. Click Next 
 

Note: The fields containing red * asterisks are required fields for data entry.  
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27.  

19. You are able to add an attachment if needed for your application. Click the + to add an 

attachment. Then, see below steps on how to add an attachment. 
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20.You will be prompted to add a document in support of your application.  
21. Click Open 

 

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

22. Click Next 

NOTE: PLEASE DO NOT ATTACH ANY DESIGN PLANS TO THIS APPLICATION. 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

WSSC Water | Citizen Self Service (CSS) User Guide 25 

23. Please verify that all of the information is correct before clicking Submit. To do so, scroll down all the 

way until the end of the application. If you need to modify any information, please select the Back button 

at the bottom of the screen and make any necessary edits. 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.  

 

 

24. Your Plan was successfully created! Click Continue to Plan. 
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25. Congratulations! You have successfully submitted your plan application. 
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3. Applying for a Developer Relocation Project (DRP) Plan 

You are able to apply for the following Plan Types: 

o (DRP) Developer Relocation Project Plan 
o (GOV) Government Referred Plan  
o (HPA) Hydraulic Planning Analysis Plan 
o (MSU) Minor Site Utility Plan 
o (SEP) System Extension Project Plan 
o (SU) Site Utility Plan 

To log into your CSS account, please refer to Getting Started User Manual (Steps 1-5). 
 

6.Navigate to the Apply dropdown. 

7.Under Developer Plans, we will select (DRP) Developer Relocation Project. 

 

 

 

 

 

 

 

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

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

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

to 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.  

Note: It is recommended that the user provide just the street number and name (please do not search by 

the street type) 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 



  

WSSC Water | Citizen Self Service (CSS) User Guide 29 

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 Plan Details page. 

**On the Plan Type page, IF the Plan 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 Applicant will automatically be added as the primary contact.  
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Note: You can add another contact as well. (Please see steps 1-4 to see how to add another 

contact). 

1. To add another contact, click the + sign on the Add Contact card 
2. You can add a contact from the list below. In this example, we will select Engineer.  
    Note: Plans always require an Engineer. 

 

 

 

 

 

 

 

3. Enter the name of the Engineer in the Search textbox. 

 My Favorites: The My Favorites option lets you add a contact you select often, as your favorite 
contact by simply clicking the        icon. 
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4. Click Add on the contact you would like to add. 

 
 My Favorites: To select a registered user as a favorite, select the     icon. Once done, the        
icon will change from no fill      to a blue       which lets you know that the contact has been added 
as your favorite.              
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13. Enter Plan Info 
14. Enter Property Identification 
15. Enter Total Number of Permits for this DRP 
16. Enter Project Owner/Applicant Contact Info 
17. Click Next  
 

Note: The fields containing red * asterisks are required fields for data entry.  
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18. Once you have input all of the necessary information, click Next.  
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19. Optional: You are able to add an attachment if necessary, depending on the plan case type. Click the 

+ to add an attachment.  

 

 

 

 

 

 

  

 

 

 

 

 

 

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

22. Click Next 

 

 

 

 

 

 

 

 

 

 

 

23. Please verify that all of the information is correct before clicking Submit. If you need to modify any 

information, please select the Back button at the bottom of the screen and make any necessary edits. 

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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24. Your Plan was successfully created! Click Continue to Plan. 

 

 

 

 

 

 

25. Congratulations! You have successfully submitted your plan application. 

 

 

 

 

 

 


