Online Permit Center Overview Guide
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About This Guide

This guide is to help assist you navigate the new Online Permit Center system with the City of Laguna Niguel. Permit
and Plans will now be submitted online using this system. The City recommends that you review all of the guidelines
and paperwork before you start the application process to ensure you select the correct application.

Additional guides are available to assist with creating your account, requesting inspections, and revising/updating
applications.

Access online permitting here: www.cityoflagunaniguel.org/css



http://www.cityoflagunaniguel.org/css

Online Permit Center Dashboard

The Home Screen has many of the same options as the tool bar that is across the screen as you navigate the site. See the
Menu Overview section for additional details.
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Welcome to the City of Laguna-Niguel Online PermitsGemnter
i - s
o f

Laguna Niguel Home Search Public Records Apply
‘ The City of Laguna Niguel This tool can be used to search for This tool can be used to guide you to - =
existing permits, plans, inspections, the correct application. .

code cases, requests and licenses.
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Login or Register

Pay Invoice
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Map

Login to an existing or create a new Use this tool to pay for individual Explore the map to see the activity
account. You can also find help if you invoices. occurring in your neighborhood. T .
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HOME SCREEN CHOICES

Link to the City’s website

Search for Public Records

Apply for Permits and Plans

Login or Register: Your permits and plans are saved under your login. You can also pay invoices and see your
past history in your account.

Pay an Invoice by searching by number

Map: View what is happening at various properties around the City
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My Dashboard

This is the hub for all of your requests with the City.
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Menu Overview
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Dashboard  Apply MyWork  Today'sInspections Map  Fee Estimator  Calendar 0 Search @,

Home — Return to the Laguna Niguel Online Permit Center page.

Dashboard — This item will bring you back to your personal dashboard.

Apply — This section allows you to apply for the various services.

My Work — A list of the requests you have made.

Today’s Inspections — A list of all building inspections schedule for today.

Map — Search for addresses or parcels. You can see the records for the address or parcel. You can also filter and
export the records in this view.

Fee Estimator — Estimate your permit and plan fees.

Calendar — The Calendar view shows your inspections scheduled, plans and permit expiration dates and when
invoices are due.

Search — Allows you to search for permits, plans, inspections, code cases, requests and projects.



Apply for Services

During the application process you can save your work or return to the previous screen using the Back button. If you
close your browser window or leave the application screen without saving, you will lose all your unsaved work.

From the Application Assistant you can search, scroll, or search by the different categories

Home Dashboard My'Worke  Today's Inspections: hMap FeeEstimator  Calendar @ Search Q,

Application Assistant Help me choose

earch for application names and keywords n

& Al m 20 My History @ PERMITS H PLANNING

» Show Categories Show My Templates
AR HWVAC Permit Apply
B I =] Category Name: Description:
= Residential Building Permits: Permit to replace/install new/existing HVAC System.
- Reroof Permit Apply
B I B Category Mame: Description:
— Residential Building Permits: Permit to re-roof entire roof/ partial roof. (applicant to indicate if material is "like for like” in
appearance and weight.) (Applicant to include if they are replacing the roof sheathing |
Field verify for code compliance.
) Encroachment Permit - Utility Apply
=) I =] Category Name: Description:
= Public Works Standard Utility
- Repipe Permit Apply
BRE Category MName: Description:
! Residential Building Permits: Permit to PEX Repipe entire house, #  of Fixtures. (Fixture count should include hose
bibs.} Field verify for code compliance.
/™ SolarAoo+ Residential Permit AP



After you select Apply, the number of steps will be outlined at the top of the screen.

Apply for Permit - HVAC Permit *REQUIRED

Locations

The number of steps and information requested will vary based on what you the plan or permit you are requesting.

As you proceed through the process, you can go back and return to previous steps. Any data entered will be saved

during your session until you leave the Online Permit Center System. If you need to leave your session, select Save
Draft from the bottom right side of the screen.
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Locations

Select Add Locations, this will bring you to map to search for your address.

Apply for Permit - HVAC Permit *REQUIRED

Locations

LOCATIONS

Enter the number and/for part of the strest name, then click search and select the site location.

Add
Location

4

Create Template

When searching for an address you can use street number or street name. It may be easier to search by the street
name.
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When you have found the location, check the box next to the property.

Home  Dashboard Apply MyWork Today'sInspections Map FeeEstimator Calendar @ Search Q,

Add Address As = Site w

SEARCH
°
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i — Walgreens
= | 30111 Crown A
Select All "

\ g 30111 Crown Valley Plowy

Parcel: 65624217

Laguna Niguel
City Hall

30111 Crown Valley Plowy 0o x

Parcel: 65624217

Select Add.

Add Address As = Site W

SEARCH

= | 30111 Crown x|

Select All m 1

30111 Crown Valley Plowy
Parcel: 65624217

Select Next to continue to the next section.

Save Draft Next

1 Back to Application
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Type
Complete the required information for your permit type. For the Valuation section only enter numbers and decimals.

Home  Dashboard Apply MyWork Today'sinspections Map  FeeEstimator  Calendar 0 search@Q

Apply for Permit - HVAC Permit “REQUIRED

Locations Type

PERMIT DETAILS

Please enter 2 brief description of your praject in the following format: Permif to replace/install new-/existing HVAC System. AC
condenser,__ Tons,__ Seer. Coil & Disconnect, __ BTU Furnace in same original location. Mo duct work/or_ (# of Ducts. ) Field verify for code

compliance.

* Permit Type HY

(=]
12}

Description

Square Feet

Valuation

Create Template Save Draft m

Select Next to continue to the next section.

Save Draft Next



Contacts
Select Add Contact to the names for this plan/permit. Complete all required contacts.

Home  Dashboard Apply MyWork Today'sInspections Map  FeeEstimator  Calendar @ Search Q

Apply for Permit - HVAC Permit *REQUIRED

Locations Type Contacts

CONTACTS

Enter the Applicant and Contractor contact information, then click “Mext™

Applicant hd

Add
Contact

Applicant Owner

L Add

LN Demo (You) Contact

12458 ast +

-t

REQUIRED

Create Template Save Draft m

Search for your contact, Enter one Manually, or select a contact from your favorites. Once you enter a contact, it will be
saved in your account and you can search for the contact by name. To manage your contacts, see the Account
Information section of this guide.

Home  Dashboard Apply MyWiork

4Back to Application

Add Contact

Add Contact As : Owner

@ Enter Manually My Favorites

Seamhlhan“e, E-mail, or Company |B
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When searching, you can use a portion of their first or last name. Click Add to select the contact.

Add Contact

Add Contact As : Owner

Enter Manually My Favorites

Search|LN Demo 2

Favorite First Name Last Name

* LM Demo

Resultsperpage[10 w| 1-1of1 <= = n :

Sort| Relevance

Action
e

b d

When all contacts have been added, select next to continue the application.

Home  Dashboard Apply MyWork Today's Inspections

Apply for Permit - HVAC Permit

Locaticns Type Contacts

CONTACTS

Enter the Applicant and Contractor contact information, then click “Mext™

5 3 5 §

LN Demo (You) LN DemolYou)

12458 ast 12458 ast

Remove

Create Template

Map  FeeEstimator

posican Owner

Add
Contact

-+

Calendar (0 SearchQ

“REQUIRED
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More Info
The More Info section is very specific to the permit or plan you are submitting. Complete all the required information
and click Next. Most of the information is required in this section.

Depending on the application, you may need to scroll within the screen or add rows of information.

Apply for Permit - HVAC Permit *REQUIRED
Locations Type Contacts More Info

MORE INFO

Please complete applicable fields below by entering a *1" into the fields and then click "Mext”. For Ductwork, enter the amount of ducts/registers for your permit.

Electrical Next Section | Top | Main Menu
Disconnect
FAU

Mechanical Previous Section |T:p | Main Menu
AL Coil
AC Condenser
Duct Work

Heat Pump or Air Conditioner, 0-5
Tons

Heating Systems & Ducting <100,000
BTU

Heating Systems & Ducting >100K to
<=500k BTU

Back Create Template Save Draft m

Note, some applications have different requirements.
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Attachments
Various attachments are required for different applications. You can click on the Applications and
Handouts link to download required forms. Electronic signatures are acceptable on these forms.

Acceptable types of attachments are listed. If an item is required to be a PDF and you have itin a
different format, you should be able to Print it as a PDF on your computer.

Apply for Permit - HVAC Permit “REQUIRED

Locations Type Contacts Maore Info Attachments

Attachments
To complete your submittal, please visit the City's Applications and Handouts page (dick here) to download any required forms.
If you are the Owner, please upload the Property Owner Authorization form (#114]. Upload all applicable sttachments a= shown below, them click "Mest” to continue.

Select Type W

Add Attachment

Building Application CF1R - HERS Testing Smoke and Carbon
Form Form

Add Attachment Add Attachment Add Attachment

+ +

Supparted: .pdf

A, dhwig, 2ip, 6w, 1t ek,

REQUIRED REQUIRED REQUIRED

Back Create Template
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Signature
Some applications require a signature. A signature can be signed on the screen or you can enable type
to sign feature.

Apply for Permit - HVAC Permit *REQUIRED

Locations Type Contacts Mare Info Attachments Signature

SIGNATURE

APPLICANT AGREEMEMNT

By signing below, | hereby certify the following:

1| am the property owner of the property or properties subject to this application; ORI am an suthorized representative of the property owner. If an authorized
representative, a letter of suthorization from the property owner is attached.

2 The forgoeing statements, facts, and attachments to this application are true, correct, and complete to the best of my knewledge.

3. | understand that amy misrepr fon(s) itted on vy permit application may result in denial of the application or delay in processing.

* Please type your name as consent to electronically sign this application.

Enable Type Signature

August, 12 2025

Clear

Back Create Template Save Draft m
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Review and Submit
You will have the opportunity to review your application. If a correction is needed, use the Back button to
return to the section that needs updating. When your application is complete, click submit.

Apply for Permit - HVAC Permit “REQUIRED
Locations: Typa Confacis More Info Attachmants Signatwre Review and Submit
Locations
Site: 30111 Cronen Valley Plooey
Parcel Number E3E624717
Basic Info
Type HWAC Permit
[Description
Square Feet
‘Waluation
Agplied Dabe 0aiz0s
Contacts
MApplican LM Demao
124382zt
(=2 LM D
124282t
More info
Electrical
Mext Section| Tag | Mainbanu
Disconnect:
Fau
Mechanical
Previous Section | Tap | MainMena
AC Coll
AC Condenser
Duct Whark:
Heat Pump or Alr Conditioner, 8- §
Tans
Heating Systems & Ducting
<100,000 BTU
Heating Systesms & Ducting > 100K
o« =500k BTU
Attachmenits
[Busiiiding Application Form EnerGow - Land Management 2023.0- Reparting Toolkit for S04 {1} w1 pdf
CF1R - HERS Testing 65300 w1 pdf
Emake and Carbon Form AcEIfE7-19c1-40bS-bb1f-be31 F53fd552 vindf
Create Template Save Oraft m
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A confirmation screen will let you know that your application was submitted. This screen will also send
you an email.

Home  Dashboard Apply MyWork Today's Inspections Map  FeeEstimator  Calendar @ SearchQ

@ Your application was successfully submitted!

Thankyou for your online Submittal, please allow 5 business days for your plans to be reviewed. We will
contzct you once the plans are approved and ready for permit issuance. If you have any questions, please
contact Bpermit@cityoflagunaniguel.org (949) 362-4360

Continue to pemnit

Create a Template
If you apply for the same type of permit often, you can create a template for future reference.

Create Template Save Draft Next

Enter a Name for your Template and select Save Template.

Create Template

‘Please enter a template name | Tes|

MNote: Locations and attachments cannot be saved in a template

Save Template Cancel

A confirmation screen will let you know that your template has been saved correctly.

Success

Save has been successful.

Go to My Templates “
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Select Go to My Templates to view your saved templates.

Saved Work
MY DRAFTS
My Templates
Module Al v Sort Template Name ~
Module Template Name Type Last Update Action
Permit Test T:;S::L: elas\;\;exrg V\lr.leg;iitn(:&l].:l / 08/03/2023 04:20 PM “
Resultsperpage[10 ~| 1-10f1 << = >

You can find your templates under your account. Select your name in the top Right corner and select
Saved Work.

MWy Account
I Perzonz| Info I
Addresses
Moy Imvioices

Saved Work

Contact Manager

Log Out

This will bring you to your drafts and templates.

Saved Work

My Templates
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