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How to Apply for a Short Term 
Rental Permit in CSS 

 

Once you have registered for a Customer Self Service (CSS) account (refer to guide: How to Register for a CSS 

Account), you can apply for permits online. 

Visit https://encinitasca.gov/I-Want-To/Applications-Information to obtain general information, fees, and 

what documents to submit with your application. 

 

Go to the CSS home page: https://portal.encinitasca.gov/CustomerSelfService#/home 

Login 

 

 

 

 

Enter your username and password and click on “LOG IN.” 

 

https://encinitasca.gov/I-Want-To/Applications-Information
https://portal.encinitasca.gov/CustomerSelfService#/home
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From the home page, choose Apply. 

 

Use the search bar to find the correct permit. 

 

Click on Apply. 

You will be walked through six steps to apply for your permit. As you advance through the process, each step 

number will light up. 

 

To enter the Location, click on the +. 

 



3 
 

 

Enter the address of where the work will be done, leaving out punctuation. Click on the magnifying glass. 

 

When you have identified your address, click in the box. 

 

 

Click on the Apply button. 

 

 

It will take you back to the “Add Location” tile and the address will appear in the box. 
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Permit Type comes in automatically.  

Information about the property being rented and where it will be advertised will be collected further in the 

application. You may leave this Description box blank, if you prefer. 

 

Choose “Next.” 

 

The applicant (you) are the default contact. If any other contacts are needed, the tile will be flagged as 

“Required” as shown below. 

For this permit type, you will also need to add the 24/7 contact. Click on the + in the “24Seven” tile.  

 

 

Your Name 
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Always try searching first to see if a person or business already exists in our system.  

 

Enter a name or business in the Search field and click on the magnifying glass. 

 

Will bring up a list of choices. Scroll through.  

 

If contact you are searching for is not in the list, “Enter Manually.” Enter information in the fields, then Submit. 
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You have the option to add additional contacts. To add, click on the + in the “Add Contact” tile. 

Again, always “Search” for a contact first. If no match is found, “Enter Manually.” 

 

Once all Contacts are entered, choose “Next.” 

 

Any fields with a red asterisk (*) must be completed. 

Please note that omission of any items on this page may delay the processing of your permit. 
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Once you have answered all questions on this page, choose “Next.” 

 

There is a hyperlink to the Short Term Rental page on the City’s website to help you determine what 

documents to upload for submittal.  

Clicking on the “i” in the upper right corner of each tile will give you more information. 

Upload the “Required Documents” by clicking on the +. Additional documents can be uploaded by clicking 

on the + on “Add Attachment.” 

Once you have finished uploading your submission documents, choose, “Next.” 

 

 

Review the information you have completed. Once review is done, choose “Submit.” You will receive a 

confirmation that you have applied for the permit. The application fee will be invoiced automatically upon 

submittal. This fee will need to be paid before your application will be processed. 


