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CSS COMMERCIAL 
STEP-BY-STEP GUIDE

Click
Here

Step 1

Login

You must have an account to login. If you do not have an account, Click My Account and register. We will
notify you within 48 hours when your account is active, and you may then login and apply as described
below.
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Step 2

Step 3

Click
Permits

Review the description of each permit type, and Click Apply
next to the description that best matches your project.
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Step 4

Click
Here

Step 5

Note: If the property has not been platted and/or
the address has not been assigned by the GIS
department, do not click the plus in the blue box.
Instead, Click Next and skip to Step 8.

Enter address if known. If it is not known, leave blank .

Click Here and type the address number, and street
name ONLY. There is no need to include North,
West, Ave, or St designation here.

Then Click Here
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Step 6

Step 7

Click Next

Check to make sure the address is correct

Then Click Add next to
the appropriate address
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Step 8

Add a brief description of the scope of work

Add the square footage of the footprint of the
building, without commas

Add the total value of the project, without
commas. If you also apply for a foundation
permit do not include the foundation value here.

Then Click Next

Your company name will
appear automatically

GUENTHER CONSTRUCTION

231 N DAKOTA AVE, SIOUX
FALLS, SD, United States,

57104

Click Here

Step 9
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Step 10

Click Here and type your first and last name as they
appear in your CSS account

Then Click Here

Note: If your name does not appear in the next screen, you may
come back to this screen. Enter the first few letters of your first and
last name, and click the search symbol, for example:

Then Click Here

First few letters of first and last name

Step 11

Find the correct name and click the star to the
left. This will allow you to find the name quicker
in future applications.

Then Click Add next to the correct name

Bet Guen
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Step 12

Step 13

Enter the project
name.

Enter the nearest
intersection.

If a demolition, foundation or other permit on the project was/will be applied
for, Click Arrow to select yes so that we can link the permits together.

GUENTHER CONSTRUCTION

231 N DAKOTA AVE, SIOUX
FALLS, SD, United States,

57104

Contractor (Mechanical)

No other contacts are required
here. The general contractor,
mechanical, electrical and
plumbing subcontractors may
be added in a different screen

Click Next
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Step 13 cont'd

Click Arrow and select the
appropriate option.

Company names

Add other information about the
project here.

Enter your name. Do
not enter anyone else's
name!

Click Next
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Step 14

Step 15

Click Here for Plans Instructions above.
Then Click X above.

Click Here for Other Instructions above.
Then Click X above.
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Step 16

Click Here, browse to your PDF file, 
select it, and Click Open

Step 17

Click Next

Note: All submittal information must be
combined into one document. Only
ONE PDF ATTACHMENT is allowed

Do not add files here unless instructed to
do so by City staff. This tile is for
re-submittals only.

Do not add files here unless instructed to
do so by City staff. This tile is for
re-submittals only.

Avery Apartments
Plans 2021.pdf
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Step 18

Review all
information

If everything is correct,
Click Submit

Avery Apartments

Avery Apartments Plans 2021.pdf
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Step 19

Wait for the green confirmation statement.
We will contact you after a brief review of
the documents.


