Charles County Department of Planning & Growth Management

CITIZEN SELF SERVICE/CIVIC ACCESS
PORTAL (CSS/CA)
UPGRADE RE-REGISTRATION DIRECTIONS

Effective November 20, 2024: All existing users/customers of the Citizen Self Service/Civic
Access Portal must re-register through the portal to access their prior account information.
Directions are provided below on how to re-register your account through the portal using
the email that was associated with your account.

New users should follow the New User Account Registration Directions located at
hitps://charlescountymd.info/HowtoRegisterCSS

1. Go to www.CharlesCountyMD.gov/CSS to access the CSS/CA portal. PLEASE NOTE: Google
Chrome is the recommended browser by the software company for optimal performance of the
portal.

2. On the portal home page, click Login or Register

Welcome to Charles County's Self Service Portal
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Permit Guide How to Register with CSS Login or Register
Click here to go to our Permit Guide Click here for instructions on how to Login to an existing or create a new
web page. register with the Citizen Self Service account. You can also find help if you
Portal forgot your login information.
wrnlllChadanl nintiiDendd Mavnn o o
Charles County Department of Planning & Growth Management - 200 Baltimore Street, La Plata, MD 20646 l

301-645-0692 « MD Relay Service: 7-1-1 (TDD: 1-800-735-2258) « www.CharlesCountyMD.gov/PGM STAY CONNECTED



CSS Upgrade Re-Registration Directions Page |2

You will receive a pop-up stating “You are being redirected to Tyler Identity login page for
authorization purposes. Please click on continue to authenticate your account and log into the
CSs.

You are being redirected to Tyler Identity login page for authorization purposes.
Once authenticated, you will be logged into CSS.

3. On the next screen, “Click the Create an Account” sign up link af the bottom of the page.

Important Note: (\
&

Do not sign in with Google/Apple/Microsoft/Facebook
unless you are confident the account uses the same
email address associated with your previous CSS Email address
account. If you use Google/Apple/Microsoft/Facebook \

and they use a different email address, then your account

will not link with your past activity and records in the

portal.

Sign in to community access services.

| | Keep me signed in
Next

. 03 . 3 . OR
These instructions are based on re-registering using your

o . Sign in with...
same email address and not using any of the other means

G [ & 0

Unlock account? Help &

B

Qreate an account)
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4. Enterin the same email associated with your (w
previous CSS/CA account. A confirmation @

email will be sent to your email so please be

prepared to access it to confirm your Create an account
account. The same email address must be
used in order for your account fo link to your il

prior activity and records. ‘ ‘

Fields are required unless marked optional.

First name

a. Enter your Frist and Last Name
b. Enter a password. You may choose ‘ ‘
the same password that you i e
previously used, or you may pick a ‘ ‘
new password.
c. Click the blue “Sign Up Button” gt

Password requirements:

Optional

DO NOT CLICK “Already have an
account” x At least 8 characters

x Alowercase letter

% An uppercase letter

% Anumber

@ No parts of your username

Password

| ]
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5. You will be taken to a new page that looks like the to @
the right. KEEP THIS WINDOW OPEN while you check =~
your email for your verification code. A The email you
entered will show
here.
Verify with your email
6. You willreceive an email with your verification code We sent an email to s**y@Iive.com. Enter the

(example shown below). Check your spam folders if verlfication code n the fext box

you do noft see the email in your inbox. The email will Enter Code

be from: Community Access Identity ‘ ‘

noreply@identity.tylerportico.com.

Return to authenticator list

Back to sign in

SR,

Hi Sarah,
Welcome to your Community Access account!

Your organization uses Community Access and Tyler Technologies to manage
access to applications which serve citizens.

Community Access provides access to all of your citizen applications and
connects you to other public applications within Tyler Technology’s
ecosystem.

Learn more about Community Access.

To verify your email address and activate your account enter the verification
code: 420237
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7. Enter the verification code from your email into the box then
click the blue “Verify” button.

8. You will then be taken to a security methods page. You can
select any option provided (follow screen prompts to set up)
or you can click “Continue” to skip.

©

A slsandy@live.com

Set up security methods

Security methods help protect your Tyler
Portico Citizen account by ensuring only you
have access.

Set up optional

Google Authenticator

Enter a temporary code generated from the
Google Authenticator app

Used for access

Setup =

0 Okta Verify
Okta Verify is an authenticator app

installed on your phone or computer,
used to prove your identity

Used for access

Setup =

Phone
Verify with a code sent to your phone

Used for access

Setup =

Back to sign in
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Verify with your email

We sent an email to s***y@live.com. Enter the
verification code in the text box

Return to authenticator lis!

Back to sign in
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9. You will be then taken to the CSS/CA home page for your account.

a. Please check that you can see all your records.
b. Verify that your personal information is correct.

10. The next time you sign in, you will enter your email instead of clicking the “Create an account”
button. If you re-registered using Google, Apple, Facebook etc.. you would use those to log in this

fime.

a. Once you input your email and click "*Next”, you will be asked to verify it is you with a
security method. You can choose email or password.

b. Email: If you choose the email option you will be asked to Click on “Send me an email”
button. An email will be sent to you to verify it is you. Please check your email for the
verification code and then enter it on the portal.

g

Get a verification email

Send a verification emad by clicking on "Send
me an email”

i. Password: If you choose the

password option, you will be asked

fo enter in your password you

created when you re-registered.

Vertty with your emad

We sent you a veriication emall Enter the

verification code in the text box

Enter Code

Your email will be
shown here.

Verify with your password

Password

Forgot password?
Verify with something else

Back to sign in



