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Introduction 

 

 Welcome to the City of Chino Hills Customer Self Service Application 
guide. We will begin with a snapshot of the homepage, which can be found here: 

 
 

 

To apply for a Permit, select Apply on the ribbon, or by selecting the Apply button 
on the main screen. 

 
 

https://eplselfservice.chinohills.org/energov_prod/selfservice#/home
https://eplselfservice.chinohills.org/energov_prod/selfservice#/home
https://eplselfservice.chinohills.org/energov_prod/selfservice#/home
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If this is your first time selecting Apply from the main screen, you will be asked if 
you need any help getting started. 

 
 

If you select “Yes”, you will be able to choose between a Building Permit or an 
Engineering Permit. For this guide, we will choose Engineering Permit. 
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On the next screen, please select “Encroachment Permits”. 

 
 

For this example, we are going to be applying for an encroachment permit and will 
choose “Public Improvements”. Please select the option that fits your desired 

permit. 

 
 

For this guide, we will then choose “Encroachment (Non-Residential), Public 
Right of Way Improvements” by selecting the “Apply” button. Once again, please 

choose the permit for which you are looking to apply. 
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If you chose “No” when the assistant page opened, you will need to search for the 
permit manually. As you begin typing in the name of your desired permit, permit 

options will begin to auto-populate. For this example, we are looking for an 
encroachment permit: 

 
 

If after searching for your desired application you are unable to find the application 
you are looking for, please reach out to the department associated with your 
application by phone, or by visiting City Hall at 14000 City Center Drive, Chino 
Hills, CA 91709 

 

• For the Engineering Division, please call (909) 364-2770 
 

• For the Planning Division, please call (909) 364-2740 

 

 

 

 

 

 

 

 

https://maps.app.goo.gl/R7KLyFdTFR5Gg8m59
https://maps.app.goo.gl/R7KLyFdTFR5Gg8m59
https://maps.app.goo.gl/R7KLyFdTFR5Gg8m59
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Once you see your desired permit, select that permit. For this example, we have 
chosen Encroachment (Non-Residential), Public Right of Way Improvements: 

 
 

When your desired permit comes up, select “Apply”. 
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If you have not done so already, you will need to either log in or register a new 
account to continue: 

 

After selecting the Apply button, you will be prompted to either register a new 
account, or if you already have an account, to sign in to the website to complete 

your permit application process. 

 
 

You can either sign in with your account password, or through a verification email 
sent from noreply@identity.tylerportico.com.   

  

mailto:noreply@identity.tylerportico.com
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The first step to apply for a permit is to add a location. You can look up a location 
either by address or parcel number. Once the address has been added, it will 

populate like the example below: 

 

 

 

  

After a location has been added, you can continue by pressing “Next” or you can 
create a template for future use if you plan to use this address again for future 

projects. 

 

After you choose your location, you will be asked for details about the type of 
permit you are looking to obtain. 
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In the next section, you can choose to add any additional contacts that will be 
involved in the project. Please be advised that only individuals with existing 

Citizen Self Service accounts can be added. 

 
 

On the next screen you will be asked to provide additional information. Required 
items will have a red asterisk * next to them. 
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Once you have completed all additional information requested, please review the 

City of Chino Hills City Standards and Moratorium Policy by clicking on the links 
at the bottom of the page. 

 

When you have reviewed the standards and policies, please select “Next”. 

 

On the following screen you will be asked to attach any documents necessary for 
the processing of the permit. These documents include but are not limited to the 

Certificate of Liability Insurance and Construction Plans. 
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Next you will provide your electronic signature. You will be required to type your 
first and last name in the first box, and then either draw your signature into the 

second box, or, if you do not have a touch screen, you can toggle the “Enable Type 
Signature” switch and type your signature in again. 

 

 
 

The final step is the Review and Submit page where you will need to review all the 
information you have provided for accuracy and then select the “Submit” button at 
the bottom of the page. If the permit application was submitted successfully, a new 

window will appear that states, “Your application was successfully submitted”. 
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You will be able to check on the status of your application at any time after 
submission by signing into the Customer Self Service portal and selecting 

“Dashboard” from the bar at the top of the screen. 

 

 
 

In the Dashboard, you can see your activity including permits or plans that need 
attention, are recent, active, or pending. 

 
 

If you scroll further down the page, you will also be able to check your inspections 
and any invoices you may have open. 

 


