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Registration Guide - Goochland Citizen Self Portal 

Accounts can be set up after November 15th 

 

To set up an online CSS account, please visit https://CommDevPortal.goochlandva.us.  

 

Go to top right and click “Login or Register” 

 

 

A screen will populate telling you that you are being transferred by Goochland County to a secure site. 

Click Continue. You will then be directed to the below screen.  Click “Sign up” on the bottom 

https://commdevportal.goochlandva.us/
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Before we go any further, we need to further explain the two contact type options for setting up online 

access accounts. Please note: you will not be able to use the same email for multiple accounts. Each 

email is account specific.  

• Company Account 

• Name Account 

Company Account 

A Company Account is recommended for companies who have more than one person applying or 

requesting inspections.  Examples could include: Eagle Construction, Main Street Homes, Timmons 

Group, Townes Site Engineering, StyleCraft, Blue Ridge Custom Builders, Schell Brothers, Virginia Fire 

and Life Safety. Furthermore, a Company Account will have the ability to add/remove name account 

associations (more information later in this document).  

A company will create a CSS log in using the Company’s email address, mailing, and contact information. 

You may have to ask your I.T. professionals to set up a new email address specifically for this purpose. 

Goochland strongly recommends that the Company set up an email account that is separate from any 

specific person. This is helpful because the company will not have to update its contact information with 

the County if an employee leaves. Additionally, the company email will receive a lot of emails from our 

system such as invoices, receipts, permits, inspection results, items needed to process permits, etc. 

Someone from the Company (or multiple people from your company) will need access to check this 

email account and have the ability to forward emails to a specific people within the company for 

responses.  

If a Company decides to not set up a Company email that is separate from a specific person, the email 

address they use to sign up for the CSS account will receive invoices, receipts, and communication 

regarding items needed for the permit/review, and inspection results for that company. This may work 

for small contractors with only one person who handles applications, payments, and inspections. 

Goochland strongly recommends that any company with more than one employee who makes 

applications, or requests inspections, set up an email account that is separate from any specific 

person.  

Name Account 

A Name Account is a contact that is going to be associated with a Company Account. This would be an 

individual who may be responsible for one part of the development process such as application or 

requesting inspections. A single user will set up their CSS account using their own unique email address. 

They will be able to associate with a company after their registration is complete (more information 

later in this document).  To provide a visual representation, please see the chart below.  
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In order for the company to get their legacy and work in progress permits, they will need to contact the 

Community Development office after they have set up their CSS account. More information can be 

found later in the document. 

To summarize: 

If your firm has multiple people who may apply, pay, or request inspections, you should set up a 

Company Account using a generic company email address that is monitored. Your employees 

will need to set up their own accounts using their own email addresses and then associate with 

the company through the portal (documentation later in this document).  

 

Now that we have established the two types of contacts and how to choose which email to use when 

registering, let us continue the registration process.  

Once you click Sign Up, you will be directed to this screen.  

Email: Please enter in the email address of either the company account or individual account. You will 

not be able to use the email for multiple accounts.  

Password: Enter in a password  

Name: Enter in the name of the company if you are creating a company account or your name if you are 

creating a name account.  

Click Sign Up 

Company Account  

(Ex. Eagle Construction) 

Name Account

(Ex. Permit 
Manager 1)

Name Account   
(Ex. Permit 
Manager 2)

Name Account   
(Ex. 

Superintendent 1)

Name Account   
(Ex. 

Superintendent 2)
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This screen will appear. Hit Back to Sign In.  

 

 

Navigate to your email you used when creating the account. You will see an email from “Community 

Access Account” 
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Click activate account 

And it should link you back to the Sign in screen. If it does not link you back to the sign in screen, you 

may get a screen that looks like this: 
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If this happens, just navigate back to the main CSS portal log in screen and hit login/register. 

 

Note: If you used a Gmail or Apple email, you can click on the options to sign in through your Google or 

Apple accounts. It will take you to your Gmail or Apple sign in screen. If prompted, you will need to 

enter your Gmail password, not your CSS password.  

Or just type your email and CSS password to sign in.  
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You will then be prompted to go through a registration process.  

Click Continue 

 

Next you will enter in contact information. Notice that you cannot change the email address. Remember 

if you are creating a Company Account, enter in the name of the Company in the First Name, Last 

Name, and Company fields.  If you are creating a Name account, do not need to enter in a company. 

Click Next 
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Next you will enter in an Address 

 

 

Last, you will need to sign and hit submit 
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You have successfully created a CSS Account!  
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Now, notice you probably do not have any Work in Progress or legacy permits associated with your 

Company or Name. This is normal. Our old permitting system did not capture email address information 

so we had no way to link to your new account. We have set up an online form to request your old 

records be merged with your new account. Please click “Contact Merge Request” on the main CSS page 

or go to: https://www.goochlandva.us/1226/Energov to request access to your records. Please allow 

staff 2 business days to process this request. During this time that you do not have access to your 

existing records, please call or email in your inspection requests like you have done in the past.  

The rest of this document contains information on how to link and unlink individual name accounts to 

Company accounts. Continue reading if you plan to have multiple people access the portal.  

 

Adding/Removing Name Accounts  

Now that you have set up your Company account, you will want to set up a personal Name account and 

others in your office will need to set up their name accounts. After the Name accounts are registered, 

you can manage your Company’s contacts through the CSS portal.  

Go to the company’s log in name on top right of screen and choose Contact Manager.  

https://www.goochlandva.us/1226/Energov
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Then search for the contact you wish to add. Important to note: the contact must have set up a CSS 

account. Check the box and hit “Add” 
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In the above example, I searched for Parker and I have several options to choose from. I would choose 

which one I wanted to add and hit Add. That contact would then be able to access my permits and 

would be added to the Existing Associates.  

If I wanted to remove a contact, I would select the contact to remove, and hit remove. This would 

remove the contacts access to the records held by the company.  

A Name Account can also request access to be added to a Company Account. When a request is made to 

access a Company Account, the email associated with the Company Account will receive an email asking 

them to verify access.  



Page | 15 
 

 

Clicking Approve or Deny will direct you to your CSS login and allow/deny the contact.  

 

 

You would find the pending request under Existing Associates, in the below example, I have a pending 

request from Gary Fisher to get access to my company’s records. If I wanted to approve that request, I 

would hit approve. 
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The sub-contact will now have access to see the Company’s work and can apply and request inspections.  
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Requesting to be added to a Company Account 

 

If you are registering as a Name Account, you may request access to the Company Account through the 

CSS portal.   

Go to your log in name on top right of screen and choose Contact Manager.  

 

 

Then search for the company that you want to associate with and click Request Access 
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A draft of an email request will pop up. The requestor can add details. The highlighted words are an 

example.  

 

 

The company’s email contact will receive an email asking if they want to confirm the association.  

 

This will direct them to their CSS login and allow the contact.  
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You will now have access to see the Company’s work and can apply and request inspections.  

 

 

 

Please let us know if you have any questions or run into any issues while setting up your CSS account. 

Please email CommDev@goochlandva.us or call 556-5860 for assistance.  

mailto:CommDev@goochlandva.us

