How to Schedule Inspections via the CSS Portal:

1. Loginto the portal using your credentials.

2. Once logged in, select ‘My Work’, then ‘My Permits’.
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3. Underthe “My Permits’ tab, select the relevant permit.
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4. Once the permitis selected, it will bring up the Permit Details page. On the far-right side, you will
see the ‘Available Actions’ section. Select ‘Reschedule’ for re-inspections or ‘Request’ next to
the inspection you need to call in.

5. Onceyou select ‘Reschedule’ or ‘Request’, it will bring up a new page for you to enter the name
and contact number for the onsite contact, select a day from calendar, and a comments box for
gate codes or other information necessary for the inspectors to have.




6. Once you select ‘Submit’, you will receive a confirmation message page confirming the inspection
requested.




7. To schedule aninspection from the ‘Inspections’ tab, you will need to check the box of the
inspection(s) you want to call in and select ‘Request Inspection’.




8. Onceyou select ‘Request Inspection’, this will bring up the same page from step 5. You can fill
out multiple requests at once instead of repeatedly going back to the inspection page. However,
you still must individually enter the information for each inspection request before submitting.
Otherwise, it will not give you the option to submit your second request.




Requesting an Inspection via Email

o Emailinspections (InspectionRequest@charlestoncounty.org) and include the following information in
your email request:

o Permit number

o Contractor name and phone number (REQUEST MUST COME FROM SOMEONE AUTHORIZED TO
CALL IN INSPECTIONS, TRADES/SUBS MUST CALL IN INSPECTIONS FOR THEIR PERMITS)

o Project address
o Requested inspection date
o Type ofinspection
Inspection Scheduling
Charleston County Building Inspection Services will schedule inspections as they are received throughout the day.

o Requests made before (4:00pm) will be scheduled one business day out. Example: Request taken at
3:30pm on Monday - Inspection scheduled for Tuesday.

o Requests received after (4:00pm) will be scheduled two business days out. Example: Request taken at
4:30 p.m. on Monday - Inspection scheduled for Wednesday.

Please note all inspections are performed Monday through Friday, except Charleston County designated holidays.
Assistance with Inspections

o Email BuildingServices@charlestoncounty.org

o Phone: 843-202-6930 EXT. 2 (Please note, inspection requests will not be accepted via phone call
and/or voicemail, and results can be found on the Customer Self Service (CSS) portal)
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