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Log In Issues – Citizen Self Service 

If you are experiencing issues with logging into your account 

1. Access the CSS website by going to energov.cityofmesquite.com

2. Click the Login or Register tile located in the first position on the first rows of tiles.

3. If you attempt to log in and receive one of the following Warning Messages, here are the potential
meanings behind these error messages:

a. User Name Not Found – If you receive this message when attempting to log into the online
system, it means one of two things:

i. The username entered was incorrect

ii. The account was not entirely created/validated

b. Invalid Username and Password – If you receive this message when attempting to log into the
online system, it means one of two things:

i. Password entered was incorrect

ii. The account was not entirely created/validated
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4. Click close on whichever warning you have received

5. Click one of the following options based on the warning message received:

a. Click Forgot your password? Reset it – if you received the User name not found message

i. Enter your email address and click Submit

b. Click Forgot your username? Email it – if you received the Invalid Username and Password
message

i. Enter your email address and click Submit

6. If you do not receive an email to reset your password and an email with your username, this means
one of two things:

a. You did not complete the process of setting up a new account

i. Click here to walk through the steps on how to set-up your CSS account

b. You did not complete the process of validating your CAP account

i. Click here to walk through the steps on how to verify your CAP account

Note: If you have any questions, please feel free 
to email EnerGov-CSS@cityofmesquite.com  

Click arrow 
to get back 
to Table of 
Contents 

https://energov.cityofmesquite.com/EnerGov_Prod/selfservice/MesquiteTX#/forgetPassword
https://energov.cityofmesquite.com/EnerGov_Prod/selfservice/MesquiteTX#/forgotUsername
mailto:EnerGov-CSS@cityofmesquite.com
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Validate your CAP Account on CSS – Citizen Self Service 

HOW TO VALIDATE YOUR CAP ACCOUNT 

1. Access the CSS website by going to energov.cityofmesquite.com

2. Click the Login or Register tile located in the first position on the first rows of tiles.

3. Click the Register Here option at the bottom of the Log In screen.

4. Click the Checkbox to the left of – Please Acknowledge that the information entered is correct
and valid.

5. Enter the email address used to log in to CAP (Citizen Access Portal), and click Next
a. This will generate an email to the email address entered.
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6. Once you have received the email, Click Confirm

7. Enter a Username to be utilized for logging into CSS (Note: The username can be your email address.)

8. Enter a Password and Confirm the Password (Note: The password must be at least 8 characters 
= 8 characters must be letters with one (1) being a capital letter, one (1) number, and one (1)
special character (*! #)) Example: Testpass02!

9. Click Continue at the bottom of the Is this you? Box on the left-hand side 

10. Verify that all information is correct for any required
fields. (Note: These fields are marked by a red 
asterisk (*)) 

11. Click Next
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12. Enter your address, and click Submit

You’ve Successfully validated your Account for CSS and will be redirected to your Dashboard.

Click arrow 
to get back 
to Table of 
Contents 
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Register on CSS – Citizen Self Service 
HOW TO REGISTER 

1. Access the CSS website by going to energov.cityofmesquite.com

2. Click the Login or Register tile located in the first position on the first rows of tiles.

3. Click the Register Here option at the bottom of the Log In screen.

4. Click the Checkbox to the left of – Please Acknowledge that the information entered is correct
and valid.

5. Enter a valid email address, and click Next
a. This will generate an email to the email address entered.

https://energov.cityofmesquite.com/energov_prod/selfservice%23/home
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6. Once you have received the email, Click Confirm

7. Enter a Username to be utilized for logging into CSS (Note: The username can be your email address.)

8. Enter a Password and Confirm the Password (Note: The password must be at least  8 characters 
= 8 characters must be letters with one (1) being a capital letter, one (1) number, and one (1)
special character (*! #)) Example: Testpass02!

9. Click Next 

10. Enter all required fields. (Note: These fields are marked by a red asterisk (*))

11. Click Next



9 
 

12. Enter your address, and click Submit 
 

You have Successfully re-registered for your CSS account and will be redirected to your Dashboard.

Click arrow 
to get back 
to Table of 
Contents 
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CSS Dashboard Overview 
1. Access the CSS website by going to energov.cityofmesquite.com 

2. Click the Login or Register tile located in the first position on the first rows of tiles. 

3. Log into the system utilizing your username and password and click Log In 

 
4. Click on Dashboard 

 

https://energov.cityofmesquite.com/energov_prod/selfservice%23/home
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5. My Permits and My Plans sections are broken down in the same order and perform the 
same. 

a. Attention – Permits/Plans that require your attention 

i. Failed Inspection 

ii. Reviews that require Resubmittal 

iii. Expired Permits/Plans 

b. Pending – Permits/Plans that have just been applied for, and are still under review 

c. Active – Permits/Plans that have been issued 

i. You can request inspections on these permits 

ii. Inspections that may have failed could be found here, also 

iii. Find your documents that can be printed 

d. Recent – All recent Permits/Plans that you have applied for 
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6. My Inspections section is broken down in the following order: 

a. Requested – Shows all your Inspections that you have requested 

b. Scheduled – Once the Inspector has scheduled an Inspection, it will move from the 
requested section to this section. 

c. Closed – Once the Inspection is completed, it will move to this section. 

7. My Invoices section is broken down in the following order: 

a. Current – Invoice amounts that are currently due will show here 

b. Past Due – Invoice amounts that are past due will show here 

c. Total – Invoice amounts for both current and past due will show here 
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8. My Licenses section is for any Professional Licenses that you applied for and is broken down in 
the following order: 

a. Each License will be listed out in their tile 

i. The large number in blue, the example below is 309. This is the number of days 
until the license expires. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click arrow 
to get back 
to Table of 
Contents 
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Paying Individual Invoices without Logging into CSS 
(Citizen Self Service) 

1. Go to the Citizen Service page through energov.cityofmesquite.com.  

2. Click the middle tile Pay Invoice 

 

3. Once there, you will be able to enter the entire Invoice Number. 
 

Note: You must type the whole Invoice Number, including the “INV,” for example, 
“INV-000030668.” 

4. After you have typed the invoice number, click search   

Note: If you receive the below message, this means the invoice has been paid. 
 

https://energov.cityofmesquite.com/
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5. Once you have entered a valid unpaid invoice number into the search 
and have clicked on the search icon, you will see your digital invoice. 
(See below) 

6. Once ready to pay, click Pay Now 
 

7. You will be directed to MyGovPay to make your payment. Please 
enter the following information: 

 

a. Cardholder Name 

b. Billing Street 

c. Billing Zip Code 

d. Card Type 

e. Card Number 

f. Expiration Date (Month & Year) 

g. CVV Code 

h. Email Address (you will receive an emailed receipt)  

8. Please click Pay Now 

  Click arrow 
to get back 
to Table of 
Contents 
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Fee Estimator in CSS 
1. Access the CSS website by going to energov.cityofmesquite.com 

2. Click the Fee Estimator in the menu bar or the Fee Estimator tile located in the first position on 
the second row of tiles. 

 
3. Click Estimate Permit Fees or Estimate Plan Fees depending on which application you would like 

an estimation on 

 
4. Step 1 - Type 

a. Choose Permit/Plan Type 

b. Enter, and addition Required Information (Note: information that is required will have a 
red asterisk(*) on the left) 

c. Choose Application Date; this is not a necessary step 

d. Click Next 

  

https://energov.cityofmesquite.com/energov_prod/selfservice#/home
https://energov.cityofmesquite.com/energov_prod/selfservice#/home
https://energov.cityofmesquite.com/energov_prod/selfservice#/home
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5. Step 2 – More Info 

a. Enter all required information in the More Info section 

b. Click Next 

 
6. Step 3 – Review and Submit 

a. This section is for you to review all the information you entered and the Estimated Fee 
that is associated with the Permit/Plan you chose on Step, plus the information you 
entered on Step 2. 

 

 

Click arrow 
to get back 
to Table of 
Contents 
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Viewing Attachments in CSS 
1. Access the CSS website by going to energov.cityofmesquite.com 

2. Click the Login or Register tile located in the first position on the first rows of tiles. 

3. Log into the system utilizing your username and password and click Log In 

 
4. Click on Dashboard 

 

https://energov.cityofmesquite.com/energov_prod/selfservice%23/home
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5. In the My Permits or My Plans sections, there are two areas where can locate information on 
the Inspection(s) tied to your permits 

a. Attention – Permits that require your attention 

b. Active – All permits that have been issued 

6. Click on the Active or Attention tile 
7. Locate the permit you would like to view attachments on; these will mainly be for those that 

show an Active status. 

a. Click on the Permit/Plan Number 
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8. After you have clicked on the Permit Number, you will be launched into the Permit 
dashboard screen 

a. Click on Attachments 

 

9. Under Attachments, you will be able to see all attachments that are available for you to view. 

a. To open the attachment, click on the Blue verbiage on the attachment 

 

Click arrow 
to get back 
to Table of 
Contents 
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Request an Inspection in CSS 
1. Access the CSS website by going to energov.cityofmesquite.com 

2. Click the Login or Register tile located in the first position on the first rows of tiles. 

3. Log into the system utilizing your username and password and click Log In 

 
4. Click on Dashboard 

 

https://energov.cityofmesquite.com/energov_prod/selfservice%23/home
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5. In the My Permit section, there are two areas where can locate information on the 
Inspection(s) tied to your permits 

a. Attention – Permits that require your attention 

i. Inspections that may have failed could be found here 

b. Active – All permits that have been issued 

i. You can request inspections on these permits 

ii. Inspections that may have failed could be found here, also 

6. Click on the Active or Attention tile 
7. Locate the permit you would like to request an Inspection on, or as you can see in the screenshot 

below, if an inspection failed, you will see Failed Inspection under the Attention Reason section. 

a. If you need to Request an Inspection, click on the Permit Number 

b. If you would like to see the Failed Inspection, click on Failed Inspection 
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8. After you have clicked on the Permit Number, you will be launched into the Permit 
dashboard screen 

9. Under Available Actions, you will see a list of Inspections that you will be able to request 

10. Once you have located the Inspection you need to Request, click on the Request button to the 
right of the Inspection 

11. After the page loads, it will launch you into the Request Inspection area 
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12. Click on the Calendar to the right of the Requested Date section and choose the date you 
want the inspection completed on. 

13. If you have any Comments/Gate Code, please place those in the comment section, these fields 
are not required. 

14. Click on the Submit button  

15. Once you have hit submit, you will receive a confirmation screen that your request was 

completed. 

16. At the point, you can close out or hit the Back button at the top of the Request Inspection area. 
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17. Once you have hit the Back button, it will take you back to the Permit dashboard screen. 

18. You can see that the Inspection you requested is no longer in the Available Action section, and 
in the Workflow, the Inspection is now Blue and says Requested. 

Click arrow 
to get back 
to Table of 
Contents 
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Review Comments and Resubmit Permits or 
Plans in CSS 

1. Access the CSS website by going to energov.cityofmesquite.com 

2. Click the Login or Register tile located in the first position on the first rows of tiles. 

3. Log into the system utilizing your username and password and click Log In 

 
4. Click on Dashboard 

 

https://energov.cityofmesquite.com/energov_prod/selfservice%23/home
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5. Depending on the application that you have items for Review and Resubmittal, it will depend on 
what you select below. 

a. My Permits – Permits Applied for in the system 

i. Building Residential 

ii. Engineering 

iii. Fire Sprinkler 

b. My Plans – Plans Applied for in the system 

i. Plat 

ii. Pre – Application Meeting 

6. Click on the Attention tile that you are needing. 

*Attention– Permits/Plans that require your attention; i.e., resubmittal, failed inspection. * 
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7. Once you have located the Permit/Plan you're are needing, click the Resubmit File under the 
Attention Reason 

 

8. Different options for the Plans in the system 

a. To download a copy of the plans with Staff comments, click the blue text, as highlighted 
by the red square 

b. To resubmit files, click the Resubmit button, as highlighted by the orange square 

c. If there are previous versions of the document click on the History button, as highlighted 
by the purple square 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*ONLY CONTINUE IF YOU ARE RESUBMITTING A FILE* 
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9. After clicking the Resubmit button, you may be asked to respond to each Staff’s markup 

a. To respond to a markup, click the Respond button, seen below in red 

i. A text will appear under the markup where you may enter a response 

10. After responding, click the Next button, seen below in purple 
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11. Once you have clicked Next, you will have a chance to see who reviewed your Permit/Plan 

12. Click the blue arrow 

a. Click Acknowledge 

13. Please click Next 

14. Click Select File button 

a. A file browser will open 

i. Locate the new file on your computer, click Open on the file browser 

15. After selecting the new file to upload, click the Submit button 

Click arrow 
to get back 
to Table of 
Contents 
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