
Step 2 – Click on the “Permits & Licenses” box.

Then click on the “Citizenserve Online Permit Portal” box.

1

Uploading your documents in the portal – Once you have established an account 
you may begin the application process.

It is recommended to use Chrome or Microsoft Edge

Step 1 – Go to Yavapai County website – https://yavapaiaz.gov

"Home of My Own" 
Uploading documents 
into the Portal

Yavapai County Development Services
1120 Commerce Dr., Prescott AZ 86305

Phone 928-771-3214
10 S. 6th Street, Cottonwood AZ 86326

Phone 928-639-8151
www.yavapaiaz.gov

http://www.yavapaiaz.gov/


Step 3 – Under Permitting on left side of the screen

Click on “Apply online”

Step 4 – If you are new to the portal click “REGISTER NOW”, If you have an
account click “LOGIN”.

Step 5 - After you have registered you can begin the permit process. Click on the
tab “Application Type”, scroll down and click on “Residential Building Permit 
Application”.
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Step 6 – Sub Type Tab: Click “New Residence”

Step 7 – Provide work description and parcel number or address. Work 
Description must be identified as “Home of My Own SFR” . Also, specify
“Carport” OR “Garage” option.  When complete click on “FIND ADDRESS”.

You Must specify

“Carport” OR “Garage” Option
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Step 9 - After address is found, provide the requested information. This 
information must be provided in order to process the permit.

 IS NEW DWELLING CONNECTING TO A SEWER SYSTEM?
 PERMIT INFORMATION- Estimated Cost of Construction:
 Owner's information – Name(s), phone number, and email 

address.
 CONTRACTOR INFORMATION
 LIGHTING INFORMATION
 CONTACTS

Continue to complete the form until you reach the “ATTACHMENTS”

ATTACHMENTS: This is where you will upload all documents. You will need to 
follow the upload procedure each time you upload a document. Next is an 
example of how to upload the documents.
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Step 11 - If the documents were saved on your desktop, click “Desktop”, select 
file and click “Open”.

Step 10-Select what document you want to upload and click “Select File”.
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After you click on “Open” the document will be uploaded. Repeat this process
for all other documents.

After all documents are uploaded be sure to hit submit when you are done. If you 
need to come back later, click save for later.
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