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CITIZENSERVE  

DUVAL COUNTY PUBLIC SCHOOLS 

BUILDING CODE ENFORECEMENT 

 

Welcome to our program for plan submittal and permits.  This program will keep all 
paperwork in one file for each project.  You will need to make a login and password for your 
company, using 1 login for your company that everyone will use.  This will allow anyone in 
your office to see any projects under your company.  Our office cannot register your 
company for you. Please email Wendy Helms at helmsg@duvalschools.org or call the 
office at 904-390-2165 for questions on the program.   

To Register in our new website, go to 
https://www7.citizenserve.com/Portal/?installationid=443 

Go to the top, right corner, choose LOGIN.  On the right side of the screen is “New to our 
Portal”.  

• Register either Designer or Contractor, as your submissions are processed 
differently. 

• Fill out your company’s information. 
• The EMAIL you enter is where approvals are sent to from citizenserve, the system, 

however the approvals are kept in the system under the permit file.  Anyone with the 
log-in and password will be able to see all documents approved under plan 
submittals or permits that are submitted for that LOG IN.  Each Contractor/Designer 
should have 1 login and password, with everyone in the company using the same 
login and password.  

• Contractors will have to upload their current license and workers compensation 
insurance forms. 

• Once you have registered, you may submit applications for plan review and permits.  

mailto:helmsg@duvalschools.org
https://www7.citizenserve.com/Portal/?installationid=443
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Screenshots are below 

Main Screen 

 

 

REGISTRATION SCREEN 
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BOTTOM HALF IS DIFFERENT FOR CONTRACTS, INCLUDES UPLOADING YOUR LICENSE 
AND INSURANCE 

 

 

 

 


