
How to Create a Permit
The City of San Marcos Clariti Portal



Click ‘New Permit Application’ on 
the My Permits screen in your 
portal account.



Click ‘Start New Application’



2. Select the appropriate use 
class that is associated with your 
address or parcel.

1. Search for you Address or 
Parcel



1. Select Permit Type, Permit 
Subtype, and work type. 

2. Continue to Next page.
Note: Subtypes and work types 
may not be applicable for certain 
permit types.



For this scenario I have selected 
these permit details.



1. Select the applicants name 
from the list, start by typing 
their name and then select. 

2. Enter the project description, 
Valuation, and indicate if 
there is an active code 
enforcement case associated 
with this address. 

3. Enter any other additional 
information that is required. 
These questions are 
dependent on permit type, 
there may or may not be 
additional information for 
your permit.

4. Continue to next, once all 
required details are given.



On this screen, you can add any additional contacts you would like to add to this permit for reference. You may 
also proceed with out adding more contacts by selecting Next.  

Follow the next slides for direction on how to add more contacts.



How to Add Contacts

1. Select the contact type



1. Search for an existing 
contact and select their 
name if they are in the 
list of contacts.

2. Depending on contact 
type, details about this 
contact will be shown on 
the screen.

3. Continue to next page 
once contacts are 
successfully added.

How to Add Contacts – Existing Contact



How to Add Contacts – New Contact

1. To create a new 
contact, click the 
checkbox next to ‘Create 
Contact’

2. You will be required to enter personal details 
about this contact. Required details are 
dependent on which contact type is selected.



You may create multiple 
new contacts using the 
‘Create Additional 
Contact’ button on the 
bottom of the screen. 
You will see confirmation 
of your newly created 
contacts on the Review 
and Submit phase of 
your permit.

How to Add Contacts – Additional New Contact



Estimated Fees are shown here, you will be able to 
pay these fees once your permit has been created.



Review all details of your permit 
before submitting, select previous 

if you need to make any 
corrections.



Acknowledge all details are 
correct on this permit.



You can submit any required 
documents at this stage, or wait 
until after the permit is created. 



If you are choosing to upload files 
at this time, you will see this 
screen to upload documents. 
Note: only PDF files are permitted 
to be uploaded.

You may upload or drop files in.

Asterisk indicates a required 
submission



After choosing next, your permit will be created. You can navigate to the permit by 
selecting the hyperlink provided here, or selecting finish.



Congratulations, you have successfully created a permit in Clariti, Thank you!


