
Alachua County Ci�zenServe Portal 
Crea�ng a User Account and Submi�ng an Irriga�on Applica�on 

 
Go to the Alachua County Ci�zenServe Portal. If you type in Alachua County Ci�zenServe portal 
in your search bar, it will pop up. Be sure to click the Welcome to the Alachua County online 
portal link as there may be others that appear below that are log in pages for other regions. 
Bookmark this page for easy access in the future. The direct link is also below 

 

Direct Link: 
htps://www4.ci�zenserve.com/Portal/PortalController?Ac�on=showHomePage&ctzPagePrefi
x=Portal_&installa�onID=318  

Click LOGIN in the upper right top corner of the page (click the arrow) 

 

Under the right side, New to our Portal? Click on REGISTER NOW 
(Once you have registered, you will use the home page to log in normally under Already have an account?) 

 

 

https://www4.citizenserve.com/Portal/PortalController?Action=showHomePage&ctzPagePrefix=Portal_&installationID=318
https://www4.citizenserve.com/Portal/PortalController?Action=showHomePage&ctzPagePrefix=Portal_&installationID=318


 

The first ques�on for registra�on will ask for registra�on type.  

Select Irriga�on Professional  

 

Complete the registra�on form, select a username and password.   

Tip: Enter an email address and phone number that are checked frequently as this will be our 
main way to contact you if we have questions.  

 

 

 
You will automa�cally be logged in and this will bring you to the home/start page. 

  
 

Click OK to complete  



Look for IRRIGATION SYSTEM APPROVAL at the botom le� of the home page.  

 

 

 

Click SUBMIT YOUR IRRIGATION SYSTEM APPLICATION  

 

 

 



This will bring up Applica�on type with Irriga�on Approval auto filled.  

 

 

Fill in the subtype based on your project  

 

 

Add your Project Name, O�en Subdivision and Lot (for example Avalon Woods Lot 110)  

Fill in the Address and city or the Parcel # then click FIND ADDRESS  

 

 

 



This will auto fill the addi�onal informa�on for the property 

 

Select the System Type  

Select Installa�on Status 

 

Select Installa�on Comple�on Date Using the pop-up calendar (if this is an a�er-the-fact, make 
sure to enter the actual date it was installed in the past, not a future date). 

 

 



If you are seeking Alterna�ve Compliance, Click the box and upload your documents here, 
otherwise skip this sec�on. You will need to con�nue and complete the applica�on details 
regardless.  

 

If the home/development seeks Florida Water Star cer�fica�on, click the box. Please note, this 
is a different program from the Florida Water Star Accredited Professional. Only click if the 
property is being evaluated for Florida Water Star Gold Cer�fica�on 

 

Enter your Zone informa�on, select your water source.  

Enter the Lot Size and Permeable Area LOT in square feet.  
Permeable area= Lot area - building footprint & Impervious areas (driveways, pa�os, decks, 
pools, etc.). 

IF your residen�al system also irrigates the Right of Way (strip between sidewalk and road, 
outside of lot area), fill in Permeable Area ROW in sq �, otherwise leave this field blank.  



Enter the Total Irrigated Area in Sq Ft. This cannot exceed 50% or the permeable lot area.  

 

 

 

 

Choose the inspec�on method. If you are a Florida Water Star Accredited Professional and 
your account is in good standing and up to date, select Self Cer�fica�on, otherwise select 
Alachua County.  

 

 

If you select Self Cer�fica�on, select your informa�on in the FWS Cer�fied Professional box. If 
you do not find your name in this list, please contact EPD to verify your accredita�on and be 
registered.    

 

Click the blue ques�on mark for �ps on 
comple�ng these fields 



Upload your irriga�on site sketch if required (systems with 3 or fewer zones and 1,500 square 
feet of irrigated area or less do not require a site sketch but instead you will complete a brief 
descrip�on)    

 

Click to check the box confirming you have a signed authoriza�on to access property form  
from the property owner. Atach the Authoriza�on to Access form (this authoriza�on is good 
for up to 2 years unless otherwise indicated. If you elect to include a date, it must be at least 
30 days a�er the comple�on date of the project). You can download the form, fill it out, obtain 
property owner signature, and save to your desktop to upload it by clicking the link.  

 

 

Please note, if you are working on mul�ple lots within a community, you can fill out and submit 
one Authoriza�on to Access Form for all proper�es under common ownership and atach it to 
your applica�on as long as you clearly list the Subdivision Name and lot numbers.  



 

 

 

 

You will receive an email upon comple�on to let you know your applica�on has been received. 

 

A�er the review of your applica�on, you will receive an email with the status of the review, 
which will either be Approved or Resubmital Required.  

 

Click Ok to complete the 
applica�on and it will take you to 
the payment page.  

Please note, while you will be 
allowed to submit applica�ons 
prior to payment, staff will not 
begin the review and cannot 
approve applica�ons that have a 
balance due.  



 

 

If the applica�on is approved, you will receive another email with the status update indica�ng 
the approval, which has is valid for one year. 

 

 

If a Resubmital is Required, click on the link to view your applica�on and make changes (you 
must be logged in for edit op�ons) by clicking on “Edit my Permit” on the le� side of the 
screen.  You can also find the permit by going to My Account (see more details about this 
op�on on the next page). 

 

 

Check your review 
status. If the 
applica�on requires 
changes, it will say 
Resubmital 
Required and the 
explana�on will be 
listed below 



 
 
Once your applica�on has been approved, you will no longer be able to edit. If you have 
changes a�er approval, please contact staff at 352-264-6800. You may also send a message to 
staff by clicking “Leave a message” on the le� side of the screen. 

 

If you would like to view your projects, you can go to My Account and click on View my 
requests.  Please note, the different tabs at the top, Under Review includes applica�ons that 
have not been approved, Issued includes applica�ons that have been approved, Closed are 
projects that have been approved, completed, and passed inspec�on.  

 

Once you have made changes, you will get a 
pop-up confirma�on. Hit OK to complete. 


