


Attend the next BUILD: SANDY SPRINGS seminar to discuss 
how use the new online Customer Self Service  (CSS) portal.  
This new service will replace the existing Contractor Access 
Portal (CAP) and will provide a greater user experience with 
simplified permit applications, plan submittal and review and 
online payment.  All of this and more will now be available via 
your mobile device greatly increasing speed and efficiency 
in submitting and obtaining your project information.

The seminar will be presented by City staff.  It is free and is 
strongly recommended for anyone doing work that requires 

great seminar!

When:        Wednesday, October 28, 2020                                                      
9:00am to 10:30am

Where: Webinar link will be sent via        
e-mail after you register

Cost: Free (you must register online 
to attend)

Register: spr.gs/BuildSeminars



Table of Contents

• What is CSS?

• Login / Register

• Apply for a Permit

• Pay Invoice

• Request Inspection

• Request CO/CC/TCO

• Search Public Records

• Community Development GIS

• City Development Code & 
Technical Manual



What is Build Sandy Springs?



Build Sandy Springs

• Build Sandy Springs is the City's online 
permitting software that allows all 
applicants (such as homeowners, 
design professionals, contractors, etc.) 
to do the following:

• Apply for building permits

• Upload construction documents

• Download City-reviewed drawings

• Request inspections

• Pay invoices

• Accessible from anywhere with an 
internet connection, 24 hours a day,      
7 days a week. 



Build Sandy Springs
• Build Sandy Springs is a replacement 

to the older Contractor Access Portal 
(CAP)

• It is mobile device friendly

• Can work on multiple web browsers 
(Chrome, Firefox, Edge, Safari, etc.)

• Includes step-by-step data entry

• Easier project management

• Create templates for repetitive 
permit types

• Save your progress before submitting

https://build.sandyspringsga.gov

https://build.sandyspringsga.gov/


Login or Register



Login or Register

• To Login or Register for Build Sandy 

Springs, you can either:

• Click on /

icon located on the Home Screen

or

•

top right of the page to activate 

the drop down menu and select 



Registered User Login

• Input your username (this is not 

necessarily the e-mail used in 

your old CAP account)

• Input your password

•

•

• Once you are logged in, Build 

Sandy Springs will open your 

User Dashboard where can 

access all of your permits



First Time User Registration

• Click the 
at the bottom of the login 
screen to begin the registration 
process



First Time User Registration

• Step 1:  Email Address:

• Enter a valid email address and click 

• Check your email account and open 

the confirmation email to validate your 

address.  

•

at the bottom of the email.

Your E-Mail



First Time User Registration

• Step 2:  Login Information:

• Create a unique username 

(this will be used to log-in 

instead of your e-mail 

unless you enter your      

e-mail as your username)

• Create a password

• Confirm your password

•

reCAPTCHA

checkbox located at the 

top of the screen

•

Your E-Mail



First Time User Registration

• Step 3:  Personal Information:

• Enter your personal 

information such as Name, 

Company and Contact 

Preference

•



First Time User Registration

• Step 4:  Address:

• Enter your mailing 

address information in 

the appropriate fields 

Address Type located at 

the bottom of the screen.

•

button



User Dashboard

• Once you have successfully 

logged in, your user Dashboard 

will be displayed and additional 

black menu selections will be 

displayed.

• From here you can see any 

permits that need immediate 

attention, view your plans, 

schedule inspections, and pay 

invoices

Test User



Apply for a Permit



Apply for a Permit

• After you are logged into Build 

Sandy Springs, you can apply 

for a permit by either:

•

down menu located in the 

black menu bar at the top 

of the screen

or

• Clicking the 

located on the Home 

screen

`



Apply for a Permit

• Once you have successfully 

logged in, your User Dashboard 

will be displayed.

• If you choose from the 

menu bar, you will see five info 

• You will now see a list of all 

permit types.

• You can also search for a permit 

type in the search field.



Apply for a Permit

• You can expand the permit 

category by clicking the (+) button 

to view the various permit types. 

• The permit type list will populate 

on the next screen.



Apply for a Permit (Video Demonstration)

•

permit, the permit application 

process will begin.

• We will now show you a narrated 

video of the application process 

from start to finish including 

original drawing submittals.



Apply for a Permit

• After you have successfully 

completed your permit 

application, you will see a green 

application was submitted 

• You will also receive your permit 

number at this time.



Pay an Invoice



Pay an Invoice

• After you log into Build Sandy 

Springs, you can pay for an 

invoice by either:

•

drop down menu located in 

the black menu bar at the 

top of the screen

or

• While in your Dashboard, 

clicking 

or

•

icon on the Home screen.

`



Search for an Invoice

• You can search for an invoice 
and display either Paid, 
Unpaid, or Voided Invoices.

• Your invoices will appear 
below.

• Select the invoice you want to 
view by clicking on the invoice 
number.

• If you want to pay all of the 
invoices at once, you can click 



Detailed Invoice Review

• Select 
button to include this invoice on 
the checkout window.

• Select the 
when ready to complete this 
transaction.

• Select the blue       icon to print a 
copy of your invoice.



Shopping Cart

• View Shopping Cart

•
button to complete your 
transaction.



Payment Window

•
button, you will arrive at the 
payment window.

• Please select a Payment Detail 
located at the bottom of the 
screen to begin your payment.



Payment Information

• Enter your credit card information 
in the fields provided at the 
bottom of the form.

• You can select a card type from 
the drop down menu.

• We accept:

• American Express

• Discover

• Visa

• Mastercard

• After you have entered all your 
payment information, click the 



Payment Receipt

• After your payment is processed, 
you will see the payment receipt 
screen.

• If your payment was processes 
successfully, you will see a green 

payment was successfully 



Request Inspections



Request Inspections

•
Info Box to schedule inspections 
for a project.

• You will be directed to the login 
screen. 

Test User



Request Inspections for Multiple Permits
• Your active Permit Numbers (Case 

Numbers) are displayed on the left 
side of the screen.

• You can select the specific inspection 
from this screen by activating the 
check box on the right column.

•
button located at the bottom.

• If you want to select multiple 
inspections for a single Case Number, 
click on the Case Number to view the 
available inspections and select them 
from there.

• This screen also shows if there are 
any unpaid fees.



Request Inspections for a Single Permit

• Once you are viewing the 
Project Details for a specific 
permit, you can schedule 
inspections (Available Actions) 

button located at the bottom 
right beside each inspection 
type.



Request Inspections
• After you request your inspection, 

the scheduling dialog will open.

• Select the desired inspection date 
by clicking on the calendar icon.

•
enter all comments as necessary:

• Your name and phone number

• Gate Code (if required)

• Name and number of any 3rd party 
inspections

•
schedule the inspection.

• Note: Inspections requested after 
2:00pm will be scheduled for the 
next business day.



Search Public Records



Search Public Records
• Build Sandy Springs has the 

ability to search public records.

•



Search Public Records
• The Public Information search feature will open.

• Select the type of search you are looking for 
from the drop down menu and enter your 
search keyword, address, etc. 

• There is also an advanced search feature for a 
more detailed search.

• After you have entered all your fields, click on 

display below.

• Please note that this feature will only provide 
basic information if you are not associated with 
a particular search.  You must submit an open 

more detailed information. Click Here

https://sandyspringsga.justfoia.com/publicportal


Community Development GIS



Community Development GIS

• From the Home Screen, you can click 

icon to be redirected to the Sandy 

Springs GIS database where you can 

search an address to determine its:

• Zoning district

• Hydrology details and buffers

• Topography

• Aerial photography

• FEMA Flood Insurance Rate Maps 

(FIRM)

• Floodplain information

• Parcel/plat information



Community Development GIS
This is a graphical 

interface that allows you 

to display different 

information by selecting 

from the Layer List on the 

right. Simply type in your 

address to begin.



Development Code



Development Code

• From the Home screen, you can 

icon to be redirected to the Sandy 

Springs Development Code where 

you can determine:

• Zoning setbacks

• Building heights

• Minimum lot dimensions

• Lot Coverage

• Outdoor amenity space

• Tree canopy coverage



Development Code



Technical Manual



Technical Manual

• From the Home screen, you can click on 

redirected to the Sandy Springs Technical 

Manual where you can determine:

• Landscape, tree, & buffer requirements

• Roadway design & pavement details

• Sidewalks & Multiuse Trails

• Lighting & Utilities

• Grading & Drainage

• Water Conservation

• Plan & Plat Specifications



Technical Manual



Please reach out to City Staff 
for further assistance.

Make an appointment at City Hall: https://spr.gs/chq

Reach us via phone: 770-730-5600

Send us an email: permitting@sandyspringsga.gov


