
City of Centerville
Online Permitting Portal

How to Apply for Zoning Permit: New Permanent Sign



Table of Contents

• Register for an Account (Page 1-3)

• Fill out Application (Page 4-9)

• Pay Invoice (Page 10)



Register for an Account

• Go to the Online Permitting Portal.

• Click “Login or Register” button.
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https://selfservice.centervilleohio.gov/EnerGovprod/SelfService#/home


Register for an Account

• Fill in username and password and click 
“Next”.

• Fill in all required fields and click “Next”.
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Register for an Account

• Fill in all required fields and click 
“Submit”.
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Fill out Application

• Pick the application that fits your project, if you’re 
unsure what to pick please call the Centerville 
Development Department at 937-428-4760.

• New wall sign

• New ground sign

• Reface existing sign (Ground or Wall)

• Click “Add Location”.
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https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#/permit/apply/125/0/0
https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#/permit/apply/121/0/0
https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#/permit/apply/123/0/0


Fill out Application

• In the “Address & Parcel Search” 
fill in your address number and 
the first few letters of the street 
name and click the magnifying 
glass. (Tip: Don’t type the entire 
address, enter as few letter as 
possible for better results)

• Click “+ Add” on the map on the 
right.  (If address search doesn’t 
work click “Enter Manually” and 
fill in all address fields)
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Fill out Application

• Click “Next”.

• Type short description of the 
sign in the “Description Box”, 
then click “Next”.
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Fill out Application

• Ensure contact information is 
correct then click “Next”.
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Fill out Application

• Fill in all required information 
and any other information you 
have available, then click “Next”. 
(Page may look slightly different 
depending on the permit you’re 
applying for)
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Fill out Application

• Click “Add Attachment” and 
attach a PDF rendering of the 
sign face and a site map showing 
its location on the property,  
then click “Next”.

• Ensure all information is correct 
and click “Submit”.
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Pay Invoice
• Your application is now complete.  

Someone at the City will email you 
an invoice to pay the permit 
application fee. Once they email 
you follow these steps.

• Open the invoice attached to the 
email and click the link here.  Type 
the entire invoice number (INV text 
and zeros included) and click 
search. (Example: INV-00004851)

• Once the invoice is paid the City will 
review the permit and will follow 
up with any questions or 
comments.  Once all questions and 
comments are addressed the 
permit will be issued via email.
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https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#/payinvoice

