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Section 1 - How to Access the Munis Self Service website 
 

Step 1.  Open an internet browser and type the URL  https://mycity.hagerstownmd.org/mss/    

 
 

or  
 

Go to the City of Hagerstown homepage (www.hagerstownmd.org) and click on Online Bill Pay 
 

  
 
The follow screen should appear 
 

 

https://mycity.hagerstownmd.org/mss/
http://www.hagerstownmd.org/
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Section 2 – How to create a Login for Munis Self Service 
 
Step 1.  If you have no login for the Munis Self Service system, click on Citizen Self Service.  If you have 
an account, go to Step 6. 
 

 
 
 
 
 
 
 
Step 2.  To create a Login, click on Register 
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Step 3.  Create a user account and click on Save. 

Make sure to write down the login and password information. 
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Step 4.  Once you click on Save, you will receive your account information along with Linked Accounts 
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Step 5.  To return to the Home page, click on Home 
 

 
 
Once Home is clicked, you will be on the Main Screen for Munis Self Service.  You will be logged into this 
system automatically after the account has been successfully created.  You can skip Step 6. 
 
 
 
 
Step 6.  Login to your account by using your User Name and Password.  Click on Log In. 
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Section 3 – How to Search for a Permit in Munis Self Services 
 
Step 1.  Click on Citizen Self Service 
 

 
 
Step 2.  Click on Permits and Inspections 
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Step 3.  Type in the property address of work is to be performed.  The form is not case sensitive.  Do not 
enter pre directional information such as (N, S, E, W).  Once the address is entered, click on Search 
 

 
 
An example for how to enter an address is below.  This example is for 1 E. Franklin St. 
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Step 4.  All permits for the address will be listed as shown below.  Knowing the reference (application) 
number of your project will assist you in identifying the permit quickly. 
 

 
 
There are only 10 results per search page.  Click on the page numbers toward the bottom of the search 
results to navigate through the different pages until you find the appropriate permit. 
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Section 4 - How to determine the Permit Status 
 
The list of permits on the Munis Self Services Permits and Inspections Search Results screen is shown 
below.  (Section 3 on Page 8 explains how to search for Permits at a specific property). 
 

 
 
The status of the permit will be identified in the Status Column. The permit will be one of the following 
statuses:   

 ACTIVE status is a permit that is in the application, plan review, or inspection process 

 COMPLETE status means all required aspects of the application, plan review and required 
inspections have been completed 

 DENIED status is a permit where an application was made and was denied a permit to proceed 
with the project 

 ENTERED IN ERROR status is a permit was entered with an administrative error 

 EXPIRED status is a permit that has expired and is not considered complete with the City of 
Hagerstown 

 WITHDRAWN status is a permit where the owner decided not to continue with the project 
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Section 5 – Permit Application Information 
 
 
Clicking on Details will provide more information about the permit. 
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After clicking on Details, the following screen will appear. 
 

 
 
 
Click on View Application Information to view more information about the permit 
 
If this is not the permit you were looking for, click on Search Results to return to the list of permits for 
the address searched. 
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Below is the Application Information.   

 
 
To return to the previous screen, click on Return to Application details 
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After you return to the Application Details screen.  Click on the Details link in the Permits category to 
view more information about this issued permit. 
 

 
 
You will see the information listed below.  To return to the previous screen, click on Return to 
Application Details. 
 

 
 
  



21 
 

Section 6 – Building Permit Plan Reviews 
 
For Building permit applications ONLY, there is a Plan Review conducted on these projects.  Click View 
Plan Reviews to see more details about the plan reviews 
 

 
 
After clicking on View Plan Reviews, all of the reviewers will be listed in the screen as seen below.  
Building Permit Applications may 1 or more than 7 reviewers depending on the scope of the project. 
 

 
 
Plan reviews that have been completed will be indicated in the Status and Completed column.  If this 
column is listed for a reviewer, that means the review as not been completed. 
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At times, there may be plan review comments with the approval.  These are referred to as Approved 
with Conditions.  Only once all reviewers have approved or approved with conditions will the permit 
application be completed in the Plan Review section. 
 

 
 
The Fire Marshal reviews will be mailed to the applicant and attached to the issued permit. Code 
Administration & other Department comments will be attached to the issued permit.  You can view 
Code Administration comments by clicking on View Comments 
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To return to the main permit application screen, click on Return to view permits and inspections 
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Section 7 – How to View Permit Inspection Results 
 
The Application Detail screen will also indicate if an inspection PASS or FAIL.  To view more details about 
the inspection, click on Details 
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After clicking on Details, you will be able to see the type of inspection conducted, who conducted the 
inspection, the date of the inspection, and the inspection results. 
 

 
 
 
To return to the main application screen, click on Return to Application Details 
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Once a permit is inspected, the results will be listed in the Result’s column.  The results could be  
PASS, FAIL, PP (Partial Pass), or CP (Conditional Pass) 

 
 
Permits that have a result will be listed as seen below.  FAIL, PP, or CP results and will not have further 
information to why the inspection was not a PASS.  Owner/Contractor must visit the job site to see 
correction notice left on site. 
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Section 8 - How to Request an Inspection online 
 
Step 1.  Go to the City of Hagerstown Code Administration homepage (www.hagerstowncode.org) and 
click on Online Services 
 

 
  

http://www.hagerstowncode.org/
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Step 2.  Select type of inspection request. 
 

 
 
Step 3.  Complete the form and click Submit or Submit and Print 
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The inspection request is sent to the appropriate inspector and to the Code Administration general 
email address. 


