
 

How to Submit Time of Sale Inspection Waiver Request 
Follow these steps. Select the topic below to go to those instructions.  

1. Register for an Account (skip this step if you already have an account) 
2. Find the Correct Application Type 
3. Submit the Time of Sale (TOS) Waiver Request application 

Register for an Account  
1. On the Public Health Permit Center homepage, select the “Login or Register” 

button in the top right or the square on the left side of the Home page. 
If you already have an account with the Public Health Permit Center, enter the 
email address and follow the prompts for logging  in, then proceed to the 
instructions for Find The Correct Application Type. 

 
2. Select “Create an Account.”   
3. Fill out the required fields. 

https://kingcountywa-energovweb.tylerhost.net/apps/selfservice#/home


 

    
 
 

4. Check your email to verify the account. Retrieve the code and enter it in the portal.  

   
 

5. Next, choose a security authentication method. This step is optional but will make 
your account more secure. To skip this step, simply select “Continue” at the 
bottom of the page. If you choose a security authentication method, follow the 
instructions for that method.  



 

 
6. Next is a registration acknowledgement. Select the “Continue” button on the 

screen. 

 
 

7. The registration process continues with adding your personal info to your profile. Fill 
out all required fields marked with a red asterisk. There will be multiple pages of 
information to fill out.  



 

 
 

8. Finally, select “Submit” to complete your registration.  

 
 

9. You will then be logged into the Public Health Permit Center. If you didn’t have an 
account in the previous portal, your screen will look like the example below under 
the “Dashboard” tab.  

 
 



 

Find the Correct Application Type 
Note: To submit a TOS inspection waiver application, you need to be logged in to your 
account.  

1. Start a new application by selecting “Apply” either in the bar at the top of the screen 
or in the box in the middle of the Public Health Permit Center homepage.  

 

2. The Application Assistant homepage automatically shows “Trending” application 
types, which may or may not be relevant for what you need. You can find your 
application type by using the search bar at the top. Type “Time of Sale” and then 
select the Septic System Time of Sale Inspection Waiver Request option that pops 
up. 

 

3. Once you have confirmed that you have the correct application type, hit “Apply.” 



 

 

Submit the Time of Sale (TOS) Waiver Request application 
After selecting your application type, you will be prompted to the application materials. 

1. Location. 
• Select add on the Location card to add a location.

 
• Customers can search for an address, use a current location or manually 

enter the address. 
o Search for an address: Use the search bar to find an address, parcel 

number, or partial address.  



 

 
o Select “Use current” location to use your current location. 

 
• The map will display the search results. Mark the desired address and select 

“Add” to add a case at the location. Or click “add” in the pop-up on the map 
to add the location. 

 
 

2. Type. Permit Details. The Permit Type Septic System Time of Sale Inspection Waiver 
Request will be displayed. If desired and relevant, enter a description and other 
application details, then select “Next.” No description is required. 



 

 
3. Contacts. The Permit Center will populate with the registered user’s contact 

information as the first contact on the application. Add property owner contact by 
selecting the “Property Owner” contact type and clicking the plus sign. Add any 
other relevant contacts with contact type “Other.” 

 
4. More info. Enter the property closing date. If no closing date has been determined, the 

field can be left blank. Then select the reason for the waiver request. 



 

 
5. Attachments. The attachments step is where you will upload files related to the 

waiver request. If requesting a waiver because the property is up-to-date on 
inspections, the latest OSS Operation & Maintenance Inspection Report is required. 
If requesting a waiver for new construction, documentation providing proof of 
vacancy is required. This documentation could be a water or power bill or a recent 
certificate of occupancy from the local building department. 

• Select the file type. 

• Select “Add” on each card to attach files. Locate and select the required files 
on your computer, then select “Open” and “Next.”  

 



 

 
6. Review & Submit. At this stage, review all your application materials and make edits 

if needed. When you are ready, select “Submit.”  
• Note that you can save your draft if you want to complete and submit it at a 

later date. No attachments will be saved in the draft. 
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