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Introduction

When resubmitals are required to proceed during the permitting process, the applicant will be
notified by email if the staff review has determined resubmittal of documents are needed.
Applicants can click the link in the email notification to be taken directly to the submittal page to
re-upload or can log in to the Online Permitting Portal as normal and open the Projects tab to
locate and open the applicable project.
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System Announcement

The Permit Center will be closed for all in-person services. The City will be continually monitoring the situation and will update the public on potential changes.

Customers will be provided information on Permit Center services that are currently available online or via e-mail or telephone, including inquiry, permit applications, plan
submittals, permit issuance, and other services. City staff will strive to respond to all phone calls and emails as soon as possible. Your patience is much appreciated during

Once the project is opened, you can access the review comments for your most recent submittal
on the Submittals page. There will also be a new submittal frame created to resubmit the
electronic documents located just above the collapsed frame of the previous submittal
containing the review comments.
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Information Scope of Work Application Submittals Fees

Submittal Documents

Al Folders / Submittal Documents

Submittals

Incomplete JEIERYY options

XLl Complete & Submit

Upload your documents here. If ot ready to upload documents at this tim

‘You may drag and drop files here or use the ‘Add File' button to add documents to this submittal. The documents are not submitted for
clicked. Once submitted, no further documents may be added.

il ‘Complete & Submit is

If any required documents are isted below, you will not be allowed to proceed unti a copy of each required document has been uploaded and the corresponding ‘Document
Type' has been selected for each fil.

#1Submittal ) Uploaded: 08/13/2020 Reviews cumplm@ Options.




The expanded view of the previous submittal frame will display the outcome of the review and a
link to download the review comments. Clicking the review type can also be used to access the
Review Comments.
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#2 Submittal Incomplete P=GELLE Options

L.ULRSICE Complete & Submit

Upload your documents here. If you are not ready to upload documents at this time, you may safely close your browser and resume this process at any time.

‘You may drag and drop files here or use the 'Add File' button to add documents to this submittal. The documents are not submitted for review until 'Complete & Submit’ is
clicked. Once submitted, no further documents may be added.

If any required documents are listed below, you will not be allowed to proceed until a copy of each required document has been uploaded and the corresponding 'Document
Type' has been selected for each file.

#1 Submittal  Uploaded: 08/18/2020 Reviews Completed Options
Download Document Type Description / Filename Size
& Download Collated Plans PNG Screen Shot 2020-08-19 at 4.54.47 PM.png 93 KB

[§) Zip and Download All

Reviews Status Out Comments

Building (Full Plan Check) Review Not Approved 08/19/2020 Download

How to submit documents

After preparing the set of electronic documents, go to the blue Submittals frame on the
Submittals page.

1. Click the Add File button in the blue submittal frame

Submittals

#1 Submittal Incomplete Options

GLES  Complete & Submit

Upload your documents here. If you are not ready to upload documents at this time, you may safely close your browser and resume this process at any time.

You may drag and drop files here or use the 'Add File' button to add documents to this submittal. The documents are not submitted for review until ‘Complete & Submit' is
clicked. Once submitted, no further documents may be added.

If any required documents are listed below, you will not be allowed to proceed until a copy of each required document has been uploaded and the corresponding ‘Document
Type' has been selected for each file.

Required Documents:

O Collated Plans @




If needed to add multiple documents, multiple files can be selected and added by
dragging-and-dropping the selected files into the blue Submittal frame or clicking the
blue open button after selecting the required files:
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Screen Shot 2020-08-20 at 4.52.09 PM  Today at 4:52 PM B8KB  PNG image

Screen Shot 2020-08-20 at 4.46.58 PM

Screen Shot 2020-08-20 at 4.45.52 PM

Home Project Screen Shot 2020-08-20 at 4.44.01 PM 8:44 PM 202 K N g app Mill Log Out
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. Screen Shot 2020-08-19 at 5.08.40 PM Yesterday at 5:08 PM 1KB PNG image
Submittal D¢ Screen Shot 2020-08-19 at 8.54.47 PM  Yesterday 3t 4:54 PM 95KB  PNG image
Screen Shot 2020-08-19 at 4.36.56 PM  Yesterday at 4:39 PM 128KB  PNG image
Screen Shot 2020-08-19 at 4.36.39 PM  Yesterday al 4:36 PM 115KB  PNG image
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Screen Shot 2020-08-19 at 4,32.46 PM_ Yesterday at 4:32 PM 137 KB PNG image
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Step 1 LISl Complete & Submit

Upload your documents here. If you are nct ready to upload documents at this time, you may safely close your browser and resume this process at any time.

You may drag and drop files here or use the ‘Add File' button to add documents to this submittal. The documents are not submitted for review until ‘Complete & Submit' is
clicked. Once submitted, no further documents may be added.

It any required documents are listed below, you will not be allowed to proceed until a copy of each required document has been uploaded and the coresponding ‘Document
Type' has been selected for each file.

#1 Submittal  Uploaded: 08/19/2020 Reviews Completed [[TI"2">] .”Expand  Options

2. After adding your files, select and identify the document type from the list for each file.

Submittals

#1 Submittal

Add File e ECE )18

Upload your documents here. If you are not ready to upload documents at this time, you may safely close your browser and resume this process at any time.

‘You may drag and drop files here or use the 'Add File' button to add documents to this submittal. The documents are not submitted for review until ‘Complete & Submit' is
clicked. Once submitted, no further documents may be added.

If any required documents are listed below, you will not be allowed to proceed until a copy of each required document has been up and the ling 'Dx
Type' has been selected for each file.

Required Documents:
+ Collated Plans @

Download Document Type Description / Filename Upload Status

& Download Collated Plans v Screen Shot 2020-08-21 at 4.32.00 PM.pn Done 1]
N/A k

. Download + Architectural Plans J Screen Shot 2020-08-21 at 4.32.00 PM.pn; | Done o
Checklist
Civil Plans

& Downioad Collated Plans V Screen Shot 2020-08-19 at 5.08.58 PM.pn; Done ]
Comments [

& Download AeeHE T ¢ | Screen Snot2020-08-21at4.20.09 PMpn, | Dono (]
Gas Line Plans !
Manufacturer Specs I

& Download Master Plans 14 Screen Shot 2020-08-20 at 4.52.50 PM.pn Done o

Mechanical Diagram




3. Make sure all necessary documents have been uploaded and labeled correctly before

Complete & Submit
Selecting as the final step to upload the files. Until the Complete

& Submit button is clicked, your application and documents will not be submitted to the
staff. If you later realize you have not included all documents after Uploading files, you
will need to contact staff.

Submittals Step 4 To Submit Application o

#1 Submittal ncomplete PR=TENLE Options

‘ Compilete & Submit ’

Upload your documents here. If you are not ready to upload documents at this time, you may safely close your browser and resume this process at any time.

Add File!

You may drag and drop files here or use the 'Add File' button to add documents to this submittal. The documents are not submitted for review until ‘Complete & Submit' is
clicked. Once submitted, no further documents may be added.

If any required documents are listed below, you will not be allowed to proceed until a copy of each required document has been uploaded and the corresponding 'Document
Type' has been selected for each file.

Required Documents:
+ Collated Plans @

Download Document Type Description / Filename Upload Status
& Download Collated Plans ~ Screen Shot 2020-08-20 at 4.52.09 PM.pny Done ﬁ
& Download | Electrical Plans bl Screen Shot 2020-08-20 at 4.46.58 PM.pn: Done i
2. Download Structural Calculations v Screen Shot 2020-08-20 at 4.45.52 PM.pny Done i
& Download Architectural Plans w Screen Shot 2020-08-20 at 4.44.01 PM.pny Done ﬁ

Note: If there are Required Files, the Complete & Submit button will not turn dark red
until all Required Files are added.

4. The submittal will now be read-only and can no longer be updated. Your documents will
be routed for review and you will be notified once all necessary reviews have been
completed.



