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Document Upload 
 
 
 
When you apply for a permit or a plan, there are required documents and additional documents. Each 
“Add Attachment” option will be different depending on the plan or permit type selected.  
Please note that you may only upload one document for each type in the “Select Type” drop down field, 
consolidate the documents as needed. 
 

 
 
After you submit, the attachments can be viewed by navigating to the “My Work” tab and clicking on the 
Permit or Plan.  
 
Under the “Attachments” tab you can see the document, document type, version and status. If you want 
to view the document click on the document name (blue hyperlink).  
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If you are required to re-submit a document, you will be notified on your dashboard under the 
“Attention” tile. 
 

 



Page 3 of 4 
 

If you are required to re-submit a document under the attachments tab the document will display two 
notifications, one asking for a resubmittal and one indicating that the document needs attention.  
The document that needs to be resubmitted will have a blue “Resubmit” button. If the reviewer enters 
notes they will be displayed below the status (in the example below both documents need to be 
resubmitted, but only one has instructions).  
 

 
 
Resubmitting a document, click on the blue Resubmit button, it will take you to an upload option. 
 

 
  



Page 4 of 4 
 

The required documents will change to a new version (v2, v3 etc). You will get a pop-up that the file was 
uploaded. 
 

 

 
 
Once the files are re-submitted there will be a blue button that says “History” and if you click on it you 
can see the history of the document like the relevant dates and versions. 
 

 


