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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. 
 

 
 
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.  
 

 

 



 

 
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. 
 

 
 

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  
 

 
 



 

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: 
 

 
 

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

 



 

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

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. 

 

 
 
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. 

 
 


