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How to Upload Missing Documents/ Revised Documents 

Step 1: If you have already submitted 
your application but need to upload 
revised or missing documents, DO NOT 
create a new application. Instead sign in 
to your portal account. 

Step 2: Once you have signed in to your 
portal account, under “Building 
Department”, select “Upload 
Submittals”. 

Step 3: Then search for your application 
by address, permit number, or roll 
number.  

Step 4: Once you have found your 
application, select your address.  

Step 5: Now on the Permit Applications 
Submittals page, you can upload your 
revised or missing documents to the 
appropriate submittal heading.  

Step 6: Once you have uploaded all 
documents, select “Upload Documents” 
at the bottom of the page. 

Step 7: A notification will then appear, 
stating uploads complete. This means 
that the uploads have been successfully 
added to your application. 
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