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Submitting Revisions 
1. Locate the permit in your dashboard or search for the permit.  Permits where we’ve said a revision is 

necessary will appear in your Attention Card of the dashboard.  

 
2. Click on the card then on the permit you’d like to address 

 
 

a. The Reviews and Attachment tab will show an exclamation point for needing attention.  
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3. Clicking on the Attachments will allow you acknowledge the corrections needed and resubmit the 
document with the revisions.  
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4. When you select resubmit, you’ll be taken to another screen to acknowledge the corrections 
required (also visible on the Reviews tab). Toggle all the acknowledgement items. Then select NEXT.  

 
 

5. The next screen will show you the documents that require resubmittal.  You can replace each file 
with one file.  A full replacement file must be submitted (e.g. not just page 9 of a 12-page design but 
all 12 pages). Click the Select File and navigate to the location the file is saved.  

a. The file name cannot be the same as the previous file name.   
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6. Select Submit.  A loading pop-up will appear.  Once loaded, a success message will appear.  

 
7. Select close. You’ve now re-submitted! 


