How to Upload Files to Submitted Application
Requiring Plan Review on

MyBuildingPermit.com

Applies to: MyBuildingPermit.com Public Site

= This feature will allow the customers to upload files on submitted applications requiring plan review.

Preparation

Before starting this procedure, you will need the following:

1. This feature requires you to have existing MyBuildingPermit.com account.

2. You should have completed both the pre-application process and the plan review application.

3. You should have a previously accepted permit application.

Instructions
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Quick Links

Apply for Permit
Check Permit Status >
Request an Inspection >

Research Permits >

Contractor Login = MyBuildingPermit.com is an easy-to-use permitting portal that makes it p
Government Login > for, pay for, and receive electrical, low voltage, mechanical, plumbing, ar

permits from each of the participating jurisdictions. This is one-stop gove
Help > at its best.
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Home Login/Register Apply For Permit Basket Help

Permit Customer Login

You must be registered and login prior to using this web site:

Are you a licensed contractor?  Oyes O Ng

Lagin Name: | |

Password: | |

r | want to register now |

Forgot Password / Login Name

1. Go to MyBuildingPermit.com

website.

Click ‘Apply for Permit’.

2. The ‘Permit Customer Login’
will open. You need to have
an existing account to move
forward with the
application.

Identify if you’re a licensed
contractor by clicking on the
appropriate radio button.

Enter your Login name and
your password.

Click ‘Login’.
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3. Hover around ‘My Account’

until you see the dropdown
list.

Click ‘Permit Dashboard’.

ome Log-Off - Itmderro Apply For Permit Basket Help My Account
Pre-Application: Job Site Address Search Forgot Faseword/Logi
Address Search Search for and select where the work will be done:
Begit bie @® simple Search O Advanced Search
Work Type
Summary * Jurisdiction to issue permit: | Select One v
Start Search
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Applications in Basket 1
Jurisdiction Permit Type Occupancy Type Work Type Job Address
Bellevue Mechanical Single Family Residential Alteration Edit 450 154TH AVE SE
BELLEVUE 4
.
Bellevue Plumbing Non-Residential Addition Edit 450 173RD PL NE
FLOOR: 4 UNIT: 100
BELLEVUE
Bellevue Mechanical Single Family Residential Alteration Edit 450 154TH AVE SE
BELLEVUE
Bellevue Mechanical Single Family Residential Alteration Edit 450 154TH AVE SE
BELLEVUE
C Applications in Plan Review. >
Permit # Project Name Forms Created Files Invoi

A window that shows your
applications will open. Find
your application under
‘Applications in Plan Review’.

Click ‘View Files’.

11 118802 BO Testing One View 8/22/2011 1:44 PM View Invoices (1

Issued Over the Counter Permits

Order # Permit # Jurisdiction Permit Type Occupancy Type  Work Type Permit Application Job Addre:

35 E11-00336 Kirkland Low-Voltage Electrical Mon-Residential Alteration View

cations in Plan Review

Permit # Project Name Forms Created
8802 BO Testing One View 8/22/2011 1:44 PM
Document File Size Uploaded By
Building Floor Plans 0.172 (MB) f3136f37-e06b-46c7-bc5b-95dféceci124
Plumbing Plan Set 0.172 (MB) f3136f37-e06b-46c7-bc5b-95df6cecl124

Files

Hide Files (2

View 300 7TH AVE S
FLOOR: 4 UNIT W17

Invoice

View Invoices (1)

Upload Date

8/22/2011 1:45:25 PM

8/22/2011 1:45:30 PM

A list of all the uploaded files

will open. To add a new file,
click ‘Add New File’.
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Select One T
Building Elevations
Building Floor Plans
Civil Plans
Comment/Correction Letter Forms Created Files Invoice
Copper Pipe Calculations

L|Fixure Unit Calculations View 8/22/2011 1:44 PM Hide Files (2} View Invoices (1)
Isometrics
Kitchen Equiprment Layout & Specifications :
Seismic Calculations & Details Add New File
Site Plan y .
Comment Response Letter File Size Uploaded By Upload Date
Ezg;{'heglé‘ﬁféfrmaara".:E Form 0.172 (M8) | 3136f37-206b-46¢7-bcSb-95dfEcac1124 8/22/2011 1:45:25 PM
Preliminary Septic Approval
Resbumittal Cover Letter 0.172 (MB) 3136f37-e06b-46¢7-be5b-95dfecec1124 8/22/2011 1:45:30 PM

i itions Form
imits: 250mb, PDF only.
Add New Fil
Document File Size Uploaded By Upload Date

Building Floor Plans 0.172 (MB) f3136f37-206b-46c7-bcsb-95dfecec1124 8/22/2011 1:45:25 PM
Plumbing Plan Set 0.172 (MB) f3136f37-206b-46c7-bcsb-95dfecec1124 8/22/2011 1:45:30 PM

Upload

file limits: 250mb, PDF anly.

I

hoose File to Upload

Look in: I @ Desktop
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My Recent
Documents

[ &) M _nses. 1pG
. EL)kenmare_16520,csv

pix.docx

B re-roof _matriz_DRAFT.docx
Sienna_Specs.docx

(&) staksholdersLog, csv

(=] stakeholdersLog, xlsx

) sickrnan, dacx

Cancel

6. Click the dropdown arrow.

Select the appropriate file to
upload. Files need to be in pdf
format and no more than
250mb.

7. Click ‘Upload’.

8. Select the appropriate file.

Click ‘Open’.

Add New File

Desktop ELkenmare_16520a.csv | sticman. PG
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,) [y MeetingMates_B112011. docx
E WCTA_Webinar, pdf
Data }
B Merriam new ADU address EMALL. doc
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i Parcel 0114100405, pdf
My Computer @DIXI.JPG
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My Network, File namne: Parcel 0174100405, pdf
Flaces
Files f hire: L Bilae = 1 Canrel
pELLEvUE
cations in Plan Review
Permit # Project Name Forms Created Files Invoice
8802 BO Testing One View 8/22/2011 1:44 PM Hide Files (3) View Invoices (1)
Document File Size Uploaded By Upload Date
Building Floor Plans 0.172 (MB) f3136f37-e06b-46c7-bcsb-95dfecec1124 8/22/2011 1:45:25 PM
Plumbing Plan Set 0.172 (MB) f3136f37-e06b-46c7-bc5b-95dfécec1124 8/22/2011 1:45:30 PM
< Plumbing Plzn st 0.16 (MB) Derro, Loma /202011 11:16AM >

9. If successfully uploaded, the

file you selected should be
added to the list of ‘file
uploads’.
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