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Responding to Reviews & Uploading Documents 
During the permit or project review process, the City may need you to provide additional information or 

documents in order to move the permit through the process. This document is intended to show the steps for 

you to properly respond to comments or provide additional documents.  

When the City has requested additional information or needs corrected documents from you, you will be 

notified via email. Log into your account and check your Dashboard. A “Respond” task will appear under ”My 

Submittals Awaiting Response” at the bottom of the page. Please see the example below: 

 

1) Click the Respond link at the right. 

2) You will then see a new pop-up window with any comments from the reviewer, and a spot for you to add 

attachments and respond. Click the paperclip icon to add attachments. 
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3) Once you click the Paperclip icon to upload attachments, you will be presented with a window to select 

files, add brief descriptions, and upload the documents to the permit or project record. The file name and 

a green dot will appear showing the uploaded documents. If you do not see the file name or green dot, 

please WAIT for the upload to finish.  

4) After you click the Upload button, a disclaimer screen will pop-up. If you accept, the document will upload. 

If you cancel,  the upload will not be completed. 
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5) After a document is uploaded, file name and description will appear in the lower portion of the window 

under ”Attachments”. If you are finished adding attachments, click the X in the upper right protion of the 

window to exit the upload window. 

6) Please add a brief comment in the text box describing your response and any notes you may have for the 

reviewer before you click the Submit button. Once everything is submitted, you will be redirected to your 

dashboard and the Respond task will be removed. Please note, if after performing the above steps the 

Respond task is still visible, you will need to select Respond again to enter a comment and submit your 

response.  Adding the comment will clear the task from your Dashboard.  


