Interact with staff

You have applied for a permit and paid your fees. Now what? City staff will review the application
and provide comments, corrections—and ultimately, the permit—through the Portal. When this
happens, you will receive an email notice that there is an attachment waiting for you to access.
This user guide will walk you through accessing a document and uploading a resubmittal.
Log in to the SSPP and click My Work.

My Work contains a list of your active Invoices, Permits, Plans, and Inspections, located in tabs along
the top. Go to the correct tab and click on the permit/plan number.

This example will access an
issued sign permit, located
under My Permits.

Clicking the permit number will open the Permit Details. Click Attachments.

A pdf is available. Click the pdf file name to view the document.

The permit opens in a new tab. You can download this to your computer, and it will also remain
attached to the Permit on the Portal.

Test Sign Contractor Company
111 Pretend Blvd.

Corrections & Resubmittals
What if you have received a correction letter and need to submit revisions? The
correction letter will be accessed the same way as shown above.
Click the Permit/Plan number under My Work.

The Attention Reason column provides basic information, such as Unpaid Fees, or On Hold. In this case, it is on
hold and it says Failed Reviews. This means the application requires a resubmittal.

The Plan Details screen shows the application is complete, but it failed a plan review step. Click
Attachments to see the correction letter associated with this plan review.

Click the pdf file name to see the correction letter. Click Add Attachment to upload resubmittal
documents from your computer.

The revised document has been uploaded. Click Submit.

A success message will appear. Staff will review the resubmittal for completeness.

The Summary screen will be updated and the attachment will show up in the Attachments section
when the resubmittal is accepted and routed for review.

