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HOW TO UPLOAD 
ELECTRONIC PLANS & 

DOCUMENTS
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UPLOADING ePLANS & DOCUMENTS
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UPLOADING ePLANS & DOCUMENTS
 This video will provide an in-depth review of how to

upload electronic plans, supporting documents, and
resubmittals. Please also see the How to Submit a
Building Permit Application video for more on the
application process.

 Once the City deems your application complete and
applicable fees have been paid, your project will move
from “submitted” to “in review” status, signaling the
plan review process has commenced

 During the application process, plans and other
documents can be uploaded by clicking the plus sign
to UPLOAD FILES

 You may also upload files by dragging and dropping
files to the section below that indicates DROP FILES
HERE.

 Depending on the number of files, it may take several
minutes or longer to download completely
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UPLOADING ePLANS & DOCUMENTS
Its important to note that plan files shall be downloaded in a single file
format with industry standard naming conventions and in landscape
view. Your completeness check will be denied if improper uploading
of files occurs.

 The pages will be automatically designated in order and by
discipline - architectural, structural, electrical etc. You can
rename each document type as needed based on the
document type selected

 Please note that application forms like a Planning Clearance
shall be submitted as a “Supplemental Document” and
supporting technical documents for plans (ie soil reports,
structural calculations, etc.) shall be submitted under drawings
as “Supporting Documents”

 Once the plans are correctly uploaded, you may click next to
proceed with your initial application
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UPLOADING ePLANS & DOCUMENTS
 Proceed with the next screens required for

your initial application submittal and click
the submit button once all details have been
provided.

 The permit application will be in “submitted”
status and undergo a completeness check
from the City

 Please note that though you have
submitted your application and
supporting plans and documents, a
completeness check is required to
validate all details, plans and documents
have been correctly submitted.
Additional information may be required
which often includes the online payment
of plan check fees to formally initiate the
plan review process
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THANKS FOR 
WATCHING!

FOR FURTHER ASSISTANCE, CONTACT THE CITY OF RIVERSIDE 
ONE STOP SHOP 951-826-5800

CITY OF RIVERSIDE PERMIT PORTAL
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