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How to Guide: Resubmitting Supporting Documents

CITY OF
CHULAVISTA

STEP 1: Log into Accela Login

User Name or E-mail:

Citizen Access

Login =

B Remember me on this: comparber

Puve forgothen my pesawond
Femster for an Account

STEP 2: Click on “My Records”

m Building Planning Land Devel t / Tel ication Facilities / Land: Licenses Fire  Right Of Way

Dashboard My Records My Account Advanced Search

View Collections

You do not have any collections right now.
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How to Guide: Resubmitting Supporting Documents

CITY OF
CHULAVISTA

STEP 3: Click on the record number from your list

m Building Planning  Land Dy r ication Facilities /L Licenses Fire  Right Of Way

Dashboard My Records My Account Advanced Search

Showing 11-13 of 13 | Add to collection

D Dare Permit # Permit Type Permit Description Project Name Seatus Action Short Notes
] onzreoes S024-0367 Residential Solar Energy f&ﬁ;’;’g"’““" my ool geat the Summer Heat Issued Amendment

[ os/62024 B24-0385 Residential Utility Parmit Main panel upgrade MPU Applied Amendment

O 05/02/2024 524-0028 <:Fns 123 123 Pay Fees Due

Note: The record must have a status of “Corrections Required” listed under the “Status”
Column. If the record does not appear on your list, please contact dsd@chulavistaca.gov

STEP 4: Click on the “Documents” tab

Record 524-0028:
Commercial Signs
Record Status: Corrections Required

Record Info - Payments Documents

Use the arrows below to view information about completed and upcoming tasks.

327 MINOT AV
Chula Vista CA 91910
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=== How to Guide: Resubmitting Supporting Documents
CHULA VISTA

STEP 5: Identify the type of supporting document you intend to upload.

Please see the two types of document uploads below:

1. Revision/Resubmittal — The upload is a corrected document
that was previously uploaded and reviewed. Go to Step 6

2. New Addition — The upload is a newly requested document
that was not previously uploaded or reviewed. Go to Step 7

Step 6: For Revisions/Resubmittals, select the blue "Resubmit"
button next to the associated document to pair the versions together

for processing, proceed to Step 8.

1st Submittal PDP SWQMP (greater than 300 pages)20240310142512[4].pdf 153.57 ME Discardad Encroachment Exhibit

| Actions ™ | Corraction Report.pdf 105.47 kB Uploadad Corrections Report
| Actions ™ Correction Report.pdf 105.55 kB Uploadad Caorrections Report
| Actions = |F\ESL3"i: 2nd Submittal Drainage Report (less than 20 pages) -220240910150021[6] . pdf 73435 kB Er:vc.ach'neﬁt Exhibit
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How to Guide: Resubmitting Supporting Documents

CITY OF
CHULAVISTA

STEP 7: For New Additions, click the “Add” button, proceed to Step 8

Correction Report.pdf 105.84 kB Uploaded Corrections Report

1st Submittal POP SWQMP {graater than 300 pages)20240510142512[4]. pdf 153.57 MB Discarded Encroachment Exhibit

Correction Report.pdf 105.47 kB Uploaded Corractions Report

Correction Report.pdf 109,55 kB Upleadad Corractions Repart

Resubmit 2nd Submittal Drainage Report (less than 20 pages) -220240910150021[6].pdf 73436 kB Corrections Required Encroachment Exhibit

1st Submittal Drainage Report (less than 20 pages) -220240910145135[5].pdf 73278 kB Discarded Encroachment Exhibit
m {——

STEP 8: Click “Choose File”

New Attachment *

Mew Attachment

Choose File | No file chosen

Type

--Select-- v

Description

Note: Documents must be uploaded as PDF files. Maximum file size is 400 MB. If your file
is greater than 400 MB, please separate the attachment into multiple files. If attachment
is separated into multiple files, please label files Volume 1, Volume 2, etc. Failure to
upload in the correct format will result in processing delays.
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How to Guide: Resubmitting Supporting Documents

CITY OF
CHULAVISTA

STEP 9: Choose the file, click New Attachment X
the downward pointing arrow

Mew Attachment

to expand the document type [hoose File Grant Deed pof
list Type

--5elact-- hd

Description

) F:_.l' A A
STEP 10: Select the approprlate ConstructlonStcrm‘,.’aterB\-“IPi.el‘tlflcatlon Statement ~
. Construction Storm Water Pollution Control Plan (CSWPCP)
document type from the list Contractor Inspectons ‘

Coal Roof Form
Corrections Response Letter
Document
Electrical Data Sheets

mic  Energy Calculations
Energy Design Form
Engineers Letter
Fats, Qils, and Grease Documents
Hazardous Materials Questionnaire
Home Energy Rating System Forms
Manufacturers Installation Manual
Maobile Home Worksheet

I MNon-Standard Drawings I
Owner - Builder Acknowledgement
PDP Storm Water Quality Management Plan {(SWQMP) Report

Plan

:> Property Owner Verification -
--Select-- v
Description
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S22 How to Guide: Resubmitting Supporting Documents
CHULAVISTA

STEP 11: Once you have selected your file, enter a brief description,
and click “Submit”

Step 5:Documents>Documents

Choose File | Grant Deed pdf

TypE

‘ Property Owner Verification

Description

Grant Deed

2

Please allow time for the document to upload. The system will verify
if the file is acceptable. The document page will automatically
refresh.

The maximum file size allowed is 400 MB.
htmlzhtm;mhtzmhtml are dissllowed fis types o upload,

Uploading attachment 54152 - Chase Chula Vista.pdf
100%

Note: If an issue is identified with the upload, a detailed error
message will appear. Please refer to the message and reattempt
upload. If additional assistance is needed, please email
dsd@chulavistaca.gov with a screenshot of the error message.
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CITY OF
CHULAVISTA

How to Guide: Resubmitting Supporting Documents

STEP 12: Once the document has been successfully uploaded, the
status will change to “Uploaded”

The maximum file size allowed is 400 MB.
html;htm;mht;mhtml are disslloved fie types o upload,

Attachments
Filz Name File Size Status Type Refresh
1st Submittal Drainage Report (less than 20 pages).odf 4.03 ME Uploadsd ~ Seils Report
Requested Doc From Staff to Upload.pdf 14027 kB Uploaded Document
Carraction Repart.pdf 114.99 kB Uploadsd ~ Corrections Repart
Chrome Configuration to view Accels ADS Documents.pdf 254,73 kB Uploadsd Document
Corraction Report.pdf 11573 kB Uploaded ~ Carrections Report
54152 - Chasa Chula Vista.pdf 5.58 ME Uploadad Plan

SW Intake Form August 2023.pdf

41049kB  Uploaded  Stahdard Storm Water Quality Management Plan (SWQMP) Report

Note: Repeat Step 6 - Step 11 for additional document uploads.

Step 13: Front Counter staff will receive notification of your
resubmittal/document upload. Uploads are reviewed by staff and if
satisfactory, resubmitted for review.
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