permitcenter@bendoregon.gov Online
(541) 388-5580 PERMIT CENTER

Upload Submittals and Respond to Corrections

Audience
e Applicants
e Owners
e Contractors

Purpose
e Understand steps necessary to upload support documents for an application

Required
e Open application that requires document upload

Background
You will need an account to:

e Submit applications
e Request inspections
e Make payments on an application or permit

If you need to upload any submittal items after the initial application submission -
perhaps in reply to a Notice of Incomplete Application or a Notice of Required Revision -
you can upload documents on the Application Status page.
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CONTACT o

Community Development of Bend's Online Permit Center Portal.
Department

B (541)388-5580

& permitcenter@bendoregongov

to complete Registration for a user account, and then choose a service area below to get
areavailable to help you through the process at the Portal Help link above.

a Portal Account: Signin toyour Portal Account. Then click on the My Items' link above to
ur applications or inspections, respond to corrections, and upload new items.

42 Check out our Portal Help link above for how-to guides, frequently asked questions
Sources. You can always receive in-person help by calling 541-388-5580 or visiting the
Permit Center at City Hall during business hours

Accommodation Information for People with Disabilities

To obtain this information in an alternate format such s Braille, large print. electronic formats, etc. please
contact the Permit Center at permitcenter@bendoregon.gov or 541-388-5580, Relay Users Dial 7-1-1.
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Click My Items.
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Welcome to the City of Bend's Online Permit Center Portal.

First step: Be sure to complete Registration for a user account, and then choose a service area below to get
started. Resources are available to help you through the process at the Portal Help link above.

From the My Items
page, find your
application in the service
area in which it was
submitted.

For example, if you are
looking for a Building
application, click on the
My Building, Permanent
Sign and SDC Estimates
Applications service
area.

My Items

This page lists all the applications and other items in which you are a contact.

Expand All ; Collapse All

* My Business Registration, Licensing & Temporary Sign Applications
' My Code Enforcement Complaints

* My Contractor Registration Applications

* My Special Event, Noise Variance or Fire Request Applications

' My Engineering & Agreement Applications

While you can click
Upload Submittals to go
directly to the necessary
page, we recommend
that you review the
Application Status page
first.

~ My Building Permit, Permanent Sign & SDC Estimate Applications

Show Active

PRAD202003012 710 NWWALL ST, Bend, | Addition Pending 09/18/2020
OR 97703
Description: Add sunroom on SE corner of house

PRRE202003009 726 NWWALLST, Bend, | Renovation/Alteration | Returned 09/17/2020
OR 97703 for

Correction
Description: Expanding the deck
— - 26 NW WALL ST, Bend, | Renovation/Alteration | Permit(s) 09/14/2020

OR 97703 Issued

Description: Interior remodel

Add A Revision Request Inspection

Apply

Upload Submittals and Respond to Corrections
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To do this, click on your
application's project
number.

Scroll down to check the
status of your
application.

Apply.

~ My Building Permit, Permanent Sign & SDC Estimate Applications

Show Active 54

710 NW WALL ST, Bend, | Addition Pending 09/18/2020

OR 97703
Description: Add sunroom on SE corner of house
PRRE202003009 726 NWWALL ST, Bend, | Renovation/Alteration | Returned 09/17/2020
OR 97703 for
Correction

Description: Expanding the deck

Upload Submittals

PRRE202002956 726 NW WALL ST, Bend, | Renovation/Alteration | Permit(s) 09/14/2020

OR 97703 Issued

Description: Interior remodel

Add A Revision Request Inspection

If you received a Notice
of Incomplete
Application or Notice of
Required Revisions and
are responding to it, you
can see a copy of the
correspondence in the
Documents and Images
section at the bottom of
the page.

¥ Documents & Images

Date File Type
Uploaded
09/29/2020 Plans
0%9/17/2020 Plans
09/17/2020 Form

09/29/2020

Document Name

51.Deck Construction Details (Received)
Al.Elevation Plans
G1.5peciallnspectionAgreement

Notice of Required Revisions - Permitting
(Generate/Send Correction Notice)
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The letter will include a
numbered list of
corrections with the
document or plan set
each pertains to.

Mailed on September 29,

Building 2020

City of Bend

P.O. Box 431 NOTICE OF REQUIRED

Bend, OR 97709 REVISIONS
Application Type:  Renovation/Alteration
Project Number: PRRE202003009

Applicant: Bend Customer

Required Action: Log into your Online Permit
Center Portal account to make the required
revisions to your permit application:
www.bendoregon.gov/permitce nter

Bend Customer

cloM. Smith

710 NW WALL ST, Ste 201
Bend, OR 97703

Directany questions to:
building@bendoregon.gov

Required Revisions:
City Staff have reviewed your application. The following revisions need to be made to your
application in grder for staff 3 e it and issye vour permit:

Residential Building Code Review - Failed
1. See Document Markups - Site Plan, pg 1.
2. See Document Markups - Correction Comment #1.
3. See Document Markups - Correction Comment #2.

SFD Planning Review - Failed
4. See Document Markups - Construction Details, pg 1.
5. See Document Markups - Correction Comment #3.

Required Action: Log into your Online Permit Center Portal account at
www.bendoregon.gov/permitcenter to make the required revisions to your permit application.

Your permit application will expire 180 days after the Application Date: September 17, 2020.

Questions: Direct any questions to building@bendoregon.gov

Any plan sets that have
comments or markups
from City staff reviews
will be marked with a
(Received) tag.

~ Documents & Images

Date File Type Document Name

09/29/2020 Plans 541.Deck Construction Details (Received)

09/29/2020 Plans

09/29/2020 Letter

Notice of Required Revisions - Permitting
(Generate/Send Correction Notice)

Upload Submittals and Respond to Corrections
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It is best to view the
letter and the marked-up
documents together to
get a full picture of what
edits to make.

Sample Site Plan

-- cmscn Commare £1

Soont Band, R BT PRS-

Once you have made
your adjustments and
are ready to upload
documents, click the
Submittals link.

~ Documents & Images

Date
Uploaded
09/29/2020 Plans

File Type

Document Name

09/17/2020 Plans
09/17/2020 Form
09/29/2020 Plans
09/18/2020 Receipt
09/29/2020 Letter

~ Upload Documents

Submittals | Portal Home

This application requires all documents to be attached to a submittal. Click Here to Upload Documents.

Review the Guidelines

provided at the top of the

page which list
instructions for file types
and naming
conventions.

Blue question marks
provide additional
information about each
upload and a link to the
needed form if
applicable.

™ Current Submittal

Submittal #2) Permit Application Submittal (09/29/2020)

Type Status
~ Construction Detai Pending
$1.Deck Construction Details (Received)
New Version...
Select a new document for this requirement: il
~ Elevation Plan Pending
Al.Elevation Plans New Version...
Select a new document for this requirement: Srouse
~ Site Plan - Residenti Pending
C1.Site Plan (Received) New Version...
Select a new document for this requirement: Srovse
~ Special Inspection Agreemen Pending
G1.SpeciallnspectionAgreement  New Version...
Browse...

Select a new document for this requirement:

Print Requirement Items

Date Verified

Upload Submittals and Respond to Corrections
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Special Inspé

Special Inspection Agreement
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If this is the first time you | - sitePian-Residential @ Pending
are uploading the C1.Site Plan (Received) —_—
submittal item, click
Browse, select your
document and click open
to add it to the upload
queue.

‘ Select a new docu —_—

v Special Inspection Agreement’

|  G1.SpeciallnspectionAgreement

|
\
‘ Select a new document for this requirement:
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@ OneDrive - Jumpstart Computer
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~ Special Inspection Agreement @

G1.SpeciallnspectionAgreement

Select a new document for this requiremen

~ Flevation Plans & Pending

Pending

New Version...

Provide a short description of this set of documents:

If you are uploading a
new version of a
document previously
uploaded, it is very
important that you click
New Version to select
your document in order
for the documents to
version properly.

+ Site Plan - Residential @ Pending
C1.Site Plan (Receij
b 4 Browse...
is requirement:
- Sp @ Pending
pectionAgreement | Mew Version...
Browse...

Select a new document for this requirement:

Again, select your
document and click open
to add it to the upload
queue.
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~ Site Plan - Residential @ Pending

C1.Site Plan (Recegixe

Provide a short description of this set of documents:

Select a new document for this requirement: MM

Once yOU have added a.” ~ Upload Additional Documents
documents’ Scroll to the Select any documents you wish to provide: Browse...
bottom of the page and

Provide a short description of this set of

click Upload Documents. documents:

Upload Documents

Permit Status | Portal Home

Powered by, CityView @

The uploads complete
message confirms that

your uploads were
successful. Uploads Complete

All documents were uploaded successfully.
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Course: Portal Help — Upload Submittals and Respond to Revisions
Coverage: This course and documentation is based on CityView, version 2020.4.4.

Authors and Publisher
Community Development Department, City of Bend, Oregon
Copyright © 2020 City of Bend

All rights reserved. No part of this course, including this training document or parts thereof, may
be reproduced or transmitted in any form, by any means (electronic, photocopying, recording, or
otherwise) without the prior written consent of the City of Bend.

Date: September 2020

Limit Of Liability/Disclaimer Of Warranty

Reasonable effort is made to ensure that the information in this document is complete
and accurate at the time of printing. The City of Bend makes no representation or
warranties of any kind with respect to the accuracy or completeness of the
contents of this training document and specifically disclaims any implied
warranties of merchantability, fitness for a particular purpose, or non-
infringement, and shall in no event be liable for any loss of profit or any other
commercial damage, including but not limited to special, incidental,
consequential, or other damages.

Changes and/or corrections to the information contained in this document may be
incorporated in future versions.

Configurations of system hardware and software in this manual are for illustrative
purposes only. Actual system installations, configuration, or responses are based on
specific needs and subject to change.

Examples

Content used in this documentation was captured from actual data. The data is
available from various public records searches; however, the information contained
herein should not be used for purposes other than training and should remain
confidential.

Trademarks

Windows, Windows 10 are registered trademarks of Microsoft Corporation, Inc.
CityView, WorkSpace, are registered trademarks of CityView, a Harris Operating Group
of Constellation Software Inc.

All other trademarks and trade names referred to in this course book are the property of
their respective companies.

Ordering / Contact Information

City of Bend, permitcenter@bendoregon.gov
LR: 9/15/2020

Accommodation Information for People with Disabilities

To obtain this information in an alternate format such as Braille, large print,
( electronic formats, etc. please contact the Permit Center at
permitcenter@bendoregon.gov or (541) 388-5580; Relay Users Dial 7-1-1.



