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CityView Online Permit Center Portal - 3rd
Party Review

1 Log into the Online Permit Center Portal

2 From the Portal Home click "My Items"

https://scribehow.com
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3 Scroll to the bottom of the screen, click "Engineering - Capital Improvement
Projects (9)". The number in the parentheses will depend how many applications
have you listed as a contact.

4 Find the "Name" and "Type" of the application.
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Each project may have multiple applications. Application types you may see:

Engineering - CIP Construction for Contractor = location of all construction
documents

Engineering - CIP Construction for Engineer = location for communication
between consultant and city staff

Engineering - CIP Construction for Inspector = location for daily inspection reports
and photos

5 To open the application click the number "PLE00120250037".

The maroon color indicates hyperlinks or ability to open files throughout the
Portal.
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6 This will take you to the "Engineering Project Application Status" page

7 Scroll down until you see "Submittals"
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8 You have been assigned as the 3rd party reviewer for each submittal section you
see.

If the Review Type (submittal section name) is blank, please logout, close the
browser, and log in again.
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9 Scroll to the bottom of the screen and click "Submittals"

10 The submittals page will open.
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To find the submittal you are looking for use press "ctrl" + "F" (Apple users press
"command" + "F") to open the browser search.

11 Find the submittal section you want to review.
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12 You will see the files that were uploaded for your review. To review an item click
the file name. It will either open or download to your computer. This is dependent
on your browser settings.

If a file name is underlined and maroon colored it is available for you to view. If it
is black you do not have permission to view the file. To request permission please
reach out to your City project manager.

13 Review the document(s).
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14 If you have markups or review notes to upload, click "Browse" and locate the file
to upload. Select the file and click "Open" to upload it to the submittal section.

If you do not have review document(s) to upload, skip to step 18.

The naming convention for 3rd party review uploads shall include the name of the
file reviewed, "review", and the date the review was completed.

For example: 04-00470 10 Manholes review 20250131.pdf

At this time Word files cannot be uploaded. Please convert Word files to PDF files
to allow for upload.
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15 To add notes about the file you are uploading enter them in the "Provide a short
description of this set of documents:" field.

Be sure all notes and comments for your uploaded files are entered before
continuing to the next step.
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16 Once you have reviewed all documents in a submittal section, scroll to the bottom
of the page and click "UPLOAD DOCUMENTS"

17 Click "OK" and skip to step 19
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18 If you have no review documents to upload, scroll to the bottom of the screen and
click "Review this application"

19 This will take you back to the application page
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20 Scroll down to "Submittals" and click the circle arrow next to the submittal section
you reviewed.

21 If you have additional comments to add to the review for this section click "Submit
Review Comments"
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22 Enter any comments in the "Comments:" field.

23 If your review is complete for this section and do not need to review anything
further within this submittal section, click "SAVE COMMENTS & COMPLETE
REVIEW".

If you need to return to your review at a later time or determine you are not
complete with this section click "SAVE COMMENTS" and continue the review.
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24 A confirmation screen will open, click "SAVE COMMENTS & COMPLETE REVIEW".
This will end your review for this section and it will be locked for further comment.

Please note, all review documents and comment fields will be visible by all
contacts listed on the application page.
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25 Alternatively if you have no further review comments you can click "Complete
Review"

26 A confirmation screen will open, click "COMPLETE REVIEW"
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27 Continue review all other submittal section reviews assigned to you by repeating
steps 8 - 23.

28 Once you are complete, send an email to your City project manager notifying
them which submittal section you have completed.




