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Citizen Self Service—Resubmitting eReview Files

If staff has determined one or more of the eReview files associated with your permit or plan requires 
resubmission, an automated email will be sent to the email(s) on file notifying you an action is required. 
Included in the email are condensed instructions for resubmitting your files and an attached submittal 
summary report. 

NOTE: You must wait until an active submittal review is complete before new/revised files can be uploaded.

1. Login to your CSS portal and navigate to My Work.

2. Choose “My Permits” or “My Plans”

3. Find the record that requires files to be resubmitted.

4. From the Summary screen of your permit or plan, you should see an Available Action to Resubmit a File, a 
red “      ” next to Reviews and Attachments.

5. Start with the Reviews tab to see the “Correction Comments”
the Item Reviewer(s) left for you. 
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6. Each Item review expands to show the details 
of the item review. 
 Green is “Approved” & Red is “Requires 

Resubmit”. Expand the Item Reviews to 
see the corrections or comments.

 There is a box for you to “respond” to 
the comments. 

 You are required to activate the 
Acknowledge toggle before moving on.

7. Click Next

8. Click on Select File to upload the revised file.
 Be sure to upload the correct revised file

for each file category. 
 Click Submit.

9. A Success Message will pop up to confirm 
your file upload. Choose Close.




