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How to Upload a File to eReviews

If you need to upload documents to eReviews for your Plan or Permit case, the steps below should help walk you
through the process. Note that all plans that you submit must be in PDF format. Documents should be categorized
and titled appropriately.

1. Loginto CSS.
2. Click View and then either My Permits or My Plans, depending on which type of case you want to upload
your files to.

Good Morning, Example E. User =

BOULDER

Land Management, Permitting and Licensing Self-Service Portal

NN NN NN NN

DEEGLLEI Apply> | Viewws Map SearchQ, Help®  Calendar o

= PLANS 4 INSPECTIONS

> MyPlans

> My Existing
Inspections

> My Permits

+ Request
Inspections

> Today's
Inspecticns

N N N N NN

3. Open the appropriate case by clicking on the case number.

My Permits n

Exact Match

Display 2l v Select Case Type

Sort Permit Number ¥

Permit Number Project Address Permit Type Status Attention Reason
COM2018-00328 QSMP Commercial Attention, Recent, Unpaid Fees
Event Permit - Pending
Groups with more
than 16
participants
COM2018-00333 OSMP Commercial Attention, Recent, Unpaid Fees
Annual Permit- Pending
Groups with more
than 16
participants
—

A A A A A I A sl
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4. Click eReviews in the case options.
Dashboard  Apply~> Viewv Map

hQ  Help®@ Calendar o

Permit Number: COM2018-00333

Permit Details | Tab Elements | Main Menu

Type: OSMP Commercial Applied Date: 03/21/2018
Annual Permit - Groups
with more than 16
participants

Status: Payment Pending Project Name: Issue Date;

District: Not Applicable Assigned To: Alexander, Alycia Expire Date:
Finalized Date:
Description:

Attachments Contacts Sub-Records Holds Meetings More Info

Fees Reviews Inspections

B A AV

Locations \ Parcels |\Jext Tab \Permi[ Details | Main Menu b
5. Click the eReview Number to pull up the eReview Portal.
e NOTE — Use Internet Explorer to access the eReview Portal
2
) ’ . - o - y ~ i o : 2
Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Meetings More Info g
eReviews \ Next Tab \Permrt Details |Main Menu g
) 2
eReviews Sort| eReview Number ‘§

eReview Number

COM2018-00333 Wiaiting for Files COM2018-00333

Resultsperpage 10 v | 1-1of1 n

NS AN

©2015 Tyler Technologies, Inc.



7.

6. Inthe eReviews Portal, click the case and then Browse.

eReviewWorkspace  [l] My Cases & Collaboration

@ Help ¥ Logout

NOTE - If the browse button is not there, you may not upload files currently.

COM2018-00333

Case Details

. Case Number COM2018-00333
W
Case Details

Status Payment Panding

Case Type OSMP Commercial Use Permit Project Name

Work Class Annual mors than 16 Address

eReview Files

Project Files Details
Review Details

Q@ COM2018-00232

J)

In File Explorer, choose the file(s) you want to upload and click Open.
e NOTE - The files must be PDFs.

Applied Date 3/21/2018
Issue Date

Expired Date

Select files to upload

Submit For Review

& Open

« < 4 Bl s ThisPC » Desktop

Organize + Mew folder

~  Name Date modified Type
7 Quick access

Search Desktop

Size

2/28/2018 1:43 PM

[ Desktop

" RHL_map (1)
"L Proposed Training Calendar v4 - Final
‘ Downloads

Adobe Acrobat D...

Adobe Acrobat D...

Documents

| Pictures
Documents
Guides

#@ OneDrive - City

Prof-Licensing
sy City of Boulder
@ OneDrive - City of

[ This PC

L

= ..

File name: | "RHL_map (1)" "Proposed Training Calendar v4 - Final"

PDF Files (*.pdf)

Cancel
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8. You must now choose what category these files belong to from the generated list, then click Select.

File Categories Selection

File Category kT -

As-Built

Business Entity Documents

Certificate of Occupancy

City Application

City Correspondence

Court Documents/Rehabilitation History
Customer Correspondence
Disposition/Final Action

Draft

Drainage Report

Oo0®8O0O0O00D0DoDoT

Employee List

:} Salect " Cancel

9. If you need to remove a file, click the X next to it in the files list.

10. If you have more files to add, click Add more files and repeat steps 7 and 8.
11. If you would like to cancel the upload, click Cancel.

12. Otherwise, click Upload.

Project Files Details

Selected Files:

RHL_map (1).pdf 142.78 KB X 9
Proposed Training Calendar v4 - Final.pdf 285.25 KB X

Total 0% 428.3 KB

Cancel Upload Add more files

® 0 0

©2015 Tyler Technologies, Inc.



13. You may verify successful upload by seeing the files turn green in the upload window as well as seeing

them appear in the eReviews Files section.

@ eReview Workspace [l My Cases  §, Collaboration @ Help % Logout

COM2018-00333

4
Case Details
L)

Review Details

Case Details

Case Number comzo18-00323
Case Type 0SMP Commercial Use Permit

Work Class Annual mors than 16

Status Payment Pending

Project Name

Address

7

‘eReview Files
4 [ coM2018-00333
4 RHL_map (1).pdf

@ @ RHL_map (1)_v1.pdf

4 Propesed Training Calendar v4 - Final.pdf

l =] lﬁ] Proposad Training Calendar v4 -

Final_v1.pdf

Applied Date 2/21/2018
Issue Date
Expired Date

Project Files Details

{ upload Done '

RHL_map (1).pdf 142.78 KB

Proposed Training Calendar v4 - Final.pdf  285.25 KB

Total 100% 428.3 KB
\ J
Cancel Add more files
Submit For Review

14. You may continue to add more files as needed by clicking Add more files and repeating steps 7-13.

15. Otherwise, you may submit the files for review by clicking Submit for Review.

e NOTE - You may no longer add new files once you submit for review! Only submit for review

when you have all the necessary files uploaded!

Project Files Details

Upload Done

RHL_map (1).pdf

Proposed Training Calendar v4 - Final.pdf 285.25 KB

Total

|Submit For Review |

100%

Cancel

142.78 KB

428.3 KB

Add more files
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16. You may now logout by clicking Logout.

_:l eReview Workspace . My Cases :- Collaboration @ Help

COM2018-00333 g
Case Details g

2

. ) Case Number cCoMZ2018-00333 Status Payment Pending g

Case Details Case Type OSMP Commercial Use Permit Project Name §
Work Class Annual more than 16 Address >

2>
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How to View Corrections in eReviews

These steps will walk you through how to view the corrections and recommendations a reviewer may have placed
on your case.

1. Loginto CSS.
2. Click View and then either My Permits or My Plans, depending on which type of case you want to upload
your files to.

Good Morning, Example E. User v

BOULDER

Land Management, Permitting and Licensing Self-Service Portal

>
4
4
e
'
'
'
g
g
g
>
>
>
>
>
>
>
>
>
?

DEELGLLETGI Apply> | Vieww Map SearchQ, Help@®  Calendar 0

PLANS 4+ INSPECTIONS

» My Plans

» My Permits

» My Existing
Inspections

> Reguest
Inspections

> Today's
Inspections

B Y Y 4

3. Open the appropriate case by clicking on the case number.

My Permits n

Exact Match

Display Al v Select Case Type [# Export

Sort Permit Number ¥

Permit Number Project Address Permit Type Status Attention Reason
COM2018-00328 OSMP Commercial Attention, Recent, Unpaid Fees
Event Permit - Pending
Groups with more
than 16
participants
COM2018-00333 QSMP Commercial Attention, Recent, Unpaid Fees
Annual Permit - Pending
Groups with more
than 16
participants
—

VA VPNV PP PV VPPV VPV VYRV VY PPV PP
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4. Click eReviews in the case options.

Dashboard  Apply> Vieww Help@  Calendar (0

Permit Number: COM2018-00333

]
H
2

VIV VIV VIV Y VIV VIV VIV Vv

Permit Details | Tab Elements | Main Menu

Type: OSMP Commercial Applied Date: 03/21/2018
Annual Permit - Groups
with more than 16
participants

Status: Payment Pending Project Name: Issue Date:

District: Not Applicable Assigned To: Alexander, Alycia Expire Date:
Finalized Date:
Description:

Fees Reviews Inspections

Locations | Parcels |\le)([ Tab |Perm\'t Details | Main Menu

Attachments Contacts Sub-Records Holds Meetings More Info

v

5. Click the eReview Number to pull up the eReview Portal.
a) NOTE - Use Internet Explorer to access the eReview Portal

Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Meetings More Info

eReviews | Next Tab |Perm\’t Details \Ma\'n Menu

eReviews

Sort|  eReview Number %

eReview Number

COM2018-00333 Wiaiting for Files COM2018-00333 §
2
2

Resultsperpage 10 v | 1-1of1 -
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6.

7.

In the eReviews Portal, you will find a list of documents you have submitted with the color of the file

indicating its status.

a) Green—Reviewed and approved.

b) Red - File has corrections and will require a re-submit.

c) Blue —File is under review.

N

COM2018-00333

| eReview Workspace

»
o
Case Details

V)

Review Details

B o e T e T e

B my cases

Case Details

Case Number
Case Type
Work Class

eReview Files

@ Heip

% Collaboration

COMZ2018-00333
OSMP Commercial Use Permit

Annual maore than 16

VAV VIVINTNE - YLV VWP

5 coM2018-00232

4 Proposed Training Calendar v4 - Final.pdf

|=¢| Proposed Training Calendar v4 - Final_v1.pdf

4 RHL_map (1).pdf

lgj RHL_map (1)_v1.pdf

v,

J

If a file has corrections and is red, click Review Details.

|/ _‘\I
IP—! | eReview Workspace

COM2018-00333

p'/

Case Details

7

.

9

Review Details

. My Cases

Case Details

% Collaboration

Case Number COM2018-003323

Case Type OSMP Commercizl Use Permit

Work Class Annual more than 16

eReview Files

4 [ €OM2018-00333

4 Proposed Training Calendar v4 - Final.pdf

|=¢| Proposed Training Calendar v4 - Final_v1.pdf

4 RHL_map (1).pdf

QJ RHL_map (1)_vi.pdf

2

& Help ¥ Logout

N N S S U N N S A R N N T N
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8. Click on the item(s) under Submittal Reviews that are indicated with a number in a red circle. These
indicate which items the correction comments will be located in.

_-‘\I —
I@__,I eReview Workspace [} My Cases  §, Collaboration & Help ¥ Logout

COM2018-00333

Submittal Reviews

o (Hmnhnlleuiew - plat v o )
Case Details

Review Details

¥

N S S S S S N NN NN S

?

9. When you click on a review, you can check the corrections and recommendations provided by the
reviewer. If you click on a notepad button under the description, action, or summary fields, you will be
able to view the reviewer’s comments in detail.

. (@ Corrections () Recommendations § 2, Collaboration %
. - ; g

Correction Type Description  Corrective Action >

10. Corrections Tab:
a) Corrections tab.
b) Click to view description of the correction.
c) Click to view what actions need to be taken before you upload revised document.
d) Click to view the notes and page numbers recorded in the PDF.
e) Check the Acknowledged box to indicate that you have received the corrections.
f) Click the folder to open the PDF with the reviewer’s comments.

Transportation (County) Under Revew Admimstrator, System Plat
Transportation (State) - SHA Under Revew Admimistrator, System Plat
Utisty-Washington Gas Under Revew Adminstrator, System Plat
Legal Review Under Revew Admunmstrator, System Plat
Utity-Pepco Under Revew Admimistrator, System Plat

on (City Under Revew Admimistrator, System Plat

Lead Marner Complete Administrator, System Plat

Demed Admimstrator, System Plat

Rec dat 2 Collsborat

# Corrections o
Description Corrective Action  Correction Summary Acknowledged Related File

Planning o geragecaiculations_vl.pd
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11. Recommendations Tab:

a)
b)
c)
d)

Recommendations tab.

Click to view description of the recommendation.

Click to view the notes and page numbers recorded in the PDF.
Click the folder to open the PDF with the reviewer’s comments.

LEGE mEVET™ UTJET MEVIEW AZFTEST IO, SyHRe™
Uity -Pepco Under Review Admenistrator, System
Transportation (Cty) Under Review Admanistrator, System

Intbal Review - Lead Planner

o Planring - Peer

plete Admenistrator, System

Admunistrator, System

Recommend Number Description  Recommend Summary  Related File
«d peragecaloulations_v1. pdf

000013
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How to Upload Revisions in eReviews

These steps will walk you through how to upload revisions to previously submitted documents via the eReviews
Portal.

1. Loginto CSS.
2. Click View and then either My Permits or My Plans, depending on which type of case you want to upload
your files to.

Good Morning, Example E. User v

BOULDER

Land Management, Permitting and Licensing Self-Service Portal

>
4
4
e
'
'
'
g
g
g
>
>
>
>
>
>
>
>
>
?

DEELGLLETGI Apply> | Vieww Map SearchQ, Help@®  Calendar 0

PLANS 4+ INSPECTIONS

» My Plans

» My Permits

» My Existing
Inspections

> Reguest
Inspections

> Today's
Inspections

B Y Y 4

3. Open the appropriate case by clicking on the case number.

My Permits n

Exact Match

Display Al v Select Case Type [# Export

Sort Permit Number ¥

Permit Number Project Address Permit Type Status Attention Reason
COM2018-00328 OSMP Commercial Attention, Recent, Unpaid Fees
Event Permit - Pending
Groups with more
than 16
participants
COM2018-00333 QSMP Commercial Attention, Recent, Unpaid Fees
Annual Permit - Pending
Groups with more
than 16
participants
—

VA VPNV PP PV VPPV VPV VYRV VY PPV PP
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4. Click eReviews in the case options.

Dashboard  Apply> Viewv Map SearchQ  Help® Calendar (@

Permit Number: COM2018-00333

Permit Details | Tab Elements | Main Menu

Type: OSMP Commercial Applied Date: 03/21/2018
Annual Permit - Groups
with more than 16
participants

Status: Payment Pending Project Name: Issue Date:

District: Not Applicable Assigned To: Alexander, Alycia Expire Date:
Finalized Date:
Description:

Attachments Contacts Sub-Records Holds Meetings More Info

Fees Reviews Inspections | eRe

Locations | Parcels |\le)([ Tab |Perm\'t Details | Main Menu

VIV VIV VIV Y VIV VIV VIV Vv

v

5. Click the eReview Number to pull up the eReview Portal.
e NOTE — Use Internet Explorer to access the eReview Portal

Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Meetings More Info

eReviews | Next Tab | Permit Details | Main Menu

eReviews
Sort|  eReview Number

NP N NN N SN NN

eReview Number Status Permit

COM2018-00333 Waiting for Files COM2018-00333

Resultsperpage 10 v | 1-1of1 n

NSNS

6. Alist of documents you have submitted to this case will appear. Each document will have a header/title,
then an expanded version or versions below it, depending on if you have resubmitted a document before.
e File Header/Title

e File Version. In this case, each document only has one version.
eReview Files

= COM2018-D0232

Proposed Training Calendar v4 - Final.pdf

|| Proposed Training Calendar v4 - Final_v1.pdf

RHL_map {1).pdf

[=¢| RHL_map (1)_vi.pdf

S S
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7. Click on the Header/Title of the document you would like to resubmit. Then click Browse in the bottom

right.

NOTE — If the browse button is not there, you either have not acknowledged the corrections in

the Review Details section as mentioned in the previous section, or you are not currently

permitted to resubmit documents.

eReviewWorkspace [l My Cases  § Collaboration

@ Help ¥ Logout

Welcome
COM2018-00333
Case Details
. Case Number COM2018-00223 Status Payment Pending Applied Date 2/21/2018
e~ ;];a“s Case Type 0SMP Commercial Use Permit Project Name Issue Date
Work Class Annual more than 16 Address Expired Date
’ @ eReview Files File Details
Review Details
4 [ coM2018-00332 Num Of Corrections o
4 Propased Training Calendar v4 - Final.pdf Num Of Recommendations 0
5| Proposed Training Calendar v4 - Final_v1.pdf Associated Categories °
4 RHL_map (1).pdf Draft
l=y| RHL_map (1)_v'
Select files to upload
mit
8. Select the new version of the file in File Explorer and click Open.

& Open X
« < 4 I » ThisPC + Desktop v O Search Desktop 2
Organize « Mew folder ==+ [N 9

S
() Marme Date moedified Type Size
s Quick access
(-J-_ RHL_map (1} 2/28/2018 1:43PM  Adobe Acrobat D... 143 KB
[ Desktop -
.~ Froposed lraiming Calendar v - Final 1372075 103/ AN Adobe Acrobat L.
4 Downleads  #
£ Documents #
| Pictures -
Documents
Guides

@ OneDrive - City

Prof-Licensing
fa City of Boulder
@ OneDrive - City of

[ This PC

'
= .. .

File name: | "RHL_map (1)"

PDF Files (*.pdf)

Cancel
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9. Click Upload.

i

2 Selected Files: g
: :
g RHL_map (1).pdf 142.78 KB X §
<

: :
< b4
< 2
< >
< b4
< 2
< b4
< 2
< >
< b4
< 2
< b4
< 2
< b4
¢ 3
g Total 0% 428.3 KB g
¢ 3
é Cancel Upload Add more files g
< 2

10. A new version of the document is added under the heading/title. In this case, is v2.

@ efteviewwornspace [ My Cases & Collaborston @ setp % Lngout

COMIU18-00223
Cawe Details.

Case Numbes CoMZOL-0033 Status Gugmast Pending Applied Date 3/21/2010
T il Case Type 055 Commarcal Use Barme Praject Mame Issue Date
Wark Class aseusl mies this 16 Address Fxpired Date
elteview Files File Details
Review Detalls
4 5 conzors-onxn Hum Of Corrections ©
4 Proposed Trainieg Cabendar vd - Final sl Num Of Recommendations ¢
3| Propused Training Calendar o4 - Final_vipll Associated Calegories
a| B _map (1)t | Coalt

| L e (1) plf

L] L {4 ) el

Sadact fibes 1o uplosd

11. Repeat steps 7-10 for any additional documents that need to be resubmitted.
12. Once all documents are uploaded, you may click Submit for Review.

File Details

Num Of Corrections 0

Num Of Recommendations ©

Associated Categories

Draft

Select files to upload

Gonirron)
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