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REVISION HISTORY

This section records the revision history of changes made to this living document:

Date Version # Description of Change Author
2/14/2024 1.0 First version (Draft) S. Gadhok
2/28/2024 2.0 Final Version S. Gadhok
3/24/2025 3.0 Updated the document with the removal of HCAI PAD | S. Gadhok

project steps and screens
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Purpose
Welcome to the UCDH eServices Portal User Guide for UCDH PAD Applications.

A. The purpose of this document is to provide guidance and step-by-step instructions for proper
submittal documentation to facilitate Plan reviews.
B. The list is not comprehensive; relevant documentation will vary by project scope.
C. For specific project questions related to submittal documents, email your questions to the following email:
e HS-BuildingDeptPlanReview@ucdh.edu
D. This document covers:
i. Step-by-step instructions on how to submit your UCDH PAD application
ii. Appendix A: Field Description
iii. Appendix B: Attachment by Record Type
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1 Page Flow - Overview

The predefined steps to create and submit project applications are detailed in this guide. The steps involved
in applying for “PAD” projects are different from those in submitting for a new project. Most of the
information from the ‘parent’ project is copied to the amendment, which significantly speeds up the
application process. Below is an illustration of the page flow steps for amendments:

No Step Page Title Description
1. STEP 1 PAD Details Record the Submittal Type, Applicant Tracking Number,

Scope, and PAD Construction Cost Estimate specific to
the PAD application

2. STEP 2 Contacts Add new Contact specific to the PAD application:
e Applicant (PM or CM)

3. STEP 3 Professionals In this section, you can add New Licensed Professional(s)
and their Contact(s) information specific to the
application.

If the PAD is an Amended Construction Document, do
not add Licensed Professional(s) to the application that
is already listed on the parent project. Scroll to the
bottom of the page and click "Continue Application".

If the PAD is a Deferred Approval, the Design
Professional with delegated responsibility for the design
must be included on the application.

4, STEP 4 PAD Attachments Upload Plans, Specifications, and Calculations or any
other document relevant to your project in PDF format
only

5. STEP 5 Review Final opportunity to review the information entered in

the application for accuracy. During this step, “Edits” can
be made if necessary

6. STEP 6 Record Issuance PAD (UCDH) applications are submitted, and the
eServices Portal issues a “Record Number”

Table 1: e Services PAD Portal Page Flow
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1.1 Field Description

No. Field Name Field Description

1. Submittal Type Indicate the type of project that is being
submitted for review

2. Application Tracking Number Example: ACD-01 or DA-01

3. Scope of Work Associated with this Project scope for your PAD application

PAD

4, Over-The-Counter Review Requested For UCDH projects only

5. PAD Construction Cost Estimate PAD estimated project cost If the value is
unknown, enter a zero “0” to continue since this
is a mandatory field.
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1.2 Page Flow — Application
Listed below are some basic rules to apply using the eServices Portal:

v' When creating a PAD application for a project, follow the page flow to avoid errors or missed
data.

v" You can save your application at any time during the process by clicking the “Save and
resume later” button and then clicking on the “Resume Application” link in your “My
Records” / “Dashboard”

v' When resuming an existing “in-progress” status application, you will be given the option to
start from the beginning or continue where the application was left off.

v" You can navigate back and forth within the completed pages.

v" You must click on the Continue Application or Save and resume later button to save the
data entered on the page.

v If a page contains a section that allows for multiple records to be added, for example, multiple
licensed professionals or multiple contacts, the eServices Portal will automatically Save the
selection. If any edits are needed, click the “Edit” link for the individual. To add the next record,
click Add New as applicable.

v' Itis recommended that you click on the “Save and resume later” button as needed to prevent
data loss due to data entry errors.

v If any required data is missing from the page when the “Continue Application” button is
clicked, an error message is displayed on the top of the page. You must correct any errors
before continuing to the next page flow screen.
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1.3 UCDH PAD Application — Step-by-Step Instructions

Listed below are step-by-step instructions on how to create and submit a new “UCDH PAD” application.

STEP STEP DESCRIPTION EXPECTED RESULTS
Go to the Accela Citizen's Portal website. e L
1. https://aca-prod.accela.com/UCDMC/Default.aspx Accela Citizen's Portal Website is displayed
5 Login by using your user-id/password and click on the Sign In The user is logged into their account.
button
SIICk on th? .ije“s. tak.) arld find t.he parent appl|ca.1t|on Project Record Number is displayed under the
3. UCDH Building Application” for which you are creating the PR ”
PAD. Projects” = “Records” homepage.
The PAD Application can only be created if the parent (UCDH
4, Application) has a status of "Approved — Pending Permit" or
“Construction In Progress”
There are 2 ways to create a PAD application:
5 1. Click on the "Amendment" link under the field "Action". The “Record Details” screen is displayed with your
’ 2. Click on the "Record Number" to open your UCHD Building UCDH Building application details.
parent application
6 Click on the “Amendment” link (from option #1 above) or
’ "Create Amendment” button (from option #2 above)
7 Under Select an Amendment Type, UCDH PAD, select the “UCDH | Step 1: Step 1: PAD Details > PAD Details screen is
' Post Approval Document” option. displayed.
Enter the mandatory field under the "PAD Details" screen.
1. Submittal Type: (*Mandatory field)
2. Applicant Tracking Number: (*Mandatory field)
8. 3. Scope of Work Associated with this PAD: (*Mandatory field)

4. Over-The-Counter Review Requested:

COSTS:
5. PAD Construction Cost Estimate: (*Mandatory field)
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Select the values for the field "Submittal Type":

9. 1. Amended Construction Document
2. Deferred Approval
10. Enter "Applicant Tracking Number"
11. Enter "Scope of Work Associated with this PAD:"
12. Enter "PAD Construction Cost Estimate:"
The following message is displayed:
13 Click on the “Over-The-Counter Review Requested:” field. “If OTC review is requested, you must contact the
) (Optional). UCDH Building Department to schedule a review of all
documents.”
14. Click on the “Continue Application" button Step 2: Step 2: Contacts>Contacts screen is displayed
The “Look Up” search function is currently not available for
Contacts, so they must be added by clicking the Select from
Account button to use the information contained in your Public
User account OR clicking the Add New button and completing
15. each applicable field.
Note: Multiple Contacts may be added to the project, but the
system only sends email communications to only one applicant
and one Project Manager.
. " . e An error message is displayed:
16. Click on the "Continue Application™ button "This section is required. Please add one record."
17. Click on the "Add New" button to add a new contact Contact Information screen is displayed
Enter the following information for the contact:
1. First: (*Mandatory field)
2. Middle:
18 3. Last: (*Mandatory field)
" | 4. Legal Business Name:
5. Work Phone:
6. Mobile Phone: (*Mandatory field)
7. Contact E-mail: (*Mandatory field)
8. Country:
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The "Contact Information" screen is displayed with all

19. Click on the "Continue" button the Contact Information displayed that was added in
the previous steps
Clicking on the “Clear" button will clear the entered data and the
20. "Discard Changes" button will not save the changes/data
entered.
: : - N . .
1. Click on the "Continue Application” button SFep 3: Step 3: Professionals >Professionals screen is
displayed
Note: This is not a required step and will allow you to
move forward with your application.
If the PAD is an Amended Construction Document, do
not add Licensed Professional(s) to the application
22. Click on the "Add New" button under "Licensed Professionals" that is already listed on the parent project. Scroll to

the bottom of the page and click "Continue
Application".

If the PAD is a Deferred Approval, the Design
Professional with delegated responsibility for the
design must be included on the application.
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23.

If you click on the “Add New” button to add a Licensed
Professional the “Licensed Professional Information” screen is

displayed. Enter a value in the mandatory fields (marked in red

asterisks):

. License Type: (*Mandatory field)

. State License #: (*Mandatory field)
. First: (*Mandatory field)

. Last: (*Mandatory field)

. Name of Business: (*Mandatory field)
. Mobile Phone: (*Mandatory field)
. Work Phone:

. Address: (*Mandatory field)

. Contact E-mail: (*Mandatory field)
10. Address Line 2:

11. City: (*Mandatory field)

12. State: (*Mandatory field)

13. Zip: (*Mandatory field)

O 00 N O U1 A WIN B

24.

Select a value from the drop-down for “License Type:”
. Architect

. Civil

. Contractor

. Electrical

. Geotechnical

. Mechanical

. Other

. Structural

C0ONOYUT B WN -

25.

Click on the "Save and Close" button

Added Licensed Professional/s will be displayed under
the "Licensed Professionals" screen

26.

Click on the "Continue Application" button

Step 4: Step 4: PAD Attachments>Attachments
screen is displayed
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27.

The following documents are required to be uploaded for
Amended Construction Document (ACD) application:

1. Narrative

2. Plans and

3. Reference Documents

28.

The following documents are required to be uploaded for
Deferred Approval:
1. Plans

29.

Upload the Plans in the Digital Projects screen under the “Drag
files here to upload or click to select files” box.

30.

Once the file has been uploaded the following fields are
displayed:

1. File Name

Virtual Folder (*Mandatory field)
Description

Doc Type (*Mandatory field)
Uploaded By

Uploaded Date

Status

Thumbnail

Actions

LN WN
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Selected values are displayed under the “Doc Type"

field:
1. Calculations
2. Letters
3. Manufacturer Cut Sheets
31. Select a value under the "Doc Type" field 4. Narrative
5. Other
6. Plans
7. Reference Documents
8. Responses
9. Specifications
10. Supplementary Documents
Pick only the values highlighted in “Blue” in the drop-down
“Virtual Folder” field:
1. 01-Milestone (SD 50%)
2. 02-Milestone (SD 100%)
3. 03-Milestone (DD 50%)
4. 04-Milestone (DD 100%)
5. 05-Milestone (CD 50%)
6. 06-Milestone (CD 95%)
7. 10-Initial CD 100% Select a value relating to your project from the drop-
32. . ,
8. 11-Backcheck-01 (CD 100%) down field "Virtual Folders".
9. 12-Backcheck-02 (CD 100%)
10. 13-Backcheck-03 (CD 100%)
11. 14-Backcheck-04 (CD 100%)
12. 15-Backcheck-05 (CD 100%)
13. 40-Approved Documents
14. 80-Project Documents
15. 90-Field Operations Documents (In Construction)
16. 99-Project Closure Documents
Once the two mandatory fields have been entered and the plans
33. uploaded, the “Status” field will change to “Ready to Submit’

status.
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The “Uploaded Date” field will display the date and timestamp

34. when the file was uploaded. Your application and documents uploaded are saved.
The user is taken back to the "PROJECTS" screen and a
message is displayed:

Your partial application (24TMP-xxxxxxx) has been

35. Click on the "Save and resume later" button successfully saved.

E.g.: <YYTMP>-<xxxx25>
To resume the application(s), go to the Records
section and click the "Resume Application" link

36. Click on the "Continue Application" button Step 5: Review screen is displayed

37 This screen lets you review and or edit the information that

" | you've entered on your UCDH PAD application
The screen that you've picked is opened and you can

38. Click on the "Edit" button on any screen change/edit the information before submitting your
application.

39. Click on the "Continue Application" button Step 5: Review screen is displayed.

40. %croll d"“f” and. check the checkbox. e The "Date:" field is auto-filled with the current date.

By checking this box, | agree to the above certification.
06 Record Issuance screen is displayed:
The message "Your application has been successfully
submitted and is now in the eServices Portal project
tracking system." is displayed.

41. Click on the "Continue Application" button

Thank you for using our online services.
Your Record Number is "BYY-xxxx-PAD-xxxx"

BYY-xxxx is your parent's application.
PAD-xxxx is an extension/PAD application number.
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42.

CONGRATULATIONS!!!!

You've successfully submitted your application for UCDH PAD.

Validate that you've received an email with the record
ID
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2.0 eServices Portal Screens

“Amendments” to an Application for a New Project (referred to as a ‘parent project’) can be Post Approval
Documents (PAD). To create an application for an amendment, locate the “Parent” application for the new
project record and create the amendment by doing the following:

1. Search your “Parent” project for which you want to submit an Amendment either by using the “Search
Projects” feature or by locating it on your project list under the “Project” tab.

2. If your Public User account is associated or delegated with the required permission to create a PAD
application, an “Amendment” link will be visible at the end of the project record.

3. You may also create a new PAD application by clicking on the Project Record Number and then the
“Create Amendment” button.

2.0.1 UCDH PAD Application

Home REEETESIE Fire Prevention

Crose Application Search Projects Schedule an Inspection

liate e =e o (YR Sravert Tape [T LCITH P § Wysr | Hawne Setas

SO DFT.BDS- 4 Apghrmnon dn Buakieng Ferewt $455510 St - Mach ¢ Testrg
AT T 6230044 Asphcancn 4ot Dubing Peret ASE521 Shrum - BT P EBOG 200%
QXU B2S-Tes Azpbcancn for Bukdeg Pereet LSS - e 26
E2s.ma VCDH Baddeg LI5S St - fob 24
(PRI 025003 VCDH Dudseg ARGI2) Sheus - BRT FEEGA 200%
BET-02%-0128 T T ALEI2T Sheus - IFT TEIGEN 2005
05013 LC0H Bedtng 1254 Sham - Fea 0%
AR5 Apphcamon for laking et FOOAVE Fob 21 - Shwut s Teteg
2225 Ll =Nt Aprhe anen hvs Brabdng Berws LM Shna - het 20
TR B0 DN Bubdeg SIS Febs 21 - Sty Tesing
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Select an Amendment Type
To create a UCDH PAD Application select the “UCDH PAD” radio button.

Home Fire Prevention

Create Application Search Projects Schedule an Inspection

Select an Amendment Type

Choose one of the following available amendment types. For assistance or to apply for an amendment type not listed below please contact us

. T

» UCDH PAD

ICDH Post App
I L AR

» UCDH Permit Application
Apphcat or Buid ermin
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2.1 STEP 1 PAD Details

Step 1:Step 1 PAD Details > PAD Details

PAD Details

PLAN REVIEW R ol

Drop-down values for the field “Submittal Type” are:
1. Amended Construction Document
2. Deferred Approval

Applicant Tracking Number:

Example: ACD-01 or DA-01

Drop-down values for the field “Change Initiated By:”
As-Built Condition

Contractor Requested

Design Professional Requested

Discovered Condition

Document Clarification

Other (Specify)

Owner Requested

O NV A WNPR

Required for Code Compliance

PAD Construction Cost Estimate:
If the value is unknown, enter a zero “0”
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2.2 STEP 2: Contacts
2.2.1 Contact Information > Applicant
Entering the “Applicant” information is mandatory on every application. An applicant is who is applying.

“Applicant” and “UCDH Project Manager” listed in the parent application will receive all the correspondence
(emails) from the UCDH eServices Portal once the project has been submitted.

Home REEEVEESE  Fire Praventicn

Create Application Search Projeces Schedule an Inspsction

UCDH Post Approval Document
. Stepl PAD 2 Siep 2Cor tep 2 Shep 4 PAD

Detaln \; Prfesacnah Attacemerts

Step 2:5tep 2:Cantacts > Contacts

Selbect feom Accoumm Acdd Now

2.2.2 Selecting and Adding New Contacts

The “Select from Account”’ function is available for Contacts, and they must be added by clicking the
“Select from Account” button to use the information contained in your Public User account. Click
on the “Continue” button to save the selected contact.

Home Fers Provantion
Croan Application Search Projects Schadule an Inspection

UCDH Pomt Approval Document

Step 1 PAD

! Detuin

Qrp 7 Cortacts Step ) Step 4 FRD -
2 Sep 7 Contack 3 [ § ~ e % Ravtew '3 7

Step 2:5tep 2:Contacts > Contacts
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Clicking on the “Add New” button will display the “Contact Information” screen where you can enter the
required information for each contact on the Application.

Contact Information

*First: Middle: *Last:
Legal Business Name:

Work Phone: * Mobile Phone:

* Contact E-mail:

m :: o ::llil:.”..:l'l;.‘

Hoeme m Fers Prevantion

Croatn Application Search Projects Schedule an Inspection
UCDH Pomt Approval Documemt
, Sop 1 MAD
Uetara

Py N AL Step ) Step 4 FAD =
2 Slep 2Certacy ¥ Professonas 4 Aiatvrees b Review ¢ 4

Step 2:5tep 2:Contacts > Contacts

st sckden] Bek Catatl

fv <
“Shial Gadh
UC Darvis

m Mhha\a‘-\“\ﬁl _

Click on the “Continue Application” to proceed to the next screen.

20|Page



H EAI.TH User Guide — UCDH PAD Applications

2.3 STEP 3: Professionals
2.3.1 Step 3: Professionals > Professionals
Only the information that is cloned down from the parent project record to the child (PAD record). For the
Professionals, they wouldn't need to enter professionals into the application because they are already under

the parent unless they are adding a new professional to the project. We would need to manually add the new
professionals to the parent project if they do add one in the PAD application.

Homs —

Create Application Soarch Projcts Schadkdo an inspection

DCOM Past Approval Document

Step 1 BAD np ) & 989 4 PAD z -
! Desats 2 Stip 2.Comtaca ¥ Frofessinnsks Fraearis 5 Raview -

Step 3:Step 3: Professionals > Professionals

f this PAD s a0 Amnended Conmtnecton Document. 4o not add Licensed Prodessionaiinl to ihws applicalion that are airsady lsted on the parent progect. Scroll to the bottom af the page and ciick “Conminue
Apphcation
s PAD i » Desarred Angroval, the Deugn Professanst mith delogatedt responsilidily for the deuign must be nctadet an this apglicsteon

—— -1
Licensed Professionals

B
howery 11 ’0

Taats | kamaee M. | mms Typw Zarsa: Uave Masve 12! Bistmmre. Vst iz Sruer
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Click on the “Add New” button:

Licensed Professional Information

*License Type: *State License #:
--Salact—- -
%lame of Business: *First: *Last:
* Address:
Address Line 2: *City: *State: *Zip:
--Select-- ¥
* Mobile Phone: Work Phone:

*Contact E-miail:

Save and Close Discard Changes

Click on “Save and Close” to continue to the next screen.
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o

Create Application Search Projects Schedule an Inspection

UCDH Post Approval Document

Swp 1 PAD > Shep 3 Siep 4 PAL
* Detats 2 Saep 2 Cormacn . LI B Idac 5 Review 3 7

Step 3:Step 3: Professionals > Professionals
I this P
Applica

an Amended Comstruction Decument. o not sdd Licensed Prolessionalis) to this application that are siready llsted on the parent project. Scroll Lo the bottom of the page and click "Continue

I¥ this PAD s a Deferred Approval, the Dusign Prafesssonal with delsgated respommibility for the design must be included on this spplication

Licensed Professionals

232 5 o e grofessamal ched i limew tai22r w4 Boamaed [rode al ok e Eoi b

v Lcensed Prodessorsd acded successfully

Peovan() 14 of |
Lastr {3 wmas Nurttee lizsrus Typs Coresct Masvw N uf Busrrmas L Actiom

Architect Mukey Mouse Onrwy INC B45.842 M5

Click on the “Continue Application” to proceed to the next screen.
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2.3.2 Save and Resume Later Button

If you click the “Save and resume later” button, your application is saved, and you will be
redirected to the Project List page. eServices Portal will issue a temporary Project ID and display
the application in the Project list. You can click on the “Resume Application” button at a later
time to complete and submit your application.

o

Create an Application Search Projects

Your partial application (23TMP-000002) has been successfully saved,
To resume the application(s), go to the Records section and click the Resume Application link

Records

UCDS Progmcs

Uane Progess Becond Saun Rezind Type Pramotiiie A rgm
01/05/2023 ISTMP-D0000Z I UCDH Fost Approval Document :
12142022 UCOH-2022-0235-PAD-0001 pon - Retumed UCDH Fost Approval Documernt 56365 dad

121012022 UCOH-2022-0239 Apgwived UCDH Bulding 56165 dad

120012022 FITMP 000563 UCDs Bukaoing

1210472022 2TTMP-D005SS HCAI Progect

1U282022 UCON-2022-0228 In Ple Beview UCDs Bulding ABC258 Testing defects

12852022 UCOH-2022-0229 n Progee: UCDs Buiding 32134 sASD

1282022 MO 20220230 in P flesiew HCAI Progect 2134273 alasar

WY UCOK-2022-0224 et - Derwe UCDS Buiding dlaweran Suad

1202022 HOSP 20220215 ke - Derde HCA Progect 23132 testng - Miesstone
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2.4 STEP 4: PAD Attachments > Attachments

This section allows you to upload the documents in your application.

2.4.1 Digital Projects

For each type of submission, drop the file in the “Drag files here to upload or click to select files” area.

™
Home Fire Provenuion

Create Application Search Projects Schedule an Inspection

UCDH Poast Approval Document

1 2 Swep 2 Comtacts 1 ';.:’_:";‘_-:“T_“ 4 ',‘f,f‘":_‘_': S Revew 6 Py Faes 7
Step 4:Step 4: PAD Attachments > Attachments
Atts L /docier t sars " e i " ACDM s Oy

i asty Nas et coe

Digital Projects

(o

ws: NOSTATUS

o

« Plans

Note: For “UCDH PAD” Amended Construction Document applications it is mandatory to upload “PLANS”,
“Reference Documents” and “Narrative” to your application.
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Once your document is uploaded the following screen will be displayed; the Status will be “Ready to Submit.”
You can drag and drop all three required documents in the “Drag fields here to upload or click to select files”

box.

@NOTE: Refer to the document “User Guide - Electronic Plan Review Document Submittal Requirements”

for file naming standards.

Digital Projects

|t

Click on the “Continue Application” button to progress to the next step in your application.

@NOTE: When and if the sheet number and title of the drawings don't transfer properly, you can add it in the screen
that opens up when you click on the status field. After that, it will accept your plans and you can submit your application.

26|Page



H EAI.TH User Guide — UCDH PAD Applications

2.5 STEP 5: Review

This section enables you to validate your application before you submit it. The “EDIT” buttons can be found
in each section.

2.5.1 EDIT BUTTONS
The edit button enables you to “Review” the data entered and make edits if needed before applying. Click

on the “Edit” button on each application step to make the necessary changes.

Home w Fire Provemion

Create Applcation Search Progects Schedule an inspection

UCDH Post Approval Documemt

1 3 3 Swp X Sep & PAD

s < ? Recaad imsaric
Protessionals s Fenew & Pay Fess Recerd isaance

Step 5: Review

PAD Details *

P W i |
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2.5.2 Terms and Conditions

Once you have verified all the data entered in your application, click on the “Terms and Conditions” checkbox,
and click on “Continue Application” to “SUBMIT” your application.

Ucensed Professionals o

moweng 4
S o o Liwre Typw Canttat asns Mot 10l Wb it e P
Aschetecs Mchey Moune Dweery, INC B4L-632- 1459
J | Ottty it | Pawe swact vt Lncder SEand! the HISIUCHON Sl SCCoTTTRuuTy Thit SEpRrbon and tHat the CLITRTTINITEL Mt 24 (IarT OF T ADPRICIICH A0 ST CLtnEmne, d CONTIcT Aned Lhat 10 Smatvrtll INASemation s e

[re— By Chwwieng 110 Dae bedow, | urderstand g ageen 11t | S sheCtronciily Sigrung and Shng shis aplcanon

Verify that Today’s date is entered once you click on the checkbox.

| ottty thant | hawve read and uncherstand the Imerucmon Thae accompany ths 2ppRcaton and that the seemernts mads an sart of this applicamon are true. complme. and correct and that no matenal informanon has been

OmEted Hy CeCHng the Do SOIW. | Ldersiand B 20106 191 | 30 saCirOfCally Bgning and Mg tis spphicasion

Click on the “Continue” button to progress to the next step in your application.
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2.6 STEP 6: Record Issuance

On this final screen, the eServices Portal displays a project submission confirmation including the project
record number. You can also view detailed information about the project by clicking on the “View Record
Details” button. Email confirmation is automatically sent to the Applicant and UCDH Project Manager email
listed in your application.

Home Firo Prevesnion

Create Appication Sawch Prowcts Schedhie un Inspoction

DD Post Approval Document

] 2 1 ‘. 5 Bearw 6 Masurd tuencs

l'ﬂ-u' Hecned Mamber i (L2%-00459-9PAD-0001 I

Yol will st shis record sumber 10 check the status of your applicaion

Congratulations! You have successfully submitted a UCDH PAD Application.
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2.7 Electronic Plan Submission

For “Electronic plan submittal” and “Electronic plan review,” select your record and click on “Projects” -
“Record Info” > and select “Attachments” from the drop-down.

g
™' Home Fire Prevention
Create Application Search Progects Schedule an Inspection
Record B25-0089-PAD-0001: t
UCDH Post Approval Document o |

Record Status: Documents Recelved

Hecoed o D4gead Progecs

Recora Dedada

T - _

Relates Sncords

;L'u'wn M

Rspeceons

Ucensod Professioral Frojoct Description:

* More Detalls

Click on “Add Documents” to upload additional documents to your application.

Attachments

1 g are Ugdnailng Arvy SOCSImeTE WiStout LZkoating & plan e plasse mertfy e UCOM Rudding Degarrent ve svadl ot 15 ft@agDast Raries

®NOTE: Refer to the document “User Guide - Electronic Plan Review Document Submittal
Requirements” for file naming standards.
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2.8 Resubmitting Corrected Plan Review Documents

When the UCDH Building Department and Fire Prevention completes the review of your project, plan review
files that require correction will have comments on the reviewed documents (Plans, Specifications,
Calculations, etc.). Documents that include a date/time stamp in the filename and indicate "Revision Required"
under the Document Status column are these documents that have been reviewed and include the comments.

Resubmit a corrected document, under the "Digital Projects" tab. Failure to do so may result in your
application being “Returned at Triage”.

Home m Fire Prevention

Create Application Search Projects Schedute a Pending Inspection

Record B24-0003-0001:
UCDH Post Approval Document
Record Status: Documents Received

Rrcred infa ~ Digaal Progmets

Record Detaits

F""““.AQ ozl _

Related Ancoeds Project Description

Py ' Prowect Niemits 1
Attachmernts

Inspections
Mobée Phone 9

» More Details

Y Help

(1] § » Plan

31|Page



HEALTH

User Guide — UCDH PAD Applications

Appendix A: Attachment by Record Type

Attachments are electronic files such as PDFs or image files that you can upload from your computer to the eServices Portal, and then associate
the attachment with a specific project record, such as a Project, Building Permit, Post-Approval Document, etc. Attachments can be just about any
relevant document or file, such as special instructions, diagrams, pictures, or other information relevant to the record, however, the Document
Types are limited based on the record the attachment is being uploaded to; this is known as public user permissions for each attachment
associated with a record. Once a document, plan, photo, etc. is uploaded to eSP, the attachment can be downloaded and viewed by any Public
User with Facility Authorization and by any Licensed Professional associated with that project. However, attachments cannot be deleted by Public
Users once they are uploaded — even if they are erroneous. Attachments can only be deleted by UCDH intake staff. A description of attachments
and the records that they can be associated with are listed in the table below:

Attachments by Record Type

Plan UCDH Projects PAD Construction floor plans of sufficient clarity to indicate the location, nature, and extent of the work proposed
and show in detail that it will conform to the provisions of applicable codes and relevant laws, ordinances, rules,
and regulations. Plans do not include specifications, calculations, product data, etc.

Calculations UCDH Projects PAD Structural calculations, hydraulic calculations, etc. necessary to support the design criteria and parameters of

the Plans.

Specifications

UCDH Projects PAD

The portion of the Contract Documents consists of the written requirements for materials, equipment, systems,
standards, and workmanship for the work, and performance of related services.

Documents

UCDH Projects
UCDH PAD

All other documents not already classified may be uploaded; this would include soil reports, product data
sheets, reference drawings, etc.

Image Documents

UCDH Projects PAD

Photos may be uploaded if they are relevant to the project.

Other

UCDH Projects PAD

Miscellaneous classification of attachments.

Job Card

UCDH Building

UCDH Post Approval

Document

The Job Card identifies all materials and tests to be performed on the project, all special inspections on the
project, and the firm(s) and/or individual(s) to perform the required tests and assessments. The Job Card
must also identify each Licensed Professional who must verify that the work complies with the approved
construction documents.
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