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Purpose
Welcome to the UCDH — Building Permit Application eServices Portal User Guide.

A. The purpose of this document is to provide guidance and step-by-step instructions
for the proper submittal of the building permit application documentation.

B. For specific project questions related to submittal documents, email your questions to the

following email:
e HS-BuildingDeptPlanReview@ucdh.edu
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1 Page Flow Overview - Building Permit Application
This guide details the predefined steps to create and submit the building permit application. The steps
to apply for an “Owner-Builder” differ slightly from the “Contractor.” Below is an illustration of the
page flow steps.

1.1 Owner-Builder Workflow
The Building Permit Workflow for Owner-Builder allows the applicant to enter the permit information
without providing the contractor’s contact information. The data will be automatically routed internally for

signatures.
No. Step # Building Permit Workflow Description
1. Step 1 Parent Project Status > Validate This step validates and auto-populates the
Parent Status information entered during the Parent
project application.

2. Step 2 Building Permit Details > Location In this step, the application auto-populates
the location of the building entered during
the parent project application.

3. Step 2 Building Permit Details > Insurance & | Applicants must enter the contract amount

Contract Amount and their insurance details in this step.

4, Step 3 Contacts> Applicant During this step, the applicant enters their
information in the building permit application
form.

5. Step 5 Documents > Attachments Upload two mandatory documents:

e Current Workers Compensation
Certificate
e Preliminary Construction Schedule
Or any other document relevant to your
project in PDF format only

6. Step 6 Review During this step, applicants can review their
application and make any necessary changes
before submitting.

7. Step 7 Record Issuance Building Permit Application is submitted,
and the eServices Portal issues a “Record
Number.”
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1.2 Contractor Workflow

The Building Permit Workflow for Contractors is different from the Owner-Builder Workflow. The applicant
must enter information for the Contractor and the Contractor’s Representative to ensure the permit
application is routed appropriately.

No. Step # Building Permit Workflow Description
1. Step 1 Parent Project Status > Validate Parent | This step validates and auto-populates the
Status information entered during the Parent
project application.
2. Step 2 Building Permit Details > Location In this step, the application auto-populates

the location of the building entered during
the parent project application.

3. Step 2 Building Permit Details > Insurance & Applicants must enter the contract
Contract Amount amount and their insurance details in this
step.
4, Step 3 Contracts> Applicant During this step, the applicant enters their

information in the building permit
application form.

5. Step 3 Contacts > Contractor’s Representative | The applicant enters the contractor’s
representative information in the building
permit application form.

6. Step 4 Professionals > Contractor Applicant is entering the contractor’s
information in the building permit
application form during this step.

7. Step 5 Documents > Attachments Upload two mandatory documents:
e Current Workers Compensation
Certificate

e Preliminary Construction Schedule
Or any other document relevant to your
project in PDF format only

8. Step 6 Review During this step, applicants can review
their application and make any necessary
changes before submitting.

9. Step 7 Record Issuance Building Permit Application is submitted,
and the eServices Portal issues a “Record
Number.”
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2 Create Building Permit Application — UCDH eServices Portal

The University of California (UCDH) is implementing a new electronic process for submitting a
Building Permit (BP) application through its eServices Portal. The BP application must be submitted
to amend a Parent Project. Before a BP application can be created in the eServices Portal, the
parent project’s project workflow must have the project’s overall record status set to “Approved—
Pending Permit.”

2.1 Application Dashboard
Search and select the Parent Project for which the Building Permit (BP) will be submitted. The status
must be “Approved — Pending Permit” (as shown in the screenshot below).

Click the “Amendment” link button to start your BP application.

Building Department eServices Portal
HEALTH and Fire Prevention

o w Fire Prevention

Create Application Search Projects Sthedute an inspection
Records
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Select the “Application for Building Permit” radio button and click the “Continue Application” button to
open the BP application workflow.

Building Department eServices Portal
HEALTH and Fire Prevention

Home Fire Prevention
Search Projects Schedule an Inspection

Setect an Amendment Type

Chvocoe ome of e Sohwiry svedsbde srverrtevert trpes. o o

LTS TR

P UCDH Pt Apphiaton
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2.2 STEP 1: Parent Project Status > Validate Parent Status

When you click the “Continue Application” button, the application validates the parent project
record number.

Home Fire Praventon

Create Applcation Search Projects Schedude an Inspection

Application tor Duling Permit

Farert Shing ; .
t S act 2 '[’;:).\:. Pursd 3 Profeasienss 4 Docunents S Raven

Step 1. Parent Project Status > Validate Parent Status
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2.3 Save and Resume Later Button

If you click the “Save and resume later” button, the application process stops, and the user is
redirected to the Project List page. The eServices Portal issues a temporary Project ID and displays
the application in the user’s project list. Users can “Resume Application” at a later time. The
temporary application will be saved in the UCDH eServices Portal for 60 days before getting
purged, and the applicant will have to restart a new building permit application.

Building Department eServices Portal
HEALTH and Fire Prevention ervicesTo

Home Fire Prevanton

Create Applcation Search Progects Schedude an Inspection

Your partial application (25TMP-000321] has been successfully saved.
To resume the application|x), go 1o the Records secbon and click the Resurme Application link
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2.4 STEP 2: Building Permit Details > Location

This step is auto-populated with the Building Name and Number from the original project application.

Building Department

eServices Portal
HEALTH and Fire Prevention ;

Home [ESSSSE e Prevention

Creane Applcnion Search Frojeces Scheduie an irepection

Application for Buddng Permit

o S Busgpt 2 fathing Perwd  Comcaets o Prokasinds B Omwen
Suna weats

Step 2:8unding Permit Details >Location

Budiding Location / No

FROJECT TYFE

=g Mave

Click on the “Continue Application” to move to the next screen.
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2.5 STEP 2: Building Permit Details > Insurance & Contract Amount

Enter the required fields marked with (*) asterisks.

Homae Fire Pravention

Create Agpacation Search Projects Schedule an Inspection

Agplicanon sor Barlong Parmi

1 Farent Ivoses ? g:‘;"('-"" ¥ Cartacts & Sromyrscean 5 Deowreety "

Step 2. Bullding Permit Detalls > Insurance & Contract Amount

Application Details
WL, Cost, & Owmar Bailer Owresr Susditer | Comtracior
Craveseen - Uader | € mr,""“;// w ) * Comtract Myroum
: : .
Wisrbers Cumpanmstioes Croetsge Warkery Lumpamasss folay 4

* Warkens Carpernation Poley Lipreton * Warkers Conpensrtion Coverage

Owner-Bullder Declaration

prn x|
Ep—l

OWNER BURDER
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2.5.1 WC, Cost, & Owner Builder — Contractor Value

If you select the value “Contractor,” the following screen is displayed and requires you to enter the
following mandatory fields:

e Workers Compensation Coverage

e Workers Compensation Policy Expiration

e Contract Amount and

e Workers Compensation Policy #

The default value of the field “Workers Compensation Coverage” is “Insured through carrier.”

Mo Fire Prevesnion

Croate Apphcanon Search Progects Schedule an Inspection

Applicauon for Bulang Permit

1 sl:::.l Progect 2 Bubenyg Perest 3 Coracts & Pratessns % Decamern 3

Cmtaes

Step 2: Bullding Permit Details > Insurance & Contract Amount

Application Details

WL, Cont, & Owner Bulkder

Trarrmt-Mighder | Conbracess * Cortract Amomnt
Worsers Compensaton Covenge Worken Compersatan Polcy ¢
S Workers Compensation Pollcy Exedouton

Owner-Builder Declaration

OWNER BUILDER

Click on “Continue Application” to move to the next section.
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2.5.2 WC, Cost, & Owner Builder — Owner-Builder Value

If you select the value Owner-Builder in the “Owner-Builder / Contractor” field, you must also fill out the
“Owner-Builder Declaration” section. The following fields in red asterisk (*) are required:

e Contract Amount

e Workers Compensation Policy #

Home m Fire Pravontion

Croate Applicasion Search Projects Schodule an Inspection

Applcation for Bullang Purmis
1 ’:‘:‘::l' Project 2 ?}‘_';':":‘5 Pomt $ Cortachy A Frowcasrer & Dpcasrarty - 7
Step 2: Bulding Permit Detaits > insurance & Contract Amount

et 4§ e v

Application Details

WO, Cont. & Owaer Huikder

P Ownee-Bulder / Contracion Contract Amount:

*Worken Compamation Coewage * Workms Compersatian Polcy #

Owner-Builder Declaration
OWNER, BUILDER

L1 1, o the ommor of the Jroperty, OF My empiopons With wages a8 thoi 3080 compensation wil do e work. a0 the structur it not IMandoed or oMaved for saln [Section J0A4. Buminess and Pr ‘o Code
Thae Contracions License Law doss 008 spply 10 an ownir of property who buildh o bvpeoves thatetn, snd wheo dous such work hivnal! or Becugh his ows amgioyess, priovided thad such vgeovsenents sre not
mimndnd ar offered for sale I however, the buliting or Irgeowmesent i sokd within one yese of comyrietion. e owmne -ttder will have the burden of proving that b did not butd o srpoove for the pepose of
s

2 L tha oweer of tha progerty. s sstiusively coniacting with Sesnsed comfracion 1o consinet the project (Sec 7044 Dusiness atd Prodessions Code The Contracion's Loemss Law toes not spply to an
owner of progarty who bution o1 smproves @t therecn. and contracts for such progects with 3 contbiacios s licanss parsuant 1o the Contractor's Licenss Law |

311 aemgt under the foliowensg Secton Buliding end Prufessond Code foe the fted raason. |phesie exglain below!

You must select one checkbox, as the “Owner-Builder Declaration” is a required section. If the third
declaration box is checked, please enter an explanation into the text box that appears:

Owner-Bullder Declaration

OWNER.BURDER

111 4 25 the cawner of

e propesty, or my wnploy

1th wages a5 thew 3040 compess.
The Contrctoe s License Law does not apply 1o o of property who b
Imonded or ofered for sale i howevet the budding o imgeowsment b5 3ok
sale)

»o ot miended or ftesed lor sale Secton /044, Sainess and
L and who oy such woek Termosel! o ¥ k soch i
phetion, the owrwe - budder will hase mperowe fo

within soe year of ¢

w burden ol proving 2at he did not Buld o W pUpoLe ol

21 L o the omrnier of 1he prooety. sm exciushwly CONDBCTING with loensed Contraciors b wICt the froject (Soc. 7044, Buskes and Frofessons Comde: The Contracioe's License Law Sows not appty 1o an
Cwnier of propeny who budds or Fperoves it Therson. and Comracts Sor sch Drojects with & Cordtacion's beemee et to the Comtractons Licemu Law )

311 am ansinpt under O Solloweg Secton Bulding ated Profesuons Code for (he [Hted Meaon. [phlesse axplen Dalow)
<]

* 3300 I e Jrd dectaation is checked, pleass spfan
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2.6 STEP 3: Contacts >Applicant

This section allows an applicant to select a contact from the account or add a new contact in the BP
application.

Selecting “Select from Account” allows the applicant to attach their public user account to the
application/record and manage attachments. However, selecting "Add New" only adds the contact's
information and does not add their public user account. They will receive correspondence but cannot
view/manage attachments unless their public user account is attached to the record.

Creste Applcation Sewrch Projects Scheduie an Inapection

Apglication lor Bulldng Permn

o Parennt Projece Buiston Pervet
Statia * Detats

Step 3: Contacts > Appiicant

Applicant - Building Permit

Eraties you %
welect an maistng
contact in your
apgteation

ASd & N comact
to your appiicaton

2.6.1 Select from Account

Clicking on the “Select from Account” button will connect the applicant to the public user account and
the application/record if they were the actual applicant for the building application.

Home NEIEECHE Fire Provention

Croute Application Search Progects Schedule an nspection

Application for Dullcding Peema

s Parent Progect s Buddng Perms
! Stawn :

< Deeals $ Contachy 4 Msbersioras $ Decuemeeds ¢ ?

Step 3:Contacts > Applicant

rvie el Pedt

Applicant - Building Permit

" i v A 1A t n T et it . Ok + s {12 e et
CIMIIET AdeE WCTeySAly l

) ;
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2.6.2 Add New - Contact Information Screen

Clicking on the “Add New” button will bring you to this screen, where the applicant must enter the
required new Contact information.

Contact Information

* First Middie *Last
Legal Business Name

Wark Phone * Mobile Phone

* Contact E-mait: Fax

Click the “Continue” button to move to the main screen.

The following message and contact information is displayed once the new contact has been added to
the BP application.

Home [EETTTN Fire Prevention

Create Appicaton Search Projects Scheckle an Imspection

Appication tor Bulaing Permit

Parwr Progect 5 Bussding Permet . = Do
R by ? ',x—,nlr,“ 1 Cortarn 4 Mratwmscrab % Docsrwrts L]

Step 3:Contacts »Applicant

Applicant - Building Permit

Click the “Continue Application” button to move to the next screen.
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2.7 STEP 3: Contacts > Contractor’s Representative

This section will appear if you select the “Contractor”’ option. This screen allows the applicant to enter the
“Contractor’s Representative” contact information.

rooe JEEERIN  fire Pressrooe

earcr vrgects Schogude an Iregection

AOTECaTON 1oe BUSEYg Perrre

Purers Pgec Ouatrg Pern . - Y —"
7 3 ) Commen PTer—. - .
Seep 3. Contacts » Contractov's Represontathe

O Modide Mama sowl (rmm sr te Camtrgrtnn's begeemmtowwe dut ad be egeerstd a0 sqman doe Banbe) Faore Acte oncn (Vandy Sud ) ol o

ey vl bt 1oiin) ) smgts & Ve sqptens Mwinagh Thmassept

Comtracior's Represemative

AGE 0 new comiact
T"’ your applcaion
A an austing
= r

conmect from your
appleabon

Contact Information

*Frst Middie *Last

Legal Busness N.l.!;-a Work Phone * Mobile Phone

Address Line 1 *Contact E-mail

Address Line 2 Ciy State I

Home w o Pravarticn

Creme Appbcanan Search Progeen Tehedde A mpaction

Application for Buslsing Perme

o S Pt 2 B Perest | Coommcn & St aran & Caarmnn . ’
Step 3. Contacts = Contractors ﬁwﬂuwe
Ehaarn wmrer 1he Pavwe [rhs Motde Duam arel frrmd boe e Cormmm 100y Megrmamstores f1 Al b snocrretse Y epreg e Sud ey Perve: dpde evar vy it ol OF HWW T T TALTT SR N e
arw oy 1 (b Cnge

Click on the “Continue Application” to move to the next section.
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2.8 STEP 4: Professionals > Contractor

This section will be displayed if the applicant selects the “Contractor” option. This screen allows the
applicant to enter the contractor's information. The contractor value in the “License Type” is a default
value. The applicant is allowed to enter only the contractor information in this section. They must also
enter the mandatory information highlighted in red asterisks (*).

e T —

Crame Apgdaasson Seaweh Prcjects Schedule an spaction

APPEICITOn Sor Bkveg eme

[ ' Mf.‘-:)-'—m ' Tomtwn 4 v s § Docewes & Newwe ’

Stop 4 Profesvionals > Comtractor

vpmt b

Primary Contractor

Chehk s dutton 1o 8dd your
Contractor's information

Enter the mandatory fields highlighted in red (*) asterisk.

Licensed Professional Information

* License Type: * State License #:
Contractor v
*Name of Business: * First: *Last:
* Address:
Address Line 2: *City: * State: *Zip:
--Select-- ¥
* Mobile Phone: Work Phone:

* Contact E-mail:

Save and Close m Discard Changes
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The following screen and message will be displayed once the contractor’s information has been
successfully added to the BP application.

- Fire Prsention

Crmate Applcanon Search Projects

Schedude an bupection

Appraten sor Buliding Purmit

1 2 P ey 1 Corescn 4 Pasersxean § Cocevern

Step 4. Professionals > Contractor

AERCIT0 2T vy PACARRUICNER IV 1w naw bawd Lincher the Pasers Prowes Becand | crnd Profeasan sl o what strady sem on 1he §
- nat Messe venty!

o Typmm theogaduomnr

Click on “Continue Application” to move to the next section.
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STEP 5: Documents > Attachments

The “Documents” section allows the applicant to upload two required documents to submit a Building

Permit Application:

1. Current Workers Compensation Certificate
2. Preliminary Construction Schedule

The file naming convention for the two required documents for the Building Permit Application is listed in
the table below. Please ensure that you follow the required naming convention.

No.

Document Type

File Naming Convention

File Naming Convention
(Example)

Description

Current Workers
Compensation Certificate

WCIC_<UCDHProject#>#>_<Accela
Record ID>.pdf

WCIC_9559310_B25-0012.pdf

Contractor:

Attach a copy of the
project “Certificate of
Insurance.”

Owner Builder:
Attach the “Certificate of
Consent” to Self-Insure.

Preliminary Construction
Schedule

Schedule_<UCDHProject#t>_ <Accela
Record ID>.pdf
Schedule_<UCDHProject#t>_<Accela
Record ID>.xlxs

Schedule_9559310_B25-0012.pdf
Schedule_9559310_B25-0012.xIxs

This schedule is the
Preliminary Construction
Schedule for the project.

Click the “Add Documents” button to upload the two mandatory documents.

Home Fire Provention

Create Application

Application for Dulding Permit

1 2 § Comaces

Stop 5: Documents > Attachments

Search Projects

Schedule an Inspection

4 Peotesionea % Dotamenty

& Pwown

7 Recond lisuesce

Thes sppdic 21100 trpe rorpumn:

Curmrem Worken Compensanan Cortificam
Preliminary Comsruction Schecule

Warre Yo

V4 30 A2 o fralsaatu) R{ e O TRSOLATINTS

v e {ipdare
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2.9.1 File Upload

This screen uploads and displays the two mandatory documents required for the Building Permit
Application. Once the status bar shows 100%, click the “Continue” button.

File Upload

The maximum file size allowed is 400 MB.
Please upload PDF files

I~

(my
WCIC_9559310_B25-0025.pdf 100%
Schedule_9559310_B25-0025.xlsx 100%

Please follow the file naming
onvention when uploading
the two files

4 k
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Select the value for the document type from the “Type” list, which you have uploaded to the application,
or the two mandatory documents will not be saved, and you’ll receive an error message.

Stop 5. Documaents > Attachmants

Attachment

TYon SEpieatoe trps 1oQuies oo 4o JSETHE the folowing o of Bo0ITeTEE

Curment Workers Comperaation Cerifcins
Berdimirary Conenu non Ahetule

Tyr»

* Type:

Dwsrtiptonny

Make sure you match the uploaded file name with the type of document you’ve uploaded.

Click the “Save” button to save the uploaded documents. Then, click the “Continue Application” button
to move to the next screen.

Type

Duicrvptaon

B3
I [l
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This screen displays the message when the applicant has successfully uploaded the two documents.

Homa Fire Prevoncion '

Creste Application Search Projects Schedule an Inspection

The sttachment(s) has/have been succassfully uploaded.
It may take a few minutes bedore changes are reflected

Application for Duticing Permmit

! i 1 Contacrs 4 Profesuonale 5 Docamants 6 Reverw T Recond lssupnce

Step 5. Documents >Attachments

Thee mobcamen trer rpares pou % seterd P Fbbweng tpes of SouaTmeT

Cumars Workers Compensation Ceraficams
Pretimimary Conuruction Schedule

£ AL

Norme Tove —re Lavrre Notmee Acton

Cumeet Wowsen
Cowpernaten Cetfale 1660 0300112024 v

Prelrsnary Contruction -
P 821K LN -
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2.10 STEP 6: Review

The Review page displays all data entered into the BP application; make any necessary edits by clicking
the Edit buttons and changing the erroneous information. When the information is satisfactory, click
Continue Application to submit your application.

Crame Applcation Sawech Progeces Schadde an Inspection

Application tor Buiding Permet

1 ? + Contacm 4 Profesisnais * Docsvwsm & Rewew

Step 6: Review

Application Detaits

WIL G 1 et S n
v Bk — et Ty Te— X

Check the checkbox and ensure you receive the date you submit your building permit application.

G

Click on the “Continue Application” button.
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2.11 STEP 7: Record Issuance

The eServices Portal displays the Building Permit Application submission confirmation page as the last
step. The application details are also emailed to all contacts in your application.

Fome QTGN Fire Provencon

Cresste Applicasion Scarch Projeces Schedule an inspoctian

Application for Butding Permit

' 2 1 Comtacty + Poylentions ' Doosmonts & Fewiow 7 Racont isasance

Step 7: Record Issuance
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You will need thn record rramber to check the statum of your sppication

Congratulations!!
You have successfully submitted an Application for Building Permit.

NOTE: When the application for the Building Permit is successfully submitted, the Building Department
will receive an automatic email notification. If your Building Permit has not been issued within 10 business
days, contact HS-BuildingDeptPlanReview @ucdavis.edu.
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