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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: 

• 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 

Parent Status 
This step validates and auto-populates the 
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 & 
Contract Amount 

Applicants must enter the 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: 

• Current Workers Compensation 
Certificate 

• 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 

Status 
This step validates and auto-populates the 
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 & 
Contract Amount 

Applicants must enter the contract 
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: 

• Current Workers Compensation 
Certificate 

• 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. 
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Select the “Application for Building Permit” radio button and click the “Continue Application” button to 
open the BP application workflow. 
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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. 
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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. 
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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. 

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. 

13 | P a g e 



  
 

  

         
 

  
   

  

   

  

   
 

   
 

 
 

   
 
  

UCDH – Building Permit Application 

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: 

• Workers Compensation Coverage 

• Workers Compensation Policy Expiration 

• Contract Amount and 

• Workers Compensation Policy # 

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

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: 

• Contract Amount 

• Workers Compensation Policy # 

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: 
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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. 

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. 
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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. 

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. 

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. 

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 (*). 

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

Click on “Continue Application” to move to the next section. 
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2.9 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 

1. Current Workers 
Compensation Certificate 

1. 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. 

2. Preliminary Construction 
Schedule 

1. Schedule_<UCDHProject#>_<Accela 
Record ID>.pdf 

2. Schedule_<UCDHProject#>_<Accela 
Record ID>.xlxs 

Schedule_9559310_B25-0012.pdf 
Schedule_9559310_B25-0012.xlxs 

This schedule is the 
Preliminary Construction 
Schedule for the project. 

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

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. 

23 | P a g e 



  
 

  

  
 

 
 
  

UCDH – Building Permit Application 

This screen displays the message when the applicant has successfully uploaded the two documents. 
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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. 

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

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. 

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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