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Purpose: 

This user guide provides step-by-step instructions for completing the Job Card submittal in Accela. It is the 
Design Professional of Record’s (DPOR) responsibility to prepare and submit the Job Card in the Accela 
eService Portal. 

The Job Card can be downloaded from the Building Permitting website: 
https://health.ucdavis.edu/facilities/work-with-us/permitting 

Reference related documents: 
• Information Bulletin IB-106.0 and 
• Job Card Form F-306.0 
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STEP 1: 

SECTION A 
The Design Professional of Record (DPOR) 
is responsible for preparing “Section A” 
of the Job Card and all required fields 
marked in red (*) asterisks. 

• UCDH Project Name: 
• Enter the complete UCDH Project 

name. 
• UCDH Project No: 

• Enter the complete UCDH project 
account number here. 

• UCDH Project Manager: 
• Enter UCDH Project Manager’s name 

• Email / Phone: 
• Enter the UCDH Project manager’s 

email and Phone number 
• Project Address: 

• Enter the physical address for the 
project location. (For Sitework 
projects, enter “N/A – Sitework 
Only”) 
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SUBMITTING NEW – INSPECTIONS JOB CARD 

 

     

 

 

   
    

 

      
     
   

   

   

STEP 2: 

SECTION B 

The Design Professional of Record 
(DPOR) is responsible for preparing 
“Section B”. 

Check all boxes for inspections that will 
be required for the project and enter 
the information outlined in the Red 
box. 

UCDH Project Name: UCDH Project 
Name 
UCDH Project No.: UCDH Project 
Number 
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SIGN OFF SHEET – INSPECTIONS JOB CARD 

 

     

 

 

    
   

      

STEP 3: 

SIGN OFF SHEET 

DPOR prints their First and Last Name and 
signs the Sign-Off Sheet. 

Note: The Job Card is not approved at this 
stage. 
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FILE NAMING CONVENTION - INSPECTIONS JOB CARD 

 

     

 

          

          
      

 

STEP 4: 

1. Assistance is available Monday–Friday, 9:00 am – 4:00 pm PST, excluding California State holidays, by emailing: 
BuildingInspections@health.ucdavis.edu 

JOB CARDS should be submitted in PDF Format ONLY 
Document Type File Naming Convention File Naming - Example Description 

Job Card <JobCard>_<UCDHProject#>.pdf Job Card_9559310.pdf Original Job Card 
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UPLOAD INSTRUCTIONS – INSPECTIONS JOB CARD 

STEP 5: 

1. Upload your Job Card by logging in to your Accela 
eServices Portal. 

2. Click on the Record ID. 

3. Navigate to the Digital Projects tab. 

4. Upload your Job Card in PDF format ONLY. 
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UPLOAD INSTRUCTIONS – INSPECTIONS JOB CARD 

 

     

  

      
 

     
 

      

      
 

STEP 5: Continued… 

1. Enter the “File Name” using the required File 
Naming convention. 

2. Select “10-Initial Submission” for the field 
Virtual Folder. 

3. Select “Job Card” for the field “Doc Type”. 

4. Click on the “Submit” button to upload your 
revised Job Card. 
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RETURNED – INSPECTIONS JOB CARD 

INSPECTIONS JOB CARD – RETURNED EMAIL 

• You will receive an email notification when your 
Revised Job Card is “Returned”. 

• Refer to the email for “Comments” requiring 
corrections and resubmission. 
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Job Card Revision #1 is provided by the DPOR to include the “Responsible Agencies” and “Individuals”. The 
Applicant submits the revised job card through the portal (via the Digital Projects tab) for review and approval 
by the Building Inspections Supervisor. The Job Card is stamped as 'Job Card - Approved' and uploaded to the 
parent project record in Accela. 

The Design Professional (DPOR) prepares Job Card Revision 1 and all other revisions. Job Card Revision 1 will 
serve as the first approved job card. 

To prepare a “Revised Job Card” after the initial plan approval, follow the steps in the next 3 slides. 

JOB CARD - Approval and Stamping 
* Upon review and verification, the Building Inspections Supervisor will stamp the job card as “APPROVED.” 
* This stamp signifies official approval of the revised job card for continued inspection and record purposes. 
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SUBMITTING REVISIONS - INSPECTIONS JOB CARD 

STEP 1 

SECTION A 

The Design Professional of Record (DPOR) is 
responsible for preparing “Section A” of the Job 
Card and all required fields marked in red (*) 
asterisks. 

1. Revision No: 
• Enter the Job Card Revision Number 

2. Amended Construction Document (ACD) No: 
• Enter the number when Applicable. 
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SUBMITTING REVISIONS – INSPECTIONS JOB CARD 

STEP 2: 

SECTION B 

1. Download the “Job Card – Reviewed” and 
“Stamped” PDF document by logging in to your 
eServices Accela. 

2. Add responsible Agencies/Individuals for each 
checked inspection or test item. 

3. Clearly mark each revision with a numbered 
delta (Δ) symbol. 

4. Enter the ACD No., If Applicable or leave this 
field blank for Plan Review Submission. 
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SUBMITTING REVISIONS – INSPECTIONS JOB CARD 

STEP 3: 

SECTION C 

JOB CARD SUMMARY OF CHANGES section is provided to 

document the revision details. The fields listed below are 

required. 

Revision Number: 
• Label each delta in the revision notes 
• Enter a new number for each revision change. This 

revision number should match in “Section A" 
Synopsis of Change: 

• Add responsible Agencies 
Architect/Engineer of Record: 

• Signature (Initial/Date) 
Structural Engineer of Record: 

• Enter N/A if not applicable 
• Signature (Initial/Date) 

Date of Effective Change: 
• Current Date 
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FILE NAMING CONVENTION - INSPECTIONS JOB CARD 

 

     

 

            

          

    

      
      

 

 

STEP 4: 

1. After submitting the revised Job Card, intake and approval processing can take up to 3 business days. 

2. Assistance is available Monday–Friday, 9:00 am – 4:00 pm PST, excluding California State holidays, by emailing: 
BuildingInspections@health.ucdavis.edu 

JOB CARDS should be submitted in PDF Format ONLY 
Document Type File Naming Convention File Naming - Example Description 

First Revision <JobCard>_<Rev1>_<UCDHProject#>.pdf Job Card_Rev1_9559310.pdf 1st Revision 

Second Revision <JobCard>_<Rev2>_<UCDHProject#>.pdf Job Card_Rev2_9559310.pdf 2nd Revision 
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UPLOAD INSTRUCTIONS – INSPECTIONS JOB CARD 

STEP 5: 

1. Upload your revised Job Card by logging in to your 
Accela eServices Portal. 

2. Click on the Record ID. 

3. Navigate to the Digital Projects tab. 

4. Upload your revised Job Card in PDF format ONLY. 
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UPLOAD INSTRUCTIONS – INSPECTIONS JOB CARD 

STEP 5: Continued… 

1. Enter the “File Name” using the required File 
Naming convention. 

2. Select “Project Documents” for the field Virtual 
Folder. 

3. Select “Job Card” for the field “Doc Type”. 

4. Click on the “Submit” button to upload your 
revised Job Card. 
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APPROVED – INSPECTIONS JOB CARD 

INSPECTIONS JOB CARD – APPROVAL EMAIL 

• You will receive an email notification when your 
Revised Job Card is “Approved”. 

• Go to the Attachments section of your project in 
the Accela eServices Portal to download the 
latest Stamped, Approved, Revised Job Card. 
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