SJIPermits — PW Application Overview

SJ PERM ITS_U RB Public Works Application

Overview Guide

At SJPermits.org you can apply for a variety of Public Works permits. For a complete listing of the available
permits please visit the Public Works Online Application Page. This guide provides an overview on the
Public Works application process. For your submittal to be deemed complete, to begin the initial review

process, you must complete Steps 1 through 8 as outlined in this guide. If you have any issues with your
account, please send an email to: OnlinePermits@sanjoseca.gov
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Step 1 — Applying for the Permit
Once you have logged into your account, to begin your permit application, click on the “Apply for
Permit” button from the My Services page.

| B MY SERVICES |
Export My Projects Public Information Search Update Personal Info Sign Out

My Services

Note: Inspections can only be scheduled from the My Services Page.

If you have been redirected from the Inspection Portal, please refresh to see updates to your applications

To continue an incomplete application, click Detail to view the permit and select "Continue to Submit Application” at the top

Apply for New Permit Pay for My Permits Manage Inspections MH Self Certification
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Step 2 - Choosing the Application Type
On the next page you will be presented with the option to select between different Public Works Folders.
You will need to make the following selections:

1.

Apply on Behalf of — If you see this dropdown then your account has been added as a member to an
organization. Depending on the type of membership you have been granted will determine if you are
considered the Applicant or Contact of the application. See the Apply on Behalf of Guide for more
information. Note: Public Utilities Permits requires the use of this feature.

Select an Application Group — As this guide is for Public Works you will select Public Works from this
drop down.

Select an Application Type — This is where you will select the Public Works application. To see the
different permits offered visit the Public Works Online Application page.

Select an Application Sub Type — These are the different types of permits for the Application Type
you are applying for.

Select an Application Work Type (if Applicable) — This is where you select additional information for
the permit application. For Development the options are typically either Residential or Non-
Residential. If your project is residential only or mixed use, select the “Residential” work type. Public
Utilities permits will have different options. See the Public Utilities instructions for more information.

[) ADD NEW APPLICATION

Apply on behalf of

[2) DETAILED INFORMATION OF NEW APPLICATION

1 v

Select an Application Group *

2 Public Works v

Select an Application Type *

3 Grading & Drainage Permit v

Select an Application Sub Type *

4 Hillside v

Select an Application Work Type *

5 Residential v
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Step 3 — Select Your Primary Property

On the next page you will be asked to search for a property that will be made your “Primary” property. The
property you select should be one that is the largest of the parcels you are proposing the work on. However,
you may select any property, street segment or street intersection as your primary property.

Except for Public Utility Permits, you will be presented with three different options to search for your primary
property. Public Utility Permits will only be presented with one option which is identified as the third bullet
below. The searches allow for “wildcard” searches, so you don’t have to get an exact match on your query.
Refer to the help text on the page as well as the Property Search and Selection Guide on how to do property
searches.

The methods available to search for the property are:
e Search by Assessor Parcel Number (APN)
e Search by Address
e Search by Street Segment or Intersection

SEARCH BY ASSESSOR'S PARCEL NUMBER (APN)

Enter Assessor's Parcel Number with no spaces or dashes.
Example: APN 235-12-003 should be entered as 23512003.

Wildcard (%) searches are permitted.. For example 261% will return all properties in book 261.

SEARCH BY ADDRESS

Do NOT enter a direction (N, S, E, W).
Do NOT enter type of road (Ave., Rd., St etc.)
Partial entries and wildcard (%) searches are permitted.

Example: 200 Santa and 200 % Clara will both return data for 200 E Santa Clara St.

House or Building Number:
Street Name:

Unit #:
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SEARCH BY STREET SEGMENT OR INTERSECTION

Search by street segment or intersection by the following methods:

Street Segment:  Search by entering the street name where the work will be occuring. Further refinement can be done by entering the
cross streets where the work will be done in the Street Location box. Wildcards can also be used. Example: Work

will be done on E. Santa Clara Street between 4th Street and 5th Street. You can enter % Santa% in the street name

and %4th% in the Street Location box.
Intersection: Search by entering the location of the intersection in the Street Location box. For example for the intersection of the

4th and Santa Clara you can put %4th% in the Street Name or %4th% %Santa% in the Street Location box.

Street Name Type

Street Location

After you submit your search you will be presented with the search results. From here you will be able to:
1. Adjust the number of results shown on the screen
2. Filter through the results utilizing the “Search” box at the top right
3. Select your Primary Property by clicking on the “Select” button next to the Property you wish to make
your primary property.
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SELECT PRIMARY PROPERTY

PROPERTY SEARCH RESULT

1 Show | 10 ~ |entnes 2 Search: |
Select Street Address Unit City, State Zip Code APN Number Location
1267 UNIVERSITY AV 2 SAN JOSE CA 95126 26114087
Select

1195 UNIVERSITY AV fl SAN JOSE CA 95126 26113033
Select

862 PARK AV SAN JOSE,CA 95126 26140122
Select

850 PARK AV SAN JOSE,CA 95126 26140122

poo

854 PARK AV SAN JOSE,CA 95126 26140122
Select

w

870 PARK AV SAN JOSE,CA 95126 26140122

866 PARK AV SAN JOSE,CA 95126 26140122
Select

1156 MAGNOLIA AV 2 SAN JOSE,CA 95126 26121034, more...

11

Select

Step 4 - Selecting Additional Properties

Once you have selected your primary property you will be on the Additional Property Screen. Here you will
see summary information for your permit so far. This includes a summary of the Application Type, Primary
Property Details and Applicant People information. If your project spans multiple properties or multiples
streets and/or intersections, you will want to add all pertinent properties to your application. This page is
where you will do that.

On this page you will also have the options to cancel the application or to continue to the next step, if you
don’t have any additional properties to add. To add more properties to your application, click on the “Add
Additional Property” button. If you don’t have any additional properties to add then click on the “Next”
button and go to the next step in this document.

B PRIMARY PROPERTY

Application Type : Driveway Permit | Combination |

Primary Property Details : 862 PARK AV SAN JOSE, CA 95128

People Information : JOE DYKE COMCAST

PROPERTY(IES) DETAIL(S)

Property Address Location PropertyRSN Delete
862 PARK AV SAN JOSE, CA - 95126 485903

Cancel Application Add Additional Property
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Step 4.1 — Add Additional Properties (Optional)

Click on the “Add Additional Property” button and you will be presented with the same property search
options as shown and discussed in Step 3. After you submit your search the results page differs from the
Primary Property selection screen, with some exceptions. From this screen you will be able to:

1.
2.
3.

Adjust the number of results shown on the screen

Filter through the results utilizing the “Search” box at the top right

Select the Property(ies) that pertain to your application from the search results. You will select the
property(ies) by clicking on the check box in the “Select” column. Properties can be selected from any
of the search result pages and they do not have to still be shown on the screen to be added to the
permit. See the other guides and videos on adding properties for more information.

Add the Property(ies) to the application by clicking on the “Add Property(ies)” button

Click on the “Continue” button to return to the main “Additional Property Screen” without adding any
properties.

Click on the “Return to Property Search” to perform a different search if the property(ies) you were
looking are not present from your previous search.

SELECT APROPERTY
PROPERTY SEARCH RESULT

1 Show . 10+ |entries 2 Search:
Select Street Address Unit City,State Zip Code APN Number Location
O 1267 UNIVERSITY AV 2 SAN JOSE,CA 95126 26114087
(] 1195 UNIVERSITY AV 2 SAN JOSE,CA 95126 26113033
m] 850 PARK AV SAN JOSE,CA 95126 26140122
O 854 PARK AV SAN JOSE,CA 95126 26140122
O 870 PARK AV SAN JOSE,CA 95126 26140122
[m] 866 PARK AV SAN JOSE,CA 95126 26140122
] 1156 MAGNOLIA AV 2 SAN JOSE,CA 95126 26121034, more. .
0 440 N MORRISON AV 10 SAN JOSE,CA 95126 26103055, more...
O 1076 PARKINSON CT 2 SAN JOSE,CA 95126 26141055, more...
O 777 LENZEN AV 2 SAN JOSE,CA 95126 26104041
Showing page 1 of 50 Previous n 2 3|4 5| .. |50 Next

6 Return to Property Search Cancel Application 4 ‘Add Property(ies) 5 m
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Step 4.2 — Delete Properties from Application (Optional)
Once you have added the property(ies) to your application you will be redirected back to the Additional
Property screen. The screen will now contain property(ies) you added to your application. You would have
the ability to repeat the process if you needed to add more properties to your application. You can also
delete any properties that were added by mistake, except for the Primary Property, by clicking on the
“Delete” button next to the property.

B PRIMARY PROPERTY

Application Type : Driveway Permit | Combination |

Primary Property Details : 862 PARK AV SAN JOSE, CA 95126

People Information : JOE DYKE COMCAST

PROPERTY(IES) DETAIL(S)

Property Address Location PropertyRSN Delete

866 PARK AV SAN JOSE, CA - 85126 485896 Delete

870 PARK AV SAN JOSE, CA - 95126 485897 Delete

854 PARK AV SAN JOSE, CA - 95126 485901 Delete

862 PARK AV SAN JOSE, CA - 85126 485903

Cancel Application Add Additional Property
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Step 5 — Adding Project Collaborators
After you have selected your primary property and any additional properties you will be taken to the Project
Collaborators page. On this page you will see the people who have been identified as project collaborators.
When you initiate the permit application there are set permit collaborators that get added to the application
automatically and will vary on whether you use the “Apply on Behalf of” feature or not. Typically, the person
who starts the application will see themselves as the Applicant and the property owner of the Primary
Property will be added as the Owner in the application. If you selected a street segment or intersection as
the primary property, then there will be no owner listed in the collaborators page.

From this page you can:
1. Add Additional Collaborators

2. Proceed to the next step

3. Cancel the Application

4. Return to My Services to Continue the Application Later

5. Go back to the Properties page to add additional properties if you missed any

PROJECT COLLABORATORS

RoleType Name Organization Delete
Applicant JOE DYKE COMCAST
Owner SMITH JOHN

1 2

5 4 3
Return to My Services 'D Cancel Application Add Collaborator m

After you click on the “Add Collaborator” button you will have three options:
1. Add a new Collaborator to the application (See Step 5.1)
2. Add another Role to an existing Collaborator (See Step 5.2)
3. Go back to the Project Collaborators main screen

1 2
O Add New Collaborator © Add Additional Role to Existing Collaborater

3
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Step 5.1 — Add New Collaborator (Optional)

To add a collaborator that does not currently exist in the application select the “Add New Collaborator”
radio button to bring up the Collaborator Search screen. From the search screen you will have the options
available to you to search for collaborators:

1.

vk wnN

First Name

Last Name

Email address
Organization Name
PeopleRSN

SEARCH CRITERIA

You must fill at least one field below before clicking on Search

Partial entries and wildcard (%) searches are permitted, except on the PeopleRSN field

Example: In the family name, Smith and Smith% will both return data for Smithson

1 First Name 2 Last Name 3 Email

4 Organization Name 5 PeopleRSN

You may use as many of the options available to help narrow your search. However, if you are searching
by PeopleRSN it is recommended that is the only field that is used. The searches allow for “wildcard”
searches, so you don’t have to type in an exact match for your query. Refer to the help text on the page as
well as the Project Collaborator Guide on how to do collaborator searches. Once you have your search
criteria entered click the “Search” button to begin your search.

On the Collaborator search results screen you will be able to:

1.

2.
3.
4

Adjust the number of results shown on the screen.

Filter through the results utilizing the “Search” box at the top right of the “Results” box.

Scroll through the results.

Select the Collaborator(s) you wish to add to your application by clicking the check box next t the
name of the person you wish to add.

Select a Role for the Collaborator. Note: This dropdown will only appear next to selected
collaborators. There can also only be one of each role for the application and roles available will vary
per application type.

Add Collaborators to the application by clicking on the “Add Collaborator(s)” button. This will take
you back to the Project Collaborators main screen with the collaborators you selected added to the
application. Note: This button will only appear if you have selected at least one collaborator.

Go back to the Project Collaborators main screen by clicking on the “Previous” button without any
additional collaborators.
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1 Show‘ 10 v ‘ entries 2 o ‘ ‘
4 Select First Name Last Name Organization 3:::9 PeopleRSN Role
O eliabeth nguyen 7597337
O Anthony Thornberry Yes 722326
O Kristi Ojigho Bureau of Fire Prevention  Yes 7597391
O Zachary Johnson Yes 7597395
a Cameron Gee Yes 7597386
O Sara Dominguez CONTRACTORS R US Yes 7597420
Jose Oropeza Yes 7597390 5 | v
0 Alex Powell Yes 7597389
O Elizabeth Nguyen CONTRACTORS RUS Yes 7597415
O Isabel De La Rosa CONTRACTORS R US Yes 7597414
Showing page 1 of 10 3 Previous 2 3 4 5 .. 10 Next
Your search produced too many results. Add additional information to narrow the results.
= :
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Step 5.2 — Add Additional Roles to an Existing Collaborator (Optional)

If you wish to add additional project roles for an existing collaborator select the “Add Additional Role to
Existing Collaborator” radio button to bring up the “Current Collaborators” screen. From this screen you will
be able to do the following:

1.

Select the name of the existing collaborator you wish to add another role to from the “Name”
dropdown.

Select the additional role you wish to assign the existing collaborator using the “Role” drop down.
Note: There can only be one of each role for the application and roles available will vary per
application type.

Add more collaborator roles by clicking on the plus (+) symbol located at the top right of the
Current Collaborators screen

Delete any rows if you added a row by mistake by clicking on the trash can symbol next to the
row you wish to remove.

Add the Collaborator(s) by clicking the “Add Collaborator(s)” button. This will take you back to
the Project Collaborators main screen with the existing collaborators you selected added to the
application with the roles you assigned. Note: This button will only appear if you have selected
at least one existing collaborator.

Go back to the Project Collaborators main screen by clicking on the “Previous” button without
any additional roles to the existing collaborators.

O Add Mew Collaborater ® Add Additional Rele to Existing Collaborator

CURRENT COLLABORATORS

1

Name Role

JOE DYKE v2 Civil Engineer ~ M

~ i

ISY Add collaborator(s)
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Step 5.3 — Delete Collaborators (Optional)
If you have added any new collaborators and/or assigned additional roles to existing collaborators you will
have the option to delete collaborators from the Project Collaborators main screen. To delete the
collaborator from the application, click on the “Delete” button from the Project Collaborators main
screen.

Note:
e Applicant and Owner roles cannot be deleted. If this needs to be modified contact the staff
member who is assigned to your project for assistance.
e Users going through the application process, that are only listed once in the Project Collaborators
screen, will not be able to delete themselves from their last role on the screen. This is because if
you are not listed as a collaborator, you should not be able to modify an application.

PROJECT COLLABORATORS

Delete

RoleType Name Organization Delete
Applicant JOHN DOE COMCAST
Civil Engineer JOHN DOE COMCAST
Delete

Devel SMITH JOHN

o
Owner SMITH JOHN
ePlan Applicant JOHN DOE COMCAST -

Retumn to My Services D Cancel Application Add Collaborator Next

Once you click on the delete button a pop-up will display asking you to confirm the deletion. Click on “Ok”
to proceed or “Cancel” to go back to the screen without deleting the collaborator.

portal .sanjoseca.gov says

Are you sure you want to delete this collaborator?

After the page reloads the deleted collaborator will no longer show in the list. You may repeat this process
as many times as needed.

PROJECT COLLABORATORS

RoleType Name Organization Delete
Applicant JOHN DOE COMCAST
Civil Engineer JOHN DOE COMCAST
Deleie
Developer SMITH JOHN
'
Owner SMITH JOHN

Retumn to My Services D Cancel Application Add Collaborator Next
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Step 6 — Adding Project Information

You will be required to provide information specific to your application once you have added any additional
collaborators to the application. The information required will vary depending on the Application Type,
Application Sub and Work Type.

From this page you will input the Project Information displayed on the screen. Items indicated with a red
asterisk next to the description of the requested information are required to be provided. If you do not have
all the information at the time of the application you may pause the application to continue to application
submittal later, as discussed in Index 1. From this page you may also go back to previous pages to provide
additional information by clicking on the “Previous” button. After you have entered all required information
you may proceed to the next section by clicking on the “Continue” button. You may also cancel the
application by clicking on the “Cancel Application” button.

Note: If you attempt to continue without providing all required information an error message will display
as shown below:

| * indicates a mandatory field

© ADDITIONAL INFORMATION

Some information that is not marked as required may become required if you answer a question in a
certain way. In those cases, a message will display on the screen as shown below. You will need to
address this issue prior to being able to proceed forward:

| " indicates a mandatory field

© ADDITIONAL INFORMATION

Project is Development Related. Fill in the Development Project No

| * indicates a mandatory field

© ADDITIONAL INFORMATION

ePlan Applicant Pecple Info is missing from the Folder. Add ePlan Applicant to Folder prior to initiating the electronic plan review project.
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Step 7 — Upload Application Attachments
If your application is not being initiated as an SJePlans electronic plan review project, you will be required to
upload attachments as part of the permit application process. The required attachments are included in the
applicable instructions document that you can access through the Public Works Online Application Page.
Once the file has been uploaded you will see a list of the files below the “Upload Attachment” box where you
will be able to download or delete the file if uploaded by mistake (See Step 7.1 on how to delete the
attachments). On the Upload Attachments page, you will need to do the following:

1. Select the Attachment Type — The applicable attachment type will be indicated in the instructions.
If you are uploading an item not indicated in the instructions choose the best attachment type that
represents the document, you are attaching. Attachment types will vary depending on the
Application Type you are submitting.

2. Select the File to Attach — You will need to click on the “Browse” button to find the file you wish to
attach from your computer or network. There is no formal file naming convention, but the file
should be appropriately named depending on the information being conveyed by the file. The
allowed file types are: bmp, csv, doc, docx, gif, jpg, pdf, png, tiff, txt, vol, xIs, xIsx.

3. Add an Attachment Description — You will be required to provide a description of the file you are
attaching to help staff identify the attachments when reviewing them. The description is limited to
64 characters.

4. Upload the Attachment — Once you have done steps 1 through 3, you will need to click on the
“Upload Attachment” button to upload the attachment. Repeats steps 1 through 3 until you have
attached all attachments for the application.

5. Complete Application Submittal — Once you have uploaded all the attachments click on the “Next”
button to complete your application submittal.

o UPLOAD ATTACHMENT

The allowed file types are: bmp, csv, doc, docx, gif, jpg, pdf, png, tiff, txt, vol, xIs
xlsx. Please use the City's FTP site for files larger than 100 MB

1 Attachment Type *

2 File *
Choose File | No file chosen

3 Description {64 characters max) *

p
Return to My Services "D Cancel Application 4 Upload Attachment 5

Nate: If you have completed making all attachments or you do not have any attachments to submit for your application, click "Next" to proceed with your application
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Step 7.1 — Review and/or Delete Attachments (Optional)
Once you have uploaded at least one attachment, you will be able to see a list of the attachments that
you have uploaded below the “Upload Attachment” box. Here you will be able to:
1. Review, the attachment type, attachment description and the attached files name.
2. Download the attachment for verification
3. Delete the attachment if you uploaded the attachment by mistake.

Attachments will only be available to be deleted on the initial submittal or up until Public Works staff have
verified your uploaded attachment. Once the file has been verified you will no longer be able to delete
the attachment. If you are unsure if the file should be deleted, you can download the file to view the
contents prior to deleting it from the record by clicking on the “Download” button. If you wish to delete
the file, click on the “Delete” button next to the attachment you wish to delete.

Cancel Application Upload Attachment

1 Attached Type Attachment Description Attached File 2 Download Delete 3

Miscellanecus Documents Traffic Control Plans TC Plan

Note: If you have completed making all attachments or you do not have any attachments to submit for your application, click "Done" to proceed with your application

When you click on the delete button a pop-up window will display asking you to verify if you wish to delete
the attachment. Click on “Ok” to proceed with the file deletion or “Cancel” to return to the “Upload
Attachments” screen without deleting the attachment.

portal-tst.sanjoseca.gov says

Are you sure you want to delete this attachment?
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Step 8 — Application Submission Complete / Post Submission Page
Congratulations, you have now officially completed your submittal! If you did not complete Steps 1
through 7, your submission will not be deemed complete. You must reach this step in order for the
submission to be deemed complete, for staff to be assigned to the project to officially begin the review
process. From this page you will be able to:
1. Returnthe My Services where you can, among other things, review previous applications, start
new applications, or pay outstanding invoices.
2. Visit the Applications and Resources page of the Development group you have applied with by
clicking the “Applications Resources Page” link.
3. Visit the SlePlan Resources page, if your permit is an SlePlans permitted project, by clicking the
“SJePlans Resources Page” link. This page provides useful guides, videos, and documents to help
you begin the electronic plan review process.

Return To My Services

PERMIT/FILE INFORMATION

Permit # : 22 673519 000 00 DW

Permit / Application Type : Driveway Permit | Combination |

Property Info : 1241 UNIVERSITY AV SAN JOSE, CA 95126-1739

People Info : JOHN SMITH ORGANIZATION NAME

POST SUBMISSION INSTRUCTIONS

Your application submittal has been submitted successfully. You should be contacted by Public Works staff on the next steps within 24-48 hours. If you haven't already done so,

please visit our Application Resources Page to get more information regarding the application you submitted.

If your submittal was indicated to be an electronic plan review, the person you identified as the ePlan applicant should have received an invitation to the SJePlans project. To

learn more about SJePlans please visit the SJePlans Resources Page.
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Index 1 — Pausing a Submittal Application
Beginning at Step 4 and up until you complete Step 7, you may pause your application submittal and come
back later to complete the application within sixty (60) calendar days of the initial submittal. If you pause
an application and you do not come back to complete it within sixty (60) calendar days, your application
will be cancelled or purged from the system. If the application is still needed, you would be required to
begin the application process again. To pause the application, you have two options available to you.

Option 1 — On the main application screen, you will be presented with the option of clicking on the “Return
to My Services” button.

PROJECT COLLABORATORS

RoleType Name QOrganization Delete
Applicant JOHN SMITH COMCAST
Owner SMITH JOHN

m Return to My Services D Cancel Application Add Collaborator “

On the next screen you will have the following 2 options:
1. Yes, Complete Application Later — This will pause your application and you will be able to
continue your application later. See Index 2 on Continuing an Application
2. No, Return to My Application — This will send you back to the application page you were
previously on.

COMPLETE APPLICATION LATER

Are you sure you want to pause your application submission and complete it later? Note: You will have to continue the submission

in arder for it to be deemed complete

1 Yes, Complete Application Later 2 No, Return to My Application B3

Option 2 — At the top right of the of the screen, in the City of San Jose banner, there is a link that reads: “My
Services.” Click on this link and it will take you back to the My Services home page and will pause the
application process.

MY SERVICES
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Index 2 — Continuing a Submittal Application

If you paused the Application submittal or completed the submittal, and have new information you need to
add, you will have the ability to “Continue to Submit” the application. To continue to submit the
application you will need to find your application from the “Folder Details” section of the My Services
homepage. Note: To continue to submit the application the “Application Status” shown on the My Service
homepage must be “In-Progress.” Any other status will not allow you continue to submit your application.

From the My Services homepage find your project by either scrolling through the list, or by filtering the
projects shown in the list by utilizing the “Search” bar at the top right of the “Folder Details”. All columns
shown in the My Services page are used for the filtering. Once you have found your project, click on the
“Detail” button next to the project you wish to continue to submit to be directed to the “My Service
Details” page.

FOLDER DETAILS

Sub Type
Ref File Property Permit | Work Folder Application Expiry
Permit# . # Address Type Type Name Status Status Date Detail
2022- 1 Test Central Driveway Combination 1 Test Cenfral Intake In-Progress
654720-DW San Jose, CA  Permit
2022- 5 34th St San  Public Utility Major | South 34th Intake In-Progress Detail
654715-UT Jose, CA Permit Standard Street
2022- AP22-038 2ar All Other Adminisirative Ap22-039 Mew In-Progress
G54713-AD Commercial Permits Permit |
5t San Jose, Cutdoor
CA Vending
Facility
2022- 207 Revocable DO- 297 Infake In-Progress
654712-RV Commercial Encroachment Miscellaneous Commercial
5t 8an Jose, Permit Street
CA
2022- 5 34th 5t, Public Utility Major | 12345 Intake In-Progress
6547 10-UT Pemit Standard
2022- 297 Driveway Combination 297 Intake In-Progress
654709-DW Commercial Permit Commercial
St San Jose, Street
CA
2022- 1 Test Cenfral Dnveway Combination 1 Test Cenfral Infake In-Progress
654708-DW San Jose, CA  Permit
2022- AP22-033 850 Park Av All Other Adminisirative  Ap22-033 Mew In-Progress
G54604-A0 San Jose, CA  Permils Permit |
Qutdoor
Vending
Facility
2022- 5 24th StSan  Revocable D-Potholing South 24th Intake In-Progress
654693-RV Josze, CA Encroachment Street
Permit
2022- 862 ParkAv  Driveway Combination 862 Park intake In-Progress
654691-DW San Jose, CA  Permit Avenue
Showing page 1 of 9 Previous n 2 |3|4|5 9 Next
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SJIPermits — PW Application Overview
From the My Services Details page click on the “Continue to Submit Application” button at the top to begin.
When you begin the continue to submit process, you will start at Step 4 and work through Step 8. |

Note: If you do not see the “Continue to Submit Application” button this means your Application Status is
not “In-Progress.” Any updates to your application, other than uploading attachments (see Index 3), would
need to be coordinated through your project contact(s). Also, if you did not reach Step 8 on your initial
submittal, you must reach Step 8 for your application to be deemed complete, as discussed earlier.

Chessclock Continue to Submit Application m

B3 MY SERVICES DETAILS

Detailed Information About : Driveway Permit
ADDRESS INFORMATION
Primary Property Address PropRSN 220057 m
1 TEST CENTRAL SAN JOSE, CA
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SJIPermits — PW Application Overview
Index 3 — Uploading Additional Attachments After Initial Submittal
If the project is not initiated as an SJePlans project and either 1) Forgot to make attachments during the
initial submittal; or 2) Staff have indicate that you need to provide additional attachments, then you will
have two options to make the additional attachments.

Option 1 — If your Application Status is listed as “In-Progress” you can utilize the “Continue to Submit”
feature as identified in Index 2. Follow the steps from Index 2 and proceed through Steps 4 through 6, to
land on the Upload Attachments page. Follow the steps described in Step 7 to upload the attachments.

Option 2 — For this option, the “Status” of the application in the “Folder Details,” shown on the My Services
homepage, must be either “Intake” or “Under Review.” If the status is “Intake” or “Under Review” you will
have the option to utilize the “Upload Attachment” feature from the “My Services Detail” page. From the
My Services homepage follow the steps identified in Index 2 to navigate to the “My Application Detail”
page of your application.

FOLDER DETAILS

Search:
Sub Type
Ref File Property Permit | Work Folder _tppiication Expiry
Permit # is # Address Type Type Name Status tatus Date Detail
2022- 1 Test Central Driveway Combination 1 Test Centrgl Intake In-Progress
654720-DW San Jose, CA Permit
2022- S 34th St San  Public Utility Maijor | South 34th Under Submitted
854715-UT Jose, CA Permit Standard Street Review
2022- 297 Revocable D- 297 Ready to Submitted
654712-RV Commercial Encroachment Miscellaneous Cornmerciall Issue
St San Jose,  Permit Street

On the My Service Details page you will see the “Upload Attachments” button. Click on this button to be
taken to the Upload Attachment Page. Note: If you do not see the “Upload Attachments” button you're
your permit applications Status is not “Intake” or “Under Review.”

Chessclock Continue to Submit Application m

B3 MY SERVICES DETAILS

Detailed Information About : Driveway Permit

ADDRESS INFORMATION
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SJIPermits — PW Application Overview

Uploading attachments, verifying attachments, or deleting attachments from the Upload Attachments
page, follow the steps previously outlined in Step 7. Once you have finished uploading, reviewing, or
deleting your attachments, click on the “Return to My Application Details” button to return to the My
Application Details page.

£ UPLOAD ATTACHMENT

My Services

UPLOAD NEW ATTACHMENT

The allowed file types are: bmp, csv, doc, docx, gif, jpg, pdf, png, tiff, txt, vol, xls,
xlsx.

Attachment Type *

File *
Choose File |No file chosen

Description (64 characters max) *

ATTACHMENT DETAILS

Attachment Description Attachment Type Attached File Delete

Traffic Contrel Plans Miscellaneous Documents TC Plan
Delete
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