Step-by-step instructions — How to attach documents to a Pre-application

1) Click this link to go to our OPS Portal.
2) Login using your User Name or E-mail and your password.
No need to login
to schedule an inspection. m
Just type your permit
User Name or E-mail: : number in the search bar Password: :

above.

D Remember me on this computer I've forgotten my password New Users: Register for an Account

3) Click on My Records.
m Building/Fire Systems Engineering Planning Occupancy Permit

Dashboard My Records My Account Advanced Search «

7

v

4) Select the record that you need.

Showing 1-4 of 4 | Download results | Add to collection
(] RecordNumber pupmitted
[J BD20-2360-REV-01 08/22/2023
[] sBD22-2175 04/14/2022
[J BD21-0p8s 01/06/2021
[] BD20-2360 06/03/2020

5) Click the box that says “CLICK FOR ADDITIONAL INFORMATION” and then select Attachments.

Record Status: Issued

CLICK FOR ADDITIONAL Payments v
INFORMATION +

Record Details

dded to this record on 11/18/2
Processing Status iditional ltems Required Prior tt
ns:1 (Notice: 1, Met: 3)

Related Records
Attachments { FOR ADDITIONAL INF
Inspections OGIN REQUIRED)
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https://permitsonline.roseville.ca.us/OPS/Login.aspx

6) Scroll to the bottom of the Attachments page and you will see an Add button.

7) Click the Add button and the File Upload box will appear.

File Upload

The maximum file size allowed per file is 195 MB.
ade;adp;bat;chm;cmd;com;cplexe;hta;htm;htmLins;isp:jar;js;jse;lib;ink; mden
are disallowed file types to upload

x

8) Click the Add button again to browse for the document you would like to add.

G‘ Open
« v o » ThisPC » Documents
Organize New folder
TriPointe SVFD2 * ] Mame Status Date modified
1#2) ARpILALUT = O 37 EVED £ 31 FIVI
> @ OneDrive - City of Plans © 8/3/2023 2:49 PM
v O This PC @ 08032023 Appointments @ &/ 23 812 AM
; BD22-6314 RE Instruction to void Elect... @ 023 1:06 PM
> _’ 3D Objects R . o
Master Plan Electronic Submittal Chec.. & 8/2/2023 9:06 AM
> [ Desktop Single Family Residential Production .. @ 8/1/2023 £18 PM
ez Plot Plan Lot 035 ] 8/1/2023 2:49 PM
> * Downloads Sliding Door Header Str-Calcs ] 8/1/2023 9:05 AM
> b Music 2002 MCLAREN DR PLANS - 07.21.23 @ 23 %:05 AM
5 [ Pictures oscar tulare new @
> [ videos Revised Solar - Lot 113 [&]
3] 07272023 Appointments ©
> == Rosenet DFS (B:) .
WELQ Landscaping Less Than 2500 Sqft @
» &S COR-SYS(C) 632 07262023 Appointments @
> = USER-DATA (W) 24 4 fr Evnaclitad Dlan B o 27959093 .53 pas
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9) Double click on the document you would like to add and it will appear in the File Upload box.

File Upload x

The maximum file size allowed per file is 195 MB.
1ta; htmgk ins;isp;jar;js;jse;lib;Ink;mde;n
are disallowed file types to upload.

yas ures New 100%

B I
4 »

10) Once you have the documents you would like to upload, then hit the Continue button at the
bottom. You will then need to select the Type of document.

File: *Type:
Mandatory Measures New Lighting pdf

--Select-- s
100%

11) Select the type of document based on the Category the document is in on the checklist. (i.e.
Plans, Technical Documents, Documents)

File: *Type: 6
Mandatory Measures New Lighting pdf
100%

= =

12) Once you have finished, click the Save button.

[Techn'lcal Documeants k hd
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