Tempe Citizen Access Portal
Online Document Retrieval and Resubmittal
How to Guide

(@
il

Tempe

THIS STEP-BY-STEP GUIDE WILL ASSIST YOU WITH THE ONLINE RETRIEVAL OF COMMENTS/DOCUMENTS AND THE

RESUBMITTAL PROCESS FOR ALL PLANNING APPLICATIONS.

STEP 1: Login

e If you have not already done so, please create an account with the Tempe Citizen Access (TCA) Portal.

e Once an account is created, contact the Permit Center at permitcenter@tempe.gov or (480) 350-4311 to link

your new account with the planning record number (i.e. SPRXXXXX or PLXXXXXX) provided in the subject line of

the project notification email message.

e Once your account has been linked, proceed to login in with your new credentials.

Welcome to Tempe's Citizen Portal
We are pleased to offer our citizens, businesses, and visitors access to government services online, 24
hours a day. 7 days a week.

Login

User Name or E-mail:

In addition to our current services, Building Safety and Engineering Private Development are offering ‘
Residential permit applications via this portal. To access these services you will need to login to the

systemn. The City of Tempe will be offering additional application submittals in the future. Password:

View project information use Search Application links below. ‘

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps
and you'll have the added benefits of seeing a complete history of applications, access to invoices and
receipts. checking on the status of pending activities. and more.

[] Remember me on this computer

Applying for a permit or submitting a complaint m

STEP 2 — Search for Planning Application

e Once you are logged-in, you will be directed to the Dashboard.

e Click the home button to or navigate to the following URL if the home button is not visible:

https://epermits.tempe.gov/CitizenAccess/Default.aspx

Hello, City Tempe

Savedin Cart (0]

My Collection (0)

right now.

Work in progress ®

Record Mama Racord 1D Moadulz Craatinn Data Action

Mo records found

Q) Search + New B Schedule D Return to Clityy of Tempe Avizona

Announcements Collections (0] ™ Cart (0] Account Management  Logout

There are no items in your shopping cart You do not have any collections right now._
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e Next, click “Search Applications” under the “Planning and Signs” header in the right-hand column.
Welcome Clty Tempe

‘U are new legged in.

What would you like to do today?
To get started, select one of the services listed below:

General Information Building Safety
Lookup Property Information Create an Application
Search for a Licensee Search Applications

Schedule an Inspection

Assassment Enforcement
Search Applications Search Applications
Private Development Engineering Planning and Signs
Create an Application jCati
Search Applications I Search Applications I
Schedule an Inspection Schedule an Inspection

e All planning applications processed under the Tempe Citizen Access account will be listed under records. Click
the record number “SPRXXXXX/PLXXXXXX” link under the “Record Number” column. If your record is not listed,
please contact the Permit Center at permitcenter@tempe.gov or (480) 350-4311 to link the record number to
your account.

Records

Showing 1-1 of 1 | Downlosd resules | Add o collection | fidd o cart

Record Project
i Rzcord Typs Description famias

DEVELOPMENT CITY GF
04/28/2020 WPLZ000&5 Planning Project  PLAN REVIEW TO TEMPE Applied Pay Fees Due
INSTALL BENCHES

Search for Records
Records prior to April 2015 may not be a5 comprehensive, Please contact Planning at (480] 350-8331for more information

Datz Status Action Short Matas

Enter information below to search for records.
« Site Address
« Parcel Humber
+ Permit or Record Information

Select the search type from the drop-down list

General search
General Search
Search my recards only|
Search All Records
Permit or Record Record Type:

Nurmber:
--elact-

Project Name:

Start Dater End Date
05/02/2010 04/29/2020
Strest No Direction; Strest Narme: Street Type
Fron| . To --Selact- -Select--
Unit Type: Unit ParcelMo.: Lot
No.
--Salact:
City: State:  Zip-

[ ] cow
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e The next screen will be the record page. Click on the “Record Info” link to expand the menu list and select
“Attachments”.

Record PL200086:
Planning Project
Record Status: Active

Record Info ﬂents - Custom Componant

Record Details

Related Records
——
Attachments
——

Inspections

Record Details

Applicant: Project Description:
City of Termpe CITY OF TEMPE
City of Termpe DEVELOPMEMT PLAM REVIEW TC INSTALL BENCHES
I1ESth st

Temps, AZ 85280
Frimary Phone: 480-350-8652
planning@atempe.goy

owner:
TEMPE CITY OF

» More Detalls

STEP 3 — Retrieving Documents (to add/resubmit documents, skip to STEP 4 — Submitting Additional Documents/Plans
or Resubmitting Documents/Plans)

e The next screen will be the Attachments section. Click the “Latest Update” column header to sort attachments
by upload date (may have to click a second time) OR click through the page links below until you find the page
with the attachment you are looking for.

Record PL200086:
Planning Project
Record Status: Active

Record Info = Payments + Custom Component

Attachments

The maximurn file size allkowed is 256 ME.
Thetallowing file types are not allowed to uplead: kil btm; mbt; mbtenl exe; bat: dl jsp; js; csomsi; exe; canfig;

Matn& Recard D Entity Type Twpe Size Latest Update @ Action

FLZ000SE  Record Plans Obytes  04/29/2020 -
PLZOCOSE  Record Plans Obytes  04/29/2020 -
PL2000S6  Record Plans Obytes  04/28/2020 o
FL200036  Record CUnErMPITENAN o byes 0412042020 v
PLZ0008E _ Record Mise Obytes 0472012020 -

Add
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e Once you locate the attachment(s), click on the attachment name to download the document(s).

Record PL200086:
Planning Project
Record Status: Active

Record Info »

Attachments

Mamz

Payments «

The maximum file size allowed is 256 HE.
The fallovwing file types are not allawed to upload: htenl bten; bt mittel exe; bat: diL jspo Js; es: msi; exe config;

R=card ID

PL20008E

PL200086

PL200086

PL200086

PL2O008E

Add

Custom Component

Entity Typz Typ=
Record Plans
Record Plans
Record Plans
Record Plans
Record Plans
<Prev 1 2 3

Size

0 bytes

0 bytes

0 bytas

0 bytes

0 bytes

Hext >

Latest Lpdate  Action

05/07r2020

0B/OFF2020

05/OFF 2020

05/O7F 2020

05/0712020

e If using the Google Chrome web browser, a download status bar will pop up. Click the dropdown button to
select viewing options as shown below (“Show in folder” is the recommended option):

Record PL200086:
Planning Project
Record Status: Active

Record Info +

Attachments

Payments »

The rmaximum file size allowed is 256 MB
The tollowing file types are not allowed to upload: html htm: mht; mhtml exe: bat: dIL jsp: s o5 .msi; exe: config:,

Custom Component

Name Record 1D Entity Typs  Typs Sizs Latest Updats  Action
PL2000EE Record Flans 0 bytes Q5/072020 hd
FL20003E Record Plans 0 bytes 05072020 v
PL2000ZE Record Plans 0 bytes Q072020 A
Open Plans 0 bytes QBfOTF2020 A
Alwvays open with syster viewer
Open with systern viewer Plans 0 bytes 05072020 A
Cancel 3 .
SPRIGODG_MARIC .pdf ¥ Showall X
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e [f using Internet Explorer web browser, a download pop-up window will appear at the bottom of the window.
Click “Open” to immediately view using the default application for PDFs or click “Save” to “Save”, “Save As”, or

“Save and Open”.

Record PL200086:
Planning Project
Record Status: Active

Record Info v Payments ¥ ‘Custom Component

Attachments

The maximum file size allowed is 256 MB.
The following file types are not allowed to upload: html; htm; mht; mhtml; .exe; bat; .dIL jsp; js: .cs: .msi; .exe; .config;.

<prev. 1 2 3 Mext>

Name Record ID Entity Type Type Size Latest Update  Action
PL200086 Record Plans 0 bytes 05/07/2020 |
PL200086 Record Plans 0 bytes 05/07/2020 hd
PL200086 Record Plans 0 bytes 05/07/2020 R
PL200086 Record Plans 0 bytes 05/07/2020 A
PL200086 Record Plans 0 bytes 05/07/2020 -

Do you want to open or save SPRXXXXX_MARKUPS_mmddyy.pdf from permitstst.tempe goy?

STEP 4 — Resubmitting Documents/Plans

e The next screen will be the Attachments section.

Save
Save a3

Save and open

e Before you begin attaching resubmittal documents/plans, please prepare all required attachments in
accordance with the instructions provided in the following steps of the applicable How To Guide for this

resubmittal:
o “STEP 3 — Documentation>Attachments” of the
Preliminary Site Plan Review Online Submittal
How to Guide; or

o “STEP 4 — Documentation>Attachments” of the
Planning Project Online Submittal How to
Guide.

Document Retrieval and Resubmittal How to Guide 50f8

Accela Citizen Access Portal {
Preliminary Site Plan Review l

Online Submittal How to Guide Tempe
STEP 3 - Documentation>Attachments (Required)
- ion type r the to
*  Letter of Explanation SPR
* PlansSPR

+  Attach allrequired digital items identified on the Preliminary Site Plan Review Application Checklist Form in the
following manner;
. Attach = total of two (2] PDFs:
* One(1) PDF (consistingonly of 8-1/2"x11" siza sheats) for the Letter of Explanatian and other
supparting decumentation; and
One{1] PDF of 24736 size sii.e. site pian, londscape olan,
blackline alevotions, preliminary groding & drainoge plons, ond/er other voluntary-provided plon
tyes such as color elevations or coior renderings).

Accela Citizen Access Portal
. Planning Project Online Submittal
* How to Guide

Tempe.

STEP 4 - Documentation>Attachments (Required)

Attach all required digital items identified on the Application Submittal Checklist for your Planning Application
type(s) in the following manner

o Submit separate sets of attachments for each required document sheet size, as indicated in the
applicable application checklist form(s). For example

*  Attachment 1 shall consist of a PDF containing all required 8-1/2"x11" sheet size

documents/plans

= Attachment 2 shall consist of a PDF containing all required 11”x17” sheet size plans; and

= Attachment 3 shall consist of a PDF containing all required 24”x36” sheet size plans.
Some applications may require other file types, such as tenant lists in spreadsheet format (xisx) and 3D
models/SketchUp (.dwg or .skp). Please refer to the submittal checklist for specifications for other file
formats.
Sheets within each PDF shall be organized in the same order as on the application submittal checklist. If
a project requires concurrent applications, provide ONE SET OF PLANS for each required sheet size.
> If a Preliminary Site Plan Review was processed prior to submittal of this formal application, please
follow the checKlist that was provided by your project planner.
Label each attachment using the Project Name followed by the attachment number (i.e.
ProjectName_Attach_1.pdf, ProjectName_Attach_2.pdf, ProjectName_Attach_3.pdf, etc.).
Other file types shall be labeled using the Project Name followed by an underscore symbol and then the
file type (i.e. ProjectName_TenantList xlsx, ProjectName_3dModel.dwg, or ProjectName_SketchUp.skp).

o

o

o
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e Once you have prepared all of the required attachments/documentation, click the Attachments “Add” button to
begin attaching resubmittal documentation.

Record PL210048: Add to cart
Planning Project Add to collection
Record Status: Active

Record Info v Payments « Custom Component

Attachments

The maximum file size allowed is 1000 MB.
The following file types are not allowed to upload: html: htm: mht: mhtml; .exe; bat; .dll; jsp: js: .cs: .msi; .exe: config:

Name Record ID Entity Type Type Size Latest Update  Action

ProjectName_Attach_1 pdf  PL210048 Record Submittals 0 bytes 0471572021 Actions |
ProjectName_Attach_2 pdf  PL210048 Record Submittals 0 bytes 0471572021 Actions |
ProjectName_Attach_3.pdf  PL210048 Record Submittals 0 bytes 04/15/2021 Actions |
ProjectName_TenantListxisx  PL210048 Record Submittals 0 bytes 0441572021 Actions |
ProjectName_3dModel dwg  PL210048 Record Submittals 0 bytes 0471572021 Actions |

[=3]

< Prev 1 2 3 4 Mext >

e Once all required attachments/documentation have been prepared, click the Attachment “Add” button to begin
attaching required documentation.

O
O

O

Multiple files can be uploaded at one time. Simply click the File Upload “Add” button to add more files.
Once all files have been uploaded, click the File Upload “Continue” button to complete the file upload
process. To start over, click the File Upload “Remove All” button.

File Upload x

Tha macimum fila 522 allowad s 16 AIE.
The follcawing file types are nor allowed @ uplaar: heml: hem; mh; mhvml; exe: bat; dl s

ot cont,
€ open =]
@Q-\ « Win, b ACA Planning Project Subu. [ 3 | [ Search ACA Plarning Proect 5., 2|

Projectame_uash_1pof

Prowcthiarme_Auzeh_2 pof Organize w  New folder = 0 @

% Computer S Name Date o dified Type
Projectiame_Auach_3 pof B
& windowrs (€) [
E| [ ProjectName Attach Lpdf 4371020326 M Adobe Acrobat D,
ACA Planning

ProjectMame_Attach Zpdf 4372020 H06AM  Adobe Acrobat D,
ProjectMame_Attach 3.pdf  4/3/2020 1115 AM  Adobe Acrobat D,

L] ProjectMame_3dMoadeldwg 4372020 126 &M DWG File

B3] Projectiame Tenantlistxlse 171772018 820 AM  Microsoft Excel W,

Projectarme_Tenantlist o
Accela
Intel
Prejectame_Jdbodel dvg
Program Files

Program Files

[ Projectname Sketchllpskp 4372020306 AM  SKP File
Swsetup

Users
Windows
% DVD RWDrive (€ + ¢ I

File name: ProjectMarme_Attach_1pdf v (Al Files ¢4 -
T

D

Next, identify the document type, per the application submittal requirements, for each attachment
using the “Document Type” dropdown menu. Description notes may be provided using the
“Description” text box.

Document Retrieval and Resubmittal How to Guide 6 of 8 Revised: 10/29/2024



Tempe Citizen Access Portal ’(
Online Document Retrieval and Resubmittal I

How to Guide Tempe

1 Location 2 Project

Information Information 3 Documentation 4 Review 5 Record Issuance

Step 3: Documentation > Attachments

Submit all required digital items identified on the Application Submittal Checklist for your Planning Application typels). Submit separate PDFs for
each sheet size, as indicated in the checklist (one PDF of 8 1/27 x 11" sheets, one PDF of 117 x 17” sheets, and one PDF of 24" x 36" sheets). Sheets
within each PDF shall be organized in the same order as on the application submittal checklist. If a project requires concurrent applications, provide
ONE SET OF PLANS for each required sheet size.

Some applications may require other file types, such as tenant lists in spreadsheet format [xisx) and 3D models/SketchUp (.dwg or skp). Please refer
to the submittal checklist for specifications for other file formats.

If a Preliminary Site Plan Review was processed, please follow the checklist that was provided by your project planner.
*indicates a required field.
Attachment
The maximum file size allowed is 1000 MB.
The following file types are not allowed to upload: html; htm; mht; mhtml; .exe; .bat; dll; jsp; js: .cs; .msi; .exe; config;

Subject to the collected information, you may be required to submit additional documents prior to approval This application type requires you to
submit the following types of documents: Submittals

Name Type Size Latest Update Upload Date Action

No records found.

Document Type: * Remove

Submittals

—
File:
ProjectName_Attach_1 pdf
100%

Description:

Save Add Remove All

o Once all attachments have been uploaded and characterized, click “Save” and then “Continue
Application”. At this point, there is also one last opportunity to add more files if any were forgot from
the previous step; simply click the “Add” button to add more files. To start over, click the “Remove All”
button to remove all files and start all over.

1008

Drescription

Remove All
Continue Application » |

Save and resume later

o Next, a confirmation banner will appear if all attachments were uploaded successfully. If there were any
issues, the banner will explain what went wrong with the upload. If everything looks okay, click the
“Continue Application” button to continue.

o If attachments were forgotten, click the “Add” button to add missing files (final opportunity to do so).

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.
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If you have issues or questions at any point throughout the Planning Project submittal process, please contact the
Planning Division at (480) 350-4311 or planning@tempe.gov. Thank you for doing business in Tempe!
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