Citizen Self Service (CSS) Instructions — Resubmittal
After City Review

Energov eReviews for Permits and Construction Document Review
City of Columbia, MO - Building & Site Development

Below is a step-by-step guide for re-submitting construction documents after a dis-approved city review. (Note:
there are multiple ways to complete some of the steps, and users will find additional functionality in CSS not
discussed here.)

Note that in this example, the submittal was deemed to be complete by all reviewing departments, and thus
passed the Initial Screening Process (ISP). Applicants whose submittals do not pass the ISP will be notified of
the deficiencies via CSS and Email, and additional documents or information will need to be uploaded until all
reviewing departments indicate the submittal is complete. Marked-up PDFs will not generally be used for the ISP.

In this example, a permit application and documents were submitted for a New Commercial Building permit
through the Citizen Self Service (CSS) portal. The submittal passed the Initial Screening Process, and was
subsequently reviewed by city staff from various departments. The submittal was Not Approved by one or more
departments, so the Applicant was notified by Email and a new item requiring Attention is displayed on the
Applicant’s CSS Dashboard. Clicking the Attention button lists all permit applications that require some attention
by the Applicant.

‘Welcome to the City of Columbia Citizen Self Service!

My Permits

Attention Pending
21 21
|

Recent

22

< : ;Jﬂmercial Bldz-... 21 Commercial Bldg-... bl Commercizl Bldz- ... 1 Commercial Bldg- .. 1 Commercizl Bldg-... 22

» View My Permits

My Plans
Attention Pending
0 0
+ View My Plans

Find the permit of concern in the list and click its number.
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This brings up the Permit Summary screen. Various information about the permit can be seen. Notice the
, indicating attention is needed on one or more project files. Same with

Attachments button has a red circled “!”

the Reviews button, which indicates there are failed reviews on this case. Click the “Attachments” button.

Permit Number: BLDC-001600-2019

Permit Details | Tab Elements | Main Menu

Type: Commercial Bldg - New Status: Requires Re-submit
Locations Fees Reviews @ Inspecti Attachments @ Contacts
Progress Workflow
2% ® Commercial Bldg - Initial Screening Process - Passed -
’ Completed 09/20/2019
@ Completed O Commercial Bldg - Review - Failed : 09/23/
In Progress
O Commercial Bldg - Review
Mat Started
O BSD-Grading Only Permit
O Footing/Foundation Permit
Fees
O Verify Fees/Build Invoice
$0 00 O Collect Fees
O Issue Permit (Create Report)
View Details Add to Cart
O BSD-Mechanical Sub Permit

Sub-Records

Project Name:

Holds Meetings

More Info

Available Actions

Resubmit File

_Example Deferred Submittal Fo

Mext Version: 2

Resubmit File

_Example Detention Calcpdf

MNext Version: 2

Resubmit File

_Example Storm Drainage Calc

Next Version: 2

Resubmit File

_Example Water Quality LOS Ca

Next Version: 2

p
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All of the permit files are displayed. The files that were required for resubmittal by one or more reviewers are
marked with the “attention needed” icon (red circled “!”), and have the blue “Resubmit” button present. These files
contain review markups. Click each of the hyperlinks to download and view these files using PDF software. Also
note there is a new file present titled “Markup Summary and Responses.” This file was generated by city staff,
and is an itemized list of all the markups placed on all the drawings that were required for resubmittal. Applicants
may use this itemized list to generate written responses to all comments, which is also required to be resubmitted.

(This is analogous to the comment letter sent out by city staff after plan review, and the response letter that was
resubmitted, used in the old paper process.)

Permit Number: BLDC-001600-2019

Permit Details | Tab Elements | Main Menu

A
Type: Commercial Bldg - Mew Status: Requires Re-submit Project Mame:
Summary Locations Fees Reviews @ Inspections Contacts Sub-Records Holds Meetings More Info
Attachments | Mext Tab | Permit Details | Main Menu . .
Click the hyperlink to download
Attachments Sort| Meeds Ac v
eeds Action
the marked-up PDF. Repeat for all
P TS e T files needing to be resubmitted.
0 0 ! ] 0 0
y/ . " -
Request for Deferred Stormwater-Detention Stormwater-Drainage Stormwater-Water Quality Markup Summary &
Submittal Form { Calculations Calculations Calculations Responses
_Example Detention _Example Storm Drainage _Example Water Quality LOS
Submittal Form_v1 pdf Calc_vipdf Calc_v1.pdf Calc_v1 pdf
Version: 1 Version: 1 Version: 1 Version: 1
Status: Corrections Added Status: Corrections Added Status: Corrections Added Status: Corrections Added Status: Correctiord  jded
Resubmit Instructions: Nina Resubmit Instructions: Rick Resubmit Instructions: Rick Resubmit Instructions: Rick Resubmit Instru s
Hennkens: - Kaufmann: - Kaufmann: - Kaufmann: - Provide written re LH]
dm ] i e
0 0 L)
S
Building Plan (Arch, & Site/Civil PI E Code Compl C“Ck the “MarkUp
uilding Plan truct, ite/Civil Plans nergy e Compliance Add Attachment
MEP's, etc) Documents Summary &
full building site_Civil_plan_Example_v _Example Energy Code Responses”
set_ Example_v1.pdf 1 pdf Compliance_v1 pdf + i
Wersion: 1 Version: 1 Version: 1 hyperllnk to
Status: Corrections Added Status: Corrections Added Status: Under Review download the
Resubmit Instructions: Resubmit Instructions: markup Summary.
Rick Kaufmann: -; Steven Mina Hennkens: -; Rick
Eeftme - hlfmm Hmmen lrmm e L s B i -
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Below is an example of a marked-up PDF (excerpt). The markups are color-coded by department making the
comment, as indicated in the chart below.

NOTES

TO_FIELD VERIFY ALL EXISTING CONDITIONS AND REPORT ANY
DISCREPANCES 0 THE ENGNEER

ENSTING UTILTIES ARE SHOWN N THEIR APPROJIMATE LOCATIONS.
CONTRACTOR T FIELD VERIFY THE LOCATION OF ALl EXSTING ELECTRIC,
TELEPHGNE, GAS, CABLE Tv, COMPUTER CABLE. SANTARY SEWER, STORM
SEWER ANG WATERMAIN. CONTACT UTILITY COMPAMIES AND OWNER BEFORE
EXCAVATING,

COMTRICION T eROTECT FROM DAVACE AL EXSTAG WPROUEMENTS,
STRUCTRES. TUES, LWDSGAMG A0 PA/NENT THAT ML Rl
COMTRACTOR 0. REPAR ANB\GR REFLACE ¢ DAMAGED DUA
CONSTRUCTION.

CONTRACIOR, TO_ REVENT DIRT AND/OR OEBRIS. FROM LEWNG, THE SITE.
PROVOE PROTECTION A3 SHOWN ANO VERIFY AT PROJECT CLOSE-OUT.

GONRACIOR 10 VERIY WITH OWNER LOCATIONS OF ALL LNOERGROUND
ELECTRICAL Lt

ALL EROSION CONTROL ELEMENTS ARE TEMPORARY. MANTAM IN GOOD

CONDITION DURING CONSTRUCTION AND REMOVE FROM SITE UPON COMPLETION

OF FINAL PAVING AND LANDSCAPING.

FROVOE SEED AND MULCH IMEDIATELY AFTER ROUGH GRADING

X cowu:lm "SEED Wt ANAUR SE CRASE AT €0 L85 PER ACKE AND.
ER MULCH AT 45 LS PER 1000 SF.

500 AL OSTURSED, AREAS Wy 6" OF PULVENZED BLICK DIT PLACED #OK
0 SETTNG

'SOD. EXCEPT STEEP SLOPE DOWN FROW PARKING LOT USE WOOD
FBER BLANKET,

CONSTRUC
1 SAWCUT, REMOVE.
2 REMOVE AND DISP

£X. TREE T0 BE (
3 SAE. GRIND STUY

4 CONSTRUCT CONGH
SHOWN.
GRADE AREA TO S
0 02" EELOw TC
FINISHED WITH. STC

& not usen

7 CONSTRUCT 18 W
DETAL SHEET C2(

5 CAUTON EXSTNG,
UNDISTURBED.
Prio T0-ConsTh

g EX MSTALL paET
PREVIOUS PHASE

10 EXPOSED STEM W

1 ST oo
T PeOw Sund
SURFACE.

12 INSTALL RALING.

MATCH E.

FFE=838.50

[Frovida dimension 1o orih proparty Tne

3 S Farcs a1 south
poundary.

~ anone

BUILDING ADDITION

Below is an example page from the Markup Summary & Response PDF.

NG COMTARMENT CLRS

CONSTRUCTION NOTES

1 CUT RENOIE & DFOSE OF CoNTAMENT
ED TO CONSTRUCT NEW TANK SLAB

2 REMOVE AND DISPOSE OF STAGKED. RETAINING
WALL A5 NEEDED.

3 REMOVE PORTION OF EXISTING FENGE AS NEEDED
FOR NEW CONSTRUCTION..

BLDC-1600-2019_Markup Summary

_Example Deferred Submittal Form_v1.pdf (1)

Subject: Building Safety Dept
DEFERRED SUBN Page Label: 1

Author: Nina Hennkens BSD

Color: Il

File Name: _Example Deferred Submittal Form_v1._pdf

MEP drawings state there will be a Sprinkler
deferred submital, please include on Deferred
Submittal form.

_Example Detention Calc_v1.pdf (1)

Subject: Site Development Dept

Page Label: 1

Author: Rick Kaufmann, Site Development
Color:

File Name: _Example Detention Calc_v1.pdf

Provide Stage-Storage and Stage-Discharge
curves.

_Example Storm Drainage Calc_v1.pdf (1)

: Subject: Site Development Dept

i Pagelabel: 2

i — Author: Rick Kaufmann, Site Development
t Color: B

File Name: _Example Storm Drainage Calc_v1.pdf

Verify capacity calculation.

_Example Water Quality LOS Calc_v1.pdf (1)

m—ememo Subject: Site Development Dept
Page Label: 3

Author: Rick Kaufmann, Site Development

Color:

File Name: _Example Water Quality LOS Calc_v1.pdf

Verify treatment area.

full building set__Example_v1.pdf (8)

. Sublact Bulldmg Safety Dept

“ : Page Label: 2
. Author: Nina Hennkens  BSD
” Color:

* File Name: full building set__Example_v1.pdf

PagL Label: 4
Author: Nina Hennkens BSD

Color: M

File Name: full building set__Example_v1.pdf

Page Lnbel 4

Author: Nina Hennkens  BSD

Color: M

File Name: full building set__Example_v1 pdf

Subject: Building Safety Dept

Page Label: 7
Author: Nina Hennkens BSD
Color: M

File Name: full building set__Example_v1.pdf

Update building height per exterior elevations.

Include rigid insulation as required per the Energy
Code

add vertical grab bars in each tollet room

A building permit will not be issued until the metal
building system deferred submittal has been
reviewed and approved by the Building Safety
Department. However, a footing and foundation
permit can be issued once all items required for a
Footing & Foundation permit application have been
met.

CITY DEPARTMENT REVIEW - COLOR CODE

\‘ghe Development Dept ]

T
~

“~—[Building Safely Dept ]

Water Dept ]
T
.
“—{Light Dept (Electrical) ]
T\“\.
"~ [Sanitary Sewer Dept ]
[Fire Dept
.

e
“~—{Planning & Development Dept

City Arborist/Landscaping
Solid Waste Dept
Health Dept

Wastewater Treatment Plant

~—]{G.I.S. Dept/Addresing ]

City Land Surveyor/Easements

Public Works-Traffic Engineering

Note that the markups are sorted by file name
(which PDF file the markup appears on), and by
reviewing department. A thumbnail view and
other information for the markup is shown.
Please provide written responses to all
comments. Responses can be added directly to
the Markup Summary & Response PDF (in the
form of a text box, etc.); or the comments can
be transferred to a separate document such as
a letter, and responses added there.
Regardless, a PDF file listing the city review
comments and Applicant responses will need to
be submitted, similar to the old paper process.
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Request for Deferred
Submittal Form
_Example Deferred
Submittal Form_v1.pdf
Version: 1

Status: Corrections Add

Resubmit Instructi
Hennkens:

[+

Once all permit files have been revised to address city comments, and the PDF containing
written responses to comments is completed, the Applicant is ready to resubmit. Important:
Resubmittal will need to wait until ALL files needing to be resubmitted (plus any brand new files

that are required) have been revised and are ready for submission. Piecemeal resubmittal will

not be allowed and if attempted, will result in significant delay of permit approval since the

system is not built to handle this.

To resubmit, navigate to the same Attachments screen as before. Click “Resubmit” on any of

the cards.

Now a Resubmit File(s) screen is displayed, which indicates a three-step process indicated by the progress bar
along the top. The first step, Files, also shows a hyperlink to all files needing to be resubmitted, along with the
version of the file, any special resubmit instructions, and an itemized list of city staff markups. The 2™ step,
Reviews, presents a recap of the review history for this case. There will typically be no action required for these
first two steps; simply click “Next” for each.

Step 3, Resubmit, is where revised PDFs will be uploaded. A list of all files needing to be resubmitted is again
displayed, but with a different look. By each is a “Select File” button, which will allow the revised PDFs to be
uploaded. Click “Select File” for the appropriate category, and navigate to the location where the file is stored on
the Applicant’s device. Files must be selected and added in this way one at a time. Add the PDF containing
written responses to comments using the “Markup Summary & Responses” category.

4Back to Record

Resubmit File(s)

Resubmit

Request for Deferred Submittal Form

File

_Example Deferred Submittal Form_v1.pdf 1

Stormwater-Detention Calculations

File

_Example Detention Calc_v1.pdf 1

Stormwater-Drainage Calculations

File

_Example Storm Drainage Calc_v1.pdf 1

Stormwater-Water Quality Calculations

File

_Example Water Quality LOS Calc_v1.pdf 1

Files Reviews

Version Resubmit Instructions

Nina Hennkens: -

Version Resubmit Instructions

Rick Kaufmann: -

Version Resubmit Instructions

Rick Kaufmann: -

Resubmit

ﬂ...

To resubmit a file, click “Select File” for the appropriate
file category, then navigate to the location where the
file is stored on the Applicant’s device.

Rick Kaufmann: -

Markup Summary & Responses

Select File

Select File

Select File

Select File

Select File
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Once all files have been added, click “Submit” at the bottom of the screen. When the files have been submitted, a
success message will appear. The resubmittal process is now complete. However, if city staff requested any
brand new files be submitted, see below. The process to upload brand new files is separate from that of
uploading revised files that were previously submitted. It is important that these two processes be completed
quickly one after another, as city staff may begin the review process once the first batch of files is received, and
will not know the Applicant intends to submit additional files.

To upload brand new files, navigate to the same Attachments screen as before. Notice that the “attention needed”
icon (red circled “!”) and the blue “Resubmit” button are no longer present for the files that were just re-submitted.
In addition, previously submitted files are available for review by clicking the hyperlink and downloading to the
Applicant’s device. Older versions of the permit files (still containing city review markups) are also available by
clicking the “History” button. To upload brand new files, use the blue “Add Attachment” card, and follow the

instructions below.

Type:

Summary Locations

Commercial Bldg - New

Fees Reviews @

Attachments | Mext Tab | Permit Details | Main Menu

Inspections

Status:

Attachments Contacts

Reguires Re-submit

Project Name:

Sub-Records Holds

Meetings More Info

Attach ts
chmen Sort| Meeds Action ¥
Request for Deferred Stormwater-Detention Energy Code Compliance Stormwater-Drainage Stormwater-Water Quality

Submittal Form

_Example Deferred
Submittal Form -
Version: 2

Status: Under Review

Calculations

_Example BMP
Covenant_v2.pdf
Wersion: 2

Status: Under Review

Documents

_Example Energy Code
Compliance_v1.pdf
Wersion: 1

Status: Under Review

Markup Sumnn|
Response

@ To add a brand new document, first

— select the appropriate file category N

from the dropdown menu on the
“Add Attachment” card.

Calculations

Brody__ v2pdf

WVersion: 2

Status: Under Review

Calculations

Brody__ - Copy_v2.pdf

Wersion: 2

Status: Under Review

Plans

Markup
Summary_Response_exampl
Version: 2

Status: Under Review

O DO TS ST XTI
Copy_v2.pdf
“ersion: 2

Status: Under Review

History

—carmpreree—ivil_plan -
Copy_v2.pdf
Version: 2

Status: Under Review

Add Attachment

Then add the attachment by clicking “+”. Repeat the process to add as
many documents as needed. When all have been added, click “Submit”.

Once all required documents are uploaded, the resubmittal is complete. The status can be seen on the permit
case main screen in CSS. This is also where responses and review information from city staff will be accessed.
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