QUICK REFERENCE GUIDE
Upload Documents

mrlingtun

If there are specific documents required as part of your Permit Arlington application, you must
first upload the required documents before your application can be submitted for review.

1. The last page of your application is the document upload page where you upload any
required documents as well as any additional plan sheets or documents needed for review
of your application. You should see a screen that looks like this:

Fence/Retaining Wall or Wall

1 2 3

Step 4:Record Submittal

documents and/or plans

information is needed. You may need to pay additional fees before your application will be approved
Your Record Number is FRWW22-TA-00009 . (4

Plans & Documents Review Results & Mark-ups Approved Documents Project Information

You're almost done! Nowrit's time to upload required documents and/or plans to fully complete your submission. Use the upload windows below.
Once all required files are uploaded, click Submit for Review ta finish. Your application will not be processed without attaching the necessary

Thank you for using our online services. You will need this number to check the status of your application. You will be notified when your application has been approved or when additional

Submit for Review

Docurment Upload Instructions and Tips

\

* Plan Set Documents Must be 24x38 or 11x17 FDFs with no passwiord protection. Vector-based FDFs preferred.
* Supporting Docurnents are accepled with no size or format restrictions
- Viewour Guidelines Foryour you may use Arlington County's naming

- Continue to use the same file names for each susmission, or click 5110 upload using a new file name
« Never delete documents that have already been submitied, unless directed by the Gounty
= Upan approval, your plan setwill be ordered exaclly as displayed

Supporting Documents © view Required Documents

each document.

o SR s R

= Name your plan set documents s they will display in the desired order  and selectthe type for each.

Browse for all plans, drawings, and other documents that are included in your plan set. The file names will display helow, allowing the selection of a Discipline and Sheet Type for

Submit for Review

2. Select the View Required Documents and it will display a yellow box listing:

a. Discipline and Sheet Type for each required document; and

b. If the required documents are Plan Set Documents or Supporting Documents.

Required Documents

0 View Required Documents II

1] Dlan Set Document

that are included in your plan set. T | | Discipline

- — ———
Archiectura EFWWW

Sheet Type

ropose
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Status: Ready
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Select the appropriate tab to match the type of document(s) listed in the yellow box.

Select the Browse button to browse for the document(s) on your computer.

Plan Set Documents ‘

Supporting Documents

each document.

| Clear | | Upload | | Cancel |

| Required Documents

| 0 View Required Doc

Browse for all plans, drawings, and other documents that are included in your plan set. T

Edit Names

Status: Ready

[«

Discipline

Sheet Type

Architectural (FRWWY)

Proposed Plat/Site Plan

In the browse window, navigate the location of the file(s) you want to upload and select

the appropriate file(s) you want to upload and click the Open button.
Note: you may upload multiple files at once by holding down the Ctrl key on your
keyboard and selecting multiple files — as long as they are all to be uploaded to the
same tab (i.e. either the Plan Set Documents tab or the Supporting documents tab).

~

] Mame - Diate moc ™
Revision 1 08164201
" A-001 SITEPLAN. pdf orAzsan
%" A-002 ELEVATIONZ. pdf 07z
"7 A-002 ELEVATIONA. pdf orAzsin
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' A-Ownerbuthorization.pdf 03,/00/20:

T Appeal_ActionBeingAppealed.pdf 07r2ef 201w
>

ELEMATIONZ pdf* "A-001 SITEPLAM. pdf" V| Adobe Acrobat Document (*fpo ~

Cancel
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A

Choose first the Discipline, and then the Sheet Type from the dropdown menus next to each file
you uploaded, to match the Discipline and Sheet Type listed in the Required documents list. This is
how you tell the system that the document you are uploading is the required document listed.

If you have uploaded additional documents or plan sheets in addition to those required, choose the
appropriate descriptions from the Discipline and Sheet Type dropdowns menus as needed for each
additional document.

Select the Upload button.

Plan Set Documents

Supporting Documents

| 0 View Required Documents |

Required Documents

I H pian Set Documents I
Browse for all plans, drawings, and other documents that are included in your plan set. T | Discipline Sheet Type I sheet Type for
each d [ [2rchitectural (FRVWAA)|Proposed Plat/Site Plan |
co e, | e ———
0O IE a WName % Discipline 8 Sheet Actions
I—————————————————————————-.
A0 Pendin s
I SITEPLAR Architectural (FRVWWY) ~ Proposed Plat/Site Plan - : New Up\nadg E_@
h-------------------------
O A-002 - - New Pending E@
ELEVATION? Architectural (FRVWWY) ~ General and Site Information Upload
Submit for Review
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10.

11.

12.

13.

Choose Yes to confirm you are ready to upload the documents.

ﬂ Are you sure you are ready to upload all documents listed below? -l m

If needed, repeat the process to upload any required Supporting Documents if there are also
supporting documents listed in the View Required Documents list.

Once all documents are uploaded, select the green Submit for Review button in the bottom right of
the screen.

Submit for Review

Confirm you are ready to submit by selecting Submit in the confirmation window.

Flan Review

Are you sure all plans and documents have been uploaded?
Once the project is submitted, nothing can be uploaded or
maodified unless Staff determines revizions are reqguired

SUBMITY CANCEL

If you want to confirm that your record was submitted, return to your My Records list.

a. From the Home menu at the top left of the screen, select My Records.

Dashboard
My Records

My Account

b. Open the appropriate Building, Planning or Zoning list.
c. The record you just submitted should display at the top of that list.
d. View the Status listed next to the Record Number of the record you just submitted.

i. If the status is Application Complete you have completed submittal of your
application.

ii. If the status is Awaiting Plans and Documents your submittal was not completed.
See the next section to return to your application and complete document upload.

Showing 1-10 of 27 | Download results | Add to collection | Copy Record

[] bDate Record Number Record Type Explration Date Status
|:| 10/24/2022 FRWW22-TA-00009 Fence/Retaining Wall or Wall 04/22/2023 Application Complete
D 10/21/2022 COFO22-TA-00068 Certificate of Occupancy Avalting Plans and Documents
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Troubleshooting documents/Documents FAQ

Question 1: My application has a status of Awaiting Plans and Documents. How do | submit the
documents and complete application submittal?

1. Select the Record Number of the application that has a status of Awaiting Plans and
Documents.

~ Building

Showing 31-40 of 94 | Download results | Add to collaction

E] Date Record Number Record Type Explration Date Status Actlon

D 08/01/2022 PLMB22-TA-00137 Plumbing 0370172023 Approved-Fees Due Pay Fees Due
[] os/zsr2022 ;fiszz-m-omu- Fire Amendment 08/25/2022 Awaiting Plans and Documents

[] os/o4r2022 Mechanical 01/31/2023 | Avaiting Plans and Docurments |

2. Select the Plan Review tab

Record MECH22-TA-00134:

Mechanical

Record Status: Awaiting Plans and Documents
Expiration Date; 01/31/2023

Record Info = Payments « Plan Review

3. This will return you to the document upload page. Return to page 1 of this document and follow
the instructions to upload required documents and submit the application.
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