
1.	 Upon successful payment, the Receipt/Record Issuance page will display.  Click on “Upload Plans and Documents”
	 to upload your plans and supporting documents.

1.	 Enter a description of the entire package or upload in the Description text box.

Uploading and Validating Files



Errors when uploading and validating?  

If there is an error after uploading the file, please review the error message.  A message will appear at the top of the 
screen and and additional information can be found by hovering over the blue “?”.  Additional details can be found by 
hovering over the “x“next to the recycle bin icon.

2.	 Drag and drop or browse to find your files.  Select the document type and enter a description of the document.
	 Click on Upload and Validate.



To re-upload the file once the error has been resolved, remove the file containing the error by clicking on the recycle bin.



3.	 While the files are being validated, the status will display as “Validating”.

4.	 Once validation is complete, the status will change to “Validated”.  Click on “Process Files” to continue.


