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Resubmit Files for a Review Requiring a Resubmit
Staunton Community Development Department | City Hall, 3rd Floor | 540.332.3862

Once the review is complete, Community Development may request that you resubmit the files if the status of the
review is Requires Resubmit. Community Development should notify you with the details of why the files need to
be resubmitted. These are the steps to resubmit the corrected files through the Civic Access Portal.

Step 1: Navigate to Staunton's Civic Access Site and log in to your account.

BB oestboard  Apply | MyWork  Todaysinspections  Map  FeeEstimator  Paylmvolces  SearchQ  Calendar (40

o © o

Apply
This tool can be used to apply for a
permit, plan or license.

Estimate Fees
Use this tool to quickly estimate the
required fees for a permit or plan.

Login or Register
Loginto an existing or create a new
account, You can also find help if you
forgot your login information.

o

Search Public Records
This tool can be used to search for
existing permits, plans, inspections,

Request Inspection
Click here torequest an inspection
on an existing record.

o

Map
Explore the map to see the activity
occurring in your neighborhoad,

code cases, requests and licenses.

Step 2: Click "My Work"

Dashboard  Apply | MyWotk] Today'sInspections Map  FeeEstimator  Pay!

Step 3: Click "My Permits" (Or “My Plans” depending on your scenario)
Home Dashboard Apply Today's Inspections Map  FeeEstimator  Paylnvoices Search@Q  Calendar (40

My Work

MY INVOICES M MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS

Search, @ Export fo Excel
_J | Invoice Number Amount Due Y  Due Y Status Y CaseNumber Y Address Y
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Step 4: Click on the Permit Number or Plan Number to open the record.

Home wboard  Apply nspections  Map  FeeEstimator  Pay Inv

MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS
Search, [ Export to Excel
Display Al v Records Updated v In Last v
Permit g ol : Project Y  Address Y Permit Type Y Status Y State
£ \
f \
{ | Buildi idential] - N
oLoR 2026-0011 § 116 WBEVERLEYSTSTAY,,,  Culdina (Residentiall-New o o) Recent, Pending
v Single Family Dwelling
X a s eeer s s mrars | Building (Residential] - New ik =
. H n HAll H H H
Step 5: Click "Resubmit" under the Available Actions section.
Square Feet: 2,500.00 Valuation: $500,000.00 Finalized Date:
Description:
Locations Fees Reviews Ing| Anachmems @ Comacis Sub-Records Holds More Infa
Progress Workflow Available Actions
3% © Building Review (Residential) - No A ResubmitFile
' Completed TEST EPL Flle 4 pdf
© Confirm Application Completeness - Passed : 03/19/2026 Next Version:
» Completed
o In Prograss O Building Review {Residential)
Not Started -
O Driveway¥
Erosion & Sedimen
Fees O Utiiities Avaliability

() Issue Permit

Step 6: Type a response for each Correction and Recommendation listed in the review.

© Zoning- Historic Review » Requires Re-submit ¢ « Completed : 03/19/2026 i~
Due Date Compieted Date
03/30/2026 03/19/2026
Comment
test
Correction (1)
Corection Type Zoning Category  Zoning Correction 1o Beapnrse
Corrective Action A zoning cor rection is needed. Plesse correct the issua,
Comment Used for zoning corrections

ective action here. | l

Type your tesponse 1o the zoming

Recommendation (1)

Comment

We have aoning febam mendation Nespond
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Step 7: Click the toggle button to "Acknowledge" the Corrections and Recommendations, then click "Next."

Corrective Action A zoning correctionis needed. Please correct the issue.
Comwnent Used for zoning corrections
Enter your response 10 the Zoning COMECTive action here. I
Recommendation (1)
Comneet
‘We have a zoning recommendation. Vede Response
Lnter yOur response 10 the 20ning recommen: dation here. l
@ Zoning Admin Review « Approved « « Completed : 03/19/2026
@ Building Review » Approved « « Completed : 03/19/2026

Step 8: Click "Next" to proceed to the file upload step.

KECOMIMENaation (1)
Comment
We have a zoning recommendation. Hide Response
Enter yout response 10 the 20ning recommundation hore '
‘ Acknowledge
@ Zoning Admin Review = Approved » « Completed : 03/19/2026

@ Building Review » Approved » « Completed : 03/19/2026



STAUNTON

Resubmit Files for a Review Requiring a Resubmit

Step 9: Click "Select File" to upload the corrected document for the first required file.

SearchQ

Home Dashboard Apply MyWork Today'sinspections Map  FeeEstimator  Pay Invoices Calendar (40

4Back to Record

Resubmit File(s)
Reviews Resubmit

Resubmit

Building Plan Supported: .pdf

File Ve Resubmit Instructions

BLD-2026-03-19-81 vipdt 1

Site Sketch/Plat Supported: .pdf

File Version Resubmit Instructions

BLDZ-2026-03-19-D2 v2.pdf 2

Step 10: Browse to the file on your computer, click the file, and click Open.

Mame

Date modified

o o

-

Type

| BuildingPlan_v2.pdf

472872025 10:01 AM

PDF Docurment

Energy Efficiency_vZ.pdf
SiteSketch.pdf

TEST EPL File 1.pdf

472872025 10:01 AM

72872025 10:01 AM

4

4/28/2025 10:01 AM

v| Al Files (*4)

Step 11: Repeat the process for the second file. Click "Select File" to upload the corrected document for the

PDF Document
PDF Document

PDF Document

Cancel

second required file. Browse to the file you want to upload, select the file and click “Open.”

Step 12: Click "Submit" to submit your corrected files for review.

Building Plan

Previous File

BLD-2026-03-19-B1_v1.pdf

Previous File

BLDZ-2026-03-19-D2_v2.pdf

New File Size

BuildingPlan_v2_v2.pdf 32.53KB

New File Size:
32.53KB

SiteSketch_v2.pdf
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Step 13: Click "Close" on the success message to confirm your submission.

Success

The file upload was submitted successfully.

Step 14: Click "Attachments" to verify that your resubmitted files appear in the permit record.

Square Feet:

Description:

Progress

2,500.00

Fees

O,
3%
Compieted
© Completad
® In Progress

Not Started

Valuation:

Reviews Inspections

Workflow

© Building Review (Residential) - Not Passac

$500.000.00

Contacts

Finalized Date:

Sub-Records Holds More Info

Available Actions

@ Confirm Application Completeness - Passed ; D3/19/2026

O Bullding Review (Residential)

M Ml Crtranna

Step 15: The files that you resubmitted should show a Status of Awaiting Review.

RESCheck (Energy Efficiency)

RESC-Energy Efficiency_v2-
2026-03-19_v2.pdf
Size: 32.53 KB

Version: 2

Status: Approved

Site Sketch/Plat

BLDZ-2026-03-19-D3_v3.pdf

Version: 3

Status: Awaiting Review

Building Plan

Application

BLD-2026-03-1%9-B2_v2.pdf APP-TEST EPL File 1-2026-03-
15_v1l.pdf

Version: 2 Uploaded: 03/19/2026

Status: Awaiting Review




