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SUBMITTING A PERMIT REVISION 
A permit revision is a customer‑initiated update to an already issued building permit (BLD) that allows you to 
submit updated plans or corrected information for City review. Starting March 4, 2026 permit revisions are 
submitted using the new Revision application type in Accela Citizen Access (ACA). Each revision receives its 
own record number linked to the original permit (e.g., BLD2026‑00101‑REV01). 

ACCESSING THE REVISION APPLICATION 
1. Via My Records: Log in to ACA and go to My Records. Under the Action column next to your issued BLD 

record, click Create Revision; or 

 

2. Via Create an Application: From the ACA homepage, choose Building, then select Revision from the Create 
an Application list and click Continue Application. 
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FILLING OUT THE APPLICATION 
3. Step 1: (if accessed via Create Application) Enter the BLD record number (example: BLD2026-01234) of the 

permit you're revising. (This step is skipped if you started from My Records.)  

 

4. Step 2: Confirm the auto-populated address and parcel number (non-editable). Click Continue Application. 
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5. Applicant Contact: Add or verify the Applicant via Select from Account to ensure proper tracking. Follow 
prompts to confirm contact information. 

 

6. Required Fields: Fill all fields marked with a red asterisk (*). Only include information related to the 
revision scope. Then click Continue Application. 

 

UPLOADING SUPPORTING DOCUMENTS 
7. Review the Electronic Document Standards to ensure proper formatting. 
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8. Adding Documents (2 options): Either drag and drop files into the box; or select files from your computer. 

 

Tip: Before beginning the document upload process, name the documents on your computer using the 

required file naming standards, as you cannot change the name once you start the upload process. 
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9. Document Type. A “Doc Type” is required for each document you upload. In this example, “Plans” are 
required to be submitted. Click the drop down and choose the Document Type from the list. 

 

FINAL REVIEW & SUBMISSION 
10. On the Review screen, verify all details. Use Edit buttons if any corrections are needed. 

11. Agree to the terms by checking the box, then click Continue Application to submit. 

 

CONFIRMATION & NEXT STEPS 
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12. Upon successful submission, you’ll see a confirmation page and receive an automatic email for each 
uploaded document. 

 

13. Track your revisions under My Records—revision records are linked and may include related records 
numbers. 

 

 
Tip: Schedule inspections under the original (parent) BLD permit, not the revision record 
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