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: Login to ACA and go to My Records. Under the Action column next to your issued BLD
record, click Create Revision; or

m Building Planning Enforcement Fire ShortTermRental Public Works —Special Event

Dashboard My Records

Building

Showing 21-30 0f 81 | « e | Add ¢ I

\_ Date Record Number Record Type Project Name Address Status Related Records
(] owes;zozs  ELD202S Residential 630 GARDEN ST: e g TA  waiting on Applicant 0
(] omzsiz02s oLD20 Commercial New 630 GARDEN ST: O RDEN SLSANTA  pran Review 0
(] o#24/2025 BLD2025-00061 Residential 630 GARDEN ST: RfTest- Timekeep  ooQ GiRDEN ST SANTA gy 1o tssue 0
07/24/2025  BLD2025-00060 Commercial New o NROEN ST: CfTest - Time AR ST oaNTA  ptan Review o
06/11/2025 7102025 Residential 630 GARDEN ST: test S GARDEN STioaNTA  Responscs Required  Pay Fres Duc /
") osisorz02s Administrative 630 GARDEN ST: Appeal Test 630 GARDEN ST. SANTA. . \ore

BARBARA CA 93101

2025-00047
(] 04;2272026  BLD2025-00045 Residential 630 GARDEN ST: Test N oy SN e | t sior

1 & 2 Family Home Water Heater
04/02/2025  BLDZ025-00043 Replacement with Heat Pump 619 Otive ST- glﬂ:;)uvscin:;;ga
Water Heater ARA

Issued 4]

2. ViaCreate an Application: From the ACA homepage, choose Building, then select Revision from the Create

an Application list and click Continue Application.

Planning Enforcement Fire Short Term Rental /
Search Applications Schedule an Inspection Create Application

» Building OnDemand
Building Prg-Anolication

w Building Revision
) Revision
Building Residential Permits

Building Commercial Permits
Building Electrical

Building Plumbing
Building Sign

»

»

»

: Building Mechanical

»

» Building Administrative

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.)

Revision
Revision Project Location "
Details Information 3 People Information

Step 1:Revision Project Details > Revision Information

Validate Revision to Issued Permit

REVISION PROJECT DETAILS

* Please enter Issued Permit Number for this Revision:

4. Step 2: Confirm the auto-populated address and parcel number (non-editable). Click Continue Application.

—
Step 2: Location Information > Location Information

*Street No.:  Direction: * Street Name: Street Type:
630 —Salect- ¥ GARDEN St L
Unit Type: Unit Neo.:

==Egleck=- -

* Parcel Number: /

031-160-013

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.

Home B:ILGGLE Planning Enforcement Fire ShortTermRental Public Works Special Event

Search Applications Schedule an Inspection Create Application

Revision

1 gﬁ"’“‘l‘@" Project 2 Ilrf;‘ma'm"-’;‘nm 3 People Intarmation 4 Pt Detad 5 Documents: & 7

p 3:People Information>Applicant and contacts

Applicant

The "Applicant” is primary contz r the application.
f you (the person filling on-line application) are the Applicant, use, "Select from Account,” to add your contact information
f you are not the icagilise, "Look Up," to find the Applicant. The applicant must be a registered user.

Selact from Account | Look Up

Owner

nter contact information, the Owner imformation is optional. If you are submitting this application, use 'Select from Account’ option to copy your contact information from your registration.

jote: You can update your contact information (phone number, address) using the Account Management link at the top of the page.
s oo | s
Licensed Professional List

Please add all licensed professionals refated to the project if known at the time of application. This includes architects, engineers, contractors, etc. 1F you're unsure of all the licensed professionals they
an be added later.

Add New

Showing 0-0 of 0

Uicense Number icense Type Contact Name Euminess Name. Business License & Home Priane Fax
No records found

Continue Application »

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

Step 3: Permit Detall > Work Description

Additional Information
* Job ValuelS)

Detail Information

* Project Description

GENERAL

Piease enter the square footage below as it relates to your project.

I the fiekd does nat apply enter the number zero.

Piease note, e plan review will be detayed plans occur,

*New SqFt:

* Aleration Sq Ft: ) /

=

UPLOADING SUPPORTING DOCUMENTS

7. Review the Electronic Document Standards to ensure proper formatting.
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Step 4: Documents > Upload Standards

The following details the recommended Submission Standards when upioading Plans as part of your application/permit

Submission File Format Res

Architectural Plan Set - Submittal 1.pdf
mple Architectural Plan Set — Submittal 2.pdi

A1.0 LOWER FLOOR

Drawing Sheets
5 & number is entered manually

b d be

8. Adding Documents (2 options): Either drag and drop files into the box; or select files from your computer.

Residential

1 2 ﬁ-‘m:im 3 Permit Detail 4 Documents 5 Review 6 Record Issuance

Step 4:Documents>Upload

* indicates a required field

Digital Projects Upload

ackage A (? Help

or this permit appiication: » Plans

4 Drag files here to upload or click to select files

Cannot exceed 250Mb. Allowed file extensions: DWG,JPG,JPEG, PDF POFAPNG o] e
opy

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.

's, t K @ @ Help
Status: NOSTATUS /
0 if t ¥ t i ta « Plans
*

= 0§ 3

= pp———

File Name ™ g DocT ] g s T Sty ™ Th
e
F 4 . |

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.

GENERAL [ Edn ]
New Sq Ft 0
Alteration Sq Ft 50

a

I certify that | have read and understand the instructions that accompany this application and that the statements made as part of this application are true, complete, and correct and that no material information has been
omitted. By checking the box below. | understand and agree that | am electronically signing and filing this application

y checking this box, | agree to the above certification. Date: 12«'04/207
_

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.

Step 3:Receipt/Record issuance
Congratulations! You've either submitted an application successfully or paid a fee successfully.

If you just paid fees, you can print a receipt by clicking on the one of the "Print/View Receipt” buttons
below.

PLEASE NOTE: If you paid your fees by credit card, the 2.65% convenience fee will not show up on the
receipt you generate here. It will show up on your credit card bill.

We will begin processing your application shortly. Thank you for your application.

Receipt

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

630 GARDEN St

View Summary

REVID2

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

numbers.

Home N:UTLILE Planning Enforcement Fire ShortTermRental Public Works Special Event

Create Application

Schedule an Inspection

Search Applications

Records

Showing 1-10 of B2 | Add to col

{ Date Record Number Record Type Project Name Address Status

[ 12/04/2025 Revision 630 GARDEN ST 630 GARDENSLSANTA oo peceived D

BARBARA CA 93101

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

Land Development Team | Forms & Applications Page 6 of 6



	Submitting a Permit Revision
	Accessing the Revision Application
	Filling Out the Application
	Uploading Supporting Documents
	Final Review & Submission
	Confirmation & Next Steps


