
How To Schedule Re-Roof 
Inspections w/ Photos
City of Omaha Permits & Inspections



Uploading The Photos



Click on the Permits tab.

Select the permit that 
needs an inspection. 



Located in the middle of the 
screen, click on Record Info.

A drop-down list will open, 
select Attachments.



Click on Add Documents.
Click on Add Documents.



Select the file you want to 
upload, name the file to 
something regarding the photo.

Click Continue if you are 
finished with adding Documents 
or click on Add Documents to 
add additional documents.



Click Save Documents to save 
the document to the permit.

The document will display in the list and 
a message will also display showing that 
is has been added successfully.



Scheduling The 
Inspection



Located in the middle of the 
screen, click on Record Info.

A drop-down list will open, 
select Inspections.



Click on Schedule or Request an Inspection.



Select an available inspection to 
schedule, click Continue.

Select an available date, select All Day, click 
Continue.



Verify that contact info is 
correct, click Continue.

Click Include Additional Notes



Once you click Include Additional Notes
type in “Photos were uploaded online”
in the text field.  Then click Finish.



Inspection will now show under 
Upcoming inspections.
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