
How to apply for a Resubmittal  

Logon to your online portal, 

Then Click on:  

1. MyWork Tab, 
2. My Building Permits, 
3. Permit Number you are working on.  

 

 
 

Click on the Attachments tab in the middle of the page.  
 

 
 
 
 



Scroll down until you see the boxes shown below.  There will be a “Resubmit” tab for the documents that need to 
be resubmitted.  You will also see a Markups tab if the documents/plans have been redlined.  You can click on the 
Markups tab to see the written description of the corrections; or click on the blue hyperlink to see the red markups 
on the documents/plans.   
 

 
  
Click on the Resubmit button in one of the boxes, it will take you to the files page, shown below (just an 
overview).  Choose the NEXT button in the bottom right-hand corner,  
 

 
 
 



This is the Reviews page, where you will “Acknowledge” the corrections, by toggling next to the word  
“Acknowledge” wherever it is shown on the page – you will do this for each department that reviewed the permit. 
SOMETIMES THE ACKNOWLEDGE PAGE WILL NOT APPEAR.  THIS IS OK!   
Click “Next” 

 
This is the Resubmit Files screen -  

• Click on the “Select File” button and upload the REVISED files, PLEASE MAKE SURE TO UPLOAD 
THE CORRECT FILE TO THE CORRECT FILE NAME.  If that does not happen, the files won’t 
be overlaid correctly and create confusion on the processing end.   

• Continue to choose “Select File” until all the required resubmittals have been uploaded. 
• If you have any new documents that need to be uploaded, please click on the toggle next to the “Include 

Additional New File” tab at the bottom right of the screen. 
 

   



 
After selecting the “Include Additional New file,” click on the down arrow next to “Select Type” and choose the 
correct document name from the drop-down menu.  Click on the “+” sign to upload the document.  Once all the 
resubmitted documents have been uploaded, choose “Submit.”  
Note – The Submit button will NOT BE ACTIVATED until all the required documents have been uploaded.   
 

 
 
Once the documents have been uploaded, you will see a popup that confirms your submittal was received. 
 
If you have any questions or problems, please contact us at 707-778-4557 or building@cityofpetaluma.org. 

mailto:building@cityofpetaluma.org

