How to Respond to Corrections and Resubmit Files for a Permit on the Citizen Access Portal
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This guide provides instructions for responding to corrections and resubmitting files for a permit on the
Citizen Access Portal

Go to townofpalmbeachfl-energovweb.tylerhost.net

1. Login to the Palm Beach Citizen Access Portal
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2. Click "My Work"

Access your work.

Click "My Work"

3. Click the permit that needs to be updated

Open the specific permit.

Click the permit that
needs to be updated
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4. Click "Attachments"

Access the documents related to the permit

Click "Attachments”

Attachments @ £ M

5. Click "Resubmit" on the document that needs to be resubmitted

Initiate the resubmission process

Click "Resubmit”




6. Type response here

Click Respond and enter your response to listed corrections.

Type response here
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7. Toggle on "Acknowledge"

Toggle on "Acknowledge" once completed responding.

Toggle on
"Acknowledge”




8. Click "Next"

Proceed to the next step

Click "Next"

9. Review all conditions if applicable and then click "Next"

Review any Conditions listed if applicable and then continue to the following section.

Click "Next"




10. Resubmit all indicated files by Clicking "Select File" next to each document listed

Upload any necessary files or documents. Please ensure that resubmitted documents that are a part of a
setinclude the complete set of files that were originally uploaded, not just the corrected files.

Click "Select File"

w Select File

11. Toggle on "Include additional new files?" if applicable

Use this option to submit new additional files that were not included in your initial upload. If you only
need to update or correct already submitted files, you can skip this step and move to Step 15.

Click here

M Include additional new file? 1




12. Click the drop down to choose the appropriate category that corresponds to the new files you
will submit if applicable.

Select the appropriate file category

Select the appropriate file category

DEP Zoning Compliance Requi
Designation Report

13. Once you have selected an appropriate Category click the "+" symbol to upload the file(s)

Upload the new file(s).

Click here
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14. Once all files have been resubmitted, Click "Submit"

Click "Submit”

Click "Close”

The guide covers the process of responding to corrections and resubmitting files for a permit on the Palm
Beach Citizen Access Portal.




