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Accela Citizen Access – Uploading to  
         Digital Plans Room 

 
1. To upload Plan documents 

A. In My Record, the record required uploading of plans will be listed with the Actions 
column identified as Upload Plans 

 
B. Click on the Action link to open the Digital Plans Room (DPR). 
C. DPR Step 1: Information 

a. Note that the required documents are listed. 
b. Add the description of the documents and click Continue. 
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D. DPR Step 2: Add & Process Files 
a. Add the documents by dragging and dropping the file or uploading by 

browsing your computer files.  
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b. When all the files have been added, click the Upload and Validate 
button. 

 
 
 
 

 
c. The files will be added, and the status will say Validated (during the 

upload, the status will say Validating). When validation is completed 
click the Process Files button. 

 
While the files are processing, a pop-up window will appear showing the 
progress of the upload. 
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When complete, the status of the file will say Processed. Click Continue. 

 
 

E. DPR Step 3: Version Sheets.  
If versioning information is needed, message will appear to add sheet 
numbers. Add sheet numbers and click Continue.  
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F. DPR Step 4: Review 

Review the information and documents in the DPR. If anything needs to be 
changed or corrected, click  for that section.  When the review & edit are 
complete, click Finish. 

 
 

A message saying Success. Your review package has been received appears, 
and the Digital Plans Room status (at top of page) says Submitted. 
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