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Submit a Planning Application

These instructions will assist you in navigating through submitting an online application in the Palm Springs Online portal. Prior to using this guide,
a user should have already created and registered a login to the portal.

Locate the Application

1. When on the Palm Springs Online home page, click on either the Apply tile within the page or on the Apply tab at the top of the page.

Login or Register

Apply  Today's Inspections Map Report Pay Invoices  SearchQ  Calendar (@ Help! »

** California 2022 Codes Effective January 1,2023

Pay Invoice Search Public Records

This tool can be used to apply for a
permit, plan or license.

Getting Started User Guides
This tool can be used to access
additional resources and helpful
guides.

Use this tool to pay for individual
invoices.

Already a Contractor
Are you already a contractor with
the City, please either come into the
office or fill out this form so we can
update your information.

This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

Contact Us

Use this tool to submit a question to
our staff.




2. When on the Application Assistant page, click PLANS on the right side of the page in order to filter the view and show only Planning and
Engineering Applications (this can be further filtered by clicking Planning under the Plans tab on the left side of the page — see image
below). Locate the application by scrolling the page. Alternatively, you may search by the application type. When you find the applicable
application, click Apply.
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Step 1: Location

1. Locations: Click the Location card to add the location for the application.
Select from the dropdown what type of address is being added. Click the Plus

Sign in the center of the Add Address card (shown on the right).

Dashboard  Home

4Back to Application

Add Location

Add AddressAs  Location

Address Information

Apply

My Work

Search

Today's Inspections

Map Report

Pay Invoices

Sear;

LA DavidNewell~ W0

Dashboard Home Apply MyWork Todaysinspections Map Report  Payinvoices SearchQ  Calendar @  Help!

Apply for Plan - Architectural Review - Major *REQUIRED

Locations

LOCATIONS

Search for and select the address or the parcel APN(Parcel Number) where your project is located. When searching by address, itis
recommendsd to enter just the strest number, strest dirsction and street name. When searching APN, it is recommended to enter the APN
ns,enter all associated addresses for your proposed project.

Location

+

2. The Add Location page will open (left) and you will have the option to search by

Address or Parcel.

3. When searching by address, it is recommended to enter just the street number,
street direction and street name. When searching by Assessor Parcel Number (APN),
it is recommended to enter the APN without dashes. Once the address or APN is
shown, click the Add button to include it in the location for the application being

submitted.

Add Address As

Address Information
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3200 TAHQUITZ CANYON WAY , PALM SPRINGS, CA 92262
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4. Once the address or APN is shown, click the Add button to include it in the location for the application being submitted.

Address Information
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Address
3200 TAHQUITZ CANYON WAY , PALM SPRINGS, CA 22262
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5. If there are multiple addresses or APNs, click the Plus Sign in the center of the Add Address card again and repeat the above steps.
6. Once the address(es) or APN(s) has been added to the Locations page, click Next.
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Apply for Plan - Architectural Review - Major *REQUIRED

Locations

LOCATIONS
Search for and select the address or the parcel APN(Parcel Number) where your project is located. When searching by address, itis

recommended to enter just the street number, street direction and street name. When searching APN, it is recommended to enter the APN
without dashes. If you have multiple locations, enter all associated addresses for your proposed project.

3200 TAHQUITZ CANYON
WAY , PALM SPRINGS, CA

92262 Sdd
Location

Main Address

Parcel Number +

502150005
Main Parcel

Remove

Save Draft Next

Create Template



Step 2: Type

The application type that was initially selected will default in the Plan Type field.

David Newell - =0

Help!«

Map Report Paylnvoices SearchQ,  Calendar (0

MyWork  Today's Inspections

Dashboard Home  Apply

‘REQUIRED

Apply for Plan - Architectural Review - Major

Locations Type

PLAN DETAILS

Provide a brief description of proposed project. Fields with a red asterisk (*) are required to be completed.
* Plan Type Architectural Review - Major  «

* Description Construction of a new multifamily
residential development consisting of 25
condominiums on a 3-acre site

Square Feet 37500

Create Template Save Draft Next

1. Adescription to support the details of the application type can be added in the Description memo box.

2. Enter Square Feet if applicable.
3. Click Next.

NOTE: Required the fields are noted with an asterisk.



Step 3: Contacts

The registrants contact information default to the first Contact card listed. Additional contacts can be added if applicable. Additionally, certain
applications may have additional required contacts, such as Owner, Architect, etc.. as may be shown on the Contacts page.

1. To add additional contacts, click the Plus Sign located on the Contact Card.

Apply for Plan - Architectural Review - Major *REQUIRED

Locations Type Contacts

CONTACTS

You will already be listed as the applicant of your proposed project. Add any additional contacts that will collaborate on this project. You can
only add contacts who are already registered unless you manually enter them as contacts. You may choose to add contacts at any time

during this project.
Applicant Owner "
Add
1 Add
Contact
David Newell (You) Contact

City of Palm Springs

3200 East Tahqguitz Canyon I

Way , Palm Springs, CA,
922462
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REQUIRED

Create Template Save Draft Next




2. Click the dropdown arrow to select the Contact Type applicable to the contact

Apply for Plan - Architectural Review - Major *REQUIRED

Locations Type Contacts

CONTACTS

You will already be listed as the applicant of your proposed project. Add any additional contacts that will collaborate on this project. You can
only add contacts who are already registered unless you manually enter them as contacts. You may choose to add contacts at any time
during this project.

Applicant Ouner Architec

Select Type
Applicant
Architect
Engineer

Landscape Architect
David Newell (You) David Newell(You) ABC Design owner P
City of Palm Springs City of Palm Springs John Smith
3200 East Tahquitz Canyon 3200 East Tahquitz Canyon ...
Way . Palm Springs, CA,
92262

Remaove Remaove

Create Template Save Draft



3. Inthe search box, type in Name, Email, or Company name and click Search to search Global Contacts in Enterprise Permitting and Licensing
for an existing contact. If the person, email, or company is an existing contact click Add to add the contact to the application.

Add Contact
Add Contact As ‘ Engineer v‘
A J Enter Manually My Favorites
Applicant
."J'er:hI'tE'CT. Searchllestwork |B
Sort| Relevance v

Landscape Architect

S | Owner fites
ﬁi\f Test Work City of Palm Springs m

Search |test work ﬂ

4. If the contact does not exist in Global Contacts, click Enter Manually, and fill in the required fields and click Submit.

Add Contact As  Landscape Architect «

Search Enter Manually My Favorites

Enter Manually

" First Name

5. Click Next.



Step 4: More Info

The More Info page includes various fields for adding additional information that is specific to each application type. Please fill in the information
needed, and some fields may be required.

1. Enter information as needed or required, scrolling down the page if necessary.
2. Click Next (found at bottom of page).

Apply for Plan - Architectural Review - Major *REQUIRED
o o o o
Locations Type Contacts More Info
MORE INFO
Complete the required fields.
General Next Section| Top | Main Men|
“Project Type hd
Subdivision Name
4
Census Tract
4
“Existing Zoning
4
“General Plan Desienation
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Step 5: Attachments

The Attachments step is where you will upload plan files or documents that needed or required for the application process.

1. Click the Add Attachment card to open Windows Explorer.
2. Click to insert or drag files into the Add Attachment card.

NOTE: Certain application types may have required documents that must be attached to save. eReviews used in conjunction with Bluebeam require a PDF file
type. Bluebeam only allow PDF file type.

Apply for Plan - Architectural Review - Major

Locations Type Contacts More Info Attachments

Attachments

Please attach any required and/or supporting documents. Makes sure all exhibits are in PDF format.

Color and Material Elevations Floor Plan
Samples Exhibit

Add Attachment Add Attachment Add Attachment

+ + +

Supported: .pdf Supported: .pdf Supported: pdf

REQUIRED REQUIRED REQUIRED

Justification Letter Landscape Plan Perspectives

3. After adding all files, click Next.
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Step 6: Signature

The Signature step allows the user to consent electronically for the application.

P wn PR

Type the user’s name in the first field.
Toggle the Enable Type Signature to the right, type name again and the signature fill in the final field or
Leave the Enable Type Signature toggled to the left and draw the signature in the signature field.

Click Next.

Apply for Plan - Architectural Review - Major *REQUIRED

Locations Type Contacts More Info Attachments Signature

SIGNATURE

| certify that the information supplied in this application is true and correct to the best of my knowledge. | understand that | am required to
sign this application, and | hereby agree that by entering my name or signing in the space below, | intend it to have the same effect as my
written signature.

* Please type your name as consent to electronically sign this John Doe
application.

Enable Type Signature @) John Doe

David Newell
May, 09 2023

(obie Dac

Create Template Save Draft Next
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Step 7: Review and Submit

At this step, you will have the opportunity to review all information entered or provided in Steps 1 through 6. he Signature step allows On the
Location Screen, the user may input addresses and parcels.

1. If the application is complete and accurate click Submit at the bottom of the page. However, if the information is incomplete and needs to be finished
later, you may click Save Draft. You will be able to click the Draft status circle on the Dashboard to resume their application.

2. Once an application has been submitted, a Success page displays. The citizen may click the Continue To plan button or add any fees that
have been invoiced to their shopping cart to proceed to payment (if a fees window shows fees due). If a fees due window is not shown, the
city will review your application and invoice the amount due at a later time.

& Your application was successfully submitted!

Your application was successfully submitted! We will process your submittal in the order received upon
receipt of the application fees. Please be advised that additional information and/or fees may be required, in
which case a staff member will contact you.

Continue to plan

3. The next page is the dashboard for your application and should be checked

- ) . . . Plan Number: AR-2023-0065
regularly. It includes your application case number, invoices, and other bt | o temente e
information important to the status of the application. .
Type: Architectural Review - Major Status: Submitted - Online
Project Name:
Applied Date: 05/0%/2023 Expiration Date:
District: 1 Assigned To:

Completion Date:
Square Feet: 37.500.00

Description: Construction of a new multifamily residential development consisting of 25 condominiums on a 3-acre
site.

Locations Fees Attachments Contacts More Info Conditions

Progress Workflow Available Actions

0%

Completed

oo

sure Correct Fees Collected I

D

13



