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Electronic Permit Submittals for the following permit types will be done

directly through the ONE site at www.onenv.us

-Signs

You must be a registered user and have a login in order to submit your permit
application. If you are a first time user you will need to register for an account.
Once your account is created, you can follow the login process. From the home
page, select either Register for an Account if you are a first time user or input
your login information to login.




Once you are logged in, you will be taken to the One Home Screen.

To begin an application, select the Building Tab and then select Create an Ap-

plication by Address.




Address Validation

This step will verify will verify which jurisdiction your permit is out of.

Enter Work Lm'ati/

*Street No.:

From - To

*Street Name:

Unit Type:

--Select--

City:

oo [

The only information needed for this
validation is the Street No and
Street Name Fields. Once you have
entered this information, select
Search.

Once you have validated that your address is in the City of Reno, you will
be able to see all of the permit options available for that address.




The application is broken down into 7 sections.

1) Location 2) People 3) Application Details 4) Plans & Documents 5) Review 6)
Pay Fees 7) Record Submittal

The application type selected will appear at the top of the application.
STEP 1-Location

—

-

Address, Parcel Number

and Owner information

_ are automatically filled

in based on the Address
Validation.




Step 2- People

Signs

This step has three sections:

. Applicant
. Occupant/Tenant

. Licensed Professional

Licensed Contractor

<
G

Applicant information is automatically populated based
on the logged in user. It can be edited if needed.

For Sign Permits, Occupant/Tenant name will need to be
added. Simply select Add New.

If you have a current contractor’s license, you can Look up
the Licensed Professionals or you can Add New.




Step 3-Application Details

Permit Valuation and Application Details sections will need to be com-
pleted.

This section will change based on the type of Application selected.

Home Business Licensing  Enforcement Engineering Fire  Health District  Planning  Public Works

Create an Application Bearch Applications

Bauilding - Sizn

Flans &

1 Location 2 People 2 Application Detsils & Diocuments

Step 3:Application Details > Application Details

¥ indicates a required field.

Permit Valuation shall include total value of work, including materials and labor.

*Project Valuation {$):
10,000.00

<
Aplication Desils _

SIGN INFORMATION
Each sign will require a separate entry.

Showing 1-1 of 1
[l Sign Type Sign Area (Sq Ft)

O Wall Exterior 20 Actions v

Chitnsen | =8 o s

Supplemental Application Details-

Some application types will have supplemental application details that will be
required.




Step 4-Plans & Documents-Document Upload

This is the step where plans and all associated documents can be uploaded.

To start this process, simply select Add.

File Upload

The maxlimwm file size allowed (s 250 MB.
hitmil;hibmi it ymhtmljsjexe;zip are dsaliowed flle types to upload.

File Upload box will pop
up. From here, select Add.

™




Step 4-Plans & Documents-Document Upload continued

You will be prompted to select the files you would like uploaded from your
computer.

File Upload

Thee maximivm file skze allowed s 250 MB.
hitmil;hitm; mht;mhtmijsexe;zip are dsaliowed file types to upload.

BLO30-O0800E_Pians. pdf 1005

Once files have been com- T

BLOO-00000E_Strisc_Cales. pdf

pletely uploaded, select

Continue.




Step 4-Plans & Documents-Document Upload continued

A document Type for each file being uploaded is required and only one type
of PLANS file can be uploaded. Once each document has been given a docu-

ment type, select Save.

=Type:
~Select--

~blamsa
BLOZ0-00000E._Plares po --Safast--

I Attached E-mad
Description: EMERGY (Energy Complienca)
Ganeral Camments
GEQTECH (Geatech Repart)
HYRDD_RPT (Hyrdolegy Report)
MECH_BEQLIP [Meach. Equip. Sizing)
MFE,_SPECS (Mir's Installstion Instructions)

et check MISC (Miscallaneous [review docs])
= = Man Review Hold Comments

PLANS [Plan Drawiig

“Type: SP_INSP {Speciel Inspections App.)
ype: STRUC_CALCS [Structural Cales)

—Select— Support Dacument

TRUSS_CALCS (Truss Cales)

TRUSS _WVER (Truss Verification Lir.)

BLOR0-000D0E_Struc_Cales pdf
100%

Description:

You should see a message at the top
of the page confirming the uploads
were successful.

The uploaded documents will turn

blue once they have been uploaded.




Step 5-Review

This steps allows you to review all sections of the application. You can select the
Edit sign associated with any section to make changes to application.

REND: CITY OF

PO BOX 1900

/T PROPERTY MAMAGEMENT
REMOH NV BOSIS.




Step 6- Pay Fees

Fees will be assessed based on the information provided. A summary of the
fees for the associated permit will be displayed.

*Fees may be adjusted once project is received and reviewed for completeness.

Home Business Licensing  Enforcement Engineering Fire  Health District  Planning  Public Works

Create an Application Saarch Applications

Building - Sizgn

1 2 3 Appliestion Detsils ¢ FAN=& 7 Record Submitts!

Step 6:Pay Fees

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work
items installed or repaired. Enter quantities where applicable. The following screen will display your totzl fees.
Application Fees

Fees Qty.

Siign - Wall or Awming - Exterior Ebectric - Each 1

TOTAL FEES: 525025
MNote: This does not include additional inspection fees which may be assessed later.

Check Out =

Once you select Check Out, your shopping cart will be displayed. Here you will

find the permit record you have created as well as any records which have out-
standing fees.

A temporary permit number will be as-
signed to your application before you com-
Dlete the record. This permit number will
not be used again once the record is sub-
mitted.

Select Checkout once you have selected the records you would like to pay.




Step 6- Pay Fees continued

You have now reached the Payment Processing Screen. From this screen you
will select the payment type, fill out the contact details and provide the Billing

Information.

Once the form is completed and you select Pay Now, a pop up box will ap-

pear while payment is processing.

Flaasa kesp window apsn untd all Rems hawe been processed

Processing Payments

Agency Type Payment Confirmation
£ RENO  Building - Sign

Processin g F'aym ents Please keep window open until all tems have been processed

Once payment has been processed,

you will receive a confirmation Agency Type Payment Confirmation Status
" REMO Building - Sign 20000445 Complete

screen which will give you the option
to print a receipt for the transaction.




Receipt/Record Issuance

A confirmation page will be displayed with your permit number.

This permit can now be found under the My Records page. From here, you
will be able to see the most current application status, upload required revi-
sions and print the final approved plans and building permit.

m Building Business Licensing Enforcement Engineering Fire Health District Planning Public Works

Dashboard I My Records I My Account Advanced Search =

w Building

2 ap _canp

Record ject 5 .
[] pate peco! Record Type  proics Address Status Description
SIGN(S). (1)
i R 450 SINCLAIR ST
[] 103072019 -M20 BuRdG NARENOG NV Application Submitted EREESTANDING

00120E Sign
== LLLUMINATION

1 10/30/2019 Building - LEISTSTNAL | aoolication Submitted




Permit Review Status

PLAN REVIEW-FIRST SUBMITTAL

The initial review of most plans will be completed within 5 business days, this is a concur-
rent review performed by all assigned reviewers. In some cases, additional time is required
due to the complexity of the permit, if this is the case, you will be contacted by the Plans Co-
ordinator and notified of a revised completion date. Plan review status can be found under

Processing Status.

Once permit is “In Plan Review” status, unless specifically requested and required by Plans
Coordinator, document uploads will not be accepted and will be deleted from the record.
Once plan review is complete and permit status has changed to “Revisions Required “,

document uploads will be accepted.

PLAN REVIEW-— SUBSEQUENT SUBMITTALS

If revisions are required, revised plans will need to be uploaded following the original document upload
process as well as the document resubmittal process, revisions will need to follow document naming rules
for revisions. Secondary reviews are expedited and are typically completed in 3 business days. Plan Review

status can be viewed under the Processing Status tab.




Initial Plan Review Complete-Revisions Required

Once plan review has been completed, the permit status will change to Revisions Required.
This is the point where you will be able to resubmit previously submitted plans and docu-

ments or submit new documents for the first time.
To check the status of your permit, from the Record Info dropdown, select Building De-
tails. At the bottom of the screen, select Application Status Trail.

—)

Application Status Trail will be updated live throughout the entire Review Process.

4 N




Initial Plan Review Complete-Resubmittal

If revisions to a document are required, revised document (s) will need to be resubmitted using the corre-
sponding document’s Resubmit action listed under the associated document in Attachments. This option will
be created by the Plans Coordinator once plan review is complete. If a document is being revised which did
not require revisions, please follow document upload procedures as outlined on page 7.

Once permit is “In Plan Review” status, unless specifically requested and required by Plans Coordinator, document uploads will not be ac-
cepted and will be deleted from the record. Once plan review is complete and permit status has changed to “Revisions Required “, document

uploads will be accepted.

Plans& Documents

Please review File Naming Rules for Subsequent Submittals prior to resubmittal.

Plans& Documents




Initial Plan Review Complete-Revisions Required

Once all required revisions have been addressed, documents can be resub-
mitted through the ACA. Document Naming Rules for Revisions will need to be
followed. See Page 24.

A letter addressing all hold comments must be submitted with the revised plans. Letter

must include Date, Building Permit Number and Revision Number. All comments from all
divisions must be itemized and addressed.

Changes to plans and documents will not need to be marked up, narrative should reflect all
changes. Resubmitted plans and documents should be free of any markups.

City of Reno

_— City of Reno
Building Department

Building Department

05,/07,/201%9 05/07/2018

—
— BLDZ20-00000E

BLO20-00000E

— Revision 1|

Revision 1| PERMIT REVISIONS

Building Review Comments-

1)
2)
3)
4)
5)
&)

Planning Review Comments-

1)
2)
3)
4)
5)

Fire Review Comments-

1)
2)
3)
4)
5)
&)

Engineering Comments-

1)
2)
3)

Health Review Comments-




Plan Review Complete
Permit Issuance

Final Documents, including plans, associated documents and permit, will be
available to view, print and download in your ACA account.

From the Record Info Dropdown, select Plans &

Documents.

Final Approved plans and permit will now be listed. To download final plans and docu-

ments, simply click on the Plan Name.

| ]

PDF File will open at the bottom of your screen.

ELECTRONIC DOCUMENT REVIEW IS NOW COMPLETE




Electronic Permit

Submittal

Document Requirements
and File Standards




Title Block

For Plan Sheets sized at 24 x 36, a 2”” x 2 approval box, located directly above plan sheet
numbering box must be located on the title block of ALL pages, including Cover Page, to
allow for final City of Reno Approval .

=) )

For Plan Sheets sized at 11” x 17”, a 1”x 1” approval box, located directly above plan sheet
numbering box, must be located on the title block of all pages to allow for final City of Reno

approval.

[ )=




Cover Sheet

For Plan Sheets sized at 24” x 36, a 3”x3” approval box, located on the lower right quad-
rant of the Cover Sheet is required for multi divisional review approval.

City of Reno Approval Box

N\

\

BUILDING TYPE 1

o

Final City Approved Set.

Multi Divisional Approval Box

For Plan Sheets sized at 11” x 17”, a 2”x 1” approval box, located anywhere on the Cover
Sheet is required for multi divisional review approval.

i
£ e oL
IRON RIVER COURT IRON RIVER COURT

oETIONE:
Building-DBM 263050~ LUNLRIDS MASTER BATH
02T=EXTEMDED COVERED PAO

OPTIONS:

263030 LUNURIOS MASTER BATH
0IT=EXTENDED COVERED PATIO
Planning-DBM
LOT B2 7023 54, FL.

LOT Q2L 7023 S0 FT.

| | CITYg 51/ ToLLst
CITYg 51/ ToLLst } # 5/ oL -
I 143




Scale

PDF plans must be generated at a prescribed scale (e.g. 1/4” =1°-0”, or 17’=20") in order
for plan review staff to be able to verify dimensions and areas of each plan using the Ac-

robat measuring tool.

Page Orientation

All plan sheets must be oriented so the top of the page is always at the top of the monitor
and set to landscape. A north arrow must be provided.

Page Size
Plan Sheets

All plans sheets must use a 24”x 36”_ or 30”x42”standard document size.

The following plans can use a 11” x 17 file size:

Solar & EV Charger

Signs

Residential Patio Covers
Single Family Repeats
Single Family Fence Repeats
Fire Sprinkler Repeats

Associated Documents

All related associated documents can be submitted in 8.5 x 11” size.




Document Security Settings

There must not be any document restrictions on any file that is submitted for review. To make
sure no document restrictions have been set, from the File tab, select Properties. Document
Properties window will open. Select the Security Tab. All actions should be shown as
“Allowed”.

‘Cl

Document Properties

SECU”t.V Fonts  Initial View Custom Advanced

The document's Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method te No Security,

Security Method: | No Security ~ Change Settings...

Can be Opened by:  All versions of Acrobat Show Details...

@ment Restrictions Summary \

Printing:  Allowed

Changing the Document:  Allowed

Document Assembly:  Allowed Al I p e r m i SS i o

Content Copying:  Allowed
Content Copying for Accessibility:  Allowed mUSt ShOW as
Page Extraction:  Allowed

Commenting:  Allowed Allowed.

Filling of form fields:  Allowed

Signing:  Allowed

\ Creation of Template Pages:  Allowed




Bookmarks

All Plan sheets must be individually bookmarked with page number and page description.
From the bookmark tool, you can view the existing bookmarks.

All sheet numbers and
sheet titles listed on Sheet
Index must be bookmarked.

- J

Documents other than Plans do not need to be
bookmarked.




File Naming:

All uploaded documents must follow the following naming formats-

Initial Review

Files will be automatically named




File Naming: (continued)

All uploaded documents must follow the following naming formats:

Subseguent Reviews

(Revision number will vary and will be based on current plan review cycle)

Plans— BLD20-00000E_ PLANS REVISION1

Structural Cales— BLD20-00000E_STRUC_CALCS_REVISION1
Energy Compliance— BLD20-00000E_ ENERGY_ REVISIONI1

Geotech Report— BLD20-00000E. GEOTECH_REVISIONI1

Truss Calcs— BLD20-00000E_TRUSS _CALCS_REVISION1

Truss Verification Letter— BLD20-00000E_TRUSS VER REVISION1
Special Inspections— BLD20-00000E_SP _INSP_REVISIONI1
Mechanical Equip Sizing— BLD20-00000E. MECH_EQUIP_REVISION1
Mfr’s Install Instructions— BLD20-00000E_ MFR_SPECS REVISIONI1
Hydrology Report— BLD20-00000E_ HYDRO_RPT_ REVISION1
Miscellaneous— BLD20-00000E_MISC_REVISION1

Master Matrix— BLD20-00000E_MATRIX REVISION1




File Naming: (continued)

All uploaded documents must follow the following naming formats:

Revisions to Issued Permits

Plans— BLD20-00000E_PLANS_ REVISED-05-01-2019

Structural Calcs— BLD20-00000E_STRUC_CALCS_REVISED-05-01-2019
Energy Compliance— BLD20-00000E_ ENERGY_REVISED-05-01-2019

Geotech Report— BLD20-00000E_ GEOTECH_REVISED-05-01-2019

Truss Calcs— BLD20-00000E_TRUSS _CALCS_REVISED-05-01-2019

Truss Verification Letter— BLD20-00000E_ TRUSS VER REVISED-05-01-2019
Special Inspections— BLD20-00000E_SP INSP_ REVISED-05-01-2019
Mechanical Equip Sizing—- BLD20-00000E_ MECH_EQUIP_REVISED-05-01-2019
Mfr’s Install Instructions— BLD20-00000E_ MFR _SPECS REVISED-05-01-2019
Hydrology Report— BLD20-00000E_ HYDRO_RPT_REVISED-05-01-2019
Miscellaneous— BLD20-00000E_ MISC_REVISED-05-01-2019

Master Matrix— BLD20-00000E_ MATRIX REVISED-05-01-2019




File Size

All files will be limited to 200 MB in size. Larger files will take longer to upload,
please make sure enough time is being allowed for documents to completely up-
load. To check the size of each file, from Adobe select File-Properties and the
Document Properties will be displayed.

O

Document Properties]

Ecurity Fonts  Initial View Custom Advanced

File: BLD19-076%4E_Plans11112697 (10)

Title: |

Author Il

Subject: I

Keywords:

Created: 372272019 8:0:1:17 AR Additional Metadata...
Modified: 472972019 8:3%:17 AM

Application:  PScript3.dll Version 5.2.2

Advanced
PDF Producer: GPL Ghostscript 9.06
PDF Version: 1.7 (Acrobat 8.x)

Location: ChAccelaiDocReview\Cellab\BLD19-07694E_Pla

I File Size:  29.59 MB (31,028,505 Bytes) ]

Page Size:  36.00x 24.00 in

Tagged PDF: Mo Fast Web View:

ExmEE




Layers

All documents submitted must be free of layers. Layers can slow down the processing of the
file as it increases the overall size. The following steps should be followed to ensure all docu-
ment layers have been flattened prior to submittal.

Select the layers tool located on the left

=)

side of the screen.

If layers are shown, select the Options >
tool within layers and then select Flatten

Layers.

MECH-DIFF
MECH-DUCT
MECH-EQUIP
MECH-TEXT
NOTES

eI




File Comments

All files must be free of all comments. To check if all comments have
been flattened, select the Comments Tool in Adobe. This will ensure
all text fields are non-selectable or editable.

Below you can see an example of a file with no comments and one
which comments have not been flattened.

*If files were created using AutoCad 2016, please see following page.

O

I
~
Comments...

—
4210 Comments %' SYASKIE

AutoCAD SHX Text
& Rectangle

2x6

a8

AutoCAD SHX Text
& Rectangle
SYMBOLS

a

AutoCAD SHX Text
& Rectangle
MIM. 36" WIDE X MIMN. 36" DEEP X 4"

THICK CONCRETE LANDING. STOOP
WIDTH

File with flattened comments.

AutoCAD SHX Text
& Rectangle

1

]

unflattened comments.

AutoCAD SHX Text
& Rectangle

EACH SIDES

a

COVER SHEET,

AutoCAD SHX Text
& Rectangle
SHALL MQT BE LESS THAN THE DOCR




File Comments continued- Autocad 2016

Files created using AutoCad 2016 will generate comments which show up as AutoCAD SHX Text. There is

a known issue which causes comments to generate, when using SHX fonts in a drawing. These comments,

cannot be flattened or removed using the tools provided in Adobe.

Per the AutoDesk Website, in order to be able to remove these comments, you will need to install service
pack 1 for AutoCAd 2016.

For additional information, please go to:

https://knowledge.autodesk.com/support/autocad/troubleshooting/caas/sfdcarticles/sfdcarticles/
Drawing-text-appears-as-Comments-in-a-PDF-created-by-AutoCAD.html

O

[ 1

AutoCAD SHX Text
& Rectangle

2%6

a

AutoCAD SHX Text
4 Rectangle
SYMBOLS

a

AutoCAD SHX Text
& Rectangle
MIN, 36" WIDE X MIN, 36" DEEP X 4"

THICK CONCRETE LAMDIMG. STOOP
WIDTH

AutoCAD SHX Text
& Rectangle

1

a

AutoCAD SHX Text
4 Rectangle
GYPSUM BD.

]

AutoCAD SHX Text
& Rectangle

EACH SIDES

a

COVER SHEET

AutoCAD SHX Text
& Rectangle
SHALL NOT BE LESS THAMN THE DOOR




File Type

All files should be in Portable Document Format (PDF) and compatible with Ado-
be Acrobat 10 or newer. Document properties will let you know what PDF version

was used.
)

Docurment Properties]

Security Fonts Initial View Custorm  Adwvanced
Description

File: BLD19-076S4E_Plans11118697 (10)

Title: |

Author: Il

Subject: I

Keywords:

Created: 3/22/2019 2:04:17 AM Additional Metadata...
Modified: 4/29/2019 2:38:17 AM

Application:  PScript3.dll Version 5.2.2

Advanced
PDF Producer: GPL Ghostscript 9.06

PDF Version: 1.7 (Acrobat 8.x)
ocation: sAaccelal\DocReview’\ Collab\BLD19-07694E_P
File Size: 29.59 MB (31,028,905 Bytes)
Page Size: 36.00 x 24.00 in Mumber of Pages: 58
Tagged PDF:  MNo Fast Web View: Mo

If PDF is from older version, please see the next step on converting PDF to com-

patible version.




If PDF was created with an older version, document will need to be corrected so
that it is compatible with Acrobat 10. The below steps will need to be followed.

Document Properties
DESC”F‘t‘Oﬂ Security Fonts  Initial View Custom  Advanced
Description

File:  Fire high pile storage checklist

Title: |

Author I

Subject: Ilmage

Keywords:

PDF version can be
found under Document Created:  5/1/2013 10:29:08 AM Additional Metadata...

Modified:  5/1/2013 8:40:07 AM

Properties.

Application:  Canon iR3235

dvanced

PDF Producer:  Canon iR3235

IPDF Version: 1.3 (Acrobat 4.x) I

Location: GACDVCD Building - Procedures _Forms\Forms Website\,
File Size:  178.43 KB (182,709 Bytes)
Page Size: 2.30x11.00in Mumber of Pages: 2

Tagged PDF: Mo Fast Web View: Ves

CE n CE|

PDF Document will need to be Optimized in order for it to be compatible
with Acrobat 10.

——>

From the File Menu, Select Save As Other...

and then select Optimize PDF...

——>

1 G\..\Fire high pile storage checklist.pdf Press-Ready PDF (PDF/X)

2 C:..\SGN19-07245E Plan...-04-1911206662.pdf More Options v L
3 CALABLD19-07694E_Plans11118697 (10).pdf ATV UWL ULITRIvILY
4 T\ ASGN19-07828E_Plans11134120 (23) pdf

5 CALASGMN19-08126E_PLAMNST1505487 (2).pdf Comm0dity cle

- - arrangeme_nt.

-1
=4




The PDF Optimizer menu will open. From the drop down menu under
Make Compatible with, select Acrobat 10.0 and later. Select OK.

PDF Optimizer

Settings: | Standard () Delete B Save Audit space usage...

Current PDF Version: 1.3 (Acrobat 4.x) Make compatible with§ | Retain existing

Retain existing

Acrobat 4.0 and later
Acrobat 3.0 and later
Color Irmages: Acrobat 6.0 and later

Images Image Settings

Fonts

Transparency Acrobat 7.0 and later
Discard Objects Downsample: | Bicubic Downsamplingto |150 ppi forimages EboAcrobatSOand late:

Discard User Data
Clean Up Compression: | JPEG ~| Qu

KRR EEE

Grayscale Images :

Downsample: | Bicubic Downsamplingte I‘ISID ppi forimages above (225 ppi.

Compression: | JPEG ~ | Quality: | Medium ~

Monochrome Images :
Downsample: | Bicubic Downsamplingte |300 ppi forimages above |450 ppi.
Compression: | CCITT Groupd

All units are in pixels per inch (ppi).

Optimize images only if there is a reduction in size

Save Optimized window will open. Name the new file accordingly and select Save. This will
create a compatible PDF for review.

'@ Save Optimized As

* < data$ (\irnofiles) (G:) » €D » CD Building - Procedures & Forms » Forms Website v | O Search Forms Website

Organize « MNew folder = -

~ Name Date modified Type

7 Quick access
@ Fire high pile storage checklist 5/1/2013 8:40 AM Adobe Acrobat D...
f@ OneDrive
= This PC
30 Objects
[ Desktop
Documents
‘ Downloads
J’! Music
&/ Pictures
m Videos
i Windows ()
= datal (\\ffiofiles «

File naghe: | BLD20-00000E_MISC|

Save as tgoe: | Adobe PDF Files (*.pdf)

+ Hide Folders Save to Online Account







