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Paperless Portal Instructions
Choose the “Files” tab

e The files tab is located at the top of the Paperless Permit Portal

SALINAS

Files Status nfo Reports Discuss B22-0568: Install new PV system. 13 panels 250kw
Refresh

Upload Files @0 B by % 3 of 3 files (0 selected)

FILE NAME

E Drawings (1 -1 MNew)
I -

- Documents (3 - 3 New) @
1590 C and D.pdf
ssuance ? anae
Approved
@ 1580 Calculations.pdf

@ 2020 BP Application 1.pdf

Choose which folder you would like to open
e The available folders include: “Drawings”, “Documents”, “Issuance” and “Approved”.

File Locations
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Check which file you would like to download.

When choosing multiple files check the empty box located above the column titled

You can choose one file or multiple files to download.

Files Status nfo Reports Discuss B22-0568: Install new PV systern. 13 panels 250kw

Refresh

& U B B [+ 3 of 3 files (1 selected)

FILE NAME

Upload Files

7l Drawings (1 - 1 New)

A 4

- Documents (3 - 3 New)
v @ 1590 C and D.pdf

Ssuance

Approved
@ 1590 Calculations.pdf

@ 2020 BP Application 1.pdf

“File Name”.

By checking this box all files will automatically be selected.

Refresh
Upload Files v 0B MR 3 of 3 files (3 selected)

FILE MAME

Drawings (1 -1 MNew)
I -

Documents (3 - 3 New)
v @ 1590 C and D.pdf
ssuance

Approved
v @ 1520 Calculations.pdf

v @ 2020 BP Application 1.pdf
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Click on the magnifying glass icon.
e The icon is the first icon in the row above the words “File Name”.

& U B My [+ 3 of 3 files (1 selected)

FILE MAME

I

v @ 1580 C and D.pdf

A new tab will be generated with the selected documents.
e Below is an example of a possible display of the new tab.

&~ k-~ Measure ~  Publish ~

1590 C and D.pdf V1

m City of Salinas
OMMUNITY DEVELOPMENT DEPARTMEN

SALINAS s

Construction & Demolition - Waste Reduction and Recycling Plan

Permit # Date 8/12/2020

Site Address: 1590 N Main St., Salinas, CA Zip Code 93906
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Click the arrow next to the word “Publish”.
e The downward facing arrow appears next to the word “Publish” at the top of the screen.

Measure - Fublish -

Click “Publish to PDF”.

e Once the arrow is clicked, a drop-down list will appear. Click on the words “Publish to PDF”. An image like
the one below will appear in the center of your screen.

PDF publish options for 1590 C and D_pdf V1 »
B ] ® Original page size: 8.5x11in
el O Fitto Lefter (8.5 X 11 in) -
@ All pages
O Current page
Output Pages with markups
O Designated pages
@ Default rotation
Fotation O Publish pages as rotated
O Automatically rotate for best fit
Burn-in current markups
Mark Markup as comments
arkup Append Changemark notes
Append redaction reasons
Coloring Criginal colors -
Create PDF Standard ~ «» [ | FastWeb View
Watermark Watermark/Banners..
Publish Cancel Help
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Click the “Publish” button to create a PDF.

FPDF publish options for 1590 C and D._pdf V1 »
p ) @& Criginal page size: 85 x 11in
At O Fitto Lefter (2.5 X 11 in) .
@ All pages
O Current page
Cutput Pages with markups
O Designated pages
@ Default rotation
Rotation O Publish pages as rotated
O Automatically rotate for best fit
Burn-in current markups
Mark Markup as comments
St Append Changemark notes
Append redaction reasons
Coloring Criginal colors -
Create PDF Standard  » [ | Fast Web View
Watermark Watermark/Banners..
Publish Cance Help
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Click on the dialogue box “OK”.

¢ A small dialouge box with appear in the center of your screen, click “OK”. Your PDF will appear in a new
tab.

Export complete x

Your file is ready to download /

-

OK




