OPC: How to Submit Online Building Submittal - Residential

The following guide will display how to submit an application through our online permit center for
registered users.

Visit Napa County
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https://citizen.countyofnapa.org/citizenaccess/Customization/NAPACO/launchpad.aspx
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Log in with registered user name and password

Read and review the general disclaimer, agree > continue application
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Expand the filters > select the record type > continue application

Step 1: Location
Provide street number/name/city or parcel number for property.

Tips:

- Click on the Napa County Public Map to help locate address or parcel number.

- If inputting a street name, do not use the extension type. Extension types include street, st., avenue,
ave, trail, trl.

- Partial street names can be searched using the wildcard symbol % as the end.
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Step 1(Continue): Owner Name
Populates from address or parcel provided. Make edits if needed and add contact phone number and
email address.

Step 2: Project Scope
Applicants provide a project name & description. Job Value, Housing Units and Number of buildings are
required fields. If unknown, please insert 0.
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Step 2: Project Scope t Residential
- Select the best application type from the dropdown.
- If due to code violation, please mark
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Step 3: Contacts
Provide the applicant & permit holder contact information. The Applicant Contact will receive email
notifications throughout the application process. Provide name, address, phone and email.

Step 4: Professional
If the application not for an owner/builder, provide the license contractor details.

Use look up to search by license number or name of professional
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Step 5: Documents
Attaching plan sets & supplemental documents are required.

Step 5: Documents (Cont.)
From Add > Browse to select PDF to attach.
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Select file > Open > Continue

Select Type and provide description > Save > Continue Application

*More than one file can be added at the same time.

Step 6: Review
Applications need to be reviewed, edits can be made at this time. Applicants will need to read & agree
to for contractor
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Step 7: Record Submittal
Confirmation page and record number is generated. Keep copy of this number.

Tip: At any time applicants can Save and Resume Later*. If selected, it will create a TMP record number.

Applicants can resume action by logging into their account > Building Records > Resume Application

*Note that Napa County employees are unable to view or search for details regarding
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