
 
 
PLAN REVIEW: 
  

ALL STEPS 
 

• Once your application has been accepted by the City, your license will go into plan review. 
• To access your plan review, login and click your license number to open it. 

 
 
 
 
 

• Click the “business license review” button in the top right corner. This will open the review. 
• Across the top of your screen you will see the departments assigned to your license for review. 

 
 
 
 
 
 
 
 
 
 
 
 

• You can click on each department to see the items they are reviewing. 
• On the right side you will see the status of the checklist item. As the review gets completed, those 

will update according to the reviewer’s approvals/corrections.  
• To view a correction, for example, click on “Needs Corrections”. 
• This will open a window for you to make any necessary comments and/or attach a document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


