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How to Upload Additional Documents to an Online Application 

1. Access the Online Permit Center through the city website or use this link: 
www.cityofrc.us/onlinepermitcenter  

2. At the top of the page, in the header, select LOGIN/REGISTER. 

 

  

NOTE: Your account must be registered as a Contact in the record in order to access the 
application and add documents.  

Send a request to the Planning Department via email (Planning@cityofrc.us) to add an account to 
the record. In your request, provide the Record Number and the email address associated with the 
account that you need added.  

http://www.cityofrc.us/onlinepermitcenter
mailto:Planning@cityofrc.us
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3. Sign In to your account or Create an Account if you are not registered. 

4. On the Home page, select My Records. 
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5. Click on the department dropdown arrow to expand the list of records, then click on the blue 
Record Number to access the application.  

 

6. Select the Record Info dropdown, then select Attachments. 
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7. Select Add at the bottom of the page. 

 

8. First, select Add and upload the file(s) from your computer. Then, select Continue. 
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9. For each document added, select the Type of document, provide a Description of the document, 

then select Save. 
 

a. Your upload is complete after you select Save. Please notify your project planner after 
you’ve uploaded documents.  

 

 
 
 
 

 

 
 
 
 
 


