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Where opportunity lives Planning & Development

City of Broken Arrow
Guide to know & navigate your application

This guide will help you navigate your applications to find important information and resubmit
your plans through the Customer Self Service Portal. Access to the Portal can be found with this
lin.

https://selfservice.brokenarrowok.gov/EnerGov_Prod/SelfService#/home

Each application will show you the following information:
* Progress of the application
* Any fees that have been assessed
* The reviewers and a way to contact them
* All files associated with the application
* All persons attached to the application
* Any holds that have been placed on your application or on the project in general.

You are also able to view information and applications associated with your project.

All applications are available through your dashboard:

Home Apply MyWork Requestinspections Today'slnspections Map FeeEstimator Paylnwoices Search@  Calendar (0 City of Broken Arrow =

Welcome to the City of Broken Arrow Citizen's Self Service welsite

My Permits
Attention Pending Active Recent Draft
» View My Permits
My Plans
Attention Pending Active Recent Draft

6 3 1 1 o)

+ View My Plans
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Dashboard Home  Apply My Work

Request Inspections  Today's Inspections Map  FeeEstimator  Pay Invoices

SearchQ,

Calendar 0

City of Broken Arrow v

Plan Number: SITE-Xxxxxx-20xx

Plan Details | Tab Elements | Main Menu

Type: Site Plan
IVR Number:
District: 4
Description:
Locations Fees

Progress
25%
Complgted

» Complited
In Progress

Mot Strted

Application Status

Summary

Requires Re-submit

Any Holds on the application can be found on the
HOLD tab.

Directions on how to resolve the hold will be
included on each Active Hold in the application

Status: | InReview Project Name: Example
Applied Date: 06/10/2024 Expiration Date: 12/97/2024
Assigned To: Completion Date:
-Mixed Use Development. Coworking, Office, Short TeNn Rental, Event Space
Reviews @ Attachments Contacts Sub-Records ds More Info

To find the review comments
and to resubmit the files you
will need to click on the
Attachments Tab

vailable Actidps

If have have questions for your reviewer
their name can be found under the
REVIEWS tab. The Blue letter icon will
allow you to contagt them directly.

feee Info

Site Plan Review

Repsbonl Date

Diee Dt

Db 1OVZ024 D7/01/2024

0 Planning and Development » Requires Re-submit « Bibelheimer Henry & » Completed : 06/27/2024

0 Fire « Requires Re-submit  Hughes Chris &« Completed : 0&/12/2024

D Engineering (Planning) » Reguires Re-submit » Dickeson Jason &« Completed : 06/27/2024

On the fees tab you will see all fees that have been
assessed to the project and the status.
Approved Site plans and NET Engineering Reviews
will not be released until fees are paid.

| Fee Summary
Total Fees:  $400.00 Paid Fees:  $400.00 Unpaid Fees: 30,00

Remaining Fees
Fee lrvoics Computed

Mo reconds to display.

Paid Fees
Fae Irwoice Computed
Engineering Administrative Fee INWV-D0023735 $200.00
Pianning Administrative Fee INV-0002373¢ $100.00
Site Plan/Landscape Plan Fee INV-0D023735 $100.00

Click on the link to go to the
Project, here you will find the
project number and all
applications associated with
your project and the status of
each application in the
review process

Project: Example PR-xxxxxx-20xx

Project Details | TabElaments | Main Menu

ProjectName:  Example

Type: Commercial
Start Date:  01/17/2024
@ Locations Feas Attachments

Project Case Progress

-

Conta
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Click on the link to go to the Project, here you will find the project number and all applications associated with your project and the status of each application in the review process
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On the fees tab you will see all fees that have been assessed to the project and the status. 
Approved Site plans and NET Engineering Reviews will not be released until fees are paid.
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To find the review comments and to resubmit the files you will need to click on the Attachments Tab
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Any Holds on the application can be found on the HOLD tab.
Directions on how to resolve the hold will be included on each Active Hold in the application
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If have have questions for your reviewer their name can be found under the REVIEWS tab. The Blue letter icon will allow you to contact them directly.
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Dashboard Home  Apply  MyWork  Requestinspections  Today'sInspections  Map  FesEstimator  Pay Imvoices Calendar @ City of Broken Armow=

Plan Mumber: SITE-xxxxxx-20xx

Flan Details |TE|:I Elements |Ma'n Mlenu

Type: Site Plan Status: In Review Project Mame:
VR Mumber: Applied Date: 06/10/2024 Expiration Date: 12/0772024
District: 4 Assigned Too Completion Date:
Description: ‘Mixed Use Development. Coworking, Office, Short Term Rental, Event Space
Summary Locations Fees Reviews @ Contacts Sub-Records Holds Mare Info

All text in blue is a
click-able link

L

Additional Supporting
Dwocumerntation

Attachments | Mesct Tab | Plan Detsils | hain bMenu

Attachments

Agditional Supporting
Docurnentation

Sort| Meeds Action W

Click on the link to
download the file, This will
be in a format that has

Artachment

l/_- the markups in a list,
Example Exceptions along with images of the

Applicant submitted Applicant submitted Applicant submitted
document document document Summary .PDF plans.
Wersion: 1 Wersion: 1 “ersion: 1 Uploaded: 06/27/2024

Status: Corrections Added Status: Corrections Added Status: Corrections Added Motes: vl checkdist

When a review is complegted the status of the file
changed by the system to ['Corrections Added" ar
is| for system tracking. The Markups button will on
be available IF markups Were added to the PDF.

Artachiment Site Plan

o wn

The "Notes" will indicate
that it is the checklist.

L d

Site Plan Checklist

T

Add Attachment

==

Applicant submitted
document

Example Plans.PDF Applicant submitted
document

Version: 1

Uploaded: D&;-'E?;"EDE‘t Version: i

Motes: Extracted sheets froset Status: Under Review Statues: Corrections Added

with co?tnts

Supported: pf, jpg. .pg. jPea,
gif, AfF, .doc, .docx, x5, xi=x,
Arxt, dwy, zip, .o, oif],

Click on the link to dpownload the file
with the markups on|the sheets
Staff document of the

applicants file with comments, @
these may have an additional \

label indicating that it is
engineering or planning only

Click on the Markups button
and you will see a table of all
the comments

comments
/
Markups
ot In order to upload the new file, each comment will
st P ey need to be addressed by using the Respond button
E0 DD e ot t D oo ckotn n s @z located next to each item.
e e e —— After all items have been addressed, a new button
ook e will be available to upload the revised document.
P12 St be s St Pt ooty Gy Carcllo B - The Submit button will then be active
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Click on the Markups button and you will see a table of all the comments
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Click on the link to download the file, This will be in a format that has the markups in a list, along with images of the plans.
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All text in blue is a click-able link
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Click on the link to download the file with the markups on the sheets
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Staff document of the applicants file with comments, these may have an additional label indicating that it is engineering or planning only comments
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In order to upload the new file, each comment will need to be addressed by using the Respond button located next to each item. 
After all items have been addressed, a new button will be available to upload the revised document.
The Submit button will then be active
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When a review is completed the status of the file is changed by the system to "Corrections Added" and is for system tracking. The Markups button will only be available IF markups were added to the PDF.
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The "Notes" will indicate that it is the checklist.


