
ONLINE REVISION 
Civic Site – www.newportbeachca.gov/civic

STEP 1 

1

2

Before starting
ensure that you are
logged into your
CIVIC account.

Select My Work to
access your existing
projects.
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ONLINE REVISION 
Civic Site – www.newportbeachca.gov/civic

STEP 2 

1Locate the plan check
number you are trying
to revise and once
Located click on the
blue Plan Check
number to continue.

Note: For revisions to
plans issued prior to May
6, 2024 you will submit
under the plan check
number (PC2024-XXXX).
Plans issued on or after
May 6, 2024 will be
submitted under the
permit number (XR2024-
XXXX).
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STEP 3 

From the Permit Details
page of the plan check
number select the Sub-
Records tab.
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STEP 4 

1

Scroll to the bottom under 
the Remaining Sub-
Records section and click
on the Apply button next
to the Revision option.
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The project location
will automatically be
added, no need to add
the location again.
Click Next to continue.
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STEP 5 
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Provide the project
description for the REVISED
items only. Examples are
provided above in bold.

Once the revision
description has been
entered click Next to
continue.
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STEP 6 
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The portal will
automatically add you
as the applicant for the
revision. No need to
add another contact.

Click Next to continue.
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STEP 7 

1
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If the revision includes
scope outside the
permitted scope,
provide additional
area and/or valuation
in this section. Leave
this section blank if
not applicable.

ONLINE REVISION 
Civic Site – www.newportbeachca.gov/civic

STEP 8 

1

2 Click Next to continue.
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STEP 9 

1
Click the “+” button to
upload the revised
plans. Attach the
revised sheets only.
TIP:   

3 Click Next to continue.
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Supporting docs can be
added here (i.e. structural
calcs, soils report,
WQMP). Click on Select
Type to choose the type of
doc being uploaded and
then click on the “+” to
add the file.
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1 Once files and attachments
have been uploaded and you
have reviewed that all the
information you provided is
correct click on “Submit” to
finish submitting the
revision.🎉🎉
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STEP 10 

Note: You will receive a
follow up email from us
once plans are ready to
be routed for review
with an invoice. In order
for review to begin
invoice needs to be
paid.
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