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Overview 
All building permit submittals for the City of Reno can be submitted through our online permitting 
portal at www.onenv.us.  
This guide is intended to assist the public user through the submittal and resubmittal process of 
required documents and files associated with the building permit application.  

Online Permitting Portal  
Login to the online permitting portal at www.onenv.us. If you don’t already have an account, select 
Create an Account. 
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Application Submittal 
To start your Building Permit application, choose Create an Application by Address from the Building 
tab. Simply enter the project's Street Number and Street Name, then search. Select the correct 
address from the list of results. 
 

 
 
Once the address has been validated, select the appropriate application type by first expanding the 
permit category by clicking the arrow.  
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Select the Permit Type and press Continue Application.  

Note: Only one application can be created at a time 
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Application  
Note: The Save and Resume Later feature lets you save your progress in the application at any point. 
Your application will be assigned a TMP number. When you're ready to continue, go to Building and 
select Resume Application on the TMP record to pick up where you left off. Temporary applications 
remain active for 30 days; after that period, you'll need to start the process from the beginning. 
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Step 1 – Location  
No action is needed on this page. Simply verify the information and select Continue Application to 
proceed to Step 2. 

If the address/parcel information is not correct and needs to be changed, restart the application and 
revalidate the correct address. 
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Step 2 – People 
Applicant  
 
Defaults to the person logged in to www.onenv.us. Name, phone number and email address are 
required for this Contact.   
 

 
 
Licensed Contractor  
 
If plans are drawn by a licensed professional and the contactor is known, contractor information 
should be validated at this time.   
 
If plans are drawn by a contractor, contractor information must be completed. 
 
Contractors are required to have a State of Nevada Contractor and City of Reno Business License 
 
Click on the Look Up button under Licensed Contractor. Enter the Contactors License Number or 
Name of Business and click Look Up. 
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Once the Application and Licensed Contractor information has been filled in, click Continue 
Application. 

 

Step 3 – Application Details 

Specific questions related to the permit type selected will need to be filled in this step.  Fields flagged 
with a red asterisk (*)  are required and must be completed prior to continuing application.  
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Step 4 – Plans and Documents 
The first page provides the Document Submission Guidelines and requires no action. 

Document Submission Guidelines 

Before uploading any document, please make sure the meet the requirements listed below. 

File Format Requirements: 

• File size – Maximum file size is 350MB  

• Bookmarks - Required for all Plans files and recommended for all other documents.   

• Password Protection - PDF files must NOT require a password in order to view or to restrict 
the PDF permissions within the file  

• File Source Formatting - For Optimized Performance, all files should be vector base in order 
to support accurate measurement, the ability to search for text and for optimized performance.  

• All text in submitted PDF files should be searchable  

• PDF Packages or Portfolios cannot be accepted  

Plan Sheet Numbering Standards:  

• Plan Sheet Reference Numbers must be unique within a Record/Permit, two different drawing 
sheets must not have the same Sheet Reference Number.   

o If  Plans  need to be revised and resubmitted, the same Plans Sheet Reference 
Number shall be used for each subsequent submission version of the same drawing 
sheet. 

• Orientation - Plan Sheets should be correctly orientated in the PDF submission file, to allow 
the Sheets to be viewed without needing to rotate the sheet, typically Landscape  

• Scale - Plans should be generated to a fixed scale, for example ¼” to 1’, 1/8” to 1’, 1cm to 1m  

• Table of Contents - For best results, your plan sets should include a table of contents, i.e., 
bookmarks, of the sheet names.  

o Suggested order for the table of contents:  
▪ C (ex: Cover sheet, Civil)  

• Cover Sheets must include Project Address, Parcel Number, Scope of 
Work and Sheet Index  

▪ G (ex: General Notes)  
▪ S (ex: Structural)  
▪ A (ex: Architectural)  
▪ E (ex: Electrical)  
▪ M (ex: Mechanical)  
▪ P (ex: Plumbing)  
▪ L (ex: Landscape)  

• Supporting documents - should be submitted as separate files and not combined as part of a 
plan sheets submission file where applicable.  

Supporting Document Standards:  

▪ Document Types - Different categories of supporting documents should be submitted as 
separate files, for example Structural Calculations, Truss Calculation, Soil Report, etc.  

▪ Orientation - Documents should be correctly orientated in the PDF files, to allow the contents 
to be viewed without needing to rotate the page, typically Portrait  
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Once the Guidelines have been reviewed, click on Continue Application to move to Digital Projects to 
upload documents.  
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Step 4 - Digital Projects 
The Digital Projects upload page is where all documents will be uploaded. 
 
The blue information box lists required documents based on application type and must be uploaded 
before continuing. A Plans file will always be required and depending on the project, additional 
documents including but not limited to, Structural Calcs, Truss Calcs, Geotech Report, etc. will also 
need to be uploaded under the corresponding document type category.  
 

 

Views 

There are three views that can be used in Digital Projects, Cards View, Carrousel View  and Grid 
View. 

 
To move through the different views, click the icons in the top right hand side of the upload panel. 
 
 

mailto:Permits@reno.gov


 

Development Services I Building Permit Submittal                                             Page 11  
Building & Safety | Permits@reno.gov | 775-334-2063  
 

Development Services 

Cards and Carrousel Views 
To Upload the plans document to the first card, click the plus sign in the middle of the card to access 
your file manager or simply drag and drop files (see below). From these view, files will need to be 
added one at a time.  
 

 
 
Additional Documents upload  

Move to the next card and drag and drop or click and browse to upload the next document. Once the 
document is uploaded the corresponding File Type will need to be selected from the drop-down 
menu. 

  
 

Document Type 

Once the document type has been selected, a new card will automatically appear to upload the next 
document. Repeat this process for all documents that are being uploaded. 

All files will require a file type to be added to reflect the type of document being uploaded, ie. Plans, 
Structural Calcs, Truss Calcs, etc 

If there isn’t a document category that matches what is being uploaded select the MISC 
(Miscellaneous (review document)) Type. 

mailto:Permits@reno.gov


 

Development Services I Building Permit Submittal                                             Page 12  
Building & Safety | Permits@reno.gov | 775-334-2063  
 

Development Services 

Updating Document Type 

If the incorrect Doc Type was selected, click on Edit Properties next to the file name. The File 
Properties will pop up. Select the correct Document Type and then click Save 
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File Checks 

Once the file has been uploaded it will go through a series of checks including an anti-virus check and 
page reference check.  
 
Bookmarks are required for all Plans files.  
 

Failed File Checks 

When a document fails any of the File Checks, a red cross mark and message will appear on the 
screen prompting you to resolve it. Click on Resolve to see what needs to be fixed. If a document 
does not have bookmarks it will fail the file check and need to be adding by clicking  Resolve.  

 

  
If no bookmarks were included in the file, red cross marks will apprear below the sheets where the 
Sheet Reference fields are blank (missing).  

 
 

mailto:Permits@reno.gov


 

Development Services I Building Permit Submittal                                             Page 14  
Building & Safety | Permits@reno.gov | 775-334-2063  
 

Development Services 

Use the zoom tool in the upper right hand corner to zoom into the bottom right hand corner of the 
plans to view any potential page numbers which exist on the page. 

 
Once zoomed in, use the highlighted tools to move around the document. 

 
 
If there are page numbers on the plans, match them to the Sheet Reference. It is extremely important 
to make sure the Sheet Reference used correctly matched the sheet number on the plan sheet.  

 
  
 
 
 
 
 
 

mailto:Permits@reno.gov


 

Development Services I Building Permit Submittal                                             Page 15  
Building & Safety | Permits@reno.gov | 775-334-2063  
 

Development Services 

 
If there are no sheet numbers enter basic, 1,2,3, etc. for the sheet references. 

 
 
Once all issues have been resolved, a green check will appear with a message of All Sheets OK. 
Next Click Save & Close 
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Once all documents have a green check mark and say ready to submit, Continue Application.

 
 
Grid View 
Grid View enables the addition of multiple documents simultaneously, with the option to specify the 
document type following the upload. 
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To add multiple documents, select all the documents to be uploaded from file explorer and drag and 
drop them to the top section of file upload window. 
 

 
 
Or Click to browse all the files that need to be uploaded. 

Document Type 

Once all files have been uploaded. The document type will need to be selected for each of the 
documents. Select the document type from the drop-down menu under "Type" for each document. 
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File Checks 

Once the file has been uploaded it will go through a series of checks including an anti-virus check and 
page reference check.  
 
Bookmarks are required for all Plans files.  
 

Failed File Checks 

When a document fails any of the File Checks, a red cross mark and message will appear on the 
screen prompting you to resolve it. Click on Resolve to see what needs to be fixed. If a document 
does not have bookmarks it will fail the file check and need to be adding by clicking  Resolve.  

 

 
Once all issues have been resolved Save and close the Check File window, 
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Once all documents are marked as Ready to Submit, Continue Application. 
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Step 5 – Review and Submit Application 
Verify all information previously captured and check the box to agree to the certification. If any 
information needs to be edited, select the EDIT associated with the section needing revision and 
make all necessary changes.   
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Step 6 – Receipt/Record Issuance 
Once the application has been submitted, the permit number will be issued. 
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Post Submittal - Digital Projects Access 
Once the application has been submitted for review, the ability to upload additional documents will not 
be available. The Digital Projects tab will only be available when the application is in one of the 
following statuses: 

• Submittal Incomplete 

• Revisions Required – Response Letter Required 

• Active/Permit Issued – Request Letter Required 

• Mastered – Request Letter Required 

• Permit Mastered – Request Letter Required 

• Approved – Request Letter Required 
 

If the application is not in a status where uploads are allowed, when the Digital Projects tab is 
selected, a message will be displayed with a notification that Digital Projects is not available for the 
record.  
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Supporting Documents Submittal 
During the review process the following Document types will be allowed to be submitted through the 
Plans and Documents tab of the online portal. These documents can be submitted at any time 
regardless of the permits status. 

• Asbestos letter  
• RTC Voucher  
• Sewer Credit Voucher  
• Sewer Fixtures Sheets 
• Sewer Receipts – Washoe County 
• Water Letter - TMWA 

 
 
To upload documents to Plans & Documents, Click on Record Info and Select Plans & Documents.  

  
 
Click Add, and select the documents, then click Continue. 
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Select the File Type and then click Save 
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Initial Application Review 
After you submit your application, it will be queued up for completeness review. If anything is missing, 
you'll receive an email outlining what is still needed. 
 

 
 
After resolving all issues, missing or revised documents can be resubmitted by returning to the 
permitting portal and navigating to the record. Click on the Digital Projects tab and upload the 
documents following the same steps used in the initial submittal.  
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Make sure the document type is selected and that the document passes all the file checks, then click 
submit. 

 

Digital Projects will notify you that documents have been submitted. 

 

An email notification will be sent to the applicants to confirm the uploaded documents have been 
received by Permit Services.  
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Initial Permit Review  
Once the application has been deemed complete and all application fees have been paid, the permit 
will be routed for Plan Review. During plan review, the plans will either be approved for issuance or 
put on hold if additional information or changes are required.  
 
Revisions Required 
 
A notification will be sent to the applicants when revisions are required. A hold comment report will be 
attached to the record’s digital projects tab for review. 

 

Hold Comments 
When revisions are necessary, a Hold Comment Report will be added to the record’s documents. 
 
To access this report, open the record in OneNV.US and navigate to the Digital Projects tab.  
 
Select Files to display all documents associated with the permits. Locate the document with Plan 
Review Hold Comments in the name.  
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To download this file, check the corresponding box and click on Download.  
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This report will list all of the hold comments for any of the documents requiring revisions. The Hold 
Comment Report will show General Comments (not specific to any document), and all other 
comments will be sorted by file type and department. 

The hold comment report will identify which round of review the comments were issued for. The initial 
plan review hold comment report will reflect Review 1. 

 
 

The Review Contact Information will appear at the bottom of the report, with contact information of 

each person that has added hold comments. 
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Resubmittals 
Once all comments have been addressed, a response letter and updated documents will need to be 
uploaded through Digital Projects. 
 
From OneNV.US, navigate to the record and Select Digital Projects. Following the same document 
standards from the initial submittal. All document types identified on the Hold Comment report will 
need to be resubmitted along with a response letter addressing all hold comments. If new file types 
are required, add those as new.  
  
Response Letter will be doc type RESPONSE_LETTER (Response Letter)  
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When all documents have the green mark with Ready to Submit, Click Submit. 

 
 
Select Yes, to confirm the submission of the submission package for review. Once submitted, the 
applicant will receive an email notification that the documents have been received by Permit Services 
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Subsequent Review Cycles (Cycles 2 or More) 
When revisions are received and accepted, the application will be routed back to Plan Review. If 
additional Revisions are required, the Hold Comment Report will be updated to reflect 
open/unresolved outstanding items from the latest review cycle.  

 
Revised Documents will need to be uploaded following the Revision Submittal Process.  

 
The review cycle associated with the Hold Comment report will be identified directly on the Report. 
Close or previously resolved comments will be identified with a strikethrough, use grey font and have 
the word Resolved added to the beginning of the comment.  
 

  

The Review Contact Information will appear at the bottom of the report, with the contact information of 

each person that still has open hold comments on the report. 
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Final Approved Documents 
All final documents will be made available once the Permit has been Issued. To view/download all 
Final Approved Documents. Go to the record in OneNV.US and navigate to Digital Projects. 
 
In Digital Projects, the Approved Plans / Documents tab will now be visible. Click on this Tab to 
view all Final Approved Documents. 
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Permit Revisions- Issued Permits Only 
To revise an Issued Permit, upload a request letter and updated plans through Digital Projects. 
Revisions are allowed when the Permit Status is Active /Permit Issued. 
 
Follow the instructions above for Resubmittal of Documents. 
 
Set the Request Letter document type to MISC; other documents should match their respective 
categories. Documents will be checked by the system—resolve any issues before submitting. 
 
TIP: Ensure bookmarks are numbered/named exactly as in the project's Final Plans. 
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