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How to Re-Upload Files on eReviews 
EnerGov – Land Management 2015.1: eReviews 

OVERVIEW 
If revisions are required, the eReview Portal provides a place to upload file revisions. Prior to uploading a 
revision, you must acknowledge corrections from the previous file. This guide covers logging in to the 
citizen portal and re-uploading your files.  

1. Navigate to the CSS portal for your jurisdication.  

2. If you have already registered for an account, click Login  and enter your credentials. If you 
haven’t registered, click Sign up. When creating an account for the first time, the jurisdiction may 
need to verify the account before you can continue. 

3. The home screen of the portal displays plan or permit cases that have recently that are 
associated to you. If you don’t see the cases on your home screen, click Search to find older plan 
cases.  

NOTE  You must be listed as a contact for the case in order to access it online. If you can’t find the 
case, contact your jurisdiction.  

4. Once you’ve found the case, click the blue case number to open the permit or plan. Belov the 
case details, click the eReviews button to automatically login to your eReviews portal. 

  
5. When the case opens, you see a list of the documents that were submitted. Each document 

contains a header and a version underneath. Click on the header of the file (In the example 
below, click on garagecalculations.pdf.). 
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Click garagecalculations.pdf (header example) to upload a new version of the file 
(garagecalculations_v1.pdf). 

6. Click Browse on the bottom-right.  

NOTE  If you do not see Browse, it means either the Acknowledged Corrections checkbox was not 
marked (Click on Review Details and follow the red circles.), or you are not allowed to upload a 
new version of the plan and need to contact the jurisdiction. 

 
Click garagecalculations.pdf to review and acknowledge corrections. Click Browse to upload a 
new file. 
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7. Choose which file you would like to attach, and click Open. 

 
8. Click Upload. The new file appears underneath the file heading on the left. It automatically adds 

a new version reference at the end. For example, the screenshot below shows that 
garagecalculations_v2 has been uploaded underneath garagecalculations_v1. The v2 would 
appear regardless of the name of the file being uploaded. If this is the third time a file is being re-
uploaded, it would say v3. 

 
 New file 

9. If more than one plan needs re-uploaded, repeat steps 5-8.  
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10. Once all files are uploaded, click Submit for Review. You’ll receive a pop-up box asking if you are 
sure. Click OK.  

 

NOTE  Once the files are submitted, you are not able to re-upload files until the jurisdiction 
allows you to again. 


