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HOW TO 

Upload Documents into the  

Permitting & Licensing System  
 

If you received an email to upload documents for your planning project, please follow these 

steps to upload any missing documentation. 

 

***IMPORTANT*** 

Please change your browser setting to allow pop-ups from 

the Permitting & Licensing site (permits.cityofboise.org). 

 

 

1. Login to the Permitting and Licensing site here. 

 

  

https://permits.cityofboise.org/CitizenAccess/Welcome.aspx?TabName=Home
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2. Locate the "Home" drop-down at the top left of your screen. 

3. Click on "My Records" from the drop-down menu. 

 

NOTE: When your “My Records” page first opens, it may display “Building” permit applications 

if you’ve submitted any in the past. Collapse the displayed Building records by clicking the 

triangle next to “Building”, and then click the arrow next to “Planning” to expand the Planning 

section. 

 

4. Click the green PLN number under “Planning”. 
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5. Click to open the “Documents” tab from your PLN page. 

 

6. Please review the naming conventions. You must name each document with the 

description. Scroll down to review the stage of your application.  

 

Note: This example shows uploading the file named “EA_SitePlan_12/12/2023.” 
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7. Scroll down further on the page to click on the “Add” button. 
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8. Using your device “File” navigation, add the corrected or missing files.  

 

9. Click “Continue” when all files are attached. 
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10. Enter the Description for each file. 

 
 

11. Click “Save” to finish the upload. A confirmation email will be sent when you have 

successfully uploaded the document. 

 


