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How to Submit Plans

The HUB Online Portal is an online web portal where you can apply and search for permits, request
inspections, search plans, code cases, and licenses, as well as pay fees. You can access the City of
La Quinta's The HUB Online Portal at www.laquintaca.gov/HUBOnlinePortal.

Though any person may access public information in The HUB Online Portal, professional account
holders such as contractors, developers, and owners, will have expanded access in order to conduct
business necessary to their trade or profession. By establishing an account and creating a login to The
HUB Online Portal, customers have access to tools which allow them to conduct financial transactions,
apply for permits, access records, and submit service requests of various types related to their project,
all from a desktop computer or mobile device.

Current The HUB Online Portal Guides

® Inspection Requests & Status: Inspections may be requested online, providing both the City and
customer with a record of the request. Customers can review the status of scheduled and completed
inspections in real-time.

e How to Apply for Permits: Customers with a registered account may apply for building, burn, special
event, etc. permits as well as pay for permit fees online.

e How to Submit Plans: Customers will submit electronic plans, check on the status, review comments,
resubmit plan revisions, and pay fees online for all plans.

e How to Register: Customers can establish an account to complete online applications.


https://www.kcmo.gov/city-hall/departments/city-planning-development/compass-kc-the-new-permitting-system
https://www.laquintaca.gov/HUBOnlinePortal

Login to your Account

1. From The HUB Online Portal home screen, select the Login or Register icon.
GATHEHUB

Loginor Register &

t  FeeEstimator SearchQ ~ Calendar

Login or Register
Loginto an existing or create anew
ccount. You can also find helpif you
forgot your logininformation.

Apply
This tool can beused to apply for a
permit, plan, or license

Click here to request an inspection
on an existing record.

2. The Login screen will appear, enter your email, and click next.
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Sign in to community access services.

”

. Sign in with Apple
=- Sign in with Microsoft

oR
Email address
| |

[ keep me signed in

unlock account

Help

Don't have an account? Signup

3. Select how you would like to verify yourself. You can either sign in using a verification email or a
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Verify it's you with a security method

® -

Select from the following options

] Email Select
& Password Select

Back to sign in



4. Ifyou selected password enter your password and click verify.
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Verify with your password

®

Password

Forgot password?

Verify with something_ else

Back tosignin

5. Once you are successfully Verified you will be logged into our system and can apply for permits
or look at your active permit information.



Submitting a Plan Application
Registered users can apply for Plans on The HUB Online Portal.

1. Select Apply to see the available application types.

SATHEHUS

d Calendar (3
If you are here to pay an invoice, and are attempting to pay by e-check, please contact the City at (760) 777-7125 prior to payment to validate your invoice amount.

Tt

My Account
Click here to access your account

This tool can be used to apply for a
permit. plan, or license.

The Application Assistant screen will appear (below). There are multiple options to search for the types
of Plan applications:

o Type the name of the application or enter keywords in the search bar and click the magnifying
glass to search.

o Select the “PLANS” tab to view a list of all available application types.

e Scroll through all application types by using the “All” tab or by selecting Show Categories
option (located under the tabs).

e The Trending tab lists the top applications throughout the City.
e The My History tab displays application types previously applied for by the logged-in

applicant.
Application Assistant Help me choose
Search for application names and keywords n
@« Al 2 Trending &0 My History B5 LICENSES A PERMITS m
> Show Categories Show My Templates
Minor Adjustment
Category Name: Description:
Adjustments A minor adjustment may be approved only for deviations of up to ten percent (10%) of a numerical
development standard. Up to three (3) adjustments per lot shall be allowed.

2. To begin the application, select Apply to the right of the application type.



3. The Apply for Plan screen will open. The Type of application chosen will default at the top of the
screen. (*) denotes a required field for the application type. An application progress bar is located
under the application type.

Apply for Plan - Minor Adjustment “REQUIRED

Locations

LOCATIONS

Please search for and select the address on which your project is located

Location v

Add
Location

=+

Create Template Save Draft

4. Select the + in the center of the Add Location card. The Add Location screen will appear.
Additional instructions for adding locations will appear in the text box above the icon.

5. Enter the address of the location you are applying for and click on the magnifying glass. Addresses
containing the search criteria will start to auto-populate below the search field. If a location address
has not been assigned by City staff, please contact Design and Development at (760)777-7125 for
assistance.

Tip: When entering the address, do not use periods or dashes. Write E instead of East, and St instead
of Street. Example: 78495 Magenta Dr

Add AddressAs  Location v
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78495 MAGENTA DR

78495 CALLE TAMPICO

78495 COYOTE CANYON CT

78495 VIASEVILLA




6. If a location address has not been assigned by City staff, or if the application requires Parcel
Number enter the parcel number into the search bar and follow the next steps.

7. Select the address or parcel to add to the application. The map will zoom to the location.

Add Address As v

4Back to Application

S
Select Al «

. .
78495 CALLE TAMPICO
Parcel: 770130001

78495 CALLE TAMPICO

8. Select the box to the left of the correct address and select Add in the upper left-hand corner or

select the “+ Add” option from the address information located on the map

78495 CALLE TAMPICO X | Q

Select All 78495 CALLE TAMPICO

78495 CALLE TAMPICO Parcel: 770130007

Parcel: 770130001 I o R P __( 1 Add )
|

n f
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9. The selected location will be attached to the application. Select Next at the bottom of screen to

proceed. If the wrong address was added, select Remove and then repeat the process to add the
correct address.

Locations

LOCATIONS

Alocation is required to be specified for this permit, click the Blue Add Location Box to search for an address or parcel

Type: Location
78495 CALLE TAMPICO, LA
QUINTA, CA 92253

Main Address 4

Parcel Number
770130001
Main Parcel

Create Template

Save Draft m




10. Enter a brief description of the work in the Description field text box and any other required
information. Select Next at the bottom of the screen.

Apply for Plan - Minor Adjustment ‘REQUIRED
Locations Type
PLAN DETAILS

Please provide a brief description of the project
* Plan Type

Description Relocation of mechanical equipment to

side yard within the setback area

m Create Template Save Draft m

11. The registrant's contact information will default to the first contact card listed. If additional contacts
are required by application type, they must be added to move to the next step. To add additional
contacts, select the Add Contact + icon. After all contacts are added, select Next at the bottom of
screen.

Pro Tip: Frequently used contacts can be saved to My Favorites.

Locations Type Contacts

CONTACTS

Please add any additional contacts that will participate on this project, such as submitting documents, paying invoices, and checking status.

Add Contact
Add Contact As  Engineer v
o
App Owner 2
Add Search Enter Manually My Favorites
& Add
Contact
CSS Test (You) Contact

5earc:h|\‘—. me, E-mail, or Company |m
78459 Calle Tampico, La +
Quinta, CA, 92253

REQUIRED

Create Template Save Draft Next

12. The More Information page will appear. Enter information as requested for the application type
you have selected. Required items have red fields. After all the information for the application is
entered, select Next at the bottom of screen.



13. The Add Attachments page appears:

a. Select the Add Attachment + card to browse documents located on the applicant’s
computer. Some Permits may require documents that must be attached to save.
Note: Please use unique file names, including the date, for all attachments.

b. Documents attached will appear in the Attachment field. Continue to add attachments by
selecting Add Attachment for each attachment needed. Select Next at the bottom of the
screen once all attachments have been added.

Attachments
Please attach plans and items as requested along with any other supplemental information that will need to be reviewed for approval of your project, the more complete and accurate

information provided will allow staff to process your application appropriately. For more detailed information on attachment submittal requirements, please go to the Planning Application
website here:

Planning Division Submittal Requirements

Select Type v

Add Attachment

Plan Set Site Photos

Add Attachment Add Attachment

+ + +

Supported: .pdf, jpg. png. .jpeg.
.gif, .tiff, doc, .docx, xls, xlsx,
text, .dwg, .zip, .csv, .rtf, .dxf.

Supported:
-pdf. jpg. png. jpeg. gif tiff

REQUIRED REQUIRED

Back Create Template Save Draft

14. The Signature screen will appear. After reading the statement, type your name in the text box to
consent to electronically sign the application. Use your mouse to draw your signature on the last
box. Select Next at the bottom of the screen once both signatures have been completed.

SIGNATURE

AGREEMENT

By agreeing to the following, | hereby certify that | am:

1. An authorized representative of the property owner of the property or properties subject to the development application, or;

2.1am the property owner of the property of or properties subject to the development application, and;

3. 1 will comply with the rules and Municipal Codes related to the permit application | am submitting, and;

4.1 have fulfilled my responsibilities under the Covenants, Conditions and Restrictions (CC&R'’s) recorded against the property and/or any other requirements of the
Homeowner's Association (HOA) or Property Management Association the property is located within.

INSTRUCTIONS

| certify that | will carefully read the Instructions for the permit application, which are located directly next to the PERMIT TYPE selection on the following page.
MISREPRESENTATION(S)

| understand that any misreprestation(s) submitted on my permit application may result in the revocation or cause the delay in processing of my application.

PLEASE READ

There are many permit types available through this system, be sure to select the correct one for the desired project, if you do not see what you are looking for please give us
acall(760) 777-7125 or send us an email customercenter@laquintaca.gov prior to submitting the application.




* Please type your name as consent to electronically sign this application. Tyler Test

Enable Type Signature

CSS Test
August, 08 2023

— [T~

Clear

m Create Template Save Draft m

15. Review and Submit screen will appear. Review all application information including the
attachments before submitting the application. Complete applications aid in approval turnaround
times. When the application is complete, select the Submit button.

V] o o o @ @ @

Locations Type Contacts More Info Attachments Signature Review and Submit

Locations
Location 78495 CALLETAMPICO , LA QUINTA, CA 92253
Parcel Number 770130001
Basic Info
Type Minor Adjustment
Description Relocation of mechanical equipment to side yard within the setback area.

16. If the application is not complete, select Save Draft to save the application. The applicant can click
on the Draft status circle on the Dashboard to resume the Plan application.

17. The application status notification will appear with a confirmation that the application was
successfully submitted. Select Continue to plan to view the plan details.

Dashboard Home Today'sBuilding Inspections Apply MyWork Map Report FeeEstimator Search@Q  Calendar (@

@ Your application was successfully submitted! Fees

Thank you for your submission. Your application has been received.

$465.35
View Details




18. The system will automatically generate a Plan Number assigned to the case. Applicants can review
information details of the application by selecting the tabs on the case. Once the application is
reviewed and found complete, notifications will be sent to the contacts on the case with directions
on the next steps in the process.

Plan Number: MA2023-0006

Plan Details | Tab Elements | Main Menu
N
Type: Minor Adjustment Status: Submitted - Online Project Name:
Applied Date: 08/08/2023 Expiration Date:
District: City of La Quinta Assigned To: Completion Date:
Description: Relocation of mechanical equipment to side yard within the setback area.

Locations Fees Attachments Contacts Sub-Records

Progress Workflow Available Actions

o)
T

0, O Initial Review & Fees Paid
\ (o]

O
c




Paying Fees

To Pay Fees on a Plan, the applicant will need to wait until the application submitted has been

approved. The case manager will build an invoice for fees and a notification will be sent to the contacts.

1. From the Dashboard, navigate to the Attention section of My Plans and select the plan requiring
payment. Select the Plan Number, with Unpaid Fees, to open the case details.

Exact Match[]
~ » Sorl  Plan Number v,
Display  Avtarion o] SelectCase Type =

Attention Reason

Plan Number

414 E 12th 5t MNew Commercial Attention, Recent, Resubmit File

53104 Building Pending
CRBC-2019-40103 B911 NE 1015t 5t New Commercial Attention, Recent, Failed Reviews
64157 Building Pending
CRBC-2019-40111 414 E 12th 5t New Commercial Attention, Recent,
564106 Building Pending

Results per page| 10~ 1-3of3 n

2. From the Plan details, navigate to the Available Actions or the Fees sections to pay fees.

Type:  New Commercial Status:  Submitted Project Name:
Building

Locations Fees O Reviews @  Inspections  Aftachments Contacts Sub-Records Holds Meetings More Info

Available Actions

A Unpaid Fees m

$43.00

Progress Workflow

11-21-2019

Fees

$43.00

View Details Add to Cart

3. Select the Fees tab, note the red dot on the Fees tab (action required). Additionally, under
Available Actions section, there is a Pay Now option and under the Fees section there is an Add
to Cart option. Applicants can use either option to pay invoices. Click the Pay Now button.

ARk

Invoice Mumber: 001685974 a

Iwice Stabus: Cue fwoice Date: 11702015 Irvcice Due Date: 117202019

Inweice Total: $4300 Inveice Descriptions CREC-2015-40111

Primary Fees Sort FeaName [

Fee Totsl Ameunt Due

CPPU - BLD [Commerclal) $4300 $4300 CRBC-2019-40111 Plan
Review Fee

Results per page[10_~| 1-1of1 n

11



4. From this screen you can review the invoice information and print the invoice using the Print icon at
the top of invoice. When ready to pay, select the Pay Now option at the bottom of the screen.

5. Select the payment method, eCheck or credit card, to make payment. Select Review Payment when
completed.

Make A Payment - Payment Information - Missouri : Kansas City

B8 Payment Information

= Payment Information = Shopping Cart @

EnerGov Payments $43.00
Please select your Payment Method
Subtotal 543.00
) Credit Card BRa—== Projected Card Fee $111
Projected eCheck Fee 50.50
® eCheck
Check Type Personal b
Account Type Chacking b
MName on Chack
Routing Numbar
Confirm Routing
Number
Account Number
Confem Account
MNumber
Amount Due $ 4300
Payment 5 43 . 00

Next Step: Review Payment ©

6. Follow the on-screen instructions to complete the transaction before exiting.

12



Reviewing plan comments and Resubmitting Revised Plans - How to
Upload Additional Documents

1. From the Dashboard or the My Work tab, navigate to the My Plans section.

My Work

/OICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS MY LICENSES MYLICENSES

Search...

Display| All ~ [® Export to Excel

Project Y | Address Y  PlanType Y  Status Y  Attention Reason
AppILEUUT DU uiEn
Water Mains Infra. - or - Infra.
on Parkways/Boulevards)

Pending

2. Locate plan number, select the Failed Reviews link under Attention Reason column to review plan
comments. Additionally, plan review comments can be accessed from the details page by selecting
the Reviews tab (the red dot means there are items that need attention on the case).

NVOICES MY PERMITS < MY PLANS > MY EXISTING INSPECTIONS REQUEST INSPECTIONS MY LICENSES MYLICENSES
Search... =X
Display Al v [#) Export to Excel
Plan Number Project Y  Address Y  PlanType Y  Status YT  Attention Reason
CLOPIR-2019-00053 AP (LR Ui Pendi
: Water Mains Infra. - or - Infra. S
on Parkways/Boulevards)
CLDSUB-NPB-2020-00002 CPLD- Platting SUoPIanNP8  poring
Permit Parent
- . . 414 E 12th 5t Kansas City, Prelimnary Project Code .
CRBA-2020-10071 Pend
e MO 64106 Review Meeting S
~ e A 8911 NE 101st 5t Kansas City, X . . )
CRBC-2020-40101 MO 64157 New Commercial Building Attention, Pending
Type: Mew Comnmercizal Status: Submitted
Building
Applied Date: 0%/21/2020 Expiration Date:
Districk: <NOMNE> Assigned To: PME, CPD

Description: test

Summary Locations Fees Inspections Attachments @ Contacts Sub-

Progress Workflow

0%,

» Completed

In Progress

13



3. Under each review, use the down arrow on the right to expand or close a comments section.
Review all corrections and comments made by each reviewer. Items listed in the comments will

need to be addressed in the resubmittal documents.

Summary  Locations

CPPU - Building Plan QCR

Submittal Status

Fail

CPPU - Building Plan QCR

Submittal Status

Fail

Fees Inspections  Aftachments @ Contacts Sub-Records  More Info

Received Date Due Date Completed Date
09/21/2020 09/23/2020 09/21/2020
Received Date Due Date Completed Date
09/21/2020 09/23/2020 09/21/2020

4. Corrections will appear with type, category, and comments. If plans have been reviewed multiple
times, the corrections that have been addressed will be lined out in the corrections tab (as shown

at the bottom of screen below).

Corrections (6)

Correction Type

Comment

Correction Type

Comment

Correction Type

Comment

Correction Type

Comment

Correction Type

General Corrections Category General

To Resubmit: When the portal is open and resubmittals are allowed, simply click on attachments and Add
your files, Please use the drop down to label the correct category for what you are submitting. Please also
the clearly name each pdf file of what and possibly version is being submitted.

General Corrections Category General

Submit a sealed set of plans showing and labeling overall property lines as " Property Lines.”

General Corrections Category General

Submit a sealed set of plans showing the legal description & label as "Legal Description” or "Property
Description”

General Corrections Category General

Upload a copy of sealed pre manufactured kiosk.

General Corrections Category General

Comment

IB110"F" : Upload a copy of or required application form IB110 Part "F" Completing all Sections up to
and including Project information and Sections (1-7). Please note that all applicable Check Boxes shall be
Indicated as NA or where applicable proposed or the application may be put on held. Additional
comments may be generated upon review and approval of the Project Detail and Certification. Please
note: Second line of the CRITICAL SUBMITTAL ITEMS, IB110 (F) Section 7) DPRC CERTIFICATION
"signed by (DPRC)" Every application IB110 (F) requires actual signature, or evidence that the signature
is certified as a "digital signature!" A typed signature is not acceptable. IB110 Part F IB110 Part F:
https:/idrive.google.com/fi GirfYxrntOgzwbB8onBE4-y X7 IwrB/view

< Comment

—_——————

GCeperatCorrections Category GCeperat
T, APl et foadelob e 100 4L TR s OICE
& L i ¥ L

Address all corrections and complete the required resubmittal letter prior to resubmitting documents.

14



5. To attach documents to the case, navigate to the Attachments tab. All attachments previously
submitted and the Plan Review Discrepancy report will appear.

Attachments sortl 3

At least o hile noeds to be resubmitted.

Anschment lans Plans Spacihcations

Versign 4

Plgtes: Plan review comments — Status: Under Raview
o tire LAA- 11

IB110PartF Resubmittal

Response Letter
Add Attachment Add Attachment

-+

6. Select the drop-down to choose the type of the document you are attaching, then select Add
Attachment + card to browse documents located on the applicant’'s computer.

Note: Do not change the name of documents when resubmitting, change the DATE to

denote the document is a resubmittal.

7. The new documents will appear at the beginning of the list of attachments.

Attachments | Next Tab | Plan Details | Main Menu
Attachments

Sort| Needs Action ~

At least one file needs to be resubmitted.

A~

IE 110 PartF Resubmittal Response Letter Attachment Plans

Certificate of survey.pdf Response Letter 112019.pdf (CPD) Plan Review Discrepancy 18 110 Part F 112019 v4.pdf
Report (Gpen Only Version).pdf
Size: 34.8 KB Size: 3383 KB Uploaded: 09/22/2020 Version: 4
Notes: Plan review comments - Status: Under Review

ontime 1A -811

Calculations ~

Plans Specifications

Add Attachment
Complete set of Building Plans Response Letter 112019 _v3.pdf
120119 vapdf
Wersion: 4 Version: 3
Status: Under Review Status: Under Review




8. Upload additional documents as needed. When all documents are uploaded, select Submit at the
bottom of the screen.

9. A Submit confirmation screen will appear. If ready to submit, select Ok.
Note: Once submitted, the case will again be locked until the review is completed.

Submit Confirmation

Are you sure you are ready to Submit for Review? Doing so will disable the ability
to upload files for this session.

10. If uploading is successful, you will receive the following message: A notification will be sent when review
has been completed.

Summary Locations Fees Reviews @ Inspections Attachments @ Contacts Sub-Records More Info

Attachments | Next Tab | Plan Details | Main Menu

i Sort NeedsAction w

+ The file upload was submitted successfully.

Approved Plans

Final stamped approved plans will be located under the Attachments tab.

Assistance

If you require technical assistance with The HUB Online Portal, select the Site Issues link at the
bottom of the Home page to email detailed issues to the support team. You can also email the
HUB Customer Center at CustomerCenter@laquintaca.gov.

) o o

Pay Invoice Map Calendar
Use this tool to pay for individual Explore the map to see the activity Click here to find out 2bout certain
invoices. occurring inyour neighborhood events like holidays and public
hearings.

Site |ssues | Terns of use | Privacy | Accessibility | @ 2020
registering. you agree to g

QL hat vou are regisy
agree W

Bvice only accurate, truthful and current information. Using a name other than your own legal name is prohibited. You hereby
in your own name. If listing & company with your registration, you certify you have authority to register for company listed. You
o7 i5ility for 31l activities that occur under your account or password. You are for the ntial ity of your

_ " others may not access EnerGov USIng YOUT NAME WITOUT YOUT EXPrESS DErmISSion
passke kemo.org/EnerGov_Prod/SelfService/#/payinvoice
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