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How to provide/upload additional information
that is required

If it is determined that some additional information is required from the applicant,
the applicant will receive an Email from the City as follows

1 Email received from the City for Additional Information required, stating
comments from the department about what kind of information is required
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2 Click "https://citizenportal.citywindsor.ca/planning" - Application portal URL/link
to access the online application

3 User can see the status of the application is now "Pending Additional Information"

https://citizenportal.citywindsor.ca/planning


Made with Scribe - https://scribehow.com 3

4 Click "Continue"

5 Select the document type from the "Document Type" dropdown
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6 [Optional] Enter the "Document Description" text box describing the document

7 Click "Browse" and select the documents from your computer
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8 Click "Continue"

No further action is requested after this point, the uploaded documents will be
uploaded to the server sucssessfully.

User can preview/download and in some cases delete the uploaded the
documents as well using the same steps.


