
Service Request for 
Commercial Buildings

Service request are used to submit Components, Compliance Statements, Revisions, 
Extension Request and to submit Additional Information.



On the right-hand side of your 
plan review record select the 
options button.



From the drop-down menu 
select the service request that is 
to be submitted.



Note if you cannot locate 
your project on your 
dashboard use the View and 
Search all link.  Which is 
available for applications in 
progress and completed plan 
reviews.



This example is for a Revision and for other 
service request the question may differ, but 
the process is similar.

Click the save and continue 
button



Answer the questions and hit Save 
and Continue



Upload any attachments and hit save 
and continue. (Note some service 
request may not have any attachments 
necessary)



Complete the attestation and click 
Submit



If your service request has a fee associated with it, 
you will be routed back to your cart for payment.  
Otherwise, you will be routed back to the dashboard.
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