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Department of Comprehensive Planning  
Application Pre-review Screenshots – Upload/Delete Documents 

 

 
Home Screen – Search for a Record 

 
 

 
  Search Option 2; Screenshot 1 of 2:  

                         
                         
   
  

Search Option 2: Select View All Records for a list of 
all records you, as a registered user, have been added 

to and have rights to edit and make payments. 

NOTE: If selected see Search Option 2 screenshots below. 

Search Option 1: Type in record number (YY-######) and 
select the magnifying glass to go to a specific record. 

Select gray arrow to dropdown a list of all records 
you, as a registered user, have been added to and 

have rights to edit and make payments. 
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              Search Option 2; Screenshot 2 of 2: 

                       
  

Find record and select.  If necessary, use page 
options on bottom of screen if the record is not 
listed on the first screen. 

Click on the record number to go to selected record. 
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Record Screen – Upload/Delete Attachments (Documents) 
 

 
 

 
 
 
  

Select Attachments to upload/delete documents. 

Select Record Info for a list of options. 
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Uploading Attachments (Documents) 

 

 
 

                              
 

                              
 

Select Add to upload application documents.  
After Add is selected, your internal file folder 

should appear on your computer screen.  
Find/select documents to add to your record.   

Select Continue to continue with the process of 
uploading application documents. 

NOTE: If Continue is not selected, all added documents 
will NOT move to the next step in the upload process. 

 

Select Add to upload application documents. 

Please read and abide by these 
guidelines to avoid delays in 
the processing of your request. 
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Select the Type of Document Category from the 
dropdown list for each uploaded document.   

See Type of Document Categories on next page.  

Enter a Description to provide more detail or 
information about the uploaded document.  

NOTE: This is not a required field.   

Select Remove to remove the File 
from the record if the document 

was added in error. 

NOTE: Remove option is available 
for each added File. 
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Type of Document Categories 

Document Categories align with submittal 
requirements.  See Document Helpful Tips for a 

table of application requirements and related 
Document Categories. 
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Select Save to save all uploads and edits to the record. 

Select Add to add more documents to the record. 

After Save is selected and all requested uploads/deletions are made to the record, the staff will 
automatically be notified the initial APR documents have been uploaded. 

NOTE: Staff do not receive automated notifications that documents have been uploaded/deleted after the 
initial APR documents are uploaded.  You must communicate directly with staff that any and all 

uploads/deletions are complete and ready for review.  Emails must be sent to your assigned planner(s) and 
pwlanduse@clarkcountynv.gov.  For a complete listing of planners and their email, please visit our Contact Us 

webpage.   

mailto:pwlanduse@clarkcountynv.gov
https://www.clarkcountynv.gov/government/departments/comprehensive_planning_department/contact_us.php
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Deleting Attachments (Documents) 

 

 

    

 
 
 

  

Select Actions for a list of options. 

See Document Helpful Tips for more 
information on options. 

Select Delete to delete document and confirm delete to 
officially remove document from record attachments. 

After Delete is complete and all requested uploads/deletions are made to the record, communicate 
directly to staff in accordance with the instructions previously provided. 

NOTE: Staff do not receive automated notifications that documents have been deleted.  You must 
communicate directly with staff that any and all uploads/deletions are complete and ready for review.  Emails 

must be sent to your assigned planner(s) and pwlanduse@clarkcountynv.gov.  For a complete listing of 
planners and their email, please visit our Contact Us webpage.   

mailto:pwlanduse@clarkcountynv.gov
https://www.clarkcountynv.gov/government/departments/comprehensive_planning_department/contact_us.php
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“Delete” to remove 
document when replacing 
document with new/revised 
document or upload was 
made in error. 

“Add” to upload 
documents. 

Document Statuses 
“Uploaded” = New/Not reviewed 
“Revisions Requested” = Must be revised 
“Completed” = Deemed accurate/complete 

Document Helpful Tips 


