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Example of a Completed SimpliCITY Residential Application 

 Reference: Assembly Bill 2234 
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There are 2 parts of a completed SimpliCITY residential application: 
 application information  
 uploaded documents  

Both must be completed, following the appropriate residential checklist.   
 

For residential forms and guides, go to www.moval.gov/simplicity and select NEED HELP. 
 
You don’t need a log-in for this section. 

  
 
 
 
 
 
 

From NEED HELP, select CITY FORMS button 

 
From CITY FORMS, click on BUILDING AND SAFETY header to open all City forms and 
guidelines.  Complete the appropriate checklist under BUILDING AND SAFETY tab, based 
on your residential submittal. 

 
 
 
 
 
 
 

 

http://www.moval.gov/simplicity


2 
 

 

 

Use EDIT button in 
for each section to 
correct any errors 

in that section. 

Review the disclaimer 
and check the box before 

selecting CONTINUE 
APPLICATION 

Use SAVE AND RESUME 
LATER button if you 

cannot complete the 
application right away. 

EXAMPLE OF 
COMPLETED 
APPLICATION 

INFORMATION 
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When everything is 
complete and correct, 

click FINISH to fully 
submit the entire 

application. 

Use EDIT button in 
for each section to 
correct any errors 

in that section. 

EXAMPLE OF 
COMPLETED 

UPLOAD 
INFORMATION 
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Step by Step Instructions 

1. From the City’s website www.moval.gov click on any SimpliCITY logo  
 
 
 
 

 
 

2. If you do not have a SimpliCITY account, click REGISTER at the top right of screen.  
 
IMPORTANT!  Do not create a new account if you have created one but forgot your password!  You will not have 
access to prior projects.  Click LOGIN instead.  
 
If you forgot password, see step 3-4. 
 
If you logged in successfully, skip to step 5. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. At the SIGN IN screen, click FORGOT PASSWORD?  
 
Answer your security question (case sensitive - exactly how you typed it before).   
 
Then log in when prompted. 
 
 

 
4. If you can’t recall how you answered your security question to reset your password 24/7, send your email address 

used to create the account to permitcounter@moval.org.  We’ll reset your account during normal business hours.   
 
You’ll receive a temporary password.  Upon successful login with the temporary password, you’ll be required to 
create a new one. 
 
NOTE: At the NEW PASSWORD screen, the OLD PASSWORD is the temporary one you just used to successfully log in 
(not the one you forgot). 
 
 

http://www.moval.gov/
mailto:permitcounter@moval.org
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5. Once you are logged in, from MAIN MENU, select SUBMIT APPLICATION 
 
For a Junior ADU, skip to step 7.  
 
For a multi-family complex, housing tract, single family home,  
duplex, or new ADU (both attached and detached), see step 6. 
 
 
 

6. IMPORTANT! When your new residential project requires a new address (per Entitlement Conditions of Approval 
COAs), then you must submit a new address request first.  Plans require the new addressing to be on the site plan 
and title block areas.   
 
Tracts will continue to use the tract map # on plans.  However, a tract address request must be submitted prior to 
full plan submittal 
 
For NEW ADDRESS REQUESTS make the appropriate selection after SUBMIT APPLICATION. 
 

 
 

7. For submitting plans for review, select RESIDENTIAL 
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8. At the “Street Address or Parcel Lookup” screen, start to type the new address in the upper right box.  In a moment, 
it will pull up all valid addresses starting with that street number within our city limits 
 

NOTE: this map is interactive so if you enter and select something and then click somewhere else on the map, you’ve 
changed the selection 
 
 Tracts – use the main APN 

 
 Single Family Home/Duplex/ADU – use new address 

 
 Multi-Family Complex – use address for community building or leasing office 

 
 Junior ADU – use existing house address 

 
Click CONTINUE and follow the prompts afterward.  
 
NOTE: Making false selections that don’t correspond with your actual project may require a voided application and 
resubmittal of a new application as certain fields change in your application based on your selection. 

 

 
 

9. Make the correct selection based on your submittal. 
 

 For all residential construction (except tracts), select 
CONSTRUCTION  
 
 
 
 

 For Tract Development, select NEW NEIGHBORHOOD  
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10. Make the correct selection based on your submittal. 
 
 

 For JADU, detached ADU, or attached ADU, select 
ACCESSORY DWELLING UNIT 
 
 
 
 
 
 
 
 
 
 
 
 
 

 For Multi-Family complex, select NEW APARTMENT/ 
CONDO COMPLEX 
 

 For new single-family home or duplex,  
select NEW CUSTOM HOME  

 
11. After selecting your correct project type, you’ll be given information to prepare for your application. 

 
 DOCUMENT SUBMISSION REQUIREMENTS (see below) - Refer to your completed correct RESIDENTIAL CHECKLIST to 

determine which DOCUMENT TYPE you should select for which file. 
 

 TYPE OF APPLICATION (see below) – make sure this matches what you are submitting for.  If not, do not continue, 
click on MAIN MENU and start a correct application.  
 

NOTE: “Document Submission Requirements” are also given again later, in the document submittal process, but is 
listed here for information ahead of time. 
 

IMPORTANT: If you do not have the necessary documentation, DO NOT click CONTINUE TO APPLICATION. It creates 
unnecessary temporary records that may cause confusion and lead to submitting duplicate applications. 
 

 



8 
 

12. This screen is simply showing the information you selected from the “Street Address or Parcel Lookup” (Step 8).  This 
is for reference only.   This information is not editable by the applicant. 
 

 If the information is correct, proceed to step 13. 
 
If the information is wrong, follow the screen directions in red to submit a new application, returning to step 5 in 
this guide.  Do not click SAVE AND RESUME LATER on incorrect applications.   
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13. See the HELP BUBBLE on each entry field for guidance. 
 

 PROJECT NAME - brief description, like the name of the project 
 

 DETAILED DESCRIPTION – give a FULL description of all aspects of construction included on this plan & application  
 

 Do not include a list of separate submittals here.  Anything that will be on separate submittals (e.g. pool, leasing 
office, playground, monument sign, landscaping, grading, fire sprinklers, walls, etc.)  would be listed under 
SEPARATE SUBMITTALS on the plans title sheet only. 

 

 
 
EXAMPLE OF A GOOD DETAILED DESCRIPTION: Apartment Complex (2) 12,000 SF buildings [(4) 1000 SF 1 bed/1 bath units 
w/ 100 SF patio, (4) 1500 SF 2 bed/2 bath units w/ 100 SF balcony, 2000 SF garages], (2) 24,000 SF buildings [(8) 1000 SF 1 
bed/1 bath units w/ 100 SF patio, (8) 1500 SF 2 bed/2 bath units w/ 100 SF balcony, 4000 SF garages] (10) light poles, (1) 
trash enclosure, (1) 200 SF shade structure with electrical for BBQ area, 10,000 LF tubular metal fencing and gates w/ 
electrical 
 

14. Finish all application information steps (shown at the top of the screen).  Please note that RECORD ISSUANCE step is 
to issue you a Building Application #, not issuing a permit. 
 

 
 

 IMPORTANT! if you are do not have all the required information for an application page, click SAVE AND RESUME 
LATER button on the bottom left of any application page.  You can return to that TMP application via MY RECORDS 
to input the missing information and move forward.  Do not select incorrect information just to move forward. 
 

15. Read ALL instructions on each page so that it is completed properly.   
 

 For example, for Step 3 “Professional/Contact > Enter Contractor”, if you don’t know who your licensed contractor 
for the construction at time of plan submittal, leave this blank and click CONTINUE.  This is not for the licensed 
engineer/architect. 
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16.  Once all application fields are completed, The review screen gives your application summary.  You must correct any 
errors before proceeding.  You cannot make changes after you’ve clicked FINISH. 

 
 See page 2 of this guide for example 

 
17. On this next screen it gives you a formal application # BUT this is an incomplete application until the submittal 

documents are uploaded. 
 

Click the UPLOAD PLANS & DOCUMENTS button to add the required items per your residential checklist. 
 

 
18. In Submittal / Upload Step 1, this screen gives the same DOCUMENT TYPE definitions, as previously given in step 11 

for reference. 
 

 You don’t need to enter anything in this document submittal description field as the application’s “Detailed 
Description” field (step 13) clearly explains the scope of work.  
 

 Simply click CONTINUE 
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19. In Submittal / Upload Step 2,  there are important instructions at the top of the screen. 
 

 Upload documents from your directory by clicking BROWSE button, and selecting the files to upload. 
 

 
20. Make the correct DOCUMENT TYPE selection for EACH file.  Add a description of what that file is if the filename 

doesn’t explain the type (e.g. soils report, anchor bolt specification, truss calcuations, etc.) 
 

 Click UPLOAD & VALIDATE to verify files are NOT password protected, encrypted nor corrupted. 
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21. After files are validated, you can correct the document type if you selected the wrong one (EDIT/PENCIL icon) or 
delete a document that should’ve have been uploaded (REMOVE/ TRASHCAN icon). 
 

 When everything is correct, select PROCESS FILES button (which saves the documents into the record).  When 
processed, this button changes to CONTINUE. 

 

 
22. From Upload Step 3 you can correct plan sheet orientation, correct sheet number to match what plan sheet actually 

says, add an optional sheet description, etc.  This step is extremely important to make sure the SimpliCITY sheet 
number field EXACTLY matches the actual sheet. 
 

You cannot delete duplicate sheets from this step.  If you have duplicate sheets, you must return to Upload Step 2 
and delete duplicate file.  The filename for each sheet is listed on the screen. 

 
Do not make up sheet numbering in the data field to avoid the “duplicate sheet” error.  Correct your plan file as 
each sheet must be unique on both the plans and in SimplICITY 
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23. For the example of completed upload information see page 3 in this guideline.  You can verify a successful submittal 
by the RECORD STATUS changing to SUBMITTAL RECEIVED.  If it is anything else, you have not completed your 
submittal. 
 

24. Applications are reviewed in the order received.  You can check the status of your submittal via SimpliCITY under 
RECORD INFO and also viewing the RECORD STATUS. 
 

25. If an application is rejected, an automated email from noreply@moval.org will be sent with the items to correct.  
Please make sure your email settings accept that email address so that it isn’t routed to spam/junk. 
 

26. If you have additional questions, please contact our office at permitcounter@moval.org.  Please reference the 
location of the proposed work in your email.   
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