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CREATE ACCOUNT: Click on “Register.”  

If you have an Account, click on “Login”
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Complete the New Registration, see below: 
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VERIFICATION: A verification email will be sent to you. Please verify as required.  

Login to your account using your email and password. 
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Welcome login screen appears below:

 

Messages from City Staff will appear here. 

Messages you’ve sent to the City will appear here. 

To send a message/document to the City, click 
here. 
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Click on the dropdown menu and select 

“Planning and Building.” Then click “Next” 
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Select the department your message/documents need to go to 

CODE ENFORCEMENT CASE #? Place here. 

PLANNING OR BUILDING # TO REFERENCE? Place here. 

Input project address here, then click “Verify Address” 
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Address appears as follows. 

Then click “Next” 

Address verification message appears 
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Write your message. Please include reason for your 
permit, jobsite address, your phone #, and email. 

 

Click on “Upload Attachments” 
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Step 1:  
Type* – Select drop down 
Title* – Name of file 

Step 2: Click “Choose File,” to 
find the file on your computer. 

Step 3: Click “Upload” 

A new box appears below: 
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Percent of upload completion will appear 
at the bottom of your screen. 



CITY OF OAKLAND 
 2 5 0  F R A N K  H .  O G A W A  P L A Z A ,  S U I T E  2 3 4 0  •  O A K L A N D ,  C A L I F O R N I A  9 4 6 1 2 - 2 0 3 1  

    Department of Planning & Building       (510)238-3891            
                         

Digital Inbox – How to Create an Account and Uploading Documents 

11 | P a g e  
ES 4/23/20 

 

Step 1: Uploaded file will appear here.  

Step 2: To add more documents to 
your message, repeat pages 9-11 
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NOTE: Sometimes you will receive the above “time out” message. Click “Click here to Login again.” You may have to repeats pages 4-11 of this 
instruction manual.  

Tip! Do not let your screen go idle for more than 1 minute. Otherwise this screen will appear. 
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Step 2: Click “OK” to confirm sending  

Step 1: Click “Send Message”  
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A notification appears when message is sent 
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Write your message. Please include your reason for permit, 
jobsite address your phone #, and email 

 

This email will be sent to your registered email address once items have 
been sent to City of Oakland’s Digital Inbox. 
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You can view messages you’ve sent by clicking on “OutBox” on your Welcome page. 

 

NEXT STEP: Hold tight. A staff member will reach out if there’s anything outstanding or if your application is being processed. 

Thank you for patience and time! 

Sent messages will also appear in your OutBox 


