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Required Documents for Submission

 Plot plan (file type must be .JPG, .JPEG, .PDF, .PNG)

 Plot plan must include:

• Water and Sewer locations in Right of Way (ROW)

• 1/2 CRZ (Critical Root Zone) of protected trees

• Existing and proposed development
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WWWSPV Application Submission

 Log into the AB+C Portal at Citizen Portal

 Select Apply for Permit/Cases
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https://abc.austintexas.gov/citizenportal/app/login


WWWSPV Application Submission

 Select Application Type: Austin Water – Water/Wastewater Service Plan 

Verification and the other fields will populate, then click Continue
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WWWSPV Application Submission
 Applicant: select 

yourself

 Enter a 

description of the 

work. Example: 

Demo for new 

SFR & ADU

 Click Continue
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 Address Type: All

 Enter your address WITHOUT the DR/ST/BLVD, and click Search
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WWWSPV Application Submission



 Select the 

correct 

address and 

click 

Continue
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WWWSPV Application Submission



 Fill in answers to all 

relevant questions

 Be sure to also 

complete all 

*Required Field
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WWWSPV Application Submission



 Continue answering all questions - then click continue. 

 Note: When more than 1 Proposed Dwelling Unit is selected, a Proposed 

Bath count for each unit/meter is required.

10

WWWSPV Application Submission



 Step 1: Click Browse OR 

drag & drop your plot/site 

plan file into the 

application.

 Step 2: Select description

 Step 3: Click Upload

**BE SURE TO CLICK 

UPLOAD BEFORE 

CLICKING CONTINUE**
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WWWSPV Application Submission



 Example of a 

successful 

Upload of a 

plot plan

 Click Continue. 
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WWWSPV Application Submission



 Confirm the last 

details 

 Click Submit  

WWWSPV Application Submission



 Click Return to My Permits/Cases to view the status

WWWSPV Application Submission



 View status at 

My Permits / 

Cases

 New WWSP 

Permit created
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WWWSPV Application Submission



WWWSPV Application Returned 
Application Incomplete
 If the application details require an adjustment, the app will be returned as Application Incomplete. 

 Note changes required in the Comments section of the email. 

 Instruction on How to updated details are included in the email.
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 From My Permits 

or My Incomplete 

Applications, find 

the permit and 

click Continue
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WWWSPV Application Returned 
Application Incomplete



 Property 

details are 

correct

 Click Continue.
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WWWSPV Application Returned 
Application Incomplete



 Edit application 

details per the 

email Comments

 Click Continue
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WWWSPV Application Returned 
Application Incomplete



 If requested in the 
email Comments,  
attach an updated 
plot/site plan. 

• Be sure to click 
*Upload* before 
clicking Continue.

 If the plot plan was 
not referenced in 
the email 
Comments, do not 
upload anything.

 Click Continue
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WWWSPV Application Returned 
Application Incomplete



 Click Submit to 

return this 

application for 

processing
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WWWSPV Application Returned 
Application Incomplete



WWWSPV Application Rejected

 If only the site/plot plan requires an update, application will be returned as Rejected.

 Note changes required in the Comments section of the email. 
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 From My 

Permits/Cases,  

find the permit

 NOTE: Status is 

Awaiting Update

 Click Detail
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WWWSPV Application Rejected



 Click Folder Attachment tab to add your updated site/plot plan
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WWWSPV Application Rejected



 Step 1: Click 
Browse OR drag & 
drop your plot/site 
plan file into the 
application.

 Step 2: Select 
description

 Step 3: Click 
Upload

**BE SURE TO CLICK 
UPLOAD BEFORE 

CLICKING 
CONTINUE**
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WWWSPV Application Rejected



 The new file will show below the previously attached one
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WWWSPV Application Rejected



 The permit Status will show ‘Awaiting Update’ until UPO receives it. 

 It will be updated to ‘Pending’ until the new review is complete
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WWWSPV Application Rejected



WWWSPV Application Accepted

 Once it is confirmed that all Application Details match the site/plot plan and all 

required information is included in the site/plot plan, the application will be 

Accepted. 

 Your application will then become ‘Active’ and UPO will have 2 business days 

to process your application
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WWWSPV Application Completed

 Once the WWWSPV determination is complete, you will receive an email 

informing you the review is Completed.

 A Determination Letter (replacement of WWWSPV form) will be attached to 

the email.
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 Determination Letter 

contains

• Development Details

• Secondary Address 

Required

• Land Status Determination 

Needed

• Meter Purchase Required

• Utility Plan Required

• Proposed New Meter Size

 If Utility Plan Required, 

Next Steps are included 

in Letter
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WWWSPV Completed: Next Steps



 For Plan Review 

application:

 Determination Letter 

replaces the WWWSPV form

 UPO stamped Approved 

Site/Plot plan is in WWSP 

permit Folder Attachment. 
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WWWSPV Completed: Next Steps



WWWSPV Resubmittal Submission

 WWWSPV Resubmittal (aka Re-stamp) is ONLY available if:

• Changes involve ONLY the plot plan

 Resubmittal is NOT available if changes are made to Application Details. App 
Detail changes include:

• Number of dwelling units

• Proposed use (i.e. SFR to Duplex)

• Bath count increases or decreases

• Number of meters increases or decreases

 If Application Details change, a new WWWSPV application must be submitted
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WWWSPV Resubmittal Submission
 To Resubmit:

 At My Permits/Cases, click Detail of the Completed WWSP permit. 
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WWWSPV Resubmittal Submission
 Click Folder Attachment
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WWWSPV Resubmittal Submission

 Upload new/updated 

site/plot plan

 The newly uploaded file 

will show on the list with 

the Determination Letter 

and previously Approved 

SP

 Once file is uploaded, the 

WWWSPV application 

has been Resubmitted
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WWWSPV Resubmittal Submission
 Permit status is updated to Pending and is returned to UPO for analysis. 

 UPO has 2 days to analyze your changes.
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WWWSPV Resubmittal Rejected
 If submitted site/plot plan requires an update, the Resubmittal will be Rejected

 Note: changes required are listed in the Comments section of the email. 
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 From My 

Permits/Cases,  

find the permit

 NOTE: Status is 

Awaiting Update

 Click Detail

38

WWWSPV Resubmittal Rejected



 Click Folder Attachment tab to add your updated site/plot plan
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WWWSPV Resubmittal Rejected



 Step 1: Click 
Browse OR drag & 
drop your plot/site 
plan file into the 
application.

 Step 2: Select 
description

 Step 3: Click 
Upload

**BE SURE TO CLICK 
UPLOAD BEFORE 

CLICKING 
CONTINUE**
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WWWSPV Resubmittal Rejected



 The permit Status will show ‘Awaiting Update’ until UPO receives it. 

 It will be updated to ‘Pending’ until the new review is complete
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WWWSPV Resubmittal Rejected



 Once the Resubmittal verification is complete, you will receive an email 

informing you the review is Completed.

 A new Determination Letter (replacement of WWWSPV form) will be attached 

to the email.
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WWWSPV Resubmittal Completed



 The NEW UPO 

stamped Approved 

Site/Plot plan is in 

WWSP permit Folder 

Attachment. 

 Download the NEW 

Approved SP
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WWWSPV Resubmittal Completed
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