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Uploading Multiple Page Documents 
in DallasNow 

When submitting plans in DallasNow, many disciplines;( e.g. architectural, structural, civil, etc.), 
require multiple sheets to be included as part of a single plan set.  

Instead of uploading each sheet one at a time, customers should combine all related pages into 
a single PDF file per discipline (for example, all architectural sheets together, all electrical sheets 
together).  

This ensures that reviewers can easily navigate the plans in sequence, reduces upload time, and 
helps prevent missing documents.  When saving the files into a pdf, be sure to use the Planning 
and Development Drawing Sheet Filename Format. 

The steps below explain how to prepare, name, and upload multi-page documents correctly. 

Locating the Record to Attach Files 
Step 1. Sign In to DallasNow. 

 

https://aca-prod.accela.com/DALLASTX/Default.aspx
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Step 2. Click on My Records. 

 

Step 3. Click on desired record number. 
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Note: If you have just completed an application and need to upload additional 
documents, you can also click on the record number displayed. to access the 
Record Page.

  



Planning & Development 
Uploading Multiple Page Documents in DallasNow 

 

4 

Uploading Multiple Page Documents 
Step 4.  
A. Click on Record Info 
B. Click on Attachments from the drop down menu. 
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Step 5. Click on Add. 
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Step 6. Click on Add, and upload documents. 
Note:  

• You can upload multiple documents by clicking Add again. 

• The file size limit is 256MB. 

 

Step 7. Click on Continue once all desired documents have been uploaded. 
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Step 8. Click on the Type drop down menu and select the appropriate 
selection. 
Note: Use Plans – Plan Development for document types not listed. 

 

Step 9. Type in a Description. (OPTIONAL) 
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Step 10. Click on Save 

 
Step 11: Look for the displayed message “The attachment(s) has/have been 
successfully uploaded.” 
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