Uploading Instructions

For best results, users should use Google Chrome as their web browser;
however, Safari and Firefox are also supported browsers.

Prior to starting, make sure that you have saved your certificates. You can scan them all into one PDF and attach that
single PDF or you can attach individual certificates individually.

General Overview:

In the Upload Submissions section you will be required to attach supporting documents (PDF format is preferred) for

your respective application type, if applicable. In the Manage Submissions page, you will see the "Required" column. If

there is a checkmark in that box, you MUST upload a document to that row. Instructions on how to upload submissions:
a. Click on “Upload” under the "Actions" column.

Click on “Choose File.”

Select the file that you are intending to upload and click on “Open” in the pop-up box.

Click on “Upload” again.

A message should appear in yellow stating "Attachment uploaded successfully."

Click on “Save” at the bottom of the page before you leave the Manage Submissions page.

ol

Screen shots of each step:

1. Onthe My lowa PLB (https://iowaplb.force.com/iplb login) page, click on the application number:

My lowa PLB - Home

. My Licenses
My Contact Informatian
Submd Application | Renew Number License Type Display Name Address Street lasue Date Expiration Date License Status Licensing Board
View/Pay Fees o i :
LAQOTS2 Landscape Architect Fumpkin SchraderBachar 3447 NE T8th Ave 102812019 06/30/2021 Active Landscape Architectural Examining Board
Find My Existmg License
ARCOTENZ Architect Pumpkin SchraderBachar 3447 NE T8th Ave 10282019 06302021 Inactive Architectural Examining Board

Changa Passwond

Don't See Your Licenses? Click Here To Find Your Existing Licenses

My Applications

Number Display Type Licensing Board Created Date Application Expiration Date Status
ARC-19-01361 Architect Registration - Change to Active Stalus Architectural Examining Board 117172018 3:38 PM 42502020 Pending
RA-19.01187 Course Apphcation Real Estate Appraiser Examining Board 101102018 318 PM AIT2020 Pending
REC.10.05053 Authorized Course Apphcation Real Estate Commission 1012019 317 PM 472020 Pending

My License Payment Receipts

2. Click on “Upload Submissions”

Application

(. ARC-19-01361

Application Detail Summary PDF | | Withdraw Application

¥ Next Steps

/ Complete Checklist (9 outof 9 Required Questions Answered )

- Upload Submissions Upioad submissions

- Submit Application
- Pay Fees


https://iowaplb.force.com/iplb_login
https://iowaplb.force.com/iplb_login

3. Click on Upload:

UHIUau LDOCunme=iins

Note that documents may not exceed the maximum file size 10MB.

Actions Title

Description
Upload s . o
Additional Documents (If Applicable) This is a placehol
Upload -~ ’ - . .
Building.com Which Roof Is the Most Resilient? Cnline course wit
Upload . I ] ] ; _ )
CE Certificate - MinimizingRadiusDistractionGuideSpeechCaoncernSoundMasking Please attach yol
Cancel| | Save
H “ H ”
4. Click on “Choose File
Upload Decuments
Mote that documents may not exceed the maximum file size 10MB.
Actions Title Desc
Filz | Choose File | Mo file chosen
Additional Documents (If Applicable) This
Upload
Unload Building.com Which Roof Is the Most Resilient? Onlin
Upload CE Certifi RPT " . . i .
ertificate - MinimizingRadiusDistractionGuideSpeechConcernSoundiMasking Fleas
Cancel | | Save
. H " ”
Select the file you want to upload and click “Open
wl_ e RS B o tients o |
iy lowa PLB - Home il QOrganize = New folder = - ) Ml @
5 Favorites T o cmamaca- misen S e it ||
c Application L = Desitop Documnents - Shortcut 1KB Shortcut 8/17/2017 430 PM
L Manage Submissions o) Music = | Interior Design Seal.png 312KE PNG image 3/3/2017 1008 AM |
% Downloads 2] IAEB Master Complaint Indexxsx - Shortcut JKB Shorteut ' ;J
Upload Documents @ Documents - Sh @) 2017 - Shortcut 2K Shortcut
‘il Recent Places 2]/ 2016 - Shortcut 2KB  Shortcut
Note that documents may not exceed the maximum file size 10MB. [#) Forms Recip-Arch List ALL - Shortcut 2KB  Shortcut
- @ Libraries (2 Applications - Scanned - Shorteut KB Shorteut
Actions L [ Documents () INTERIOR DESIGN - Shortcut 1KB Shorteut
File No file chosen o) Music ) ARCHITECT - Shortcut 1K8 Shorteut 7
L &= Pictures e © Full li vley < Shortet 2R Shamee amiamA1anam T
Upload B Videos -« m | »
Upload Bu File name: Interior Design Seal.png -
Uniozs o

Cancel | Save

5. Click on the small upload button:

Upload Documents

Maote that documents may not exceed the maximum file size 10MB.

Actions Title

File| Choose File | Interior Design Seal.png

Additional Documents (If Applicable)
|Upload |

I ImlAad



6. You will see and success message:
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l@ Attachment uploaded successfully

Upload Documents

Mate that documents may not exceed the maximum file size 10MB.
Actions Title

Additional Documents (If Applicable)
— Building.com Which Roof Is the Most Resilient?

CE Certificate - MinimizingRadiusDistractionGuideSpeechConcernSoundiasking

Cancel | | Save

7. Repeat for each document you wish to upload (if applicable).

8. When you have upload all the documents, click on “Save.”
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[6 Aftachment uploaded successfully

Upload Documents

Note that documents may not exceed the maximum file size 10MB.

Actions Title Description Fil
Additional Documents (If Applicable) This is a placeholder to upload any additional documentation.

Building .com Which Roof Is the Most Resilient? Online course with Stamats and Chuck Miccolis, IBHS as the presenter.

— CE Certificate - diusD:

Please attach your course completion certificate for the specified course.
Cancel| | Save

Now when you look at your Submissions page, you will see the uploaded documents. Those document lines will not have
an “Upload” in the “Actions” field, and a “View” in the “File Action List.’

My lowa PLB - Home

Appiication
': Manage Submissions

Uplcad Documents

Nett nod encesd sire 10ME

Actioss  Toe Daserigtion Fikt Actons Submiraica Acbans

Ackdtional Documeets (I Aople sble) Tris ia & piacetrider b upkasd any sdstions dotumentation view g Submgmen

s

SO puiding.com Which Rl s e Most Resent? e coure ai Slarmats and Chuck Miccots. IDHS ab he resenter Bimgme Sebmigsen

MR of ceteats - MimzngRadusDEtractanGuteSecnCant e Sounahasiing Pieass BUAIN your CoLTIE ComEiEton cerbicats for ihe soecied tourse Renpme Submasen
A

Adicitionat Documaets {1t Appicacia) (3) This 15 3 PEACSNCIAT 10 UPAd 3Ny ACKIBONS docuTentation

Cancel | Save



