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GETTING STARTED
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Click the link below to go to the PAPA Online application:
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http://db.lcd.state.or.us/PAPA_Online

http://db.lcd.state.or.us/PAPA_Online


GETTING STARTED

Oregon Department of Land Conservation and Development 3

New users click Register to sign-up.  

Returning users enter your username & password.

If you have a problem logging in, click on Report A 
Problem to email the application administrator for help.
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NEW USER REGISTRATION FORM
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1) Fill out required 
contact information.

2) Find your jurisdiction in 
the Jurisdictions of 
Interest list.

3) Press the plus sign to 
save your selection.

4) Save your registration.

Notes:  Add additional 
jurisdictions, if applicable. 
All jurisdiction selections 
are verified by DLCD.



REGISTRATION CONFIRMATION
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Once the user information is entered and saved, a notification 
appears to confirm the account creation. Check your email for 
the initial password.  

When you login for the first time, you will be prompted to 
change your password. 



FORGOT YOUR PASSWORD?

Enter your username; 
Press Submit button.
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FORGOT YOUR PASSWORD?

The message in pink confirms your request 
for a password reset. Expect an email 
containing a new password. Don’t forget 
to check your junk or spam folder.
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HOME PAGE

1) The jurisdiction(s) you selected will be listed on 
your home screen.

2) Click on the jurisdiction name to see more 
specific information. 

3) If you want see all jurisdictions, check the 
“Show All Jurisdictions” box.
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AMENDMENT ACTIVITIES

There are 4 primary amendment activities in the 
PAPA Online application:

• New proposal

• Revision 

• Adoption

• Withdrawal / Denial
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AMENDMENTS
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1) Once you click on the jurisdiction name, a list of 
amendments will be displayed.

2) Click on an amendment to browse, revise, 
withdraw, or adopt. 

3) Check “Include Archives” to see all amendments 
for a jurisdiction. (Amendments are archived six 
months after acknowledgement.) 

4) The New Amendment button will allow you to 
enter a new proposal/amendment.



AMENDMENTS

Oregon Department of Land Conservation and Development 11October 2016

If you click on an amendment 
that is in process, the 
amendment screen gives you 
the choice of revising it, 
withdrawing/denying it, or 
letting DLCD know it has been 
adopted. (These options are 
the same as the paper Forms 1, 
2 and 3.)



NEW PROPOSAL

Submit a New Proposal
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NEW PROPOSAL
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Select the proposal type(s). 
Select more than one if 
appropriate.  

**Some proposal types require 
maps and location information 
to be entered.
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NEW PROPOSAL
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If a UGB or URA Type is 
selected, additional County 
information is needed.
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HEARING DATES
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Use the calendar to 
add hearing dates. 
The days difference 
will be automatically 
calculated.

October 2016



NEW PROPOSAL CONT.
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Provide a summary of 
the proposal for 
public notices.

Notify DLCD of 
statewide planning 
goal exceptions and 
provide total acres.

Add specific location 
and code changes 
for each tax lot 
involved in the 
proposal. (see slide 
#18)

A contact person is 
required. 

Upload supporting 
documentation  
(optional, but 
preferred).
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COASTAL JURISDICTIONS
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Coastal jurisdictions have an additional required question 
regarding the amendment’s impact on the Oregon Coastal 
Management Program enforceable policies.

Additional information on this item can be found by following the 
click here link. 
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ADDING LOCATION INFO
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Specify the 
“Type” 
associated 
with each tax 
lot entered. 

Based on the 
Type, enter 
Comp Plan 
From/To codes, 
Zoning From/To 
codes, or both,  
to indicate the 
change in tax 
lot designation.

Both Comp. 
Plan and 
Zoning tax lot 
modifications 
can be 
entered. 
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QUICK ADDITION - CLONE
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The “clone” 
button is a 
quick way to 
add 
additional 
location info 
for nearby or 
similar tax lots.

Modify the 
info in the 
cloned 
record as 
needed.



EDIT LOCATION INFO

Oregon Department of Land Conservation and Development 20

If you make a 
mistake, use 
the edit tool 
to edit the 
info.
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NEW PROPOSAL CONT.
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Upload 
supporting 
documents 
(optional, but 
preferred)

A contact name is 
required. 



ADDING CONTACTS
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Search for a contact name; 
begin typing the name and 
select from options presented.

If the person is the primary 
contact, check box.

Click Add when finished. Contact 
DLCD if a contact name is not 
found in the database. Add 
additional contacts if desired. 



NEW PROPOSAL CONT.

See the newly submitted amendment on your 
jurisdiction’s list of amendments. You can make a 
change to the amendment while the status reads: 
Proposed Change Submitted by Jurisdiction. 
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AMENDMENT REVISION

Revise an Amendment
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AMENDMENT REVISION

Click on an existing amendment to open the 
amendment screen and view the 
details/information provided to DLCD.
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AMENDMENT REVISION
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At the amendment 
screen, press Revise, 
to make changes to 
the original proposal 
submitted.

The options 
presented to the user 
are based on the 
Status of the 
amendment.  After 
an amendment as 
been posted on the 
DLCD web site, the 
user will have the 
option to Revise, 
Withdraw/Deny, or 
Adopt the 
amendment. See 
slides #30 and #33.

Prior to web posting, 
only the Revise 
option is presented, 
as shown here.

October 2016



AMENDMENT REVISION

After selecting 
Revise, this screen 
displays the 
original proposal 
details.
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Tell us what’s 
different from the 
original proposal. 
Why is the 
amendment being 
revised?
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REVISE HEARING DATES
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You can change the 
hearing dates, but 
the days difference 
will stay the same.
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AMENDMENT ACTIVITIES

Withdraw/Deny an 
Amendment

Oregon Department of Land Conservation and Development 29October 2016



AMENDMENT WITHDRAWAL/DENIAL 
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At the amendment screen, 
press Withdraw/Deny.



AMENDMENT WITHDRAWAL/DENIAL 
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Some information 
about the amendment 
is provided and is not 
editable by the 
jurisdictions. (The local 
file # and the original 
proposal summary are 
not editable fields.)

Provide the withdrawal 
/ denial date and the 
reason for the 
withdrawal or denial.

Provide / upload 
supporting 
documentation, if 
available.



AMENDMENT ACTIVITIES

Adopt an Amendment
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AMENDMENT ADOPTION
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From the Amendment 
screen, press Adopt.
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AMENDMENT ADOPTION
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For UGB and URA 
amendments, provide the 
County hearing dates and 
the County date of 
adoption.

An ordinance number is 
required.

Enter the date of Adoption.

Note any changes from the 
original proposal.

Provide the total adopted 
acres.

Tax lot location information 
changes should be reflected 
here. Use the edit, delete, 
clone, or Not Adopted 
check box, to make 
changes to the amendment 
record so that it matches 
the final adoption.



AMENDMENT ADOPTION
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Documents to support 
the adoption notification 
are required. 
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TIPS FOR SUCCESS

• Save as you complete each action.

• Complete any submittals or revisions within one hour 
to avoid timing out.  

• Check acreages to make sure they add up or 
match, as appropriate.

• Don’t forget to upload all relevant documents.

• If you have a problem, click on Report a Problem 
and send an email describing the issue. Attach a 
screen capture to help us resolve your issue more 
quickly.
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