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PAPA ONLINE 
USER GUIDE

PAPA = Post-Acknowledgement Plan Amendment



USER GUIDE SECTIONS

• Getting Started

• New User Registration

• Passwords & User Profiles

• Home Page

• Amendment Activities

• Reports / Search PAPA

• Submit a New Proposal

• Add Location Info

• Coastal Jurisdictions

• Revise an Amendment

• Withdrawal/Denial of 
Amendment

• Adopt an Amendment
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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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https://db.lcd.state.or.us/PAPA_Online

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


GETTING STARTED
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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 the jurisdiction in 
the drop-down list for 
which you are 
authorized to submit 
information to DLCD.

3) Press the plus sign to 
save your selection.

4) Repeat Step #2 to add  
more jurisdictions, if 
applicable. All 
jurisdiction selections 
are reviewed and 
verified by DLCD.

5) Save your registration.



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. 

Notes: It may take DLCD a few days to fully process your 
request.



PASSWORD SPECIFICATIONS
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Notes:

Alpha characters = letters of the alphabet
Numeric characters = numbers 0 – 9 
Upper and lower case =  AAbbCCdd
Special characters = !@#$%^&*()_|?:;+=
For security reasons, please do not use the same password as 
your work computer. 



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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FORGOT YOUR PASSWORD?

Helpful Tip:  Copy and Paste the password from the 
email into the application.  This will prevent typos 
with complicated, computer generated passwords 
(like the sample password shown above.
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Example email:



CHANGE YOUR PASSWORD
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1) Click the drop down arrow next to your 
name to be given the option to update 
your profile, log off, or change your 
password. 

2) Click on the Change Password option. 

3) Complete the change password fields 
shown here.  Your new password must 
meet the password requirements shown 
on page #7.



USER PROFILE UPDATES
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1) Click the drop down arrow next to your name to be 
given the option to update your profile, log off, or 
change your password. 

2) Click on the My Profile option. 



USER PROFILE UPDATES
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Use this screen to 
update your profile 
information. 

If you edit any part 
of your profile, you 
will not be able to 
immediately edit or 
add PAPA records. 

All profile edits -
specifically the 
authorized 
jurisdictions list - will 
be reviewed and 
approved by DLCD 
prior to any future 
PAPA submissions.



HOME PAGE

1) The jurisdiction(s) you selected when registering 
to use the online application will be listed on 
your home screen.

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

3) Click on the jurisdiction name to see more 
specific information. 
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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
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If you click on an amendment 
that is in process, the 
amendment screen gives you 
the choice to revise, withdraw, 
deny, or adopt it. (These 
options are the same as the 
paper Forms 1, 2 and 3.)



REPORTS / SEARCH  PAPA
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The Reports link will open a new tab in your browser and 
allow you to query the PAPA database.

This will allow you to search for an amendment and then 
print it or download the file as a .pdf.



REPORTS

Oregon Department of Land Conservation and Development 19August 2020

1) You must select a jurisdiction in order to perform a search.

2) You can narrow your search using the other search 
options provided.  Ie…using a date range or a file #. 



REPORTS
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1) If you search on a jurisdiction without any other parameters, 
you will likely have multiple pages of results. Use the page 
navigation buttons to review all results.

2) Hover your cursor over the Report Options button to see 
your amendment options. 

3) Select the version of the amendment you would like to see, 
download or print.

Quick Step:  Click 
the pdf image to 
download the .pdf 
file without viewing 
it.  



REPORTS
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1) Use the tools highlighted 
here to Save/Export the 
report to a variety of file 
types. 



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.



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. 

A contact person is 
required. 
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NEW PROPOSAL CONT.
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Browse for files on your computer. 
Click the upload button. Repeat 
process for multiple documents. 
Click Save when finished. 
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COASTAL JURISDICTIONS
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Coastal jurisdictions have additional required questions regarding 
the amendment’s impact on the Oregon Coastal Management 
Program enforceable policies and federal consistency permit 
reviews under the Coastal Zone Management Act.
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ADDING LOCATION INFO
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Specify the Type 
of change for 
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 Zone map 
changes can be 
entered. 
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Overlay Zones 
can be added 
or removed to 
individual tax lot 
locations, as 
applicable.

Note: Be sure to add the acres and  
address for the tax lot entered.



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.
Click 
Save.



EDIT LOCATION INFO
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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

A contact name is 
required. 



ADDING CONTACTS

Oregon Department of Land Conservation and Development 33August 2020

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

Contact DLCD if a contact 
name is not found in the 
database. 

If the person is the primary 
contact, check box.

• Click Add when finished. 
• Repeat this process to 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. 

You will also receive an email notification to let you know the 
proposal was received by DLCD. 
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Sample Email
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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 has 
been posted on the 
DLCD web site, the 
user will have the 
option to Revise, 
Withdraw/Deny, or 
Adopt the 
amendment. 

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

After selecting 
Revise, this screen 
displays the 
original proposal 
details.

38

Revise the 
proposal summary 
text, if needed. 
Then, 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.



WITHDRAWAL / DENIAL

Withdrawal/Denial of an 
Amendment
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WITHDRAWAL / DENIAL
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At the amendment screen, 
press Withdraw or Deny, 
respectively.



WITHDRAWAL
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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 
date and the reason for 
the withdrawal.

Provide / upload 
supporting 
documentation, if 
available.



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 denial date 
and the reason for the 
denial.

Provide / upload 
supporting 
documentation, if 
available.



AMENDMENT ADOPTION

Adopt an Amendment
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AMENDMENT ADOPTION
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At the amendment 
screen, press Adopt.



AMENDMENT ADOPTION

46

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.

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.

Provide the total adopted 
acres.



AMENDMENT ADOPTION
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Documents to support 
the adoption notification 
are required. 

Upload documents and 
Click Save.
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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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