
 
 

 
 

 
 

How to Upload Files via Aspen Permit 
Portal 

This guide provides a step-by-step walkthrough for uploading files to an application at 
submission, and after an application has been uploaded.  

Uploading Files at Application Submission 
1. Navigate to the Aspen Permit Portal, and start creating your new application 
2. On the application, once you reach the Upload Documents section. Click on HERE to be 

redirected to a new page where you'll be asked to upload the required documents for your 
application. 

 

Tip! You can only upload 25 files at a time.  

3. Once you're on the new page click on the Upload Files button or drag/drop files.

 



 
 

 
 

 
 
4. A pop up will appear and a progress bar to show status of uploads. Once all of them are 

completed click "Done" 

 

5. Click "Next" to continue to submit your application. 

 



 
 

 
 

 
 
6. Click on the checkbox to acknowledge attestation 

 

7. Click "Submit" 

 

Hurray! Your files were successfully uploaded along with your submitted application. 



 
 

 
 

 
 
Uploading Files After Application is Submitted 
8. Log to your Aspen Permit Portal account and click on the "Permits" tab. 

 

9. Click on the application number from the list 

 



 
 

 
 

 
 
10. On the application, you must scroll to the bottom of the page and click on the button to 

"Upload Files" 

 

Tip! You can only upload 25 files at a time. 

11. A pop up will appear with a progress bar on the files being uploaded. Once they are 
completed click "Done" 

 

Hurray! Your additional files have been successfully uploaded to your submitted application. 
Please make sure to notify City Staff letting them know your files have been uploaded. 
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