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City of Ormond Beach, Florida

Introduction to ePlans

This manual provides basic documentation on the steps involved in the Electronic Plan Review (ePlan) process. It has
been prepared as a general reference guide and is not designed to present every detail or situations on every element of
the process. There are text descriptions and screen images of the step-by-step tasks necessary to complete a submittal
and review using ePlan.

If at any time in the process you have questions or concerns, do not hesitate to give us a call. Be sure to ask to speak to a
ProjectDox System Administrator in one of the following divisions:

Building: 386-676-3234 Engineering: 386-615-7078 Planning: 386-676-3311

Getting Started

Upon submitting an application for a permit or project, you will receive an email invitation to our electronic plan review
system, ePlans. That email will contain your login information and project information, along with a “Login to ePlans”
access link. You must use Internet Explorer v6.0 or higher to access ProjectDox.

Before using ePlans for the first time, please complete the following steps:

1. Disable your Pop-Up Blocker—ePlans uses pop-up windows (browser windows with no toolbars). Please disa-
ble pop-up blocking for the ePlans site. Here’s how:

On the ePlans login page, open the Tools menu from the menu bar. Select the Pop-up Blocker option, and select
the Turn Off Pop-up Blocker option.

2. The log-in page has a link to install all the necessary ProjectDox controls. If you encounter additional problems,
please refer to the System Use Requirements manual link on our web site.

3. Loginto City of Ormond Beach ePlans

Enter your email address and temporary password from your invitation email. A User Profile screen will dis-
play. The email address you provide on the initial application for electronic plan submittal will be your User ID
for all future ePlans submittals.

You must create a permanent password upon your initial login to the system. Passwords are case sensitive and
must be at least 8 to 10 characters, include one numerical digit and contain no special characters.

Enter your password Reset Question & Answer; the additional shaded fields are required. You cannot proceed
until all required fields are filled in.

Click Save when finished.

If you forget your password, enter your email address and click the “Forgot your password?” link on the login screen.
This will bring up a screen and you will need to fill in your first and last name and then click the button “Display securi-
ty question.” Once you have answered your security question, a new temporary password will be sent to you to login
and create a new permanent password.

Once logged in, the Projects screen will display all projects to which you have access. Your Profile can be accessed at
any time by clicking the “Profile” button from the main ePlans button bar.
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City of Ormond Beach, Florida

Standards

Plan File Naming Standards
Standards allow for easy identification of drawings. When preparing to upload your drawings / plan pages to the ePlan
system, please follow the guidelines shown below. File names can be no more than 70 characters long.

ALL FILES MUST BE IN THE CORRECT ORIENTATION FOR READING. SUBMITTED DOCUMENTS
SHOULD NOT BE UPSIDE DOWN, OR SIDEWAYS, OR THEY WILL BE REJECTED.

Required Files

1. Drawing Files—all required drawings, as well as an index page, following City standards for submission (along
with other information required by the City’s checklist). Each drawing of the project should be uploaded as
a separate file. ePlans provide overlay and comparison functions for plan drawings, but only if the plans are
provided as single sheets, so no multi-page plans or drawings can be accepted.

2. Supporting Document Files—all other files that are required as part of the application submission, but are not
drawing files (i.e. Drainage calculations, easement letter, certifications, etc.) shall be uploaded as a separate file.

Border Standards—All drawing files

e The top right corner of all drawings must be reserved for the City of Ormond Beach electronic approval stamps.
Please leave the top right corner completely blank on all drawings (with the exception of the border).

Digital Signatures

e All drawings to be uploaded, that would normally be professionally signed and sealed, must contain a 3rd Party
Authenticated digital seal and signature (see our web site for suggestions on companies that offer this service).

Folder Structure
e All Documentation (any non-drawing files, truss calculations, geotechnical reports, etc.) should be uploaded into
the “Documents” folder for each project. These files can be multi-page documents.

e All drawings should be uploaded to the “Drawings” folder for each project, as single page files.
¢ The Site Plan layout for building plans should be uploaded into the drawings folder.

Building Plans (Residential & Commercial):

Filenames for drawings submitted through ePlans Review should include the first character(s) of the discipline name,
followed by a sheet number and drawing type. File names for both drawings and documents shall remain the same for all
submittals. Please do not version files when uploading resubmitted files.

e Correct File Names — A001 - Cover, A002 - Wall Detail, A003 - Front Elevation, POO1 - Plumbing, E001 -
Electrical.

¢ Incorrect File Names — - Doe—123Elm-St—E1 Electrical Plan, ;- Dee—123 Elm-St—P1 Plumbins Plan (Please

do not include the name or address of the home owner or business in the file name).
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City of Ormond Beach, Florida

File Type Standards

Only DWG, DWF, DGN, DXF or vector PDF files will be accepted for drawings. AutoCAD software is commonly
used to create drawing files. If PDF is the preferred file type, it is recommended that drawings created in AutoCAD are
converted to Vector PDF by using the Autodesk Vector Graphic Converter “DWG to PDF.pc3 plotter driver.”

If drawings are electrical, mechanical, plumbing/gas, etc, confirm that only the trade lines are dark by changing the back-
ground to grayscale prior to saving as a vector PDF file.

Supporting documents may be saved in the following formats: PDF, DOC, DOCX, XLS, XLSX, PPT, PPS, PPTX, TIF,
TIFF, JPG, PNG, IMG, or BMP. Please submit searchable PDF files for calculations, reports and other supporting docu-
mentation (non-drawing files).

Digital Signatures

All drawings to be uploaded must contain an electronic 3rd Party Authenticated digital seal and signature. (Visit our web
page for suggestions of companies that offer this service.) Effective October 1, 2016, all licensed design professionals
must submit their digital signature on the Digital Signature Form, for verification of 3rd Party Authentication. The form
can be found on the City web site.

Folder Structure

e All Building Permit or Development Project application forms must be uploaded into the “Documents” folder
for each project.

¢ All documentation (any non-drawing files, truss calculations, geotechnical reports, etc.) should be uploaded into
the “Documents” folder for each project.

e All drawings should be uploaded to the “Drawings” folder for each project.
¢ The Site Plan layout for building plans should be uploaded into the drawings folder.

File Sheet Size and Orientation Standards

e For Development Projects, all drawing files must be drawn and formatted for a minimum landscape 24” x 36”
sheet file, except Plats which are drawn to a 20” x 24” sheet file.

e For Building Permits, all drawing files must be drawn and formatted for a minimum landscape 24” x 36 sheet
file, or landscape 117 x 17” sheet file for smaller scale jobs (pool enclosures, pools, termite repairs, etc.)

e Plan pages shall be saved and uploaded in landscape orientation.

e Documents shall be saved and uploaded in portrait orientation.

Graphic Scale Standards

e DWF, DWG and PDF plan pages should be properly oriented in landscape mode for efficient review.
e Each sheet must have a typical graphic scale as shown in the image below.
e When more than one scale is used on a sheet, an independent graphic scale must accompany the applicable

detail.
e All plans must be drawn to scale. GRAPHIC SCALE
30 0 I\S 30 Glﬁ
( IN FEET )

1 INCH = 30 FT.
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City of Ormond Beach, Florida

ePlans Applicant Upload Task Assignment

When your application is processed and input into the City permitting system, an ePlans Applicant Upload Task As-

signment will be sent to your e-mail address. The e-mail will contain your Project information, including a link to
log into ProjectDox to access the project.

oyl T Ue =) Sample test howse-PropeciDox Apphcant Upload Tk Assgnment = Mewsage (HTML) Sl
+0) -
| wenage | Agoveroe “
i Y .} L . ¥ Hhnd
0ia X P & s e v 1 [
Begty Reply Forward  Delefe Mowets Creste Ohee  Black " Cabrgarize Fellow Llark a1 -
a Muls Atinse  Semder © Upe Ueresd | o Sebed -
Eeipond AL Juni [-mai Optign Find
Framm Mrlar Magel Bormordbeacthong Sonk e 102005 12500 PR
T Y, Melarse.
(<3
subjen

Sample test house-Frojectlon Appicant Upaad Tatk Assgnment

@ Applicant Upload Task Assignment

Amintion Malande:

fou have Besn assgred a task on Project Sample tost house

Plaass Lagin 1o ProsciDos o bagin your lask

-iju:a. -SImﬁklﬂl Bouse
Taik ApplicantUplosd
Assignedby: | Cindy Berghasd

Froject Access

Login to ProjectDox

H you do not huree acorss i the speciind folde. please comact the Promect Admmisaics
Plesse do not reply to this email.

Uploading Files

When you have successfully logged into ePlans (ProjectDox), the projects screen will display. Any
projects for which you have access will display in the Active Projects List at the top of the page. Any
outstanding tasks that require your action are displayed in the Active Task List area at the bottom of
the screen. Select the specific project that corresponds to the plans you will be uploading. The projects
are listed in order by Project number, but can be sorted by clicking on any header field name.

@

, url= - ProjectDox - Windows Interet Explorer

Submission Pending

=8
@ & A
——
[ Back [ Forward u | rojects ||, site-wise Reports | Protte|[(2)] | #4][ ] [Logout] | [Acmin]

Active Projects List <= Task List (PO Flow) | | [ @ Gistream | | [Create Project ] | [View Archived Projects |
4 recently entered project(s) out of 4 for Melanie Nagel (melanie.nagel@ormondbeach.org) | An Projects | Press Enter To Search:
Project Options Description Owner Status Create date

O 9 2§ Roadwayand arainage Improvements Melanie N In Review 60412015 3.08:09 PM

O AE) 266RwervaleLn Submission Pending 612912015 22717 PM

0P=2 }?,\ 331 River Vale Ln Submission Pending 6/30/2015 9:36:46 AM

O Q2§ 298RwervaleLn

6/30/2015 9:11:48 AM

You will select your project here, and follow the next
steps to upload your drawings and documents.

<

Page 1 of 1 (4 items)

Active Task List <(ummmmm

Project Name

Task Attached To

Applicant

Status Priority Due date Created On

71102015 11:59:44 AM

Updated On
Pending

Updated By

7102015 11:59:44 AM

After uploading your drawings, you will click on the “Applicant Upload”
task, and follow the directions for using your eForm, starting on page 9.

»

"

Page 10(1(11ems) |,

R10% ~
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City of Ormond Beach, Florida

After clicking on your permit/project under the Active
Projects List, you will see a list of folders at the left side
of the screen. Click the “Drawings” folder to upload
your plan drawings, or the “Documents” folder to up-
load supporting project documentation.

)

In both the Drawings and Documents folders, there will
be two buttons, “View Folders” and “Upload Files.”

The “View Folders” button will always take you back to
the list of folders within the project.

To upload your files, click the “Upload Files” button.

In the next screen that pops up, under the “Select files to
upload” section, click on the “Browse” button.

Go to the file location on your computer and select or
highlight the files you want to upload. Multiple files
can be selected at a time, by one of two methods: (a)
Select the first file, hold down the Shift key and select
the last file—all files in between will be selected, or (b)
hold down the Ctrl key and select random files. Click
on the “Open” button and the selected files will be cop-
ied to the upload window.

Click the “Upload” button and the files will be copied
into the selected folder.

A new window will open stating “Your files have been
uploaded” with a list of those files. Select the “Close”
button underneath the upload window and this will com-
plete the file upload process.

@ https://ormondbeach-fl-us.avolvecloud.com/?ProjectiD=12 - ProjectDox - Windows Internet Explorer

12022014

Main Contact:

/2 hitps://ormendbeach-fl-us.avolvecloud.com/?ProjectiD=2083 - ProjectDox - Windaws Internet Explorer

Fynand rument | Collanse | LAl SME Waorkflow Trainina
E- 12022014 = Project Info Reports

3 Drawings (5 Files - 0 New)
[ 3 Documents ({1 Files - 0 New) Project Name: 12
3 Approved Description: Sh
[l ChangeMarkReports Project Image: No
3 POFDestinationFolder Map Config Name:

Location:

Contact:

=HACh X |

Po——
Sample test house | 4= Back | | Forwara = | Projects | (&, site-wide Reports |  profic | |
Main Contact: "11 Project Reports | | [ Workflow Portals ‘ | @ Gistream | |@Noles ‘ ‘M Email ‘
Folder: Sample test house\Drawings 1 inside City
Project Info Reports A
No files currently exist in Drawings ProjectName: | Sample testhouse
To upload iles inta this folder Description: 1inside City
(1) Click the Upload button below Projectimage:  Noimage exists
(2) Follow the instructions in the pop-up window Map Config Name:
Large files may take a few minutes o be Location:
processed. Click the Refresh button at the top of Contact:
the page to refresh your file listview. .
Contact's Email:
Cell Phone:
Pager:
Project Owner: Cindy Berglund
Owmer's Email: cindv.berglund@ormondbeach.org
Project Admins:  Cindy Berglund
Status: Prescreen
Status Info: v
Drniart StartEnd:  Stark 740045 196545 L4 | End:
#100% -
@ httpsy//ormondbeach-fl-us.avolvecloud.com/?FolderlD=1048 - ProjectDox - Windows Internet Explorer S| B |
Upload files: Metadata (4pplied to all uploaded files)
Select files to upload [T] Inherit metadata for versioned files ;ﬁ;wed
e
Document Type: -
Provide type of document
<
Upload URL:
URL Display Name:
URL:
L




City of Ormond Beach, Florida

= hitps://formondbeach-fl-us.avolvecloud.com/?ProjectiD=3347 - ... l = |ulE] éj

i ZTEST - X
Once the. ﬁ.les are uploaded to the fo.lder,'there will be g | 4= Back || Forward = || Projects || Profile | L
thumbnail images of each file contained in the folder. -
Next to each thumbnail is the file name, date and time ' |\.-'|.ew ——— om ® ;| Project Info
the file was uploaded, the file size, and the name of the - :
person who uploaded the file. CureniSor: |- Select - vi STt e
. = 0 | C:0 Description:

Project Image
I:‘ ADD Site Plan - 431 Nowva Rd - Copy_pdf 1 g

— 1/19/2016 8:23:07 AM. 1.3 MB Map Config Ni
MEL NAGEL Location:
Contact:
— LosbicLeEIm:
I:‘ AT Server Training Guide. pd Phone:
12/28/2015 10:17:31 PM., 768 KB Cell Phone:
MEL MAGEL Pager:
Project Ownel
Owner's Emai
[] 1002 irrigation Plan 2 - 431 Nova Rd.pdf Project Admir
1/18/2018 2:23:-07 AM, 1.4 MB Status:
MEL NAGEL
E} Status Info:
; Project Start/k
Pass-Through
L0032 Landscape Plan 3 - 431 Nova Rd.pdf
1/19/2016 8:23:07 AM. 1.2 MB Incoming File:
IELLEESL Versioning:

W01 Water Details - 431 Nova Rd.pdf
1/18/2018 8:23:07 AM. 1.3 MB
MEL NAGEL

%

#100% v

Congratulations! You have successfully finished part one of submitting your plans electronically. Please follow the next
steps for submitting your eForm as notification to City employees that you have completed your upload.

Security Timeout

Due to security and resource concerns, the system will automatically sign you out after 60 minutes of
inactivity. When you are ready to resume working with the system, click any button on the screen.
The system automatically loads the login page for you. You can also close the web browser window
and reload the login page manually in a new browser window.

ePlan Applicant User Guide 8



City of Ormond Beach, Florida

eForms—A Way of Communicating

This next step is VERY IMPORTANT, since it notifies the City that you have completed your part of the process.
If you do not complete this form, the City has no way of knowing that you have completed your task.

Once you have uploaded your drawings into ProjectDox, you are now ready to submit an Eform to the City, letting them
know that you have completed this first step of the process. By clicking on the “Projects” button in the icons at the top
right side of the page, you will go back to the Home page, which displays your Active Projects List at the top of the
page, and in the lower portion of the screen, your Active Task List. Under the Task column, you should now click on
“ApplicantUpload” for your current project. This will open an Eform like the one shown below.

-
= httpsi//ormondbeach-fl-us.avolvecloud.com/?LaunchMode =frame&FlowTaskiD=9512 - ProjectDox Plan R - Windows Internet Explorer

ePlans

City of Ormond Beach, Florida

:' i Click Here to Save Eform as PDF..

Review Information Permit Information Contact Information Resources Checklist Report (0) Routing Slip
Review Coordinator Melanie Nagel ( melanie.nagel@ormondbeach.org )

Review Cycle 1

Workflow/Activity Name Start_Building_Plan_Review / ApplicantUpload

© Activity Instructions

Current User Logon Melanie Nagel ( melanie.nagel@ormondbeach.org)

r/ Task Instructions

After you have successfully uploaded all required plans/documents please select (Upload Complete) button.

| Upload Complete - Notify Jurisdiction | | save And Close

Building Process V3

b

Click on the “Upload Complete—Notify Jurisdiction” button, which will send notification to the City that your files have
been uploaded and are ready for prescreen review. A notification has been sent to the Permit Clerks and Review Coordi-
nator to start the prescreening process to determine if the submittal requirements have been met.

** The “Save and Close” button is only to be used if you have not completed your uploads, but need to log off the

system. This will save what you have done, and close the Eform. The Eform will still be available for you to send
to the City. This button will net send notification to the City.
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Prescreening

Prescreening is a cursory review of your uploaded documents in preparation
for formal review. This may be performed by the Permit Clerks or Review
Coordinator for most types of permits/projects. If there are questions or miss-
ing items from your submittal, you will receive a “Pre-Screen Corrections .
Request” e-mail. There will be a link in the email to access ProjectDox and
login to ePlans. Any corrections or missing items will be listed in the eForm.
Follow the steps below to access comments and make corrections/additions.

1. The “ApplicantPrescreenResubmit” task will appear at the
bottom of the Projects screen (Home Page). Click on this
task and it will bring up the corrections eForm.

2. Review the Permit Clerk or Review Coordinator comments in
the eForm to identify which requirements were noted as miss-

ing or not complete.

3. After you have identified the missing or corrected drawings
and/or documents to upload, login to ProjectDox (if not al-
ready logged in) and enter the project.

4. Upload the missing and/or corrected drawings and docu-

ments (see the “Uploading Your Files” section for instruc-

tions on page 6).

5. Go back to the task assignment to open the eForm.

6. When the eForm opens, place a checkmark in the “I have

2

uploaded the corrected. ..

and the Corrections Complete

button will display for you to click to complete your task.

Upon completion, the City will be notified that the files have

been added or corrected and will continue with the Pre-

screening process.

7. If your submittal is approved, it will immediately move into

the formal review process.

ePlan Applicant User Guide
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ARG XD S D G amew B W B

Related -
Reply Reply Forward | Delete Movets Create Other | Block t coegortn Fosow e ||
to Al Folder~ Rule Adions~  Sender - Up~ Unread | 1 Select~
Respond Adians Junk E-mail . options : Find

ek pitures privacy, Outiook downioad of some pictures in this message.

From: Melarie bogel Gormondbeach.org Sent: Tue 7/14/20153:22PM
Nagel, Melarie

cc

Subject ProjedDor Pre o

() 1 U @ # i3 ) c ProjectDex Pre-Sereen Comection Request Task Assignment for Sample test.., (b=
3

Message | Adobe POF w

Pre-Screen Correction Request Task Assignment

Anention Melanie:

Your plan review submission for Project: Sample test house has not met the minimurm requirements for
acceptance. You may review comection comments and requirements by accessing the ProjectDox site.

When comected plans andior documents are ready for re-submittal, please Login 10 ProjectDox and follow
the instructions provided for re-submiltal

Please be advised when re-submitting plans and/or documents

All comections must be uploaded using the same file names as the original submittal

Once comections have been uploaded for review, no additional submissions will be accepted
unless requested

« Please make comections within 60 days of this notice 1o prevent your appiication from expiring

Project Sample test house

Description: | 1 imside City

Task CorrectionComplete
Assigned by: | Cindy Berglind

Project Access | Login to ProjectDox

6 project(s) out of 6 for TF01 Florence (tf01@avolvesoftware.com)

Project Options Descriptior
1-Building Development Project i Eap=| Building De
1-Site Development Dev Project 04 Site Develo
velopment Project (i = Subdivision
09= 0411512011
0= 04/08/2011
09 04/107/2011
L] 4 > 4]
Project Name Ta Attached To s
SPL11-0004 @ Applicant A
1] 4| =

e Wind i)
ST, STy,
o4 ) 54 )
& ) Of )
5 g 5 9
g Y2} g 27 3
. y City of Ormond Beach, Florid: X y
* x ity of Ormond Beach, Florida * x
s ity ol s
e ¢ Click Here to Save Eform as PDF.
Review Information | Permit Information | Contact Information = Resources  Checklist Report (0) | Routing Slip
Review Coordinator Melanie Nagel ( melani h.org )
Review Cycle 1
Workflow/Activity Name Start_Building_Plan_Review / Appl
© Activity Instructions Please review the Permit Clerks notes and submit the required drawings and documents.
Cumrent User Logon il Nagel =
‘ ¥ Ihave rawings
T
Comments from e
reviewer
Buiding Pocess V3

This button will be inactive (grayed
out) until the checkbox is selected.




City of Ormond Beach, Florida

Change Notification and Plan Resubmit Review Requested Corrections

-

If corrections are requested following the formal review cycle of your draw- | d == -s= T

g | Adsse mE w

[ ¥ A
"I s
tvpans Foiw Mt
v Up= Uniesd = Selec -

ings, you will receive an e-mail notification from the Permit Clerks/Review
Coordinator requesting revised documents.

Senk Tue 74015 448 PUL

Subettt  Sampée test hause-ProjectDan Appant Rerubet Requert Task Asvonaest

Click the link in your e-mail to access the ProjectDox site. 1

@ Applicant Resubmit Task Assignment

Amsertion Malanis:

Yiour plan nrview sebmissinn for Project. Sample bas e siie

*#* Please note: While the project is in the Review cycle, you will not Y

Whan comcted plans andice documents are rady for w-sebmittal, pleass Login 1o Proacilog and folow
ot imstructions provided for re-subminal

be able to upload any drawings or documents into the project. P e o s i e

= AN comections musl b4 uploaded using the 1ame T names a3 the angisal subential

+  Once comscticns have bben uploaded for reveew, no addtional submissions wil be accepted
Pl ]

+  Phase make comections witkin 180 days of this notice 10 prevent your apphication from expiring

baen

Project .Sawh st house |
Desaiption: |1 inside Ciey
Task: ApplicantR esubmit

Assigned by: | Cimdy Berghmd

Projest Aecess | Login to Proj sctDex |

18 suns kot benun, azenre b tha erssifind dnldss_plasta omack ha Sreiacs Admisicarinr
.

Login to ProjectDox. The Applicant Resubmit task will display at the bottom of the main page under your Active Task
List. Click on “Applicant/Resubmit” to access the eForm with comments and mark-ups.

~
@ https://formondbeach-fl-us.avolvedoud.com/TTempPassword=False&imarkup_url= - ProjectDox - Windows Internet Explorer lilﬂlﬂ
~
(L] 4 = ————— » »l Page 1 of1 (5 items)
Active Task List
Project Name Task Attached To  Status Priority Duedate Created On Updated On Updated By
Sample test house ApplicantResubmit Applicant Pending TH412015 4:48:17 PM THM4/2015 4:48:17 PM
I v
#100% -

The eForm, with drawing markups information, provides a complete correction package from all reviewing departments.
You can save the eForm as a PDF file by clicking the statement at the top of the form (shown below). This will save the
PDF file in the folder titled “PDF Destination Folder” within the project.

7] - Proj Rev - Windows Intemet Explorer

ePlans

City of Ormond Beach, Florida

i. Click Here to Save Eform as PDF

Review Inforrfilition | Permit Information  Contact Information = Resources  Checklist Report (0)  Routing Slip
Review Coorjiiihator Melanie Nagel ( melanie.nagel@ormondbeach.org )

Review Cycle 1

Workflow/Activity Name Start_Building_Plan_Review / ApplicantResubmit

© Activity Instructions Please review all sections of the eForm and drawing markups and resubmit the required
information prior to completion of task.

Current User Logon Melanie Nagel ( melanie. 1.0rg)
Filter C by Keyword SEARCH SHOWALL
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This is a screen shot of the lower half of the eForm:

1)
2)

3)

4)
5)
6)

7)

(2 htips/farmondbeach-fl-usavolvecloud.com/?LaunchMode=newfFlowTaskiD=9331 - PrjectDox Plan Rev - Windows Internet Explorer = | 5 |
p j pl
Click Here to L oad Changemarks A
A, Click Here to Publish Changemarks to PDF

Resorvea | e Marku | o
ADO1
Site

Yes[No No 1 Building Plan - In Handicap Need to put some handicapp parking at this end of

— Review 431 parking lot
Nova
Rd_pdf W

< >
[x: <
_ DEPARTMENT REVIEW - Review C 1w _ .
CERENESL CORRECTICNS REQUIRED
v 1 BUILDING REVIEW
MELANIE. NAGEL@CRMCNDBEACH.CRG
VIEW CHECKLIST
= , LANDSCARE MELANIE NAGEL APPROVED
MELANIE. NAGEL@CRMCNDBEACH.ORG
4 ‘ [] !have addressed all of the items listed in the Changemarks section above that were identified during the Plan Review.
5 O | have uploaded the revised drawings into the "Drawings” folder and, if requested, uploaded any revised documents into the "Documents” folder using the SAME file name as
the original files
[] !amreadytocomplete my assigned task
7 > | || saveandciose v

Export to Excel: You can click on the Excel icon, and all of the comments will be exported to a spreadsheet.
Review Cycle drop-down list, lets you choose which cycle you want to view.

Review Markups—Clicking on the thumbnail will show you a somewhat larger thumbnail that you might be able to
see the location of a markup (we advise going to the actual drawing in the Drawings folder).

First checkbox is to confirm that the changemarks and comments have been reviewed.
The second checkbox confirms that plans and/or documents have been corrected and uploaded.

The third checkbox confirms that you are ready to complete your task.

Once you have verified and checked all three boxes that these three steps have been done, the “Complete” button
will now be available to click to submit the eForm back to the City.

ePlan Applicant User Guide 12
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How to View Markups on a Drawing.

Click directly on the red exclamation mark (!). On the next screen that pops up, put a check mark in the box in

front of the markup, then click on the View button.

Sample of Markups on a drawing.

The text associated with each changemark will display in the right-hand panel of the page. You can progress
sequentially through the changemarks by clicking on each markup in the top pane and see the associated text

in the lower pane.

-
@ https://ormondbeach-fl-us.avolvecloud.com/?FileID=11378:Viewlist=23,24, 30&EditList= - M2A.PDF -

‘Windows Internet Explo... E@Q SeleCt PubllSh_

then Publish to
PDF to save the

file and send it to
e

ml EE = someone.
4 » = 2
iy
.
1 Dash spoce s 0 e _ Click on each
check radius
changemark to
see the associated
Cindy Berglund 12/03/2014 text in the lower
Move stairs. Wrong location per FBC.
screen.
--------- 0 replies ---------
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P i " lond = - - g
= ormond b O 2 hitps://armendbeach-fl-us.avolvecloud.com/7FilelD=34859 - ProjectDox - Inter.. [ = El
Il - P [
Al
BP16-00005219 [ 4= Back || Forwara = || Projests H’ﬁ Site-Wide Repd Closs W
Close Window
Main Contact: | (@, Project Reports ‘ | B Workflow Portals | | @ Gistream | @ Ini{
Folder: BP16-00005219\Drawings SINGLE FAMILY HOME - DETACHED, NEW - 22 S Bea
om @ Projectinfo | Reports Map Markups attached to A00D - TITLE SHEET.pdf
e Project Name: BP16-00005219
g SINGLE FAMILY HOME - i i
B O3 Sabong X g Description: S Delete View Edit Markup Name Author Date
=] - = -
[[] A0 - TITLE SHEET.pdi Project Image: No image exisis P i R4 =
! Tz s 2 e o X [0 O mn Melanie Nagel 7/22/2016 1:54:23PM & & = |
I === anie Nage!
o Location: 22 3 BEACH ST - =
o B SENADIX e View/Edit | | Clear All | [ Select All for View
= Contact’s Email:
[ co0t.oar PRote
D 202010 11:21:54 A, 55 KB e I
b Melanie Nagel Cell Phone:
E |
= 4 5 2 (] Pager:
E} =59 [‘ a @ x Project Owner: Building Division I
= Owner's Email:  bponline@ormondbeach
I D;??;;Q:?:;tﬁ?:;‘:ﬁ::a 2 Project Admins: Building Division
Melsnie Nagel Status: In Review
< . . N 11 .
E i Boana@x ST The applicant’s button will just say View
Project Start/End: Start: 6/22/2016 2:39:00
2:38:58 PM
Pass-Through: mov, wmv, avi,_htm, .html, v
incoming Files:  F2% | Emal
e E———"
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Approval, Printing Plans, Fees & Permit

When the project has been approved by all reviewers, the plans will be electronically stamped by the City, and you will
be notified by email that your approved plans are ready to be downloaded. At this time, the permit department will also
be notified that your project is approved. Fees will then be assessed, and you will be notified by email within 24-48
hours what the amount due is for the project. Once the fees are paid, the permit placard will be placed in the Approved
folder for downloading. You will be required to print a copy of the stamped and approved plans for use on the job site
for inspections. Plans must be printed in their original size format.

Congratulations on completing the online ePlan review of your project!!

Please remember that there is also online help, within ProjectDox, which is excellent and easy to use.
Just click on the blue question mark icon in the upper right portion of your screen, and it will bring up
the ProjectDox Help Screen, where you can find a lot of valuable information at your fingertips!!

-
& https://formondbeach-fl-us.avolvecloud.com/ - ProjectDox - Windows Internet Explorer @m

CONTENTS = INDEX SEARCH 6o

Home > Introduction > ProjectDox Introduction A

Project

version 8.3

Project Information Management

software
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