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Checking Project Status and Markups
After logging into the ePlan/ProjectDox system with Internet Explorer, you will first be brought to a screen very similar
to the one shown below. There is a menu bar on the top right, as well as two sections below containing vital information
on your projects. The top section is a list of your projects with the City of Ormond Beach. The bottom section is a task
list for actions expected from you for your ongoing projects.

To lookup a project status, click on the project name in the top or bottom section. This should bring you to the projects
page similar to the one below.
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From the project’s page you can run project reports to get status information on your project. Click on the button titled
“Project Reports” in the upper right corner of the page. The arrow below shows its exact location.

Clicking the button will open up the “Project and Workflow Reports” page, from which you will be able to access the
Project Markups, Department Review Status and Workflow Routing reports. Those links are marked by the arrows on
the screen shot below. You may access the other reports, but these three are the most commonly used ones.
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First, we can look at the project’s complete list of markups. This can be found by simply going to the Project and Workflow Reports screen (which should stay open while you are viewing each report) and clicking on the magnifying

glass icon next to the “Current Project—Project Markups Listing.” This should open up the following page:
On this page, listed from left to right, is the File Name, the Markup Name, the text for each markup, the date it
was created, and who created it.

Exporting Reports
Every report has the ability to be exported to a PDF, an Excel spreadsheet, or several other file formats. In the top section of the report, click on the drop-down menu that says “Select a Format”. Choose the type of file you would like to
create. Then click on the “Export” button right next to the drop-down arrow. You will then have the option to “Open” or
“Save” the file. If you save it, it will be saved to your “Downloads” folder. You can then email the reports to your contractors, engineers, etc.
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To see the review results, you will need to run the “Workflow—Department Review Status” report. Go to the Projects
and Workflow Reports page and click on the magnifying glass icon to the left of this report. This will open up a window
like the one below. The default project selected on this report will be the one you were already looking at in the system,
but it can be changed to any of your other projects in the system by clicking on the dropdown arrow for “Projects.”
Click the dropdown box for “Workflow” and select the appropriate workflow (most times there will only be one workflow listed). Click on the “View Report” button at the top right, bringing up the screen shown at the lower half of the
page:

This page will list the different review cycles the project has been through. In order to see the information contained on
this page, you must click on the “+” button next to the Review Cycle number. This will then display information about
this review cycle, as shown on the next page. If several review cycles have been done, there will be Cycle 2 with a “+”
sign next to it, or Cycle 3 with a “+” sign. You can expand each cycle to see the review status for each one.
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In this project, under Cycle 1, we can see which Groups have done reviews, the Reviewer Name, the email of the person
who assigned them the project, and then the review status for each person.

Next we will go to the “Workflow—Routing Slip” report, by clicking on the magnifying glass next to that Report Name.
Once again you will need to click on the Workflow drop-down menu, choose the workflow, and click on the “View Report” button. This page will allow you to see if workflow tasks have been completed, but not the result of a task. Each
workflow will be listed separately on the page. Each workflow will show a task, its status, when it was created, last updated, the group and User ID of the individual updating it, how many review cycles the project has gone through so far,
when it was completed, and the total days, hours, minutes and seconds required to complete it.

ePlan Project Status and Markups

6

