o ePlan Review

RIVERSIDE

Depariment Name
Applicant Training

As of November 22, 2013

RiversideCa.gov



What is ePlan Review

ePlan Review is a workflow
management system designed 1o
provide a very efficient plan checking
process while saving applicants
significant fime and money associated
with the traditional paper sulbmission
Process.
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Starting an ePlan Review

The ePlan Review application link is on the CDD, Building & Safety and Planning
websites. ePlan Review can be initialized online by any applicant or it can be
administratively added to a current paper permit or project.

ePlan Review starts with an application. Click the [F 5= L\; S button to access the
application page.

Home Government Online Services Residents Business Visitors Media Jobs
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Application Page

The application page provides a brief description of the ePlan Review process. Scroll

to the bottom of this page to view the application options.
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Community Development Department

CDD Home
ePlan Review
ePlanReview Mission Statement
 City Planning v B . The mission of the Community Development
A4 Online Plan Submittal and Plan Check Department, through its diverse services, is to
? Building & Safety v continuously improve Riverside's quality of life by
facilitating investment and economic
® Code Enforcement ePlan Review Training Available! development beneficial to the City, its

. . . neighborhoods and business districts, and that
., . To learn how to use ePlan Review and save considerable time and money, attend our
Real Property Services v meet or exceed community expectations.

FREE training.

? Housing Authority v a .
ePlan Review training is September 20, 2013 from 9:00 to 10:00 a.m. - here at CDD Values For Public Service
. . : Riverside City Hall - City Council Chambers.
Historic Preservation, Values for Public Service

Neighborhoods & Urban Design v :
4 9 Please view this flyer for more information and then register here, or by calling 951-

826-5495. General Information
= Successor Agency

. Address:
= CDBG (Grants & Funding) :
As part of its Business First program, the City of Riverside has launched ePlan Review - 3900 Main Street 3rd Floor
an efficient, cost effective method for businesses and residents to have plan approved in Riverside, CA 92522
the plan check process.

Phone: (951) 826-5371
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Application Options

Plan review normally submitted to
the Building and Safety Division ——

Plan review normally submitted to
the Planning Division

Access to ePlan Review after a
permit or project number has ——>
been assigned

CITY OF

RIVERSIDE

As part of its Business First program, the City of Riverside has launched ePlan Review -
an efficient, cost effective method for businesses and residents to have plan approved in

the plan check process.

ePlan Review is designed to save businesses and homeowners valuable time and money
during the plan check process, and enables more streamlined routing and more
expeditious processing of plans. There is no need to buy software; all that is needed is
internet access. ePlan Review accepts over 250 file types, and files can be uploaded and

reviewed from anywhere.

This solution is now available for both building plan checks and planning cases. The links to

both applications are provided below:

Building Plan Check Application For Blueprints/Drawings

Planning Case Application Form

I have a project already and I am ready to upload my plans:

Upload my Plans Electronically Now

RiversideCa.gov




Submitting to Building & Safety

Do — = = : p ' @Riverside, California... %
Building & Safety

:ca.gov/building/application

The application for
Building & Safety is being
used for this
demonstration. The
same procedures apply

Building Home

o Building & Safety Newsletter

. o FAQs & Tips

for the Planning
application. The R ECHAS ¥ Plan Check Application Form
information flelds are o Alternative & Special Inspection

. e P
very similar to the e g
information requested ® Drawings, Forms & Handouts e

oy B¢ 9 = it Activity R G Project Address
by BUlldlng & Safety S i = (or APN) If your project does not have an address ple
front Counter: |OcatIOn, o Permits Online a assessor parcel number (APN).
'appllcant mfo, owner reodback .
info and project

. . o QOther Link:
description o

o Contact Us Applicant

Complete the = CDD Home Applicant Name
application form for the
Permit/Project. Adkress

CITY OF

RIVERSIDE RiversideCa.gov




Building & Safety Application Cont.

An email is required
for all ePlan
Reviews. This
account will be used Address | Test Company address state | CA
to communicate the
status of the project

Applicant Address | Test Company address

Applicant Name Test Company Name ity | Riverside

City Riverside Zip 92522

Email ePlanReviewTest@gmail.com

State CA
and to request
. . _ Phone | 0518265495
information. zip | 92522

Cell Phone

Email ePlanReviewTest@gmail com
If the owner is not

Phone | 9518265495 Project
the Same aS the @ MNon-Residential @) Residential
applicant, the Cell Phone _Description

) H Test Application - Build offfice spaces on the roof of the
owner S emall Can ard T|0§IFICIT City Hall to e.\:pand tEE Public Works floor on
also be addedtothe ~ ownrer oo
application to have Use Applicank frfo for - |
equal access to the
t or project Owner Name | Test Company Mame

permi :

A
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After Submitting the Application

Upon submitting the application, the screen will refresh with this confirmation message.

ey
_ Lo
Government  Online Services  Residents  Business  Visitors  Media  Jobs Search RiversideCA.gov
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ePlanReview

Building Home

ePlans

o Building & Safety Newsletter Mission Statement

= FAQs & Tips o i )
¥ Plan Check Application Form he rifssion of the Pennin and
o Permits Building Divisions is to protect and
enhance the City of Riverside's
o Alternative & Special Thank you for submitting your application. We will review your I e
Inspection Programs application for accuracy and completeness. If approved you will T

receive an email notification inviting you to our electronic plans
s Drawings, Forms & Handouts (ePlans) submittal system. This will allow you to upload your

required documentation for city review. Should you have any

neighborhoods by providing our
customers with timely and accurate

o i+ Activity planning and building services. Cur
ATV RCPOFES questions please contact us at 951-826-5697.
core values are:

s Permits Online u ) o Teamwork
o Professionalism
s Feedback o Problem-sclving
o Integrity
P L STl B P
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Confirmation Message

You will receive a confirmation email to the address included on the application that the
request for ePlan Review was received by the City. Please allow 24 hours to receive an
invitation to ePlan Review or a request for additional information.

City of Riverside Plan Check Application Received Inbox  x =
noreply@riversideca.gov 12:35 PM (9 minutes ago) L
to me [~

Thank you for submitting your application. We will review your application for accuracy and
completeness. If approved you will receive an email notification inviting you to our electronic
plans (ePlans) submittal system. This will allow you to upload your required documentation for
city review. Should you have any questions please contact us at 951-826-5697.

If you do not receive this confirmation email, please contact 826-5371. Most
likely, the application form contained an invalid email address and the
application process will be to be repeated.

CITY OF

RIVERSIDE RiversideCa.gov




What Happens Nexi

City Staff will receive an email to review the online application.

* Lessinformation than needed = a staff will contact the applicant
for additional information

* Projectis not required/outside of the City’s boundaries, etc. =
staff will reject the application and email the reason to the
applicant

* Information is sufficient to start the permit application = staff
will assign permit number and send an invitation to ePlan Review

RIVERSIDE RiversideCa.gov




CITY OF

RIVERSIDE

ePlan Review Invitation email

All new permits and projects in
ePlan Review will start with an
email invitation into the
software.

A user account will be
established for each email
address.

For first time users, the
invitation will include a
temporary password and a link
to the ePlan Review software.

If your company has multiple
users, they can have multiple
accounts.

Existing ePlan Review users
will receive invitations to new
projects but will not receive a
temporary password.

Permit Plan Check Invitation

Hello TEST COMPANY NAME:

Welcome to the electronic plan check system. This project invitation has been sent to you in response to your permit request. A
project has been created to allow you to electronically upload your CAD drawings & other supporting documentation for plan check
review. To access your new project, follow this instructions below:

. Click the Project Access
. Enter your User Login an

[=3 A B =S FE RN L P

CAD Drawing files supported are: .

link below
d Temporary Password

. Click on the Project link on the "My Projects” page
. Click on the "Drawings" folder for plans and "Documentation” folder for supporting documentation
. Click the "Upload Files" button and follow the instructions to upload your CAD drawings

. Your drawings have now been submitted for plan check review

DWG, .DGN, .DWF, .DXF, .PDF,

TIFF, PLT

User Login

ePlanReviewT est@gmail.com

Temporary Password

B6C345E

Temporary Password

Project Permit #

13-2618

Permit number

Plan Check Coordinator

Building & Safety Division

Plan Check Coordinator's Email

building@riversideca.gov

Link to ePlan Review

Project Permit Access Link

Contact the Plan Chedk Coordinator if you have questions regarding this project. Please do not reply to this email.

RiversideCa.gov




First Time Users

ePlan Review needs to add a few components to your computer to operate
effectively.

&) ePlanReview

Turn off Pop-Up blocker

-‘,-;,__5»4 | aodress and ¢ er

TERMS AND CONDITIONS OF USE -

Your accass 10 and use of the City of Rivesside (CITY)

Project DOX walsite (the "Site”) is subject 10 the

foliowing terms and conditions, as wail as all applicable

lows. Your access to the Site i in consideration for your

agreement to these Terms and Conditions of Use.
Mhuovnotyw ore a registered user. By using

the “Login® button below, you acoept. without limitation

ce qualification, these Terms and Conditions of Use

Throughout these Terms and Conditions, the words “you E

Install the ProjectDox
Components

Internet Explorer 10 will
need to run in Compatibility

E-mail:
Password:
MOde C”’Y OF Loqm Forgot your passwordg?

The following screens are representative
of the installation process, your
experience may vary depending on your e o -

H ro ect f 1 u.;l;t::\.: Av-h:’. fwace. All rights resery I :
browser and computer settings. : Pl a5 oot s 2o

‘( ?ommuumopmmu dick ang
Install ProjectDox Companents 2g the mhlwwmmp ” Click hete 10 add City of Riverside Eplans
10 your Favorites.

A

RIVERSIDE RiversideCCI.gov




Downloading Components

&l ePlank

TERMS AND CONDITIONS OF USE a
Your soowss bo snd use of the City of Rivesside (CITY)
Project DO website (the “Site™) i subject io the

follewing tarms snd s wall g ol

lavas. ¥our Bocess 1o the Site is in conskdenstion for your
sgresment to these Terms snd Conditions of Use,

whethar or not you ane 8 negistersd user. By using

the “Lagin® buttan balow, you scospt, without limitation

o qualificaticn, these Terms and Conditions of Use.
Thicughout these Terms and Conditicn, the wonds “you™ E

E-mail:
Password:
il-on"‘] Eorget vour password?
s ® 2013 Avoive Soitware. .
PFO]E'C'E ProjectDox (Version 8.1) is & trademark of Avolve Software. All fights reserved av 53_!._ e

To ceste a dessiop shortout, dick and
drag the loon below o your deskiop. Click haty 1o 8dd City of Rivenide Eplans
2 yeur Favorites.

v
Fal

D you want to run of save ProjectDoxComponents.mai (21.0 ME) from riversideca.gov?

& This type of file could harm your computer, Bun e | T Cancel

RIVERSIDE RiversideCCI.gov




Downloading Components Cont.

Welcome to the ProjectDox Components 7.7-8.1
v12_31 Setup Wizard

ProjectDox Components 7.7-8.1 ¥12_31 will be installed on your computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

CITY OF
RIVERSIDE

ponents 7.7-8.1 v12_31

Select Installation Folder

The installer will install ProjectDox Components 7.7-8.1 v12_31 to the following folder.

To install in this folder, click "Next". To install to a different folder, enter it below or click "Browse".

Folder:

C:\Program Files\&volve Software’ Browse...

Install ProjectDox Components 7.7-8.1 v12_31 for yourself, or for anyone who uses this computer:

() Everyone

© Just me

RiversideCa.gov




Downloading Components Cont.

ProjectDox Comp: O 1) ProjectDox Components 7.7-8.1 v12_3]

Confirm Installation

Installation Complete

The installer is ready to install ProjectDox Components 7.7-8.1 v12_31 on your computer. ProjectDox Components 7.7-8.1 v12_31 has been successfully installed.
Click "Next" to start the installation. Click "Close" to exit.

Please use Windows Update to check for any critical updates to the NET Framework.

Cancel | | <Back[ | [ Newt> | Cancel

RIVERSIDE RiversideCa.gov




Add to the Deskiop

M. https://riversideca.gov/eplans/ £~ & S X | City of Riverside Eplans Login *

Edit View Favorites Tools Help
1% £)SunGard Login Page R] Muni Code [R] Planning @ ceqa exemptions [R] Building [R] Project Docs M G € ABC £ abc county list

To add the software
icon to your desktop J

& ePlanRe

Enter your e-mai) acdrem and pamword 10 coniinve.

TERMS AND CONDITIONS OF USE -
Your access to and use of the City of Rivenside (CITY)
Project DOX website (the "Site”) is subject 10 the

foliowing terms and conditi wail a3 all applicable

laws. Your access 10 the s in considenstion foe your
agreement to these Terms and Conditions of Use.

whether or not you are 3 registered user. By using

the "Login® button below, you sccept, without limitation

or qualification, these Terms and Conditions of Use
Thvoughout these Teems and Conditions, the werds “you" [

‘ \ -
Password:
|Login | Forgot vour password?
CITY OF
2 © 2013 Avolve Scftws -
Project Preecon Venion 8.1} Fademet o Avhe Sateare. All ighsreseed avolve

To creste a deskiop shontaut, dick and
deag the icon below 1o your desktop. Clige

\
A

10 89 City of Riversice Eplans
10 your Faverites

RiversideCa.gov

CITY OF
RIVERSIDE




Add to Favorites List

4 https:/riversideca.gov/eplans/ 0 = @S XX City of Riverside Eplans Login

File rt View Favorites Tools Help
s £ SunGard Login Page [R] Muni Code [R] Planning @ ceqa exemptions [R] Building [R] Project Docs M G € ABC £ abc county list

To add the software
to your internet
browser’s list of
favorite sites

&} ePlanReview

Enter your e-mail acdrem nd pawwoed 10 confinue.

[TERMS AND CONDITIONS OF USE -~
Your acoess to and use of the City of Rivenside (CITY)
Project DOX wabsite (the “Site”) is subject 10 the

following terms and conditions, as wall 8 il spplicable

laws. Your acoess 10 the Site is in considenstion foe your
agreement to these Terms and Conditions of Use.
fwhether of not you are & registered user. By using

the "Login® button below, you Bcoept, without limitation

oe qualification, these Terms and Conditions of Use
Thvoughout these Teems and Conditions, the words “you" [

E-mail.
Password:
: Login | Forgot vour password?
CITY OF
: © 2013 Avolve Scftware -
Pro]eCt ProjectDox (Version 8.1) is » rademan of Avoive Software. All rights reserved a o.l‘ e
o
To creste a deskiop shoraut, di
Grag the icon below to your Click here 1o 93¢ City of Riverside Eplans
1 your Favorites
N
A

[javascriptiaddBookmark() |

RiversideCa.gov
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Access ePlan Review

The e-mail is the same as provided on the application and the same account that received the
invitation email. The password is the temporary one provided (new users only). If you forget
your password, use the Forgot your password link. If you experience difficulty accessing
your account, please call 826-5371.

I8 lePlanReview

Enter your e-mail address and password to continue.

TERMS AND CONDITIONS OF USE -
“four acocess to and use of the City of Riverside ['CITY™) |E|
Froject DOX website (the “Site”) is subject to the following

s well 33 all spplicable lsws. Your

i ion for your

s of Use, whether or not you
ng the "Legin™ button below,
n or guslification, these
Terms and Conditions of Use. Throughout these Terms

Same email as used ' r “ e o e ot e e
" ‘ E-mail: ePlanReviewTest@gmail.com

for the application

Passward: | ------- i

Login | Forgotyour password?
CITY OF

Password RIVERSIDE

Pro 2 ® 2012 Avclve Software. avolve-
]ec': ProjectDox {Version 8.1} is & trademark of Avclve Scftware. All rights reserved. Lo

Click here to add City of Riverside Eplans

ri to your Faverites.

RIVERSIDE RiversideCCI.gov




CITY OF

Setting

Provide a new password and
establish the security question
and answer. If your account
locks out, call 826-5371to
request assistance.

Change temporary
password & set
security question
and answer

Account details———

RIVERSIDE

up a User Account

Settings for TEST COMPANY NAME (ePlanReviewTest@gmail.com)

Welcome to City of Riverside Eplans.

Since you currently have a temporary password, you will need to change itto a permanent password and (if you have not done so)
enter a security question and answer. This questionfanswer will be something that only you know, and will enable you to reset
your password if you ever forget what itis.

After you have changed your password you will be taken to the main Projects View.

Change Password:

8 and 10 characters

Contact
Information

User Meta

Membdership Membership

*Required field

First Name: * TEST/ LastNameW
Email: * ReviewTest@gmail. com [¥] HTML format € N
Tige?” | Test Applicant N

ePlan Review Test Company

ﬁdress 1: | TestAddress
Address 2:
City: |Riverside
Stafe/Province: | CA E Postal Code: 92522
\F'hone: 9518265495 Fax
\(hne Pager:

EANGlE
v

Language:*

RiversideCa.gov




Adding Files

Staff will prescreen each application prior to requesting applicants upload the plan files and documents
for the permit or project. You will receive an email when ePlan Review will accept documents. This option
will be turned off during the plan check process and turned back on for re-submittal.

Click the Project Access to log into the project noted in the email. If desired, click Login to ProjectDox to
access your account. All projects you have started or have been invited to will be in your account.

Sample email:

[& lePlanReview

Upload Confirmation Task Assignment

Attention TEST:

When you have completed your upload, please you have completed your upload, please Login to ProjectDox and complete the "Upload Confirmation” task.

Project: 13-2618
Description: | Test Application - Build offfice spaces on the ro
Task: ApplicantUpload
Assigned %W
( Project Access | in to ProjectDox

RIVERSIDE RiversideCCI.gov




Adding Files Cont.

Click the project to open the folders.

Sample dashboard in ePlan Review:

[l ePlanReview

¢ Back | Forward o) Projects | Profie| 2] §4 @ Logout

Task List (PD Flow) | |

1 project(s) out of 1 for TEST COMPANY NAME (ePianReviewTest@gmail.com) Recent Projects . Al Projects press Enter To Search: ||| | G

A

RIVERSIDE RiversideCa.gov

Project Options Description Owner Status

< 13-2618 ) [i] @ 4 Test Application - Build office spaces on the ro Building & Safety Division Submitted




Adding Files Cont.

Select the appropriate file folder for each document type.

B ePlanRevie: & lePlanReview

13-2618 & Back | Forward = Projects | profile| 2] #h @
Main Contact: (@ ProjectReports | [ Tasks &Workflow | @Info| Motes| [ |
Expand cunent | Collapse | 4l Test Application - Build offfice spaces on the ro

- 13,2648

* Projectinfo | Reports

-3 Drawings
"Ej Documents Project Name: 13-2618
-fj Supplemental Materials Description: Test Application - Build offfice spaces on the ro
Project Image: No image exists
Location:
Contact:
Contact's Email:
Phone:
Cell Phone:
Pager:
Project Owner: Building & Safely Division
Owner's Email: building@riversideca.qov
Project Admins: Tim Wilson Carlie Myers Daniel Chudy Ruth Norris Sharon Alvarez Building & Safety Division
Status: Submitted
= Due Date:
Project Start/End: Start: 7/29/2013 12:43:.04 PM | End: 1/29/2014 12:43.01 PM
Pass-Through: mov,.wmy,.avi_htm _himl, install .config, mp4
Incoming Files: Fax: | Email: 40@ProjectDox YourCompanyDomain.com
Versioning: Enabled for this project

CITY OF

J—"L . .
RIVERSIDE RiversideCa.gov




Adding Files Cont.

[& lePlanRreview

13-2618
Main Contact: fq
Folder: 13-2618\0Drawings Test Application - Build offfice spaces on the ro
ProjectInfo | Reports
No files currently existin Drawings. Project Name: 132618
To upload files into this folder Description: Test Application - Build offfice spaces on the ro
(1) Click the Upload button below Project Image: Mo image exists
(2) Follow the instructions in the pop-up window Location:
Large files may take a few minutes to be Contact:
processed. Click the Refresh buiton at the top of the Contact's Email:
page to refresh yo 2 =
Phone:
View Folders |{[ Upload Files | Cell Phone:
Pager:
Project Owner: Building & Safety Division
Owner's Email: building@riversideca.qov
Project Admins: Tim Wilson,Carlie Myers,Daniel Chudy,Ruth Morris, Sharon Alvarez,Building & Safety
Status: Submitted
Due Date:
Project Start/End: Start: 7/29/2013 12:43:04 PM | End: 1/29/2014 12:43:01 PM
Pass-Through: _mov, wmy,.avi,htm, html install,.config, mp4
Incoming Files: Fax: | Email 40@ProjectDoxYourCompanyDomain.com
Versioning: Enabled for this project

RIVERSIDE RiversideCCI.gov




Adding Files Cont.

Bl ePlanReview

Upload files:

Selected Files:

Drag into the box or

Browse your

computer to select
Upload URL:
URL Display Name:
URL:
lnlaad URI |

RIVERSIDE RiversideCa.gov




RIVERSIDE

Adding Files Cont.

The files to be
uploaded will be listed
in the Selected Files
box. When ready, click
Upload.

i ePlanReview

‘ plan layoutl.dwaq 278.71 KB X |
‘ plani.dwg 278.71 KB X |
Total 0% 557.42 KB
Upload Add more files
Upload URL: O
URL Display Hame:
URL:
Upload URL

RiversideCa.gov



Confirm Upload Complete

You will receive an email requesting confirmation that the files loaded into the
project are the complete set needed for submission. This process is how you
communicate with staff that you are ready to begin the plan check process.

Sample email:

&) lePlanReview

Upload Confirmation Task Assignment

Attention TEST:

When you have completed your upload, please you have completed your upload, please Login to ProjectDox and complete the "Upload Confirmation” task.

Project: 13-2618

Description: | Test Application - Build offfice spaces on the ro

Task: ApplicantUpload
Assigned by: | Carlie Myers
Project Access | Login to ProjectDox

CITY OF

RIVERSIDE RiversideCa.gov




Starting the Plan Review

You will see the files uploaded for the permit or project. When you are done
loading, click the Tasks and Workflow option. Tasks and Workflow tell ePlan
Review that you have completed uploading the necessary files.

Sommm

13-2618 4= Back | Forward =  Projects | Profile | |
Main Contact: (@, Project Reports | _G Tasks & Workflow | @mnfo|
Folder: 13-2618\Drawings (2 Files - 2 New) Test Application - Build offfice spaces on the ro
View Folders | Upload Files | 0@\ @@ Projectinfo | Reports
Curent Sort: | - Select - E Project Name: 13-2618
= (& | &j @ Des_cripﬁon: TeétAppIica.ﬁon - Build offfice spaces on the ro
= [ plan tayouts. E:::ajeﬁc:l:l:nage. Mo image exists
72912013 1:12:40 PM, 279 KB .
TEST COMPANY NAME Contact:
% (5) Sﬂ Contact's Email:
Phone:
[ plant.dwg Cell Phone:
F/28/2013 1:13:40 PM, 278 KB Pager:
TEST ‘;OMP‘“"Y NAME Project Owner: Building & Safety Division
% = & Owner's Email: building@riversideca.qov
Project Admins: Tim Wilson,Carlie Myers,Daniel Chudy Ruth Morris, Sharon Alvarez Building & Safety Division
Status: Submitted
Due Date:
Project Start/End: Start: 7/29/2013 1243:.04 PM | End: 1/29/2014 12:43:01 PM
Pass-Through: .mov, wnw,.avi,.htm, .html install .config, mp4
Incoming Files: Fax: | Email 40@ProjectDoxYourCompanyDomain.com
Versioning: Enabled for this project

RIVERSIDE RiversideCCI.gov




Starting the Plan Review Cont.

This screen will appear for you to advise that you are done submitting files. Upload Complete will tell
City Staff that they need to begin the plan review process. Save and Close is equal to saying ‘“save what
| have done, but | am going to come back later to add more”. Until Upload Complete is selected, the
project status will remain with the applicant.

Review Information Permit Information Global File Compare Checklist Report (0} Routing Shp

Building Technician Carlie Myers ( cmyers@riversideca.gov )
Review Cycle 1
Workflow/Activity Name Start_Building_Plan_Review / ApplicantUpload
@ Activity Instructions
1
Current User Logon TEST COMPANY NAME ( ePlanReviewTest@gmail.com)

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

Upload Complete || shve And Ciose ||

CITY OF

RIVERSIDE RiversideCa.gov



Plan Review Pre-Screening

City staff will review the drawings and documents for pre-
screening.

Pre-Screening will check for receipt of all needed
documentation (plan drawings, calculations, etc.) and advise
the applicant of fees due.

Upon receipt of all required information and the payment of
fees due, staff will route the permit or project to the
applicable review disciplines.

RIVERSIDE RiversideCa.gov



Plan Check

Each reviewer will have the opportunity to review, make comments, request
changes, and/or provide conditions to the applicant.

Upon receipt of confirmation that all required reviewers have completed the plan
check, the list of comments, corrections and or conditions will be sent by City Staff
to the applicant via email.

The applicant will have access to review each mark up and make the required
adjustments to the plan or documents. Applicants have access to upload new files
to the permit or project.

Re-submittal of a file must have the same file name as originally submitted. ePlan
Review will version each file providing plan check staff with a fast, efficient review
process.

RIVERSIDE RiversideCa.gov




Review Corrections

This sample email advises that the plan check process has been completed and
corrections are needed. Access the project to view the corrections.

&) lePlanReview

Review Correction Request Task Assignment

Attention TEST:

Your plan review submission for Project: 13-2618 has been reviewed and corrections have been requested. You may review correction comments and
requirements by accessing the ProjectDox site.

When corrected plans and/or documents are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-submittal.

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

+ All corrections must be uploaded using the same file names as the original submittal
* Once corrections have been uploaded for review, no additional submissions will be accepted unless requested
* Please make corrections within 180 days of this notice to prevent your application from expiring.

Project: 13-2618

Description: | Test Application - Build offfice spaces on the ro

WW&ubmit
m&rﬁﬂ;&m

Project Access | Login to ProjectDox

CITY OF

RIVERSIDE RiversideCa.gov




Accepting the Task for Corrections

Tasks and Workflow will start the process

& ePlanReview

13-2618 @ Back | porfara sy, Propwge | [Profie| 2] (4 _© |Looout]

Main Contact: (@, Project Reports | (| g, Tasks & Workflow | ) @) Info | | £7|Notes | | = Email
Expand cument | Collapse | Test Application - Build offfice spaces on the ro
- 13-2618 “  |Projectinfo |Reports
[3 Drawings {2 Files - 2 New)
8 Documents Project Name: 13-2618
[3 Supplemental Materials Description: Test Application - Build offfice spaces on the ro
Project Image: Mo image exists
Location:
Contact:
Contact's Email:
Phone:
Cell Phone:
Pager:
Project Owner: Building & Safety Division
Owner's Email: building@riversideca.qov
Project Admins: Tim Wilson,Carlie Myers,Daniel Chudy,Ruth Morris, Sharon Alvarez Building & Safety Division
L Status: Resubmit Request
" | Duepate:
Project Start/End: Start: 7/29/2013 12:43:04 PM | End: 1/29/2014 12:43:01 PM
Pass-Through: .mov,.wmwv,.avi,.htm,.html,.install .config, mp4
Incoming Files: Fax: | Email: 40@ProjectDox YourCompanyDomain.com
Versioning: Enabled for this project
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Accepting the Task for Corrections
Cont.

Click OK to accept the task. This feature allows companies to have multiple
staff members or other vested parties involved in the project. Accepting the
task moves the workflow responsible to the user clicking OK.

& ePlanReview

13-2618 < Back || Forward = | Projects || profile | [2] | # [@ |Logout
Main Contact: (&, Project Reports | | g Tasks & Workflow | | @) Info | | 47\ Notes | | [z Email
Expand cument | Collapse | il

Test Application - Build office spaces on the ro

=- 132618 -
Created On Updated On Updated By

=-C3 Drawings (2 Files - 2 New)
[ Documents ApplicantResubmit Applicant

B-[3 Supplemental Materials

Task Attached To Status
Pending TI29/2013 1:48:13 PM T7129/2013 1:4813FPM

Page 1 of 1 {1 items)

[ [

RiversideCa.gov
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Viewing Changemarks

The workflow will show the changemarks requested by all of plan check review staff
involved in the project. Click into the files to view the markup, the details will be listed on
the same line as the thumbnail image.

Review Information Permit Information Global Fle Compare Checklist Report (0) Routing Shp

Building Technician Carlie Myers ( cmyers@riversideca.gov )

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 TEST COMPANY NAME ( ePlanReviewTest@gmail.com)
CHANGEMARKS
: 2 %
Filter by Department: .

Click Here to Load Changemarks...

Markup  Desciption Detalls Applicant Responss

Building Non Mens Roo
- 1 | Struct plan1.dwg CMyers Building |, = m ADA requires additional square footage
Comm
A

Save Changemark Updates

RIVERSIDE RiversideCCI.gov




Project Status when Pending
Corrections

The status of the workflow will change back to the applicant to re-submit files.

13-2618

Main Contact:
Folder: 13-2618\Drawings ({2 Files - 2 New)

View Folders |  Upload Files | |

Cument Sort: |- Select -

. B O Saa
[ plan layoutt.dwa

(e~ narsi -_-; TI29¢2013 1:13:40 PM, 279 KB
TEST COMPANY NAME

-_.JI BSa

=l [ pland.dwg
ras o RE R -_'; 7/29/2013 1:13:40 PM, 279 KB

TEST COMPANY NAME

J g

CITY OF

RIVERSIDE

Test Application - Build offfice spaces on the ro

4= Back | | Forward = | projects | Pmﬁle| BRI

Q Project Reports | B Tasks & Workflow | !! z

Attached To Status

g—
Task

ApplicantResubmit Applicant Accepted

e

|

Created On
TI129/2013 1:48:13 PM

Updated By

ePlanReviewTest@gmail.com

Updated On
TI29/2013 1:52:39 PM

Page 1

RiversideCa.gov




Uploading Corrected Files

The process to upload file is
exactly the same as the
original file upload. Revised
files MUST use the same file
name, orientation (portrait
or landscape) and scaling
for re-submission.

plani.dwg 278.71KB X

Total 0% 278.71 KB

Upload Add more files

Upload URL:
URL Display Hame:

URL:

Upload URL

RIVERSIDE RiversideCa.gov




Confirmation of Re-submitted Files

Using the same name creates a versioning process, the most recent always on top, and
makes for a much faster plan review process. Uploading revised files with new names will
create a formal correction to submit under the same file name.

L ePlanReview Close Window

Your files have been uploaded.

1. plani.dwg

Files highlighted in blue are version candidates.
ey will be versioned if the file content has been changed in any w

+ - Close
L

CITY OF

RIVERSIDE RiversideCa.gov




Complete the Re-Submission

When all of the corrected files have been loaded, you will need to advise staff
that your portion of the process has been complete. Click the Tasks & Workflow

button

13-2618 <= Back rd = | Proj Pro
Main Contact: (&, Project Report g Tasks & Workflow |
Folder: 13-2618\Drawings (2 Files - 2 New) Test Application - Build offfice spaces on the ro
View Folders | | Upload Files | OF @M@
Task Attached To Status Created On Updated On Updated By
Cument Sort: | - Select - El ApplicantResubmit Applicant Accepted Ti209/2013 1:48:13 PM 712912013 1:52:38 PM ePlanReviewTest@gmail.c

IE 0| & B@

Dglan layoutl dwg
= T/28/2013 1:13:40 PM, 279 KB

TEST COMPANY NAME

-J B S e
= [ plant.dwg 14 . | [ Y

TiZ92013 1:13:40 PM, 279 KB

TEST COMPANY NAME

_.Jlr BSND

CITY OF

RIVERSIDE RiversideCa.gov




Completing Re-Submission

A very similar form to one used for the first submittal will require
confirmation from the applicant that they are done uploading files. Scroll
down this form to the screen listed in the next slide.

Review Information Permit Information Global File Compare Checklist Report (0) Routing Shp

Building Technician Carlie Myers ( cmyers@riversideca.gov )

Review Cycle il

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 TEST COMPANY NAME ( ePlanReviewTest@gmail.com)
CHANGEMARKS
i LY
Filter by Department: .

Click Here to Load Changemarks. ..

RIVERSIDE RiversideCCI.gov




Final Step for Re-Submission

At the re-submission stage, the workflow will require confirmation that the checklist items were met. When
done, click Complete, to advise staff that the resubmitted files are ready for plan checking. If additional

corrections are needed from the first submittal, the same cycle will repeat until the project is deemed
approved. Approved permits and projects are Stamped.

P2\ DEPARTMENT REVIEW - Review Cycle:EIE]

CYCLE DEPARTMENT REVIEWED BY STATUS & NOTES

BUILDING NON STRUGT CARLIE MYERS CORRECTION

COMM CMYERS@RIVERSIDECA. GOV

PLAN REVIEW ANDVOR ASSIGNMENT COMPLETE

A
sk Insctructions

| have reviewed and addressed the Checklist Comments provided on the "Checklist” tab above. Please click on the tab and review each item. Each comment will be
ated as "Met" or "Not Met". If you would like to export a list ofthe comments to Excel, click on the "Export to Excel” link in the upper right hand corner of the popup

Complete || Save And Close

CITY OF
RIVERSIDE
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Stamped Plans

An email will be sent to the applicant(s) advising that the permit or project has been
approved and stamped. All approved files will be moved to a file folder in the project
labeled “Approved files”. The stamped plans will include the permit or project number.
All approved files will be available for downloading by the applicant(s). For Building

permits that will require a Building Inspector visit, a set of approved plans must be printed
and provided to the Inspector at the time of inspection.

[&) ePlanReview

New Batch File Stamp Notification

One or more files have been batch stamped and added to the project listed below.

Project: 13-2618
Path: 13-2618\Approved
Stamped by: Carlie Myers

Stamped Files Access | Login to ProjectDox

Original files that were stamped:

1. plan layoutl.dwg
2. plani.dwg

RIVERSIDE RiversideCa.gov




Quick File Standards

ePlan Review accepts all file types.
Drawing files must be uploaded as single page files.

A file naming convention is under construction, please use file
names that help the reviewers quickly find the data they need.

Re-submitted files MUST use the same name, the same scale
and set to the same orientation (either portrait or landscape)
as the original files. This helps provide an immediate versioning
of the files for faster plan review.

RIVERSIDE RiversideCa.gov




Tech Trouble Shooting

Turn OFF pop up blockers for the site
www.riversideca.gov/eplans Pop Up Blocking is controlled by
the tools of your internet browser under Internet Options,
Privacy tab, Turn Off Pop-up Blocker

If using Internet Explorer version 10 (check by selecting Tools
on your internet browser, then About Internet Explorer), it
must be operated in compatibility mode. When on the website
www.riversideca.gov/eplans click the Tools option for the
internet browser, select Compatibility View Settings, then add
Riversideca.gov to the Compatibility View website.

RIVERSIDE RiversideCa.gov
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Questions

Who to Call:

Building & Safety Division
Planning Division

ePlan Review

Front Counter (951) 826-5697
Front Counter (951) 826-5371
Carlie Myers (951) 826-5495
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