Electronic Plan Submittal Step-By-Step Instructions

1. Before you start to create your profile for your project, if you already have eplansoft account for
multiple jurisdictions, make sure that you are in the correct city portal. To check, you can always
look at the bottom left hand corner for the city’s logo, or from the top left corner of that city. To
change city portals, click on the dropdown menu and select the appropriate city.
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2. To start the process for your project, start by hitting the button on the bottom right
hand corner of the screen.
This will take you to the project page that you will input the project information.

PLAN SUBMITTAL INSTRUCTIONS
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TAL RECOMMENDATIONS

PENDING PROJECTS
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3. You will be brought to the INFORMATION page. This is where you will input the information for your
project. All items with an asterisk (*) MUST be filled out. If these boxes are not filled out, you will
not be able to proceed to the next page. All other information that is not labeled with an asterisk (*)
is recommended to be filled out but not required. Push SAVE and it will take you to the next page.

United States

4. The CONTACTS tab will allow you to put the person (s) who will be receiving notifications for this
project. This can be the owner, designer, or contractor. Press the a button to have the
pop-up window show up.

You may add multiple contacts to be notified when corrections or approval is provided.

e TN T T ey s |

INFORMATION CONTACTS DOCUMENTS COMMENTS

First Name Last Name Role Email Primary Phone Company alLicense  Primary

5. Everything with an asterisk (*) must be filled out. The roles indicated can be all persons
associated to the project, but it is only required for the person who will be the main point of
contact for the project.

The different roles are as follows: Engineer/Architect, Designer, Contractor, and Owner
You may use the OWNER role for all other roles not listed, i.e. Project Manager, Permit Runner.

Once you have listed all contacts, hit the save button.
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ADD/EDIT CONTACT
[ Fill with my Information Primary Contact [] Grant Rights RESET

Role *

Email *

First Name * Last Name *

- Primary Phone * A Secondary Phone

B3 company Name Professional

Street # Direction ~ Street Name

Street Type - City *

~ Zip/Postal Code *

0/10
CANCEL

6. Now that you have saved your contacts, you will be taken to the DOCUMENTS Tab

To add a document, click located at the bottom right hand corner of your screen

. .. . . T
78254, Monterey Bay Square ey ﬂ

INFORMATION CONTACTS DOCUMENTS COMMENTS

INSTRUCTIONS
Before you upload your first submittal, read the Document Submittal Recommendations using the link below.

Documents that will undergo a plan review must be saved in PDF format. Supporting attachments such as calculations, images, etc. should be given a
descriptive file name and can be submitted in any file format. Failure to follow these instructions will delay the acceptance of your project.

Reviewed plans that require changes will be flagged accordingly:
You must use the ‘Upload New Version' bufton to provide your corrected plans as the next submittal”

NOTE: YOUR PROJECT MUST HAVE APPROVAL BY THE PLANNING DEPARTMENT AND CLEARED BY THE BUILDING OFFICIAL TO BE ABLE TO SUBMIT VIA
THIS PORTAL.

THE FOLLOWING DOCUMENTS SHALL BE ELECTRONICALLY UPLOADED AS PART OF YOUR SUBMITTAL:

PDF of your plans (building, electrical, etc.)

Supporting documents (i.e. structural cals, soils report)

Copy of application showing plan check number and plan check fees paid
Planning decision letter/resolution/conditions of approval (as applicable)
When naming your plan file name, please name it as the following : (Street Name) (Street Number) (Type of Plan: i.e. Buj grical, Mechanical,
Plumbing, Grading)

DOCUMENT SUBMITTAL

PLANS ATTACHMENTS

Document Action StatusVersion Upload Date
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7. To upload a document, hit the “BROWSE FILES” button and add the files you need.
This will bring up a pop-up window to allow you to add the different files that you need for your project.

Hit “OPEN” to upload these files.

Project Edit @
« (¥ COMGO0000000) Status
100 Citadel, Commerce: o
INFORMATION CONTACTS DOCUMENTS COMMENTS
Drag file(s) here to upload or
Browse Files
@ Open g
A || « ADDRESSES » AZUSA > 626AZUSA (THE ORCHARD) > BULLETIN » BUILDING PLANS v @ | Search BUILDING PLANS »
Organize v Mew folder =~ M @ —
A Name Date modified Type Size

> s Quick access

[ 626 Azusa Bulletin 4 revisions Arch Corre... Outlook tem 278 KB
» &% Dropbox (Transtec FL) AZUSA AVE_626_ARCH_Revision List -JK ... Adobe Acrobat D... 219KB Size Status
» @ OneDrive FL| AZUsA AVE_626_ARCH_Revision List Adobe Acrobat D... 133KB

I AZUSA AVE_626_ARCH_Revisions Adobe Acrobat D 76,533 KB

0.201 MB
> B ThisPC I AZUSA AVE_626_STRUC_Revision List Adobe Acrobat D 206 KB
AZUSA AVE_626_STRUC_R: : Adobe Acrobat D... 926 KB

+ [ Removsble Disk = 626, _Revisions Adobe Acroba 9

TH AZUSAG26_BLDG_BULLETING 2/28/2020 2:29 PM Adobe Acrobat D... 77,237 KB
> ¥ Network v

File name: o] [anFies v
=

8- Once you have uploaded the documents make sure to verify the following:
» Only the Plans are in the plan review file section and supporting documents are moved to the
attachment section.
» Plan sheets should not be submitted individually. Each Plan type shall be in a separate file and
submitted as separate projects as follows:
v Building Plans
Title Sheet
Architectural sheets
Structural Sheets
Energy compliance forms (Title 24)
v Electrical Plans
Mechanical Plans

v" Plumbing Plans

\

» Supporting documents may be moved from the plan review file section to the attachments
section by pressing = under actions.
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Project Edit @

All Portals >
< (# COMGO000000) e
Dashboard 100 Citadl, Commerce o
INFORMATION CONTACTS DOCUMENTS COMMENTS
Projecis —_—
Reports
Users
Drag file(s) here to upload or
Browse Files
Plan review files (PDF format only) Attachments
Title Sze  Statu
B AzUSAAVE 626 ARCH_Revisions pdf Az
P MB
B AZUSAAVE 626 STRUC Revision List pdf 2

2 total

» On the left-hand side, plans should only be in the PLAN REVIEW FILES. This should only contain
the plans itself. No applications, calculations, or reports should be on this side.

» Attachments consist of all supporting documents relevant to the project. This can include but
not limited to the Application, T24 Calculations, Structural Calculations, Soils Reports, etc.

» Submittals will not be accepted unless only plans are submitted in the plan section and all
supporting documents are in the attachment section.

» Press the “PROCESS” button to start the upload.

FIUjELL CUlt :
All Portals > ! Y
< (# COMG0000000) e
o] 100 Citadel, Gommerce o
INFORMATION CONTACTS DOCUMENTS COMMENTS
Projeds
Reports
Drag file(s) here to upload or
Browse Files
Plan review files (PDF format only) Attachments
Title Siee  Status Title Size Status
AZUSA
B AZUSA AVE_626_ARCH_Revisions.pdf s EY ¢« i AVE B STRUC R 020118
ist.p

1 total 1total
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9- Once all documents have been processed, hit the “SUBMIT” button.

Once submitted, your project status will indicate “PENDING”.

v" Projects can be submitted 24/7, however they will not be reviewed for completeness until the
following business day.

v" Please allow 24 hrs. to process prior to placing any inquiries and to avoid causing delays.

v"If your project is missing any necessary documents, you will be notified of the missing items via
email.

v"If your project is found ready for review, the project status will change to “ACCEPTED” l

Project Edit

< (# COMG0000000)
100 Cilade!, Commerce
INFORMATION CONTACTS DOCUMENTS COMMENTS t

5]

INSTRUCTIONS
Before you upload your first submittal, read the Document Submittal Recommendations using the link below.

Documents that will undergo a plan review must be saved in PDF format. Supporting attachments such as calculations, images, etc. should be
given a descriptive file name and can be submitted in any file format. Failure to follow these instructions will delay the acceptance of your
project.

Reviewed plans that require changes will be flagged accordingly:
You must use the Upload New Version® button to provide your corrected plans as the next submittal”

NOTE: YOUR PROJECT MUST HAVE APPROVAL BY THE PLANNING DEPARTMENT AND CLEARED BY THE BUILDING OFFICIAL TO BE ABLETO
SUBMIT VIA THIS PORTAL.

THE FOLLOWING DOCUMENTS SHALL BE ELECTRONICALLY UPLOADED AS PART OF YOUR SUBMITTAL:

= PDF of your plans (building, electrical, etc.)

Supporting documents (i.e. structural cals, soils report)

Copy of application showing plan check number and plan check fees paid

Planning decision letter/resolution/conditions of approval (as applicable)

When naming your plan file name, please name it as the following : (Street Name) (Street Number) (Type of Plan: i.e. Building, Electrical,
Mechanical, Plumbing, Grading)

DOCUMENT SUBMITTAL RECOMMENDATIONS

PLANS ATTACHMENTS

» Follow up the status of your project on your Dashboard. The most effective way to check the

status of your plan check is through this Dashboard
» Plan Check status inquiries can be made through the comment tab by clicking on Email Contacts
> Contact City Permit Counter for all your permitting questions

Resubmitting Plans

When you are ready to resubmit your drawings, by uploading a new version, the system will
automatically recognize it as a resubmittal. Follow the same directions as you did for uploading the plans
and include all necessary documents required and hit submit. In the documents tab select the green
box labeled as upload new version. Please note, the revised version of your plans shall have equal or
more pages than the previous submittal.

PLANS ATTACHMENTS

Document Action Status

V3-20200723 Page 6 of 7



”

» To upload supporting documents, click to the bottom right arrow “upload new documents
» Please push the supporting documents to the attachments side by using the arrows next to
the document.

Remember to include

v Correction list with your replies
v Revised plans
v" Any requested documents during plan check

Error Messages

If you received an error (red triangle) on the plan file, your files may not have met the document
submittal requirements.

Please look at our ELECTRONIC SUBMITTAL UPLOAD REQUIREMENTS to ensure that your files have
met all the necessary requirements and then try again.

If you are still having issues, you will want to submit a support ticket and indicate the issue that you
are encountering. Someone from the system’s IT department will contact you. To start a support
ticket, click on the question mark at the top righthand corner and fill out the form as to what the
issue you are having is.

How can we help?

@ Online Help

Create a support ticket _
MNeed help installing, configuring, or troubleshooting?

Suggest a new Feature
Let us know your idea for a new feature.
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https://www.dropbox.com/s/ah24wghq6513678/EPlan%20Submittal%20Recommendations.pdf?dl=0

