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Introduction

Welcome to Prince George’s County’s ePlan system. ePlan is part of a strategy to streamline the
government’s permitting process and support green initiatives. ePlan utilizes a software solution
called ProjectDox that allows documents and drawings to be submitted electronically, replacing the
traditional paper-based plan review method. This user guide provides the basic steps involved in
utilizing the digital permitting system. It has been prepared as a general reference guide and is not
intended to present every detail or situation of the process.

In addition to this user guide, the ProjectDox software developer has provided supplemental
instructional material within the ePlan web portal. This information can be accessed by clicking the
Help @ icon shown below.
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For any ePlan assistance, please contact the help desk at ePlan@co.pg.md.us.
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System Requirements

Note: If you are using your company’s computer or network, you may need to contact your network

administrator prior to making changes to your system.

Before using ePlan for the first time, please verify that you have met the following system

requirements:

1. We recommend Internet Explorer 11 for full compatibility with the system:

2. Configure Pop-up Blocker:

« Select the Tools icon in the top right corner.

 Choose Internet Options from the dropdown.

Print

File

Foom (100%5)
Safety

Add site to Apps

View downloads Ctrl+)
Manage add-ons

F12 Developer Tocls

Go to pinned sites

Compatibility Viefl settings

Internet options|

About Internet Explorer
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« Select the Privacy tab and in the Pop-up Blocker section, click the Settings button.

Internet Options 7 >

General SecurityConhent Connections Programs Advanced

LY

Settings
Advanced
Location

Mever allow websites to request your
physical location

Clear Sites

Pop-up Blocker

Tum on Pop-up Blocker

InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

e Type the ePlan URL

(https://ePlans.princegeorgescountymd.gov/ProjectDox/index.aspx) in the field within

the “Exceptions” area, then click Add.

Exceptions

Pop-wups are cumenthy blocked. You can allow pop-ups from specific
# !l websites by adding the site to the list below.

Https:/feplans princegeorgescountymd gov./Project Dooc/indes :

Allowed sites:

» Close the window; then click OK in the “Internet Options” window.
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Add ePlan as a Trusted Site:
Select the Tools icon in the top right corner.

Choose Internet Options from the dropdown.

Print

File

Zoom (100%5)
Safety

Add site to Apps

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View fettings

Report website g

Internet options
About Internet Explorer

In the “Security tab,” click Trusted Sites to highlight; then click the Sites button.

Internet Options ? X
Genera\rwaq« Content Connections Programs Advanced

Select a zone to view or change security settings

¢ ¢ v 10

Internet  Local intranet] Restricted
sites

Trusted sites —""--9 i
/
This zone contains websites that you

W tustrotto damage your computer or
your files.
You have websites in this zone.

Security level for this zone
Allowed levels for this zone: Al

Medium
- Prompts before downloading potentially unsafe

content
- Unsigned ActiveX controls will not be downloaded

[JEnable Protected Mode {requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

@ Some settings are managed by your system administrator.
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e Enter the eplan URL
(https://ePlans.princegeorgescountymd.gov/ProjectDox/index.aspx); then click Add.

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

'incegeorgescountymd.govIProjectDox.."incIex.asp}J,

« Close the window; then select OK in the “Internet Options” window.

4. Compatibility View Settings

« Select the Tools icon in the top right corner.

» Click on Compatibility View settings.

Print

File

Zoom (100%5)
Safety

Add site to Apps

View downloads Ctrl+J
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

Report website problemns

Internet options

About Internet Explorer

e “Compatibility Mode” must be off.
e Uncheck Display intranet sites in Compatibility View option.

» Do not add any URL to the Compatibility View box.
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e Returning Users must remove the previous ePlan ProjectDox link from the

Compatibility Window and must clear their browser cache.

l/_vl—:'l Change Compatibility View Settings

Add this website:

Websites you've added to Compatibility View:

[ pisplay intranet sites in Compatibility View
[Juse Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close

e Close the window.

5. Installing Silverlight:
« Go to https://www.microsoft.com/getsilverlight/Get-Started/Install/Default

« Click the Download Now button.

Prepare for Silverlight 5 end of support after October 2021. Learn more >

Get Microsoft Silverlight

o Siveright

You are running on a browser that may nat be fully compatible with
Micrasaft Sitverlight. You can still try to install by clicking below or you
an refes System Requirements for mare mformation.

i t Download Links

I (nstall for Windows
D (nstall for Macintosh

« Select Run from the pop-up that appears.
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« The files will extract, and the installer will open.
e Select Install Now.

Install Silverlight

By dicking Install now you accept the Silverlight license

v agreement.
iew the Silverlight License Agreement

Microsoft* Silverlight updates automatically.

| . S I |Ver| ig ht - View the Silverlight Privacy Statement

Make Bing my search engine®
Make MSN my homepage*

*Applies to Internet Explorer, Firefox, Chrome and Safari

Microsoft Service Agreement

Privacy Policy

Installing System Components:

ePlan requires the installation of Active X controls to be able to perform certain
functions. The link for installing Active X controls is available from the ePlan Login

Screen. Click To install ProjectDox components.

Wielome 1 ouf welsing. M you Contisge 10 Droeie and ule This websile you ae
greeing 1o Comply with and be bound By The following Lerms s conditions of we
which Rogethes with our privady policy

cPias will be dowa Fecsy, Decernber Gt trarmng 81 Spm uril Mendsy, Decersber th o
Tam for a tystern upgrade

& 2018 frehve Sofmare, Progecilies (Veruon 2157 B e hademar ol Avches Sotteare. A nghty ressrred

T il PnapectDo

Project ' o b
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Standards for Drawings and Documents

In order to avoid delays in the electronic permitting process, it is important to follow the submission

standards:

Individual drawing sheets: Upload each sheet individually. Multipage DRAWING files
are not acceptable. However, ZIP files are allowed.

File naming standards: File name shall match the sheet number shown on your drawing
(examples: filename25.pdf, drawingl2.pdf). File names must be less than 26 characters.

Resubmittals: If revisions or amendments are requested, resubmit using the same file name

as the original document. Also resubmit to the same folder location as the original

document.
Margins and blank spaces for drawings: Blank space needs to be reserved for stamps.
Reserve 5” margin (blank space) on right side and 3”x 3” space in top left corner of all

drawings.

3”x3” blank space

Drawing file types: PDF ONLY

Document file types: PDF, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPEG, TIF, TIFF,
PPS, PPSX, PNG, IMG, BMP, TXT, VSD, RFT

Graphic scale: Bar scale is required on all drawings.

ZIP files: Files can be consolidated into a ZIP file to reduce upload time. When the ZIP file
is uploaded, ePlan will unzip the file and place each individual file into the folder. However,

as previously stated, drawing files MUST be single sheet PDF.
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Login to ePlan

Invitation Email

After your application is processed, an ePlan invitation will be sent to your email address. The email
will contain your login information, case number, and a project access link. Click on the “Project

Permit Access Link” to enter the ePlan Login Screen. A sample invitation is shown below:

Project Invitation - New User

Hello New User:

Welcome to the DPIE eplan system. This project invitation has been sent to you in response to your permit
application request. A project has been created to allow you to electronically upload your drawings and
documents for review. Please activate your user account by following the instructions below:

1. Click the Project Access link below.
2. Enter your User Login and Temporary Password.

3. Complete the User Profile Information |
4. Create a new password.

User Login: Testcustomer@aol.com

Temporary Password: | 1897978

Project: 3434-2013-0
Group: Applicant

Project Permit Access Link

Contact the Project Administrator if you have technical questions regarding the eplan system.

Please do not reply to this email.
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New Users

DO NOT use “Forgot your password” on your first log in. Instead, enter your email address

and the Temporary Password that was provided in the Invitation email.

Welcome 1o our website, i you continue 1o Browse and ude the website you are agresing Lo
comply with and be bound by the fallowing terms and condibons of use, which together with

O Privacy policy Qoven..

S e WD NN R

DPIE === cs [ ]

Password

€ 2015 Aok Software. PropeoiDos (Vemion 3.1.85) o & rademark of Avolee Softwane. Al Aghes resrand

Follow the onscreen directions to enter and confirm your new password. All fields with a

red asterisk (*) must be completed.

Highlighted fields are required and must be completed before continuing.

Settings for ABC Ay

Welcome to ProjectDox.
Since you currently have a temporary password, you will need to change it to a permanent password and (if you have not done so)

enter a security question and answer. This question/answer will be something that only you know, and will enable you to reset
your password if you ever forget what it is.

Change Password: Password Reset Question & Answer:

New password"  |[asssss: . Security question:* |
Confirm new password:" CITTTTTTY Security answer: * |

Profile Information

Contact User Metadata
Information

* Required field
First Name: *

Emaik *  pdoxhelpdesk@co.pg.md.us

Title: * |

Company: [

Address 1= |

Address 2: |

=
State/Province:* I V| Postal Code:*

. Post Issuance Revision:
M

Stamps: |
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Returning Users

If you are a returning user, login to ePlan with your email and password. If you have forgotten your

password, click “Forgot your password?” It will be emailed to you. This will only work if you have

logged in once and entered a security question and answer.

P
L e WONCE GEORGES CONNTY, MARTLAD

> DEPARTENT OF PERMITTIVG
= INSPECTIONS KND ENFORCEMENT

Profile Information

Woelcome to ProjectDox
Since you currently have 2 temporary password, you will need to change it to 2 permanent password and (f you have not done so)

enter & security question and answer. Thiz quastion/answer will be something that only you know, and will enable you to reset
yaour password if you ever forget what itis

Change Password: Password Reset Question & Answer:

Mew passwaord:™ Seourity question: |puebo |
Confirm new password:* Security answer: |¢Answer has been encryptad> |

Pazsword must nat contain speciol characters, must contain of legst one digit and one alphabetic character, and must be between 8 and 10 charocters

Contact User Metadata Project Group
Information i i

* Required field

Ernail: *  BFiguerca@co pg.md.us

Titlee*  [IT

Compamy:

Address 1:* | 3400 Peppercom P,

Addrass

City® |Largc:
State,/Provinoe:® Postal Code®

000000 Post Issuancz Revision:

Mobile: *

Stamnps:

Language*
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Navigating the Home Screen

o ——
- =
=
B

=

Tasks (PF)

PRINCE GEORGES COUNTY, MAITLAD
DEPARTMENT OF PERMITTING,
INSPECTIONS AND ENFORCH

Tasks (PD) Projects

&2 Refresh

TASK PR... INS... GR... AS.. ST...

Contain: ¥ Contain: Contain: 7 Contain] ¥ Containy ¥ Containy

0 -0 of 0 records

[e] L]

All Tasks | Create Project Profile | Logout

DU... CR... CA. DE...

Contain; ¥ On.. = on.. = Containg ¥ Contain:

1

Taskd (PF) | Tasks (PP) | Projects

Recent Projects . Refresh @ Save Settings

IENREN

Home | Q Allfrasks | Create Project Profile | Logout

Recent Projects | | All Projects | Archived Projects

Shew 19 * records

PROJECT OPTIONS DESCRIFTION OWNER

Congains., Contains.. Contains...

BO test 40

ePlan Admir

ePlan User Guide

STATUS CREATE DATE
Cantains. On...

Applicant Upload 12/3/2019 2:42:04 PM

12
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Navigating the Project Portal screen:

All column titles are sortable. Click once to sort.

. Help Button

Click to access supplemental help topics for navigating the system.

. Navigation Arrows
When there are too many projects to fit on the Active Projects List, the navigation arrows above
the Active Task List can be used to scroll through the pages of projects.

. Projects Button
Click to display your most recently viewed projects and to display all the projects that are
attached to your user profile.
. Home Button
Click to return back to the Home screen.
. Profile Button
Click to display information about your user profile.
. File and Address Search Button
Click to conduct a File Search or Address/Location Search.
. Logout Button
Click to exit the system.
. Tasks (PD) (PF) Buttons
Click to obtain a list of pending tasks. PD refers to ProjectDox projects and PF refers to
ProjectFlow projects.
. All Tasks Button
Click to obtain a list of pending tasks.
. Status
The status tab will display the current status of the project. Task status will change from

“Pending” to “Accepted” to “Complete.” A new task will have a Pending status. Once the task

name has been clicked and the task window has opened, the status will change to Accepted.
When the task has been completed and the user clicks “Submit” or “Complete,” the status will

change to Complete.
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. Recent Projects Button

Click to display your recently viewed projects.

. All Projects Button

Click to display all the projects that are attached to your user profile.

. Search

Click to conduct a Project Case search. Select the "All Projects™" Button in order to conduct an

overall case search. Searches can be conducted in any column.

. Refresh Button

Click to refresh the screen and populate the screen with the latest project search.

ePlan User Guide 14 Prince George’s County



Uploading Files

When you have successfully logged into ePlan, the Projects Portal (home page) screen will display.
Any projects for which you have access will display in the “Projects” tab. Any outstanding tasks

that require your action are displayed in the “Tasks” tab.

To begin uploading files, click the project number in your task list that corresponds to the plans you

will be uploading. This will open the “Project Page.”

————
s, PRNCE GEORGES COUNTY, MARYLAND

DPIE e

All Tasks | Create Project Profile  Logout || (]

Recent Projects &« Refresh g Save Settings Recent Projects  All Projects | Archived Projects

Show 10 * records

PROJECT DESCRIPTION OWNER STATUS CREATE DATE

Contains... Contains... Contains... Contains... On...

1
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From the “Project Page,” organize your drawings and documents by uploading them into the appropriate
subfolders. Click “+” to access the subfolders. For example, place Architectural drawings in the
“Architectural” sub-folder. Remember, all drawings must be single sheet PDF files. Once you find your

folder, click the folder name to access the file uploader.

o "":. N CEONGE OO AT

DPIE Zeemes,
312-2019-0
Case Type: AW

&

12-2019-0

ProjectFlow Task List

Workflow Instances

HAME

FEVNENVRNERNVENREEVEE

After clicking “+,” the subfolders are displayed. Select the folder that corresponds to your file.

DPIE S,
312-2019-0

Case Types LW

ProjectFlow Task List

Show all tasks for all users

INSTANCE

Contain:
0 -0 of O recons

Workflow Instances

MAME COORDINATOR GROUR

EVERNFEERERFNVERVNVVEREVYL
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Upon entering a folder, you will be presented with two buttons: “View Folders” and “Upload

Files.” Click the “Upload Files” button.

e PIRC CEONGS COAT, MO
DEPAITNENT 0F FERMTTNG

DPI 4 INSPECTIONS A0 EXFORCEMENT
312-2019-0

Case Type: RUW
Foldan 312-2019-0hArchitecsural Drawings BO test 0

Mo files curmently exist in Drawings ProjectFlow Task List
To upload files into this folder - frash
(1) Click the Upload Button below e

2) Follow the instructions in the pop-up window
TASK PROJECT INSTANCE

] Show all tasks for all users

Large files may take & few minutes to be processed. Click

the Refresh button at the 1op of the page to refresh your
Containg_ Contains

Contains.

fille fist view.
View Folders ©-0af O records
Workflow Instances

NAME COORDINATOR GROUP

312-2019-0 - Building PF - 12/3/2019 24218 PM Flan Coordinator

1-10f1 records

Prince George’s County
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1.

You can select individual files by clicking on the “Browse for Files” button.

. PRNCE GEORGES COUNTY, MARYLUD
» DEPARTMENT O¢ PERMITTING
INSPECTIONS AND ENFORCEMENT
Folder: 312-2019-0%Architectural\Drawings

Upload Files Upload URL

Browse For Files

Browse for files or drag files into this area.

Browse For Files

Upload Files

2.

click the “Open” button to add the files to the Upload Files window.

Search Drawings

Browse your PC or network for the necessary files to upload. Once the files are selected,

» OneDrive » Drawings

Organize ~ Mew folder
~ | i |
i Favorites | ™. Drawing1 |
Bl Desktop "\ Drawing2
" Drawing3

4 Downloads

%% Dropbox

=l Recent places
]

File name:

"Drawing1"” "Drawing2" "Drawing3"

Custom Files (*.esnifsddin*.Z; "0 w

ePlan User Guide
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3. When all the files you wish to upload are listed in the window, click the “Upload Files”
button and the files will be uploaded to ePlan.

Note: Applicant has the ability to delete files from the folder prior to completing the
“Applicant Upload” task.

; 1
i

Upload Files Upload URL

Browse For Files | Browse For Files :

Browse for files of drag files into this area

% Drawing1.pdf

4. Close the pop-up window.

"he following files have been uploaded:

1. Drawing1.pdf
2. Drawing2 pdf
3. Drawing3 pdf
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5. Once the files are uploaded to the folder, the folder list is replaced by thumbnail images of

each file contained in the folder. Next to each thumbnail, the file name, date uploaded, file

size, author, and history & icon are displayed. The history icon provides detailed

information, such as the viewing and updating history for the file.

=
Tip: If you do not see your drawings after a successful upload, click on the refresh

icon.

o T PGS CONTY RO
DPIE ™ Znersmm:
312-2019-0

Case Type: RUW

Folder: 312-2019-0M\Architectural\Drawings BO test 40

View Folders Upload Files O @

10f 1 files Current Sort: |- Select - Vi
DI IR ER A &H o &

(] Drawing 1.pdf
12/6/2019 12:20:59 P, 2 MB

Ben Figueroa
B 0 &3 &
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Accessing Tasks

Open tasks will appear in four areas: Project Tasks, All Tasks, Home under Tasks (PD) & (PF).
After files are uploaded, the Project Tasks and Tasks (PD) & (PF) tabs may be accessed by
clicking “Project Tasks” (PD), (PF) or “Home.”

WARNING! Whenever you have a task that requires files to be uploaded, be aware that

uploading files does not complete the task. After the files are uploaded, you must return to
the open task window and click “Upload Complete — Submit to DPIE.”

Home Q All Tasks Profile | Logout ?
Project Reports (d & Codes

CASE TYPE DESCRIPTION

Contains.. Contains...

1

COMPLETED
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1. If “ProjectFlow Task List” is chosen, the pending task may be selected by clicking the task

name.

e NG 0 WA
DPIE e,
312-2019-0
s
~ ProjectFlow Task List

e gLt S

1= 1881 masem

Workflow Instances

2. If “All Tasks” is chosen, the Task screen will appear. The pending task will be in the

Standard Task List. Click on the task name to access.

IijechIaw Task List

BRIORITY

Containy

DUE DATE

CREATED CASE TYRE

Contain

DESCRIR

5 Contain

BO st 40

3. If you are in the Home Screen, on the top left section of the screen, you will see “Tasks

(PD) and (PF)” tabs. Selecting these tabs will bring up the pending task for the project.

Click on the task name to access.

e, RINCE EDACES COUNTY, ARYLAND

DEPARTMENT OF PERNITING
[, INSPECTIONS AND ENFORCEVENT

Tasks (PF) || Tasks (PD) | Projects

Updated On

Updated By Case Type Description

12/2/2019 50728 PM  12/2/2019 5:07:28 PM [acil}

Project Name  Task Attached To Status  Priority Due date Created On
202-2019-0 App‘f:am Pending

Mark Up Case 2

ePlan User Guide
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Advancing the ePlan Process Forward

When you accept the task, an eForm will open in a new browser window. When working in the
ePlan system, you will need to navigate back and forth between the eForm window and the Projects

Portal window. Hence, two windows will be open when completing a task.

Finding Your Way Around the eForm.

J'l|)|:-|lf bl ad no- Ex; |:- IIl
& hiips tavolvedoudnet, t KW

Tanh Inwirectiss

Cmcd soccpenle daale st | uplond 5 setciad utar Fugest ol o oo i eisin et 4ot usionted 1O GTART REVIEW
PROCESS Pudls bk Upkss 1] e Do o b ek saleing aniacy i Teek Comgieie’ (b of age)
—
Add Graup Mo
s

Farsres Ry (PR araryilhos o el 1t

W Lipknd Task Compiete (i mawe spiossed sl neguired Srawings sncior daosmesis)

Upiond Gompiale - Submi i GFE 'Sn--uT'
|

Tip: All items necessary to complete your tasks are available on the eForm.

A WARNING! Clicking “Save for later” will NOT advance ePlan to the next step. Use this button if
you are not ready to submit and need to return to make changes.
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However, you MUST click Upload Complete — Submit to DPIE to make the ePlan process move
forward; otherwise, your ePlan will NOT advance to the next task. Once you click “Upload
Complete — Submit to DPIE,” you will no longer have access to your task or be permitted to make

changes. Note, some eForms may have a complete button instead of a submit button.

The following list is a summary of the items on the eForm:

1. Review Information Tab — Contains general information concerning actions on the

eForm.

Permit Information Tab — Contains the permit information entered on the online
application. This information is pulled from ePermits and updated with any changes in

ePermits. Any changes must be made by a Permit Administrator (ePlan@co.pg.md.us).

Contact Information Tab — Contain the contact information entered in the online
application. This information is pulled from ePermits and updated with any changes in

ePermits. Any changes must be made by the Permit Administrator (ePlan@co.pg.md.us).

Fee Information — Contains applicable fees pulled from ePermits. Any changes must be
made by the Permit Administrator (ePlan@co.pg.md.us).

Resource Tab — Contains links to useful websites, including a link to the online payment
site.

Review Coordinator — The County representative who is managing the review process.

. Workflow/Activity Name — Workflow displays the name of the agency/section that will
coordinate the review of your plans, for example “Building.” Activity Name is the current

step in the ePlan review process, for example “Applicant Upload.”
Current User Logon — User name and email address.

Project Name — Case number.
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. Project Description — Project name.

. Add Group Member — Applicant ability to add additional users with view rights only.

. Remove Group members — Applicant ability to remove additional users.
. Destination folder — Additional option for applicants to review or upload files.

. Upload Task Complete — Confirmation that applicant uploaded all required drawings

and/or documents.

. Upload Complete — Click if you are finished with your task and ready to submit. Once
you click “Upload Complete — Submit to DPIE,” you will no longer have access to your
task, and applicants will no longer have the ability to upload files. You MUST click Upload
Complete — Submit to DPIE to make the ePlan process move forward; otherwise, your

ePlan will NOT advance to the next step.

. Close or Save for Later — Click if you have not finished your task (such as uploading
files) and need to return to the task later. The system will NOT advance to the next step.

. Task Instruction — Contains instructions for completing the task.
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Plan Screening

Plan Screening is a preliminary review of your uploaded documents in preparation for the formal
review. If your submission has met all requirements, your ePlan will move to the formal review
stage. On the other hand, if there are missing items or questions about your submittal, you will
receive an email notification for the “Applicant Re-Upload Task.”

Applicant Re-Upload

If your uploaded plans and documents did not meet the submittal requirements, the following email
notification will be sent for the “Applicant Re-Upload Task”:

1. Click the “Project Access” link in your email to access the ePlan site and log in as previously
demonstrated.

. NIRRT

DPIE “‘:;3 Applicant Re-upload Task Assignment

ARenthen Fen

¥oun plin iwview seberision for Case 31720150 b nol mest e rinimum requinemssnty iof SCOBpiEnCE
¥ou may revew comechon comments and (eqgueremanty by scoeeing the DPIL ePlae site

When cormecied plem sdior documents ace isady lor re-submital follow The irstractions provided bekom (Folders File Names and Pleass Nols

Foldain. Al comectiors mutl be uplesded nle e same lolders uted s B original sobeedial

Fills Mamas: Al commectiorn mamd be uplosded using the sames fils semes e o b ongnal usbmaftal (ausmpis 4717 dwl mush b resatenfied an 4117 dat
Please Node: ¥our oPlan will nof procesd hrther afier pou upiced Bes uniess you “Acoepl and Subend the “Applcand He-Upload™ tash Ses Submi Tash

Irmstruciions in the ePlan Cuick Stan Gusde locabed on e DPE website oPlan (uich Start Gusde Owcs comecions barve been splosded for review mo sdditionsl
b beoni wll b accepled unletd regueiled by OFIE

v Nusbee §17FRIRG
Dewrption  TENT DGR
s Ty AL

Appls grt B bpdaad

———

Contact e Plamc) Aaminisll i 1 you R WChneisl quesSons iegantng M e 1an Lyvlem

ePlan User Guide 26 Prince George’s County



2. The task will appear under the Tasks (PF), (PD) tabs in the Home screen. Select the next
task by clicking on the task name.

s 1M T MR

- OGN OF PTG,
RTINS 10 IR

Tandes (FF) | | Tandex (PO | Projects

INSTANCE GROUP

Comaing Comuina

317.2019-0 - Bulkding FF - 5
Y1010 £52:08 P Applicans

3. The “Applicant ReUpload” task will open in a new window. To view comments left by the
Plan Coordinator, you will need to click the “View/Edit Checklist Items” button. In the
below example, the (1) indicates the number of items that require your attention.

WiewEdt Checadd fems (1)

it et s 5 T
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4. After “View/Edit Checklist Items” is selected, the checklist window will open.

e The “Comment Text” section will display reviewer comments about your submittal.

A response to the comments may be typed in the “Applicant Response” section.

Any items with a status of “Not Met” will require a typed response.

After typing a response, click the “save” button to save your comments. Then, close
the window by clicking “Close.”

The “View Full Report” tab will display all checklist comment reports regarding

your submittal.

: Your responses will not be saved unless “Save” is clicked.

Workflow Review Checklist Item Viewer

Selected Checklist Items for All Review Cycles
Review Cydie: | All ¥| g2\ Save Settin

Show 50 - records

[COMMENT TEXT APPLICANT RESPONSE [COORDINATOR COMMENTS DATE UPDATED 3 STATUS DATE UPDATED
Contains..

12/6/2019 50622 PM 3 o 12/6/2019 50622 PN

Save || Close || View Ful Report
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ProjectFlow % :

Review Informatien | Permit laformstion | Contset Infermation | Fas Information

Project Name: 317-2018-0
Project Description: TEST DECK
Coordinator: ePlan Admin
Workflow/Activity Name: Building_Projectlow!Apglicant Relpload
Current User Login: Ben Figueroa (BFigueroa@co. pg md us)

Task Instructions
After you have successfully uploaded all required plans and documents, please click the (Retum to Jurisdiction) button

Add Group Members

First Nama Last Name Email Invite to Group

1 | 1 Applicant Owner-Frincipal v Invite User |

Remove Group Members

Remove from Group User

Reishs Raney (RLRane .pg.md.ug Remove User

Discussion Comments

DISCUSSION COMMENT FARTICFANT CATEATIAE

0 0 al©econds

| View Ede Crecubst tems (1)
Prejeet: 3117-2019-0
Sewct your Sies © upicad 1 s foider

Seect Fies w5 Upoad Ve Foitens
et

[[Retum to OFIE | [ Save and Close |
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5. If an updated drawing or document is uploaded, the version number will be displayed next

to the file name. Clicking the magnifying glass will display the “View History” for the file
and allow the previous file versions to be viewed.

Folder: 0000-0000-0\Drawings SAMPLE PROJECT

View Folders Upload Files ® 1 ® [E‘T

Task Attached To Status
3 of 3 files Current Sort: |, Select -

ApplicantReupload Applicant Pending
= OIke o

e [ covinaeaf V2]

11/8/2018 2:57:10 PM, 392 KB

cam

_

—

6. While in the “View History” window, you can find previous versions of the file by changing

the number in the pulldown window. Clicking the file name will open the file.

. PRNCE GEDRGES (OUNTY, RAYLAD
> DEPARTMENT OF PERMITTING,

N File Details, Versioning & History
Goto i 2™Vt
[

History  Main
Event

User Date

FileHistoryView Test Team 11/8/2018 2:57:23 PM

Test Team 11872018 25711 PM
Test Team 11/8/2018 2:57:11 PM

FileUploadVersion
FileUpload

I 4 Page 1 of 1 (3 items)

Last Modified: 11/8/2018 2:57:10 °M
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7. Once all the updated files have been uploaded and responses have been entered, go back to

the “Applicant ReUpload” eForm.
« You may have to click the “Review Information” tab to return to this screen.
« Place a checkmark in the “I have uploaded the corrected...” box, and the “Return to
DPIE” button will become active.

Click “Return to DPIE” and the Plan Screening process will continue.

VWEUVEVEREFREBEUREBRFEE

& | have uploaded the comecied documents andior drawings as indicated abowve

Retum to DPIE || Save and Ciose |
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Applicant Filing Fee Payment

After the plans have been screened, some permits will require a filing fee payment. If so, you will
receive an email notification for the “Applicant Filing Fee Payment” task. A sample email is

provided below:

Applicamt Filing Fee Payment Task Assignment

Aftention Ben

Pladss pay T Shhg S lae Cas: JU7-2019-0 an Subemit T LSk
e iy iy ol o i parsen &l hha OPIE cashiar

Pladis Mot Your ePLIn will Not procied futhad SNT you COMEHINE youl Sayment uakss oo TAcept” Ind " Subsm” tha "Applicant Filing Fes Payment” LSk 55 maucied in e aP1en Cuick Ste Gots
To pay by credit card anline

4. Chek thee Pragect Arcms Gk e,
L = utae login aed

3 ety AL even. Wiat insigned tmbs, will adgmir in L settion o i ¢ i by Bpuear E0e Ve Rures bre Basigeed |
4 P et Pyt Weme vl 06 e01 Phe Lk A e i P —— e Wi el sy Bave TWWO wonihows et b oy opartew, o " Tasl™

B
7
E O
#

"Wour parymend will now e confrmed for your sFtan revew. Onoe payment confirmaton s complete. your ePan wil proosed io Disributon for reven.
Te pay by cash of check in person
L Talts yioel Eic Sarnber il piyrent 16 the B ofice:
400 Pepparom PLas Salie 102, Langa, Maryisnd 2774

Wi (e € oot Setwice DT W SRS i el rOCo 10 the (RSN 1) e The pwment
e s Pue lew, Cholk the Proget Adsess Bk hisiow
na Inygin 304 pawOrE
msigrerd tank will s e b srclion under | Lk colume. [Tres b ¢ oferen will Snly Sepan once you bave bean msigred o L)

o Prasth PSSl P e ML I e e S Yo LR il s B8 i Desemanit [V s i v TVAD wirws D |8 o (mais  “Tial” wischions il & "Ry st W will I Feapioed 06 L6AtS

Wiour pargrmient will now be confimed for your ePtan sewew. Onoe payment confirmation i complete, your ePtan wil proceed 1o Disiribution for revew.

S — Y

Dmeription:  [TESTDECK

Cime Tre:  BUW

Faske Appicart | lisg lsa Paymmast
Priskedt Wainia

Comtact ihe Prolect Admeesirgior f you have techrical quesions reganing the ePlan sysiem.

Piearse do not reply o this email
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After receiving the email, accept the task as previously instructed.

1. Click the tab titled “Resources.”
2. Click “DPIE Online Payments.”

3. Follow the instructions on how to pay the fees.

Review Information Permit Information Contact Information Fee Information Resources

DPIE Home Page
DPIE Permits Home Page
DPIE Online Permit Application Page

DPIE Online Payments

DPIE Resources

4. Select “l have paid outstanding filing fees” box

5. After fees are paid, click “Fees Paid” on the eForm.

e

¥l have paid outstanding filing fees

= o

Warning! Paying the fee will not advance the permitting process. Clicking “Fees Paid” on the eForm
advances the permitting process. If “Fees Paid” is inadvertently clicked and the fees are not paid,

you will receive the “Applicant Filing Fee Payment” task again.
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If Plan Screening is Approved

If your submittal is approved, it will move into the review stage. During review, you may receive
an Amendment Upload task where you will be asked to submit corrections to your plans. Once the
review stage is completed, some permits will require a final fee payment. If a final fee is required,
you will receive a corresponding task; otherwise, the permitting process will move into the approval
stage. After approval, the stamped plans will be available for download. We kindly appreciate your

patience during this time.

Monitoring the Status of the Permitting Process

Tracking the status of your permit during the ePlan process can be achieved in the Home screen.

Projects Portal

As the electronic review moves through the various steps in the process, the status of your case or

project will be reflected in the “Status” column of the Projects tab. If you need to complete a task,

you will receive an email notification and the task will appear under the Tasks (PD), (PF) tabs at

the top left of the screen. Otherwise, the status column will reflect steps that have to be taken by the
County. Kindly monitor your email for task notifications. When the project is completed, the status
will reflect an ending status, such as “Permit Issued, Complete, etc.,” and an email notification will

be sent.
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Department Review

After your submittal is pre-screened for completeness, ePlan will enter the Department Review

stage. At this time, the County engineers will review your drawings. If corrections are requested,

you will receive an email notification for an “Applicant Amendment Task” with possible fee

payment instructions.

Tands (PF] | Tonsken (PO

Recent Projects &0 Feimh

Rexent Projects | AR Projects || Archived Projects

Shaw 11 = recordh

PROJECT DESCRIPTION
Contains. Contains.

TEST DECK

CREATE DATE

on

12/6/2019 45233 PR

1. Select the link in your email to enter the ePlan Login Screen.

2. If an amendment fee is required, the email notification will contain instructions for fee

payment.

Applicant Amendment Upload and Fees Task Assignment

Attention Ben:

Your plan review submission for Case: 317-2019-0 has been reviewed and corrections have been requested. You also need to pay the amendment
fees. You may review comection comments and requirementis by accessing the DPIE ePlan site

When corrected plans and/or documents are ready for re-submittal, follow the instructions provided below. (Folders, File Names, and Please Note)
Folders: All corrections must be uploaded into the same folders used in the onginal submittal.

File Names: All comections must be uploaded using the same file names used in the eriginal submittal (example: A111.dwf must be resubmitted as
A111.dwd).

Please Note: Your ePlan will not proceed further after you upload files unless you "Accept” and "Submit” the "Applicant Amendment Upload and
Fees" task. See Submit Task instructions in the ePlan Quick Start Guide located on the DPIE website: ePlan Quick Start Guide Once comections
have been uploaded for review, no additional submissions will be accepted unless requested by DPIE.

If the amendment fee is $0, then skip step to #8 below.
‘You may pay online or in person at the DPIE cashier

Te pay by credit card online:

. Click thefProject Accessfink below.

. Enter yotfFoeer Togm o

. Scroll to the bottom of the Projects screen. Your assigned tasks will appear in this section under the task column, (The task column will only appear once
you have been assigned].

. Click on Applicant Amendment Upload and Fees for your Project Name and accept the task. A new window with your task will open in your browser.
{¥ou will now have TWO windows open in your browser: a "Tack”™ window and a "Projects™ window. You will be required to continue working in both
browser windows. )

. Click on the Resources tab.

. Click on DPIE Online Payments. A new window will open in your browser. Enter the information to make the fee payment.

. Once you have paid the fee, locate your open Projects window in your browser, Go to number 8 below.
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To pay by cash or check in person:
1. Take your case number and payment to the DRIE office:
9400 Peppercorn Place Suite 100, Large, Maryland 20774

. Visit the Customer Service counter t ikaice. Proceed to the cashier to make the payment,

. Once you have paid the fee, click thy ink below.

. Enter your user login and password.

. Scroll to the bottom of the Projects screen. Your assigned task will appear in this section under the task column. {The task column will only appear once
yyou have been assigned a task).

. Click on Applicant Amendment Upload and Fees for your Project Name and accept the task. A new window with your task will open in your browser.
{You will now have TWO windows open in your browser: a "Task" window and a "Projects” window. You will be required to continue working in both
browser windows.)

. Locate your open Projects window In your browser and click on your Project Name. Go to number 8 below.

. Upload drawings and documents into the same folders used in the original submittal, using the same file names used in the original submittal.

. Locate your open Task window in your browser. Click "Save and Close” if you have not finished uploading and need to return to the task later. Only click
“Submit" if you are ready to submit. Once you click "Submit”, you will no longer have access to upload additional files unless requested by DPIE,

‘Your payment will now be confirmed for your ePlan review. Once payment confirmation is complete, your drawings and documents will proceed to
Distribution for review.

Case Number: 317-2018-0

Description: | TEST DECK

Case Type: | RUW

Task: Building - Applicant Amendment Upload and Fees

3. Once logged in, the pending task may be found in the “Active Task List” at the bottom of

the screen. Click on the task name to open the eForm.

Tashes (PD) Prajects

- ~
w Refresh g Save Settings

TASK PROJECT INSTAN... GROL?P ASSIGN... STATUS PRIORITY CREATED CASETY.. DESCRIP...

Contains... Contains... Contaims.. Contains.. Contains... Contains... Contains... . On.. Contains.. ¥ Contains...

317-2019:0
Bedna®c  Apglcant FustinGroup  Pending b Medium a0 W TEST DECK
452:48 PM

1- 7 of 1 records
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Applicant Amendment Upload Fees

The Applicant Amendment Upload Fee eForm provides a complete correction package from all
reviewing departments. The eForm provides multiple methods for the reviewers to communicate
with the applicant, such as “Checklist Items,” “Changemarks,” and “Status & Notes.” In addition,

some permits require Amendment Fees, so that section may also be on your eForm.

Amendment Fees

If you are required to pay an Amendment Fee, the fee amount will appear in the “Fee Information”
tab. Electronic payments can be made by clicking on the “Resources” tab. Payment is made in the

same manner that was outlined above in the Applicant Filing Fee section.

Description Status
vision 1 UNPAID AMENDMENT

After clicking on “Resources,” click “DPIE Online Payments” to pay the Amendment Fee.

Review Information Permit Information Contact Information Fee Information

DPIE Home Page

DPIE Permits Home Page

DPIE Online Permit Application Page
DPIE Online Payments I

DPIE Resources
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Checklist Items & Notes

Click on “View /Edit Checklist Items” to view and respond to checklist items. The process

is the same as outlined earlier in the Applicant Re-Upload task.

Reviewers might also enter comments in the “Reviewer Comments” section. This section is

for reviewing the comments by the reviewers.

The applicants can enter a response in the “Applicant Comments” section of the e-Form.

Task Instructions
After you have successfully uploaded all required plans and documents, please dick the (Resubma Compleiz) button.

Add Group Members

First Nama Last Nama Imwite fo Growp
é 7 ] Apphicant Ovwner-Principal v
Remeve Group Members

Remaove from Group User

Apghcant Cwnes-Pringpal | |Fietsha Raney (RLRaney@oo pg md us)

| VieweEdit Changemark ltams (D) lwwsawiwmcw I

Diceussion Comments

Aasd Cowmrsana

DI RCLRHON COMMENT FARTICFANT

0= Dol & mans

Project: 317-2019-0

Select destination folder for files:

Department Reviwwnd By Reviewer Camments Applicant Comments

Structural Supervisar bag Bﬁiﬂ%'lfm -

Sruoura bogoen Fma
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Changemarks

Changemarks provide a means for reviewers to communicate corrections that need to be made on
drawings. To open the drawing and see the changemark, click the “View/Edit Changemark Items.”

The changemark window will open as shown below in Step #3.

Task Instructions

After you have successfully uploaded all required plans and documents, please click the (Resubmit Complete) button.

Add Group Members

First Name Last Name

Remove Group Members

Remove from Group

|Applicant Owner-Principal v

I View/Edit Changemark Items (1) l | View/Edit Checklist Items (0) |

Discussion Comments

Workflow Review Changemark Viewer

™ Refresh g Save Settings  Review Cyche: Al | Group: | All Uj

REF# STATUS FILE IMAGE DEPARTMENT C UPDATED EY FILE MAME MARKLP NAME

Equals.. Contain... ¢ Containg., - Cortain.. Containg.. Containg..

UnResobved R Structural

€
1-1of 1reconds

“Save | [ Close || Vieww Full Bepert |

ePlan User Guide 39 Prince George’s County



1. Changemarks can also be opened from a file folder. To access the file folders, click on the
project name in the “Projects Portal” screen. Then click on the folder that contains the

drawings files.

An <'icon will indicate that at least one changemark exists for the file. Click the icon to
access the changemarks. If no red exclamation is present, then there are no changemarks on

that drawing.

0000-0000
Case Type:

Folder: 0000-0000\Drawings SAMPLE

View Folders O @I

3of 3fles Current Sort
H Ol @

ﬁ D Drawing1.pdf

11/28/2018 1:48:43 BHP278 KB
Test Jeag

I D Cniet

11/28/2018 1:48:45 PN, 392 KB
Test Team

2

I [ Doevinaset

11/28/2018 1:48:49 PM, 406 KB

Test Team
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2. After clicking the exclamation mark to open the Markups Screen, select the changemark
you want to review by placing a checkmark in the box. Then click “View.” The

changemark window will open.

Close Window

Markups attached to Drawing1.pdf

Delete View Markup Name Author Date
=3 | Changemark Name 7222016 15838 PM & &

| View | ‘Ciear.ﬂ.ll | | setect All for View |
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DPIE

DT o PTG
W] LD AT

3. Once the Changemark window opens, the markup can be seen on the drawing. Note: This

screen will not allow edits to your drawing. It is only for viewing.

3 4 6|7
[ 1 [

2
2\ http://eglansdev.princegeorgescountymd.gov/?FilelD=2528&MarkuplD=637 - Drawing1.pdf - Intern... EI

1| 41| (20 | i
4

o

Changemarks note #01

Jeff Lee 07/22/2016 01:52 PM
zample changemark comment

FROPOSED SECOND FLOOR FLAN- NEW ADDITION
BCALE: 1A= |08

Help button

Indicates that markups exist for this drawing
Select button for seeing changemark details

Changemark

Measuring Mode

Thumbnail view of changemarks

Move between next or previous changemark
Search for a changemark

Show all changemarks

Changemark name

Changemark comments

Rotate the drawing

Resets the zoom
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14) Zoom In/Out
15) Zoom window
16) Magnifying window

Measure Mode

The measure toolbar can be accessed from the Measure pulldown (button #5 on previous
page).
It provides various measuring tools for the drawing.
a. Available in the Measure pulldown menu is the Measurement Settings window. This
allows you to set the scale. After the scale is selected, the settings can be used as a

default for all sessions by clicking “Save as Default.”

g Review - Measur: ~

f_'? Drawing1.pdf V1

Measuring Systems
English
Display Results

Unit: Predsion:
in 0.01

Page Scale

Defaultis: Full Size (1:1)

Currentis: Full Size (1:1)
Set Scale

() custom: 1.0 in
() Predefined:  Full Size (1:1)

Save Default

Help

b. Once the scale has been set, click “Measure” to begin the measure mode.
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Select the measuring tool in the left margin.
Select “Snap” if you want the measuring points to snap to the nearest

placement.

ii. Click and release the left mouse button where you want to begin measuring.

An X will appear to mark the first point.

iv. Click the left mouse button to mark where you want to finish measuring. An

X will appear on the drawing to mark the end of the measuring distance.
Distance, angle, X:Y coordinate information will display in the measuring

information boxes.

kg
- T . o 17.02: 867 Snap

‘2 http://eplansdev.princegeorgescountymd.gov/?FilelD=258&ViewList=637&EditList= - Drawingl.pdf..| = |[ & | 2= |

Review -~ Measure -~

4

i ww  d we

FROPOSED SECOND FLOOR PLAN- NEW ADDITION

SCALE: | /8%=|'0r
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5. If the changemark comments require you to amend your drawing, the updated drawing must
have the same name as the original file.

a. Select “View/Edit Changemark Items.”

Task Instructions

After you have successfully uploaded all required plans and documents, please click the (Resubmit Complete) button.

Add Group Members

First Name Last Name

L 1 L 1

Remove Group Members

Remove from Group

|Applicant Owner-Principal v

View/Edit Changemark Ilen‘ts{1}| | View/Edit Checklist ltems (0) |

Discussion Comments

Add Comment

b. The name of the drawing with the changemark can be found in the “Markup Name”

column of the eForm.

STATUS FILE IMAGE DEPARTMENT UPDATED EY FILE NAME

Contains... Contsins... Contain.. Contains.

Save || Close || View Full Repart |
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c. In addition, use the “Applicant Response” section to write a response to the

changemark comments.

=  records

COORDINATOR COMMENTS APPLICAMT RESPONSE

Contains... Contains...

s el

/Y Note: Itis extremely important to use the same name and same folder. Failing to do
so will delay the processing of your permit. In addition, drawing files must be in

single sheet PDF format.
Review Cycle
While your drawings are being reviewed, there may be multiple times reviewers make

comments/changemarks, and you send a response. Each back and forth discussion is called a review

cycle. Applicants can respond directly in the “Applicant Comments” section of the eForm.

Department Reviewed By Status Reviewer Comments Applicant Comments

. Bosa Ugo .
Structural Supenisor bugo@copgmd.us Tasked to Revievier

Bosa Ugo
Structural bugodies pggmd "
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Complete the Task

1. Afterall checklist items and changemarks have been addressed, read the “Task Instructions”
section at the bottom of the eForm and click on the checkboxes.

2. Tocomplete the task, click “Upload Complete — Submit to DPIE” at the bottom of the
page.

Task Instructions

¥"Thave reviewed and addressed the Checklist Comments provided on the "Checklist Report” tab above. Please click on the tab and review each item. (Each comment will be indicated as "Met" or "Not Met".
If you would like to export the list of the comments to Excel, click on the "Excel" icon in the center of tab).

¥ | have addressed all of the items listed in the Changemarks section above that were identified during the Plan Review.

¥l 1 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. | am ready to
complete my assigned task.

I UEIuad Comelele - Submit to DPIE I Save and Close

Approval

When the reviews have been completed for the plans, there may be additional tasks that will require

your attention. If there are more steps for you to complete, you will receive an email notification.
New tasks will also appear in the “Active Task” section of your “Projects Portal” screen, so it is
important to periodically check that screen.

Please see below for examples of tasks that you might receive after your plans have been reviewed
by the various agencies. If no more tasks are required, your next email notification will instruct you

to print or download your approved plans and permits.
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Upload Final Documents

The “Upload Final Documents” task will require you to upload files, such as TPIP (Third Party

Inspections Program) documents or a WSSC (Washington Suburban Sanitary Commission) permit.

If you are assigned an “Upload Final Document” task, you will receive an email notification with
detailed instructions for completing the task. See a sample notification email below:

Attention Ben:
A WSS Building Cerificate Release is required for Case: 341-2013-0.

The WS5C Building Certification Release form werifies that adequate public water and/or sewer service is
available or authorized for 3 specific address/building permit project.

Your permit will not b2 issued until the WS5SC Building Certification Release is received. You are able to
upload the required WESC Building Cerification Releass at any time before the permit is Resdy for Approval.

Submittal instructions:

1. Contact WS5C Permits office with all questions regarding the WS5C Building Cerification Release
at {301) 208-4003 or visit WESC Water for more information.
Once you have obtained the WSSC Building Certification Release. you may download a copy using
the WSSC Permits on the Web at WSSC Water.
Click the Project Access link bebow.
Enter your user login and password.
Click on your Project Mame.
Click the W5 5C Permits subfolder {under the Permits parent folder).
Click the Upload Files button and upload the W35G Building Certification Release info the WS 5SC
Parmits subfolder.

{Mote: There 5 no system task associated with this particular notification. Therefore, ne WSSC task will
appear at the battom of the Projects screen.)

Your documents have now been submitted.

Case Mumber: |341-2013-0

Cescrption: TEST DECK

Case Type: R

Task: [Activity. Name]
Assigned by:  |[StarterLocalizedName]

Project Access

Gontact the Project Administrator if you have technical questions regarding the eplan system.

Flease do not reply to this email.
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The upload procedure is the same as discussed earlier in the “Uploading Files” section.

The bottom left section of the eForm is where you select the checkbox stating, “I have

uploaded requested documents.”

Once the upload is complete, see the bottom right section of the eForm. Place checkmarks
in the “I have uploaded...” boxes to confirm your upload.

After uploading the documents, click the “Complete” button to complete the task.

Note: The permitting process will NOT advance until the “Complete” button is clicked.

DISCUSSION COMMENT PARTICIPANT DATE/TIME

0 -0of0 records

M | have uploaded requested documents

[ Complete || Save for Later || Close
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Final Fee Payment

If a final fee is required to receive your permit, an email notification will be sent, and a

corresponding task will appear in the Active Task section of the Projects Portal screen. The process

for paying the fee is the same as outlined earlier in the “Applicant Filing Fee Payment” section.

Accept the task as previously instructed.
1. Click the tab titled “Resources.”

2. Click “DPIE Online Payments.”

3. Follow the instructions on how to pay the fees.

Review Information Permit Information Contact Information

DPIE Home Page
DPIE Permits Home Page
DPIE Online Permit Application Page

I DPIE Online Payments
DPIE Resources
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Submit Plans with Wet Seals and Signatures

If Wet Seals or Signatures are required, an email notification will be sent. This email will contain

detailed instructions. In order to avoid delays in the processing of your permit, the instructions must

be followed carefully. A sample email has been provided below:

e RINCE CHIRGES COUNTY MATLAD

DPIE mﬁmw& Seals Required

Attention Ben:

‘Wet Seals and Signatures are required for Case: 341-2019-0.

Please follow the instructi below to d load the plete set of "Signature Ready" stamped plans, print on 117 x 17" sized paper, apply original’wet design professional seals,
signatures and dates to all sheets, and return the full set to the DPIE permits office for review and receipt by the Plan Coordinator.

Fleaze allow 2 business day after your "Applicant Final Fee Payment” task for your "Signature Ready" stamped plans to be available for download in the Approved-Permit Set folder.
The "Applicant Final Fee Payment" task will disappear once you have successfully completed all of the instructions in the "Applicant Final Fee Payment” task email. If no Final Fee
Payment is required, please allow 2 business day after this email was created for your "Signature Ready" stamped plans to be available for download in the Approved-Permit Set
folder.

Instructions:

Click the Project Access link below.

Enter your user login and password.

Click on your Project Name.

Click on the Approved-Permit Set folder.

Select all of the files in the Approved-Permit Set folder and download. All files will have the DPIE "Signature Ready” stamp.

Print the files on 11"x17" sized paper only.

Apply original/wet design professional seals, signatures and dates to all of the "Signature Ready” stamped sheets.

Take the full "Signature Ready™ stamped set with original/wet design professional seals, signatures and dates on all sheets to the DPIE office:
9400 Peppercomn Place Suite 100
Largo, Maryland 20774

L e

The Plan Coordinator will now review the 1117" sized set of plans to confirm that all sheets are stamped "Signature Ready” and have original’wet design professional seals, signatures
and dates.

(Note:[‘l’he project will not move forward until the "Upload Final Documents” task has been completed.)
Your eFlan will proceed once the Plan Coordinator has confirmed receipt

(Case Number: 341-2019-0

Description:  |TEST DECK

Case Type: R

Assigned by: | [StarterLocalizedName]
Project Access

Contact the Project Adminisirator if you have technical questions regarding the ePlan system.

Please do not reply to this email.
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Approved Plans and Permit

Once your plans have been electronically stamped by the County and any applicable fees have been

paid, the ePlan process will conclude. You will then receive an email notification with instructions

for downloading your approved plans and permit. The email notification will direct you to the folder

that contains your stamped plans. Click on the drawing name (for example Drawingl.pdf) to open,
and the stamps will be visible in red ink.

A sample notification has been provided below:

e e, PANCE GEORGES COUNTY, MARTLAND
»  DEPARTMENT OF PERMITTING,
™ INSPECTIONS AND ENFORCEMENT
Approved Plans Ready for Download Notification
Attention Ben:
Congratulations, your approved plans are ready for download for Project 325-2015-0.

In order to download your approved plans, login to ProjectDox and download your plans from the Approved
Plans and Approved Supporting Docs folders.

Project: 325-2019-0
Task: Motify Permit Issue
Assigned by: | ePlan Admin

Project Access | Login to ProjectDox

If you do not have access to the specified folder, please contact the Project Administrator.

Please do not reply to this email.
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You may also C|i to download a drawing.

0000-0000

Case Type:
Folder: 0000-0000\Approved-Permit Set SAMPLE

View Folders O 1 @ im|

3013 fles Current Sort:
B (O0I0m® o

11,{23;'2018 3:57:52 PM, 489 KB

E . Erick Maravilla

E—
E— Dot

11/28/2018 3:57:53 PM, 483 KB

G . Erick Maravilla
- B O

e
[ Cevinszoct

11/28/2018 3:57:53 PM, 492 KB

- D Erick Maravilla
B o

After clicking on the drawing name, a window opens with the stamped drawing. An example is
shown below (the stamp is visible in red):

Prines Gaerga's County Maryland D CEr . DRI 1 L |
Departmant of Permitting, Inspactions & Erfol

APFROVED PLAN SET

PROPOSED SECOND FLOOF. PLAN- NEW ADDITION
SCALE: |080= |0
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http://eplansdev.princegeorgescountymd.gov/projectdox/DownloadFile.aspx?FileID=2583

Post Issuance Revision

If there are any changes to your plans after the permit has been issued, a Post Issuance Revision

will be necessary. To begin the post-issuance application process, you will need to send an attached

written narrative to the Permit Administrator at ePlan@co.pg.md.us which includes the following:

The attached written narrative should be on company letterhead with the case number.
A brief reason for the revision.
A list of the file names being revised or added.

The difference in the estimated construction costs.
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Project Reports

To access project reports, click on the “Project Reports” tab and click on the *® icon to open
each of the listed reports.

-, AOHERE OATLINTAD
# DEPARTMENT OF PERMITTING
53963-2019-0 All Tasks  Create Project  All Reports Profile  Logout (%)
Case Type: PCGL Project Reports | Project Tasks @4 Cades Edit
cut | Colage] 4 Test Case - PF.
= 53963-2018-0
View | Report Name Report Type  Report Description
Current Project - All Emails Sent Detailed Report Project All Emails Sent Detailed Report
Current Project - All Emails Sent Summary Report Project All Emails Sent Summary Repart
Current Project - All Files Report Project All Uploaded Files Report
Current Project - All Group Usess Project All Project Group Users
3 Curment Project - All Uploaded Files with Sheet Sizes Project All Uploaded Files with Sheet Sizes
Curment Project - Files Viewed By Date Project Files Viewed By Date
a4 Cument Project - Folders Entered By Date Project Folders Entered By Date:
Current Praject - Project Markups Listing Project All File Markups Listing
3 Current Project - Unpubiished Files Project Unpublished Files
Current Project - Users Entered By Date Project Users Entered By Date
Current Project - All Events Report Project Logged Events For a Project By Date
Current Project - All Project Users Project Al Project Users
Current Project - Discussion Board Report Expanded Project Discussion Board Report
Current Project - Discussion Board Report Project Discussion Board Report
Projectfiow - Changemarks Workflow The Changemarks Report displays all changemarks for a workflow.
ProjectFlow - Checklist ltems with Milestones Workfiow The Checklist Report displays all checklist items for 3 workflow,
ProjectFlow - Checklist ltems Workflow The Checkiist Report drsplays all checklist items for a workflow.
ProjectFlow - Discussion Board Plan Review Report Waorkfiow Discussion Board Plan Review Report
ProjectFiow - Paraliel Review - Department Review Status Workflow Displays the status of all reviews for each of the sub-workflows in a parallel review.
£ ProjectFlow - Parallel Review - Workflow Routing Slip Waorkflow Displays the sequential route of ail tasks for each of the sub-workflows in the parallel 1

" L1 |

To view a project’s department review status, click on the * icon next to “ProjectFlow — Parallel
Review — Department Review Status Report” to view the status of the project along with the
reviewer’s name and email address.

M € 1w > Pl D @ ww
Project
Parallel Review - Department Review Status Report
Project Name: 53063-2019-0
Workflow Started: 0172472020 7:58 AM
Report Generated: 012472020 0822 AM
Grouping [ Cyete | Daparmant Reviewsr ] Reviewar Commants Applicant Commants | Date Assigned | Dote Compisted |

I::f“:'m° B9 01242020 821 AM |

| ElBuilding Sub- a1 i
Workflow 01242020 821
AM

012472020 822 AM

ePlan User Guide 55 Prince George’s County



Frequently Asked Questions

Question: Should plans be uploaded in sets or single sheets? Why?

Answer: A single sheet drawing file is defined as a file that contains one page. Drawings or

plans MUST be uploaded in single sheets for the following reasons:

Multipage drawing files have longer upload times.

Every time a multipage drawing file is opened, it is transferred in total (full size) for view.
On the other hand, if the applicant uploads single sheet drawing files, viewing only requires
opening the specific single page file, with far less strain on network resources.

The Overlay Compare feature in ePlan will not function properly with multipage drawing
files. For example, if an examiner wants to overlay the mechanical drawing on top of the
structural plan, it cannot be done within a multipage file.

If a revised multipage drawing file is uploaded, the system will version the file to distinguish
it from the previous submission. Then, plan examiners must open both the old and new
versions with Overlay Compare, find the markups that were created, and navigate between
all the pages in both versions to see what has changed. Instead, if the applicant uploads
single sheet files, examiners can immediately see which files have been versioned without

having to sort through a multipage file.

Question: Do documents have to be in single sheet format?

Answer: Only drawings and plans have to be uploaded in single sheet file format. Document

files can have multiple pages.

Question: What format is accepted for drawing files?
Answer: All drawing files MUST be in PDF format.

Question: How do I get a login?

Answer: A login can be obtained by going to the following website:

http://dpiepermits.princegeorgescountymd.gov/Customers/Login.aspX. Then select “New

Customer Sign-Up” and fill out the registration form.
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Question: I did not receive a password, what do | do?

Answer: If you registered for a new password, you should have received an email. Please
check your spam folder for email notifications from “ePlan_noreply@co.pg.md.us.” This email
address should be marked as “not spam.” If the email cannot be found, contact the Project

Administrator at ePlan@co.pg.md.us.

Question: How do I know I have a pending task?

Answer: At the top left of the Home screen, are Tasks (PD) and Tasks (PF) tabs. All pending
tasks will be displayed in that section. In addition, you will receive email notifications for pending
tasks.

Question: I have completed my task but it is not moving. Why?

Answer: After your task is completed, your submission must be screened for completeness
and then reviewed. Please check the workflow . designer to see exactly where your
project is. If corrections are requested, you will receive an email notification. Otherwise, please

wait patiently during the review process.
Question: I have uploaded my drawings, but the task is still pending. Why?
Answer: Uploading drawings does not complete the pending task. The task must be accepted

and “Upload Complete — Submit to DPIE” or “Complete” must be clicked to complete a task.

Question: I installed the system components. Why can’t | view my drawings?

Answer: If you cannot view your uploaded drawings, make sure your computer is configured

per the System Requirements. If you are still unable to view drawings after properly configuring
your system, contact the Project Administrator at ePlan@co.pg.md.us.

Question: Are multiple login ID’s permitted for a case/project?
Answer: No, multiple login ID’s are not permitted for a case/project because ePlan assigns
each case to a single applicant User Name.
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Question: How long will the ePlan process take?
Answer: The duration of the online permitting process varies depending on the number of
reviewers that have to examine your submission. Please be patient as the County works diligently

to process all cases.

Question: How do I delete a file?
Answer: Applicants can only delete files while working in the “Applicant Upload” task.
Applicants will NOT have the ability to delete files after the “Applicant Upload” task is complete.

If an incorrect file was uploaded, contact the Project Administrator at ePlan@co.pg.md.us.

Question: How do I upload the revised drawings to address comments and changemarks?
Answer: When revised drawings are necessary to address comments and changemarks, the
upload process is the same as the initial Applicant Upload step. However, the revised drawings must
use the same file name and be uploaded to the same folder as the original document.

Question: Does ePlan accept ZIP files?

Answer: Yes, files can be consolidated into a ZIP file to reduce upload time. When the ZIP

file is uploaded, ePlan will unzip the file and place each individual file into the folder. However, as

previously stated, drawing files MUST be single sheet PDF.
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Glossary

Tasks (PD) & Tasks (PF) Tabs — Located at the top right of the Home screen. These tabs will
contain a list of all open tasks assigned to you.

Changemark — A note made on a drawing with comments or corrections.

Checklist Item — A method used by reviewers to communicate comments to the applicant.
eForm — The task window that opens after clicking on a task name.

ePermit — The system that is used to apply for permits online.

ePlan — ePlan is part of a strategy to streamline the government’s permitting process and support
green initiatives. It utilizes a software solution called ProjectDox that allows documents and
drawings to be submitted electronically, replacing the traditional paper-based plan review method.
Info Page — Project numbers are listed in the Projects Portal screen. If you click on a project
number, that project’s Info Page will display. This page contains a list of helpful information, such

as the location and owner’s email.

Markup — A markup is another term for changemark.

ProjectDox — A software solution that allows documents and drawings to be submitted and

reviewed electronically, replacing the traditional paper-based method. Abbreviations are
ProjectDox (PD); and ProjectFlow (PF), an updated version of ProjectDox, which includes system

enhancements.

Workflow — A sequence of steps through which the permitting process passes from start to finish.
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Additional Tools and Tips

Navigation Shortcuts

Keyboard Combination

Action

Ctrl + plus (+) or Ctrl + minus (-)
Ctrl + scroll wheel

Alt + Left arrow

Alt + Right arrow

Alt + Tab

F5

Zoom in or zoom out
Zoom in or out

Back

Forward

Task Switcher

Refresh active window

Column Filter

Click on the filter icon and select the criterion from the dropdown.

Tasks [FF) Projects

Save Sefting

1-dotd meods
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Column Reorder

Click and drag header to move column.

AN Tades | Croate Project | AN Reporis

AESIGHMENT TVPE
Containz.

FirstinGreup

FreiinGroup L Medum

KMo< i der > B O @

Project
Parallel Review - Department Review Status Report

Project Name: 53963-2019-0
Workflow Started: 01/2412020 7-58 AM

Report Generated: 01/24/2020 0822 AM

Status Reviewer Comments Applicant Comments Date Assigned | Date Completed |
242020 819 017242020 821 AM

Grouping Cycle Department Reviewer

Buiing Sub Structural Supervisor Tasked to Reviewer
| EBuilding Sub- at | :
guz-vzozo 821 01242000 822 AM

Workflow | Structural Approved Plans comply with the building code.
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Column Control

Click on the gear icon to access Column Control. Users will be able to select the

following features: "Hide Filter,” "Hide,” "Column Chooser,” and "Move To.”

PRIORITY : qﬂ""‘ STATUS
Y D =T §

Hide Filter Hide Column Move To

-

Thank you for choosing ePlan.
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