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Trouble Shooting

+ Download ProjectDox components

* 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.
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Quick Reference for Plan Files

Plan drawings must be signed, digitally or a scanned signature,
prior to uploading.

Drdwin?s must be loaded as single page files with the same
orientation (portrait or landscape) as it would be used on a
hardcopy plan.

Name the drawing files need to include an abbreviated
reference to the drawing type (structural, electrical, plumbing) fo
assist with faster review and improved communication.

Re-submission of]PIc:n drawings MUST use the same name, the
same scale and the same orientation (portrait or landscape) as
the originalfiles.
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What is ePlan Review

ePlan Review is a workflow
management system designed to
provide a very efficient plan checking
process while saving applicants
significant fime and money associated
with the traditional paper submission
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 to start a permit or project. Click the [CISEaEEE
button to access the application page.

Visitors  Media

Haome Online Services. Residents Ausiness

T S W VW) _pm . W

Government

COD Home
ePlanReview
City Plannang

~ Community Development Department
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The ePlan Review application link is on the CDD, Building & Safety and Planning
websites. ePlan Review can be initialized online by any applicant. It can also be
added to a current paper permit or project upon request. Call Building & Safety or
Planning to request the process and provide them with an email address.



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.
P e —— T oo " w— N -l [ x* 3 -

Community Development Department

T Online Plan Submittal and Plan Check

ePLan Review Traiming availatsie!

To learn how to use ePlan Review and wave consderable bme and money, stend our
FREE training.

Plan Review training i September 20, 2013 from 9:00 to 10:00 a.m. - here at
Biverside City Hall - City Councl Charmbers

it & Urban Design -

Please view this flver for mare nformation and then register here, o by callng 951
B26- 5495,

ty of Frvesssde has laurched ePlan Review

esses and residents to have plan approved n
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The application page provides a brief description of the ePlan Review process. Scroll
to the bottom of this page to view the application options.



Application Options

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 s now available for both buillding plan checks and planning cases. The links to

both applications are provided below:

Plans submitted to the Building &
Safety Division (951) 926-5697

o

Building Plan Check Application For Blueprints/Drawings

Plans submitted to the Planning | . .4 llcation Fonn
Division (951) 826-5371

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

Access to ePlan Review aftera
permit or project number has > Upload my Plans Electronically Now
been assigned

RiversideCa.gov

There are two application types. If you are unsure which type is appropriate for your
project, please call our main line at 826-5371. A third access button has been
included for applicants that have completed the application and received an
invitation to their project.



Submitting to Building & Safety

O ————— P = 8 C X |R]rversae, cantorna.. =

Building & Safety

The application for
Building & Safety is being
used for this
demonstration. The
same procedures apply
for the Planning
application. The i ¥ Plan Check Application Form
information fields are
very similar to the
information requested
by Building & Safety’s Permit Activity Reports
front counter: location, Perrr
applicant info, owner
info and project
description

Building Home
Building & Safety Newsletrer

FAQs & Tips

Location

Project Address
(or APN)

Feadback

Other Links

Contact Us wiam
Complete the €OD Home Applicant Name
application form for the
Permit/Project. e
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The application for Building & Safety is being used for this demonstration. The same
procedures apply for the Planning application. The information fields are very similar
to the information requested by Building & Safety’s front counter: location, applicant
info, owner info and project description



Building & Safety Application Cont.

An email is required
for all ePlan
Reviews. This
account will be used
to communicate the
status of the project
and to request
information.

Applicant

If the owner is not e e

the same as the s PR
applicant, the Cel hone

owner’s email can

also be added to the ¥

application to have s
equal access to the I e
permit or project. il =3
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An email is required for all ePlan Reviews. This account will be used to communicate
the status of the project and to request information.

If the owner is not the same as the applicant, the owner’s email can also be added to
the application to have equal access to the permit or project.



After Submitting the Application

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

RiversideCa.gov

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



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 nbox  x & |

norenlv@riversid aov 12:35 PM (9 minutes ago) - -
py@ g { g2}

tome -

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.

RiversideCa.gov

You will receive a confirmation email to the address(es) 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.

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.
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What Happens Next

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

+ Staff will contact you if they require additional information to
approve the start of the permit/project.

* Any locations outside of the City boundaries will be rejected.
* If the information is sufficient to start the permit/project, staff

will assign a permit/case number and send an invitation to start
the ePlan Review process.

RiversideCa.gov

The application will be reviewed by technical, counter staff by either the Building &
Safety Division or the Planning Division depending on the application submitted. Staff
will carefully review the application to determine the services needed for the project
and assign a permit or project case number.

12



ePlan Review Invitation email

= . - Permit Plan Check Invitation
All new permits and projectsin _—
ePlan Review will start with an
email invitation into the Hollo TEST COMPANY NAME:
software.
Welcoms to the slectronsc plan check system This project imitatson has been sent 1o you in responss 1o your permt request A
propect has been created 10 allow you 1o slectroncally upload yout CAD drawings & ofhver supporting documentation for plan check

Auser account will be rewew. To access your new project, follw this instructions, below
established for each email 1, Chck the Project Access bink baow

2 Em User Logen and Temporary Par d
address. 3. Chck o the Project ik on the My Projects” page

4 Chek on ths Trmanos” fnldar for plans snd Tharsmantatunn” fnldar for sisneertng docismant stan

5 Chck the "Upload Files” button and follow the mstruchons to upload your CAD drawings.
For first time users, the 6 Your rawings have now been submitted for plan check rmiew
invitation will include a CAD Drawing Hes suppoted are: DWG, DG, DWF, DIF, POF, TIFF, PLT
temporary password and a link User Logn | ePtanBeview T engamait.com Temporary Password
to the ePlan Review software. Tempocary Password | Becase <}

Permit number
If your company has multiple ER St e
lie M t Plan Check Coordinator Building & Salety Division

users, contact Carlie Myers to e — =

add multiple accounts.

Link to ePlan Review

Project Permit Access Link <
Existing ePlan Review users
will receive invitations to new et P N Commnhnt o S siore fmb g e Fafu el Foiac s mcesip o i amal
projects but will not receive a
temporary password.

RiversideCa.gov

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.
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First Time Users

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

Turn off Pop-Up blocker

Install the ProjectDox
Components

Internet Explorer 10 will
need to run in Compatibility d
Mode g
CITY OF

RIVERSIDE

The following screens are representative
of the installation process, your
experience may vary depending on your
browser and computer settings.

RiversideCa.gov

ePlan Review needs to add a few components to your computer to operate
effectively. Pop-Up blockers will need to be turned off as the software operates in
multiple views.

Download the components by clicking the Install ProjectDox Components link.

The following screens are representative of the installation process, your experience
may vary depending on your browser and computer settings.
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Select Run

Downloading Components

RiversideCa.gov
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Downloading Components Cont.

‘Well to the ProjectDox Comp ts 7.7-8.1 Select Installation Folder
v12_31 Setup Wizard " i

ProgectDon Components 7.7-81 v12_31 well be inetalled on yous computer The installer wall inatal ProjeciDion Componsnts 7 781 v12_T1 1o the lolovng lokde:
T inatal in s fokder. chok "Wani™ To inatall 1o & diferert fokder, orber i below of chck “Browse

Eolder
[€\Progiam Fies\Avoive Sowase’ | Blowe.
Disk Cost..
WARNING: This st Proyect Dex Componants 778 1v12_31 for yoursel, or for anyore who uses tha computer
It dupde.shon or desirbubion of B program, o any portion of I may resull in sevese crd
of crmanal perahes. and vl be th e urider the L
Everpone
@ Just pe

[ Coes ] @l [Ceomd ][ cme [ ez ]

RiversideCa.gov
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Downloading Components Cont.

i 'q oyectDon Components 1.7-81 v12 31 == s : . | 1'.'-‘ apectDion Components 7.7-11 v12 31 T et ' |
Confirm Installation & Installation Complete %
T - - a2 n mTarvven

RiversideCa.gov
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Add to the Desktop

To add the software
icon to your desktop

RiversideCa.gov

Click this option to add ePlan Review as a desktop link
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Add to Favorites List

B b e e e
o Vit Lo g ] Wb o P s s ] g B Pt s 146 @ S0 @ e ey b

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

RiversideCa.gov

Click this option to add ePlan Review to your internet favorites list
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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.

Same email as used

for the application ‘[ 1}
CITY OF

Password e R VERSIDE

Project

RiversideCa.gov

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.
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Setting up a User Account

Provide a new password and

establish the secur{ty quegtign Samngs for TEST COMPANY MAME (Pt eaenT sstghomas com)

and answer. If your account [ —

locks out, call 826-5371to e 1o ey e gt s owed o S Sarman 448wt 3 o ¢ e 50
request assistance. Four paasareed F rou v Soeget whal L

Al 0 e CRLANGAS POUN DASTWONT pOu Wl D LIRS 10 g maen Progects View

Change temporary
password & set
security question
and answer

FiestName * | TEST

Account details ————

= e r———r—T ]
Tost Appacant

#Pian Raiew Tast Company

was 1 | st Asdress

iy | Rerside

ce | CA[=] PostalCose 02627

RiversideCa.gov

Provide a new password and establish the security question and answer. The security
guestion is not a drop down menu, it is a text field. The security answer must be

typed exactly as listed in the box for password recovery. If your account locks you
out, call 826-5371 to request assistance.

Complete the company contact information. The more information provided, the
better service we will be able to provide.
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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 Accessto log into the project noted in the email. If desired, click Login to ProjectDox to
access your account. All projectsyou have started or have been invited to will be in your account.

Sample email:

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
Descniption: | Test Application - Build offfice spaces on the ro
Task ApplicantUpload
Assigned by | ,Culh.ﬂxg__’ll
(" Project Accoss |'Y.ogin to ProjectDox
\___/

RiversideCa.gov

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.
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Adding Files Cont.

Click the project to open the folders.

Sample dashboard in ePlan Review:

=l
¥ preectin] out o 1 v 1157 COMPANY WAL (e Nasbironre Tiggma o) P — vess e 1o sourcs: [

Progect ptom. [a— Ower st
08 THHT AgpeaBen Bl oen S LT TS Batang  Sawy Dnege S
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Click the project to open the folders.
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Adding Files Cont.

Select the appropriate file folder for each document type.

132618 etk oty Pt | vt 5 ) ¢ |Looet]
N Costact: i et ioports| g Tewka A vrktow | ()| Fioten| (it
Lt et Lt | W Tost ippbcaton - Busd oikce sgacrs on e o
S Pramciiis  Repons

Progect Rame: 129

Descrpton: Toat dgphcaton - Guss oilce 40308 o0 e 1o

Progect Image: B PGe ety

Locatos:

Contact

Contact's Emak

Prose:

Colt Phoner

Pager

Progect Owner. et dng b Latvh [neyen

Owner's fmat e i

Satex Sutraled

D Diatar:

Project Stated  Sewrt TO00T) 2ANOMPY | £ 129001 1210 P
Pant Throwgs: o, W, e, S, matal o, g

ncomng fex: fex | Bk Ogftoedli Youtoonamlonan (oo
Veruoang: Enacied tor Ty propect
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Select the appropriate file folder for each document type.

24



Adding Files Cont.
reieies

13-2618
iain Contact: _
Folder: 13 2610 awngs Test Appicaton - Buld ofice spaces on Tie 1o
Projectinfo  Reports

o Shes curtently sxist in Drawangs. Project Name: 12e18

To upioad Bles wio s folder Description: Test Applicaon - Build oflice spaces on e 1o

(1) Chcx e Ugdoad buion Balow Progect image: o image eusts

(Z) Foliow Tie instrucions. in M pop-ug window

Lecatca:
Larpe Shes may take 3 few minces fo be. Comlact:
processed Click e Relresh bulion ai e fop of the Contacr's Emait

page 1o refreah yox ——
Pager:

- Propect Dwner: Budang & Salets Drasen

Cramer's Emaic DucnoSeraideca oy

Progect Aamins: Sabety
Stats: Submiied

Oue Date:

Project StartEnd:  Start TE02013 124304 PU | End: 1292014 124201 PU

Pass Thiough: o i him. himi_instal conlg. mod

incoming fles: Fac | Emekt 10FromcDo YoutompamCaman om

RiversideCa.gov

Click Upload Files
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Adding Files Cont.

“ Drag into the box or

Browse your
computer to select

RiversideCa.gov

Files can be uploaded by either dragging them from your desktop into the Selected

Files box or by browsing for files on your computer.
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Adding Files Cont.

The files to be

P loaded Wl b e

in the Selected Files —
box. When ready, click —
Upload.

Total % 557.41 KB

Cance: Upload Add move fues

RiversideCa.gov

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



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:

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 132618
Descnption: | Test Application - Build offfice spaces on the ro
Task ApplicantUpload
Assigned by | Carlie Myers.

Project Access | Login to ProjectDox

RiversideCa.gov

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
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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.

132618 e ek | formantsp  Progests | Protss |
Mo Comtact iy Pt gt | 3 Taskn & vkt | ) e
Folder: 1320100 aema) © Fiee . 3 Mewi Test Apphcabion - Bubd oBice 3paces on T 13
Wiew Pokbers | U fies | O %@ Prowcel Rwen
Compet Bt - et (=] Prosct Mame: 1230
®E 3 e Descrpscn: Test Agphcation - Busd sice SpaCHs on B 10
o = 1 -]
Propectimage bz image suats
— Nl e
e DARI T P T Locaton:
TERT CoMPAMT AL Contact:
A Coniscts [mat:
Piome
— Peires [ L
TR0 11340 P TTHNR Pager:
hespbpnalazes Prose<t Owmer Inatcdera & Satets Ceaysiey
fod Owner's Emat DGR Edet A 00y
$ater Submled
Due Dabe:
PromciSntes Sart TOS0011 124104 PY | Dad: 199001 124301 PW
Pans Through e, Wy, P, e it condy, T
ncomeng Fibes fax 1 EmeR 409 oo ¥ purComeansOoman com
Vermonmg Enabied for fun progc]
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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.
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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
I have done, but | am going to come back later to add more”. Until Upload Completeis selected, the
project status will remain with the applicant.

mePlonReview

Review Information : Permit Information | Global e Compare Checkist Report (0)

Building Technidan Carbe Myers ( cmyers@riversideca.gov )
Review Cycle 1
Workflow/Activity Name Start_Building_Plan_Review / ApplicantUpload

0 Activity Instructions

Current User Logon TEST COMPANY NAME ( ePlanReviewTest@gmail.com)

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

ﬂvmml

—

RiversideCa.gov

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.
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Plan Review Pre-Screening

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

i LA e | Ly W L L L | 4 ===

documentation (plan drawings, calculations, etc.) and advise
the applicant of fees due.

Pre-Screening will check for receipt of all needed

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

RiversideCa.gov

Staff will review the documents, determine if additional documents are needed and
advise of the amount due for the permit or project. Staff will use ePlan Review to
advise the applicant (and owner if email included in the application) of the list of
required information and advise regarding the amount due. An electronic payment
option is not yet available, we are working on providing a solution for accepting credit
cards and e-checks.
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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

o tha anelicamt wia acaail
Lw unic CI'JIJII&CIIIL via <iiiail.

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.

RiversideCa.gov

The paper plan review process will be routed to each department via ePlan Review.
All plan check will be done at the same time and allow the different departments
view only access to the conditions or corrections of each other. Upon final plan check
from all required departments, the list of corrections/conditions/markups will be
emailed to the applicant. The applicant will then be able to log into ePlan Review to
see the requested corrections and make those changes to the plans. Resubmission of
the files requires using the exact file name as originally uploaded to the project. This
feature provides all of the plan reviewers an immediate versioning and thus expedites
the plan review process.
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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.

Review Correction Request Task Assignment

Atention TEST:

Your plan review submission for Project: 13.2618 has been reviewed and cofrections have been requested. You may riview coffection commants and
requirements by accessing the ProjectDox site

When corrected plans and/or documents are ready for re-submittal, please Login 1o ProjectDox and follow the instructions provded for re-submuttal
Please be adused when re-submitting plans and/or documents:
« All comections must be uploaded using the same file names as the onginal submittal

« Once comections have been uploaded for revew, no additional subrmessions will be accepled unless requested
» Please make comections within 180 days of this notice to prevent your application from expinng

Project 13.2618
Description. | Test Application - Build offfice spaces on the ro
Tgshe— | ApptieaqiResubmit

Project Access | Login lo ProjectDox

RiversideCa.gov

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

Tasks and Workflow will start the process

132618
‘Mam (et
[ e Tot Apghcaton - Buld oficn 153001 on The 1.
o aind Y Pecils  Repers
i
A —— Prngect Name: 1
T —r— v e e
Prosect image: i age vt
Lo st
Comtact
Comtacts (mas
Phose:
Cot Phons:
Pagar:

Bripect Cwne: i b Daets e

Sy Formusd Fegues

D Diate:

Progect Stariing Shart TRGONI 124104 PU | Dk 129000 12401 PU
Pans Thevaghc O w4 P SR oy e

oy s L
sty st e Pe greject

RiversideCa.gov

Tasks and Workflow will start the process
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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.

I I )
P s | ) Eani it | (e S| (et

Tom
=

1
i
I
I
4
I
]

The page at hitps//riversideca.gov says:
Do you want to accept this task?

) =
‘h..___'/

RiversideCa.gov

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.



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.

T - - | oo oo | v | oo
|

Busding Technician
Review Cyde
Workflow/Activity Name
© Activity Instructions

Carbe Myers ( cmyers@riversideca.gov )

1

Start_Building_Plan_Rewview / ApplcantResubmit

Please review all sections of the &Form and drawang markups and resubmit the required
IFOITALON PIIoT (0 COMPIUDN OF TSk,

Current User Logon TEST COMPANY NAME ( ePanReviewTest@gmal.com)

Here 1o Load Changemanks

g e
[o i. 1 Pty (Mo B ey ADA ey it vy fastage

Save Changesmuss Updstes

RiversideCa.gov

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.



Project Status when Pending
Corrections

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

13-2618

] [Fori o (Dupiins] [Pndie] 3 09 1
o Comtact: R feetBuerte| (g Toke 8 Wiriior] Y] |Tivies;
e 11 248E e T Tastipphruton | Buta e spaces 2n e

" | o
miutiors] (| Sotwmt fien ]| Atsched s . Conatet On Updsted On Upetated iy
Cumestfan. - Gedec) =l e Actapted TERO01) VAR 1) PU TR AT PN L ra L
BE | =
- ey
TERIE b e TR
TEST COMPANT Nkl

Paget
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The status of the workflow will change back to the applicant to re-submit files.
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Uploading Corrected Files

The process to upload file is
exactly the same as the

original file upload. Revised
files MUST use the same file

. . . anl.dw 787168 X
name, orientation (portrait P ’
or landscape) and scaling
for re-submission.
Total 0% are.71 KB

Cancen Upioad Add mote hies

RiversideCa.gov

The process to upload file is exactly the same as the original file upload. Revised files
MUST use the same file name for re-submission.

38



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.

Your fikes have been uploaded.

1. plant.dwg

Files nightighted in biue are
jey will be versioned if the Me content has been changed in any w:

RiversideCa.gov

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.
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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
132618
haen Contact
Fokder: 1324 1800w Tost Aepicaion ~
-
s futdorn | Sy | v oo [rasa Attsched To Statun Crested On Uptated On. Upated By
SRR - Soect =] sopicanBissust Asslicant Accested 9GO 14X11 P 1292011 15230 P

sPlarRrdrnTeatgomad o
| e
W et e
l co=ornemme
A TEST Coumasr s
aaa

Y 1
IR T T
TEST CouPasY nasi

“o4a

RiversideCa.gov

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



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.

@ ePlanReview

SRR . crr | ot e o | e | et ez 0 | oo o |

Building Technician Carbe Myers ( cmyers@riversideca.gov )
Review Cyde 1
‘Workflow/Activity Name Start_Building_Plan_Review / ApplicantResubmit

Please review all sections of the eForm and drawing markups and resubmit the required

O Activity Instructions
information prior to completion of task.

Current User Logon TEST COMPANY NAME ( ePMlanReviewTest@gmail.com)

RiversideCa.gov

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.
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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.

T ODEPARTMENT REVIEW - Review Cycle I8

DEPARTMENT REVIEWED BY

STATUS & NOTES

BLALDSMG WOM STRUCT CARLIE MYERS C——

conm CMTERSQAIVERSIDECA GOV

feipwed 3nd 30aressed the Checiist Commants prowded on e "Checklist 135 above. Please cick on M 15 3nd rvdew e3ch dem E3ch commuent will e
dieated as "Met™ or “Not Met™ ¥ you would lie 1o sxport a kst of the comments io Excel, click on the “Export fo Excel” link in the upper right hand coemer of the popup

RiversideCa.gov

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. The Save and Close button is the same as “I’'m saving the
current process, | am closing the application, | will be back later to click Complete”.

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.
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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.

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 1
2. plani.dwg

RiversideCa.gov

An email will be sent to the applicant(s) in the case advising 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.
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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.

RiversideCa.gov
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City Contact Info

Contact for questions:

— Building & Safety Division: Building Permit Technican
Sharon Alvarez at sjalvarez(@RiversideCa.gov or (951)
826-5697

— Planning Division: Senior Planner Travis Randel at
trandel@RiversideCa.gov or (951) 826-5371

— Software concerns, password reset, additional user

accounts, file concenrs: Sr. Administrative Analyst Carlie
Myers at cmyers@RiversideCa.gov or (951) 826-5495

RiversideCa.gov
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