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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. It 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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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 is required 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

Zoom [(100%)
Safety

Add site to Apps

View downloads Ctrl+)J
Manage add-ons

F12 Developer Toeols

Go to pinned sites

Compatibility Viegl settings

Internet options|

About Internet Explorer

* Select the Privacy tab and in the Pop-up Blocker section, click the Settings button.

ePlan User Guide 5 Prince George’s County
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Internet Options rd *

General Securit\-'Cantent Connections Programs = Advanced

LN

Settings
e
Location

ser allow w ty =
Never allow websites to request your e Site=
physical location

Pop-up Blocker

Turn on Pop-up Blocker

InPrivate
[ bisable toolbars and extensions when InPrivate Browsing starts

Type the ePlan URL (https://ePlans.princegeorgescountymd.gov/ProjectDox/index.aspx) in
the field within the “Exceptions” area, then click Add.

Exceptions

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

I:‘lttps /seplans princegeorgescountymd .gowv./Project Dcxflndex.zl | add

Allowed sites:

* Close the window; then click OK in the “Internet Options” window.
3. Adding ePlan as a Trusted Site

¢ Select the Tools icon in the top right corner of the browser O Choose Internet Options from
the dropdown.

Print

File

Zoom (100%)
Safety

Add site to Apps

View downloads Ctrl+J
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility Viewfettings

Report website i

Internet options
About Internet Explorer

ePlan User Guide 6 Prince George’s County
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In the “Security tab”, click Trusted Sites to highlight; then click the Sites button.

Internet Options ? X
areral Sy vy | coment et g | e

Select a zone to view or change security settings.

Internet  Local intranet] Restricted
sites

Trusted sites “"--} - - =
/7 This zone contains websites that you I e
W trustnot to damage your computer or

your files.
You have websites in this zone.

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

Medium
- Prompts before downloading potentially unsafe

fi=] content

- Unsigned ActiveX controls wil not be downloaded

[[]Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

@ Some settings are managed by your system administrator.

Enter the ePlan URL (https://ePlans.princegeorgescountymd.gov/ProjectDox/index.aspx);
then click Add.

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

I 'incegeorgescount}rmd.govIProjectDoxfindex.aspﬂ, I

¢ Close the window; then select OK in the “Internet Options” window.
4. Compatibility View Settings
* Select the Tools icon in the top right corner of the browser. O Click on Compatibility View
settings.

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 settings

Report website problems
Internet options

About Internet Explorer

'Compatibility Mode' must be off

ePlan User Guide 7 Prince George’s County
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Uncheck Display intranet sites in Compatibility View option
Do not add any URL to the Compatibility View box

Returning Users must remove the previous ePlan Project Dox link from the Compatibility
Window and must clear their browser cache.

l/_\/ﬂ Change Compatbility View Settings

Add this website:

Websites you've added to Compatibility View:

[ pisplay intranet sites in Compatibility View
[ use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Close

Close the window.

5. Installing Silverlight

¢ Go to https://www.microsoft.com/getsilverlight/Get-Started/Install/Default
¢ Click the Download Now button.

All Microsoft Sites

. 4 Silverlight home page

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

Get Microsoft Silverlight

¢ SiVerlight

You are running on a browser that may not be fully compatible with
Microsoft Silverlight. You can still try to install by clicking below or you
can refer to the System Requirements for more information.

Direct Download Links

D Install for Windows
I Install for Macintosh

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

ePlan User Guide 8 Prince George’s County
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Select Install Now.

Install Silverlight

By dicking Install now you accept the Silverlight license

) - agreement.
jew the Silverlight License Agreement

Microsoft® Silverlight updates automatically.

Si |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

Install now

6. Installing System Components

EPlan requires the installation of Active X controls to be able to perform certain actions.
The link for installing Active X controls is available from the ePlan Login Screen. Click to
install the ProjectDox components.

Welcome to our website. If you continue to browse and use this website you are
agreeing to comply with and be bound by the following terms and conditions of use,
which together with our privacy policy govern...

ePlan will be down Friday, December 6th starting at 5pm until Monday, December 9th at
7am for a system upgrade.

E-mail:

PRINCE
ALNNOD

Password:

Forgot your password?

@ 2019 Avolve Software. ProjectDox (Version 9.1.5.2) is a trademark of Avolve Software. All rights reserved.

To install ProjectDex To create a deskiop shortcut To add ProjectDox

Proj ect components s to your favorites
N rag & drop icon

Click here . onyour deskop Click here

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. Multi-page DRAWING files are
not acceptable. However, ZIP files are allowed.

ePlan User Guide 9 Prince George’s County
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File naming standards: File name shall match the sheet number shown on your drawing
(examples: filename25.pdf, drawing12.pdf). File names must be less than 70 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, PDF, JPEG, TIF, TIFF, PPS, PPSX,
PNG, IMG,BMP, TXT, VSD, RFT

Graphic scale: Bar scale 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.

ePlan User Guide 10 Prince George’s County
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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 Access” link

to enter the ePlan Login Screen. A sample invitation is shown below:

Project Invitation - New User

Hello New User:

Weleome 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:

. Click the Project Access link below.

. Enter your User Login and Temporary Password.
. Complete the User Profile Information |

. Create a new password.

User Login: Testcustomer(@aol.com

Temporary Password: | J897978

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.

New Users

1. 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. If you continue 19 Browse and use thes website you are agreeing o
comply with and be bound by the following terms and conditions of use, which tagether with
CHnF piivacy policy g

. WD N P
DPIE” 2= cow

Pazsword

€ 2013 Awohe Softwane. ProgeciDes (Version 3.1.85) is a rademark of Avodvse Softwane. AN nghts ressroed

ePlan User Guide 11
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2. Follow the onscreen directions to enter and confirm your new password. All fields with a red
asterisk (*) must be completed.

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?” so that it can be emailed to you. This will only work if you have
logged in once and entered a security question and answer.

P
e WNCE G EORGES CONNTY, WARTLARD

> DEPARTHENT OF PERMITTIVG
= INSPECTIONS AND ENFORCEMENT

Profile Information

Welcome to ProjectDoo
Since you cumrendy have 2 temporary password, you will nesd to change it to 2 permanent password and (if youw have not done so)

enter & security question and answer. This question/answer will be something that only you know, and will enable you to reset
your passwerd if you ever forget what itis

Change Password: Password Reset Question & Answer:

Mew passwaord:™ Security question: pusblo |
Confirmn new password:*® Sacurity answer |¢.°.nsmer has baen encryptads |

Password must nat contain special characters, must contain ot legst one digit and one alphabetic character, and must be between 3 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 Pl

Addrass 2

City® |Lalgc:
State/Province:* Postal Coder®

000000 Paost Issuance Revision:

Midiles *

Stamps:

Languags:*

ePlan User Guide 12 Prince George’s County
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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 “Task” tab.

Navigating the Home Screen

. PRI GEORGE COUNTY, MAITLND

7 DEPARTMENT OF PERMITTING,
DP = NSPECTIONS AND ENFORC

Tasks (PF) Tasks (PD) Projects

& Refresh

TASK

Contain:
0-00f 0 records

PR...

Contain{ %

INS... GR...

Contain Contain: 7

ST...

Contain: ¥ Contain

PRI... DU... (GRES

Contain; ¥ On.. = On...

\N!e L All Tasks | Create Project Profile | Logout | (2)

CA.. DE..

- Containg ¥ Contain:

1

Tasks (PP) Projects

Recent Projects & Refresh @ Save Settings

11|

[ |

Ali[Tasks | Create Project Profile || Logout | (3)

Recent Projects

All Projects | | Archived Projects

Shew 19 = records

FROJECT QPTIONS

Congains..

312-2019-0

1-10f 1 recards

DESCRIFTION

Contains...

BO test 40

OWNER

Contains...

ePlan Admin

STATUS
Contains...

Applicant Upload

CREATE DATE
On...

12/3/2019 2:42:04 PM

1

]

ePlan User Guide
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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.
Task (PD)(PF) Button
Click to obtain a list of pending tasks.
All Task Button
Click to obtain a list of Pending Task.

. 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 the
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.
. Recent Projects Button

Click to display your most 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 on 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.

1. 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”.

ePlan User Guide 14 Prince George’s County
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Tasks (PD) | Projects

Recent Projects < Refresh g

Save Settings

PROJECT DESCRIPTION OWNER

Contains... Contains...

1-1 of 1 records

BO test 40

Contains...

All Tasks  Create Project

Recent Projects

Show 10 l

STATUS

Contains...

Applicant Upload

All Projects

Profile  Logout

Archived Projects

records

CREATE DATE

On...

12/3/2019 2:42:04
PM

3

2.

From the “Project Page”, organize your drawings and documents by uploading them into the

appropriate sub-folders. Click “+” to access the sub-folders. 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.

"

e, NGO TR

DPIE" =iewes

SPECTIONS AN ENFORCINENT
312-2019-0

Case Types AW

gzaonse

ProjectFlow Task List

0+ 00f 0 records

Workflow Instances

MAME

FENNERNUVRENENENEE

INSTANCE

Contains

COORDINATOR GROUP

ASSIGNMENT TY)

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

ePlan User Guide
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e s, NG CEDNGES COUNTY MAITLUD

DPIE ===
312.2019-0

Case Types RUW

ProjectFlow Task List

J Show ail tasks for il users

INSTANCE GROUP

Containg. Containg.

Workflow Instances

COORDINATOR GROUP

&y 312-2019-0 - Building PF - 12/3/2019 24218 PM Pian Coordinator

Ly

1-10f1 records

3. Upon entering a folder, you will be presented with two buttons, “View Folders” and “Upload
Files”. Click the “Upload Files” button.

e """_l PRNCE CEDRCES COUNTY, IAPLID
DPIE 52
312-2019-0

Case Type: RUW
Folder: 312 eaenngs BO test 40

Mo files currently exist in Drawings. ProjectFlow Task List
To upload files into this folder

Upload buttan below

the instructions in the pop-up window | Show all tasks for all users

Large files may taice a few minutes 1o be pracessed. Click

sh button at the top of the page 10 refresh your e e s

Contains Contains. Contains.

Workflow Instances

COORDINATOR GROUP

& 312-2018-0 - Building PF - 12/3/2019 2:42:18 PM Plan Coordinator

1-10f 1 records

ePlan User Guide 16 Prince George’s County



B e —

DPIE

DEPARTMENT OF PERMITTING,
INSPECTIONS AND ENFORCEMENT

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

A PRNCE GRORGES COUNTY, MARTLD

DEPARTMENT O PERMITTING
INSPECTIONS AND ENFORCEMENT
Folder: 312-2019-0\Architectural\Drawings

Upload Files Upload URL

Browse For Files Upload Files

Browse for files or drag files into this area.

5. Browse your PC or network for the necessary files to upload. Once the files are selected, click
the “Open” button to add the files to the Upload Files window.

» OneDrive » Drawings Search Drawings
Organize - Mew folder
i Favorites

Bl Desktop " Drawing2
4 Downloads " Drawing3
%¥ Dropbox

= Drawing1 |

= Recent places »

File name: | "Drawing1” "Drawing2" "Drawing3" Custom Files (".esrifddIn™.Z;*.1 w

ePlan User Guide 17 Prince George’s County
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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.

-

Upload Files Upload URL

Browse For Files

Browse for files or drag files into this area

5 Drawing1.pdf
5 Drawing2.pdf

Drawing3.pdf

O of 3 uploaded Hide Details

7. Close the pop up window

‘he following files have been uploaded:

1. Drawing1.pdf
2. Drawing2.pdf
3. Drawing3.pdf

ePlan User Guide 18 Prince George’s County



8. 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, author, date uploaded, file

size, and history 58, 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

o WSS PRNCE GEDRGES COUNTY, MARYLUD

DPIE " 2o
312-2019-0

Case Type: RUW

Folder: 312-2019-NArchitectura/\Drawings BO test 40

View Folders Upload Files O @5

1of 1 files Current Sort |—5erect- V]

O 0EE 8 & & O W

[] Drawing 1.pdf
12/6/2010 12:20:59 PM, 2 MB

Ben Figusroa
B 04k

ePlan User Guide 19 Prince George’s County



Accessing Tasks

Open tasks will appear in four areas: Project Task, All Task, Home under Task (PD) & (PF). After files

are uploaded, the Project Task and Task (PD) & (PF) tabs may be accessed by clicking “Project Task”
PD), (PF) or “Home”.

WARNING! Whenever you have a task that requires files to be uploaded. Please 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”. That will complete your task.

Home Q All Tasks Profile Logout 9
Project Reports D4 Codes

CASE TYPE DESCRIPTION
Contains. Contains...

1

COMPLETED

ei’.?n User Guide 20 Prince George’s County
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1. If “Project Task” is chosen, the pending task may be selected by clicking the task name.

I e
DPIE =c=icime
31220190

Case Ty R

ProjectFlow Task List

5 S

10101 oo
Workflow Instances

ey

2. If “All Task” is chosen, the Task screen will appear. The pending task will be in the Standard
Task List. Click on the task name to access the task.

IProjechIcw Task List

fresh G Save Settings

INSTANCE GROUP STATUS PRICRITY DUE DATE CREATED CASE TYPE DESCRIP

Contains Cormaing. Contains Contains

Fending b Megium  S/T172020 HAT . AL 8O test 40

3. Ifyouare in the Home Screen, on the top left section of the screen, you will see “Task (PD) and
(PF)” tabs. Selecting these tabs will bring up the pending task for the project. Click on the task
name to access the task.

e, RN GEDRCES COUNTY MAKTLAND

DPIE" scwistioss

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

Project Name | Task Aftached To  Status | Priority Due date Created On Updated On Updated By | Case Type  Description
302-2019-0 @ Applicant Pending 12/2/2019 50728 PM  12/2/2019 5:07:28 PM ceu Mark Up Case 2

Advancing the ePlan Process Forward

ePlan User Guide 21 Prince George’s County
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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

-_’__B
EaF S ]
Frogee Descnphon &hur
cordiaator PN Asrun
Wk RywrArfrarty Mame  Boideg Fropo® o Appboe=

‘Curment Unaw Login: Bas Figusrss (I grasrsfios 5y md jl——

Tank Invires ties

Saimct mooecpasin daghesen kil Jus 1 ephon s pasecind boktar. Fnpant ot o8 rocrived fubmstionn fied bow ke r‘\i ART REVIEW
PROCESS Pudts bk "Upksd brvir 0 P aricied by it ibsoteg chackcs “Ugpiokd Taak Congiets”

Al Gowip Mt

Frul Mans

12

Remesr Graup M e

Appieant Dartep Fronsel L e e e e

R e 13

[ Re———

R OEE R E R E RN NN

B Upkoasd Taak Comgiets (| Riwe plosded 5 e Srisings S525 danarssiy]

|y ————— | 5mer

| |

15 16
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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 make changes.

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 submit.

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

Contains the contact 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 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

When applicable, 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 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.

. Project description

Project name.

. Add Group Member

Ability for applicant for add additional users for view rights only

. Remove Group members

Ability for applicants to remove additional users.

. Destination folder

Additional option for applicants to review or upload file

. Upload Task Complete

Confirmation that applicant uploaded all required drawings and/or documents

ePlan User Guide 23 Prince George’s County



15. 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.

17. Task instruction
Contains instructions for completing the task

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.

Lo N

DP' P e
RIS ppplicant Re-upload Task Assignment

Aftention Ben

Fous plan review sebminsion for Case 3173198 Pas nol med e minkmem (equisemenis for sccepilance
¥'ou mary review comecion comments and reguiremants by scoessing the DPIE oFan ite

hen cormecisd plans ard'or documenty ane teadly los re-subminsl follow the mstnuctions provided below (Folderns Fils Names and Plsass Note

Foldain: All Loneciors musl be uplosded inlo the same loldery used i P orignal wledial

Fille Wamas: Al correctiors mues be uplcsded using the sames file nemes used o e ongnal submiflal (exampie 4117 ded musk b resuteniied an 4111 def
Pimass Note: ¥our ePlan will ot procssd boriher afies you upiosd e, unisss you “Acoepl and Subend” the "Applcant Fe-Upload™ lash Ses Subme Task

mstrucions n e ofPlan Dok Stad Guide iocabed o T DPE webaie pPlan Ohuich Star Casdy Orce comecions have been uploaded lor review  mo sddifional
Radwtek s il b ador mpled unbeis iecuerated By DFIE

Cawr Narmisae §17-201%0
Dewriplion  TIST DICK
e Types Rifd

-

[ Proiest Avcew

Contact the Piogecl Adminish sl 1 you hues techiical queslions isgarding e sFlan vysiem
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2. The task will appear under the Task (PF) tab in the Home screen. Select the next task by clicking
on the task name.

e, RO GRUAGES COUNTY MATYLID

> DEPARTENT OF PERAITTIG
INSPECTIONS AND ENFORCEMENT

& Refresh g\ Save Settings

PROJECT INSTANCE GROUP ASSIGNMENT TYPE STATUS
Contains. Contains. Contains. Contains. Contains.
-2019-0 e ism ™ Applicant FirstinGroup Pending

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. The (1) indicates the
number of items that require your attention.

WView Bt Chackial hems (1)
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4. After “View/Edit Checklist tems” is selected, the checklist window will open.

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 response to be typed.

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 comments reports regarding your
submittal.

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

Workflow Review Checklist Item Viewer

Selected Checklist Items for All Review Cycles

Review Cycle: [All %] g\ Save Senting:

Show 50 *  records

CYCLE | COMMENT TEXT IAPPLICANT RESPONSE JCOORDINATOR COMMENTS DATE UPDATED STATUS DATE UPDATED
Equals. Contains. | Contains. Contains.. Contains.
Site/ Plot Pians - Original Signature 5 3 o sy
and Sealed 12/6/2019 5:06:22 PM 12/6/2019 5:06:22 PM

<
1-10f 1 records

Save || Close || View Full Report
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ProjectFlow % T

Review bnfetmation | Pormit information | Contact Infermation | Fes Information

Project Name: 317-2018-0
Project Description: TEST DECK
Coordinator: ePlan Admin
Workflow/Activity Name: Building_ProjectFlow!Apglicant Relplosd
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 fo Jurisdiction) button

Add Group Members

First Name Last Name Email Invite to Group

|:| | |:| Applicant Ownar-Principsl v Inwize User |

Remeve Group Members
Remove from Group User
Reshs Ranay (RLRane pg.mid. Uz

Discussion Comments

| Aad commant

DISCLSSHON COMMENT FARTICFANT DATE/TINE

0 - Daf O reconds

| View'Ede Checklst ltems (1)
Pregeet: 317-2019-0
Sewnct your Gies 0 upicad 1o By oider

e Fims © Upicad View Focen
St

[ Retum to DFIE | [ Ssve and Close |

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 files versions to be viewed.
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Folder: 0000-0000-0\Drawings SAMPLE PROJECT

View Folders Upload Files

OO ®m

Current Sort: |, Select - Vl

Task

3 of 3 files

= =

ApplicantReupload
OIkm <&

e —n——— IR (7

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

cam

Attached To

Applicant

Status

Pending

—

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.

e e, PRICEGRORGESCOUNTY JARTLUD
> DEPARTMENT OF PERMITTING
s INSPECTIONS AND ENFORCEMENT
N File Details, Versioning & History g1.pdf V2

[Standard Mode | Compare Mode]

History  Main

Event

FileHistoryView
FileUploadVersion
FileUpload

R

User

Test Team
Test Team
Test Team

Date

11/8/2018 2:57:23 PM
11/8/2018 2:57:11 PM
11/8/2018 2:57:11 PM

Page 1 of 1 (3 items)

Last Modified: 11/8/2018 2:57:10 PM

Close Window

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

b O structuns

& | have uploaded the comected documents andior drawings as indicated above

Retum to DPIE ||
-

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:
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Applicam Filing Fee Payment Task Assignment

Adterition Ban:

Plaass pay B fkeg fees for Casac JT7-2043-0 and suberit e wsk
Yo mary pary ondine < in parsen at e DPIE cashia

Flease Hote: Your ePlan will net procesd futhes after pou complete your payrnt uslsst you "Accepd and " Subseit” the "Applicant Filing Fes Payment” sk 25 nstructed in 1 aFlan Quick Stan Gude

Te: pary by eredit card enling:

V. Ok the Projec Aoseus ek b
1 Eater your uses login asd puriswond
1 Serdil tis the Battom of the Proj
"

suie wating in Bath

o il B3 0 T A | V10 11 ol 16s e T B ariesil
S e T r—
Click o Susbemit 12 cramplrta the task

o pagrnent will now e confirmed Sor yoor ePtan sevew. Oince payment confirmaton i complene. woor ePtan wil procesd 1o Desributon for nesew.
To pay by cash or check in personc
1. Tax your e eumier s payrent o the DPE offies

00 Pogpercom Flacs Sulte 108, Larga, Maryland 33774

ekt the Cistiorres Service ooer o b an beesioe. Froveed 10 the cashies 1 mate the pryment
v i B b, cick thoe Pt Aorwes v el
Eter youar e bogin asd puswors
Sercll b Hhe Bottom of Bhe Frojects soiees. Vot dnsigned aik will aspear ie Bk doction ender the bk cob Bk ot will Sriy appeint aroe pu have been iaigned i bk
ok Dt Aot Fillag Foe Payreestl i o Frosit R e aliefd Dhe Rath. & ncw whviow with i s 9 sl B [V will farw B TWED wintkows Ofen 18 owr beawaer. & “Task” wisdow and & PIoRTIS” wisdow. You will be dequired 16 Lontsue wavling in bath
Brarser windowe |
hate it Spe Taik waadaw brwner
ek o Sukrmit b comipiets She tak.

W parg TR WAl el 4 conimied for your &FIan peve. NG REYTHT ConfrMaton  compiens, ool ePtn Wil prooied 1o Demituton for M.

Cane Mamber, | 17-2009-0

Decriphion: ~(TET DECK

Cane Type: WU

Tauic Applizart Hisg fos Paymart
Prbeit Aldia

Somtmct the Proigot Adrminestrator f you have sechnical questons reganding the ePtan syviem
Please do not reply bo Bis email.

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.

ePlan User Guide 30 Prince George’s County



DPIE Home Page

DPIE Permits Home Page

DPIE Online Permit Application Page
I DPIE Online Payments

DPIE Resources

Review Information Permit Information Contact Information Fee Information

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

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

Xl have paid outstanding filing fees

| Fees Paid I Close

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.

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
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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 (PF) tab 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] | Tasles (PEH)

Recent Projects | AN Projects || Archives Projects

Show 11 = recond

PROJECT DESCRIPTION STATUS CREATE DATE
Contains. Contains. Cortains, On.

TEST DECK Amin Distribution

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: 317-2018-0 has been reviewed and corrections have been requested. You also need to pay the amendment
fees. You may review comection comments and requirements 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 felders used in the onginal submittal.

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

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 onli

. 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.
(You will now have TWO windows open in your browser: a "Task™ window and a "Projects” window. You will be required to centinue 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 & 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 tggbizin aninygice. Proceed to the cashier to make the payment,

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

. Enfter your user login and passwerd.

. Seroll 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 windaw in your browser, Click "Save and Close” if you have not finished uploading and need to return to the task later. Only lick
“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: 317-2019-0

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.

Tasks (FF) Tasks (PO} Projects

.
& Refresh @ Save Settings

TASK INSTAN... GROLP ASSIGN... STATUS PRICRITY DUE DA CREATED CASETY... DESCRIP...

Contains... Contains... Contains... Contains.. Contains.. Contains... On. »| ¥ On. r Contains...
3720150

?‘2",;!3 19; © Applicant FiestinGroup Pending b Medium }%’;g‘ztc;i' RUW TEST DECK
45248 PM

Contains...

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.
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Jow Information | Permitinformation | Contactinformation [ Fec Information [ Resources

Description

Status

vision 1

UNPAID

AMENDMENT

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

DPIE Home Page

Review Information Permit Information

DPIE Permits Home Page
DPIE Online Permit Application Page

DPIE Online Payments

DPIE Resources

Contact Information

Fee Information

Resources I

Checklist Items & Notes

1. 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 is the “Applicant Comments” section on the e-form.
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Task Instruetions
After you have successiully uploaded all required plans and documents, please click the (Resubmis Compietz) bution.

Add Group Members

First Name Invite to Grou

[ [ ] ] [Applicant Ownar-Principal ~| [ invite Usar |

Remove Group Members

Remawe from Group

ViewwEdit Changemark e (0)

Discussion Comments

DISCLSSON COMMENT PARTICPANT

0 Dt B recands

Project: 317-2019-0

Select destination folder for fles:

Department Reoviewod By Reviewer Comments, Applicant Comments

& = Bosa Ugo
Structural Supenvisor Eugedion pa M us

begogn pmdus
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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|

| Viewa‘Edit Changemark ltems (1}' | View/Edit Checklist Items (0) |

Discussion Comments

Workflow Review Changemark Viewer

£ Refrosh g Sove Setfings  Review Cycle: (Al ] Group: [Al vl

REF # STATUS FILE IMAGE DEPARTMENT UPDATED BY FILE NAME MARKUF NAME

Equals... | ¥ Contain. Containg.. - Cortai.. ¢ Contaifs. Containg..

Structural 2 Bosa Ugo

Save || Close || View Full Report

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 your
drawings files.
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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 C) i @ ﬁ

30f3 fles Current sort:
B OIbkg 2

a O Drawing1.pdf

11/28/2018 1:48:40 Jae378 KB
Test Jaag
S

——r T

11/28/2018 1:43:49 PM, 392 KB

Test Team

R

.__Q
ﬁ O Drawing3.pdf

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

B
EE===

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 72212016 158:39PM & &

[ view ||| Clear Al | [ setect All for View |

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.
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2\ http://eglansdev.princegeorgescountymd.gov/?FilelD=2p28&MarkuplD=637 - Drawing1.pdf - Intern... E

i | 4 [ 2l [ 2]
4

-

Changemarks note #01

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

)

|

FPROPOSED SECOND FLOOR PLAM- NEW ADDITION
BCALE: |-

1) Help button 12) Rotate the drawing
2) Indicates that markups exist for this drawing 13) Resets the zoom

3) Select button for seeing changemark details 14) Zoom In/Out

4) Changemark 15) Zoom window

5) Measuring Mode 16) Magnifying window

6) Thumbnail view of changemarks

7) Move between next or previous changemark
8) Search for a changemark

9) Show all changemarks

10) Changemark name

11) Changemark comments

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.
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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”.

K Review ~ Measuri: -

ﬁ’ Drawing 1 pdf V1

Measuring Systems

English

Display Results
Unit: Predsion:

ir 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)

Sawve Default

Help

b. Once the scale has been set, click “Measure” to begin the measure mode.
i. Select the measuring tool in the left margin.

ii. Select “Snap” if you want the measuring points to snap to the nearest
placement.

iii. 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.
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y 4
2 http://eplansdev.princegeorgescountymd.gov/?FilelD=2538&ViewList=637&EditList= - Drawingl.pdf..[ = |[ & |[ & |

|__"'| § Review -~ Measure -
& + [

LEGEHL
EEE s Bt CowsTHATION 10 Avan

[ s memaon, consTRCTioN T Radien

B o son oo w0
STERL STUDS § 06 OLC WTH N R

b

]

"
=]
ba

PROPOSED SECOND FLOOR PLAN- NEW ADDITION
SCALE: | /&%= 0

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 ltems {1}| | View/Edit Checklist ltems (0) |

Discussion Comments

Add Comment
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The name of the drawing with the changemark can be found in the “Markup Name”

column of the eForm.

REF# STATUS FILE IMAGE DEPARTMENT

T Equals.. | 7 Contains... 7 Contains...

UnResolved Structural

<
1-1of 1 records

&

UPDATED BY

¥ Contai

Bosa Ugo

FILE NAME MARKUP NAME

ins... T Contains... 7 Contains..

coverpage

In addition, use the “Applicant Response” section to write a response to the

changemark comments.

COORDIMNATOR COMMEMTS

Contains...

APPLICAMT RESPOMNSE

Contains...

VA
Note: It is 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 that 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.

ePlan User Guide

42

Prince George’s County




e —

DPIE

DEPARTMENT OF PERMITTING,
INSPECTIONS AND ENFORCEMENT

Department Reviewed By Status Reviewer Comments Applicant Comments

Bosa Ugo

Structural Supervisor bugo@copard.s Tasked o Reviewer

Bosa Ugo
Structural bugo@o pgﬂmd i

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

2. To complete the task, click “Upload Complete-Submit to DPIE” in 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.

W | 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 Ueload Cnmelele - 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.

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:
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Attention Ben:
A WS5C Building Cerificate Release is required for Case: 341-2019-0.

The YWS5C Building Certification Release form werifies that adequate public water and/or sewer service is
awvailable or authorized for 3 specific addressibuilding permit project.

Your permit will not b= issued until the WSSC Building Certification Release is received. You are able to
upload the required W3E5C Building Cerification Release at any time before the permit is Ready for Approval.

Submittal instructions:

1. Contact WS5C Permits office with all questions regarding the WS55C Building Cerlification Release
at (301) 208-4003 or visit WSSC Water for more information.
Once you have abtained the WS SC Building Certification Release, you may download a copy using
the WSSC Permits on the Web at WSSC Water.
Click the Project Access ink below.
Enter your user bogin and password.
Click on your Project Mame.
Click the W 55C Permits subfolder {under the Permits parent folder).
Click the Upload Files button and upload the W35G Building Cerification Releass into the W S5C
Permits subfolder.

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

¥our documents have now been submitied.

Case Mumber: |341-2019-0

Descrption: TEST DECK

Caze Type: R

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

Project Access

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

Please do not reply to this email.

The upload procedure is the same as was discussed earlier in the “Uploading Files” section.

The bottom left section of the eForm is where you select the checkbox stating that “I Have
uploaded the 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.
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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 Fee Information Resources I

DPIE Home Page

DPIE Permits Home Page
DPIE Online Permit Application Page

DPIE Online Payments
DPIE Resources

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:
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e T NCECENGES COUNT SARTAND

DPIE mﬁmw& Seals Required

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

Please follow the insfructions below to download the complete set of "Signature Ready" stamped plans, print on 11" x 17" sized paper, apply originaliwet 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.

Flease allow 2 business day afier your "Applicant Final Fee Payment” task for your "Signature Ready” stamped plans to be available for downlead 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 originalfwet 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 Peppercom Place Suite 100
Largo, Maryland 20774

e N

The Plan Coordinator will now review the 11"¢17" sized set of plans to confirm that all sheets are stamped "Signature Ready" and have original/iwet 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: 341-2013-0

Description:  |TEST DECK

Case Type: R

Assigned by:  |[StarterLocalizedName]
Proiject Access

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

Please do not reply to this email.

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:
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Approved Plans Ready for Download Notification

Attention Ben:

Congratulations, your approved plans are ready for download for Project 325-20159-0.

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: Notify 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 click to download a drawing.

0000-0000

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

View Folders Oorn @ m|
3 of 3 files Current Sort: | - Select -

BEE (O10 @B

11;’23,.-’2018 3:57:52 PM, 483 KB

. Erick Maravilla

— L prawingz.pot

11/28/2018 2:57:53 PM, 483 KB

1 Erick Maravilla
0

—— B
— i

11/28/2018 2:57:53 PM, 498 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):

|®@

v O 0
Prines Gagrga's County Manyls L |
Dupartment of Permitting, Inspections & Erfol
APFROVED PLAN SET

— poraly
m«mmwmun S fer o e SecTAria wit ey ar et
e
o Pt G Ml e
s Pan Appanas 8] 330MCEIED

PROPOSED SECOND FLOOF. PLAN- NEW ADDITION
SCALE: | &= 10"
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Post Issuance Revision
If there are any changes to your plans after the permit has been issued, then 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 that 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 cost.

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:

*  Multi-page drawings files have longer upload times.

e Every time a multi-page 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
multi-page file.

If a revised multi-page 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
singlesheet files, examiners can immediately see which files have been
versioned without having to sort through a multi-page file.
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Answer:

Question:

Answer:

Question:

Answer:

Do documents have to be in single sheet format?
Only drawings and plans have to be uploaded in single sheet file format. Documents
files can have multiple pages.

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

How do | get a login?

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.

I did not receive a password, what do | do?

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.

How do | know | have a pending task?

At the top left of the Home screen, is a Task (PD) and Task (PF) tab. All pending tasks will
be displayed in that section. In addition, you will receive an email notification for all
pending tasks.

I have completed my task but it is not moving?

After your task is completed, your submission must be screened for completeness and
then reviewed. If corrections are requested, you will receive an email notification.
Otherwise, please wait patiently during the review process.

| have uploaded my drawings but the task is still pending?
Uploading drawings does not complete the pending task. The task must be accepted and
“Upload Complete — Submit to DPIE” or “Complete” must be pressed to complete a task.

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

If you cannot view your uploaded drawings, make sure your computer is configured per
the Systems Requirements. If you are still unable to view drawings after properly
configuring your system, contact the Project Administrator at ePlan@co.pg.md.us.

Are multiple login ID’s permitted for a case/project?
No, multiple login ID’s are not permitted for a case/project because ePlan assigns each
case to a single applicant User Name.

How long will the ePlan process take?

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.
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Question: How do | delete a file?

Answer: Applicants can only delete files while they have 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 | 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.

Glossary

Task (PD) & (PF) tabs — Located at the top right of the Home screen. These tabs will contain a listing 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 will contain a listing 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.

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

Additional Tools and Tips

Navigation Shortcuts
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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 criterion from dropdown

Tasks FF | Projecs
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Column Reorder
Click and drag header to move column
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Column Control

Click on the gear icon to access Column Control. Users will be able to select the following
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features: "Hide Filter", "Hide", "Column Chooser", and "Move To".
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Hide Filter Column
Chooser

Thank you for choosing ePlan.
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