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PROJECTDOX ELECTRONIC PLAN REVIEW 

 

After you submit your permit application in the Accela ACA portal, you will receive an automated email from 

ProjectDox. Click on the open project button/project access link in the email to enter ProjectDox. First-time 

users, please set your password containing no special characters. If you are unable to sign in, click on the forgot 

password link located under the sign in area. You will receive a verification code by an automated email. Please 

check your junk mail if you do not see the automated email from ProjectDox and add Avolve ProjectDox to your 

browser as a trusted site.  

PROJECTDOX LOGIN 

https://dublinohiousa.gov/eplan 

 

ENTERING A PERMIT IN PROJECTDOX 

 

https://dublinohiousa.gov/eplan
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DRAWING AND DOCUMENT NAMING CONVENTIONS 

Drawings need to be individual PDFs (in landscape/horizontal format) not multiple pages in one PDF. If you 

have a drawing index, drawings need to be in the same order as the index. If you have drawings without page 

numbers, please name 001-DESCRIPTION, 002-DESCRIPTION, etc.  

 

Documents such as a response letter, spec book, electric calculations, etc. should be one PDF with multiple 

pages for each set of documents. The documents do not need a prefix number such as 001.  

 

Revised Drawings need to have the identical prefix #/name as the original drawing already in ProjectDox with 

no changes or revision numbers. ProjectDox will recognize it is a revised drawing and give it a version number. 

Adding Additional Drawings if you are uploading a new drawing that you would like to put between two 

existing drawings, you can name for example 003-A3-EXISTING-DRAWING, 004.1-#-NEW-DRAWING, 004-A4-

EXISTING-DRAWING.  

DRAWING NAMING CONVENTIONS 

1. Three-digit prefix 001, 002 in order of your drawing index if you have an index 

2. Hyphen  

3. Number of the drawing if your drawings have page numbers 

4. Hyphen  

5. Brief description of the drawing (Please use all caps with hyphen between words.) 

 

EXAMPLE: 

001-C.1-COVER-SHEET  

002-A1.1-FLOOR-PLAN  

003-A1.2-ELEVATIONS 

 

UPLOADING DOCUMENTS AND DRAWINGS 
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After you have finished uploading, please complete your task. You will always have a box/boxes to check and 

a submit button to complete a task. If the task is not completed, we will not be notified you are ready for 

review. 

PLAN REVIEW COMPLETION TARGET DATE 

After a permit is accepted for review, the target date for plan review completion is 16 days for first time review 

and nine days for amendments/response to previous disapproval. 

 

COMPLETENESS REVIEW 

The next business day after you have completed your task, we will do a completeness review to verify we have 

the basic information necessary for review. This is not a plan review. We will send you an email if we need 

additional information or if the permit is accepted for review. If your completeness review is rejected, you will 

find the completeness review located in the application documents folder with the telephone number of the plan 

reviewer that requested additional information. You will not be able to view the completeness review through 

your task. You will need to enter the permit directly to view. After you have finished uploading the requested 

information, please complete your task in ProjectDox. The completeness review will be done on the next business 

day. We will email you if we need additional information or if accepted for review. Once a permit is accepted for 

review, the target date for plan review completion is 16 days for first time review and nine days for revisions. 
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VIEWING REJECTED COMPLETENESS REVIEW CHECKLIST 

 

 
 

After you have finished uploading the requested information, please complete your task in ProjectDox. You can 

find the task in the permit under the Tasks tab or under the All Tasks tab at the top of the page. You will always 

have a box/boxes to check and a submit/complete button to complete a task. If the task is not completed, we 

will not be notified you are ready for review. The completeness review will be done on the next business day. 

We will email you if we need additional information or if accepted for review.  
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DISAPPROVED PERMIT 

If there are revisions required, you will find plan review letters located in the application documents 

folder and may also have review comments under the Reviews tab. (For Site Permits only, you will also find 

an additional full set of drawings with comments from Engineering as well as additional engineering documents 

located in the application documents Folder.)  

 

 

 

VIEWING PLAN REVIEW LETTERS
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VIEWING REVIEW COMMENTS 

When you are in the permit, click on the Reviews tab as shown below. If there are any review comments, please 

type your written response to the review comments in the area as shown in the screenshot below. If you are 

responding to a commercial permit disapproval, you will also need to upload a point-by-point response letter 

into the documents folder.  

  

 

 

After you have finished uploading, please complete your task in ProjectDox. This will return your permit to us 

for review, and we will do a Completeness Review on the next business day. You can find the task in the permit 

under the Tasks tab or under the All Tasks tab at the top of the page. You will always have a box/boxes to check 

and a submit/complete button to complete a task. If the task is not completed, we will not be notified you are 

ready for review. The process will be identical to the previous round of review.  
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APPROVED PERMIT 

After your permit is approved, you will receive an email notification to pay your permit fee in Accela 

https://dublinohiousa.gov/aca. After making payment in Accela, please return to ProjectDox 

https://dublinohiousa.gov/eplan to complete your permit fee paid task. This will give you access to the stamped 

approved documents and approved drawings located in the approved documents and approved drawings folders. 

Please print everything in the approved documents and drawings folder for the field set. 

 

SUBMITTING AN AMENDMENT TO A PREVIOUS APPROVAL/PHASED APPROVAL 

Prior to submitting an amendment in Accela, please confirm you have paid the previous permit fee in Accela  

https://dublinohiousa.gov/aca and have completed your permit fee paid task in ProjectDox. If you do not do this 

first, it will not give you an applicant upload task and upload rights in ProjectDox. Login to Accela and search for 

the permit number. Click on the main permit number. Scroll down the page to the create amendment button. 

Click on create amendment, enter permit number, check box yes, and a brief description. Accela will assign you 

an amendment number such as CALT-25-00000-001. After you have finished uploading, please complete your 

task. This will return your permit to us for review, and we will do a Completeness Review on the next business 

day. You can find the task in the permit under the Tasks tab or under the All Tasks tab at the top of the page. 

You will always have a box/boxes to check and a submit/complete button to complete a task. If the task is not 

completed, we will not be notified you are ready for review.  

 

SUBMITTING A COMMERCIAL PERMIT AMENDMENT FOR PHASED TO FULL APPROVAL  

Prior to submitting an amendment in Accela, please confirm you have paid the previous permit fee in Accela  

https://dublinohiousa.gov/aca and have completed your permit fee paid task in ProjectDox. If you do not do this 

first, it will not give you an applicant upload task and upload rights in ProjectDox. Next, submit the Phased to 

Full amendment in Accela. Login to Accela and search for the permit number. Click on the main permit number. 

Scroll down the page to the create amendment button. Click on create amendment, enter permit number, check 

box yes, and a brief description of phased to full approval request. Accela will assign you an amendment number 

such as CALT-25-00000-001. You will then receive an applicant upload task in ProjectDox 

https://dublinohiousa.gov/eplan. If you are not uploading anything additional, please complete your task. This 

will return your permit to us for review, and we will do a Completeness Review on the next business day. You 

can find the task in the permit under the Tasks tab or under the All Tasks tab at the top of the page. You will 

always have a box/boxes to check and a submit/complete button to complete a task. If the task is not completed, 

we will not be notified you are ready for review. Please see the screenshots below that show how to submit the 

amendment in the Accela Citizen Access portal https://dublinohiousa.gov/aca. 

 

  

https://dublinohiousa.gov/aca
https://dublinohiousa.gov/eplan
https://dublinohiousa.gov/aca
https://dublinohiousa.gov/aca
https://dublinohiousa.gov/eplan
https://dublinohiousa.gov/aca
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SUBMITTING AN AMENDMENT APPLICATION IN ACCELA 
https://dublinohiousa.gov/aca

  

https://dublinohiousa.gov/aca
https://dublinohiousa.gov/aca
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All payments, amendments, scheduling inspections will always be on the original permit number not the 
amendment ending -001, etc.  in Accela.  
 

SEARCHING FOR PERMITS 

 

CHECKING STATUS OF PERMIT IN PROJECTDOX 

You can check the status of your permit in ProjectDox by entering your permit, clicking on the status 

tab, and the workflow routing slip button. 

 

 



 

11 
 

 

https://dublinohiousa.gov/aca - Accela Citizen Access Portal (Permit applications, payment, schedule 

inspections)  

https://dublinohiousa.gov/eplan - ProjectDox ePlan Electronic Plan Review  

Questions:  Debra Fite, dfite@dublin.oh.us or 614/410-4608 

https://dublinohiousa.gov/aca
https://dublinohiousa.gov/eplan
mailto:dfite@dublin.oh.us

