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ePlan Quick Guide
Electronic Plan Review

Computer Setup for ePlan
After you have completed your online application and paid for any permit fees required on the Citizen Access site

https://aca3.accela.com/dublinoh/default.aspx, you will receive an automated email from ePlan. Prior to
logging into ePlan for the first time, please see the following information:

e ePlan Version 9.1 is compatible with all browsers such as Internet Explorer 11, Edge, Chrome, Firefox,
and Safari, but we recommend using Internet Explorer. You will need to install ProjectDox Components.
Please click on “To Install ProjectDox components” button under the log in area. This installation will only
need to be done once. If you use another computer it will require another installation for each computer.

e If your computer has pop-up blockers installed, you will need to disable the pop-up blocker for the ePlan
review (ProjectDox). It is not uncommon to have more than one pop-up blocker installed (Internet
Explorer, Google, Task Bar, etc.) Once the ePlan site (ProjectDox) is allowed, you will be able to utilize
the application.

e If you receive a request to install BravaXWrapperClient.cab, please install.

This website wants to instal the following add-on: “BravaClientXWrapper.cab® from "Open Text Corporation”.  What's the risk? Instal |

1. You can enter ePlan through the automated email with your temporary password. To sign in, enter your email
address and temporary password (first time user) and click on the login button.

Electronic Plan Review

Welcame to our website. If you continue 1o browse and use this website you are agrasing
to camply with and ke bound by the following terms and conditions of use, whidh
together with our privacy policy govem..

[add'l text, etc]
City of
Dubll n £-mail: I
Password: |
OHIO, USA

Login
Fargot your password?

Click on install ProjectDox components prior o logging in fior the first time on a computer

& 2009 fwolve Software. ProjectDox Airsm B.L5.6 is & Urackemark of avolve Software, All rights e
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To install ProjectDios To create a desktop shorout To acdd ProjectDon
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Click heeme » on your desiiop Click hers

Permits submitted prior to 12/9/19: You will follow the same process as you have in the past.
All of your tasks will be under (PD) tasks as shown below. You will accept and complete tasks
has you have previously. It will also look the same as the previous version of ePlan.


https://aca3.accela.com/dublinoh/default.aspx

Building Permit Submission

After you have completed your online application https://aca3.accela.com/dublinoh/default.aspx and paid for
any review fees required on the Citizen Access portal, you will receive an automated email from ePlan. You can enter
ePlan directly from the email. The person listed as the applicant in the online application system will
receive the email and task with upload rights. There can only be one applicant. You will be able to add
additional people as applicant view only in ePlan, they have all rights except uploading.

1. After you have logged in, you will see the following screen. You will find your tasks for permits prior to
12/9/19 under the Tasks (PD) tab and any tasks for projects submitted after 12/9/19 will be under the Tasks
(PF) tab. For all projects prior to 12/9/19 (PF), you will accept and complete your tasks as you
have done in the past.

Tasks (PF) Permits Submitted After 12/9/19 Tasks (PD) Permits Submitted Prior to 12/9/19
“% Electronic Plan
{Cityof Publin
Home Q All Tasks  Create Project  All Reports Profile  Logout (3
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e Create electronic document and drawing files to upload.
¢ Upload the drawings to scale, in their correct viewing orientation, and as separate PDFs in
the same order as your drawing index. Documents can be multiple page PDFs.

DRAWING NAMING CONVENTIONS

Drawing title (use all caps with underscore between words)
List the drawings in the same order as your drawing index. Please see the example below:

1. Three digit prefix — 001_, 002_, etc. in order of your drawing index
2. Underscore

3. Number of drawing (use all caps if possible)

4. Underscore

5.

6.

001_GO0.1_COVER_SHEET
002_A1.1_FIRST_FLOOR_PLAN
003_A1.2_ELEVATIONS

NOTE: Permits submitted prior to 12/9/19 will look the same as the previous version of ePlan. You will find your
tasks under Task (PD) as shown above in green.


https://aca3.accela.com/dublinoh/default.aspx

After you have named your documents (can be multiple page) and drawings (individual PDFs) you can
upload from your task:

APPLICANT UPLOAD

Review Informartion Permit Information Contacts informiatian

Project Mame: CALT-158-00118
Project Description: AUGUST 21 CALT
Coordinator: eplan dublin
Workflow/Activity Mame: Building ProjectFlow_Accelalispplicant Upload
Current User Login: DEBRA FITE (gfited@dublin.oh.us)

Taszk Instructions
Selscl appropriale destinalion folder then selecl Fles 1o upload 1o selected folder. Repeal witll all required submiasion fles afe upleaded. TO START REVIEW
Drublin” enabled by first selecling checkbox "Upload Task Cormplele”. (bottom of page)

Project: CALT-19-00118

You can uplkad your documents and drawings directly from this form.
Click on the documents or drawings folder and it will open up 50 you
can upload.

Sebecl destination folder for fles:

= B CALT-19.00118
A AppEcation Doouments

3 Cocwmens % Documents can be muliple page PDFs
Crawings Orawings must be INARETENF s

Warking Do<uments

= ]
=}
La Approved Drawings
L3 Approved Documents
i

ST Add anyone you would like o be able to view
the project. You can add mutiple users.

LS EFcern Atiachments

Add Group Members

First Name Last Name Emaill

Remove Group Members

Usar

Remove from Group

[FepiEantviwwony @ =



After you click on the documents or drawings folder when you are ready to upload:

Task Instructions

Select appropriate destination falder then select files fo upload to selected folder. Repeat until all required submission files are upleaded.
TO START REVIEW FROCESS: Please select “Upload Complete - Notify City of Dublin” enabled by first selecting checkbox “Upload
Task Complete”. (batlem of page)

Project: CALT-19-001128

Select your fles to upload to thiz folder

Select Files to Upload | View Foiders I

d CALT-19-00118Approved Drawings - when you click on the drawings or documents folder you will see this and can upload

Add Group Members

First Name Last Name Email Imvite to Group

| [Applicantyiewnly v Invite User

Remove Group Members

Remove from Group User

[Applieantiewsnly ] 1) Remove User
After you are finkhed uploading put a chedk in box and the gray tab below will change to Upload Complete - Naotify City of
Dublin. ick on the Upload Complete - Notify Jity of Dublin, The completeness review will be the next business day.

] Upload Task Complate (| have upleaded all required drawings andfor documents)

| Save For Later

M Upload Task Complete (| have uploaded all required drawings andior documents)

Upload Comgiete - Notify City of Dublin | Save For Later |

We will check your plans for completeness the next business day and let you know if we need any additional information.
You will receive an email stating your plans are accepted for review or if the completeness review is rejected if we need
additional information. The target plan review completion time for a first time review is 16 days and nine days for
revisions. Please remember to always use ePlan email to contact plan review staff or Review Coordinators. It keeps a log
of emails so we prefer you send through ePlan instead of regular email.



If your completeness review is rejected, you will receive this task:

If your completensss review is rejected

|, you will receive a completeness review corrections task. Please see the completeness

review checkdist in the application documents folder for requested revised or additional information required for review.

COMPLETENESS REVIEW CORRECTIONS

T

ProjectFlow
SUILDING e

avolve

Review Information Parmit Information

Contacts Information

Project Name: RMEW-19-00202
Project Description: MSFH
Coordinator: eplan dubln
Weorkflow/Activity Name:
Current User Login:

Building ProjectFlow_AccelaiCompleteness Review Comections
DEBRA, FITE {dfitei@dublin.oh. =)

Project: RNEW-19-00202

Select destination folder for files:

T & RNEW-19-00202
Wumm
@ pocuments ?

Wior i Documents

= Drawings

ca Approved Drawings
3 approved Doouments
O3 As Builts

B3 Fromn Attachments

Add Group Members

Please upload a response letter to the documents file detailing your

response to the requested information,

Upload the additional information or revised drawings to the
documents and drawings folders. If you upload a revised drawing,
please keep the name identical to the previous drawing name.

ePlan will give it a version number,

First Name Last Name Email Invite to Group
| | | | ApplicantyiewCnly w| Inwite Uszer
Remove Group Members
Remove from Group User
[Applicantiewtinly ] [~ Resmove Lisar

| have uploaded the comected documents andfor drawings as indicated above.

After you are finished uploading and ready for review, please put a check in the box and click on the Return to the

City of Dublin button. We will not be notified you have uploaded and the workflow can't continue unless you
complete these two steps, The completensss review will be the next business day.

Returm fo ity of Dublin | Save For Later |




You can check where your plans on in the permitting process:
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If you would like to chack where your permit is in the worlkflow, dick an the symbal.

Workflow Instance: CALT-19-00118 - Accela Building Template - 8/21/2019 84235 AM
&5 Refresh [ Set Global Tabs [i] Set Global Tab Properties (I} Process [nstarice

|

o
2 e

-
1

Do

Adc Applcznt
Upcad
Permisdon

"l

Add Apolicant
Wlcad Permigslon
for Resubmital of

Rovoko Apglicant
Upload Parmioslon
Artsr Resubmittal
of Review Plans

The applicant upload task has not been completed. The current workflow task

will always show in green.



If the permit is approved, you will receive an email notifying you fees are due. After you pay the fees online at
the Citizen Access porta | https://aca3.accela.com/dublinoh/default.aspx, you will go into ePlan and complete
your last task permit fee paid. You will receive an email notifying you that you can download/print the approved
documents and approved drawings. A copy of all approved documents and drawings must be located on site.

1. If your permit is disapproved and revisions are required, you will receive an email and “applicant
resubmit” task to upload revised/additional drawings and information. You will find reviewer comment letters in
the application documents folder and/or changemark comments on the drawings. Please keep revised drawing
names identical to what is already in the drawings folder. ePlan will give it a version number.

How to Read Review Changemark Comments on Documents/Drawings

a%

/( itvol Dublin

CALT-19-00118
Main Contact:
Folder: CALT-19-00118\Drawings AUGUST 2
View Folders Upload Files Oﬁ @[Tj
of 1 files Current Sort: I- Select - E]
HE O IaBER A & B o

D EXAMPLE VIEW CHANGEMARKS.pdf
9/9/2019 12:45:40 PM, 381 KB

DEBRA FITE
U

Left click on red exclamation point


https://aca3.accela.com/dublinoh/default.aspx

City of Dublin

Markups attached to EXAMPLE_VIEW_CHANGEMARKS.pdf

Delete View Edit Markup Name Author Date

@g (O PLANNING DEBRA FITE 9/9/20191:51223PM £ & A
Put checkmark
in view box @( () BUILDING DEBRAFITE 9/9/20191:53:07PM & &1 A
View/Edit Clear All Select All for View
Click on view button
'B 8- R Annotate Review v Redact ~ Measure ~ Publish
(® | EXAMPLE_VIEW_CHANGEMARKS. pdf \1 | | ]D -
|84 |@n g | 2| e |
« » = 2@
| H»-m

;
e WIS 1 iy 17

I O A R IR

BUILDING COMMENT

PLANNING COMMENT

You cin also see the list of comments
as shown above. If you click on it, it
will show the review comments.

IDEBRA }ITE 09/10/2019 09:32 AM
This is a sample planning comment. Please
provide additional information.

4 Click on the post-it symbol to

see the review comments. It will
zoom in on the drawing as
shown on the following page.




''B T & R Annotate Review - Redact ~ Measure ~ Publish
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To download a report of the review comments, click on Project Reports button top right of page when in the project an
\Pro;ectFlow Changemarks. You can export it to Excel, Word, etc.
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If your permit is disapproved and revisions are required you will receive this task:

If your project reguires revisions, you will receive an applicant resubmit task. Please see the plan review letters inthe
Application Documents folder and/or changemark comments on the drawings.
TR

+: :

CD APPLICANT RESUBMIT ProjectFlow -
f BUILDING e
Review Information Fermit Information : Contacts Information

Project Name: RNEW-18-00202
Project Description: MNSFH
Coordinator: eplan dublin
Review Cycle: 1
Workflow/Activity Name: Building ProjectFlow_Accela/dpplicant Resubmit
Current User Login: DEBRA FITE (dite@dublin.oh us)
Select dectination folder for files:
T 5 RNEW-19-D0202 Please upload a responss Iette:r to the dpcumgnts file ::Ietailing your
#W pogments response to the requested revisedfadditional information.
3 Documents Upload the requested additional information or revised drawings to
- 4 the documents and drawings folders, If vou upload a revised
Al Drawings < drawing, please keep the name identical to the previous drawing

: name. ePlan will give it a version number.
Working Documents

Ca Approved Drawings
- pApproved Doouments
T A puilts

23 Erorm Attachments

Department Reviewed By ' Status | Reviewer Comments Applicant Comments
Building Review dmmiﬂﬁus Revisions Required |

| have reviewed and addressed, including responses where appropriale, all Checklist llems accessed by clicking on the "Checklist
Items" button above

| hawve reviewed and addreszed, including respanses where appropriale, all Changemark ltems accessed by clicking on the
"Changemark [tems" button above.

| have uploadad the revised drawings andfor documents required as a result of the review infto the appropriate folder in the project
uzing the SAME file names as the onginal filkes. | am ready 1o complete my ascigned task and resubmit back to the jursdiction for
further review.

After you are finished uploading and ready for review, pleass put a check in all three boxes and click on the Complete
button. We will not be notified you have uploaded and the workflow can't continue unless you complete these two

steps, The completeneass review will be the next business day.

Complete I Save For Later |

The review process will follow the same workflow as the original submittal.



Submitting an Amendment/Revision to a Previously Approved/Phased Approval
and
Submitting Amendment Requesting Phased to Full Approval

Please go to the Citizen Access portal https://aca3.accela.com/dublinoh/default.aspx. This is the same portal

where you completed your original application online.

1. If you need to request an amendment for a permit that was created prior to December 9, 2019, please send
an email to the Review Coordinators through ePlan email with the permit number you would like added to your
Citizen Access account. We will need to add the existing permit to Citizen Access for you. Note: If you have
not already set up your account in Citizen Access, you will need to do so before sending the email request.

2. Search for your permit number that previously was issued an approval or phased approval. Click on
“amendment” as shown in the example below under the Action tab. Next, you will receive an email and task
from ePlan and the process will continue with same instructions as noted above with a new permit submittal.
The target date for plan review completion is nine days.

Step 1

City of

Dublin

Return to

Logged inasDebradFite Collections (0] Reports (1) Account phanagement  Logout

Home Buliding Planning Enforcement License_Reglstration

Records

Showon Map

Showing 21-30 of 78 | Dawnload rasules | Add o collactian

[ | Data Racord Humbar Racord Type Prajact Mamma Addrass Status Actian
Cammersial 5800 POST Rd, DUBLIN .

[0 to2rz0s  cacc-1s-00z3 OISR e CACC102219 . Submitted

[ 0812015 CAlTAs-0piig  Commesal AUGUST 21 CALT 5800 POSTRA, DUBLIN - oo iciens Required  Amendr

Alteration OH 43017


https://aca3.accela.com/dublinoh/default.aspx

STEP 2

City of

Dublin

Return to

Legged in asDebradFite  Collections (01 Reports (1™ Account Management  Logout

Home Bullding Planning Enforcement License_Reglstration

Revislon Request

1 Revision Detail 2 Review I PayFees 4 Record |ssuance

Step 1. Revision Detail = Revision Information

If the proposed plans are not revisions to plans a new application will be required. Please contact Dubin Building Review Services for
additional information and assistance.

*indicates a required field.

Revision Request

REWVISION REQUEST

Permit Information:

spall chack
* I this a request for a change to submitted Plans?: ) Yes () Ha
* Please describe proposed revisions:
P
spall chack

Continue Application » Save and resume later



STEP 3

Home [E:illillils@ Flanning Enforcement Lilcense_Registratlon

Revlslon Request

1 Revision Detail 2 Review 3 PayFees 4 Record Issuance

Step 2. Review

Continue Appllcation » Save and resume later

Flease review all infarmation below. Click the "Edit” buttons to make changes to sections ar "Continue Application” to movean.

Record Type

Ravision Raquast

Revision Request

REVISION REQUEST m

Permit Information:

Is this a request for a change to submitted Plans?: Yoo

Please describe proposed revisions: Tast
| certify that | have read and understand the instructions that accompany this application and that the statements made as part of
this application are true, complete, and correct and that no rmatearial information has been omitted. By checking the box balow, |
understand and agree that | am electronically sighing and filing this application.

[ By checking thisbox, | agree tothe above cartification. Date: 1172172019

Continue Appllcation » Save and resume later



Please note that your amendment to a permit previously issued an approval/phased approval will have the same
permit # but show the amendment number at the end of the number. This example was issued an approval for
permit CALT-19-00118 and now the amendment is number CALT-19-00118-001. The ePlan process will be identical
to the original submission.

Home Bullding Planning Enforcement License_Reglstratlon

Revlslon Request

1 Revision Detail 2 Raview 3 Record Issuance

Your application has been succeassfully submitted.
Please print your record and retain a copy for your records.

Thank wou far using aur anline senrices,

Your Record Humber is CALT-19-00113-001.

Youwill need this number to chack the status of your application or to schedulefchack results of inspactions. Please print a copy of your
record and post it in thawork arga.

Alicensead professional is now authorized to proceed with work at the designated location.

Your record type raquires a follow-up inspectioh once work is completad. You may schadule the inspection now of return to scheduls
the inspaction upen completion of the work, Choose Wiew Record Details”to Schedule Inspactions, check status, of make other updates.

RY A0 S Totu] i WS ] [ RS 0 must post the record in the weaork areal)

Please call Debra Fite, 614/410-4608 or email dfite@dublin.oh.us with any questions regarding the ePlan process.

Version 9.1 Implemented 12/9/19
Updated 11/27/19
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