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1) Select the link in the email received or log into the 4) The system will display a message and send an
account associated with the application and select email confirmation that the review package was

the Uploads tab. Select Continue. received.

Step 2: Add & Process Files e
@ Your review package has been received.
Browse or. added, the Upload and Click onit to validate the files and add them to your
When all of are validated,
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2) Enter the sheet numbers for any pages missing a
sheet number.

Please note: It is important to create a Table of
Contents when creating the plans to avoid this step.
Title blocks must follow the County’s placement and
naming standards.

An error has occurred.
Sheet number is required. Please check that all the plan sheets have a sheet number assigned.
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Digital Plan Room @ Need he
Record:

Record Datails Summary. Uploads. Issues Conditions. Notes Approved
+ Informaton 2 Fie Processing 3 Sheet Versioning 4 Review

Step 3: Version Plan Sheets
Displayed below are the sheets extracted from files in this review package. Please review the sheet numbers that automatically populated for each title block to ensure th

are correct and match the plan page. If any title block is missing the corresponding sheet number, you will need to manually enter that number. You can save your work a
come back later if needed, or click Continue when you are done.
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3) Select Continue to proceed to Review page. Select
Edit to edit the section if changes are needed. If no
changes are needed, select Finish.

Step 4:Review

Please review the information below and ensure you have uploaded all of the plans and documents for this review cycle. Click the Edit buttons to make any needed changes
or to upload any remaining documents.
‘Once you click Finish, your review cycle will begin and additional d s the after the review cycle has been completed

General

Plan/Document Submital# 1

Entera descrption

Files [Fe=)
ama Oescripton Type Sttue [r—— Uplosded Date P
PooL enctosuRe -TesT 127502020

HillsGovHub

HillsGovHub



