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Upload Initial Plans and Documents and Finalize

Review Package

After submitting the application, plans and supporting
documentation must be submitted, if plans are required.

1) Select the Upload Plans and Document link.

Dashboard My Records My Account
Paym Receipt/Record
1 Selectitem topay 2 jnrprmation 3 lssuance

I Step 3: Receipt/Record issuance I

Recelpt

7 \  Your application(s) has been successfully submitted
10 ] Please print your record(s) and retain a copy for your records.

Upload Plans and Documents View Receipt

Anotice was added to this record on 12/29/2020
Condition: Address Verification Severity: Notice
Total Conditions: 4 (Notice: 1. Required: 3)

View additional details

2) Enter a description of the review package in the
Description field select Continue. The description
is a summary of the documents and plans uploaded.

]
Create an Application Search Applications Schedule an Inspection
Digital Plan Room ® Noad hatp
Record:
Record Details Summary Uploads ssues Condiions Notes Approved
1 intormaton 2 Fio Processing 3 Sheat Vrsoning 4 Roviow
Step 1: Information
review cycle,

General

Plan/Document Submittal # 1

Descroson @

3) Drag and drop the file(s) or browse to select the
file(s). Please remember to include a table of contents
using appropriate sheet numbers in the files. It will
significantly streamline upload process.

Dighal Plan Room @ Noodhalp
Recora
Record Detas Summary plosds  sues Condiions Notes Approved
yyyyyyy on 2 Fie Procassing 3 Snest versioning 4 Revew

Step 2: Add & Process Files

to upload. Once all a

When ailof

Drag and arop fles here

4) Selectthedocumenttypeforeachdocumentuploaded,
and once complete select Upload and Validate.

Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once all files are added, Validate button is displayed. Click on it
review package. When all of the desired files are uploaded and validated, click the Process Files button to prepare your files for review.

files and add them to youy

Note: single PDI

Drag and drop files here
or

POOL ENCLOSURE - TEST PLANS - ELECTRONIC SIGNAT.

Files

5) Select Process Files after the file validation is
complete. This step may take some time depending
the size of the files. It is ok to close the window as an
email will be sent once the processing is completed.

Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate b displayed. Click on it the files and add them to your
review package. When all of the desired files are uploaded and validated, click the Process Files button to prepare your files for review.

Note: le PDF document

o

Drag and drop files here
or

Files.

Name Description Type. status Uploadedy Uploaded Date Sanature

Building Plans - Digitaly Signed and Sealed| -| 1273012020 8

POOL ENCLOSURE - TEST PLANS - ELECTRONIC SIGNATURE POF

6) Select Continue after the files are updated to
Processed.

Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it to validate the files and add them to your
review package. When all of the desired files are uploaded and validated, click the Process Files button to prepare your files for review.

Note: le PDF document w

Drag and drop fles here

Files
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7) 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.

Digital Plan Room @ Need hy
Record:

Record Detals Summary Uploads Issues Condtions Notes Approved
* Informaton 2 File 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.

Sheets

E Showing a total of 4 sheets.

Trumbrat Sheet numbe and it
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8) 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

and ensure you all of the plans and documents for this review cycle. Click the Edit buttons to make any needed changes

Please review

or to upload any remaining documents.
Once you click Finish, your review cycle will begin and additional documents cannot be uploaded until after the review cycle has been completed.

General

Plan/Document Submital # 1

Entera descrption
=3

Files

9) The system will display a message and send an email
confirmation that the review package was received.

Success.
Your review package has been received.

Digital Plan Room
Record:

Record Datals Summary Uploads ssues Condions. Notes

Review Package Details

Name: Plan/Document Submittal # 1

Please Note: All assigned reviews must be completed prior
to responding to issues. Responding to issues and uploading
corrected plans prior to complete review cycle may cause

delays in review.
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