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Electronic Plan Submission

Electronic Plan Review is a web-based solution that will allow building plans to be submitted
electronically, improve the plan review cycle, reduce costs associated with obtaining residential
and commercial construction permits, as well as support green initiatives.

Please complete the following prior to getting started:

1. Apply at the County of San Bernardino Land Use Services Department located at the
following official locations:

County Government Center Jerry Lewis High Desert Yucca Valley B&S Office
385 N. Arrowhead Avenue Government Center 57407 Twentynine Palms
San Bernardino, CA 92415 15900 Smoke Tree St. Outer Highway South

Suite 131 Yucca Valley, CA 92284
Mon — Fri 8 am — 4:30 pm Hesperia, CA 92345

Wed, 8 am —4:30 pm
Mon — Fri 8 am — 12 pm (closed 30 minutes for lunch)
1 pm —4:30 pm

Barstow B&S Office Big Bear B&S Office Twin Peaks B&S Office
301 East Mt. View Ave. 477 Summit Boulevard 26010 State Highway 189
Barstow, CA 92311 P.O. Box 2835 P.O. Box 709

Big Bear Lake, CA 92315 Twin Peaks, CA 92391
Mon — Fri 8 am — 8:30 am

Tues, 8 am — 4:30 pm Mon, Weds, Thurs, 8 am —

(closed 30 minutes for lunch) 4:30pm

(closed 30 minutes for lunch)

If you have any questions involving the application process please contact us by phone
at (909) 387-8311. Once completed and submitted, you will be given a permit/project
number and fees can be paid.

2. Review the standards section immediately following for how to name your drawing and
document files, border spacing, acceptable file formats, etc.
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Glossary of Terms

>

Applicant
o Member of the public that provides material for electronic review.
Change Mark

o Digital icons (such as Post-It-Notes, revision clouds, callouts, etc.) used by Reviewers to
enter comments/corrections during the process of making “Markups.”

Markup

o Digital overlay file used to consolidate the “Change Marks” entered by the Reviewers
into a single file.

eForm

o Digital forms created within the e-Plan application to request application reviews or re-
submittal information.

DWF
o Drawing web format. A format developed by Autodesk for the plan review process.
Standard PDF

o Digital file format used for documents, reports and other supporting non-plan files that
were traditionally submitted in paper format.

Vector PDF

o Digital file format that maintains AutoCAD information. This format also a PDF to
function similarly to an AutoCAD file.

Customer Service Unit Technician

o Line staff person in Building & Safety responsible for initial project screening. Their
function is to review the application (pre-screening) for completeness, collect necessary
fees, and initiate the application in e-Plans.

Plan Review Project Manager (Plan Review PM)

o Lead staff person in Building & Safety assigned primary project management
responsibility over the application. This lead person may also be referred to as “Plan
Review PM,” “Plans Examiner,” or “Building Plan Reviewer.”

Plan Reviewer

o Individual assigned the task of reviewing and commenting on a specific project.
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» Project Status

o Intake — Workflow has started, Customer Service Unit Technician is awaiting fees,
and/or uploads.

o Plan Review — Plans are in review by County plan review teams.

o Out for Corrections — Waiting on Applicant to upload corrections or additional
plans/documents.

o Approved — Plans are approved and ready for download.
o Conditional Approval — Plans are approved once certain conditions are satisfied.
o Expired — Applicant did not respond within set time limits.

o Withdrawn — Applicant withdrew plan review application.

Standards

Standards allow for easy identification of drawing by naming convention, vector file types in
order to facilitate the most efficient review, color coding of comments for visual identification of
departments and so on.

Required Files

1. Drawing Files are always uploaded to the “Plans” folder. — Each page of the drawing shall
be uploaded as a separate file.

2. Supporting Document Files are always uploaded to the “Documents” folder. — Supporting
documents are all other files that are required as part of the application submission but are
not drawing files (i.e. Drainage Calculations, Easement letter, certifications, etc.). Each
document shall be uploaded as a separate file.

Border Standards
All Plan Files

The entire top margin of all plans must be reserved for the County of San Bernardino electronic
approval stamps. Reserve a 3“(inch) margin on all plans uploaded to the “Plans” folder.

File Naming Standards — Building Plans (Residential & Commercial)
Documents

File names for documents submitted through ePlans should be identified by indicating the
discipline first followed by the function or object (e.g. Engineering Calculations, Fire Letter,
Structural Calculations, etc.).

Plans

File names for plans submitted through ePlans should include the first character(s) of the
discipline name, followed by a three (3) digit sheet number and drawing type (ref. to “File
Naming Standards Table” that follows for details).
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Documents and Plans

Please Note: Corrected files (Documents and Plans) should always be re-submitted with
the EXACT SAME file name as the original submittal. The system will automatically add a
revision number to resubmitted documents for you so reviewers can easily differentiate
between revisions and review the most recent document.

e Discipline — First character(s) in the file name represents the discipline area followed by
the page number and type of drawing, i.e. AO02 — Elevations. Ensure that all plans,
including the associated details, are submitted with the correct discipline characters as
indicated below the Character column shown in the “Eile Naming Standards Table”.

e Sheet Number — Must be a 3 digit number including any leading zeros. Note: if decimals
are needed, place decimal after the 3 digit, ex. P001.99.

e File Name Length — All file names are limited to 50 characters in length including the
Discipline and Sheet Number.
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Plan Type Discipline Character | Sheet Example File Names
Number
Architectural ARCHITECTURAL A 001-999
Cover Sheet ARCHITECTURAL A000 — COVER
Floor Plan ARCHITECTURAL A001 — FLOOR PLAN
Foundation ARCHITECTURAL AOO5 - FND
Elevations ARCHITECTURAL A009 — ELEV
Details ARCHITECTURAL A015 — DETAILS
Interior Design ARCHITECTURAL ID 001-999 IDO09 — INTDS
Site Plan SITE PLAN SP 001-999 SP002 — SITE PLAN
Grading Plan GRADING G 001-999 | G005 — GRADING PLAN
Erosion EROSION EC-PCI004 — EROSION
Control/Pre- CONTROL/PRE CONTROL/PRE-
Construction CONSTRUCTION | EC-PCl | 001-999 CONSTRUCTION
Inspection INSPECTION INSPECTION
Structural — All
?;rll;(;::jr?)'l::: STRUCTURAL STR 001-999 STR002 — STEEL BLDG
including details
Plumbing PLUMBING P 001-999 PLO99 — PLUMB
Electrical ELECTRIC E 001-999 EO01 - ELEC
Mechanical MECHANICAL M 001-999 M101 — MECH
Landscape LANDSCAPE L 001-999 LO11 - IRRIG
Survey SURVEY S 001-999 S008 — SURVEY
Shoring SHORING SHR 001-999 SHR022 — SHORING
Fire Protection FIRE F 001-999 F799 — FIRE
Energy ENERGY EN 001-999 ENO012 — ENERGY

San Bernardino County
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Markup Name and Color Standards

Below is the Standard markup Department Listing and associated colors that will be used for
each reviewing discipline for easy identification. A ‘Markup’ (complete review) can have one or
more ‘Change Marks’ (individual comments). Change marks are created to quickly identify a
markup and associated comments.

Typically, all ‘Markups’ (reviews) that contain any ‘Change Marks’ will require a subsequent re-
submittal of new drawings or documents prior to approval of your project.

Corrected files should always be re-submitted with the EXACT SAME file name as the
original submittal. The system will automatically add a revision number to resubmitted
documents for you so the reviewers can easily differentiate between revisions and
review the most recent document.

Reviewing Departments Color Standards Table

Department Department Sub-Group Markup Color
Public Works Land Development - Roads
Public Works Land Development- Drainage Saddle Brown
Public Works Surveyors Brown
Flood Control Design Dark Brown
Public Works Solid Waste Green
Public Works Traffic
LUSD Building & Safety Navy Blue
LUSD Planning Blue
Public Health Environmental Health Services Purple
LUSD Code Enforcement
County Fire Community Safety Red
County Fire HAZMAT Red
OTHER AGENCIES N/A Dark Red
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File Type Standards

Only DWG, DWF, DGN, DXF or vector PDF files will be accepted for plans. AutoCAD software
is commonly used to create plan files. If PDF is the preferred file type, it is recommended that
plans created in AutoCAD are converted to Vector PDF by using the Autodesk Vector Graphic
Converter “DWG to PDF.pc3 plotter driver.”

Document files may be in the following formats: PDF, DOC, DOCX, XLS, XLSX, PPT, PPS,
PPTX, TIF, TIFF, JPG, PNG, IMG, or BMP. Please submit searchable PDF files for calculations,
reports and other supporting documentation (non-plan files).

If plans are electrical, mechanical, plumbing/gas, etc., confirm that only the trade lines are dark
by changing the background to grayscale prior to saving as a vector PDF file.

['/% protter Configuration Editor - DWG To PDF pe3 _')__B

General  Ports  Dewvice and Document Setngs

4% OWG To POF pe3

- !_:'d G s
24 Mector Graphucs <Crs 16777216 (2454) codarss cRes. Defaulty Ot No |

* Custom Propeties
= B Userdeined Pape
13 Custom Peper S
L2 Modity Siand
2] Fimar Pag
b Flotier Calibestion
W PMP Fie Name <None>

res & Calibeation

sper Siras (Primable Area)

This device cannot confqure some(al) of these values

| jmpon Seve As ‘ Defauks

OK I | Concel i Help

File Layering Guidelines

There are no strict guidelines for the number of layers to include in your AutoCAD, MicroStation
or Adobe files but the general rule of thumb is for the submitting party to restrict layering to the
smallest number of usable layers. Relative to general guidelines for electronic submittal we
suggest the following:

1. “Burnin” all visible layers that will be static and viewable.

2. Limit file layering to no more than 50 layers per drawing.

3. Minimize the amount of cross hatching to improve file performance when opening,
manipulating, and publishing files.
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Electronic Signatures
All drawings to be uploaded must contain an electronic seal and signature.

Folder Structure
All documentation (any non-drawing files, truss calculations, geotechnical reports, etc.)

should be uploaded into the “Documents” folder for each project.
All drawings should be uploaded to the “Plans” folder for each project.
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Login to County of San Bernardino ePLANS

ePlans Invitation

When your online plan review application is processed, an ePlans invitation will be sent to your
e-mail address (see below). The e-mail will contain your login information and information about
your project, including a link to the project. The site address for the County of San Bernardino
ePlans system is: https://projectdox.lu.sbcounty.gov/projectdox.

Department

LULUIN YOS AN IBERNARDIINGD

Invitation to Submit Electronically
Hello Rick Napier:

Welcome to the County of San Bernardino's ePlan review system. Your application has been received and a project number
has been created. You may now upload your plans and documents electronically using the following instructions.
ACCEPTABLE FILE FORMATS

1. DRAWING FILES: The only Plan Drawing file formats acceptable are DWF, vector PDF, and print ready DWG files.
Single page drawings are required, no multi-page drawings are allowed. Please provide a three (3) inch margin on the
top of the plan for the County’s electronic stamps.

2. SUPPORTING DOCUMENTS: The preferred supporting document file format is PDF. You may upload Word, Excel

and other formats. Both single and multi-page documents are allowed.

. NAMING STANDARDS: File names for drawings submitted through e-Plans should include the first character(s) of the

discipline follow by a 3-digit sheet number and drawing type (ie. STR-001 for the first structural document). Click here
to learn more about our naming requirements.

w

PROJECT INFORMATION RESOURCE LINKS
Your User Login: randcnapier@hotmail.com
Project Number: B201100139 Applicant User Manual
CSU Representative Phone #: (909) 387-8311
Project Access: Project Login
INSTRUCTIONS

1. Click the Project Login link to access your Project.

2. Enter your User Login and then your Permanent Password (Passwords are Case Sensitive).

3. Atthe "My Projects" page click on the applicable sub-folder: "Plans", "Documents”, or "Photos".

4. Click on the "Upload Files" button and follow the instructions to upload your plans and documents.

Your submission will be prescreened for completeness prior to the start of formal review.
PLEASE DO NOT REPLY TO THIS EMAIL
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New Users
4. You must use Internet Explorer v6.0 or higher to access ePlans.
5. Prior to logging into the ePlans application, the following actions must be completed:
o If your computer has pop-up blockers installed, you will need to disable pop-up

blocking for the ePlans web address (https://projectdox.lu.sbcounty.gov/projectDox).
The indicator that this has not been done will occur when you type in your login and
password, then hit the Login button and the page immediately disappears. It is not
uncommon to have more than one pop-up blocker installed (Internet Explorer,
Google Task Bar, etc.). Once the ePlans site is allowed, you will be able to utilize the
application. To always allow a site to display pop-ups, click the Information Bar when
it notifies you that a pop-up has been blocked. Then click Temporarily Allow or
Always Allow Pop-ups from This Site (as shown in the second of two screen images
that follow).

@ Pop-up blocked. To see this pop-up or additional options click here...
Information Bar

Did you notice the Information Bar?

The Information Bar alerts you when Intemet Explorer blocks a
pop-up window of file download that might not be safe. If a
Web page does not display properly, look for the Information
Bar [hear the top of your browser).

[[] Do not show this message again.

Learm about the Information Bar...

- Login - Windows Internet Explorer

@'la,ﬂtmzfl | & 11>l x| [ecope

M Poo-up blocked. To see this pop-up or additional options clic

IE 7 ToglBar — Right Click
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e The login page has a MSI (Microsoft Silent Install) component required to install all
the necessary ePlans ActiveX controls. This installation will only need to be done
once; if you utilize a different computer it will require another installation for each
unique computer. The link to the component install is shown below. (If you are
running Visa or Windows 7 please refer to Vista and Windows 7 Install Instructions of

this manual for further details).

e The login page also provides a shortcut that you can drag and drop onto your desk
top as well as a link to save the ePlans web address to your favorites (as shown in

the following image).

Land Use
Services  §
‘Department

! ."lh"lww ;li'll.r\l'll'.l,w

Link-to-MSI Click-and-drag-this
component: icon-to-your-desktop-
installation to-createa-short-cut

I
| Proj

COUNTY OF SAN BERNARDINO @ |

T 90 ntn |

SAN DERNARDMNO COUNTY

TEAMS AND CONDITIONS OF USE

Your accas 15 a0 use of e San Bermartins County
Government " County”) ProjectDos welnite (the “Site") 6
RDjOCE 55 e fOlIowing terme 84¢ CONSirs. 38 well 3

all sppiicable lawa Your scoem 10 the Site a0
COANIRrANON 10f yOur BIeEMAt 10 Thase Teems and
Conamons of Use, whather or nat yOu Sre § regntered

vt By wsing the “Logn” Bumion below, you SCOML

lmmt hmitaton or qualification, these Terms ond E

|

E-mai apphicani@hotmail com
Password sesseed

Login | Forget vour password?

Click-this-link-once to-add-
the-gPlans website - to-your-
favorites

$ 2017 Avolve Sofware
# vaseman of Aveive Softmare All ngha reserves

avolve:

LU hary 10 903 ProjectDox Test System |
10 your Favornes {
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6. To sign in, enter your e-mail address and temporary e-Plans password (first time use)
and click the Login button.

COUNTY OF SAN BERNARDINO

| Eeier yoor e-mad address a0d paswword t contne. |

SAN BERNARDING COUNTY
TERMS AND CONDITIONS OF USE

Your access 10 and use of the San Bernarding County

Govememant County”) PropctOox walsae (e "See) is sudect

% the foliowng teems and cOnGitions. 3s well a3 all appicadie

aws. Your access 10 the Site is in consideration for your

agreamant 10 these Terms and Conaitions of Use, whather or

0L YOU 378 3 1epENeRd Ui, By usng the TLogn” Bution below,
YOuU 200858, without Imitation or qualfication, these Terms 3nd
Corditions of Use. Teroughout these Terms and Conditions, the [3

Departmen

ac"h‘,r‘,ww ‘ﬂ‘l’“i“"ﬂll"

E-mait sppicant@hotmal com

A

Password:
" Login l Forgot vour password?
: © 2011 Avoive Software .
PrO]eCt ProjectDox (Version 7.7) is a trademark of Avoive Software. All rights reserved a . 9| M €
Apolcan
To create a deskiop shortout, chck and
Inatad ProigctDox Compenants drag the icon beiow 1o your deskiop Chck here o 3¢ ProectDex San
NG to your Favorites.
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7. Enter your new password and reconfirm the new password, and personal account
information. Yellow highlighted fields are required but a full Profile record is ideal, then
click the Save button in the middle of the screen. Remember passwords are case
sensitive and must be 8 to 10 characters in length with at least one number and no
special characters. This Profile Information can be accessed at any time by selecting the
“Profile” button at the top of the Home page.

Land Use Services

Department ePlans COUNTY OF SAN BERNARDINO

o Back | Forward o || propects || protie || )| #h]| @ || Logout
Sattings for LU10 SBCounty (iutest10@lusd sbeounty.gov)
Welcome to ProjectDox San Bemardino County.
Since you currently have a temporary password, you will nesd to change it to a permanent password and (f you have not done so)
enter a securiy question and answer. This question/answer will be something that only you know, and will enable you o reset
your password il you ever forget what it is.

After you have changed your password you will be taken to the main Projects View

Change Password: Password Reset Question & Answer:

New possword" [T Securty question: o o
Confirm new password:
o Securty answer:  <Answer has been encrypted>

Profile Information

Contact
Information

* Required fieid
First Name: * | LU10 Last Name: * SBCounty
Email * Jutest10@lusd sbeounty.gov ¥ HTML format ©
Title: | Test User
Company. | County of San Bemardino
Address 1
Address 2
City: | San Bernardino
State/Prownce: ' CA ~ Postal Code: 92415
Country: |USA
Phone: Fax
Mobile: Action date:
Stamps: [Browse.. | O
Language* | en

Rus% -
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Existing Users

If you are a returning user, login to ePlans Review with your full e-mail address and password. If
you have forgotten your password, click on the “Forgot your password” link in the initial login
screen and your password will be e-mailed to you. This will work only if you have logged in once
and added a security question and answer.

COUNTY OF SAN BERNARDINO

| Emiwe your e-mall sddress and | ord tz coaticue |

SAN BERNARDING COUNTY

TERMS AND CONDITIONS OF USE

Your acoess 10 and use of the San Bemardine County
Government"County”) ProjectDox website (the “Site™) is
subject 1o the following terms and conditions, as well as

ol spplicabie laws Your 80088 20 the Site s in

corsideration for your agreement 10 these Terms and
Conditions of Use, whaether o nct you 88 & registered

wser. By using the “Login® buticn below. you accept,

without Emitation or gualification, these Teems and B

Land Use
Services
Department

COUNIYIOESANIBERNARDING]

E-mail aw:M@délmanl com

Password: |

Pro]ect © 2011 Avolve Scftaare a Ol e

ProjectDox (Version 7.7) i & aceman of Avoive Software. All rights resernved b A

Applicant Guids
Yo aeate a desiiop shortout, dick and
Ingepll ProjectDox Componanty drag the icon Delow 1o your desktop. Click hate 10 9dd ProjectDox San
v Bernaedino County
J'%(\ 10 your Faverites
o
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1. When you have successfully logged into ePlans, the projects screen will display. Your 15
most recent projects for which you have access will display in the list. To see the full list of
your projects, click the “All Projects” button. Any outstanding tasks that require your action
are displayed in the Task List area below the project list. You may also view the Task List in
a separate window by clicking the “Task List” button in the upper-right corner. Select
(click the link) of the specific project that corresponds to the plans you will be uploading (in
this instance project B201100244). The projects are listed in order by project number, but
can be sorted by clicking on any header field name.

vt aPlans COUNTY OF SAN BERNARDINO -
Lot || torwar o || rvoumets || Prosee |23 00 ] [ 0 | Lowewt
{Rmmb it
2 promCis) ot of €2 Jor Joo Joheston fjbawscngihetmail com | wecem Prowects [ An Proects | To Saart
Progect Optoas Dascripton Owoer Sy
: oac SR on pcat parcel Plan Redew
09 SFR o0 wacand parcel 1 Pan Reden
09 R o eaat saecel 8 Fan Revew
09 SFR o wacant parcel 2 P Beven
09 SFR on vacat parcel : Pan Redew
SR [« Pajes SFR on wacant parcel 58 Pan Revew
B201100241 o9 SR o eacat parcel N wiate
1201100742 o9 TR en eacant parcat Wwe Pan Revew
E011002¢ 09 SFR on vacant parcel Pan Revew
049 SFR on vacant parcel Paone
Lt ¥, 0D % Demardns Eaduteiewer Traneg ASv
e Bernaedna [ = 590 Do dnd [adurst Traiming Progd - Teassng Use Only A A
Click on the Project Number to bring up
the specific project.
" ‘ 2 » " Page 3 of 3 (42 3emn)
Aniached To S  Created On Uptated On Updated By
Aoohiant Acopled NN 254N 2011 83324 A
Apphcant Accapted TR0 T8 AN MATR011 T2 1T A

Page 1001 2 8

LN -

San Bernardino County

Page 18 of 52



Building and Safety Applicant ePlan User’s Guide

42 project(s) out of 42 for Joe Johnston (jjohnston@hotmail.com)

Project Options Description
B201100235 049= SFR on vacant parcel
110023 049 = SFR on vacant parcel
8201100237 049= SFR on vacant parcel
0110023 049= SFR on vacant parcel
8201100239 09= SFR on vacant parcel
8201100240 049 = SFR on vacant parcel.
8201100241 049 = SFR on vacant parcel
8201100242 049 SFR on vacant parcel.
8201100243 09 = SFR on vacant parcel
B201100244 | 049 SFR on vacant parcel.

2. Click on your project, then click the “Plans” folder to upload your plan drawings or the
“Documents” folder to upload supporting project documents.*

) art Dy C e e b Lot R
- ProjectDox Test System - Microsoft Interet Explorer provided £

b aPlans

B201100244
Main Contact: MARTIAN, MARVIN
Expand cument | Colisose | 4 SFR on vacant parcel.
- B201386 Projectinfo  Reports

.—Q Seciimatis Project Name B201100244

— e eTownloads Description: SFR on vacant parc

— ) Reviewers Aftachments R
LUSD Eplans \-—q-:)
Location: 14736 UPLAND AVE
Contact: MARTIAN, MARVIN

Please Note: If you are re-submitting corrected files (Documents and Plans) you
should always re-submit them with the EXACT SAME file name as the original
submittal. The system will automatically add a revision number to resubmitted
documents for you so reviewers can easily differentiate between revisions and review
the most recent document.
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3. Upon selecting either folder, you will be presented with two buttons, View Folders and
Upload Files.

B201100244
Main Contact MARTIAN, MARVY
Folder: §2011002449 103

No Nles currently enst in Plans.

To uptoad Mas mlo this 1oloer

(1) Chick B Upioad 2ulicn below

(2) Follow B nslrucions in Be ActveX pop-up
window

LAarge Sles may tike 3 few minutes 1 be
peocessed Click Be Refresh duticn ot the lop
of 1o pape 1o retresh your Mo Astview.

[mvomu' Wrno‘]

SFR on vacant paecel

Propctisto  Reports

Project Name: B201100244

Descripton: SFR o0 vacant patenl
)

LUSD Eplans r—g

Locawca: 2160 Lunar Ave, Fontana

Contact MARTIAN, MARVIN

Coatact’s Emait: (AnSnacserSnAmad Com

Paoae: (909) 453-2349

Other Phoae: {909) 453-2350

Pager:

System Adma: S8 Countriand Use

Admin's Emak exianaQiusd aboounty oty

Project Admns:

Status:

Status Infoc

Project Start€nd:

Pass.Throsgh:

Versiaing: Enabled for this peoject

COUNTY OF SAN BERNAR

# Back || Forward o || Prey
@ Werkfiow Port

Tyson Florence Sharon Chivis 86 County Land Use

Start 2202011 THA 54 AN | End 2202012 750 53 AM

4. Click the “Upload Files” button. “Select Files for Uploading” box will automatically display.
Go to the file location on your computer and select or highlight files you want to upload;
multiple files can be selected by using your Shift or Ctrl keys. You can also drag and drop
files into the upload window list. Click the “Open” button and the files selected will then be

copied to the upload window.

Organize « MNew folder

. Checklist Summary Spreadsheet
, Checklists in Word Format
. ePlan layout documents from Avolve
. Original Process Flow
J Scanned Documents
| Stamps
; Temnp
. Test Files
.. Roth Engineering
) Docs
. Plans
. Roth County Set
.. Roth Engineering

File name:

San Bernardino County

T AD00-COVER. pdf

1 A001-FLOOR PLAN.pdf
1 A002-FLOOR PLAN.pdf
T A003-ELEV.pdf

FL ADO4-ELEV. pdf

L ADOS-FND.pdf

T A006-FLOOR PLAN.pdf
T A00T-FLOOR PLAN.pdf
T AD08-FND.pdf

S

@ EC-PCI001 EROSIOMN COMNTROL PLA...

> [AlFiles 1)

o] |
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5. Click the “Upload Now” button and a pop-up will appear stating the number of files that are

to be uploaded and ask if you want to continue.

r M
/2 ProjectDox Test System - Microsoft Internet Explorer provided by County of San Bemardina NI [ =
Land Use Services . =
Department Srial
Drag-n-Drop files or folders.
Files (10) Size (4,762KE) |
EN:\Projects\PmJact Dox\Docurnents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A000-CO... 348,602 bytes
I L M\ Projects\Project Dox\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A001-FL... 471,247 bytes
ﬁN:\ijects\PmJact Dox\Docurnents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A002-FL... 242,187 bytes
L M\ Projects\Project Dox\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A003-ELE... 431,624 bytes
mN:\ijects\PmJact Dox\Documnents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A004-ELE... 151,553 bytes
L M\ Projects\Project Dox\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A005-FN... 864,227 bytes
mN:\ijects\PmJact Dox\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A006-FL... 253,397 bytes
I T Ne\Projects\Project Dos\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\AD0T-FL... 365,097 bytes
mN:\ijects\PmJact Dox\Docurents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\A008-FN... 1,308,941 bytes
T Ne\Projects\Project Dos\Documents - Internal\Building and Safety\Test Files\Roth Engineering\Plans\EC-PCI00... 439,889 bytes
[ setect Files | [ select Folders | [uptoad uRL | | [ upload How
[«1 [
L

Select “OK” to the message box “You are about to upload X files (where X is the number of
files submitted in this batch) from your computer. Do you want to continue?” and the files will

be copied to the upload window.
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A new window will open stating “Your files have been uploaded” with a list of those files.
Select the “Complete Upload Process” button underneath the upload window and this will

complete the file upload for this cycle.

@ ProjectDox Test System - Microsoft Internet Explorer provided by County of San Bernardin;‘

-:--El—g

Land Use Services . |

Department

eriains

Your files have been uploaded.

AD00-COVER pdf

ADM-FLOOR PLAN.pdf

AD0Z-FLOOR PLAN.pdf

AD03-ELEV pdf

ADD4-ELEV. pdf

ADOS-FND.pdf

AD0E-FLOOR PLAN. pdf

ADOT-FLOOR PLAN.pdf

AD0E-FND.pdf

EC-PCID01 EROSION CONTROL PLAN pdf

Swommn e

Close

2. Select the “Close” button. 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 icon displays.

[ view Foiders | [ upload Files |

®HE
=

_a™

Current Sort: - Select - -
] | B DD

[] AQDU-COVER. pdf
TV2TI2011 4.50:30 PM, 348 KB
TESTING EFLANS

]

=

.
I
I
3. Congratulations! You have successfully finished part one of submitting your plans
electronically. Please logout after your session is complete. A notification has been sent to

the San Bernardino County Land Use Services Customer Service Unit to start the
prescreening process to determine if the submittal requirements have been met.

|:| AO0M-FLOOR PLAN.pdf
Ti2Ti2011 4:50:30 PM, 471 KB
TESTIMG EPLANS

&

[F] A002-FLOOR PLAN. pdf
Ti2Tr2011 4:50:30 PM, 242 KB
TEETIMG EPLANS

&

[ ADOS-ELEV.pdf
Ti2Ti2011 4:50:30 PM, 431 KB
TESTING EFLANS

]

San Bernardino County
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Security Timeout

Due to security and resource concerns, the system will automatically sign you out after sixty
(60) minutes of inactivity. When you are ready to resume working with the system, click any
button on the screen. The system automatically loads the login page for you. You can also close
the web browser window and reload the login page manually in a new browser window.

CorrectionComplete Task

Prescreening

Prescreening is a cursory review of your uploaded documents in preparation for formal review.
This will be performed by the Customer Service Unit Technician for most types of
permits/projects. Allow a minimum of three (3) working days after you have uploaded your
documents for the Prescreening process to take place. The status of your project in e-Plans will
be “Intake”. If there are questions or missing items from your submittal, you will receive a
“Prescreening Correction Request” e-mail with instructions on the changes requested and how
to resubmit.

)

Land Use Services . 5[ = = =
Department er |-| )}

L
i

@
L

Prescreen Correction Request Task Assignment

Attention :

Project: B201100244

Your plan review submission for Permit # B201100244 has not met the minimum requirements
for acceptance. You may review correction comments and requirements by accessing the
ProjectDox site. When corrected plans and/or documents are ready for re-submittal, please,
Login to ProjectDox and follow the instructions provided for re-submittal.

Instructions: Please remember when re-submitting drawings and/or documents:

= All corrections must be uploaded using the same file names as the original submittal

= Once corrections have been uploaded for review, no additional submissions will be accepted
unless requested

+ To ensure timely plan review, please make corrections and resubmit as soon as possible.

Assigned
by: Harold Llowd

Project Access | Login to ProjectDox

If you do not have access to the specified folder, please contact the Project Administrator.
If you have any questions, please contact Building and Safety at (909) 387-8311.

Please do not reply to this email.
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1. Click on the ‘Login to ProjectDox’ link in the e-mail to access the ePlans site and login. The
CorrectionComplete task will appear at the bottom of the Projects screen (Home Page).

15 recently entered project(s) out of 42 for Joe Johnston (jjohnston@hotmail com) Recent Projects . All Projects Press Enter To Search:
Project Options Description Owner Status
B201100244 [ = SFR on vacant parcel 5B County Land Use Qut For Corrections
B201100241 (] @ B2 SFR on vacant parcel SB County Land Use Intake
B201100243 04 SFR on vacant parcel 5B County Land Use Plan Review
B201100236 (] @ B2 SFR on vacant parcel SB County Land Use Flan Review
| Progect Name Asached To Suatus Created On Updated On Ugdated By
201300244 - Apgacart Per3rg 823201194247 AN 829201194247 AN
| 201800229 . Apgdcant Actegted Y0128 55 PN V011N
82018002 g saubmt Apgacant Accegpted BAT2011 71155 AN SN0V TI3T AN
" 1 » " Fage 1001 (3 Rera

2. Click on the CorrectionComplete task then click ‘OK’ to the system prompt “Do you want to
accept this task?’ This will launch the ePlan Internet Explorer screen (shown in the next
image).

3. When the ePlan screen appears click the ‘Corrections Items’ tab at the top to reveal any Not
Met deficiencies in the plans submitted. The bottom half of the screen reveals the Task
Instructions section.

4. Review the ‘Land Use Customer Service Unit Comments’ in the Task Instructions section to
identify other requirements noted as deficient and/or missing by the Customer Service Unit
technician.
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5.

6.

7.

Department - ePlans
[ et termaion | pecis iormation | contacstomation [ orrciors )] oo [N

Export to Excel

igw Wi e

1 R0 UE0I0Ea e COMeCIed COCUMANts RGO rFWiNgs 35 INACMEC Delow

Land Use Customer Serace Unt Comments

Apphicant Response

| [ seve I[  seveanscionse ][ ciose |

Save and Close the ePlan screen, then click the ‘Logout’ button if you are finished with your
current session.

After you have identified the missing or corrected drawings, and/or documents to upload, log
back in to ePlans (if not already logged in) and again select the project.

Upload the missing and/or corrected drawings and documents (see the “Uploading Files”
section for instructions). If you are uploading revised plans or documents, ensure the file
name matches the document or plan that has been revised.?

Please Note: If you are re-submitting corrected files (Documents and Plans) you
should always re-submit them with the EXACT SAME file name as the original
submittal. The system will automatically add a revision number to resubmitted
documents for you so reviewers can easily differentiate between revisions and review
the most recent document.

San Bernardino County Page 25 of 52



Building and Safety

Applicant ePlan User’s Guide

8. Click back to the eForm by selecting your Task assignment (CorrectionsComplete) as
shown in the following image.

COUNTY OF SAN BERNARDINO

o o || 1orwars o || Proesta | | peosne || 20 (0] 92| -w-

R En)

v

San Bernardino County

Page 26 of 52

{Taskvint] |
Optioes Descripton Owner Status
o9 SFR on vacant parcel S8 County Land Use Out Foe Comecsons
o9 SFR on vacant paroel 58.Cout Mand Vis veate
[V e SFR on vacant parcel S8 County Land Use Pan Resen
L Ll SFR oo vacast parcel s Revaw
[V Ll SFR on vacat parcel s Revew
oan: SFR on vacant parcel Pias Rewow
£201100240 09 SFR oo vacast parcel s Rovow
BX1INS oaL: SFR 0n vacant parcet Pian Revew
B20100023 o9 SFR oo vacast parcel Pas Resrn
B201100221 o9 SFR on vacant parcel Pian Revew
- o9 SFR 00 vacant pascel SE County Land Use P Revrn
[ Ll SFR 00 vacant parcel Plan Revew
o9 SFR 00 vacant parcel Pran Revaw
oo SFR 0n vacant paroel Pas Revew
0o SFR on vacant parcel Plan Revew
"o« »on Page 1081 (15 aema)
Progect tame Amached To states Crestet On  Updated On Upated iy 3
110 Agptcant Peaceg S202011 08217 AN S22 24217 A
Aggacart Accected IR0 129546 PU WH2011 83324 AN gohnsten@nctmat com
Agghcant Accepted BT T 1155 A SN2 TN 1T AN muwmtem
[ yoon Page 1501 (3 tams)
o)
00N
Project Name Task Attached To
B201100244 CorrectionComplete Applicant
B201100229 ApplicantHesubmit Applicant
B201100200 ApplicantResubmit Applicant
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9. When the eForm opens, place a checkmark in the “| have uploaded the corrected...” and the
Corrections Complete button will display for you to click to complete your task. Upon
completion, the County will be notified that the files have been completed or corrected and
will continue with the Prescreening process.

ask Instructions i

Checklist
joaded the corrected documents and/or drawings as indicated below

Land Use Customer Service Unit Comments
Looks like the plans are incomplete. Send back to user to update.

There are also some deficient items indicated in the checklists

Applicant Response

I Corrections Complete ll

Approved

If your submittal is approved, it will immediately move to plan review.
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ApplicantResubmit Task

Correcting Project Plans and Documents

If corrections are requested following the formal review cycle(s) of your drawings, you will
receive the following email notification from the Building & Safety Plan reviewer requesting
revised documents.

ProjectDox Correction Request for B201100200 Back to messapes | @ @

258 PM

eplans@lusd.sbcounty.gov  Add to contacts
Rephy »

To randcnapien@hotmail.com

v ePlans

Correction Request Notification

Attention :

Thank you for using the San Bemardino County &-Plan Review Systam.

Project: B201100200
Task: ApplicantResubmit
Instructions: | Please review the comments, markups and checklist. Make comections then resubmit the files.

Assigned by: | Hanok Liga

Project Access | Login to ProjectlDox

If you do ned have access to the specified folder, please contact the Project Administrator
I you have any questions, please contact Buillding and Safety at (909) 387-8311

Please do not reply to this email.

1. Click the link in your e-mail to access the ePlans site.

2. Login to ePlans. The ApplicantResubmit task will display at the bottom of the main page with
your permit/project number under the heading “Project Name” (i.e. B201100229 in the
instance that follows). Click on your project number listed below the Project Name column
to access the main project screen (containing the Plans and Documents folders).

Project HName Task Attached To Status
B201100229 ApplicantResubmit Applicant Pending
|EIEEI11EIEIEEIEI ApplicantResubmit Applicant Accepted

3. The Plans and Documents folders will appear. Each can be opened by selecting the link
under each heading as shown in the next image.
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[ ProfeciDen Yot &
bt aPlans COUNTY OF SAN BERNARDINO
8201100229 9 B | [terwern <5 || prwvoste | [rveten | (23] (O8] |88 {touomt]
M Contact Harman Muniier B WvMew Periis | | Qo] [ Phuceen | Tl
Ectanns! St W Singe Famiy Residence on vacant paccel
8201100229 Promctinle  Reports
23 s
- K i Progect Name: 1201100279
3 Descrgton Sngie Famiy Resdence 00 vacant parcel
2 ey .
LUSO Egtans. _
Locaton: 1310 Mackongbed Lane. Redlands. CA
Contact Horman Uity
Contact's Emak AR ATALGT
Paose:
Other Paoner
Pager:
System Adwer 2 Couety Lang Uae
Adma's Emat RT3 200 I
Project Adesas:
S Out For Compcions
Syl
Project Staning: S WITR01I T2100 AN | Dnd 10012 12051 AN
Fass Thoimgh
Veruceng ERathes for Pes praedt
0N -

4. Selecting the Plans link changes the folder list into thumbnail images of each file contained
in the Plans folder. Next to each thumbnail, the file name, author, date uploaded, file size,
and History icon displays.

| View Foiders | | Upload Files | @m C

Cument Sort: - Select - ¥
| @00
] ADOO-COVER pdf
8/17/2011 7:27:34 AM, 248 KB
Rick Napier

] A001-FLOOR PLAN pdf
8/17/2011 7:27:24 AM, 471 KB
Rick Napier

R

Single click this icon

2.FLOOR PLAN.pd
8/17/2011 7:27:

San Bernardino County Page 29 of 52



Building and Safety

Applicant ePlan User’s Guide

5. To view the actual change mark click the red icons (pencil/exclamation mark) and the

following window will open.

-
(=) ProjectDox Test System - Microsoft Internet Explorer provided by County of San Ber... E@g
Land Use Services ) =
Department @r ”@] ns Close Window
Markups attached to ADD2-FLOOR PLAN.pdf
Delete View Markup Name Author Date
[ BNS-HRoe LU04 Test 817/2011 2.49:23PW

6. Click the View checkbox, then click the View button as shown

Land Use Services . ) [ o o0
Department CFiaing

Markups attached to ACO2-FLOOR PLAN. paf

Delete View Markup Name Author Date
v/ BNS-HRoe LUO4S Test 8/17/2011 24923 PM

| View | | Clear Allj

The markups selection pop-up window will appear as shown in the following image with the

change mark(s) already present.
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el e

>
< » n AD
(D noods s be sovednack | I

. P

LUDA Test 08/17/2011 0248 790
Sy, move Phe wal

T vl e b b meeend Back

— |
—— .I- T 1 LE’ 1 =
All changemarks will display in the right hand pane and as you review, click on each
changemark text entry . . .
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... and you will zoom directly into the colored (in this case red) changemark created by the
reviewer (shown in the next image).

Printing Markups using Word

There are a number of ways to print out the markups.

Select the Copy Change marks icon as shown.

Y
RUOA Test 08717/ 2011 0208 P
¥ Barry, move Be nol

Ev L

~ Ay

| L, )
I*Y

2 MASTER ;
s N BEDROOM N o

RN -
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Check all boxes and change image size for larger thumbnails of markups.

- ™
Copy Changemarks ﬁ

|
| Copy Ta Clipboard

() Selected Changemarks note

@ All Changemarks

Include

Changemarks image(s) :
Hyperlink(s)

Bookmark page I

RTF Output Farmat

Image size:
| Font.. | [smal @w@)  +|
[ QK l [ Cancel ] ’ Help ]

A ]
Open a new Word document and right click to paste.
List of Comments

Each page will show details of one markup

This wall needs to be moved back (Harold Lloyd 08/17/2011 02:48 PM)

This wall needs to be moved back (Back to List)

\ MASTER
_— BEDROOM

Created by: Harold Lloyd
On: 08/17/2011 02:48 PM

Sorry, move the wall.
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Printing Markups as PDFs

To print the markups in the original drawing format (24x 36) click the Publish link to open the
drop-down, then high-light and click the ‘Publish to PDF’ option as shown

U3 Tt SA/W1(2911 87,58 A

In the Publish option screen check ‘Burn-in current markups’ (if not already selected) and select
‘Publish’.
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" PDF Publish Options

Pages Indude

o= Bookmarks
@ Use default page size:  36.00 x 24.00in Block attributes

©Fitte: |50 A (1189 x 841 mm) - [tayering: @ Al ) Visble
Output [~ Hyperlinks

(@ All pages Remove
Current page Example: 1,3,5-12 Remove hidden text
Designated: | |

Coloring

Rotation Document: | Original Colors

Pages have been rotated, Markup: [Dr' inal Calors

["]Publish pages as rotated
Security

Markup Password protect

(@) Burn-In current markups
Password: |

(") Insert markup as PDF comments
Append Changemarks notes Confirm: |
["] Append redaction reasons Create

Watermark,Banners

Fit document
within barners

PDF/A-1b compatible

[_pubish ] [ concel | |

Click the ‘Save to file’ option and click OK.

f'e I
Pubich Opion S
@ Save to file
(7) Email as attachment

Lo | [ ol
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=\ Save PDF Dialog

Applicant ePlan User’s Guide

% el & » Computer » Local Disk (C) » - Search Local Disk (C) P

Organize * MNew folder

457 Favorites
Bl Desktop
. Downleads
?-'-_'7'_ Recent Places

4 - Libraries
[ @ Documents
[ Jl Music
I [&=] Pictures
I> i Videos

4 (M| Computer

b &L, Local Disk (C:)

[ 8 M0043 Dhgelusfs2\Home) (M)

I 8 dS (Vgelusfs3) (P:)

I 8 dS (hgeluspermplus) (Q)

I ¥ Technical Information (\Vgclusfs24dS) (R:)

Mame

. PerfLogs

. Program Files

. Program Files (x86)

, Pub_inc

, Temp

J Users
1. Windows
| eula. 1028, bt
| eulal031.bd
) eulal033.bd
| eula1036.bd
| eula.1040.bt
| eula. 1041t
| eulalDd2.bd
| eula.2052.bd

Date modified

07/13/2009 8:20 PM
06/14/2011 10:22 ..,

08/03/2011 10:07 ...

08/05/2011 8:02 AM
06,/14,/2011 9:57 AM
05/18/2011 10:55 ...

08/03/2011 10:07 ...

11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM
11/07/2007 7:00 AM

File name: A006-FLOOR PLAN.pdf

Save as type: | PDF Files

# Hide Folders
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7. To view the remaining deficient issues related to your project return to the main project
screen by clicking on the Folder link shown in the following image.

Woew Fontnrn | | npnnd fovs |

Owwtbon - See

- D.n

[£1004 Tewt 001772011 02248 P
vy, meve Pe wed.

ALY
201073 08 A vl
e
o)

AL
Y0018 737 30 A W R
prp—

®

oo 0e
TR0 P27 58 et 04
e

[
4T
R0 O

BT A
e

)

N -

8. Next click on the Workflow Portals button shown below to open the project task list.

——ePlans
8201100229
WA Camban® Crife] FEOM A L TTORS

bk ot v | B

B e L S )

Pt Sapern

COUNTY OF SAN BERNARDINO

San Bernardino County

o S— wx1var
e g By Basctacs ot g
AE90 Comane. \&'
L 351 SOEIEN At SN0 Ty
Comtat DO FELTTI PAL TR

=]
P
(nor Maae
Pagec
Crvtem W lemm Lpnting
Ay et [

29 Coumy

Aand DT Comatons
e mao
Ll Wk MITIUIN TIION A | a8 ITASRG T 00
Poan Tarvagh
ot v Cnadind 4> ot proeect

\w\-l
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Then click on the ‘ApplicantResubmit’ task link. Click OK when asked ‘Do you want to accept

9. When the eForm opens click on the ‘Corrections Items’ tab to view only the required

corrections.

s

Lol
= Lot B P W -
- 1%
-
-

11 -

COUNTY OF SAN BERNARDINO

L2 0me || v o | S | Poitn | L5 A0 L9 Aneeee |

T ent Maec 21 e Sartaas gt
T St 0w PUNE Vet M0 LrOw B B e
Doatinn s ™ mpat=art sir el be ivors v

T N B b h B ety of &

Bwertow e Qom Fiveme | [ tmar
Te gt e At e wt e -
Amachad Ty Vares Crested (= phones (@ e by
ugt = N an Pondng SIPSEIE 290 VITONI It se b
" . L - L AR ARE
Satate gath
e Tmoe rgem

Vortiew (e Lacted Uatvs

-
P00 0229 - Bunang Man Sedes - Bamed 3y LU Tet A1 TO0Y 2
POPTIS009  Bating M Navew - Thafed by LD Tosd BYTOONL Y

POUVAMGIIT  Daiing M Raven  Tafed by LLO) Tesd STTOONT *

Page Va1 0 Reey

L e

I Review Information Permit Infarmation Contact Information | _

San Bernardino County

Page 38 of 52



Building and Safety Applicant ePlan User’s Guide

10. Select Export to Excel (ref. to link circled in red in the previous image) to create a
spreadsheet of all checklist review comments to be be used as the applicants response.
Insert rows below not met comments to indicate how they are being addressed in the
revised file.

11.Move the vertical slider bar downward to see the complete eForm as shown in the following

image.
T OEPARTMENT REVIEW - Review [ 2 ~ | E
GROUP LLARHIIF FILE ACTION
CYCLE DEPARTMENT REVIEWER STATUS & NOTES
LU TEST
2 BUILDHNG: AMT SAFETY

LUTESTOLGLUSD SOCOUNTY SOV =

3
ask Instructions

Vhawe revigwsd and addressed the Checidist Commants provided on e "Checklist 1ab above. Each commant will De indcaled 35 "I or THot Met™. I you would Big bo
ot @ list of the comiments bo Exosd, click on e "Expod to Excal™ link in the lwver 188 hand comer of thé ab.

# IThawe addrassad all of tha tems in e File Markups above that wars [dentified dunng the Plan Redew

I e aploaded |e revised drawings into the “Plans™ fabder and, if reguested, uploased any revds ed Jocuments inbd e "Dodaments® folder using e SAME fle name 35 he
ariginal files
4

5

[ compiets ]|  saveanaciess |

eForm Version: DEV VERSION 2.0

1. Consolidated department checklist (ref. to previous ‘Corrections ltems’ image)
2. Review cycle & department review information
3. Checkboxes one (1) and two (2) are confirmation that you have read and corrected the

issues
4. Checkbox three (3) is confirmation you have uploaded all new and/or corrected files
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5. Resubmit Complete button.

(1) Consolidated department checklist
One or more departments may use the Checklist feature in the eForm. All checklist items will be
reviewed again in the subsequent cycle(s). Only items with a Status of ‘Not Met’ will be
displayed in the checklist below.

| Review Information | Permit Information | Contact Information I G d | Routing Slip _

Sstin Updeted By

Export to Excel

(2) Review Cycle

The Review Cycle dropdown allows the user to review any review cycle information. The
Review cycle also displays near the top in the Review Information tab of this eForm.

(3) Checkbox 1, 2, & 3

Checkbox one (1) asks for confirmation that the checklist and the comments in the eForm have
been reviewed. Checkbox two (2) asks for confirmation that you have reviewed all the markup
comments (red lines) attached to the drawings. Checkbox three (3) confirms that you have
uploaded revised drawings and/or documents using the SAME FILE NAMES.?

Please Note: If you are re-submitting corrected files (Documents and Plans) you
should always re-submit them with the EXACT SAME file name as the original
submittal. The system will automatically add a revision number to resubmitted
documents for you so reviewers can easily differentiate between revisions and review
the most recent document.

San Bernardino County Page 40 of 52



Building and Safety Applicant ePlan User’s Guide

ask Instructions

| have reviewed and addressed the Checklist Comments provided on the "Checklist” tab above. Each comment will be indicated as "Met" or "Not Met". If you would like to export a list
of the comments to Excel, click on the "Export to Excel” link in the lower left hand corner of the tab.

| have addressed all of the items in the File Markups above that were identified during the Plan Review.
: | have uploaded the revised drawings into the "Plans”™ folder and, if requested, uploaded any revised documents into the "Documents™ folder using the SAME file name as the criginal

I Complete || Sawe And Close |

Checkbox three (3) asks for confirmation that you have corrected the plans and/or documents
per the reviewer’s request and that you have uploaded them into the appropriate folder. The
Upload dialog is identical to your initial upload. It is important that corrected plans and
documents have the same file name as the existing file name in ePlans. Keeping the exact
same file name allows ePlans to associate the revised file with the previous submittal.

When uploading revised files, they will show in blue screen as candidates for versioning. If you
are uploading a corrected file and it does not show in blue, the file names likely do not match.
Once the file has been uploaded it will display the version number, V2 for example, to indicate
which version of the file you are viewing.

DADDE-FLDDF{ PLAN . pdf W2
8/3/2011 1:24:49 PM, 257 KB
Rick Mapier

(4) Resubmit Complete

When you are ready to complete the task and exit the form, click the “Complete” button.

Approval

When the plan review is approved by all reviewers, you will be notified by email.

Print Approved Plans

After an approval has been issued the plans will be electronically stamped by the County. You
will then receive an e-mail indicating that your application is ready and instructions on how to
download and print your files. Approved drawing and/or document files will be in the “Approved”
folder and available for download. One set of approved plans must be printed and available at
the job site during all inspections.
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ePlan Reports

Electronic Plan Review reports are available from the main project screen. These reports allow
the applicant to retrieve vital summary information about their project including: each
department assigned to the review and the status, all file markups, the time a task is the
responsibility of a user or user group, and a task routing report of status, user group, user, and
cycle in the workflow.

Retrieving Available Reports

1. To retrieve available reports login to the ePlans website with your user ID (email address)
and current password using the following link https:/projectdox.lu.sbcounty.gov/projectdox.
If you are having issues with the login and you have already logged in at least once review
the Existing User section of this manual for assistance. Otherwise follow the directions to
setup your initial New Users account.

2. When you have successfully logged into ePlans, the projects screen will display. Your 15
most recent projects for which you have access will display in the list. To see the full list of
your projects, click the “All Projects” button. Select (click the link) of the specific project that
you wish to review the reports for (in this instance project B201100166).

15 recantly smtend propcted wwt v &7 b Jon Jeheston (pnatonGmetma 3| | mecens ropecrs [ A roreess | to Soarss
ooy Oesrption et Sl
oA COMBINED WEAT SO PONER BULDNG = he ' Acgroved

— 0N ML ASEA SHOP - B2 Out ¥ ox Comecions

100243 oa:: SEPARATIONS AEA SHOWERTS AND LOCKESS - i ' e Feden
oa BLL ASEA SHOWERS AND LOCKERS - 007 D0 Coranty L Ung e Redrw
09 THRUCK SHOP ACCION - 114 Ca ' Accroved
09 TOVT0 LONG 0 Comety Land Une Puns Revew
oA PASTE TALINGS AREA CRAONG ' Out Fox Comecsons
oa FING ORE BIN FOUNDATION 0 Cos Lana g Out Fox Comections
0N SALT RECOVIRY UNT ELECTHOLYZER ' [,
o9 SEPARATIONS ARTA TANK ¥ Aou 0 Coure Land Ung Phan Review
o O OOY BAONG - ' 1 Resen

QU000 o9 TR on vacact parcel U0 Sty Lot Use e Rodra
Ll ST o eacat parcmt C s Use o Roden
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Tk Atacked To Steten Created On Ugdated (m Updatnd Dy
Camk Apphcant Aceed B2 21T A STV 39326 PY bt Cm
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e aPlans

15 recently entered project({s) out of 42 for Joe Johnston (jjohnston@hotmail.com)

Project Options Description
| EIEEI‘I‘1EIEI‘1EE| (i ] @ g COMBIMNED HEAT AMD POWER BUILDING
B201100200 0 L= MILL AREA SHOP - B32
" B201100243 (i ] @ [ SEFARATIONS AREA SHOWERS AND LO(

3. When the main project screen appears click on the Workflow Portals button
to open Available reports.

COUNTY OF SAN BERNARDINO

oo Beck | gac AMJU_QJ;LJ._"!

Descrpton: COMBINED HEAT AND POWER BURDING
LUSD Eplens 1450 n3ge exsts

Lecaton: 744 Post RD, MOUNTAN PASS

Contact: Joe Jorasten

ContactsEmak  johnston@hotmad com "
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4. The Available reports sub-section appears with a link to several reports:
a. Project Markup Listing — all project markups.
b. Workflow Routing Slip — task status, user group, user, and cycle for the workflow.
c. Department Review Status — each department assigned to the review and the status.
d. Task Time Report — the time a task is in the responsibility of a user or user group.
;'. Tasa Allached Te Matey Croated On Updated On Uptated by
et - _—
— 1]

Tosk shifes Ghlr oup. Wi, and Odte ot
CAsphay $R00 CePanvant 2530004000 T
Trach Bhe 50 & Bk 13 1 e feaponditany of

Project Markup Listing

Workfow. Dale Sianed, Slates.
C\anMnle mauts epia >

201100544 - Dutng Pias Rovarw - S1a%ed By LU Test 2132)
B201 100964 . Butang s Revew - S10000 By LUT Test 112
B01100958 - Butang Mas tovew - Stated 3y LUGT Test 132)

s-nt\a"uaﬂ)

This report contains information on each markup in the project plans: Name, Subject, Text, the
File Name, and the First and Last Name of the reviewer applying the markup.

Note that you can download this report by clicking on the Download Report Data
| Download Report Data | hytton located in the Export Options section at the bottom of window.

Do D i O v G X} B emaDor Tt Sytem

Current Project - Project Markups Listing

Corvet Praect of fie =erupe woot

Prose<t Name Marbeg N et Subpect Markap Teat Markup Dot 10w e FestRame  Last Name
1201100008 Mareg ity Proect Caner sl totes are Uinsen) Prense H00ce Tl T 24 A P Propct Gen . 7110011 20T 20PM  MOTM NI OoUNT . TOM Cly
02011008 T8 Page Waseg O - R Nagwer Canvot 404 Bea Tle Page in D plass OO ZA0DMN ROMIVOOUNT.. Tom Cly
" . » o»

Export Optoes:

$how Colme Toes 7 Show G Lines: 7 Cohwma Ties Forecalor Wte - AReraaong Row oo Gwy * Cotwme Ties Backootor: e - Fite Type "

Oventad Sepert Oute |
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Workflow Routing Slip

The workflow routing report contains information on the status of each task either completed or
still in-progress: Task Name, Status, Date Created, Date Updated, Name (group or individual
completing the task), Review Cycle, and date Completed. Incomplete tasks will be indicated by
an open entry under the ‘Completed’ date column.

Note that you can download this report by clicking on the Download Report Data
| Dewnload Report Data | hutton located in the Export Options section at the bottom of window.

| & b e emn-pdwebdt Proieslion Quanfe 0+ G X § @ Preyecedion Test System «

Current Project - Workflow Routing Slip

Taak SU0US. LSer OROUD, LS S5 Cythe K I workBiow

TaskMarme Task Statws DateCreated Datelpdatod Name. Taskiser RevewCycle Completed
GroupPresScreen Compiete maon2nru MIVON 1IN0 M s LLO1 Tont 0 M0 21
PreSaeecRedes Comoite MR 21PN THI011 21027 PU csu LU0 Test 0 Maer 2
BegrResow Comgiete MEN20Y1 20538 PU MY 22652 M s Revew PU oK Nadpeat ] MN0t122
Dopatractlovew Compiete MM 205N NI 3227 M 220 504@N2 3 Scounty oV LL04 Tost ) Tyt ae
Renena Camgiete TR0t 14227 M 2011 94612 AN s Revew PN L2 Tent ] magones
RevenTompiete Cometate TN 94512 AN N R A Pian Revow PN LL02 Test ] THAReN1 9%
ASphcatiRetytont Caergions TA2011 95842 A 2011 100432 A Appacact Socx Naphpt ' megon
ResusmiRecaves Comoiete TN 11 AN T011 129700 P Revew PU LUOZ Test 2 TR0 12
Degactreantlosow Cargiete 2001 121731 PU VU011 125797 SR REEIAS S2C0unty Gov L4 Yot 2 TManot 12
RaraCA Comoiste TR 125717 PU T 12029 PU P Revew FY LUO2 Test 2 AR 12
RedenCompens Coerpiete W20 12023 M0 NR011 12720 Pu s Revow P LLO2 Yost 2 NA2011 12
PasAoproves Comgiete TN 1720 N1 14257 PR an Revow PU LU02 Test 2 T 14
Jecsllalance Pendeg 42011 14303 M M0 14300 P [=21) 2
" ‘ » » '

Export Optons:

Show Colwrma Tilex: v Show Gnd Limex: ¥ Colsrra Tithes Forecolorn Whie = Alernating How Color: Gy - Columa Ties Backcolor: Pus = The Type: ne

Dovensoms Tecert Data |
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Department Review Status

This report contains information on all departments involved in the review process as indicated
under the ‘GroupName’ column shown below. In addition the report provides information on the
Review Cycle, Reviewer Name, Reviewer Status, and any Reviewer Comments.

Note that you can download this report by clicking on the Download Report Data
| Download Report Data | hutton located in the Export Options section at the bottom of window.

Current Project - Department Review Status

Eiguiy e SNEMFTHINE SASLT 10 BN (v ) W S

ArvraCprie Foriaeae T RreraSiany ot TR
1 LU Tadt CartacBons Hibahd Sppmeant i i IRg Fib Sirwng B page [FESEPREL RN
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Task Time Report

The Task Time Report provides information on status of the tasks (Upper Grid); and/or the total
time spent (column labeled ‘Duration’) by the assigned party (column labeled Name) for that
Review Cycle (Lower Grid).

Note that the user needs to decide which grid to download by selecting the corresponding
option button™, then clicking the Download Report Data | Dewnload Report Data | hytton located in the
Export Options section at the bottom of window.

B hep e pdwenbll Propeilion Guenfe 2« & X | 3 Progctiica Tedt dystem =

Current Project - Task Time Report
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Vista and Windows 7 Install Instructions

Sometimes users will encounter errors or issues as a result of incomplete installation of the
client components. This is often caused by permissions issues. The instructions below have
proved useful in resolving the security/permissions issues and getting a successful installation.
(The account executing these steps will need administrative privileges on the computer).

Uninstall-reinstall ePlans components
If the operating system is Vista or Windows 7, the user will need to turn OFF UAC first.

Additionally, if using IE 8, will need to turn off protected mode. (apparently turning of UAC in
Windows 7 also disables protected mode for IE8)

Turning Off UAC in Windows Vista and Windows 7
Disable UAC on Windows Vista

Open up Control Panel, and type in “UAC” into the search box. You'll see a link for “Turn User Account
Control (UAC) on or off”:

[ (=] E ]
e
UU | <« Control Panel » - l ¢ ’ l uac % |

File

Edit View Tools Help

Control Panel Home

~
User Accounts =

@ Lurn User Account Control (UAC) on or
o)
<7 Cf

Classic View

Drrmnd Torles

0 items (11 filtered out)

On the next screen you should uncheck the box for “Use User Account Control (UAC)”, and then click
on the OK button.

-

@Qv’ﬂ‘, « Turn User Accoun... v I 44 | |

. File Edit View Tools Help

-

Turn on User Account Control (UAC) to make your computer more secure

User Account Centrol (UAC) can help prevent unauthorized changes to your computer. We
recommend that you leave UAC turned on to help protect your computer.

m

[7] Use User Account Control (UAC) to help protect your computer
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You'll need to reboot your computer before the changes take effect, but you should be all done with
annoying prompts.

Disable UAC on Windows 7

Windows 7 makes it much easier to deal with UAC settings, and in fact you don’t have to completely
disable UAC if you don’t want to. Just type UAC into the start menu or Control Panel search box.

Control Panel (1)
‘ P Change User Acchnt Control settings

N
Documents (2) Action Center
| CHANGELOG Change User Account Control settings »

! Help

You can simply drag the slider up or down, depending on how often you want to be alerted.

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs from making
changes to your computer.
Tell me more about User Account Control settings

Always notify

Notify me only when programs try to
make changes to my computer (do not
dim my desktop)

® Don't notify me when I make changes
to Windows settings

@ Not recommended. Choose this only
if it takes a long time to dim the
| = desktop on your computer,

Never notify

-

4 OK Cancel

If you drag it all the way down to the bottom, you’ll have disabled it entirely.
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Turning off Protected mode in IE8

1. Open Internet Explorer 8 (IE8) or Internet Explorer 9 (IE9).

2. Click on Tools on the menu bar, and Internet Options.

3. Inthe Security tab, select the zone that you want to turn protected mode on or off in. (see
screenshots below)

Selact 3 200e 10 view Or change sacunty settngz. Selact 8 200 %

ela v O @

N | tocalintranet Trustedsites  Resticied Internet Trusted sites  Resticied
dtes dtes

Internet —~— Local ntranet G
0 Thes rone = for [nserret mebsstes, Lo q Tris 1one = for ol mebstes that ace =

except these ksted in rusted ard found on your ntranet.

resyicted 2ones.

Seaurnity leve for the 2one Seaurity leve for the 2one
Allowed levels for this Tone: Nedum to Hgh Allowed levels for this zone: Al
Hedium-bagh Hedium-low
- Apprognate for most websites - Apprognate for webstes on your local network

« Proepts before conridading poterdaly uraafe (ramt)
content - » Mast consent sl be run without prompting you

- Urgignad ActiveX conrols wil not be downloaded o - Urzignad ActiveX conrols wil not be downloadad
- Same a5 Medkum level without prompts

QJ Enabie Protected Node (requres restir tng Inderrat Explorer) ° |7 Enalie Protected Mode (reqares restar tng Iderrat Explorer)
Qustom bevel... Defadtlove Qustom beved... Defadt leve

to default leved o defaut leved

S

Resticied Internet  Localintranet Trusted sites
dtes

T Restrcted sites

-4 £ Tris rone consains webstes that you - Lo This tone = for websites hat ssght

v uul:;nodnugmmmm darage your computer of your fes,
your fles.

Thare are no websites in this 2o0e.

Seaunty leve for the 2one Seaunty leve for the 2one
Allowed levels for this zone: Al Alowed levels for this Tone: Hch
Hedium High
- Promots before connicadng potersaly urmafe - Aperognate for webstes that might have hamfl
content content

« Ungigned ActiveX conrols will not be downloaded « Masdmum safeguands
- Less seaure features are dsabled

(7] Evatie Protectid Moda (requires restartng Inserrat Expiorer) ¢z Eritie Brotected Mod (1equires restar tng nserrat Expior i)

Defadtieve

Defaditleve

to defaut level

San Bernardino County Page 50 of 52


http://www.sevenforums.com/tutorials/111483-internet-explorer-9-turn-menu-bar-always.html
http://www.sevenforums.com/attachments/tutorials/53636d1265961590-internet-explorer-protected-mode-turn-off-internet_zone.jpg
http://www.sevenforums.com/attachments/tutorials/53637d1265961590-internet-explorer-protected-mode-turn-off-local_intranet_zone.jpg
http://www.sevenforums.com/attachments/tutorials/53638d1265961590-internet-explorer-protected-mode-turn-off-trusted_sites_zone.jpg
http://www.sevenforums.com/attachments/tutorials/53639d1265961590-internet-explorer-protected-mode-turn-off-restricted_sites_zone.jpg

Building and Safety Applicant ePlan User’s Guide

4. To Turn On Protected Mode

a. Check the Enable Protected Mode box, and click on Apply. (see screenshots above)

b. Go to step 6.

5. To Turn Off Protected Mode

a. Uncheck the Enable Protected Mode box, and click on Apply. (see screenshots above)

6. Repeats steps 3 to 5 if you want to turn protected mode on or off for any other zone.

7. When done, click on OK. (see screenshots above)

8. Close and reopen Internet Explorer to apply.

Then follow these steps:
Remove ALL ePlans components on the client:

1. Check for presence of program, and remove if found, using either a. or b. depending on
version of operating system you are using:
a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program Features, if
ePlans Components is listed then REMOVE
b. XP — Using Control Panel -> Add/Remove Programs, if ePlans Components is
listed then REMOVE
2. In Internet Explorer (Internet Options->Browser History->Settings->View Objects -
remove anything Brava, ePlans, or Xupload).
3. After the above is completed, delete these directories and their contents: IGC (in
Windows Vista or 7, do a search for the filename IGC to locate, then delete)
a. In XP Documents and Settings->User Account->IGC
b. In XP Program Files->Avolve->Components).

(Again, if Vista or Windows 7, UAC must be OFF for the following to work):
You can reinstall the ePlans components by clicking on the link on the login page.

Once the components are installed, you can turn UAC back on.
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Frequently Asked Questions

Q: What is ePlans?

ePlans is the name for our new computerized system providing for the digital submittal and
review of plans. This system is expected to replace the paper based approach we have
been using up until the implementation of our automated system.

Q: Do I still need to come to the Land Use Services Department offices?

Yes — at least for the time being. The long term plan would allow applications to be filed on-
line, thus eliminating the need for an applicant to come into the office.

Q: How do | get started?

In order to use ePlans, you will need to start the process by visiting or calling one of the
Land Use office locations noted at the beginning of this user manual. Once we process your
request, you will get an invitation via email on how to proceed with your project.

. After | have submitted my payment at the Land Use Service Department, how long do | have

to upload my digital files?

You will have 180 calendar days to upload your files onto the ePlan submittal website.

Q: Is the ePlans process 100% paperless?

o = O 2 QO

>

)

During the submittal and review process ePlans is entirely paperless. When your plan is
approved by all the reviewers, you will receive an e-mail indicating that your plans are
approved and ready for download. There will be instructions for how to print and download
your files. One set of approved plans will need to be printed and made available during all
inspections.

| am a Mac user can | run ePlans in a Mac environment?

ePlans requires Internet Explorer v6.0 or higher.

If | have multiple projects do | need multiple log-ins?

No, you will need only one login for all the projects that you manage.

Why am | receiving the message “The email address or password you entered is incorrect”
even though | enter my password correctly?

Passwords are case sensitive. Be sure that your password is in the proper case.

: What are the business hours for ePlans?

ePlans is 24/7 and can be accessed at anytime and anywhere.
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