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Chris Colby………………………………………………...…………………  (404) 865-8550 

 
Systems Administrator 

    Mary Ross-Vaughn………………………………………………………..  (404) 330-6960 
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I.  ePLANS Preliminary Checklist 

Please complete the following prior to getting started: 

• Submit permit application for BLC3 (commercial alterations Only) 

• Review Checklist guidelines 
(http://www.atlantaga.gov/client_resources/government/planning/buildings/commercial_alts01
.2007.pdf)   

• Submit Notarized Cost of Construction form 
(http://apps.atlantaga.gov/ebuilding/PDFForms/ProjectedCostConstruction.pdf)  

• Review Naming conventions (See Naming Conventions section) 

• Disable pop-ups (*Note: the ePLANS website is not compatible with FireFox browser) 

Naming Conventions 
  
Filenames for drawings submitted through ePLANS should include the sheet number, by discipline, 
and the sheet title. An index of drawings must be included, generally on the title sheet (along with other 
information required by our checklists). Standard discipline designations would be:  
 

DRAWING TYPE FILE 
NAME 

DISCIPLINE CODE SHEET 
NUMBER 

SHEET 
DESCRIPTION 

EXAMPLE OF FULL NAME 

Architectural Movie Town (Ex.) A 01 001 – 010 Cover Page Movie Town A.01.001 Cover Sheet 
   02 001 - 010 Index Movie Town  A.02.001 Index 
   03 001 - 010 General Notes Movie Town  A.03.001 General 

Notes 
   04 001 - 099 Site Plan Movie Town  A.04.001 Site Plan 
   05 001 - 999 Existing Floor Plan Movie Town A.05.001 Existing 

Floor Plan 
   06 001 - 999 New Floor Plans Movie Town  A.06.001 New Floor 

Plans 
   07 001 - 999 Exterior Elevations Movie Town  A.07.001 Exterior 

Elevations 
   08 001-999 Interior Elevation Movie Town  A.08.001 Interior 
   09 001-999 Building Section Movie Town  A.09.001 Building 
   10 001-999 Detail Movie Town  A.10.001 Detail 
   11 001-999 Schedules Movie Town  A.11.001 Schedules 
   12 001-999 Specification Movie Town  A.12.001 Specification 
   13 001-999  Movie Town  A.13.001  
Structural Movie Town S 01 001-999 Title/ Cover Movie Town  S. 01.001 Title/ Cover 
   02 001-999 Index Movie Town  S. 02.001 Index 
   03 001-999 General Notes Movie Town  S. 03.001  General 

Notes 
   04 001-999 Site Plans Movie Town  S. 04.001 Site Plans 
   05 001-999 Existing Floor Plans Movie Town  S. 05.001 Existing 

Floor Plans 
   06 001-999 New Floor Plans Movie Town  S. 06.001 New Floor 

Plans 
Civil Movie Town C 01 001-999 Title/ Cover Movie Town  C. 01.001 Title/ Cover 
Landscape Movie Town   L 01 001-999 Title/Cover Movie Town  L. 01.001 Title/ Cover 
Electrical Movie Town   E 01 001-999 Title/Cover Movie Town  E. 01.001 Title/ Cover 

Mechanical Movie Town   M 01 001-999  Movie Town  M. 01.001 Title/ Cover 
Plumbing Movie Town   P 01 001-999 Title/Cover Movie Town  P. 01.001 Title/ Cover 
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NOTE:  CAD Drawing files supported are: .DWF, .PDF, .TIF, .DGN 

1.  When the permit application is approved, an ePlans User Invitation will be sent to your 
email address. If you are a new user go to Step 1a. Otherwise, go to Step 2:  

 
PART I. New Users:  

1a. Prior to logging into the ePlans site, the following actions must be completed: 

• If your computer has pop-up blockers installed, you will need to disable pop-up 
blocking for the ePlans application in order to utilize the system. This will be 
required for each logon instance, unless you select “always allow pop-ups” 
option (recommended). 

• The login page has an MSI (Microsoft Silent Install) component required to 
install all necessary ProjectDox ActiveX controls. This will only need to be 
installed once; if you utilize a different computer it will require another 
installation for each unique computer. (see 1c below) 

1b. Retrieve your temporary password and login information. Click on the project 
access link: http://eplans.atlantaga.gov/projectdox 

 
 
1c. Install the Projectdox components 

 
 
1d. Login to the system with your temporary username and password 

 
 



 
ePLANS User  Guide  Version 7.01 

 

ePLANS User Manual 3 of 12 

1d. Enter your personal account information and Save the profile.  

 

Existing Users: 

1. If you are a returning user, login to ePlans (http://eplans.atlantaga.gov/projectdox) with 
your full email address and password. If you have forgotten your password, click on the 
“forgot password” button so that it can be emailed to you. 
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2. When you have successfully logged into ePLANS, the Projects screen will display. Any 
projects for which you have access will display in this list. Any outstanding tasks that 
require your action are displayed in the Task List area below the project list. Select the 
specific project that corresponds to the plans you will be uploading. The projects are listed 
in order by application number (i.e. BLC3 20008000001) 

 

3. Click the Drawings Folder and follow the prompts for uploading your plans and 
documents.   

 

4. Click on the “Upload Files” button: 
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5. Click on “Select Files” button and browse to the location of the plans and documents to be 
uploaded: 

 

7.  Select the file location on your computer: 

 

8. Select or highlight the files you want to upload; multiple files can be selected by 
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using your Shift or Ctrl keys. Click on Open.  The files will then be copied to the upload 
window. Then click the “Upload Now” button: 

 

9.  Click on the Close Button to close out of the file upload complete dialog box 

 

10. You have successfully finished part one of submitting your plans electronically! Please 
logout after your session is complete. The project will be assigned to a reviewer to 
complete the review electronically. Once the review is complete an email notification will 
be sent detailing the next steps which are outlined in Part II. 
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PART II. REVISIONS REQUIRED 
If revisions are required to your drawings, follow the steps below: 

1. You will receive an e-mail notification that revisions are required. 

 

 
2. Click the link in your email to access the plan revision information.  Login to 

ProjectDox. After logging in, the Drawing Resubmittal Request e-form will open. 
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3. Click on the Review link in the “Review Markups” section.   Your drawings should 
appear. 

4.  Click on the open icon to open the mark-up 

 
5. Select the drawing name in the pop-up window to view the mark-ups in their entirety.  

After completing the review of the mark-ups, make the required changes in your 
original (CAD) software. 

 
6. Once you have completed making the modifications in your software application, 

save the newly modified document with the same exact name (DO NOT 
CHANGE THE NAME OF THE DOCUMENT).   

7. Log in to ePlans, Click on the specific project to load the project page 
8. Follow steps 4-11 to upload your revised drawing (Remember that the file 

name DOES NOT CHANGE)   
9.  Click the “Close Button” to exit the file upload complete dialog box: 
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10. Click on the “Task List” button in the project view and select the “Drawing 

Resubmit” task in the My task list section. 
 

 
 

11. Once the form opens, select the “Resubmit Complete” button to send the revised 
drawings to the reviewer. If more revisions are required you will repeat steps 1-13 
under the “REVISIONS REQUIRED” section of this document. You are now 
Finished the resubmittal process! 
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NO REVISIONS REQUIRED: 
1. Once the final approval is complete, you will receive an email notification to pick up your 

permit and follow the normal process for picking up your permit. Once fees have been 
collected, you will receive an email notification to download the approved set of plans. 

2. Log into ePLANS with your credentials and Select the specific project. 

3. Once the project page loads, select the “Drawings” folder. 

4. Click on the “Approved Plans” folder and follow the prompts for downloading the plans. 

5. CONGRATULATIONS, you have completed the electronic plan review process! 


