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l. ePLANS Preliminary Checklist

Please complete the following prior to getting started:

Submit permit application for BLC3 (commercial alterations Only)

Review Checklist quidelines

(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 DISCIPLINE | CODE SHEET SHEET EXAMPLE OF FULL NAME
NAME NUMBER DESCRIPTION
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 la. Otherwise, go to Step 2:

PART I. New Users:
la. Prior to logging into the ePlans site, the following actions must be completed:

e 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).

e 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

Login mhumphries@atlantaga.gov

hempucnrar'_\.r Password VAQ1UH I

Project 'ACAP o

Invited by Karen Cicio

Project Owner Karen Cicio

[Dwner's Email kcicio@atlantaga.gov I

[Project Access 'https:/leplans.atlantaga.qov/ProjectDox

1c. Install the Projectdox components

To create a desktop shortcut, click and
drag the icon below to your desktop. Click here to add ProjectDox SR4

to your rites.
Click here and follow the| ‘m(lreale shortcut here ;v '
and/or add to favorites

prompts

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

f‘—-{;' ?" L CARS T
You must read and agree to the terms and
conditions of ePlans prior to logging into

Click here to access the Help. s oo Srem et [
references and guidelines for E""a"
site usage

[youremail@yahoo.com T

[Password eeeseees |

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

3 hitps:/feplans.atlantaga.gov - ProjectDox SR4 - Settings - Microsoft Internet Explorer

Settings for WILLIAM TURNER .
Email: mrossvaughn@yahon.com

Welcome to ProjectDox SR4!

Since you currently have a ternparary password, you will need fo change itio a permanent password and {if you have not done o)

enter a security guestion and answer. This guestionianswer will be something that only you know, and will enable you to reset
your password ifyou ewer forget what it is

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

Change Password Password Reset Question & Answer

Current password (1611048 Security guestion |What is it I'm Getting

Mewi password (eeessssssssss

Security answer hustgetling\l\

Confirm new password |essssssssssse

Comtact information
Job Tille [Architect

Company |Get Rich Today
Addressi

Address2
City

State |- Y| Postal Cude| ‘

Courtry |USA |

Phone |(404) 555-5555 Fax
hahile Pager

Stamps ‘

Highlighted fields are required and must be completed hefore continuing.

@ Dane

S @ ntemet
l'.' start T~ @& | Ab LS 3 https:jfeplans I Pro R4 ) G ePlans_HelpDo. . e

(Browse.._]

1

i AR, wdsPm

Existing Users:

1. Ifyou are areturning 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)

proiect  Jopons _Joescripon Jowner [Stas |
BLC3 110107 048 @ Champions House Chuck Adair [Nong]
BLC3 1101078 048 @ Champions House B Malika Humprhies [Nong]

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

A hitps:Heplans.atlantaga.gov - ProjectDox SR4 - Microsoft Internet Explorer;

E i) |
BLC3 200800050 [ eBack || = || Proiests |[profite || 2] ][ #h ] @ | Logout |
Wain Comtact: [ Task List | [ @ into] [ £) Hotes | | =0 Email |
Expand | Collapse | W
(2 BLC3 200800050
@) Drawings Project Info
Project Name BLC3 200800050
Description ABIGGER TRIGGER 4
Location
Contact
Contact's Email
Phone
Cell Phone
Pager
Project Owner Mark Turner
Owner's Email wimturnerf@atiantaga gov
Project Admins Mark Tumer
Status
Status Iifo
Project Start/End Start: 1/25/2008 | End: 7/25i2008
Pass-Through s, 3, hitrn, bt
Versioning Enafiled far this project
a Done é ® Intermet

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

2 https:Heplans. atlantaga.gov - ProjectDox SR4 - Upload Files - Microsoft Internet Explorer,

Close Window

Drag-n-Drop files or folders, or click Select Files, Custom Metadata

Flles e |

*Required field

Wetadata will be applied to all files uploaded in this batch.

‘Select Files ‘ ‘ Select Folders | ‘Uploa(l URL ‘ | |U|)Ioa(| How ‘

a Dane é ‘ Internet

7. Select the file location on your computer:

Look in | 3 Sampie plans =] « Close Window
2 T999.17_1D0.1-Title Shest 7-16-07
"7999.17_100.1-Title Sheet 24augd?

1 Metadata
My Recent  %¥229,17_100.2-Specifications 7-16-07

Documents @ cog 17 1011 Lfe Safety 7-16-07
F "T999.17_1D2.1 Partition Flan 7-16-07

771999.17_103.1 Ceiling Plan 7-16-07
_"»7999.1771114 1 Power & Comm 7-16-07
ZQQQ.[?JDS 1 Finish Plan 7-16-07
TQQQ.[?JD& 1 Elew & Dtls 7-16-07

) Cast of Construction sample 31aug07
=) mock-up panel.dwg

Deskiop

My Documents

- =) siteplan.dwf
[ stresetrnap. dwf
My Computer | EVcopomap.cief

My Nebwork  File name; ] | een |
Places

Fies of type: [AlFies £ ~| cancel |

| = Required field

wietadata will be applied 1o all files uploaded in this bateh,

[setect Fites | [select Folders | [Upload URL | | [Upload How

&) 2 @ Intemet

2 4 Internet Explorer

=
[CREX

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:

3 hitps:#eplans.atlantaga.gov - ProjectDox SR4 - Upload Files - Microsoft Internet Explorer

Drag-n-Drop files or folders, or click Select Files.

Custom Metadata

Close Window

[ (=1/E3 =1

size (575KB) |

V\Dit-dpcd-011Euildings\BOB FrojectDoxySample plansimock-up panel dwg
\\Dit-dpcd-014Buildings|BOBProjectDoxi Sample plansisiteplan  dwf

Files (4)
1\Dit-dpcd-014Euildings\BOBYProjectDexi Sample plansitopomap. dwf
YDit-dped-014Buildings\BOBProjectDaxSample plansistrestmap. dwf

521,164 bytes
167,682 bytes
123,989 bytes

63,773 bytes

*Required field

Metadata will be applied to all files uploaded in this batch.

Project

= USB20FD (E:)

The following files were processed:

(1) mock-up panel.dwg
(2) siteplan.dwi

(3) strestrmap. chf

() topamap.dwl

Hotify Project Members

O ePlans_HelpDoc - Mic..

jradata

[selectFiles | [ selectFolders | [Upload URL | | [Upload Now
2] Done 2 & Internet
&] pore S #® mternet

B B 2, si4Pm

ield

Il be applied to all files uploaded in this batch

% Done S % Internet D @ tternet
#&] Dore 2 @ Inte

= 72 4 Internet Explorer

= USB20FD (E:)

T§ ePlans_HelpDoc - Mic...

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 Il. 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.

# BLC3 200801202 - ON HOLD RESUBMITTAL REQUIRED Friday, May 20, 2008 11:31 AM

From: "

Toi mhumphr26@yahoa.com

On Hold - Resubmittal Required

Assigned Task
Me Rashid,

Your plans have been placed On Hold - revisions are required. To perform your task click on the link below and follow the instructions provided.
Task:Resubmit Request
Please resubmit the appropriate files
Priority:1
Due Date:
Object:Permit Review: BLC3 200801202 - Initiated by reamp@atlantaga.gov

Resubmittal Requested by: rcamp@atlantaga.gov for: BLC3 200801202
_BLC3 Review Worldlow (Permit Review: BLC3 200801202 - Initiated by gov, Resubmittal Requested by: gov
for )

Workflow:

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.

Drawing Resubmittal Requested
Commercial Permits (BLC3)

Please resubmit the appropriate filas

City of Atlanta Applicant Information
Bureau of Buildings Name: M HUMPHRES

55 Trinily Averie, Suite 3900 Ermnail:  mhumphr26@yance.com
Atanta, GA 30303 Phone:

404-330-6150 (Office) B

404-GO-FPI AN (Fax)

the applicant or conuactor and olhier persons Lo assign Uie Drawing Resubimil worklow :
= J—

[pLcszoms0izoz

= ~ = ~ = = = =] =]
Building Zoning Arborist Planning Fire Traffic Sewer Plumbing Grease Trap
Review Requastad By
= = = =
Site Dev  Soil & Water Sanitation lealth Clectrical Mechanical Fire Marshall

Rosubmit Request Doscription [ Cesssperrysss
tne necessary e

e ok Lot o e U
S 10 your arawinos.

Rosubmit Request Initinted by | IESEINKEEOR

o = = = =] = =
- | e Foning Arhorist elanning Fire Trarnc sawer Plimhing  Grease Trap
o= o = = = =
Sile Pov Soil & Water S i Health Fir e Moarstuall

©1.1.1.pot - Zonrevl  Rewiew
© Assigned  © 1n Review @ on Hold

Zonmg Enforcament @ Revision @ Approved  © N Review Requirec

Flease revise plans accoraingly.

@ Assigned  © in meview  © On Hold __© revision  © Approved  © Ne Review Requirad

Planning

= Ak Gt
Please RO NOT click on the “Resuhmic Complera” hiITTon LNl yois have unlnader your REVISED drawings info the “Drawings” faider, 11Sing fhe SAME fils name a5 you Used hefore so the
drawings will be versioned by ProjectDox™. To et the form after you arc done wviewing the attachments, you may click on the "Close Form” button to exit the form and lcave this Task

T ask List, | Omee you have Uploaded the mecassary drawings than you cam chok om this Task i your Task List and then click on the “Resubmit Complote button to motify the
Administrator that your revised drawings have been uploadad inte the Project

Resihonit Compist | | Cioes Form | | Prnt Form |
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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

L = e R S s T = N mRee | &

K

Open Markup Icon

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 into 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:

[Cio== | (Mot Project Mesmber= |

=1 cons = | e intorner
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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.

My Task List

Tack | Priority] Assigned | |
E Drawing Resubmit Requested by 1

I>||

1302008 -

glinkous@avehesoftware.com

Dwesign Professional Review and Resubmittal

Please review the details supplied by the reviewsr who has denied
yaour permit reguest and follow the instructions listed on this form fior

resubmizsion.
£ 5004-5D1.DWG 1 1/29/2008 -

Review Files
Please review the file{s) in this workflow package. When you are —

domne with your review press the "Comiplete Task™ button below.

5004-501.DWG 1 1292008 -
& [-]

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!

1 Requested
s (RT.C3)

Applicant Information
Name HumPHRES
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NO REVISIONS REQUIRED:

1.

o > 0D

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.

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

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

Click on the “Approved Plans” folder and follow the prompts for downloading the plans.
CONGRATULATIONS, you have completed the electronic plan review process!
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