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Overview
ELECTRONIC PLAN REVIEW

The purpose of this document is to provide general information on the process for registering
with the City of Houston building permit application system called ILMS Customer Portal, and
the electronic plan review system called ProjectDox.

ELECTRONIC PLAN REVIEW PROCESS:

Register for ILMS Customer Portal

[ane time)

Make an application
(For each project, address, space)

Verify address

(Mews construction anly)

Pay the Plan Review Deposit Fee
(25% deposittoward the Building Permit Fee)

Upload plans via the ProjectDaox
System

Review and receive comments via
the ILMS Customer Portal or
ProjectDaox system

Resubmit plans when corrected

Pay final fees when the plans are
approved for permit

Step 8

Print the Building Permit for use

© HOUSTON PERMITTING CENTER 4 www.hpceservices.org




Registration
ILMS CUSTOMER PORTAL

Before a building permit application can be submitted, a user profile must be created. The table
below outlines the steps needed to create either a Non-licensed or Licensed user profile.

STEP 1: CREATE AN NON-LICENSED USERS

ONLINE PROFILE 1. Visit http://www.pdinet.pd.houstontx.gov/ILMS_
Online_Permits/default.asp

2. Click on the link First Time User? Click here to
register

3. Click No when asked, Are you associated with an
electrical, plumbing, or mechanical trade contractor?

4. Click No when asked, Are you associated with a
Texas state licensed engineering firm?

5. Click No when asked, Do you have a City of Houston
iPermits advanced payment account?

6. Click the Submit button

7. Enter the required user information and click the
Submit Add button

LICENSED USER

(Advanced Pay Account Holders)

1. Submit an iAcknowledgement form by one of the
following methods:
Email to rmcacd@houstontx.gov,
Fax to 832-395-9614 or
In person at the Houston Permitting Center on the st
Floor at Counter 29.

STEP 2: USER NAME You will receive a confirmation email with instructions.
AND PROFILE

Note: Any iAcknowledgement forms submitted via email or fax must be notarized.

USER GUIDE Version 2.0 5 ELECTRONIC PLAN REVIEW



http://www.pdinet.pd.houstontx.gov/ILMS_Online_Permits/default.asp
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Application Process

ITo | Government | Residents | Business | Departr

g =Planning and Development Services Division

iPermits Online Service Menu

I Building Permit Applical:iunsl

Office of the City Engineer Plan Review Application

Select the desired Customer

|— Use this entry for sales-orders that do not require a License

Purchase a Trade Permit

2 - . .
= nt Shoanninn Cart Entries

Home | [WantTo | Government | Residents | Business | Departments | Visiton
Public Works and Engineering >Planning and Development Services Division Conlradcty

Electronic Building Permit Applications
This page allows you to view Electronic Flan Review applications that are attached to your user profile,

I Begin Mew Application I
Existing Applications
Dates from 05/25/2014 thru 05/25/2015

Application | | | Proje
Mumber | Dat® Owner Name Street Name/Status Comments b

énonn AIRPORT
Faplication has not been Mnalized

[300 MAIN ST
wpplication has not been fnalized

00001781 052272015 INVOICE TESTER, D DDDD

D0D0177e  j0s5/20/2015% INVOICE TESTER, D DDDD

1801 RICHMOND AVE

i 1] i
00001774 fos/20, 2015_ L e iﬁ.Dplita[il:ll"l has not been finalized

. 15000 5 POST OAK RD
QO01773 EIS,-']D{IDlE. INWVOICE TESTER, O DDDD idicatini stk D ik e

f_'I.EOD M POST OAK RD # 190
Pending payment

H500 N POST OAK RD # 190
Pending payment

00001772 J05/19/2015 HFL MANAGEMENT CO

00nDa1771 EI&,-'IQIIDIETHF] MANAGEMENT COD

;1 500 M POST OAK RD # 190

00001770 J05/19/2015 HFI MANAGEMENT CO Fencing pavment

Q2200 SMITH 5T

0001768 05192015 INVOICE TESTER, [ DDDD lapplication has not been Fnalized

1002 WASHINGTON AVE

Log into your ILMS
Customer Portal account.
Under the iPermits Online
Service Menu, click on
the Building Permits
Applications button as
illustrated.

To submit a new
application, click on the
Begin New Application
button.

A list of building
permit applications
previously submitted
will display, when
applicable.

00001763 Jos/18/2015 INVOICE TESTER, D DDDD

Woplication has not been finalized

© HOUSTON PERMITTING CENTER
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Application Process

Home | IWantTo | Gowerrement | Residents | Business | Departments | Visitors |
Public Werks and Engineering = g s [ I ruices Division Contractor Many

New Commercial Bullding permit application

Mew Residzntial Building permit application |

Plan Revision Application for an existing ILMS Project

Deferred Submittal application for an existing ILMS Project |

Please contact rmencd @houstopbe goy for additiornl assistance.

USER GUIDE Version 2.0 7

Select the appropriate
application type:

A new application
A revision application for
an existing project

ELECTRONIC PLAN REVIEW



Application Process

Clty of Houstor

Home | IWantTo | Govermment | Residents | Business | Departments | Misitors |

iPublic Works and Engineering >Planning and Development Services Division Contractor Menu

Commercial Building Project Application - Address Search

ADDRESS SEARCH OR ASSIGNMENT l

All Bunlding permit applications will be assoclated with a speafic address. Using the below search feature,
enter the physical sddress of where the work will be perfermed

Far address related assistance pleasa emall Farmit_office@haustontegov or call B32.394 8899
During the application process you will also be offered the opportunity boe submit the application.

Maote:

Do not enter streat directons, (2.0., M., 5., W., et}
Do not enter street types {e.g., Rd., Or., etc)

street Mot | | street mame: |

Search for Address

& ity of Hol

OfMaial Ste fir Houston, Tyl

Home | IwantTo | Govesnment | Pesidenis | Busiess | Deparoments | Wiitoss | En Espan
Fublsc Works and Engineering =Planning and Development Services Division

iPermits Web Portal - Address Search

Your Property Address search retumad the following Street Mames. Click on the appropriate street name.

IF your Street Name does not appear an the list, contact the City of Houston permit sectson ak {B32) 3%4-8899 for
assistance.

Street List

| IDTETE |
| IO | |

The neaded street name &2 not listed |

Back |

One of the most important
parts of the process is
selecting the correct
address. Selecting an
erroneous address can
result in additional fees
and delays in the approval
process
1. Enter the street number,
abbreviated as Street
No
Enter the Street Name
3. Click on the Search for
Address button.

N

Click on the correct street
name from the generated
list to continue.

If your street name does
not appear, click on the
button The needed street
name is not listed and
contact the Permits Section
for assistance.

Do not enter street directions (e.g. N, S, E, W) nor street types (e.g. Dr.,, Rd., etc.) into the

address search.

© HOUSTON PERMITTING CENTER
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Application Process

Home | [WantTo | Govemment | Resdents | Busmess | Departments | Veftors | En Espanal C||Ck on the correct
[Fubdic ‘Wiorks and Engineering >Planning and Revelopment Services Division Lomiracior Henw Log Oht
address from the

generated list to continue.

Building application property address search

‘'our Froperty Address inquiry has qualifeed the folowing Addresses. Clidk on the appropriate Address

Suita, Floor, Bulkding Number Mot Listed:

If the street number is not
listed, contact the Permits
Section for assistance.

IF your mxnct addross (including the Space) doos not oppesr i the bot, chok ane thot matches vour Gireet Rumber,

Gtraet Number Mot Lisbad:

I your Straat Humbar dees nat appear in the kat, contact the City of Houston,

Address List
Qualified Addresses
Addrans HWama om Situs
Eahl ALl ST ICITY OF HOUSTON CODE ENFORCEMERT
(500 Malk 31 1 EITY OF HOUSTON
500 MALE ST 1024 CITY OF HORRSTON
e MALK ST -
iRl U i W YEAR, FROIECT NUMBER
ER AN ET 22
PR MAINETES _BEESS
Eaball STELLAD P INPELANCE
200 MALR ST BLCGL SMHALEY, CONMIE

MALk ST BLCTD ICITY OF HOUSTON
[ER00 AN ST BLDT
B30 Malk ST BLOTS
Freren claThe o7 0 Cog

USER GUIDE Version 2.0 ELECTRONIC PLAN REVIEW




Application Process

Commerdial Building Permit Application - Page 1 of 2
Required under the Authorty of the City of Houstan, Ordinance Mo. 83-E50
Please Mata: Submittal of faige information will result in inualidation of the apgication.

Please read the following information before procesding

» Figlds marked with "** ara requirad.

& any application submittad by anyans other than the property awner must ba sccompanied by the application
suthorization Form that designates the applicant as an "authorized representative®

» Doed Restriction Afidavit and Acknawledgement for Building Permit completian of this form is a prerequlsite,

« raguired dause placa holdar

Dwner, Tenant, of Business Naime

Enbky Name Tyopeiln B Ca ion of Firm @
Ceorporation or Firm: IMERRILL CORFP I

Application
| Google Map
Bat & Fraction  Pre-Dir - = post-mir Sireet Type  Unft Tvpa
s e T
Ciby Zip Code™ Key Map & £ of Stones
T

oTe e o : gL aces i e only valid
for a specific address, of the address provided is inaco assocated with thi
changa.
Plaace 7
dasoribe
the proposed i
Davelopmant
Type of Commarcial Structure
Fat il Barkrg Garage TF Apsttmerts Moo of Units in Bulding
Offeca Swimming Poal
= Warehcuse ~' Fenoe ! Dther
' Echoal
Scope of Project
= New Compiete Building 2 addition Z' Foundation (Mew}
Mam Congtruction {Shell Eldg) Ramodal ©3 Foundation (Rapair}
New Construction (Duild-Dut) Cormversion ! Re-Roof
Addition & Ramodal Papair L other
Damelitcn
fipplicant Hame & Address Tnformation
Entty Mame Type: pndivi n o Firm
Lask, First Middle:f ), [0 000D I
Strogt #  Fraction Pro-Dir  Stroot Nama Typa Spaa
Mailing Address: 3118 =] x| RICHMOND Avenue  [w] 260
by HOUSTOK Skate Fip: TROEE
Phone Nember~: 7133362515 Phbne Mumber: numeric digits only
Email .I'A:Id'::s‘:E WGELh custan e gon
Redationship to project
2 owner 2 Contractor  ©) Architeot/Desigrer 0 agent ! Other
Owrner Infermation
PSS NObe:Ownar INTRITSton Mct ba provier uRess you INBCItd that tha appizant & the owmar
Enbity Name TypeiIndindusl ®  Corporstion or Frm
Lask; First Middier i
Stresk #  Fraction Fre-Dir Strest Mame Tvpe Spats
Mailing Addrass: - 'P| "|
ity State: Zipz
Contact:

Phisne Nimber Phean= Mumber: numeric digits anly

Emall Addrass:

© HOUSTON PERMITTING CENTER 10

Enter the required information
on Page 1. Once complete, click
the Save & Continue button.

Enter the Business entity
information

Fields indicated in grey are only
required for new construction.

www.hpceservices.org



Application Process

Commerdial Building Permit Application - Page 2 of 2
Raquired under the Authorty of the Gty of Houston, Ordinance Ko, 53-650
Flense Mote: Submittal of False information will result in invalidstion of the applicstion,

— Plaace razd the rollowieg infernation balors procecding

Flelds marked with *=* ara requined,

Any Apolication submitted by anwane other than the praperty owner must be accompanded by the Aoplication
Authorization Form that designates the applicant 45 an authonized representative”.

Ceeed Restricgion Affidavit and Acknowledgement for Building Pegmit completion of this farm i 2 prerequisite,
raquired dause placa holdar

-

Application

Number:DDDD17E8  Date: 05/ 2742015
Address: 2000 TRAWVIZ ST

Gocgla Map

Squana E;‘::E:mhul Cosk of Imprnrem:r! !
. a3y - et rroeatiorrieretin riewit-e-pertermed:

ddracs. If the address provided is inaccurate an address changa is
ith thiz change,

A parmit is anky walid far 2 sped
remilred, Thers |5 a fee associat

Calculated Building Parmit Fee 0 A 25% down payment {5.00) plus an additkonal 3,00
administration foe must be paid pricor to application accaptance and plan submission. Tha total smownt
due is fea is §.00 .

Is the propased construction related to a City of Houston, Houston Airpart System, or Mietra
devalcpment contract? IF o, soma contracts da nok require that 2 plan roviow dopodit ba paid peior to
plan submission, Click the following aption to request the City review this application and determine i
the plan review depasit can be deferred

| R=quest the plan review deposit be deferred
the application on hold until reviewed by the

Pleame Mots: Selecting the abave option will placed

Flaasa Describafrzst .
tha Propoesed
Dewalopmiant™ : -

Sprinkier

Porcantage Speinkler Type (need lst)

Spainkler Tnstali=d TOLR Project Mo

O B

Prajoct Maiager Nama & Addrocs Diformation
Enitar oF Copy Ong of th Follpwing to the Projoct Manager Liformatian.

Appkcant O Gwnar

Enbity Mame TvpeiTndivdusl @  Compaeration of Firme )
Last First Middier

Steest £ Fraction Pre-Dir Sirest Mame Type Space
Mailing Address: E E
Ciky: State: Zip:
Contact™:
Fhone Number™: Phone Mumber: numeric digits anly
Email addrass™:

Caneral Contractor Mamie & Addrecs Infofmation
Entar oF Copy Ong of th Following to ths General Contractor Intasnatisi.

Applcant L Ownar Projact Managar
Enbity Name Tvperindivdus! @  Corperstion of Firme O
Last, First Middle:
Steet #  Fraction Rre-Dir f-lreet Mame Type ) Space
Mailing address [lr| _v. [v|
by State: Jip:
Comtact:
Phone Number:
Emall Address

Phonz Humbzar: numeric digits anly

USER GUIDE Version 2.0 il

Enter the required information
on Page 2. Once complete,
click the Save & Continue
button.

Select the appropriate
information from the drop down
boxes

Enter the cost of improvement.

This field is only required when
square footage is added.

This field is required for
commercial projects over
$50,000

ELECTRONIC PLAN REVIEW



Application Process

Public Works and Enginesring =Planning and Development Services Division

Hume | Iwani To | Government | RBesidenis | Busoes: | Deparbments | Wigiors | BB

Attach Documents / Finalize Application
Project Information
Application No: 60001733

Upload Additional Documents

Required Attachmants Includa
+ Deed ar Titke Report
= Starm Waker System from GIM map
= Agent sumhorlaation Form

Pleasa additional 2ltachments (f applicable)
Mot & Pravious Letters of Availability
- = Recarded Plat
= Exising Storm Water Guality Permit
- Dr:'nagn Studyy Hydraulic analysis
= Dietantion Waver Analysis

If you are NOT the property ownerJou must complete and upload a scanned copy the
Agent authorization form mentioned above. Failure to provide this document wﬂ
unnecessarily delay the application acoeptance.

FOF is the Ciy's preferred file format but we also accept the various Micos=oft affice fls formats (DOC, DOCK, FRT, PRTE,
XLS, ¥LEX] == well as GIF, PG, FEG, TIFF, TXT AND ZIP fie=s.

Upload decuments associeted with this application

Pleasa Mote: Upleading documents does not finalize the application

E=gin Uipkad

If this application is part of a larger development, click the following button to begin the
application copy process.

Applcatian List | Applcation Page 1 | Applicabion Pag= 2 Flan Requiraments Chededlist Dooument=s Attached |

| Browme.. |
| Browsa.. |
Browse..

CopyhsApphcan'm |

£74.63. A 25% down payment must be made prior to submitting the plans for review, Click
the 'Finalize Application' button to generate a sales order based on a 25% down payment
{§18.66) plus the $27.52 admin. fee.

7] 1 hereby certify that all of the information provided in this application is true and corect
to the best of my knowledge. If any informaticn is found to be inaccurate, this application is
subject to be veided and will require the submission of a new application including any
applicable feas

Finalize Apphcabon

Claar |

Based on your stated $2,500 dollars cost of improvement, the calculated permit fee is

© HOUSTON PERMITTING CENTER 12

Do not upload plans on
this page.

Upload all required attachments
to the building permit
application. Up to three files
may be uploaded at the same
time.

Twenty-five percent of the
permit cost is due before
submitting an application. The
amount due is located here.

Check the disclaimer box and
click the Finalize Application
button.

www.hpceservices.org



Plan Review Deposit Fee

liPermits Shopping Cart Maintenance
Sales Order Fayment Selection

Create a New LLME Shoppmg Cart. |
Shopaing Cart Ko: | 0OI2118 | Bt te I;.‘l'ha:ulﬂn Cart List Mainbonan ez
The following Sales Order(s) are pending payment

Crestad: | DS/262015 | Check the selection box of the ones that you wish to pay
at this time.

Select Sales Orders for Payment

Sales Order | Type | Date
| Z5-Hay-20 o Hol k: y T
p0gssags | Moleem focwarona) Ho vols [sam wm s 135,22
Fra-Cortoured [ Pratecs P | S050 WEST SA FOUSTOM SOUTH Y = G50 | 5 -
OOBH3E3T | ™ prme |05 W20 | T T 1M ot s 14225847 | FELES)
|_DOs34437 r.‘“‘fl_fs';"" "::.-m-:_'nlL:‘F;';";"_'t"’:‘.:uw SAGHINGTIN AV = 162 | 05| I
007542 | e | 2e-akziis ;:“J:E.ir'i.;..mm A EHINGTON AYE = 1001 | +m)
Fra-Combgamed | 1o e | Rending P | 230 RARSNESS 51 = & e
(342263 merne | PRI iy thonl M Broect ho: 13113313 o L
Shopping Cart Amount Dug #0135,
Recabulate

Make Online Paymeant vis Credit Card or Electronic Check

Puldic Waorks and Engineering =Flanning and Development Services Divisiomn Contractor Menu

ILMS Shopping Cart Online Payment Processing

Payment Seleckon

Shapaing Cart Nu:lE'UE'\-"E’ﬂQ | Feturn ko Shopping Cart Mainkenance
: We need to collect the following data before your
Created: (05262015 | payment can be Processed, Please enter the

appropriate payer nams and address. Depending on
the type of purchase, this data will ba printed on the

Paymient Er::-:essed-| || City issued permit documents. Conseguently, data
accuracy is important.

CC Holder Type: Individual (& Corparaticn or Brm

p—
Laat, First Mool [ELECTRICAL | [TEST [wo T |
Houco = Fraction  Pre-Dir Stroct Nama Type Space

Eilling Address § 3637 hd wr| |ALARAMA -
gilling Zip Coda 77027 _| 0000

139,22

\Updste Payer Information

Cotinig= the Credit Cand/Slactrom Check Payment Process |I

Please Nobe! gonman Onling BEYERNT S0 icd S0 Aot 00apt AMAFican Expross cradit £arde.

On the Shopping Cart
Maintenance screen, check
the box of permit(s) to be
paid. Then click the Make
Online Payment via Credit
Card or Electronic Check
button.

Please note, processed
payments are indicated by
a project number.

Enter the payer information
and click on the Continue
the Credit Card/Electronic
Check Payment Process
button.

When making payment
with credit card or
electronic check you
will be transferred to the
Chase® Bank website.

If an Advanced Pay Account (APA) has been established, that payment option will also be

listed.

USER GUIDE Version 2.0 13
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Plan Submaittal

Ry

Electronic Plan Review Mew Lserimitstion

Heliz [Apglicant],

Wi elom 2tz Kty of Houston's alecronic glan review process, This Frojectimd tation has Besn sem oo
IIGEONGS 10 U L ING PRNMIT TeauSan. AN BEf | EISCIYanis Phan Reddu) o Do C7oa Lo 1 2 el joU T
el extroni cally upload your dramings, documen: forpermitplenreven.

E I 1his tspouf firSTEimGe LSing Che Projectiion apnplicaion, & sable your pof-upbinoer. i i Bre S Ismer
Eanmra ar, on the loginpese. click onthe “Insball ProjectDos Components® ink: this will natal the Active &
em ponents o your campuier whichane neczszeryTor the 2pplicesionde function property.

T s yeur b ElRCronic Fan R ew profect, ol 0 InSI.Cions o

1. Werpimpo ~Please oo e [ 3 s Entirety before staring the

Brocen Fal .relul’o’lcwmuuu'w-mlulrmu 8l guidelines may resulin deisy or rejection of vour
permit!

2. JI:-cTeFﬂ:Ie'!a zzzs I [ling for Frojeclo EFR sivz]

: 00 10EE| 3N 10 M pOrany Bk rwsr prov A in Tha amail

a ogra".l_rn for secuned scomss tothe sy tem

3 it Projects” pape:

6. Oickte +3ignta e p!MIﬁ “Ciriwings" Fol der and selacr e designa e foltar | 1 sl oaota

Qicthe "Upioad Fies” buttor ans follow the Inseructions touplosd your drew ings. Plesssensire the
Tikes use reguined raming comentions (se [EPE APPLCANTUSER KELFIL

8. Oickthe +sign1a sspand the “Decumens” Folder andssiso the desipnaned fol Seiis) i uplosd o

9. Jickthe “WUpinad Files® button ans follow the iratructions touplced vour drewines, Please snsure the
lies use reguired raming convertons (se= [EPE AFPLCANT USER KELFIL

T4 COMPLETE YOUR SUBAISSICN TO THE CITY ¥i0U MUST PEREORM THE BELOW STEPS

10, Dnce Bl pla e AAOCmEnEs have bl osded i the 8 pproprene foldens] while igideche projed olick
anthe “Workflow Portalz® button

11 ickthe “ApplicantUpiced link under the tesk column

11 Olck™0k" 10 acoeputhe sk

13 A&n alecoroniciorm wiil display. Cickontne “Susmission Complscs- Macithg Cloy of Housnon® Butmen o
complete thesubmieion of your plans andcocuments tothe Oty of Houzon,

Suppoime file ypes WG, DWF, DEN, PDF, TIf JPEE, DOC, DOCK &xx

Lser Lagin
Temparary Passwond:

i
Flan Cheek Coordinaiors Email: whsgueisalose v, com

SAMPLE INVITATION

Brofect Framit Aeess Link

I v have amy problems or questions, plesee comect uz o2 (851 394 00001 or sendan
J andwe will helpyou.

The login page has an MSI (Microsoft Silent
Install) link for quick and easy downloading
and installation of all necessary ProjectDox
ActiveX controls. Click the Install
ProjectDox Components link to run the

When the application and plan review deposit -
has been paid, an invitation (see above) will be
sent to the user to upload the plans.

First time users should note:

ProjectDox uses pop-up windows (browser
windows with no toolbars). If you login

but no ProjectDox window appears, you
probably have a pop-up blocker installed
that is preventing the main project window
from opening. You need to allow pop-ups
for the ProjectDox site (pop-up blockers can
be configured to allow pop-ups for specified
sites).

© HOUSTON PERMITTING CENTER

installation. Alternatively, your network
administrator or IT department may use
other methods to install the components.
The login page also typically has a link for
adding a desktop shortcut to the ProjectDox
site, and a link for adding it to your favorites.

www.hpceservices.org




Plan Submaittal

‘Erisr youn s-msd wcrkwes e [ sesd & corlnus.

e e Mg o e ey
s [wewie Fou Bre Bpresing iz comply mih and be bound by S al
ro]ect itwrmg terres arvd mandrboi of sk logeer Ke o
privacy posey govam w
E-mait - {Bmvohvesniware com J
Pazgaond. || |
| Logm Fargol your password?
P £ 20 Bepbeg SRR . . -
Project Prapeslis fbarsion 3.3 i & Fatemar ol Mvive Sottwss. Al rights esenad avalive

| Prosspila Gom saneims

T oresle & deskiog Fhorioul ook snd

g e ioon beiow 3 your Sk CAck e i mdl P ojeci Do Lat
i 0 YT e
A
b

Change Passwond:

Profile Information

* Regured hsic

roow pazween [ Sevurty ousslion |

Contact User | o G
Intarmaran Matadats | [esborthip Mambsrsng

(L

First hame: * | Egsan

Email *  pil2Eavohesotianecom [ HTML format )

| L=l Hame - [Revieweni2

Tithe: ¢ |

Gompany: * |

Address 1.

o
Adduss 2 |
ity |

Mobéa

StabeProvince:" r_r‘zl Pastal Code:® [
Prcee:* | Fax | |

Fager | |

Slamps.

Language [en

USER GUIDE Version 2.0 15

From the invitation,

click on the link Login

to ProjectDox. This will
automatically open a web
browser and take you
directly to the login screen.
You can also open a web
browser and type in your
ProjectDox URL.

Type or paste the
temporary password into
the Password Field and
click Login. The password
is case sensitive.

You will be taken to your

User Profile, where you will

need to

+ Reset your password

- Create a security
question and answer

- Enter some additional
information about
yourself.

Fill in all of required fields

and click Save.

You can return to this
screen at any time by
clicking on the Profile
button on the Main Toolbar

ELECTRONIC PLAN REVIEW



Plan Submaittal

Project

Aclive Projects List

Aclive Task Lisl
A

After saving your profile information, you will
be taken to the Home Page where your list of
Active Projects will display. If using ProjectDox
workflow, then assignments, referred to as
tasks may also display on home page in the
Active Task List.

Logging into ProjectDox a second time

(and every time after that), you will use the
password that you entered in your User Profile
page. After logging in, you will be taken to

e
i avolve
sLwiare

4
&= Ruck || Forward o || Projests || prafie E;‘ﬂjlﬂlﬁ-“‘"“
g Ot ofll i) | m‘ |

Jorojectish aut of Fior Wally Tagor isdaior & prohesofwara.com) Fee-zend Projacts. . Al Frojocts Press Ender To Search;

Eragest prins Diecaijiion egear Siafis Craate date

Beslin Clase LAB Original B8 Base for Testing Lois Benedict Prescieen 12202012 27834 P

Tdafsdtsc [ )= stz aiedafis Acministator Tamp [réoms] 4214 22013 9050:06 AW

Hibhi 2 L = te=t2 ddministrrior Termp Acmrov=d U208 33k 30 PR
H-m-.\_m—__ R, i i ke I e

A W whxwwwfﬂmdmww%wh
T | » H

PROJECTDOX HOME PAGE

your home page. From this page, you can view
all of the projects you have been invited to and
all tasks for you to complete.

If you ever forget your password, click on
the Forgot Your Password? link next to the
“Login” button. The use of the “Forgot Your
Password?” link requires that the user has
logged in at least once and no longer has
a temporary password associated to their
account.

ProjectDox can be used in multiple browsers, including Chrome, FireFox, and Internet
Explorer. Installation of ActiveX components is only required when using an Internet

Explorer browser.
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Nauvigation Basics

—

!
avalver

isdlware

4= Rack || Forward o || Projects || Praiie | |2] || 4 || || Lopo | This group of buttons
| % ot mmems) | [Task List PO TIow) | | provide your primary
e P e navigation functions.
Stafus Craate date
Presereen 1222012 220,24 P
[roma] 12113201 3 10050:06 AW
Acproved 1S & 390 30 P

Rl T it o W e St ™

Going from left to right the buttons are: - The Search button allows you to search

- The Back and Forward buttons function for a project based on the key information
much like the back and forward buttons in entered into the Project Info Page, or it
Internet Explorer, taking you to the screen allows you to search for keywords within a
you previously or subsequently viewed. project.

« The Projects button will take you back to « The Help button takes you to the
the home page where your list of active ProjectDox Help site. Use the index or
projects and tasks will display. search functions to find instructions on

- The Profile button will take you to your User specific aspects of ProjectDox
Profile, where you can edit your personal - The Logout button logs you out of
information or change your password. ProjectDox.

- The Reload button will refresh the current
page you are on.
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Nauvigation Basics

The “Recent Projects” button will show the
15 most recently accessed projects with
the most recent project accessed always
displaying at the top.

After conducting a project search, you can
view all of your projects again by clicking on
the “All Projects” button.

The Project Search Field feature is a partial
word search and will provide results that
contain the words entered into the Search
Field for any of the columns listed: Project,
Description, Owner, and Status.

The Active Projects List provides you with
basic information about every project to

which you are assigned. You can sort your
projects by name (or number), description,
owner or status by clicking the header of
each of the columns or you can access a
project by clicking on the project link which
will direct you to the project’s main page.
Hovering over a Project Name displays the
date when the project was created

The Task List button shows any tasks
requiring action from you for all projects in a
separate page.

Hezent Projoots Al Fropecto
LR o] Dol
Bass for Testing Lora Benedil
siftzatiedaiis fadminisrsior Tamp
te=t fdministraior Ternp

avoliver

iware
£ Baik | Finrweainil = | Progests | Pialile: ]_._gngl,l-uﬂ
ESREETTT| Erer |

press Enver To Searce: [ NGNG_—_——

Stalis Cirpate ddata

Presirecn 1220201 2 22824 P
[Méoenia] VZHARM 3 105006 AW
Aoprovsd Ll 33030 PM

i T WMWW—MWJM%W

Paged of 1 (2itermns)

Mo fa=ixs are meilahie o this Gime.

The Project List and the Task List are set to display a limited number of entries at a time. Use

these buttons
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" to move to the previous, next, first, or last page.
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Uploading Your Files

After you have successfully logged into
ProjectDox, the projects screen will display.
Any projects for which you have access will
display in the list. Any outstanding tasks that
require your action are displayed in the My
Task List area below the project list.

[Vewrotgera] [vpoec e~

Select the project for which you want to
upload the plan drawings/documents. Click the
Drawings folder to upload your plan drawings
and Documents folder to upload other project
documents.

1. From the Project page select
the folder where you want to
upload your file.

Project

Metadata (Applied to all uploaded files)

[] Inherit metadata for versioned files

oo e

Document Type for ePius

Upload URL:

URL Display Name: | |

URL: [ |

2. Click the Upload Files button
(next to View Folders)
3. The Upload Files dialog will
appear.
=] 1. Click the Browse... button.
. 2. Inthe resulting dialog box,
navigate to and select the file
to upload. Note: a file name is
limited to 70 characters.
3. Click Open to add the file.
4. You'll be taken back to the

Uploader dialog box. Click
Reset Fields to clear all file
selections, or Upload to
upload the files to the folder.
Once the files are uploaded to
the folder(s), thumbnail images of
all the files will be visible. Under
each thumbnail, you can see the

filename, upload date and time,
file size information, and name of
the user who uploaded that file.

Want to upload more than five files at a time? Download load Silverlight to use the drag

and drop batch upload feature.

USER GUIDE Version 2.0
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Standards

REQUIRED FILES
1. A fully completed commercial application for plan review

2. Prerequisite check list must be included with the application

FILE TYPE STANDARDS

Only searchable PDF files are accepted for calculations, reports, and other supporting
documentation (non-drawing files).

Vector PDF, DWG, DGN etc. files will be acceptable for drawings.
BORDER STANDARDS

1” clear border with a 4 72" title block
Reserve 2 2 W X 3 %2 H area on the upper right corner of the drawing (as shown below).

The City of Houston requires that plans be uploaded in an approved format, to scale, with an
output dimension of 24” X 36”.

Title Block

MARKUP NAME AND COLOR STANDARDS

Standard markup names and colors will be used for each reviewing discipline for easy
identification. A markup can have more than one changemarks. Changemarks are created to
quickly identify a markup and associated comments.
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Standards

File names for drawings submitted for electronic plan review should include the first character of
the discipline name, followed by the 3 digit sheet number. If decimals are needed in the sheet
number, place decimal after the 3rd digit, ex. S.001.99

Corrected files should always be resubmitted with the SAME FILE NAME as the original
submittal. Note: If this standard is not followed the submitted file will appear as a NEW file,
and not a correction to an existing file.

Drawing Type Discipline Sheet No. Example
Demo D 000-999 D.000
Architectural A 000-999 A.001
Landscape
Structural S 000-999 S.002
Electrical E 000-999 E.004
Plumbing P 000-999 P.005.99
HVAC (Mechanical) M 000-999 M.003
Health H 000-999 K.006
Civil C 000-999 C.007
Storm drainage
Mitigation, if applicable
Electric locks
Fire Marshal F
Haz-Mat
High Pile
Standpipes SP 000-999 SP.007
Alarm FA 000-999 FA.008
Sprinklers FS 000-999 FS.009
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Standards

All drawings should be uploaded into the Drawings folder for each project

All documentation (any non-drawing files, geotechnical reports etc.) should be uploaded into the

Documents folder.

1. DRAWINGS
Demo
Architectural

2. DOCUMENTS

Application
Pre Requisite Check List

Landscape Utility Letter(s)
Structural Energy Forms
Electrical Manufacturing Specs
Plumbing Geotechnical Reports
HVAC Asbestos Survey
Civil ARA Application

« Storm Drainage

« Mitigation if applicable

- Water Wastewater

Health Equipment
Electric Locks

Owner Statement of Intended Use
Occupant Reduction Letter

Miscellaneous

3. APPROVED
4. CHANGEMARK REPORTS

Fire Marshal 5. PDF DESTINATION FOLDER
« Haz-Mat
« High Pile

. Standpipes

« Alarm

« LP Gas/Natural Gas
« Fire Suppression

« Sprinklers
« Underground Fire Line
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Review of Plans

The Prescreen Review step is used to
review the uploaded documentation in the
project prior to assigning the review to the
departments.

Review Coordinator navigates to the folders
and reviews the uploaded files. When no
additional information or corrections are
required from you and the submittal is ready
to be routed to the departments for the
formal review process begins. If you have
met all the submittal requirements, you will
receive a Prescreen Approved email. Once
the prescreen review is approved, an email

notification is sent to the Coordinator group.
Coordinator assigns the review to all the
required departments.

If items are missing, or corrections are required
from you before formal review can begin, a
Prescreen Rejected email will be sent to you
with instructions on how to resubmit to fix the
issues. The review coordinator can provide
information about the submittal issues or add
comments to the check list, and can also
attach supporting documents for you to review.

From:
To:
Ca

Project

Subject: ProjectDox Review Correction Request Task Assignment for Sessiussis

Review Correction Request Task Assignment

Sent:  Fri 9/13/4

D -

Attention © e

instructions prowided for re-submittal.

requested

Project: Y e i
Description: e e
Task: ApplicantResubmit
Assigned by: | W i

Project Access | Login to ProjectDox

Please do not reply to this email.

Your plan review submission for Project: S s
requested. You may review correction comments and requirements by accessing the ProjectDox site

has been reviewed and corrections have been

When comrected plans andfor documents are ready for re-submittal, please Login to ProjectDox and follow the

Please be advised when re-submitting plans and/or documents:

e Al corrections must be uploaded using the same file names as the original submittal
s Once corrections have been uploaded for review, no additional submissions will be accepted unless

¢ Please make corrections within 180 days of this notice to prevent your application from expiring.

SAMPLE CORRECTIONS EMAIL

If you do not have access to the specified folder, please contact the Project Administrator.

USER GUIDE Version 2.0
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Review of Plans

You received a prescreen rejected email with
the submittal issues and requests for more
information and/or correction of information
prior to the departments being assigned.

Follow these steps below to complete this task.
1.

Select the Login to ProjectDox link in the
email to log in to ProjectDox.

Select the CorrectionComplete link for the
appropriate project from the Task List on
the main project page or from within the
project. This can also be accessed via the
global task lists.

A dialog box displays, Do you want to
accept this task?. Select OK to accept
responsibility for completing the task.

Review the comments (if provided) in the
text box and the items in the checklist by
selecting either the View Intake Checklist
link or the Checklist Report tab. Both
display the number of items included in the
Checklist.

a) Revisions of documents should be
uploaded using the same name as
the original file to allow for automated
versioning of the file to occur.

© HOUSTON PERMITTING CENTER

5. Select the check box to indicate corrected

items/documents have been uploaded.
You can also add comments. This action
enables the Corrections Complete button
to become enabled.

6. Select the Corrections Complete button.

Select OK to the dialog message,
Completing this task will finish your
participation in this step and cannot be
undone. Continue?

a) Select Cancel to return to the eForm.

b) Select the OK button to complete the
task and perform the following:

. eForm closes.
- Task removed from Applicant’s task list.

- Email notification sent to the Review
Coordinator Group to perform the
prescreen review again.

Review Coordinator reviews the
corrections. When no additional information
is required from you, review coordinator
approves the prescreen review. If more
corrections are required, correction
complete step will be repeated.
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Review of Plans

Each department performs the review and you whether the plan review is approved or
adds a status, check list comments, free form corrections are required.
comment and/or markup to the drawings. Each

If all reviews have been approved, Review QA
department can approve or reject their review.

Coordinator applies the final City of Houston

After all the assigned departments from the approval stamp and you will be notified for the
Department Review step have completed final payment. You will receive an Approval —
their task, the review coordinator informs Pending Payment email with the instructions.

DEPARTMENT REVIEW - Review Cycle:

NIKKI THORNE ARERUAER)

1 ELECTRICAL

NTHORNE@AVOLVESOF TWARE COM

| No Reviewer Corrections Required | | Assign Reviewer Correction

If at least one reviewer has selected “Corrections Required”, you will receive an email notification
of the resubmit task. If you don’t respond in 14 days, you get an email alert of the pending task.

ﬂ« DEPARTMENT REVIEW - Review Cycl

QA CORRECTIONS

CORRECTIONS REQUIRED

NIKKI THORNE
1 ELECTRICAL

NTHORNE@AVOLVESOFTWARE.COM

QA CORRECTION S
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Review of Plans

t._# Click Here to | oad Changemarks._..
}»,' Click Here to Publish Changemarks to PDF ...

No| No |gHEioEs 1 |Electrical

CHANGEMARKS - Review Cycle: [IEd|

Filter Changemarks by Keyword: |[ELE 01

electrical £ £ 1 jssye
plan.pdf |=

| SEARC

Electrical
lssue is described here in d
456007

If Corrections Required was selected, you will
receive an email notification of the resubmit
task assigned to you and a task added to your
task list.

Follow these steps to complete the task:
1. Log in to ProjectDox.

2. Select the Applicant Resubmit link from the
Task List shown under the column heading
of Task.

a) This can be done from the global or
project specific task lists.

3. Adialog box displays, Do you want to
accept this task?. Select OK to accept
responsibility for completing the task.

a) Status column on the Task List updates
from Pending to Accepted.

4. Applicant should review:

a) Comments provide by the plan reviewers
and provide responses as required.

b) View Checklist tems on the Checklist tab

¢) Markups provided in the Changemark
Section

© HOUSTON PERMITTING CENTER

26

5. Make required corrections and upload the
documents to ProjectDox using the same
naming convention as the original file.

6. Inthe Task Instructions section, select the
check boxes to indicate the items have
been completed. Selection of all 3 boxes
enables the Review Complete button.

7. Select the Review Complete button.

- Click OK to the dialog message to complete
the task, close the eForm

. Click Cancel to remain on the current view.

Selection of the Complete and OK buttons will
finish the task for you, close the eForm and
remove the task from your task list.

An email notification will be sent to the Review
Coordinator assigning them to the step
Resubmit Received. The Review Coordinator
will confirm that plans have been uploaded
and the proper departments are selected for
assignment for the next review cycle.

If any one of the departments rejects the
review, Applicant Resubmit step will be
repeated until all the departments approve.
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Print

After final payment is made, you will receive an email indicating that your application has been
paid in full and that you may access your approved drawings and documents in the ProjectDox
folder marked Approved.

Main Contact: To download the entire
Folder: 15037248\Approved REMODEL COMMERCIAL OFFICE BUILDING folder, select the box at the
T“_L,F__ : ST e (R top of the thumbnails.
s Project Name: Uncheck any pages
B |0 S hik— 2 g*‘_‘;"‘;::; ) that you do not want to
Taj e
= | (] Epoopat : download.
w 51272015 B:38:11 AM, 871 KB ;: t::“ﬁﬂ Hamo:
ey Nicole Thoma i ; ;
N ‘EEE mh S When your gelectlon is
LEp s =S Contact's Email: complete, click on the
Phone: H
= 001, wnl icon.
u:;:‘zmsls:as:mm.mm Block No: do cad ico
Hicoke Thome Lot No:
B S Project Owner:
2 : Your s rrdy o b vl A8 st e s e conpied A single zip file will be
. " | [l zip File (107 85 || | Detete i ke created of the selected
® P S s i gy s pages.
o l Click the Download Zip
File button to continue.
ko What do you want to do with Select Save or Save As in
Approved_4552254.zip? the pop-up window.
Size: 10.7 MB
@ Frlfj'n testprojectdox.houstonelectronicplanreview.org The approved plan set
must be printed in color
= Open . . .
I The file won't be saved automatically, at a minimum size Of
B 24”x36” and kept on the
A e jObSIt-e throughout th.e
duration of construction.

Each page of the approved plan set will be stamped with the City of Houston seal in red,
and a cover sheet will be stamped by each individual reviewer.
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Thanks for using electronic plan review!

If you need further assistance, please contact us via email at
houston.permittingcenter@houstontx.gov.

Live chat is available during regular business hours (8am - 5pm)
at www.hpceservices.org.
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