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Revisions to User Guide
VERSION 3.0

Revisions to this version of the user guide include:

The “ILMS Customer Portal” is now called “iPermits Portal”

Addition of a delete button in ProjectDox during first submission
Clarification on drawings page size

Screen shots were updated

Added APA payment instructions

Final fees payment is no longer required to download approved plans

Version Published Date
1.0 6/4/2015

2.0 8/20/2015

3.0 11/13/2015
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Overview
ELECTRONIC PLAN REVIEW

This document will guide first-time users through the electronic plan review (EPR) process for
commercial buildings. Two online systems are used to complete the steps in the EPR process:
iPermits and ProjectDox.

The iPermits portal is used for the completion of permit applications, address verifications, and
payments. The ProjectDox system is used to upload plans, receive and respond to comments,
and download of approved plans.

ELECTRONIC PLAN REVIEW PROCESS

_I Step 5: Pay plan review

Step 1- Log into iPermits Step 2: Complete Step 3: Validate address ~ Step 4 Finalize permit Seposhise
S 5 ; S (25% of building permit)
account building permit (new construction only) application

application

Receive email invitation

No "‘ -

% i : vl D & <t

Corrections Step 8: Complete Step 7: Upload files
required? assigned task

Step 6: Log into
ProjectDox account

. Go back to Step 6
Yes

Step 9: Review comments
and correct files

Step 10: Download
approved plan set
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tPermits Registration
NEW USER PROFILE

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.

SRR S =B VY = Il You will receive a confirmation email with instructions.
PROFILE

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

Home | IWantTo | Government | Residents | Business | Departmen|

prks and Engineering >Planning and Development Services Division

iPermits Online Service Menu

file Building Permit Applications

Residential Model Home Master Plan Check Applications

Office of the City Engineer Plan Review Application

I Profile

cument Catalog Select the desired Customer

FECE T - Use this entry for sales-orders that do not require a License

Contractors
Purchase a Trade Permit

sociated with a License Review Your Recent Shopping Cart Entries

ervices User Project Management - List Maintenance

mated Pay for a Houston Permitting Center shopping cart

Make an Advanced Payment Account Deposit

Home | IWantTo | Government | Residents | Business | Departments | V¥isitors | EnEspanol

Public Works and Engineering ing and Di Services Division Contractor Menu Log |

Electronic Building Permit Applications
his page allows you to view Electronic Plan Review applications that are attached to your user profile.

I Begin New Application | I

Existing Applications

Dates from 08/24/2014 thru 08/24/2015

AF""::E:::::" Date Owner Name Street Name/Status Comments :.::jlﬁztr Pr:;e‘::lss'“('zgg
00002605 |08/18/2015 TEST CLASS 1503 BENTLY GREEN (PVT) LN UNIT 5.05 15090452
00002603 os/18/2015 S cn o O CLASS 1B 4503 BENTLY GREEM (PVT) LN UNIT 5.05 15090399
00002425 |os/15/. ZDLSPTGIJR EDCIR'[E)E);(D‘EEN;%I é\sao :SBE’;;LL:csZEE;NP(eP::W)itu;::;{nsg.opsurchase (s
00002424 os/15/2015 s SN INSTAALLATION =4 503 pENTLY GREEN (PVT) LN UNIT 5.05 15089724
00002423 os/15/2015 ot O ECTEOX 1501 BENTLY GREEN (PUT) LN UNIT 5.05 15089720
00002384 usflz/zms. ELECTRICAL, TESTWOLT  oria T ot T
00002350 |08/08/2015 TEST FOR MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086973
00002349 |08/08/2015 TEST FOR MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086972
00002345 |08/08/2015 LIFEWAY TEST MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086964
00002324 |os/0s/ zm.s. ELECTRICAL, TEST VOLT 4005 GREELEY ST 15085768
00002245 |07/26/2015 LIFEWAY HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.03 15081183
00002238 |07/25/2015 REROOF, RESIDENTIAL ;f;if;’gyuf';f"é?’;ﬂf;::gﬂ?”;mhaEe 15081153
00002237 |07/25/2015 LIFEWAY HOME 1501 BENTLY GREEN (PVT) LN UNIT 5.03 15081149
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Log into your iPermits

Portal account. Under the

iPermits Online Service

Menu, click on the Building
Permit Applications button

as illustrated.

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

A list of existing
building permit
applications will
display with their
status in red. Click
on an application
number to continue
the process.

ELECTRONIC PLAN REVIEW



Complete an Application

Home | IWantTo | Government | Residents | Business | Departments | W¥isitors

Public Works and Engi ing >Pl ing and D I t Services Divisi Contractor|

Plan revision application for an existing project

Deferred submittal application for an existing project

Please contact rmcacd@houstontx.aov for additional assistance.

= The

City of Houstor

Offical Site for Houston, Texad

P [
» | e 5 " !

Home | IWantTo | Government | Residents | Business | Departments | VWisitors | En

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

Commercial Building Project Application - Address Search

All Building permit applications will be associated with a specific address. Using the below search
feature, enter the physical address of where the work will be performed.

For address related assistance please email Permit office @houstontx.gov or call 832.394.8899.
During the application process you will also be offered the opportunity to submit the application.

Note:

Do not enter street directions, (e.g., N., 5., W., etc.)
Do not enter street types (e.g., Rd., Dr., etc)

Street No: | 1002 Street Name: '\_Nashmgton

|“ Search for Address |

Select the New
commercial building
permit application button.

One of the most important
parts of the process is
selecting the correct
address. An erroneous
address can result in
additional fees and delays
in the approval process

Complete the street
number, abbreviated as
Street No, and Street
Name fields. Then click the
Search for Address button.

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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Complete an Application

= i

Home | IwantTo | Government |

Residents | Business | Departments

Public Works and Engineering >Planning and Development Services Division

| visitors | En

Contractor Menu

Permit office@houstontx.gov for assistance.

Online Commercial Building Project Application - Address Search
our address search returned the following street names results. Click on the appropriate street name.

If your Street Name does not appear on the list, contact the City of Houston Permits office at 832-394-8899 or

— Street List

Qualified Street Names

[WASHINGTON AVE

i The needed street name is nc;tul'\gt'ed'i

| Back |

Home | IWantTo | Government |

o

Residents | Business | Departments

Public Works and E ing =PIl and D 1

Services Division

| wisitors | EnEsy

Contractor Menu

Permits Web Portal - Address Search

tlick one that matches your Street Number,

— Address List

our Property Address inquiry has qualified the following Addresses. Click on the appropriate Address.

f your exact Address (including the Space) does not appear on the list,

f your Street Number deoes not appear on the list, contact the City of Houston.

Qualified Addresses

Name on Situs

1000 WASHINGTON AVE 1001

HPC TEST PROJECTS 2012

1000 WASHINGTON AVE 102

[TEST, PLUMBING PERMIT

1002 WASHINGTON AVE

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE -

ATA HOUSTON

1002 WASHINGTON AVE 2ND

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE 3RD

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTOMN AVE A

WASHINGTON CAFE

1002 WASHINGTON AVE ACRX

1002 WASHINGTON AVEB

HPD

1002 WASHINGTOMN AVE FL 1

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE FL 2

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTOMN AVE FL 4

CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE SGN

SIGNS

1002 WASHINGTON AVE SIGNS

HOUSTON GREEN RESOURCE CENTER

1002 1/2 WASHINGTON AVE

CITY OF HOUSTOMN- PERMITTING CENTER

1002 1/2 WASHINGTON AVE SIGNS

SIGNS

1003 WASHINGTOMN AVE

EIG BROTHERS BIG SISTERS

1010 WASHINGTON AVE

KITCHCO REALTY LTD, ET AL

1010 WASHINGTON AVE SWA

STORM LETTER, APPLICATION

' The needed property address is not listed |

[ Back |

COMMERCIAL USER GUIDE

Version 3.0

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.

From the generated list,
click on the correct street
number to continue.

If a suite, floor, or building
number is not listed, click
on the address that most
closely matches.

If the street number is not
listed, click on the button
The needed property
address is not listed and
contact the Permits Section
for assistance.

ELECTRONIC PLAN REVIEW



Complete an Application

Commercial Building Permit Application - Page 1 of 2

i Enter the required information

Complete this page In its entirety and dlick the Save & Continue button to proceed to page 2 of the application. Please note an P g ’] O p | | i k
e D e b e R A Ao s A on rage 1. unce co ete, clic
declaration will not be procaseed,

o
For Address Assistance, please contact the Permits Office at 832-394-8899 or permits office. th e Save & Co ntl n u e b Utto n
For General Inquiries please contact Building Code Enforcement at 832-394-9494 or Building Code Enforcement
located at the bottom of the
~ Please read the following information before proceeding
Fields marked with "*" are required. pa g e.

« Completion of one of the follawing ferms is a prerequisite for the Building Permit Application process,
Dedlaration In Support of Application For City of Houston Building Permit (Individual
Dedlaration In Support of Application For City of Houston Building Permit {Business Entity)

« Completion of this form is a prerequisite for the Commercial Plan Review process.

Commercial Construction Plan Review Prerequisite Checklist

submittal of false information will result in invalidaticn of the application.

r Application

| Google Map |

[~ Property Information

R The indicated Occupant and

Entit NameTVEI ni ual ‘orporation or Firm '® i i
Corporat\yon or Firm:| IStdeEéT ﬁﬁgJEéTStZU1i : PrOJeCt Address ﬂe|ds may be
e pre-populated. Review and edit
Street £ Fraction Pre Dir [fStreet Name Street Type Post Dir  Unit Type
| r as needed.
¥y Z\prcpde‘

[WASHINGTON Avenue ¥
[ 77002

(#lﬁ—‘ B o — | ™\ The fields indicated in grey

are only required for new
construction.

Key Map # # of Stories

[~ Proiect

Describe the|Test application for user's guide.
proposed|
development”

—Tupe of Commercial Structi

Retail Parking Garage Apartments No. of Units in Building
® Office Swimming Pool Underground Fire Line (Linear Feet)
Warehouse School Other |

Scope of Project

New Complete Building Addition | Foundation (New)

New Construction (Shell Bldg) & Remodel Foundation (Repair)

New Construction (Build-Out) Conversion Re-Roof

Addition & Remodel Repair Gther

Electric Locks Plan Check Sprinkler Plan Check Fire Alarm Plan Check (Related Project)

Partial Demalition

Partie:

—Applicant

Entity Name Type: Individual ® Corperation or Firm

Last, First Middle:[ELECTRICAL J[FEsT forT
Street #  Fraction Pre-Dir Street Name Type Space
Mailing Address: |\ b ¥ | [GRAND PARKWAY | v
| state: TX Zip: 77479
hone Number: (Numeric Digits Only)
ip to praject
owner Contractor Architect/Designer Agent Other |

—Owner

Please note: Owner Information must be provided unless you indicate that the applicant is the
owner

Entity Name Type: Individual ® Corporation or Firm

Lo, Fist Mt ) Project scopes identified

Street #  Fraction Pre-Dir Street Name Type Space q
Mailing Addrese:| R all as new construction
City: - State: Zip: . .
i’ trigger an automatic
Phone Number: Phone Number: | - (Numeric Digits Only)

e address verification.

© HOUSTON PERMITTING CENTER 10 www.hpceservices.org




Complete an Application

Commercial Building Permit Application - Page 2 of 2

.8 _
Home | IWantTo | Government | Residents | Business | Departments | Visitors | EnEspanol
Public Works and Engineering >Planning and Development Services Division Contractor Menu
Application List | Application Page 1 | Application Page 2 |

— Please read the following information before proceeding

= Fields marked with "*" are required.

= Completion of one of the following forms is a prerequisite for the Building Permit Application process.
Dedaration In Support of Application For City of Houston Building Permit (Individual)

Dedaration In Support of Application For City of Houston Building Permit (Business Entity)
Completion of this form is a prerequisite for the Commercial Plan Review process.

Commercial Construction Plan Review Prerequisite Checklist

Submittal of false information will result in invalidation of the application.

.

— Application

Application Number: 00002700 Date: 08/25/2015

Project Address:[1000 WASHINGTON AVE # 1001 |-Gmgla Map-l
Project Scope:RemD&iel‘ Uf-ﬁ-ce i .
Present Occupanc »
Proposed Occupanc v
Construction Type| Select the appropriate code bl
Fire Ratingy | Select the appropriate code ¥
S \f;}o?;% Total Cost of Irrwmvement
Describe the| TEST PROJECT
preposed|
development™®:| 4

Sprinkler

Sprinkler Installed i

Sprinkler Type ITOLR Project No

Yes ®no

Before proceeding ensure the address listed above is the location where the work will be perfermed. A permit is enly valid for a
specific address. If the address provided is inaccurate an address change is required. There is a fee associated with this change.

—Responsible Parties

—Project ager Information

Enter or Copy One of the Following to the Project Manager Information.
Applicant Owner

Entity Name Type: rndividual ®  Corporation or Firm
Last First Middle: I
Street # Fraction Pre-Dir Street Name Type Space

Mailing Address: v v . =
City: State: zip: | |
Contact*::_ ) ]
Phone Number*: Phone Number: (Numeric Digits Cnly)

Email Address*:

—General Contractor Informati

Enter or Copy One of the Following to the General Contractor Information.
Applicant Owner Project Manager

Enfity Name Type: Individual ®  Corporation or Firm

Last, First Middle: 3

Street #  Fraction Pre—l_')_i_r Street Name Type . Space
Mailing Address: || o+ ) 7|
City: State:| Zip:
Contact:
Phone Number: I Phone Number: | {Numeric Digits Only)

Email Address:|

| Reset |

COMMERCIAL USER GUIDE Version 3.0 11

Enter the required information
on Page 2. Once complete,
click the Save & Continue
button located at the bottom of
the page.

Select the appropriate
information from the drop down
boxes.

Enter added square footage
(if applicable) and the cost of
improvement.

A TDLR number is required
for commercial projects over
$50,000.

If known, enter contact
information for the Project
Manager and General
Contractor. Otherwise, leave
these fields blank.

ELECTRONIC PLAN REVIEW



Finalize an Application

Application List | Application Page 1 | Application Page 2 Documents Attached Generate PDF

Attach Documents / Finalize Application

Project Information
’7 Application No: 00003295

Document

File Date Project No. Description / File Reference

00253614 20150826 dr_declaration_by_business_entity.pdf

Upload Additional Documents

P|EBSE Required Attachments Include
= Declaration in support of application for City of Housten building permit
Note: « Commercial construction plan review prerequiste checklist

PDF is the City's preferred file format but we also accept the various Microsoft office file formats (DOC, DOCX, PPT, PPTX, XLS,
XLSX) as well as GIF, IPG, JPEG, TIFF, TXT AND ZIP files.

This page is for application related information; Please do not upload building plans or construction
documents.

— Upload documents associated with this
| Choose File | Na file chosen
| Cheose File | No file chosen

| Choose File | No file chosen

Note: Uploading documents does not finalize the application

| Begin Upload |

— Copy Feature

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

ioptinestpobeaon)|

—Application Status

Based on your stated $10,000 dollars total cost of improvement, the calculated permit fee is
$74.65. 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.

ml hereby certify that all of the information provided in this application is true and correct to

best of my knowledge. If any information is found to be inaccurate, this application is
subject to be voided and will require the submission of a new application including any
applicable fees.

Upload all required documents

in support of the building permit

application:

« Deed restrictions
declaration form

« Prerequisite checklist

- Documents relating to
address verification

DO NOT UPLOAD BUILDING
PLANS HERE.

Choose up to three files and
select the Begin Upload
button. Attached files are
displayed at the top of the

page.

Click the Copy this Application
button to create sub-project
application(s). This option must
be clicked prior to finalizing the
application.

Check the disclaimer box and
click the Finalize Application
button.

Twenty-five percent of the
permit fee is due upon
submitting an application.

If address verification is required, the Finalize Application button will not be visible. Once
approval is granted, the applicant will be notified via email to proceed with finalization.

© HOUSTON PERMITTING CENTER 12
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Pay the Plan Review Deposit Fee

Permits Shopping Cart Maintenance
—Sales Order Pay Selection

| Create a New ILMS Shopping Cart |

Shopping Cart No: | 00988532 |  Return to Shopping Cart List Maintenance |

The following Sales Order(s) are pending payment.
Check the selection box of the ones that you wish to
pay at this time.

Select Sales Orders for Payment

Created: | 08/26/2015

Holds Customer / Contractor of Record Fee / Amount] Select
| Date | appvd (Permit emailed to) Paid
01047528 p'?j”e::;:“"“' 26-AUG-2015| NoHolds | 1000 WASHINGTON AVE = 1001 sas.18| | @
00894437 "e;"rss:""‘;"e 23-1AN-2015 Ep:r:‘r“';“:f;ze” 1000 WASHINGTON AVE = 1001 5.00
00897942 "'e“:__j“gg‘e 28-1AN-2015 C":ﬂ"ﬁ’g"&f;f:ﬂ 1000 WASHINGTON AVE = 1001 5.00
Additional |pa-mar-2p25| Pending Fee | 230 FARKNESS 5T = A

00542263 permic | #4MAR20L3kc0 6o rarion|rins Brjact tis: 13112338 00

Shopping Cart Amount Due $46.18

| Recalculate |

| Charge This to My APA Account |

I | Make online Payment via Credit Card or Electronic Check | I

Public Works and Engineering =Planning and Development Services Division Contractor Menu

Home | IWantTo | Government | Residents | Business | Departments | Wisitors | En Espang

ILMS Shopping Cart Online Payment Processing

— Payment Selection

Shopping Cart Nc::DUBBBSSZ |. Return to Shupp‘ing Cart Maintenance |

We need to collect the following data before your
payment can be Processed. Please enter the
appropriate payer name and address. Depending on
the type of purchase, this data will be printed on the
City issued permit documents. Consequently, data
accuracy is important.

Created:|08/26/2015

Payment Processed:

CC Helder Typef Individual ® Corporation or Firm

Last, First Middie§ ELECTRICAL . TEST VOLT
House # Fraction Pre-Dir Street Name Type Space
Billing Addres: v ¥ | GRAND PARKWAY v
Billing Zip Codef =™ —= - 0000

46.18|

Shopping Cart Amount Due

| Update Payer Information |

J Continue the Credit Card/Electronic Check Payment Process I I

. Electronic = = =
Flease Mote: o s i i % % B E SR e

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.

Processed payments are
indicated by a project
number in red.

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

You will be transferred to
the Chase® PayConnexion
website to complete the
transaction. A receipt will
be emailed to you from
Chase. You may need to
check your spam or junk
folder.

Note: Chase® PayConnexion will assess a convenience fee for their service. PayConnexion

does not accept American Express credit cards.

COMMERCIAL USER GUIDE Version 3.0 13
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Pay the Plan Review Deposit Fee

Permits Shopping Cart Maintenance
—Sales Order Pay Selection

\VCreate a New ILMS Shopping Cart |

Shopping Cart No: 00988532 | Return to Shopping Cart List Maintenance |

The following Sales Order(s) are pending payment.
Check the selection box of the ones that you wish to
pay at this time.

Created: | 08/26/2015

Select Sales Orders for Payment

Holds Customer / Contractor of Record Fee / Amount] Select
| Date | appvd (Permit emailed to) Paid
01047528 p';”e::;:‘e“' 26-AUG-2015| NoHolds | 1000 WASHINGTON AVE = 1001 sas.1sl | @
00894437 "e;"rss:""‘:"e 23-1AN-2015 Ep:r:‘r“';‘:f;f:” 1000 WASHINGTON AVE = 1001 5.00
Wew Sngl | 2g3am- Pending Fee | oo o o
00897942 R 28-31-2015 o 70 T8 TEE | 1000 WASHINGTON AVE = 1001 §.00
Additional |22 1ar-z015] Pending Fee | 230 HARKNESS ST = A
00542263 permic | #4MAR20L3kc0 6o rarion|rins Brjact tis: 13112338 00
Shopping Cart Amount Due $46.18

| Recalculate |

I| Charge T.|;|is to My APA Account \I

| Make Online Payment via Credit Card or Electronic Check .|

s £ e B - .
Home | IWantTo | Government | Residents | Business | Departments | Visitors | En Espal
Public Works and Engil ing =Pl ing and D 1 Services Divisi Contractor Menu

ILMS Shopping Cart APA Payment

— Payment Selection
ILMS Shopping Cart:00988592
Created: [08/26/2015

i.Return to Shopping Cart Malntenan:e-|

Select the appropriate Advanced Payment Account and

press the 'Submit APA Payment' Button to complete the

E-Pay Completed: N
purchase.

Choose the appropriate Advanced Payment Account
APA

Select et Type Name Account Balance|
= 12345678 WAIOO1, INTERNAL USER 1,645.23
Shopping Cart Amount Due $46.18

If an Advanced Pay
Account (APA) has been
established, this payment
option will be included
on your Shopping Cart
Maintenance screen.

Check the box of permit(s)
to be paid, then click the
Charge This to My APA
Account button.

Select the appropriate
account number associated
with your iPermits user
profile. Then click on the
Submit APA Payment
button to complete the
transaction.

Don’t want to pay for the fees? A third-party can import a shopping cart number to their

iPermits user account and complete the sales transaction.

© HOUSTON PERMITTING CENTER 14
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Log into ProjectDox

sent: Thursday, August 27, 2015 1:35 PM
To: i———
Subject: 15034151 - Invitation to Join city of Houston ePlan Review System

Invitation to Join city of
Houston ePlan Review System

TEST SITE

Dear Tester - iPermit Portal:

For your reference. the following information 1s associated with your building application:
Project Number: 15084151

Project Owner Name: Tester - iPermit Portal

Project Owner Email Address: | D i———

To access your plan review project. please follow the istructions mdicated below

Click on the Project link on the Active Projects page for project no 15084151

[N

L

‘Welcome to City of Houston's ePlan review system. This project invitation has been sent to you in response to a permit application. An electronic plan review project has been created in order to upload CAD
drawings for plan review. If you were indicated on the permit application as the plan contact. you are responsible for the upload of plans. If you are an associated permit contact (such as architect. owner. contractor
etc.) this notice has been sent to you for informational purposes. Permit contacts may view the status of the project and access plan review comments m the ePlan review system. Please refer to City of Houston ePlan

system user guide ePlan System User Guide for acceptable file formats and other guidelines for ePlan review (mcluding in

on 1 doc that should be submutted with your plans)

Click on the Project Access Link and enter your permanent password for vour login account for secured accesss fo the system

Click on + sign o expand the Drawings folder and select the designated folder(s) to upload the drawings. Supported file types are: DWG, DWF. DGN. PDF. JPEG. DOC. and DOCX etc
Click the Upload Files button and follow the instructions to upload your drawings. Please ensure the files use required naming conventions (see
Click on the + sign to expand the Docionents folder and select the designated folder(s) to upload the documents_

6. Click the Upload Files button and follow the mstructions to upload your documents.
7. Once all plans/documents have been uploaded to the appropriate folder(s) while inside the project click on the FForkflow Portais
8. Click the ApplicanUpload link under the task column.
9. Click OF to accept the task.
10 An electronic form will display. Click on the Submission Complete- Notify the City of Houstorr Permit Center button to comple]

If vou have any problems using the site. please contact us at $32-394-9494 or email us at rmcacd @houstontx.gov. Please do not reply t4

ePlan System User Guide

SAMPLE INVITATION

Once the plan review deposit has been paid,
an invitation (see above) will be sent to the
applicant to upload plans into ProjectDox.
For new users, the invitation will contain a
temporary password. Subsequent invitations
will not contain a password.

First-time users should note:

« ProjectDox uses pop-up windows.
Configure your browser’s pop-up blocker
to allow for pop-ups for the ProjectDox
site. If you login but no ProjectDox window
appears, a pop-up blocker is likely still
installed.

COMMERCIAL USER GUIDE Version 3.0

« Click on the Install ProjectDox
Components link on the login page for
easy downloading and installation of
ActiveX controls (required for Internet
Explorer users only).

- The login page also has a link for adding
a desktop shortcut to the ProjectDox site,
and a link for adding it to your favorites.

Depending upon your organization’s security
settings, a network administrator or IT
department may need to complete the steps
required for system set up.

ELECTRONIC PLAN REVIEW




Log into ProjectDox

From the invitation, click on the Login to
ProjectDox link or Project Access link to open
the login page using your default web browser.
You can also type or paste the ProjectDox URL
into another web browser.

Enter your email address and temporary
password and click the Login button. (The
password is case sensitive.)

You will be taken to your User Profile, where
you must complete the required yellow fields:

- Change your password
« Create a security question and answer
- Contact information

Click the Save button to continue onto the
home page.

C?ty of Housto

HOUSTON L 3

E-mail: Katrina.Hassett@houstonte.gov

Logging into ProjectDox

a second time (and every
time after that), you will
use the password that you
entered in your Profile

Passwerd: |

PERMITTING

center
eSERVICES

© 2015 Avolve Software
ProjectDox (Version 8.3) is a trademark of Avolve Software. All rights reserved.

Project

Commercial User Guide Residential User Guide User PC Settings

Click here to add ProjectDox £.3.8.2
to your Favartes.

Login | Foraotyour password?

page.

If you ever forget your
password, click on the
Forgot Your Password?
link. You will be prompted
with your security question.

avolve

Note: this feature requires

that the user has logged in

Change Password: Password Reset Question & Answer:

at least once and no longer

New password:* Security I]UES"DR."

Confirm new password.*| _
Security answer* |

Profile Information

has a temporary password.

Con(aql User | Fro]ecl_ | Gruup_ |
Information Metadata IMembership Membership
]
* Required field
Email:* nt02@avolvesoftware.com HTMLfnn'nmﬁ
Titie: * [
Company:* |
Address 1 [
Address 2 | |
city* |
State/Province:* m Postal Code:” ,—
— = =
Stamps: | T ‘0
Language™ |en v
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Nawvigation Basics

Project

Active Projects List

Project Options Description
— i ] L
15021578 0% REMODELING THE MAIN FLOGR TO ADD AN INDGOR GYM
487 (Y] NEW HOUSE
15070488 1Y) RESIDENTIAL REMODEL
02 NEW S.F. RES W/ ATT GAR (MASTER PLAN PB-62 W-Y) 08 IRC
02 REVISION TOPROJECT 88011110 RESIDENTIAL KITGHEN REMODEL 30000
ea TEST FOR MODEL HOME
i) TEST FOR MODEL HOME
02 NEW CHEAP SFD
02 KITCHEN REMODEL
02 TEST
1Y) NEW S F. RES W/ ATT GAR (MASTER PLAN F-577 W-Y} 08 IRC
02 TEST PROJECT 3 FOR RESIDENTIAL WORKFLOW
02 TEST PROJEGT 4 FOR RESIDENTIAL WORKFLOW
82 NEW S F. RES W/ ATT GAR (REPEAT PLAN C-T03 Y) 08 IRC

[ [ (] ]

i |
<& Back || Forward = | Projects || Profiie| [[2] (#4 |@

Logout
Task List (PD Fiowl| |

Press Enter To Search:
Create date

Status

Resubmit Requested 713012015 8:53:16 AM
Approved 33012015 6:33:21 AM
Assign RC 73112016 3:32:49 P
Resubmit Requested /42015 8:43:10 AM
Quality Review 81512015 10:17:56 AM
In Review 8162015 12:03:22 PM
8712016 G:57:48 P
8772015 7:07:48 PM

8182015 8:52:50 AM

Residential Building Approved

6/16/2015 1156:58 AM
612212015 8:10:36 P

Residential Building Withdrawn

SAMPLE HOME PAGE

Active Task List

Attached To Status Priority  Duedate  Created On

Applicant Pending 82112015 2:24:40 PM
Applicant Pending 8/18/2015750:28 AM
Applicant Pending 8/18/2015 7.58:27 AM
Applicant Pending £/1820157:40:28 AM
Applicant Pending 6/17/2015 5:52:02 AM
Applicant Pending 8/13/2015 12:24:41 AM
Applicant Pending /1212015 11:45:14 AM

Updated On
812172015 2:24:40 PM
/1872015 7:50:28 AW
6/18/2015 75927 AM
818201574028 A
BI17/2015 5:52:02 AM
81132015 1224:41 AM
81122015 11:45:14 AM

33H - Single Family Dwellings
33H - Single Family Dwellings

2-RESBypass-Traffic (120).2 - RES-Bypass-HAS. (160)

Page 105 (32 items)

The ProjectDox home page is divided into
two main sections. The upper section is your
Active Projects List, which displays basic
information about every project you have
been invited into as a main applicant and as a
project member.

By default, the 15 most recently accessed
projects are listed, with the most recent at the
top. Select the All Projects button to view a list
of all of your projects.

The Active Projects List can be sorted by
clicking on the header of the column. You can

search for words contained in these columns
through the Press Enter to Search field.

The lower section of the home page is your
Active Task List, which displays all your
outstanding tasks on projects for which you are
the main applicant. The Active Task List can be
sorted by clicking on the column header.

Both the Active Projects List and Active

Task List are set to display a limited number
of entries at a time. Use these buttons

) [t » | M to move to
the first, previous, next, or last page in the list.

ProjectDox can be used in multiple browsers, including Chrome, Safari, FireFox, and
Internet Explorer. Review the User PC Settings document located on the ProjectDox login

page to ensure proper set up is completed.

COMMERCIAL USER GUIDE Version 3.0
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Nauvigation Basics

Recent Projects All Projects

Owner

Nicole Thorne

Commercial Building
Residential Building
Besidential Building
Eesidential Building
Residential Building
Residential Building
Residential Building
Residential Building
Residential Building
Residential Building

o

L
FPERMITILING

-~ Status
Resubmit Requested
Approved
Assign RC
Resubmit Requested
Quality Review
In Review
First Submission Pending
First Submission Pending
First Submission Pending
Approved
Withdrawn

& Back | | Forward =

| -~
Projects | Profile | [2] |4

Task List (PD Flow)

i@ | Logout

Create date
77302015 8:63:16 AM
3/3020156:33:21 AM
T/31/2015 3:32:49 PM
8/1/2015 9:43:10 AM
8/5/2015 10:17:56 AM
8/6/2015 12:.03:22 PM
8/7/2015 6:57:49 PM
872015 7:07:48 PM
8/8/2015 9:52:50 AM
6/16/2015 11:56:58 AM
6/22/2015 8:10:36 PM

Your primary navigation buttons are located in
the upper right corner of the home page.

- The Back and Forward buttons function
much like the back and forward buttons in a
web browser, taking you to the screen you
previously or subsequently viewed.

- The Projects button will take you back to
the home page.

- The Profile button will take you to your
User Profile, where you can edit your
personal information or change your
password.

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

© HOUSTON PERMITTING CENTER 18

The Search button allows you to search
for a project based on the key information
entered into the Project Info Page, or it
allows you to search for keywords within a
project.

The Help button takes you to the
ProjectDox Help site. Use the index or
search functions to find instructions on
specific aspects of ProjectDox

The Logout button logs you out of
ProjectDox.

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

www.hpceservices.org




Standards

Prior to upload, ensure that all files comply with  BORDER STANDARDS

the following standards. Failure to meet the « 1" clear border with a 4 4" title block

City’s standards may delay your review. . Reserve 2 15" W X 315" H area on the
upper right corner of the drawing (as shown

REQUIRED FILES below) for the approval stamp.

1. A fully completed commercial application

for plan review The City of Houston requires that plans be

uploaded in an approved format, to scale,

2. Pre-requisite check list must be included with a minimum output dimension of 24” x
with the application 36"

FILE TYPE STANDARDS MARKUP NAME AND COLOR STANDARDS

- DOC, DOCX, and PDF files are accepted Standard markup names and colors will be
for calculations, reports, and other used for each reviewing discipline for easy
supporting documentation (i.e. non-drawing  jqentification. A markup can have more than
files). one changemark. Changemarks are created
Vector PDF, DWG, DGN, DWF, etc. files will  to quickly identify a markup and associated
be acceptable for drawings. comments.

A20]g =ML

Drawings should be uploaded in landscape mode.

COMMERCIAL USER GUIDE Version 3.0 19 ELECTRONIC PLAN REVIEW




Standards

All file names are limited to 70 characters.

File names for drawings 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 a decimal
after the 3rd digit, for example: S.001.99.

Corrected files should always be resubmitted

with the SAME FILE NAME as the original

submittal.

Note: If this 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/Site Plan L 000-999 L.018
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 Equipment (Food Consumption) H 000-999 K.006
Civil C 000-999 C.007
Storm drainage
Mitigation, if applicable
Electric locks
Fire Marshal F
Haz-Mat H
High Pile H
Standpipes SP 000-999 SP.007
Alarm FA 000-999 FA.008
LP Gas - Natural Gas (tanks, generators,
etc.)
Fire Supression FS 000-999 FS.009
Sprinklers
Underground Fire Lines
© HOUSTON PERMITTING CENTER 20 www.hpceservices.org




Standards

Files are securely managed through a pre-defined folder structure, which is listed below. Users
cannot rename or add folders to the structure.

All drawings should be uploaded as single-page files into the Drawings folder for each project.
(ex: 20 electrical pages = 20 files in the electrical drawings sub-folder).

All documents (any non-drawing files, geotechnical reports, etc.) should be uploaded as multi-
page files into the Documents folder.

1. DRAWINGS 2. DOCUMENTS
« Index - Application

General - Pre Requisite Check List
Demo - Utility Letter(s)
Architectural - Energy Forms (codes)
Landscape - Manufacturing Specs
Structural - Geotechnical Reports
Electrical « Asbestos Survey
Plumbing « ARA Application
HVAC - Owner Statement of Intended Use
Civil - Occupant Reduction Letter
« Storm Drainage + Miscellaneous
. Mitigation, /prp//COb/e 3. APPROVED

+  Water Wastewater

Health Equipment (Food Consumption) 4. CHANGEMARK REPORTS

Electric Locks 5. PDF DESTINATION FOLDER
Fire Marshal

« Haz-Mat

« High Pile

. Standpipes

.« Alarm

+ LP Gas - Natural Gas (tanks,
generators, etc))

Fire Suppression
« Sprinklers
« Underground Fire Lines

COMMERCIAL USER GUIDE Version 3.0 21 ELECTRONIC PLAN REVIEW




Upload Files

Active Projects List
7 recently entered project{s) out of 7 for =

Project

-3 Eire Marsf
-3 Eire Supp
E-E3 Documents

Project Options Description
15067230 [i ] @ =] @ ADD HIGH PILED STORAGE RACKS TO EXISTING 5-1 OC(
15067177 i} ea @@ ADD HIGH PILED STORAGE RACKS TO EXISTING 8-1 OC(
15095816 o@ @@ NEW RESIDENTIAL CONSTRUCTION
150080357 i) ea =] @ TEST FOR MODEL HOMES PRESENTATION
15069636 oea @@ UPGRADE EXISTING LINES AND ANTENMAS
15066607 o@ @@ BUILD-OUT. OFFICES AND KITCHEN SPACE FOR SMALL A
15068663 o@ @@ INTERIOR TENANT IMPRCVEMENTS.
Project
15067230
Main Contact:
Elrrdl | Cotanee {00 Gl ADD HIGH PILED STORAGE RACKS
=- 15067230 ~ T Project Info Report
i3 Cover Shesl (1 Fies -0 New) = 5
E-Ea Drawings Emﬁc}p:ame:
£ Index escription:
-3 General Project Image:
T Map Config Name:
i;::.ilct:):m Name:
-1l Landscape - =
{13 Structural (2 Fies- 0 New) I RETE
[ Electrical (1 Files - 0 New) Ehione.
3 Plumbing cicH os
-3 HVAC Lot No:
zcu | 15067230
.3 Health Eq
.53 Electric L Main Contact:

Folder: 15067230\Drawinas\Architectural

ADD HIGH PILED STORAGE

Project Info

To access a project’s
main page, select the
appropriate link under
the Project column on
the Active Projects List or
Active Task List.

Click the “+” icon to
view any subfolders and
click the “-” icon to hide
subfolders.

Click on the name of the
folder you want to upload
into. On the next screen
select the Upload Files
button.

A pop-up window will
appear.

Mo files currently exist in Architectural. Project Name:
To upload files into this folder Description:
(1) Click the Upload button below Project Image:
(2} Follow the instructions in the pop-up window
& el Map Config Name:
Large files may take a few minutes to be processed. County:
Click the Refresh button at the top of the page to = ¥
refresh your file list view. AppiiCant Haine
Applicant Email:
View Folders Upload Files Phone:
Block No:
Lot No:
© HOUSTON PERMITTING CENTER 22 www.hpceservices.org




Upload Files

Project

Upload files:

| chaose File |No file chosen

| Choose File | Nofile chosen
| Choose File | Nofile chosen
| Choose File | Mo file chosen

| Choase File | No file chosen

Upload URL:

URL Display Name:

Metadata (

Inherit m
Doc Type:

| ResetFields || Upload |
To use the enhanced upload wol, including drag and drop, please download the Silverlight

application framewark. [nstall Silverlight Now

URL:
Upload files: Metadata (Applied
Select files to upload [] Inherit metadata
Doc Type:
Docume

Upload files:

Upload URL:

URL: |: | A.001.pdf 84.97 KB x|
| A,002.pdf 96.17 KB X |
| A,003.pdf 68.32 KB X |
| A.004.pdf 77.B1KE X |
| A,005.pdf 85.20 KB X |

| Total 0% 412.49 KB
Cancel | Add more files

COMMERCIAL USER GUIDE

Version 3.0 23

By default, up to 5 files can

be uploaded at the same

time.

1. Select Choose File and
navigate to the file.

2. Select the file and click
Open.

3. Once all 5 files have
been selected, click the
Upload button.

To use the batch upload
tool, click on the Install
Silverlight Now link.

With Silverlight installed:

1. Click the Browse
button and navigate to
the files.

2. Select the files and
click Open.

3. Click Upload to add the
files to the folder.

A batch size is limited

to 200 files or 10GB,
whichever comes first. A
single file cannot be more
than 1GB in size.

ELECTRONIC PLAN REVIEW



Upload Files

15084124

Main Contact: TEST VOLT ELECTRICAL

Folder: 15084 124\Drawings\Architectural

Project

TEST PROJECT 3 FOR LOVETT HOMES

Jview Foiders | | upload Files | O@ @[ Project Info Reports
ot Sort |- Select- pvs Project Name: 15084124
= H | 33 OO Description: TEST PROJECT 3 FOR LOVETT HOMES
=) []A.001.0df Project Image: No image exists
8/29/2015 4:33:289 PM, 85 KB Map Config Name:
EF Katie Hassett County: HARRIS
el B Applicant Name: TEST VOLT ELECTRICAL
=== Applicant Email: -
—EI [ Aozl Phone: = =
— £/28/2015 4:33:30 FM, 56 KB Block No:
i ,. - Katie Hassett
e[S ] Lot No:
= B X : S
L I Project Owner: Residential Building

Once files are uploaded into a folder, thumbnail
images of the files will be visible. Next to
each thumbnail is the filename, upload date

and time, file size, and name of the us
uploaded that file.

If a file is uploaded into the wrong folder, select

the red “X” icon next to the thumbnail
delete a single file. To delete all files i

check the box at the top of the list and then

click on delete icon to the right of the

The ability to delete files is permitted on the
first submission only. Individuals invited into
a project will not have this ability and should

er who contact the main applicant to delete files.

To upload files into another folder, click on

the View Folders button to return to the

image to  project’s main page. Repeat the process until
n a folder, all drawings and documents are uploaded into

box.

their respective folders.

The thumbnail images do not need to finish processing before uploading files into another

folder.

© HOUSTON PERMITTING CENTER
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Complete Assigned Task

ProjectDox moves a project through a series of  workflow. Reminder notifications of an open

tasks called a workflow. Some of these tasks
are attached to the applicant and others to City

staff.

The completion of one task signals

ProjectDox to assign the next task in the

(i.,e. incomplete) task are sent via email at
designated intervals.

To notify the City of Houston that your plans
are ready for pre-screen, the applicant must

psnmn—r.w‘f—-
<& Back | | Forward =p | projects | | Profile |
';;,L Project Reports | IEWor‘k{k}w Portals
T PROJECT 3 FOR LOVETT HOMES !
Task Attached To Status Priority Due date Created On Updated On
AgglicantUJIoaclI Applicant Accepted 8182015 ... 8/29/2015 3:18...
14 [ 4 —————————— [ 3 (1]
T
15070341 (i | NEW S.F. RES W/ ATT GAR (REPEA]
[W ][ « [[=————— [ n

Active Task List

Project Name Task Attached To Status Priority D

15084140 i Applicant Pending

15084124 / 3 Applicant Pending

16084125 ADDIICANTUpI0ac Applicant Pending

15084121 ApplicantUpload Applicant Fending

01 Export RES TEMPLATE ApplicantUpload Applicant Pending

SCO Residential ApplicantResubmit Applicant Pending

165084087 ApplicantUpload Applicant Fending

I4 4 m:\! b | (1]

COMMERCIAL USER GUIDE Version 3.0 25

complete the ApplicantUpload task.

From the project’s main
page, click on the Workflow
Portals button to display the
assigned task.

Click on the Applicant
Upload task link, and then
click OK to accept the task.

The eForm will pop-up in a
separate window.

Alternatively, tasks can be
accessed via the Active
Task List on the homepage.

Under the Task column,
select the link for the

corresponding project.

The eForm will pop-up in a
new window.

ELECTRONIC PLAN REVIEW



Complete Assigned Task

APPLICANT UPLOAD

HOUSTON

PERMITTING
eservices = €0

_h-! Click Here to Save Eform as PDF..

City'of Houston - Department of Public Works and Engineering

!‘ Review Information Permit Information - 15095165

| Routing Slip

Contact Information

Holds Resources Checklist Report (0)

Review Coordinator

Commercial Building ( COMBLD@houstontexas.gov )

Review Cycle 1

Workflow/Activity Name

Start_Commercial_Review / ApplicantUpload

@ Activity Instructions

Please upload all required drawings and documents.

Current Usar Logon

“First Name:

“Last Name:

*Email Address:

After you have successfully uploaded all required plans/documents please select (Submission Complete) button.

I | Submission Complete - Notify City of Houston Permit Center

|| Save & Close ||

Through the eForm, the main applicant can
invite individuals into the project. Enter the
individual’'s name and email address and then
click on the Invite link. An email will be sent to
the user to create an account.

Invited users will have the ability to upload and
view files, but cannot complete a task (i.e. no
access to the eForm). Invited project members
will also receive the same email notifications
that the main applicant receives as the project
moves through the workflow.

© HOUSTON PERMITTING CENTER

Click on the Save & Close button to complete
the task at a later time.

Click on the Submission Complete button to
move your project to the prescreen review
step. Once clicked, all access to upload files is
removed. Your project status will now update
from First Submission Pending to Prescreen
Review.

26 www.hpceservices.org




Pre-Screen Review

During the pre-screen review, a permit tech
will review the uploaded files for completeness
and compliance with the standards.

If you have met the submittal requirements,
you will receive a Prescreen Approved email
and your submittal is ready for the formal
review process. The City’s Review Coordinator
(RC) group will assigns the formal review to all
required disciplines and departments.

If items are missing or corrections are required,
a CorrectionsComplete task notification will
be emailed to you with instructions on how to
resubmit to fix the issues.

The permit tech 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:
Co

Subject: ProjectDox Review Correction Request Task Assignment for oot

Project

Review Correction Request Task Assignment

Sent:  Fri 9/13/4

Attention «

Your plan review submission for Project: S s

instructions provided for re-submittal

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

requested

Project: R AL I
Description: e
Task: ApplicantResubmit
Assigned by: | e

Project Access | Login to ProjectDox

Please do not reply to this email.

has been reviewed and corrections have been
requested. You may review correction comments and requirements by accessing the ProjectDox site.

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

e All corrections must be uploaded using the same file names as the onginal submittal
e 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.

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

SAMPLE CORRECTIONS EMAIL

COMMERCIAL USER GUIDE Version 3.0
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Pre-Screen Review

The following steps outline how to review the
comments, submit corrections, and complete
the assigned CorrectionComplete task:

1. Log into ProjectDox.

2. Select the CorrectionComplete task link
for the appropriate project from the Active
Task List on the home page or from within

the project.

Select OK to accept responsibility for
completing the task.

The eForm will pop-up in a new window.
Comments may be found in the following
sections of the eForm:

. Text box

- Intake Checklist and the items in the
checklist by selecting either the View
Intake Checklist link or the Checklist
Report tab.

Upload files as needed to the appropriate
folder(s). Revised files must be uploaded
using the same name as the original file to
allow for automated file versioning.

© HOUSTON PERMITTING CENTER

28

Select the check box to indicate corrected
items have been uploaded. This action
enables the Complete Submission button.
You can also add notes to the permit tech
in the eForm.

Select the Complete Submission button

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

The CorrectionComplete task is now
complete and your project status will change
from Prescreen Resubmit to Prescreen Review.

Email notification is sent to the permit tech
to perform the prescreen review again. If
no additional information is required, the
permit tech approves the prescreen review
and your project will move onto the formal
review. If more corrections are required, the
CorrectionComplete task will repeat.

www.hpceservices.org




Formal Review of Plans

The City’s Review Coordinator (RC) group
assigns the formal review to all required
disciplines and departments. Each assigned
department may approve or reject their review,
and may add a status, check list comments,
free form comment and/or changemark to the
drawings.

Once all assigned departments have
completed their review, the RC notifies the
applicant whether the plan review is approved
or corrections are required.

If all reviews have been approved, Review QA
Coordinator applies the final City of Houston

[ testprojectdox.houstonelectronicplanreview.org

P/ DEPARTMENT REVIEW - Review Cycle: ElKI

LUIS VILLASANA
HA.S (18D)
LUIS VILLASANA@HOUSTONTX.GOV

LUIS VILLASANA
PLAMMING [140)
LUIS VILLASANA@HOUSTONTX. GOV

LUIS VILLASANA
STORM DRAIM (280)
LUIS VILLASANA@HOUSTONTX.GOV

COMMERCIAL USER GUIDE Version 3.0

approval stamp and the applicant will receive
an Approved email with instructions.

If at least one reviewer has selected
“Rejected”, the applicant will receive an email
notification of the ApplicantResubmit task
with instructions on how to resubmit to fix the
issues.

Applicants may track their project’s progress in
the review through the reports tab.

11158 _1160_600.aspx?LaunchMode=new&FlowTaskID=615

APPROVED (AP}

WIEW CHECKLIST

PLAN REVIEW ANDIOR ASSIGNMENT COMPLETE

APPROVED (AF)

MIEW CHECKLIST

PLAM REVIEW ANDIOR ASSIGNMENT COMPLETE

REJECTED {RJ)

VIEW CHECKLIST

PLAN REVIEW ANDIOR ASSIGNMENT COMPLETE

29 ELECTRONIC PLAN REVIEW




Formal Review of Plans

CHANGEMARKS - Review Cycle: JJE4|

Filter Changemarks by Keyword: [ELE 01

| SEARC

7 Click Here to | oad Changemarks .
)»/I Click Here to Publish Changemarks to PDF

= =y j :
[HET] rile Markup L«

EEiE g oAt Electrical
Yes | Mo| Ne 5 e | 1 Electrical |=°“"“dEl E 01 Issue lzsue is described here in d
i s plan.pdf 456,007
BET
The following steps outline how to review the 7. Inthe Task Instructions section of the

comments, submit corrections, and complete
the assigned ApplicantResubmit task:

1. Log into ProjectDox.

2. Select the Applicant Resubmit task link
from the Active Task List on the home page

or from within the project.

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

The eForm will pop-up in a new window.

Comments may be found in three sections

of the eForm:

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

«  Checklist Items on the Checklist tab

« Markups provided in the Changemark
Section

Upload files as needed to the appropriate
folder(s). Revised files must be uploaded
using the same name as the original file to
allow for automated file versioning.

Provide responses to comments

© HOUSTON PERMITTING CENTER
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eForm, select the check boxes to indicate
the items have been completed. Selection
of all 3 boxes enables the Review
Complete button.

8. 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.

www.hpceservices.org




Download Plans

After all departments have approved their review, 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. An email will be sent indicating the files are available for download in the
Approved folder. It will also include the remaining balance due prior to starting construction.

Main Contact:
Folder: 15037248\Approved

REMODEL COMMERCIAL OFFICE BUILDING

[iew Fob Om ® ~ Project Info Reports
Sort: | - Select - W Project Name:
o :2_| Description:
E ) o ale—2<. ;
- Project Image:
gy 200! e
=T SI272015 6:38:11 AM, 671 KB Map Coafig .
i 'K Hicole Thoma County:

:L B Block No:
{ **'J = Contact's Email:

= [ Eotom Phone:
o :

Be  1220150:35:14AM 602 KB Block No.
e = ' Micole Thorne Lot No:
- Ep b a
[ 2 ﬁi! % S Project ﬂ:l'lle_ﬂ
¥ Wour Hes are teady i be downlosted Al selecied fles have Been complied
3 Into & singe ZIF e 100 YOUT Convanience
" | [Downlon Zip it (107 W) || | Detete 2ip ke
B
4. Aor your downioad has completed successiully, ploase delete the zip Slo from

v server, for fhe probection of your infelleciual praperty.

What do you want to do with
Approved 4552254.zip?

Size: 10,7 MB

=% Open

<+ Save

<+ Save as

The file won't be saved automatically.

From: testprojectdox.houstonelectronicplanreview.org

To download the entire
folder, select the box at the
top of the thumbnails.

Uncheck any pages
that you do not want to
download.

When your selection is
complete, click on the
download icon.

A single zip file will be
created of the selected
pages.

Click the Download Zip
File button to continue.
Select Save or Save As in
the pop-up window.

The approved plan set
must be printed in color
at a minimum size of
24”"x36” and kept on the

jobsite throughout the
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duration of construction.
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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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