HOUSTON

PERMITTING

center
eSERVICES

Office of the City
Engineer Plan Review

Step-by-step user guide to electronic plan
review process




PAPER PLANS ARE NO
LONGER NEEDED!




Table of Contents

Overview
iPermits Registration

Application Process

Pay the Plan Review Down Payment

ProjectDox Set Up
Navigation Basics
Standards

Uploading Your Files
Complete Assigned Task
Pre-Screen Review
Review of Plans
Download and Print
Revisions

Update Signatures

OCE USER GUIDE version 2.0

04

05

09

12

13

15

17

18

21

23

25

27

28

30

ELECTRONIC PLAN REVIEW



Overview

ELECTRONIC PLAN REVIEW PROCESS

The purpose of this document is to provide
general information on the process for
registering the Engineering firm with the
iPermits Customer Portal for Office of City
Engineer Plan Review, and the electronic plan
review system called ProjectDox.

Step 8

© HOUSTON PERMITTING CENTER

The electronic plan review process is broken
down into 10 key steps. The process utilizes
two systems: iPermits and ProjectDox.

The iPermits Customer Portal is used to
submit applications and to make payments.
ProjectDox is use to upload drawings, receive
comments, and receive approvals.

Register for iPermits Portal
MTexas state licensed enginesring firm}

Submit the application in iPermits

Pay plan review down payment
(25% minimum}

Upload plans into ProjectDaox

system

Complete assigned task in

ProjectDax

Access plan review comments in

ProjectDox

Resubmit plans to ProjectDax
[Repeat as needed)

Obtain Private Utility signatures

Pay remaining balance when plans
are approved

Download and print plans for job

site

www.hpceservices.org




tPermits Registration

STEP 1: REGISTER AN ENGINEERING FIRM

Before a plan review application may be
submitted to the Office of the City Engineer, an
Engineering Firm must have a company profile
in iPermits. To create a company profile:

1. Register an Engineering Firm

2. Create a Security Administrator User Profile

City of Houst

Offical Site for Houston, Tex

Home | IWantTo | Government | Residents Business

Departments | Wisitors

Public Works and Engi ing =PI i and D

Services Division Contractor Me

iPermits Customer and Contractor Portal Logon
First-time user?} Click here to Register

Forgot your User Name or Password? Click here

Please Mote: You can now logon using either your Logon User ID or your
Registered Email Address.

User-ID: or User Email Address:

L ]I

Password:

Submit

- LS
Home | IWantTo | Government | Residents | Business | Departme

Public Works and Engineering >Planning and Development Services Division

Please help us identify the appropriate user registration process.

Are you associated with an electrical, plumbing, or mechanical trade contractor?
Yes: No: @

Are you associated with a Texas state licensed engineering firm?
Yes: '® No:

Enter Your Engineering Firm License Number.

OCE USER GUIDE version 2.0 5

3. Register Additional Firm Users
4. Activate Newly Registered Firm Users

If the engineering firm is already registered in
iPermits, please skip to Step 3 on page 7.

From the iPermits login page,
select the link Click here to

Register next to First-time
user?

On the next screen, select
No to the question, Are you
associated with an electrical,
plumbing, or mechanical
trade contractor?

Select Yes to the question,
Are you associated with

a Texas state licensed
engineering firm? Enter
your Texas State registered
Engineering Firm License
Number and click the
Submit button.

If your engineering firm
license number is not in
the iPermits database,
contact Yolanda
Brown-Kingsberry

at yolanda.brown@
houstontx.gov.

ELECTRONIC PLAN REVIEW
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tPermits Registration

STEP 2: CREATING A SECURITY ADMINISTRATOR USER PROFILE

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

iPublic Works and Engineering >Pl and D 1 t Services Divisi

Contractor Menu

Create an Engineering Firm related User Profile
— Please read the following information before proceeding

* Only State Licensed Engineering Firm Licensees should complete this page.

« Fields marked with "*" are required.

« Within iPermits, the primary use of this license type is to prepare and submit Office of the City Engineer
plan review application requests. If you are a Mechanical contractor and trying to establish a web
presents to purchase mechanical permits please return to the previous web page and select the "trade
license’ related option. If you need further assistance please contact the office of the city engineer.

—Engineering Firm Name Information W=

License Mo: TE_ License Type: ENG

Entity Name Type: ipdividual Corporation or Firm '®

Corporation or F\rm::ABC Engineering Firm

House £ Fraction Pre-Dir Street Name Type Space
Mailing Address:|1234 | | v | v Man Strest T
City:prYTON ' ' | state: | Zip: | &
Firm Name:i{-\BC Engineering 1

8323545000 Phore Nammhel

Email Address:;houslon permmmg.c.emer@houstcnb( gbv

Phone Numbe

| numeric digits only

— License Information
The Engineering firm number shown abeve is not currently registered in the City of

PLEASE MNOTE Houston's iPermits database. If you are not the Licensee, please consult with your
management team and obtain their approval before proceeding.

By default you will be added as a security administrator for ==
you are acknowledging that you are an authorized administrator.

—. By proceeding

iPermits PIN [seeeee PIN Confirmation [sse==
— User Information
User 1D: * userid Password: ™ [seeeee Confirm;™ |seesee

Email Address:™ |houston permm.ingcenter@hdustomx gov
=

First Hame:* John | Middle: | Last:* :Dpe
Mailing Address: 10[}2 Washington Aivgnue
City:* ichston State:™ rl'X Zip:™ [FT002
Company Mame:™ !Huustcm Permitting Center
Phone Number: ':?5323949000 Fax Number: |

DI herehy affirm the following declaration:

I have personal knowledge of the statements made in the application. None of the statements
are misleading or false. I acknowledge that issuance of the account does not excuse or
approve any violation of city, state, or federal laws or regulations. To the extent that this
declaration is made on behalf of a corporation or any other legal entity or persons, T certify
that I have fully advised them of the contents of the application and this declaration and that
I am authorized to execute this declaration.

I declare under penalty of perjury that the foregoing is true and correct.

| Submit Add |

[ Clear |

@ 311 City Helpline | En Espanol Privacy Policy

t

© HOUSTON PERMITTING CENTER

——— Complete any blank fields

in the Engineering Firm
Name Information section.

Note: the first person to
register a firm will become

the security administrator
and sets the master PIN.
Enter any 6-digit number in
the iPermits PIN field and
re-enter it to confirm.

Enter a User ID (max. 8
characters) and Password
(6-8 characters) of

your choosing and an
email address. These

will become your login
credentials for iPermits.
Complete the remaining
required fields.

Check the disclaimer box

and click Submit Add to
complete registration.

www.hpceservices.org



tPermits Registration

STEP 3: CREATING ADDITIONAL USERS FOR A REGISTERED FIRM

7

City of Houst

Official Site for Houston, Tex

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

Home | IWantTo | Government | Residents | Business | Departments | Visitors | EnEspanol

Create an Engineering Firm related User Profile

— Please read the following information before proceeding

« Only State Licensed Engineering Firm Licensees should complete this page.

» Ficlds marked with "*" are required.

» Within iPermits, the primary use of this license type is to prepare and submit Office of the City Engineer
plan review application requests. If you are 3 Mechanical contractor and trying to establish a web
presents to purchase mechanical permits please return to the previous web page and select the 'trade
license’ related option. If you need further assistance please contact the office of the city engineer,

—Engineering Firm Name Information

License No: ThsEms. License Type: :ENG
Entity Name Type: [ndividual Corporation or Firm '®
Corporation or Firm; ::TEST ENG\NEER.
é—(_ql_j_ge #  Fraction Pre-Dir Stljge!:__l\_l._a_nle N Typé Space
Mailing Address: | 1002 | | v| | v| |WASHINGTON | | Avenue v |
City:HOUSTON ] | state:[Tx | zip: 77002
Firm Name:[ILMS TEST i |
Phone Number: [T ._ Phone Number: L s numeric digits only

Email Address:fi&e @ robﬁs!syslems com

— License Information

iPermits PIN | | = you do not know the Pin number you may select the following option:

PIN Override ) | gg not know the PIN. Please proceed with the registration but email the company's security

administrator and request he/she activate this user profile.

—User Information
Security Level:* ' This is my license. Do not restrict user access.

® The user being added is a staff member. Restrict his/her web portal access rights to my license

User 10: ™ katie Password:™ |ss=s== Confirm:™ |sssses

Email Address: "fhouston.permilﬁngcemer@h.o.ustontx.gov

First Name: ™ |Katie | Middle: Last:™ Doe
Mailing Address:™ 31002 Washingten Ave
City:* iHGLISan State:” rl'X Zip:™ F?DDZ
Company Name:™ iHouslon Permitting Center
Phone Number: .53i3949000 | Fax Mumber: |

¥ T hereby affirm the following declaration:

T have personal knowledge of the statements made in the application. None of the statements
are misleading or false. I acknowledge that issuance of the account does not excuse or
approve any violation of city, state, or federal laws or regulations. To the extent that this
declaration is made on behalf of a corporation or any other legal entity or persons, 1 certify
that I have fully advised them of the contents of the application and this declaration and that
T am authorized to execute this declaration.

I declare under penalty of perjury that the foregoing is true and correct.
| Submit Add |

|Cl%ri

@ 311 City Helpline | En Espanol | Contact Us Privacy Policy
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From the iPermits login
page, select the link Click

here to Register and enter
the Firm License number
(Refer to Step 1 for detailed
instructions).

Enter the iPermits PIN

if it was given to you.
Otherwise check the box
for PIN Override.

Choose the appropriate
Security Level. Note: users
cannot select “This is my
license” level without the
iPermits PIN.

Enter a User ID (max. 8
characters) and Password
(between 6-8 characters)
of your choosing and an
email address. These

will become your login
credentials for iPermits.
Complete the remaining
required fields.

Check the disclaimer box
and click Submit Add
button to create a user
profile. If PIN Override
was selected, the Security
administrator will be
notified of the new user
profile pending activation.

ELECTRONIC PLAN REVIEW
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tPermits Registration

STEP 4: ACTIVATING A NEWLY REGISTERED USER

Public Works and Engineering >Planning and Development Services Division

iPermits Online Service Menu

User Profile Building Permit Applications

You are: ENGINED1 Office of the City Engineer Plan Review Application

Edit User Profile
Select the desired Customer
User Document Catalog

| - Use this entry for sales-orders that do not require a Licen
ICDrDDrate User Rosterl i 2

Licensees Associate with Purchase a Trade Permit

yvour User-1D Rewview Your Recent Shopping Cart Entries

st Asshtiated User Project Management - List Maintenance

with & License Pay for a Houston Permitting Center shopping cart

Companies Asspcated Make an Advanced Payment Account Deposit

with a License

Enter the Desired Date Range (blank defaults to the last v
Online Services

E 4474213044 | The 440439045 | £y

Home | IWantTo |
Public Works and Engi

Government | Residents | Business | Departments | ¥isitors | EnEspa

ing =Pl and D Services Divisi Contractor Menu

Permits Corporate User Management
This page allows you to manage the iPermit Users associated with your company

Company: | TEST ENGINEER v | Refresh 'Lislri i Company Maintenance |

From the Security
Administrator’s iPermits
account and select the link
Corporate User Roster,
located on the left side of
the Online Service Menu.

The iPermits Corporate
User Management
screen displays all users
associated with an
Engineering Firm. Click
on the User ID with the
Pending Activation status.

Change the User Status
to Active in the drop-down
menu and select the
Update Profile button.
The user can now login

to iPermits and start
submitting applications for

Main Phone Number: 713455550

Branch Name:| MAIN

plan review.
Users associated with this company [ISE——
Security
User-1D User Name Branch it iatae

ENGINEDO1 JiPERMITS ENGINEER TEST MaTn Yes
ENGINEQO2 |[HoOPER ROBERT F a1y —Corporate ion
T Company ID: |DEIE==

ADMINISTRATOR TEST MATN ;

- - Company Name: ["TEST ENGINEER
I KATIE I = KATRINA  (Pending Activation) MATN Company Address: EWDDZ WASHINGTON AVE MAIN .
City: |HOUSTON | state: [TX Zip: (77002

v | Delete Company Re\atlo@ﬁ£|

—User Information

User 1D: [KATIE

First Hame: *|KATIE | middie: |

Phone Number: (8323949000 | Fax Number: |
Mailing Address: *[1002 WASHINGTON AVE
city: |[HOUSTON
To remove a user from the 1 |

| user m ot ety Relminislas
Email Address: ” houston permittingc enter@houstontx_gov

: Last: @| ]

state: TX | zip: [77002

company roster, change

Associated Licenses and Accounts

. ";‘:ﬁ";:r Licensee Name License Status ”L‘:""ﬂ;’“
Status to /nact/\/e and 12345678 ENG TEST ENGINEER License in ;ood s\an:iing |+
uncheck Allow User Access T Update Profie

to the firm’s license(s).

| Grant User Access To Additional Licenses N.umbers-\

© HOUSTON PERMITTING CENTER
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Application Process

INITIATING A NEW APPLICATION

Log into your iPermits
portal account. Under the
iPermits Online Service

IWantTo | Government | Residents | Business | Departme

d Engineering =Planning and Development Services Division

iPermits Online Service Menu Menu. click on the Office
of the City Engineer Plan
Office of the City Engineer Plan Review Application Review App"cation button

as illustrated.
Select the desired Customer

| - Use this entry for sales-crders that do not require a License
Roster - - ]
ke it Purchase a Trade Permit
Review Your Recent Shopping Cart Entries
d User Project Management - List Maintenance
B Pay for a Houston Permitting Center shopping cart
e Make an Advanced Payment Account Deposit
Office of the City Engineer Plan Review Applications To submit a new
This page allows you to view OCE Plan Review applications that are attached to your user profile. Select the date range that . . .
ou would like to search. If no date range is selected the search will default to the last year's activity. a pp ||Cat|on C| |Ck on the
OCE Plan Review Applications ’
Dates from 10/02/2014 thru 10/02/2015 Begln New Appllcatlon
button.
Application | pate Owner Name Street Name
00002867 | oo/30/2015 |*cITY OF HOUSTON LMS Project No: 15095869 A log number has not been assigned
00002851 | os/zz/20:8 LMS Praject No: 15095851 & log rumber has not been assigned
00002850 | o09%/23/2018 ILMS Project No: 15095850 A log number has not been sssigned
00002831 | o9/18/2018 LMS Praject Noi 15095837 A log number has not been sssigned
00002784 | o9/14/2015 LMS Project Noi 15095829 A log number has not been assigned
00002783 | o09/14/2015 pending Payment
| Begin New Application |

iPermits system will display the applications you have submitted during the last year, with
status comments in red.

OCE USER GUIDE version 2.0 ELECTRONIC PLAN REVIEW




Application Process

COMPLETE A PLAN REVIEW APPLICATION

City of Houst

Official Site for Houston, Tex#

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

Public Works and Engineering >Pl ing and Develop Services Divisi Contractor Menu

Office of the City Engineer Application for Plan Review

Required under the Authority of the City of Houston, Ordinance No. 83-650

Please Mote: Submittal of false information will result in invalidation of the application.

— Please read the following information before proceeding

» Fields marked with "*" are required.

= Any Application submitted by anyone other than the property owner must be accompanied by the Application
Authorization Form that designates the applicant as an "authorized representative”.

« The specified number of sheets must be accurate or the application may not be accepted

« Electronic Plan submission is unavailable at this time. At present you must submit hard copy
plans and supporting documents to the Office of the City Engineer; 2nd floor Houston Permitting
center.

— Application

Please Describe|
the Proposed
Development*:|

Number of Shests*:|

Manual/Hard Copy Plan Submission Electronic/ProjectDox Plan Submission
Trees In ROW L

Inside City Limits

| §in Floodzone L

Water Facility L/
Qutside City Limits

Key Map* ::: Wastewater Facility |

County:* | Please Select |

— Applicant/Engineer Information
Select Apphcant":| 12345678ENG - TEST ENGINEER v
Mailing Address: ]

City:! | state: | Zip: |
Contact*

Phone Number*: Phone Number; numeric digits only

Email Address*:

Engineer of Record*:|

phone Number* i numeric digits only

Email Address*:|

— Owner Information

Entity Name Type: Individual ® Corporation or Firm Applicant is Owner L

Last, First Middle:| al |

Mailing Address:| ] | ¥ | Name:| v | Unit:
City:| .State:: | zip: |

Contact: I ) -

Phone Number:':_ | Phone Number:"

T numeric digits only
Email Address:| |

| Save & Continue |

| Reset

© HOUSTON PERMITTING CENTER 10

Enter the required
information and when
completed, click the Save
& Continue button.

Enter the description
from the cover sheet
into the “Please
describe the Proposed
Development” box.
Select your submission
method. Note: you
cannot switch between
methods for a project.
If the projectis in or
partially in the flood
zone, check the box for
In Flood Zone.

If the project is inside
COH city limits and
there are trees in right-
of-way, check the box
for Trees in ROW to
include Urban Forestry
into the plan review.

If the project has a
water plant, water wells
or contract water, check
the box for Water
Facility.

If the project includes
a force main, lift station
or reclaimed water
line, check the box for
Wasterwater Facility.

If you submit any incorrect
information, it can result in
delay of processing and/or
rejection.

www.hpceservices.org



Application Process

CHOOSE PAYMENT AMOUNT

The page will refresh and display information about the application fee. A minimum of 25% of the
plan review fee plus the administration fee is due upon finalizing the application.

Choose a payment option to generate a sales order and click on the Finalize Application button.

—Application Fee
As of January 1st 2014, the Office of the City Engineer plan check fee as been increased from £76.12
per sheet to £77.06 per sheet, Based on the above mentioned, 2 sheets, this application’s plan check
fee is $158.50 plus a $110.08 administration fee, At minimum a 25% down payment must be made

Please Note: prior to submitting the plans for review. Your options are as follows: Pay the 25% minimum, pay the
full amount, or pay any amount greater than the 25% minimum; plus the $110.08 administration
fee.

®' Generate a sales order based on a 25% down payment ($39.63) plus the $110.08 admin. fee
Generate a sales arder for the full amount ($268.58)

Generate a sales order for § | 00
(must be greater than 25% minimum plus the $110.08 admin fee)

| Save and Continue |

| Finalize Application |

| Reset |

ProjectDox will make the application information available on the eForm for the plan review
team.

OCE USER GUIDE version 2.0 1 ELECTRONIC PLAN REVIEW




Pay the Plan Review Down Payment

CREDIT CARD OR E-CHECK

Permits Shopping Cart Maintenance
Sales Order Payment Selection

‘ Create a New ILMS Shopping Cart |

Shopping Cart No: | 01011624 |  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: | 10/02/2015

Select Sales Orders for Payment
Customer

/ Contractor of Record Fee [ Select
Semiiien Ui e Permit emailed to Amount Paid| to Pay
New Single 1001-ENG ABC ENGINEERING
01072162 Trad 02-OCT-2015| No Holds jsmail@abcengineering.com $148.71 m
2CS T MASTER PROYECT
ppping Cart Amo Due $149.71|
| Recalculate |
l Charge This to My APA Account |
I Make Online Payment via Credit Card or Electronic Check I
Home | IwantTo | Government | Residents | Business | Departments | VWisitors | En Espanol

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

ILMS Shopping Cart Online Payment Processing

— Payment Selection

Shopping Cart Mo: (01070496 | Return o Shopp‘i‘ng 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:|11/15/2015

Payment Processed:

CC Holder Type: Individual Corporation or Firm @
Corporation or Firm: [TEST ENGINEER
House # Fraction  Pre-Dir Street Name Type Space
Billing Address:|1002 v v _\-’\-‘ASHINGTQN Avenue v

Billing Zip Code: 77002 -|0ooo

Shopping Cart Amount Due

| Update Payer Information |

I Continue the Credit Card/Electronic Check Payment Process I
Electronic CH e {lancte e ye g et sy o
iPermits Online payment service does not accept American Express credit cards.

Please Note:

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.

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

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 if you do not receive
a payment receipt from
Chase.

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

does not accept American Express credit cards.

© HOUSTON PERMITTING CENTER 12
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ProjectDox Set Up

NEW USER ACCOUNT

tc
Subjet Propiit Nember] - Instation 1o Join Oty of Hewsion Decremic Plan Reveew Syvtem

Invitation to Join City of Houston Electronic Plan Review System

Dear [Applicant]:

Syvtem Requinsmants
User Mame & Temporary Password

Usar naena: [Fasial]
Temporary password: [FieldT]

OCE User Guide befone uploading drasdngs/documents.

Project Number: [Fiekda)

Apphcant Mame: _IFIEM!IE

Apphcant Emall Addeeis: | [Flebdl] |

Al i Line feaer

Vo are ride viceg this emal from the Office of the City Engineer in résponde 1o the plin réview applcation Tod Project [Field 4] of you have been nvited o the Project
by b applicant [Farld2]. Your project has bewn created in the ProjectDox system for you to upload dirawings and dotuments for plan newie w. Thee ProjectDox system
A0 allews you 1o chak the feal tirse SE8t ol the plin review a0d provides access 1o révigw sommants,

Before wsing the ProjectDox system for the first time, piease check the User P Settings guide to configure the browser and compater settings.

T log N0 YOUF BCE0unt, §o 10 Preject Access Link and enter (he Tolowing uses name Bnd password:

Upon loggng in for the first time you will be asked to create o permanent passwond and complete the User Profile. W recommensd 1hat first time userns review the

For your reference, the following information & associated with your plan review applcation:

Ter ninnad A fAnrrmants frr uraer nbsn reises rrnlact e st felnue tha i retns ind stad bl

[R50

SAMPLE INVITATION

Once the plan review down payment has been
received, an invitation (see above) will be

sent to the applicant to upload drawings and
documents into ProjectDox. For new users, the
invitation will contain a temporary password.
Subsequent project 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.

OCE USER GUIDE version 2.0

Please use the User PC Settings guide
from the login page for instructions and
other browser specific settings you need to
make for the ProjectDox system.

- 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




ProjectDox Set Up

NEW USER ACCOUNT

From the invitation, click on the Login to

You will be taken to your User Profile, where

ProjectDox link or Project Access link to open  you must complete the required yellow fields:

the login page using your default web browser.
You can also type or paste the ProjectDox URL

Change your password
Create a security question and answer

into another web browser. . Contact information

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

home page.

HOUSTON L

PERMITTING e

center Login | Forgotyour password?
eSERVICES
Pro;ect ProjectDox (Version 8.3) e iara. il fights razerad av Q' e"

Commercial User Guide Residential User Guide OCE User Guide User PC Setlings

Click here o add ProjectDox 8.3.8.2
1o your Favorites.

Change Password: Password Reset Question & Answer:

Mew password:® Security guestion: * J
Confirm new Dassword:‘]— Security answer * |

Password must not contain special characiers, must contain at least one digit and one aighabetic character. and must be between 8 and 10 characters
Profile Information

Contact User | Project | Group
Information Metadata Membership | Membership
[iel]
* Required field
| Email. * {Emal.il x| [¥] HTML format €
Title: * |
Company:* |
[ Addmss 1 1 |
Subdivision ‘ |
o [ | '|
| State/Province: Postal Code: |:|
Phone: :I Fax l:l
Stamps: J | (1]
Language” |en v -
| DADIActive Directorny i
© HOUSTON PERMITTING CENTER 14

Click the Save button to continue onto the

Logging into ProjectDox

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

page.

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

Note: this feature requires

that the user has logged in
at least once and no longer
has a temporary password.

www.hpceservices.org



Nawvigation Basics
HOME PAGE LAYOUT

P . [EEv—
roject - e
] s
4 Back || Forwara = || Projects |, site-wice Reports | B Logout | | [ Aamin
Active Projects List [ Task List (PD Flow) | | [ Create Project | | [ View Archived Projects |
11 found project(s) outof 11 for Radha: | An projects | ‘Press Enter To Search:
Project Options Description Owmer Status Create date
15070435 03% TEST PROJECT 3 FOR OCE UAT Office of City Encineer Approved TI3112015 12:37:30 P
15070486 0a2% TEST PROJECT 4 FOR OCE UAT Office of Cit Encineer Approved 73112015 12:42:36 PN
15070480 [i P TEST PROJECT § FOR OCE UAT TESTING Office of Cily Engineer Frescreen Resubmit 81412015 8:43:06 A
15070496 Li ] TEST PROJECT 6 FOR OCE UAT Office of Citv Encineer n Review 8712015 4:27:49 PM
15084145 Li Ear=) TEST PROJECT  FOR OCE UAT Office of City Encineer Quality Review BI26/2015 3:40:40 Al
15084151 i Bl TEST PROJECT 9 FOR OCE UAT Office of City Encineer Approved Pending Payment 812712015 1:38:50 PM
15084179 Li P TEST PROJECT ON 0904 FOR OCE RIT UFDATES Office of Cily Engineer In Review 9412015 4:02:04 P
15084180 Li ] TEST PROJECT FOR OCE CONSTRUGTION SERVICES Office of Citv Encineer Resubmit Requested 91972015 10:47:32 AN
15005820 Li Ear=) OCE PROJECT ON 081415 TO TEST THE WORKFLOW o]
15095869 i Bl OCE - PLAN REVIEW APPLICATION Ca
SCOOCE [i P $COOCE 4g
A ) () B YA
TR [ r In] Page 1of1(11items)
Active Task List
Project Name Task Attached To Status Priority  Duedate  Creafed On Updated On Upuated By Classification ByPass
15095898 Applicantuplead Applicant Pending 101512015 9:19:51 Al 1005/2015 9.19:51 Al
15005260 ApplicaniUpload Applicant Pending 10/412015 9:14:53 P 101412015 9:14:53 Pl
15005891 spplicantUplead Applicant Pending 10/112015 159:37 PM 10112015 1.50:37 Pl

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
submitted for electronic plan review as an
applicant and/or the list of projects you have
been invited as a design team 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

k] bt - =L » M tomoveto
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.

OCE USER GUIDE version 2.0

ELECTRONIC PLAN REVIEW




Nauvigation Basics
HOME PAGE TOOLBARS

Recent Projects All Projects

Owner -~ Status

Nicole Thorne Resubmit Requestad
Commercial Building Approved
Residential Building Assign RC

Residential Building Resubmit Requestad

Residential Building Quality Review
Residential Building In Review
Residential Building
Residential Building
Residential Building

Residential Building Approved

= T

FE—WTT) Al ol

R
PERMITIING

First Submission Pending
First Submission Pending

First Submission Pending

¢ Back | Forward = | Projects | | Profile| | [z] §h @ _Logout

Task List (PD Flow)

Create date

7/30/2015 B:53:16 AM
3/30/2015 6:33:21 AM
713172015 3:32:49 PM
8/1/2015 9:43:10 AM
8/5/2015 10:17:56 AM
B8/6/2015 12:03:22 PM
B/7/2015 6:57:49 PM
872015 7:07:48 PM
8/8/2015 9:52:50 AM
61672015 11:56:58 AM

i i

For

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

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

FILE TYPES AND NAMING

Prior to submittal, ensure that all files comply
with the following standards. Failure to meet
the City’s standards may delay your review.

FILE TYPE STANDARDS

« Searchable PDF files are preferred for
calculations, reports, and other supporting
documentation (i.e. non-drawing files).
Supported file types for the Documents are
.pdf, .doc, .docx, xls, .xlIsx, etc.
Vector pdf, .dwg, .dgn, .dwf, etc. files will be
acceptable for drawings.

DRAWING STANDARDS

« Drawings should include graphical scale

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

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

FILE NAMING

For all the construction plans in the City of
Houston Right Of Way and Ultilities Easements,
please comply with all the standards from the
Infrastructure Design Manual.

File names are limited to 70 characters.
Corrected files should always be resubmitted
with the SAME FILE NAME as the original
submittal. ProjectDox will automatically detect
changes in resubmitted files of the same

OCE USER GUIDE version 2.0

name and version it. This feature allows the
Engineers to overlay versions during reviews.
Note: If this is not followed the submitted
file will appear as a NEW file, and not a
correction to an existing file.

File names should have the page number

and a brief description of what the file is. For
example: 01 - Cover, 02 - General Notes, 03 -
Plan and Profile. Please add “0” to single digit
page numbers to avoid the page jumping from
1, 11,12, etc. (if more than 10 pages).

FOLDER STRUCTURE

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 (ex: 20 pages = 20 files) into

the Drawings folder for each project. All
documentation (any non-drawing files,
easements, availability letters, geo-technical
reports, etc.) should be uploaded as multi-
page files into the Documents folder.

1. Drawings

2. Documents

3. Approved

4. Construction Services
As-built Documents
Post Permit Submittals
Update Signature
Changemark Reports
PDF Destination Folder

5.
©.
7.
8.

ELECTRONIC PLAN REVIEW



http://edocs.publicworks.houstontx.gov/documents/design_manuals/idm.pdf

Uploading Your Files

FIRST SUBMISSION TO THE CITY OF HOUSTON

Project
Active Projects List
11 found project(s) out of 11 for Radha z =
Project Options Description
15070485 0255 TEST PROJECT 3 FOR OCE UAT
15070486 02 & TEST PROJECT 4 FOR OCE UAT
15070489 [i] @ @ TEST PROJECT 5 FOR OCE UAT TESTING
15070496 (i} éa @ TEST PROJECT 6 FOR OCE UAT
15084145 02 & TEST PROJECT & FOR OCE UAT
15084151 02 & TEST PROJECT 9 FOR OGE UAT
15084179 ﬂ @ @ TEST PROJECT ON 0904 FOR OCE RIT UPDATES
15084180 (i} @ @ TEST PROJECT FOR OCE COMSTRUCTION SERVICES
150985829 0@ @ QCE PROJECT ON 081415 TO TEST THE WORKFLOW
15095869 02 & OCE - PLAN REVIEW APPLICATION
SCOOCE [ i) SCOOCE
| e——
Project
15107680
Main Contact: TESTER PROJECTDCX PROJECTDOC
i oy e 4 | TEST FOR PROJECTDOX
F- 15107680 ~ | Projectinfo Repol
Documents PrOJec_t I!ame:
At Des_cnmlon:
Construction Services e I"!age'
L3 As-Built Documents M0 Conbi Nasic:
Post Permit Submittals Cour}ty.
Update Signature Applfcam Namfa:
; ChangeMarkReports R T
.23 PDFDestinationFolder Fhone
Bilock No:

15107680

Main Contact: TESTER PROJECTDOX PRCOJECTDOC
Folder: 15107680\Drawings

TEST FOR PROJECTDOX

Project Info

Reporty

MNa files currently existin Drawings. Project Name:
To upload files into this folder Description:
(1) Click the Upload button below Project Image:
(2) Follow the instructions in th - ind
(2) Follow the instructions in the pop-up window 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 5 =
refresh your file list view. Applicant Name:

Applicant Email:
View Folders Upload Files Phone:

Block No:

Lot No:

Project Owner:

© HOUSTON PERMITTING CENTER 18

On the homepage, select
the link of the project for
which you want to upload
your files from either 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.

www.hpceservices.org



Uploading Your Files

FIRST SUBMISSION

Project
Upload files: Metadata |
: Inherit m
| Choose File Mo file chosen
' : Doc Type:
| Choose File | Mo file chosen
| choose File | No file chosen
| Choose File | Nofile chosen
| Choose File | No fils chosen
| ResetFields || Upload |
To use the enhanced upload tool, including drag and drop, please download the Silverlight
application framewark. [nstall Silverlight Now
Upload URL:
URL Display Name:
URL:
Upload files: Metadata (Applied
Doc Type:
Docume;
Upload files:
Upload URL:
Selected Files:
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 J7.B1KE X |
| A.005.pdf 85.20 KB X |
| Total 0% 412.49 KB
Cancel | I Upload I Add more files
OCE USER GUIDE version 2.0 19

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



Uploading Your Files

FIRST SUBMISSION

Once files are uploaded into a folder, thumbnail Individuals invited into project will not have this
images of all the files will be visible. Next to ability and should contact the main applicant to
each thumbnail is the filename, upload date delete files.

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

To upload files into another folder, click on

the View Folders button to return to the
If a file is uploaded into the wrong folder, select project’s main page. Repeat the process until
the red “X” icon next to the thumbnail image all drawings and documents are uploaded into

to delete the file. The ability to delete files their respective folders.

is permitted on the first submission only.

Project
15084124
Main Contact: TEST VOLT ELECTRICAL
Folder: 15084124\Drawings\Architectural TEST PROJECT 3 FOR LOVETT HOMES
I View Folders | | Upload Files | Om @O Project info Reports
e Project Name: 15084124
= | | [‘ﬁj OO X Description: TEST PROJECT 3F(
= []A001.pdf Project Image: Mo image exists
8/29/2015 4:33:29 PM, 85 KB Map Config Name:
fa—— T i =
Bt e K.atIE Hassett County: HARRIS
5 ey = Applicant Name: TEST VOLT ELECTR]
== Applicant Email: ——
L LS I —
— ., | Bi23(20154:33:30 PM. 98 KB Block No:
: F-f;__" Katie Hassett
=g B X Lot No:
| = @ Project Owner: Residential Building
 ——
© HOUSTON PERMITTING CENTER 20
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Complete Assigned Task

APPLICANT UPLOAD

ProjectDox moves a project through a series of
tasks called a workflow. Some of these tasks

are attached to the applicant and others to the

Office of the City Engineer’s staff.

The completion of one task signals
ProjectDox to assign the next task in the
workflow. Reminder notifications of an open

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

To notify the Office of the City Engineer that

your plans are ready for the pre-screen review,

T PROJECT 3 FOR LOVETT HOMES

= ]

PERMITT NG

4= Back | Forward = | Projects | Profile

';;,L Project Reports | [ Workflow Portals

Task Attached To Status Priority Due date Created On Updated On
I
ApplicantUpload Applicant Accepted 8182015 ... 8/29/2015 3:18...
!
1oUSS 16U W e TED PRUJEL ] FUR ULE WGUNDS T RULTUN SERVILED
15095829 (i @ OCE PROJECT ON 091415 TO TEST THE WORKFLOW
15095869 (] ‘3 @ OCE - PLAN REVIEW APPLICATION
SC0 OCE i Ealr] SCO0 OCE
TR [» [ n
Active Task List
Project Name Task Attached To Status Priority Due date Cre
15095898 ApplicantUpload Applicant Pending 100
15095869 ApplicantUpload Applicant Pending 100
15095891 Applicantlpload Applicant Pending 10r
OCE USER GUIDE version 2.0 A

the applicant must complete the assigned
ApplicantUpload task. The assigned task will
show a status of Pending until you accept it.

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 S ILED

t} Click Here to Save Eform as PDF..

% Electronic Plan Review

City of Houston - Department of Public Works and Engineering

I‘ Review Information ‘ Permit Information - 15084124

‘ Routing Slip

Contact Information

Holds Resources

Review Coordinator

|Residential Building ( RESBLD@houstontexas.gov ) |

Review Cycle | 1

Workflow /Activity Name

Start_Residential_Building_Review / ApplicantUpload |

@ Activity Instructions

Please upload all required drawings and documents.

Current User Logon —

INVITE TO CONTRACTORS GROUP

*First Name:

“Last Name:

*Email Address:

[ Invite User |

After you have successfully uploaded all required plans/documents please select (Submission Complete} bution.
Submission Complete - Notify City of Houston Permit Center || Save & Close

Through the eForm, the main applicant can
invite their design team members into the
project. Enter the individual’s name and email
address and then click on the Invite User 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 review process.

© HOUSTON PERMITTING CENTER
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If you are not ready to complete the task, click
on the Save & Close button. The eForm will
close and the task will remain in your Active
Task List.

If you are ready to complete the task, click on
the Submission Complete button. All required
drawings and documents should be uploaded
prior to selecting this button. Once this button
is clicked, permission to upload into the project
is removed until the City requests additional
information.

www.hpceservices.org




Pre-Screen Review

PROCESS OVERVIEW

During the pre-screen review, the Intake group
will review the uploaded files for completeness
and compliance with the standards.

If you have met the submittal requirements, the
Intake group assigns the formal review to all

required disciplines.

If items are missing or corrections are required,

be emailed to you with instructions on how

to resubmit to fix the issues. Please login to

ProjectDox system to review the information
about the submittal issues from the Intake

group.

Design team members invited into the project
will also receive the email notifications and
they would be able to upload the drawings and

a CorrectionComplete task notification will documents.

e

Subjent ProjeciDas Pee-Sareen Comerion Regatst Tisk Aisignment - Frojed Musbe

[R5

Pre-Soreen Conection Request Task Assigmment

Artenticn [UserFirstName]:

Your plan review submmbsion for Project: [Project Mame] has nat met the minimem require mems for BIepTante. You cin review prejoneen commants By sodessing the
ProjeciDox system.

L IMIPORTANT INFORMATION
Plaase b advised wisen re-sulbmitting plans and/or documsents:

i » &l comections mast be upioaded weing the same fila names as the onginal submiftal
Dok oarrectiond have Been uplosded for review, no sddtional submbiiond will be sodepted unleid requested.

INSTRUCTIONS |

1. Chck onthe Project Access and anter your amal addrass and password 1o login 1o the ProjectiDax sysiem. y
2. Chck on the Workflow Portols button to sccess the task.
3, Chck on the CorechionCompiehe nk urdar the Tack columa To accept your task,
4, Onthe EFarm, if the Checklit Beport 1ab Bad any commsntd, théné will be a aumber in parenthess sdicating the total nember of comments. Selact the Chackit Repovt

i tab to view those commeents and dick on the VIFW PRESCREEN CHECKLIST ink under Task instruchions 1o prowvide responses 1o the checilist commaents. |
5. Afer you chedk the Prescreen Review Nates fram the COMMENTS LOG table, you can dose the EFarm uiing the Sove & Clade button wntl you aré resdy 1o complate

your Eask.

6, When the requésted drawngs/dotunants doe ready Tor resubmtsl, plaade kogin 1o 1he ProjectDox syitem to uplosd them into the dieipanding lokders,

M 7. After the upload s completed, select the Workflow Portiels button to completbe your tasi

.. #,  Yeucan provide the Applcant Resposse bo the Prescrenn Review hr.-eth-"ﬁum;gh! comeme s/ nabes ind ﬂkﬂfﬂ the ADD NOTE button.
9. Check the | have wplooded the comected documents and/or drawings s - - -

Complete Submiios button.

Conlact Information

L T R e T e T R R o

SAMPLE CORRECTIONS EMAIL

OCE USER GUIDE version 2.0 23 ELECTRONIC PLAN REVIEW




Pre-Screen Review

CORRECTION COMPLETE TASK

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

1. Select the Project Access link in the email
to login to 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.

3. Select OK to accept the task.

The eForm will pop-up in a new window.
Please check the Prescreen Review Notes
from the Intake group in the Comments Log
table.

5. Upload files as needed to the appropriate
folders. Revised files must be uploaded
using the same name as the original file to
allow for automated file versioning.

« You can invite the Design team into the
project from the Invite to Design Team
section.

6. Respond to the Prescreen Review Notes by
entering the comments in the text box and
selecting the Add Note button

© HOUSTON PERMITTING CENTER

7. Select the check box “| have uploaded the
corrected documents and/or drawings as
indicated below” under Task Instructions to
enable the Complete Submission button.

8. Select the Complete Submission button

9. 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 Intake group
to perform the prescreen review again. If

no additional information is required, the
Intake group approves the prescreen review
and your project will move onto the formal
review. If more corrections are required, the
CorrectionComplete task will repeat.

24 www.hpceservices.org




Review of Plans

APPROVED OR CORRECTIONS NECESSARY

Each assigned discipline will approve or
reject their review by selecting the status
COMPLETED (AP) or CORRECTIONS
NECESSARY (RJ). When corrections are
requested, the Engineer may add checklist
comments, general comments, and
changemark comments to the drawings to
specify the plan deficiencies.

Once all assigned disciplines have completed
their review, ProjectDox system notifies the
applicant and/or design team whether the
plan review is approved or corrections are
requested.

If all reviews have been approved, the Intake
team member will apply the final Office of

the City Engineer approval stamp to all of
the drawings and documents. If payment

is pending, the applicant will receive an
Approved—Pending Payment email with
instructions. When there is no payment due,
the applicant will receive the Approved Plans
Ready for Download email.

If at least one engineer has selected the
Corrections Necessary (RJ) status, 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.

CYCLE DEPARTMENT REVIEWED BY
STORMWATER DEAN SETIONG
o 2
QUALITY DEAM SETICHOGHOUSTONTI. GOV

STATUS & NOTES

COMPLETED [AF} ‘

QA CORRECTION 5

STORMWATER DEAN SETIOND

QUALITY DEAN SETIONO@HOUSTONTI GOV

IC-DRH.'ECTIONS RECESSARY (ALY I ‘

OCE USER GUIDE version 2.0
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Review of Plans
APPLICANT RESUBMIT TASK

Click Here bo Load Changemarks

;’L Click Hare o Publish Changemarks to PDIF

Resoived Status

Stormwater 01_MC3-

Yo | Mo No 1 Quality CVR dug swg | swa
Stormwater 01_MC3- _, ..
' lQuaity CVRdwg 2R SWQ

File: Cycle Depariment  File  Markup Description

Address not complete

Mot signed and sealed

The following steps outline how to review the
comments, submit corrections, and complete
the assigned ApplicantResubmit task:
1. Log in to ProjectDox.
2. Select the ApplicantResubmit link from the
Active Task List on the homepage or from
within the project.
Select OK to accept responsibility for
completing the task.
The eForm will open. Select the Checklist
Report tab to view those comments and
click on the View Checklist link under the
corresponding discipline name to provide
responses to the checklist comments.
If the engineers have added any markups
to your drawings/documents, you can view
the markups under the Changemarks
section.
« To view a specific markup, click on the
appropriate link under the Markup column.
« You may provide a response to each
markup in the Applicant Response column.
You can view any comments/deficiencies
noted by all the reviewing disciplines under

© HOUSTON PERMITTING CENTER
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the Department Review section.

When all deficiencies have been
addressed, upload the revised drawings/
documents into the appropriate folders
using the original file name(s).

You can also upload a document
addressing each deficiency noted by every
discipline into the Documents Folder
Check the 3 acknowledgement check
boxes under the Task Instructions and click
on the Complete Submission button to
complete your task. Note: The Office of City
Engineer will not receive your revised plans
if this task is not completed.

An email notification will be sent to the Intake
group assigning them to the step Resubmit
Received. The Intake group will confirm that
plans have been uploaded and the proper
disciplines are assigned for the next review
cycle. If any one of the disciplines rejects the
review, the ApplicantResubmit step will be
repeated until all the departments approve.

www.hpceservices.org




Download and Print

APPROVED PLAN SET

After the payment is made in iPermits system, you will receive an Approved Plans Ready for

Download email indicating that you may login to ProjectDox and download your approved plans
in the folder marked Approved.

Main Contact:
Folder: 15037248\Approved

|_| 0 et
SM22015 8:38:11 AM,. 671 KB

'i ,5 Nicole Thome

!"TJ

= [ Eopdt

SM22015 0:38:14 AM, 802 KB
Nicole Thome

Om|

[View Fedgers
St | - Select - L
IE D|i-wa—£-

REMODEL COMMERCIAL OFFICE BUILDING

O Imfl

Project Info Reports

Project Name:
Description:
Project Image:
Map Config Name:
County:

Block No:
Contact's Email:
Phone:

Block No:

Lot No:

Project Owner:

Size: 10,7V MB

< Open

<+ Save

ks 2 Save as

Your fes are feddy 19 be downlcaded. All selected fiks have Been complied

3

nts a singhy ZIF e for YOUT CoRvenEnce.

B, | [ Downlond Zi il (107 W6 || | Deiete i i

Aftor your downiload has complotid 5

o What do you want to do with
Approved _4552254.zip?

From: testprojectdox.houstonelectronicplanreview.org

= The file won't be saved automatically,

uccesshully, ploase delote e zip B from
st Siieee, Bod (e probsction of your intelechual property.

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 at a

minimum size of 24”x36”

and kept on the jobsite

throughout the duration of

construction.

Each page of the approved plan set will be stamped with the Office of the City Engineer
drawing number stamp on the bottom right corner.

OCE USER GUIDE

version 2.0
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Revisions

PROCESS OVERVIEW

Project

Active Projects List

11 found project(s) out of 11 for Radha = =

TEST PROJECT 5 FOR OCE UAT TESTING

TEoTDDAIEAT :iiiii ii

< Back | | Forward = | Projests | | (@, Site-Wide Reports | | Prorile | [[2] (@4 [@ | Logout

&, Project Reports |

5 Workilow Portals | | ¢y info | | 27| Notes | | 59 Emait

Project Options Description

15070485 02% TEST PROJECT 3 FOR OCE UAT
15070488 02% TEST PROJECT 4 FOR OCE UAT
15070489 02 %

15070496 02 % TEST PROJECT 6 FOR OCE UAT
15084145 09

15084151 09 %

15084179 09

15084180 02 &

15095829 89

15095869 i W~

SCOOCE L =

Project

View Topics

Project: Project for Production
Owner: Office of City Engineer

| Add Topic ||| Reports

No topics have been created yet.

© HOUSTON PERMITTING CENTER
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When a revision is required
by the applicant for a
project that was approved
in ProjectDox, use the
Topic and Notes feature

to send a request to the
Intake Group.

On the ProjectDox
homepage, select the
project link from the
Active Projects List for the
appropriate project. Then
click the Notes button in
the toolbar.

In the pop-up window, click
the Add Topic button. The
screen will refresh.

www.hpceservices.org



Revisions
PROCESS OVERVIEW

Project

Attach a Topic to: Project for Production
Owner: Office of City Engineer

VAumor: o101, Al | OCE - Revision Requesied “(§Date: 10/19/2015
Subject:
Description:
-~

Save ] Save & Prepare Email

o

Project

Team mail for Project: Project for Production
Email type: TopicHote Notification
Topic Category: OCE - Revision Requested

subject; * [Revision Requested I

Body:
Revision for project “Project for Production™

Non Group Maembers

€ € I€ I€ 1€ € € |€ leiepe 1€ 1€ J€ 1€ I€ e

Select OCE — Revision
Requested from the
Category drop-down
menu. Fill in the subject
line and a description of
your revision request. Then
select the Save & Prepare
Email button.

The screen will refresh
and display a list of Users/
Groups. Check the box for
Intake and then click the
Send button.

After the Intake group
reviews the revision
request, they will start the
workflow within the project.
The applicants will be sent
an email notification to
upload the revised plans to
the Drawings/Documents
folders.

The revision plan review
follows the same process
as the original plan
review submittal once the
workflow is started.

Office of City Engineer charges the same submittal fee for revisions. The revision fee will

be collected after the plan review is approved.

OCE USER GUIDE version 2.0 29
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Update Signatures

PROCESS OVERVIEW

When update signatures are required for a
project that was approved in ProjectDox, the
applicant can use ProjectDox’s Topic and
Notes feature for the identified project to notify
the Intake Group of its request.

Follow the steps from the Revisions process
to create a new note and topic. Select OCE
— Update Signatures from the Category
drop-down menu. Fill in the subject line and
description to send the email to the Intake

group.

After the Intake group reviews the update
signatures request, they will start the workflow
within the project. The applicants will be sent
an email notification to upload the revised
plans into the Update Signature folder for the
project.

For Inside City Limits projects:

1. Signatures need to be updated from the
Utility companies.

2. The PE needs to specify on the cover sheet
that no changes have been made with in
the last year for the project and date & sign
the cover sheet.

For Outside City Limits projects:

1. No Utilities signatures needed.

2. The PE needs to specify on the cover sheet
that no changes have been made with in
the last year for the project and date & sign
the cover sheet.
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POST PERMIT SUBMITTALS (For Floodplain
Management Office):

After the project is approved, the inspection
team may upload the inspection reports

and as-built documents into the Post Permit
Submittals folder of the project. The Flood
Plain Supervisor wll be notified when there are
new files in this folder.

CONSTRUCTION SERVICES

If there are no changes in the field, download
the cover sheet and have the contractor sign
As-Built (The engineer can sign the Record
Drawing) and upload it into the As-Built sub-
folder under the Construction Services folder.

If there are changes in the field, please follow

the below steps:

1. Download the approved drawing which
requires changes (Note: changes must
be pre-approved and must meet IDM
requirements.)

2. Show the as-built condition accurately on
the drawing and cloud the area.

3. Have the Engineer of Record and the
Contractor sign the drawing and upload the
drawing into the As-Built folder.

4. Repeat the process for all the required
drawings

5. Make a revision note on cover sheet and
have the Engineer of Record sign it.

Contact the assigned Inspector or Construction

Services section at 832.394.9097 if you have
any guestions.

www.hpceservices.org




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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