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Overview
ELECTRONIC PLAN REVIEW

This document will guide first-time users through the electronic plan review (EPR) process for
residential buildings. Two online systems are used to complete the steps in the EPR process.
The ILMS Customer Portal (aka iPermits) is used for permit applications and payments, while
ProjectDox is used for plan submission and review.

Register for ILMS Customer Portal

[one time)

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

Verify address

fif applicable)

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

Upload plans and documents via
the ProjectDox System
Review and receive comments
favailable via ILMS CustomerPortal and

ProjectDox system)

Submit corrections via ProjectDox
repeat as needad)

Pay final fees & print the building
permit via ILMS Customer Portal

Download the approved plan set
via ProjectDox

© HOUSTON PERMITTING CENTER www.hpceservices.org



Registration
ILMS CUSTOMER PORTAL

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

NON-LICENSED USERS

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.

You will receive a confirmation email with instructions.

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

RESIDENTIAL USER GUIDE
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Application Process

Home | IWantTo | Government | Residents | Business | Departmen Log into your ILMS
prks and Engineering >Planning and Development Services Division Customer Portal account.
iPermits Online Service Menu Under the iPermits Online
file __ Building Permit Applications | Service Menu, click on
. Residential Model Home Master Plan Check Applications the BUIIdIng Permit
VOLT1
Office of the City Engineer Plan Review Application App"cations button as
Ir Profile .
illustrated.
cument Catalog Select the desired Customer
pet=E B o=t - Use this entry for sales-orders that do not require a License For the model homes
Contrach [
Sy Purchase a Trade Permit process’ Jump to poge 72

sociated with a License Review Your Recent Shopping Cart Entries

ervices User Project Management - List Maintenance

thiated Pay for a Houston Permitting Center shopping cart

Make an Advanced Payment Account Deposit

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

@ City of Ho

Offic,

Home | IWantTo | | Residents | s | i‘)epal.menls | Wisitors | EnEspanol but‘ton_

Public Works and Engineering >Planning and Development Services Division racior Men Lo |

Flectronic Building Permit Applications

ihis pape allows you to view Electronic Plan Review applications that are attached to your user profile.

Begin New Application
Fxisting Applications
Dates from 0B/24/2014 thru 08/24/2015
Application| ., Owner Name Street Name/Status Comments et Sub A

00002605 [oa/18/2015 TEST CLASS 1507 BENTLY GREEN (PVT) LN UNIT 5.05 15090452
00002603 na!l&'zn:s;ﬁéﬁﬁ;"a],?" CLASS 18 11503 BENTLY GREEN (PVT) LN UNIT 5.05 15090399
BB omoisenns, s cmmenaces | |HEEE
00002424 na.f15{201si:f;z‘j‘:[_‘.?ul‘;‘:[”Lm“U" 1503 BENTLY GREEN (PVT) LN UNIT 5.05 15085724
00002423 ua.’::»fzuun\':;g;%:fs - PRODECTDOX 4501 BENTLY GREEN (PVT) LN UNIT 5.05 15089720 A ||St Of eX|St| ng
00002384 |08/12/2015 ELECTRICAL, TEST VOLT i’r";‘t:::nlf;mm: Panding Final b u ||d|ng perm |t
00002350 [os/08/2015 TEST FOR MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086973 app“CatIOI’\S Wl”
00002349 |08/08/2015 TEST FOR MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086972 d |S p | ay Wlth th e ir
00002345 [o8/08/2015 LIFEWAY TEST MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086964 status in red . C“Ck
00002324 |08/06/2015 FLECTRICAL, TEST VOLT 4005 GREELEY ST 15085768 on an a p p | |Ca‘[| on
00002245 [07/26/2015 LIFEWAY HOMES 1501 BENTLY GREEN (PVT) LM UNIT 5.03 15081183 num ber ‘to CcO n‘t| nue
0000230 2o o, sesorim. Sy en it se (e the process.
00002237 [07/25/2015 LIFEWAY HOME 1501 BENTLY GREEM (PVT) LN UNIT 5.03 15081148

© HOUSTON PERMITTING CENTER www.hpceservices.org



Application Process

=

& City of Ho

Offfcial Site for Howrste

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

Public works and Engineering >Pl and D lop t Services Division Contractor

Plan revision application for an existing project

Deferred submittal application for an existing project

Please contact rmcacd@houstontx.gov for additional assistance.

—

@ City of Hou:

Offictal Site for Hout

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

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

Residential Building Project Application - Address Search
[ ADDRESS SPARCH OR ASSIGNMENT |

All Building permir applicatinns will he associated with a specific address. Lising the helow search
feature, enter the physical address of where the wark will he performed.

For address related assistance please email Permit_office @houstonte.gov or call 832,394 8899
During the application pracess you will alsa he offered the apportunity b submit the application.

Note:

Do not enter street directions, (e.g., N., 5., W., etc.]
Do not enter street types (e.g., Kd., Ur., etc)

Slreel Nu: Streel Name:

| Search for Address

Select the New residential
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 Street
No, and Street Name
fields. Then click on 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.

RESIDENTIAL USER GUIDE Version 1.0
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Application Process

Home | IWantTo | Go

Public Works and Engincering > Planning and Development Services Division

Visitors |

Contractor Menu

Permit _office@houstontx.gov for assistance.

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

If your Streel Name does nol appear on the list, contact the City of Houston Permits office at 832-394-8899 ur

—Street List

Qualified Street Names
Address

[WASHINCTON AVE

| The needed street name is not listed

| Back

Home | IWantTo | Government

Public Works and Engineering >Planning and Development Services Division

Residents | Business | Departments

Visitors | Enfg
Contractor Menu

lGuite, Floor, Building Number Not Listed:

Istreet Number Not Listed:

Building application properly address search

[vour Property Address inguiry has qualified the following Addresses. Click on the appropriate Address.

If your Street Number does not appear in the list, contact the City of Houston.

If your exact address (including the Space) does not appear in the list, dick one that matches your Street Number.

— Addre List

Address
LU0 WASHING] ON AVE 1001

Qualified Anddresses
Name on Silus
HPC TEST PROJECTS 2012

[TEST, PLUMBING PERMIT

1000 WASHINGTON AVE 102

\

CITY OF HOUSTOM- PERMITTING CENTER

1002 WASHINGTON AVE -

JATA HOUSTON

CITY OF HOUSTOM- PERMITTING CCNTCR

1002 WASHINGTON AVE 2ND
7 T

CITY OF HOUSTOM- PERMITTING CENTER

1002 WASHINGTOM AVE A

IW)’\ SHINGTON CAFE

1002 WASHINGTON AVE ACRX

1002 WASHINGTON AVE B

HP [

1002 WASHINGTOM AVE FL 1

CITY OF HOUSTOM- PERMITTING CENTER

1002 WASHINGTON AVETL 2

CITY OF HOUSTOM- PCRMITTING CCNTCR

100 WASHINGTON AVE H_4

C1TY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTOM AVE SCN

CIGNS

1002 WASHINGTON AVE SIGHNS

HOUSTON GREEN RESOURCE CENTER

1002 L2 WASHINGTON 8WE

CLTY OF HOWS TON- PERMITTING CENTER

1002 1/> WASHINGTON AVE SICNS

CICHS

STOMN AVE

BIG BROTHERS BIG SISTERS

L0100 WASHINGTOMN AVE

KITCHOO REALIY LID, ET AL

1010 WASHINGTON AVE SWA

STORM LETTER, APPLICATION

| Thee needed properly addiess is ool listed

Back

© HOUSTON PERMITTING CENTER

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 address with
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.

www.hpceservices.org



Application Process

Residential Building Permit Application - Page L of 2

Instructions

Comeplete this page In fts entirety and click the Save & Continue butten to proceed ko page 2 of the application. Please note an

unswomn Dedaration must also be submitted as part of the Building Permit Application package. Applications without the
declaration will not be processed,

For Address Assistance, please contact the Permits Office at §32-394-889% or parmlts office.
Eor General Inquiries please contact Building Code Enforcement at 8323949494 or Bullding Code Enforcemant.

—PFlease read the Foll before d|

» Fields marked with "*" are reguired.
= Completion of ene of the follewing forms Is a prerequisice for the Bullding Permit Applicaticn precess,
ot e et Bdir 0 Permit Cncividual)

eckaration In pt ol Application For City of Howston Bullding Peomill (Busine nbity}
« Submittal of false infarmation will result in invalidation of the application.

= Applic:
Gotgle Map
~Properly Information
rfrwner, Tenant, ar Business Nome
Entity Name Trpe: 1ndividusl Corparation or Firm ®
Corporation or Frm:  CITY OF HOUSTON. PERMITTING CENTER
[ Project Address
Street 2 Fraction Pre-Dir Street Name Past-Dir Street Type  Unit Type
“ 002 v ’ WASHINGTON V. Avenue T
ity Tip Cocle™ Con Koy Map #* # of Stories®
| i L}
Complete the fallowing fields for new. anky,
’V Subdivision Block/Lot” Tract
- Project Tnformation -
Describe the
propased
development
Type of Reidential Structure* -
Single Residence Swimming Posl Duplex
Fence carpart
storage Shed Garage Other
—Scope of Project® —
New Complete Building Addition Foundation (New)
Addition & Remodel Remadel Found ation (Repas )
Cunversion Re-Roaf
Fartial Demeolition Repair Cher
~ Respo Parties
Applicant Information
Enity Nasmie Ty pe: Indvidual *  Corparation ue Firm
Last, First Middie: |[ELECTRICAL . |TEST I’\":.‘I I
Street #  Fraction Pre-Dir Street Name Type Space
Mailing Address: v T | GRAND PARKWAY v
City: [BUGARLAND Stage: [TX Zip: [T74749
Phane Number®: < = Phane Murmber: {Mumorie Digits Only |
Emall .-lﬂdress'::-
1 hip to proj
’7 Qwner Contractor Mrchitect/Designer Agent Other
= Cverser Talo ration
Please note: Owner Information must be provided unless you indicabe that the applicant is the owner.
Ertity Name TVBE: {ndividual ®  Corparation er Firm
Last, Firet Middle: L
Streer #  Fraction FPre-Dir Street Name Tvpe Space
Malling Address: L . v
City: Stake: Zip:
Contact:
Phone Number: Phone Number: [Mumeric Digits Only)
Email Address;

Save &L Continue

Resel

RESIDENTIAL USER GUIDE Version 1.0

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

The indicated Occupant and
Project Address fields may be
pre-populated. Review and edit
as needed.

Projects identified as
new construction trigger
an automatic address
verification.

ELECTRONIC PLAN REVIEW



Application Process

ihe

@ City of Housto - : f ’ Enter the required information
: : : on Page 2. Once complete,

i el sl i Departments | mn | un click the Save & Continue
Public Works and Engineering =Planning and Development Services Division Contractor Meny b utton
List | i page 1 | ion Page 2 | ’

Residential Building Permit Application - Page 2 of 2

— Please read the following information before proceeding

= Fields marked with "*" are required.
= Completion of ane of the following farms is a prerequisite for the Building Permit Application process.
E =

Leclaration In Support of Application For ity of Heuston Bullding Permit (Indvidual)
Declaration In Sueport of Apolivation Fer City of Heuston Building Permit (Business Entity)
« Submittal of false information will result in invalidation of the application.

Application Number: 00003299 Date: 08/29/2015

Project Address: 1002 WASHINGTON AVE Google Map |
Project Scope: Converslon, Sinale Family Residential
Present Occupancy. R-3 Residential, Single Family Residence or Duplex hd

Proposed Occupancy No change in oecupancy # SeleCt the approprlate
Construction Type | Select the appropnate code T information from the drop down

Fire Rating Select the appropriate code - b
3 oxes.
{addeq) Total Cost of Improvement 150

Sguare Footage
Describe the HEW RESIDENTIAL HOME

proposed

development™:

Enter added square footage
MDI Praject M1 Registration No Green Building Type (If appllcable) and the COSt Of
Yes  ® No No Leed GBI GHBA Improvemeﬂt

Before proceeding ensure the address listed above |s the location where the work will be performed. & parmit Is only valld for a
specific address, If the address provided is inaccurate an address change is reguired. There is a fes associated with this change.

~Responsible Parties

~ Pruject Manager Infs

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

Entity Name Tvpe: tndividual ®  Corporation or Firm
Last First Middle:

Street £ Fraction Pre-Dir Street Name Type Space

Mailing Address: v L L]
City: State: Zip:
Contact™:
Phone Number®: Phone Number: (Mumeric Digits Only)

Email Address*®:

r Int: ian -

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

Entity Name Type: [ndividual ®  Corporation or Firm
Last, First Middle:

Street 2 Fraction Pre-Dir Strest Name Type Space

Mailing Address: v L L
City: State: Zip:
Contact:
Fhone Number: Phone Number: (Mumeric Dlgits Only)
Email Address:

Save and Continue

Reset

© HOUSTON PERMITTING CENTER www.hpceservices.org



Application Process

Avplication List | Application Page 1 |  Application Page 2 Documnents Atached |  Generate POF

Attach Documents / Finalize Application

— Project Information
Application No: 00003299

Documents associated with this project application

"“;‘.:_“"‘ File Date  Project No. Description / File Reference

00263644 20150829

dr_dechiration_by ndmdualpdf

Upload Additional Documents

Please Required Attachments Include
Note: « Declaration in support of application for City of Houston building permir
.

POF is the City's preferrad file format but we alsa accept the various Micrasoft office file farmats (DOC, DOCK, PPT, PPTY, ¥LS,
XLSX) as well as GIF, JPG, JPEG, TIFF, TXT AND ZIP flles.

This page is for application related information: Please do not upload building plans or construction
dacuments,

r~ Upload documents assoclated with this application
Choose File | Ne file chosen
Choose File | Mo file chosen
Choose File | Mo fils 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.
Copy this Application

—Application Status.

Based on your stated $150 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.

I hereby certify that all of the information provided in this application is true and correct to
the best of my knowledge. If any information is found ta be inaccurate, this application is
subject to be voided and will require the submission of a new application including any
applicable fees.

Finalize Application

Upload all required attachments

in support of the building permit

application:

« Deed restrictions
declaration form

« Documents relating to
address verification

DO NOT UPLOAD BUILDING
PLANS HERE.

Choose up to three files to
upload at the same time,

and select the Begin Upload
button.

Attached files are displayed at
the top of the page.

Check the disclaimer box and
click the Finalize Application
button.

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

If address verification is required, the Finalize Application button will not be visible until

approval is given.

RESIDENTIAL USER GUIDE Version 1.0
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Application Process

Home | IWantTo | Government | Residents | Business | Departmer

orks 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

Ir Profile

tument Catalog Select the desired Customer

A Bl - 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

e Pay for a Houston Permitting Center shopping cart

Make an Advanced Payment Account Deposit

[Public Works and Engineering >Planning and Development Services Division Lontractor Menu Log Off
Residential Model Home Master Building Permit Applications

This page allews you to view Electronic Flan Review applications that are attached to vour user profile.
This iPermits User i with the companies

’75 LIFEWAY HOMES * | Refresh ‘

Begin New Application |

Exisling Applicalions

Sub  Shopping

"‘:'“::::"_m Date | Owner Name Stroot Name/Status Comments :umbﬂ- Profusesl cacE
00003083 | 08/14/2015 TEST FOR MODEL HOMES 1 100 LIFEWAY HOMES 15084104
00003077 | 08/12/2015 ELECTRICAL, TEST VOLT "gn_l"!mz;;:’:f; anoeeyal 15084088
DO0030EE | 08/11/2015 | TEST MODEL HOMES 100 LIFEWAY HOMES 15084077
00002236 | 07/25/2015 LIFEWAY 100 LIFEWAY HOMES 15081147
DDO02088 | 01/29/2007  LIFEWAY HOMES 100 LIFEWAY HOMES 07007639
DO00GOST | 01/720/2007  LIFEWAY HOMES 100 LIFEWAY HOMES 07007633
00002096 | 01/25/2007 LIFEWAY HOMES 100 LIFEWAY HOMES 07005472

Log into you ILMS Customer
Portal account. Under the
iPermits Online Service Menu,
click on the Residential
Model Home Master Plan
Check Applications button.

From the drop down menu,
select the appropriate
company name and then
click on the Begin New
Application button.

This option only appears for approved City of Houston repeat homebuilders. For
qualifications, please contact Drexel Moerbe at drexel.moerbe@houstontx.gov.

© HOUSTON PERMITTING CENTER
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Application Process

MODEL HOME MASTER PLAN CHECK APPLICATION

Enter the required information
& City of Houstori™r | & me: _A ' on Page 1. Once complete,
1 %! Y click on the Save & Continue

Home | Iwantio | Government | Residents | Business | Departments | Visitors | En Espanol button.
[rublic Works and Engincering >Planning and Services .

Application List

Residential Model Home Building Permit Master Application - Page 1 of 2

= Nicath
PR

Property Infor

— Builder Information
Corparation or Firm: |LIFEWAY HOMES
Builder Street Hame:  LIFEWAY HOMES

— Project Inf

Describe the Des

proposed # of Storles: |
development *
Type of Residential St
|_ Single Residence Duplex
Entity Name Type: ndividual ®  Corporation ar Firm 2/
Last, First Middie: [ELECTRICAL ,[TEST [voLT
Strest = Fraction Pre-Dir Strest Name Type Space
Malling Address:[17424 | [ v v | [GRAND PARKWAY | v
City: SUGARLAND | state: [TX_ | zip: (77479
Phone Number® ; 2817776465 Phone Numbser: {Mumeric Digits Only)

Emall Address* :r-\1='||wlh porter@robustsysiens.com

|-n=l.uu..;hip to project

Qwner ) Contractor Architect/Designer -/ Agent Other

—Uwner

Please note: Owner Information must be provided unless you Indicate that the applicant ls the owner.

Entity Name Type: [ndividual
Last, First Middle:

Corporation or Firm

Street £ Fraction Pre-Dir Strest Name

Type Space
Mailing Address: | v v v
City: State: Zip: |
Cuuld(l:. ) )
Phone Number:| Phone Number: {Numeric Digits Only)
Email Address: ]

Save & Continue |

Reset |

RESIDENTIAL USER GUIDE Version 1.0 ELECTRONIC PLAN REVIEW



Application Process

Enter the required

[338) C||;y of Housto i B RO _ _— information on Page 2.
o= o i | | Il Once complete, click

Home | IWantTo | Government | Residents | Business | Departments | WVisitors | EnEspanol on the Save & Continue
Pubtlic Works and Engineering =Planning and Development Servives Division Sentraster Meny Leu OFf
st | page 1| Fage 3 | g attached |  Generate POF | b Utto n.

Residential Model Home Building Permit Master Application - Page 2 of 2

The page will refresh and
Application Number: 00002757 Date: 08/30/2015 d|5p|ay the appllcatlon fee
Froject Scope: New, Single Family Residential pOFtiOﬂ at the bO’[tom Of

—App ion

Prosent Occupancy:| R-3 Residontial, Single Family Residenee or Duphox v
Propesed Decupancy:| No change in occupancy v the page
Construction Type:| Material Type | v
Fire Rating:| 'A’ Fire Rating U
Square Footage S ot ol T [ . .
(sddeg): 1200 Toral Cost of mprovement b Check the disclaimer box
Duh;-:;;:kﬁ TEST FOR USER GUIDE d th | k th F' |
. an en Clic € rinalize
development™: F
Application button when
ready to submit.

rResponsible Parties

e e Payment of the minimum
Eatar r Capy Oas of the Followtg o the Praget rnsgar infomie. p|a|’] review fee and admin
Applicant ownar
fee is due at the time of

Enbly Name Type: Indwideal ™ Corporaben or Ferm

Last First Middle: ELECTRICAL , TEST VOLT H H
Street #  Fractlon Pre-Dir Street Name Type Space su b mission.
Mailing address: 3300 T v MAIN T 101
City: HOUSTON State; |[TX Zip; |T7002

Contact®: CONTALCT
Phone Number* : 8323349039 | Phone Number: [8323548984 (Numeric Digits Only)
Email Address*: konnath porton@robustsystoms com

rGeneral Contractor Infomuati

Enter or Copy One of the Following Lo the General Contractor Infonnation.

Applicant Owner Project Manager

Entity Name TyPe: individual ™ Carporation or Firm
Last, First Middle: '
Street £  Fraction Pre-Dir Street Name Type Space

Mailing Address: v v v
Clty: State: Zip:
Contact:
Phone Number: Phone Number: {Numeric Digits Only)

Email Address:

| Save and Continue

A Fea
This application has been coded as 'New complete building; R-3 Residential, one- and two-family

Flease Note: Construction'. Based on the stated £150 dollar cost of construction, the calculated permit fee is
§74.,65. Click the Finalize Application” button to generate the needed "Plan Check Only’ sales order.,

I hereby certify that all of the infoermation provided in this application is
true and correct to the 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.

Finalize Application

© HOUSTON PERMITTING CENTER www.hpceservices.org



Application Process

Home | IWantTo | Government | Residents | Business | Departmer

orks 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

VOLT1

Ir Profile

cument Catalo Select the desired Customer

A B Sy - 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

thiated Pay for a Houston Permitting Center shopping cart

Make an Advanced Payment Account Deposit

Home | IWantTo | Government | Residents | Business | Departments | Visitors | En Espanol
Public Works and Engineering =Planning and Development Services Division Contractor Meny Log |
lectronic Building Permit Applications
Is pape allows you to view Electronic Plan Review applications that are attached to vour user profile.
Begin New Application
Existing Applications
Dates from 00/24/2014 theu 00/24/2015
|Application Project Sub PPl
Numbe Date Owner Name Street Name /Status Comments Number P car
00002605 [oa/18/2015 TEST CLASS 1500 BENTLY GREEN (PVT) LN UNIT 5.05 15090452
00002603 naf:&'zn:s;a‘éﬁg"ﬁ‘,‘é’" L 1503 BENTLY GREEM (PVT) LM UNIT 5.05 1509039%
cronye THIRD RESIDENTIAL 1503 BENTLY GREEN (PVT) LN UNIT 5.05
00002425 |08/15/2045 05 e crpox TesT 1t Plans Approved; Permit pending purchase 15085725
00002424 na.fm’zn1si¥‘;zﬁ?ulg:r”'“"‘“u" 1503 BENTLY GREEN (PVT) LN UNIT 5.05 15089724
00002423 ua.fufzuun\'g;%ifs - PRODECTDOX 4 o1 mENTLY GREEN (PVT) LN UNIT 5.05 15089720
I 515 PATTON 5T
00002384 |08/12/2015 ELECTRICAL, TEST VOLT laddress validated; Pending Final
00002350 Jos/os/2015 TEST FUR MODEL HOMES 1501 BENTLY GREEN (PVT) LM UNIT 5.04 15086973
00002349 |03/08/2015 TEST FOR MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086972
00002348 Jos/08/2015 LIFEWAY TEST MODEL HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.04 15086964
00002324 |08/06/2015 FLECTRICAL, TEST VOLT 4005 GREELEY ST 15085768
07/26/2015 LIFEWAY HOMES 1501 BENTLY GREEN (PVT) LN UNIT 5.03
00002245 |o7/26/. (PVT) 15081183
—_— 1501 BENTLY GREEN (PVT) LN UNIT 5.03
00002238 |07/25/2015 REROOF, RESIDENTIAL Bhtationrored Bl rsnting curchuss 15081153
07/25/2015 LIFEWAY HOME 1501 BENTLY GREEN (PVT) LN UNIT 5.03
00002237 |o7/2s/. 15081149

RESIDENTIAL USER GUIDE Version 1.0

Once the model home
master plan has been
approved and you are
ready to build on a site, a
repeat home application
must be submitted.

Log into your ILMS
Customer 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.

ELECTRONIC PLAN REVIEW



Application Process

=

& City of Hous

Official Site for Mo

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

Public works and Engineering >Fl and D lopi t Services Division Contractor

Plan revision application for an existing project |

Deferred submittal application for an existing project |

Please contact rmcacd@houstontx.gov for additional assistance.

City of Hou

Official Site for Houwston, Ty

-
1

lome | IWantTo | Government | Residents | Dusiness | Departments | Visitors |

Public Werks and Cngineering >Flanning and Development Services Division Contractor Meny

Residential Model Home Repeat 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 @houstonte.gov or call 832.394.8899,
Duning the applicabion process you will also be otfered the opportunity to submit the apphcation.

MNote:

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

Street No: Street Name:

Scarch for Address

Select the New residential
model home repeat
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 Street
No, and Street Name
fields. Then click on 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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Application Process

& 'City of Hous

Official Site for Houste,
artments | Wisitors | EnE|

Home | IWantTo | Government | Residents | Business |

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

Online Residential Model Home Repeat Building Project Application - Address
Search

vour address search returned the follawlng street names results. Click on the appropriate strest name.

If your Street Name does not appear on Lthe list, contact the City of Houston Permits office at 832-394-8899 ur
Permit officemhoustonty.gov for assistance.

Street List
Qualified Street Names
Address
[wasHING fon ave |
The needed street name is not listed
uBacki)
Home | IWantTo | Govemment | Residents | Business | Departments | VWisitors | Enf
Public Works and Engineering >Planning and Develop t Sarvices Divisi Contractor Menu

Building application properly address search

[Your Property Address inquiry has qualified the following Mddresses. Click on the appropriate Address.

[Guite, Floor, Building Number Not Listed:

Iif your exact address (including the Space) does not appear in the list, dick one that matches your Street Number.

Btreet Number Not Listed:

If your Street Mumber does not appear in the list, contact the City of Houston.

— Addre: List

Qualified Addresses
Address Mame on Silus
L0 WASHING] 0N AVE 1001 HPL TEST PROJECTS 2012
1000 WASHINGTON AVE 102 [TEST, PLUMBING PERMIT

1002 WASHINGTON AVE CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE - A2 HOUSTON

1002 WASHINGTON AVE 2ND CITY OF HHOUSTON- PERMITTING CENTCR
T { CITY OF HOUSTON- PERMITTING CENTER

1003 WASHINGTON AVE A WASHINGTOMN CAFE

1002 WASI INGTON AVE ACRX

L1002 WASHINGTON AVE B HP D)

1003 WASHINGTON AVE FL 1 CITY OF HOUSTON- PERMITTING CENTER

1002 WASHINGTON AVE ML 2 CITY OF HOUSTON- PERMITTING CENTCR

100 WASHINGTON AVE H 4 C1TY OF HOUSTON- PERMETTING CENTER

1003 WASHINGTOMN AVE SGN EIGNS

1002 WASHINGTON AVE SIGNS HOUSTON GREEN RESOURCE CENTER

100 102 WASHLNGTON SVE CLIY OF HOUS TON- PERMITTING CENITER

1002 1/2 WASHINGTOMN AVE EIGNS SIGHE

1003 WASHINGTON AVE B1G BROTHERS BIG SISTERS

1010 WASHINGTON AVE KITCHCO REALIY L1D, ET AL

1010 WASHINGTON AVE SWA STORM LETTER, APFLICATION

Thes needed property addiess is not listed |

Back |

RESIDENTIAL USER GUIDE Version 1.0

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 address with
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



Application Process

Home | IwantTo | Government | Residents | Business | Departments | Visitors | En Espanol

ublic Works and Engineering >Planning and Development Services Division Lontractor Meny

Lo

Residential model home repeat - building permit application

r Model Home Plan Selection

Property Infor

Street # Fraction ETE Street Name g‘l’r" Street Type UnitType  UnitNo. Zip Code
* 1002 v ¥ WASHINGTON ¥ Avenus ¥ v 7002
~ This iFermits User currently affiliated with the foll «
LIFEWAY HOMES b
|

Models currently affiliated with Lhis o
07006472 - NEW SF RESIDEMCE W/ATTACHED GARAGE (MASTER PLAN FOR 1596 A.B) ~

Begin the application protess
Refrash
Resat
Street £ Fraction Pre-Dir Street Name Type Space
Malling Address:| 17424 v v | GRAND PARKWAY v
Cley: |[SUGARLAND State: TX Zip: 77479
Contact:

Fhone Number:| 2817776465
email Address: kenneth.porter@robustsystems. com

Phone Number: (Mumeric Dlglts Gnly)

Fave and Continus

r~ Application hee
This application has been coded as ‘Mew complete building; B3 Residential, one- and two family
Construction’. Based an your stated ($150) dollar eost of construction, the calculated permit tes is
{$74.65). A 25% down payment {$18.66 plus an additional ($27.52) administration fee must be paid
prior to bullding plan submlsslon. The total amount due Is fae |5 ($46.18).

Please Note:

15 the proposed construction related to a Houston Alrport Systam, or Metro development
contract? If Metro or HAS related, you may optionally click the following check box to request the City
rewview this applicatian and determine it the plan review depasit can be deferred.

Pluase Mole: Selecling Lhe abowe option will place Lhe application oo hold unlil reviewed by Building
Code Enforcement.

Request Address Valldatlon Asslstance

© HOUSTON PERMITTING CENTER

Select the appropriate
company name and model
from the dropdown menus.

Then click on Begin the
application process.

This will take you to the
residential building permit
application.

Review pages 9 - 11
for further application
instructions.

Note: Address verification
is required prior to finalizing
the application.

Notification is typically

given via email within 1-2
business days.

www.hpceservices.org



Plan Review Deposit Fee

Permits Shopping Cart Maintenance
—Sales Order Payment Selection

_Create a Hew ILMS Shopping Cart |

Shopping Cart Mo: | 00986552 Return to Shopping Cart List Maintenance |

The following Sales Qrder(s) are pending payment.
Check the selectlon hox of the ones that you wish to
pay at this time.

Created: | 08/26/2015

! 0 =} P a %
Customer [ Contractor of Recard er | Amount] Select

Sales Order|  Type Date (Permit emailed ta) Paid | tn Pav |
Plasi Reviewr |og_pas-2015] ho Hekls | 1000 4 INGTON &VF & 1001 £45.1
01047528 :'”‘:c"’f 26-AUG-2015] Mo Hokls | 1080 WASHINGTON AVF « 1001 s46.10] | W |
00694437 | 1000 WASHINGTON AVE £ 1001 5.00)
(0EY 7947 1000 WASHINGTON AVE = 1001 5.00)
00942263 4.00)
44618
Recalculate
| Charge This to My APA Account
Make Onhine Payment via Credit Card or Clectromc Check
Home | TWantTa | Government | Residents | Business | Departments | Wisitors | Fn Fspannl
Public Works and Fogineering >Planning and Developmenl Services Division Conlrar lor Mesnu

LLMS Shopping Cart Online Payment Processing

—Paymenl Seledion

shopping Cart No: 00988592 Return to Shopping Cart Maintenance

We need to collect the tollowing data betore 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
Cily issued permil docurnents. Conseguently, dala
accuracy is important.

Created: 08/26/2015

Payment Processed:

CC Holder Type: Individual ®  Comaration ar Firm

Last, First Middl :: ELECTRICAL L |[TEST WOLT
House # Fraction  Pro-Dir Street Name Iype Space
gilling Addres i1 17424 v * | |GRAND PARKWAY v
Billing Zip Cod»: 77479 - D000
Shopping Cart Amount Due | as.ag

Update Payer Information

Continue the Credit Cand/Flectionic Check Payment Process
Electronic Civcivvg L SISETHTR

1 ; FOALTIG Lk B Sumied s o D0 T AL B i
Eicnse Hoet iPermits Online payment service does not accept American Express credit cards.

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.

Note: Chase will assess a
convenience fee.

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

listed.

RESIDENTIAL USER GUIDE Version 1.0
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ProjectDox Set Up

Sent: Thursdiay, August 27, 2015 1:35 PM
To:
Subject: 15084151 - Inwitation to Join ¢t ,’ol‘lluuslu‘l ePlan Review System

nvitation to Join city of
Houston ePlan Review System

TEST SITE

Dear Tester - iPermit Portal:

Welcome to City of Houston's ePlan review system. Thes project mvatation has been s

You in response 1o a pemut applicatvon. An elactronse plan review project has been created m order to upload CAD
drawings for plan veview, If vou were mdicated on te permnt applicatson as the plan contact, vou are respomsible for the upload of plas. If vou are an assoceated peran contact {such as archutect, owner, contracior
et} ths metsce bas been sent to you for ul.folu.ll cnal purposes. Pernnt contacts may view the status of the pregect and sccess plan revaew conmmen | m the ePlan review system. Please refex to City of Houston ePla

e add that should be subsirted with your plans)

sysbem user puide for acceptable file formats and other guidelines for ePlan review

For vour reference. the followng informarion is assocaated vth vour building application
Progect Number | 15084151
i‘men Crovmer Name '.I.'emr iPermit Portal

i"wrﬂ(h“w Email Address _-u:._'m.:-

To access vour plan review project. please follow the instructions mdscated below

L

1. Click on the Project Access Link and enrer yous penanent password for vour login account for secured accesss to the system

2. Click on the Progect lusk on the Actrve Projects page for project no 15084151

3 C lder amd select the desipnated folder(s) ro upload the drawings. Supported file rvpes are: DWG. DWF. DGN. PDF. JPEG. DOC. and DOCX ete
4 C nstractions to upload vour drawings. Please ensure the files nse requured naming conventions (see ePlan Svetem User Guide)

5 Cl Xpal falder and salact the designated folden(s) to upload the documents

6. Chie button and follow the wstisctons to uplaad vour doctuusnts

7. One ity have been uploaded to the appropruate folder(s) whale insade the project click on the Workfow Porfals buth

& Chick the ApplicanUplead link under the sk column

. Chek Ok .m‘w: the msk

An electromic form wall display. Click on the Subnission Camplere Notify the ity of Honston Perniit Center button to complese th

If you have any problems usmg the ste. please contact us at 832-394.9494 or emal us ot pucacd G howstontx gov. Please do not reply to the

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.

© HOUSTON PERMITTING CENTER

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.

www.hpceservices.org



ProjectDox Set Up

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.

eplan User Guide

System Use Regquirements

nstsd Projectt oy Components

| Tocrmate s daskicn shoriout chek and
drag the ioon below o vour desidop.

LY

S,

City of Hous
HousTon B Eot: )
PERMITTING Fosaont: |
eSERVICESCQn ter Loghn |  Forgot your password?
PrUJIECt Perjoctfons (Versicn & 3) \i ‘:c‘lw::’:’:’:l\:'\;::u“wnn Frp e ap— avolve

[k hars 0 8dd Projpctlox §.3.8.2

o your Cawanites.

Change Password:

Profile Information

Contact Liser Projert
Information Metadata Membership W

Mew password-* Security question * |
Confrm new n::lsswnm:'ti Securty answer: * |

\Passwong MUSt not Confain special Caracers, MUst CONTain af jeast one ¢iQr and one aiphabedic characler, and MUsT be befwesen & and 10 charsciers

Password Reset Question & Answer:

* Requirad fiald

First Name:

First Name: *

Last Name: *

| ast Mame

Email * |Ernai1

% | 9] HimL tormat ©

Tille, * |

Company: * |

Address 1 |

Subdivision

city |

| . O
| State/Province: | Postal Code: |

Phome. [ | e ||
stamps: | | &
Language:” |en v
RESIDENTIAL USER GUIDE Version 1.0

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.

ELECTRONIC PLAN REVIEW



Nawvigation Basics

Project

Active Projcts List

w-- cinj oot o 75 for 8

Project Opticen
04
09
04
o8
o8
o8
oa
L1 B4}
04
(i ]
04
{1 3]
08
04a
0a

Dencription

REMODELING THE MAN FLOCR T ADD AN INDOCA GVl

[ ecert raseces JR s roiece §

WIADO1E 115688 A

Active Task List

Project Kame Task

Updsied By  Claspfication [

Page 1015 (32 nesa,

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

I s » | 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 System Use Requirements document located on the
ProjectDox login page to ensure proper set up is completed.

© HOUSTON PERMITTING CENTER
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Nauvigation Basics

Il Recent Projects [JIl] All Projects [I]
Owner o Status

Nicole Thorne
Commercial Building Approved
Residential Building Assign RC

Residential Building
Residential Building
Residential Building In Review
Residential Building
Residential Building
Residential Building
Residential Building Approved

ST TSN I IS Al o

PERMITirs

Press Enter To Search:

Resubmit Requestad

Resubmit Requestad

Quality Review

First Submission Pending
First Submission Pending

First Submission Pending

4= Back | | Forward = | Projects | | Profile || [2] | @4 | @ | Logout

Task List (PD Flow) | |

Create date
730/2015 B:53:16 AM
3/30/2015 6:33:21 AM
73172015 3:32:48 PM
8/1/2015 9:43:10 AM
8/5/2015 10:17:56 AM
8/6/2015 12:03:22 PM
872015 65749 PM
8/7/20157:07:48 PM
8/8/2015 9:52:50 AM
6/16/2015 11:56:58 AM

a i oY

RESIDENTIAL USER GUIDE

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.

Version 1.0

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.

ELECTRONIC PLAN REVIEW



Uploading Your Files

—UTTTED 11 i TCo T T INoOES T T TREOTI TV T
15070341 (i | NEW S.F. RES W/ ATT GAR (REPEATH
_|1 :_{_ E:l I » | | (3]
Active Task List
Hroject Name lask Attached 1o status Friority Due
15084140 Al d Applicant Pending
15084124 ApplicantUpload Applicant Pending
15084125 ApplicantUpload Applicant Pending
15084121 ApplicantUpload Applicant Pending
N1 Fxport RES TEMPI ATE Applicantl Inload Applicant Pending
SCO Residential ApplicantResubmit Applicant Pending
15024087 Applicantlpload Applicant Pending
W4 7l
Project
15084124
Main Contact: TESTVOLT ELECTRICAL
Expand curent | Colapse | 4l TEST PROJECT 3 FOR LOVETT Hi
B 1_508'“ 24 - Project Info Rep
Project Name:
Description:
Project Image:
Map Config Name:
County:
Applicant Name:
Applicant Email:
Dhong:

___J Changehdar
-3 PDFDestina

15084124

Main Contact: TESTWOLT ELECTRICAL
Folder: 15084124'Drawings\Architectural

Mo files currently exist in Architectural.

To upload files into this folder
(1) Click the Upload button below
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be processed.
Click the Refresh button atthe top ofthe page to
refresh your file list view.

View Folders | | Upload Files |

TEST PROJECT 3 FOR LOVI

Project Info

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

Applicant Name:
Applicant Email:
Phone:

Block No:

Lot No:

© HOUSTON PERMITTING CENTER

Either on the Active
Projects List or Active Task
List, select the link of the
project for which you want
to upload your files.

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

By default, up to 5 files can

PrOJeCt be uploaded at the same
Upload files: Metadata ( time.
e 1. Select Choose File and
- S| el e flo ang click
| Choose File i Ma file chosen
| Choase File | Nofile chosen Open.
(ChpasetiglEl No fle chosen 3. Once all 5 files have
| ResetFields | Upload | been selected, click the
e e e Upload button.
EReRtiE To use the batch upload
Ui DTN tool, click on the Install
e Silverlight Now link.
Upload fls:  Matadata (4pplied With Sllverllght installed:
Sce s Ta wivod B ol et 1. Click the Browse
i = 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

Browse .
R to 200 files or 10GB,
Upload files: . .
Upload URL: ; whichever comes first. A
| EEeeeeeeeeeeeeee——
O single file cannot be more
URL: | A.001.pdf 84.97 KB X than 1GB in size.
| A.002.pdf 96.17 KB X
| A.003.pdf 68.32 KB X
i A.004.pdf FFELKE M
| A.UUS.pdF Ho.2UKE X
j Total 0% 412.49 KD
[ ——
| Cancel Upload Add more files

RESIDENTIAL USER GUIDE Version 1.0 ELECTRONIC PLAN REVIEW



Uploading Your Files

Once files are uploaded into a folder, thumbnail
images of all the files will be visible. Next to

each thumbnail is the filename, upload date delete files.
and time, file size information, and name of the

user who uploaded that file.

If a file is uploaded into the wrong folder, select
the red “X” icon next to the thumbnail image
to delete the file. The ability to delete files

Individuals invited into project will not have this
ability and should contact the main applicant to

To upload files into another folder, click on

the View Folders button to return to the

is permitted on the first submission only.

15084124

Main Contact: TEST VOLT ELECTRICAL
Folder: 15084124\0rawings\Architectural

View Foldere | Upload Files | BlimRC) Project Info Reports
Cument Sart | - Selec - W Project Hame: 15004124
B O;BFdX Description: TEST PROJECT 2 F(
B [ A0 paf Project Image: No image exists
—
| 82902015 4:33:29 PM, 85 KB Map Config Name:
e ; Hati: Haz et County: HARRIS
o g ¥ Applicant Name: TESTVOILTFIFCTR
[— Applicant Email: kenneth porter@robu
— | 0020 Phone: 2817776465
= 8/20/2015 4:32:30 PM, 56 KB Block No:
’1_. g Katie Hassett
Lot Ho:
r OB X . ——
— s £ Project Owner: Residential Building
lem i =5

Project

IEST PROJECT 3 FOR LOVET T HOMES

T PROJECT 3 FOR LOVETT HOMES

BERE R

< Back | | Forward = | projects | | promie |

[, Project Heports | _E Worktiow Portals

|Task Attached To
plicantUpl Applicant

Status Priority Due date  Created On Updated On
Acceptad 8/18/2015...  8/29/2015 3:18...

© HOUSTON PERMITTING CENTER

project’s main page. Repeat the process until
all drawings and documents are uploaded into
their respective folders.

To notify the City of Houston
that your plans are ready for
review, the main applicant
must complete the assigned
task.

1. Click on the Workflow
Portals button to display
the task associated with
the project.

2. Click on the task link.

3. Click OK to accept the
task.

The eForm will pop-up in a
separate window.

www.hpceservices.org



Uploading Your Files

FIRST SUBMISSION

HOUSTON

PERMI'ITII}! -

eSERVICESce

i] Click Here to Save Eform as PDF...

 Electronic Plan Review

City of Houston - Department of Public Works and Engineering

‘ Review Information ‘ Permit Information - 15084124

Routing Slip

Contact Information

Holds Resources Checklist Report (0)

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

Katie Hassett ( katrina.hassett@houstontx.gov)

INVITE TO CONTRACTORS GROUP

*First Mame:

“Last Name:

*Email Address:

Invite User

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

[ 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 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 recieve the same email notifications

that the main applicant receives as the project
moves through the review process.

If you are not ready to complete the task, click
on the Save & Close button.

If you are ready to complete the task, click on
the Submission Complete button. Once this
button is clicked, all access to upload files is
removed.

RESIDENTIAL USER GUIDE Version 1.0
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Standards

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

REQUIRED FILE

1. A fully completed residential application for
plan review

FILE TYPE STANDARDS

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

Vector PDF, DWG, DGN, DWEF, etc. files will
be acceptable for drawings.
MARKUP NAME AND COLOR STANDARDS

Standard markup names and colors will be
used for each reviewing discipline for easy

identification. A markup can have more than
one changemarks. Changemarks are created
to quickly identify a markup and associated
comments.

FILE NAMING

File names are limited to 70 characters. File
names for drawings submitted for electronic
plan review should include the first character
of the discipline name, followed by the 3 digit
sheet number. If decimals are needed in the
sheet number, place decimal after the 3rd digit,
ex. S.001.99

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

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
Civil C 000-999 C.007

Site Work

Storm drainage

Mitigation

ProjectDox will automatically detect changes in resubmitted files of the same name and
version it. This feature allows plan analysts to overlay versions during reviews.

© HOUSTON PERMITTING CENTER
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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 documentation (any
non-drawing files, geotechnical reports, etc.) should be uploaded as multi-page files into the
Documents folder.

1. DRAWINGS Geotechnical Reports
Index Deferred Submittal Form
General Grading and Fill Form
Demo Impervious Cover Calculation Form
Architectural Miscellaneous (i.e. common area

agreement, landscape analysis form,

Landscape/Site Plan
sound attenuation form, etc.)

Structural
. Applicant Responses
Electrical
o 3. APPROVED
Civil

4. CHANGEMARK REPORTS

« Site Work (if applicable)
5. PDF DESTINATION FOLDER

« Storm Drainage (if applicable)
« Mitigation (if applicable)
2. DOCUMENTS
Utility Letter(s)
Energy Forms (Codes)

Manufacturing Specs

RESIDENTIAL USER GUIDE Version 1.0 ELECTRONIC PLAN REVIEW



Review of Plans

Each department performs the review and
adds a status, check list comments, free form
comment and/or markup to the drawings. Each
department can approve or reject their review.

After all the assigned departments from the
Department Review step have completed
their task, the review coordinator informs
you whether the plan review is approved or
corrections are required.

FJ! DEPARTMENT REVIEW - Review Cycle: ENKH

LUIS VILLASANA
H.A.S (180)
LUIS VILLASANAGHOUSTONTY GOV

LUIS VILLASANA
PLANNING (140}
LUIS.VILLASANA@HOUSTONTX.GOV

LUIS VILLASANA
STURM DRAIN [300)
LUIS.VILLASANAQHOUSTONTX GOV

© HOUSTON PERMITTING CENTER

If all reviews have been approved, Review QA
Coordinator applies the final City of Houston
approval stamp and you will be notified for the
final payment. You will receive an Approval —
Pending Payment email with the instructions.

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

STATUS & NOTES

APPROVED (AP}

VIEW CHECKLIST

PLAN REVIEW ANDIOR ASSIGNMENT COMPLETE

APPROVED (AP}

VIEW CHECKLIST

PLAN REVIEW AND/OR ASSIGNMENT COMPLETE

REJECTED (RJ)

VIEW CHECKLIST

PLAN REVIFW ANDYOR ASSIGNMENT COMPLETE

www.hpceservices.org



Review of Plans

i Click Here to Load Changemarks...
,}l'vj Click Here to Publish Changemarks to PDF ...

s s e

No| No 1 |Electrical

Filter Changemarks by Keyword: |[ELE 01

electrical & £ 1/ jssye
plan.pdf |=

| SEARC

Electrical
lssue is described here in d
456007

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

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

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

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

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

4. Applicant should review:

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

b) View Checklist Items on the Checklist tab

¢) Markups provided in the Changemark
Section

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

RESIDENTIAL USER GUIDE Version 1.0

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

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.

ELECTRONIC PLAN REVIEW



Print

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

folder marked Approved.

Main Contact:
Folder: 15037248\Approved REMODEL COMMERCIAL OFFICE BUILDING
[View Fole om ® o Project Info Reports
ot Project Name:
B0 S ase— 2 oo

& i Project Image:

- [[]E0o0.pdt Map Config Name:
Bl 522015 0:38:11 AM, 671 KB

b Nicole Thome County:
E’i = @ 2 Block No:

! "”*iJ = = Contact's Email:
=1 E 004 odt Phone:
I 5150015 0:38:14 AM, 692 KB Biock No:
Micoke Thome Lot No:
B S Project Owner:
] Your fles are feady 10 be downkoaded. AN selected fles have been compiled
3 inbo & single ZIF e o6 YOUT CoPvanience
" | [l zip File (107 85 || | Detete i ke
o
4.

After your downiload has complelnd s

What do you want to do with
Approved_4552254.zip?

Size: 10,7 MB

= Open

<+ Save

< Save as

From: testprojectdox.houstonelectronicplanreview.org

The file won't be saved automatically,

uccesshully, piease delibe Bhe zip Bl from
st Sifvee, fod the peobection of your intelechual propety

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
duration of construction.

Each page of the approved plan set will be stamped with the City of Houston seal in red,

and a cover sheet will be stamped by each individual reviewer.
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Thanks for using electronic plan review!

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

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