NEW JERSEY DEPARTMENT o
COMMUNITY AFFA

HE@TH@"N@
PLAN REVIEW

FI.'

/AN

NS |
n%.

ProjectFlow
and
ProjectDox
By
Avolve Software

http://dcaplanreview.nj.gov

Applicant User Guide —V.3.0
March 20, 2019




Applicant User’s Guide — Electronic Review 2 New Jersey Department of Community Affairs



Contents

INIDCA EPIANS ..ttt ettt e s st e s e e s bt e e sar e e sa s e e s be e e sar e e s re e e beeene e e sare nreresareesreean 5
Oy Y= = =T USROS 5
Plan REVIEW QUUESTIONS .....eoueiuiieitieiteeteet ettt et ettt sbe e s st s e st sa e st e bt e b e e b e e s b e e sbeesheesenesanesmeeemneeneeenneen 5
CompPUter / TEChNICAl SUPPOIT....cvi ettt ettt e ebe et e ebe e beebe e be e beestaesbaestaesasesanenans 5
3V =] =T LU= 00T o RS 5
Y=L o{ U1 4V 3 = T U PP 5
FIlE STANTANAS. ...ttt e b e bt e b e bt e b e s b et she e eae e st s an e sr e s eaeesane e 6

2T o T =T I T =PRI 6
IR} 101 ] =1 e F=1 e K3 U PTUR 6
SIBNATUIES AN SIS ....uviiiieeie et e e e e e et re e e e e e s e tebreeeeaeeesaastaaeeeeeeeessnteaseeeasennnsrnes 7
File Naming STandards ........oeeeiiiiiiiiiiee et e e e e e et e e e e s e st a e e e e e e sesnnsbeeeeeeeeesannsnrnneeaseanas 7
File FOrmMat STaNdardsS ......coue ittt ettt et sb e st see e st st st e e e s 7
o] [o 1 Y ¥ or U o < USSP 7
Drawing & Specifications FOIAE .......uuuiiiii it e et e e e e e e e anrre e e e e e e e 8
DOCUMENTES FOIURT ..ttt st st s e e bt e me e e smre e s re e e smneesmnees oe 8
Amendments to Released Drawings FOIAEI ........uiiiiiiiii it e e e s aaaee s 8
REICASEA FOIUN ...ttt et e b e sb e st sbe e st st st e e et e s b e s b e e ne e b senane 8
(D103 T oo I 510 1\ A USSP 9

Logging intO DCA’S EPlans SYSTEIM ......viiii ettt e e ettt e e e e ate e e e et ae e e eatee e e enateeeeeabeeeeenneeas 10

Navigating the Home Screen/DashbOard ...........ccueeeviiiiiiiiiiie et ettt 10
Ny =TT o= d W (V- T o o [ or= Y 4 [ I SRS 11
YT g 1 1= ol U 13
Your project review will not begin until payment is received and verified by DCA. ...........cocuvrrneeen. 13

STOP!: Please read before ProCeAING. .......uiiiiiie ittt e et e e e et e e e stae e e snraeessssaeesannseeean 14

EPI1ANS VEISION 9.0 . ittt sttt ettt ettt e b e s bt e s bt e sbe e s be e e bt e sae e san e s et s are e be e b e s sareeane 14
INItIal Plan SUDMISSION ..iiiiiiiiiiiciiiee ettt et e st e et e e e et e e e s aaeeeesssseeeeasaeeesnsseeeesnsseeenas 14

T oo 1TaY <A oYU gl oo =Y o PRSP 14
(070 Lo T=To g o T =TSR UPR 14

PreSCre@n REVIEW .. ..oouiiiiiiiiii ittt a e s bb e e s b e saas e s 17
Prescreen CorreCtion REQUEST ....cuiiiiiiiiiiii e s s s 17

Plan REVIEW ...ttt ettt e st ettt e e bt e e s bt e e bt e e e ae e e sateesabeeesaeeesabeesabeesneees sesaneeesaseesanes 19
FAN o] o] Tor=Y 0] 24T U1 o 1 0] USSR 19

REVIEBW CY IS ...etitiieee ettt s et e e e e e st e e e e e e se et e e eeeeeeeasstaaaeaeeesansstaneeeeeeaansstsneees srnnnnneeessann 22
Reviewing Changemarks (IMArkUPS) c....ueiiiciiee i eciiee e ecieee et e et e e e itr e e e s aba e e ssbaeeeesstaeeesnsaeeeesraeenn 22
Publishing Drawings With Changemarks .........cccccueiiiiiiiieiiiiee ettt e e st e e e saae e e esabaeeeenaraee s 23

Plan REIEASE ..ottt et ettt e sa e e sttt e b et e s a et e s ate e sabe e e sab e e sabe e e be e e beeeen s ereeesareesares 24

Print REIEASEA Plans.....ccuuii ettt sttt e s b e s b e e sne e e sareesneeesnnas 24

EPIANS VEISION 8.3 ... ettt ettt ettt et e st e s bt e s bt e s bt e s bt e s b et e ae e eae e e an e e ab e e re e b e e b e e s sareeane 25

Applicant User’s Guide — Electronic Review 3 New Jersey Department of Community Affairs



INTEIAl PLan SUDMISSION ...t e e et e e e e e e e e eaab e e e e s s eerssb b s eeeseeessbaanaaeaaes 25

(T o] [ =T g Y=l ot 1= SR 25
PreSCrEEN REVIEW ..ottt ettt e st e e st e e s et e e s e e e e s snr e e e sannneeesnnee sanneeenn 29
Prescreen CorreCtion REQUEST .....ceeviiiiiiie e 29
Plan REVIEW ...ttt ettt sb et st e s be e e s a e e e sab e e e sme e e sar e e sabeesnee e eesareeennneennnes 33
AN oY o] [Tof: [l 2 X ¥ o o o 1 AP PRSP 33
REVIEW YIS ciitiiieiiiiiee ettt ettt e ettt e et e e ettt e e e tt e e e e sabe e e e eaataeeeaassaeeeansseeeesssaeeeenssseeeansseeesanssees aaeesansnnanan 38
Reviewing Changemarks (IMArkUPS) ....ueeicciieeiiieeeeciiie e eceeeesre e e esire e e e tre e e sabe e e ssbaeeessssaeeesnbaeessssaeeas 38
FIlE WBISIONS ..ottt ettt et s e e st e s bt e e s a bt e s ab e e st e e ebeeesabeesabeesabeeeameeesabeesas senneenns 39
PrINtING Changemarks ......uviiiiei i er e e e e e e st e e e e e e s e aaaeeeeeeesssnnstaneeeeessannnrnes 39
Option One (Pasting into @ Word dOCUMENT) ....cccccuiiiiiiiiiee ettt e estee e e e e e e e e e anaee s 39
Option TWO (Creating @ PDF fil€)....cuuii ettt et e e s aae e e s sanaeee s 40

Plan REIEASE ..ottt ettt ettt e sb e e sttt e bt e e s ae e e s ate e sabe e e sab e e sabe e e be e e beeenn s ebeeesareeeanes 41
Print REIEASEA Plans.....coouiiiiiieeee et s s e sne e e s s ne e e e 41
AMENAMENTS TO PrOJECES ..uvviiiiiiiieiciiee ettt e et e e s e e et e e e et e e e esabteeessabaeeeenssaeeessseeesanseneeennsenas 42
Online Amendments Amending Projects that were initiated through ePlans ..........cccccovveiiiieeiicinnens 42

Paper Application Amendments Amending Projects that were created using a paper Project Review

Yo o] [ ToF: o o WSRO 47
AMENAING FINAI REIEASES ..cceieieiiiiieee ettt e e e et e e e e e e e ettt e e e e e e e e s abbaraeeeeesessstasaeeaesesannsnns 47
AMENdiNG Partial REIEASES.....ccc it e s e e e e e e et e e e e e e s e s nabereeeeeesesnnbaeaeeeeeeannnrnes 47
QUESTIONS OF PrOBIEMS ... ittt e b e sb e st st st s et emreeneees 47
AAING NEWH FIlES .. nuiiiiieiiiee ettt ettt ettt e ettt e e e ettt e e e e taeeeeetteeeeetaeeeeaabaeaesassaeeeessseesantasaesasraeaes seaesnns 48
[0=T o Yo o - TP TP UPPPUPPPPPPPIRt 49
Y TS A VA o L= 2 U=T o Yo o SR 49

o o T=Tot dl Y= o To ] o TN 49
Vista and WIindows 7 INSTall INSTrUCTION .....eovuiiiiiiiiiiieieeeeeete ettt sttt e 51
Uninstall-reinstall DCA Electronic Plan Review COMPONENTS......cccuviierciiieiiiiieeeiireeeceveeeesneeeesnaeeean 51
Turning Off UAC in Windows Vista and WINAOWS 7 .........uuiiieiiiiiiiiiiieee et srvtvee e e e e ennrnaee s 51
Turning off Protected Mode iN IES.........oooiiiiiieie et tee e e e te e e e e are e e e eanes 51

Applicant User’s Guide — Electronic Review 4 New Jersey Department of Community Affairs



NJDCA ePlans

NJDCA ePlans (ProjectFlow and ProjectDox) is a web-based solution that will allow building plans to be
submitted and reviewed electronically.

See DOs and DON’'Ts on page 9.

Getting Started

Review the standards for how to name your drawing and documents files, border spacing, acceptable
file formats, etc. (See File Standards, below.)

Plan Review Questions

Question that are related to Plan Review and are not computer related or technical in nature should be
directed to the team supervisor at 609-633-0800 or planreviewintake@dca.nj.gov.

Note: If you have discipline-specific, Code-related question please contact the DCA Reviewer directly.

Computer / Technical Support

For computer related / technical issues please submit an ePlans Helpdesk Request by going to
https://fs1.formsite.com/dcanet/form99/index.html. Please be as specific as possible when describing
your issue. Or you can go to the DCA ePlans web page at
https://www.nj.gov/dca/divisions/codes/offices/ePlans.html and review the documentation found
there.

System Requirements

e You may use Internet Explorer v10.0 or higher, Microsoft Edge, Google Chrome, or Firefox to access
the ePlans system.

e Prior to logging into ePlans, the following actions must be completed:

— If your computer has pop-up blockers installed, disable pop-up blocking for the ePlans system’s
web address (http://dcaplanreview.nj.gov). If pop-up blockers are still active, when you type in
your login and password and hit the Login button, the page will immediately disappear. You
might have more than one pop-up blocker installed (Internet Explorer, Google Task Bar, etc.).
Once the dcaplanreview.nj.gov site is allowed, you will be able to run the application.

— If you are using Internet Explorer, a link to a Microsoft Silent Install (MSI) component (required
to install all the necessary ProjectDox ActiveX controls) is available on the login page. This
installation will only need to be done once per computer. If use a different computer to access
ePlans, you will need to install the ProjectDox ActiveX controls on that computer, too. Please
refer to the Vista and Windows 7 Install Instructions on page 51 if you are running Windows 7 or
Vista on your computer.

Security Timeout

Due to security and resource concerns, the system will automatically sign you out after 60 minutes of
inactivity. When you are ready to resume working with the system, click any button on the screen. The
system will automatically load the login page. You can also close the web browser window and reload
the login page manually in a new browser window.
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File Standards

Required Files
Scope of Work — a brief narrative describing the work to be performed.

For renovations or additions to existing structures, the Scope of Work will fully describe any current
existing conditions (i.e., building Use Group(s), Construction Type, Height & Area, extent of demolition,
etc.), the new intended use of the structure or spaces within the structure, Project construction phasing
(if applicable), and all proposed new work.

For new structures, the Scope of Work will fully describe the intended building (i.e., building Use
Group(s), Construction Type, Height & Area, etc.), the intended use of the structure or spaces within the
structure, Project construction phasing (if applicable), and all work to be done.

Drawing and Specification Files — All required drawings following State standards for submission (along
with other information required by the Plan Submission Checklist found in the Plan Review Instructions,
available on the Bureau of Construction Project Review site
http://www.nj.gov/dca/divisions/codes/offices/bcpr.html).

Index — A listing of all project drawings that must be uploaded into the Index sub-folder under
Drawings. The index may be appended through the course of the project, but existing files on the index
must not be renamed.

Narratives — Provide a formal narrative with initial Project submissions and the initial submissions of
Project amendments. Upload the narrative into the main Document folder.

IMPORTANT: Supporting Document Files — All other required files that are part of the plan submission
but are not drawing files (i.e. Drainage Calculations, Easement letter, Certifications, etc.) and will not
require a DCA Release stamp.

Layout Standards

Drawings

All uploaded drawings must be
configured in LANDSCAPE
orientation.

The top right corner of all
drawings must be reserved for
NJDCA’s electronic release
stamps. Please leave the top
right corner completely blank on
all drawings (with the exception
of the border). Stamp location
box dimensions should be 3”
width x 3” height (3/4” from edge
of paper in both directions).

Specifications

The top right corner of the first page must be reserved for NJDCA’s electronic release stamps. Please
leave the top right corner completely blank (with exception of the border). Stamp location box
dimensions should be 3” width x 3” height (3/4” from edge of paper in both directions).
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Signatures and Seals

Digital Seals and Signatures

As of January 1, 2019, the Plan Review Bureau in DCA is mandating that all signed and sealed documents
are submitted with digital signatures and seals. Please see the following DCA web page for details
https://www.nj.gov/dca/divisions/codes/offices/bcpr.html . Digital seal information is located under
the section titled Related Form and Publications.

IMPORTANT: Plans to be uploaded should be exported as PDFs directly from the design software. Do
not print the plans, manually sign and seal them, and then scan the plans for upload into the ePlans
system. Scanning the printed drawings degrades the images and causes details to be lost, making it
difficult for reviewers to accurately evaluate the plans.

Scanned images will be returned for resubmittal per the above instructions.

Final Plans

An embossed seal and wet signature are required only on the printed, released plans that will reside on
the work site and that are needed for permits to be issued.

IMPORTANT: For state building projects, it is not necessary to submit printed plans to the NJ
Department of Community Affairs.

File Naming Standards
Filenames

To prevent system issues, file names may not be more than twenty-five characters long and may not
contain any special characters such as ampersands (&), periods (.), asterisks (*), etc. The file name of
any uploaded drawing should match the drawing name/number (Ex. A-101 First Floor.pdf). This will
ensure that the file names are short and easy to identify.

File Format Standards

PDF is the required file type for plans, and it is recommended that drawings created in AutoCAD be
converted to Vector PDF by using the Autodesk Vector Graphic Converter “DWG to PDF.pc3 plotter
driver.”

PDF files should be optimized and should not contain layers. This improves file viewing performance
and helps to reduce files size. File size should be kept to under 5MB. Smaller file sizes help drawings
load faster in the viewer and are less likely to cause problems when being stamped for release.

If drawings are electrical, mechanical, plumbing/gas, etc., ensure that only the trade lines are dark by
changing the background to grayscale prior to saving as a vector PDF file.

Supporting files may be in the following formats: PDF, DOC, DOCX, XLS, XLSX, PPT, PPS, PPTX, TIF, TIFF,
JPG, PNG, IMG, or BMP.

Please submit searchable PDF files for calculations, reports and other supporting documentation (non-
drawing files).
Folder Structure

The Project folder structure is separated into four main folders: Drawings & Specifications, Documents,
Amendments to Released Drawings and Released.

The Drawings & Specifications, Documents and Amendments to Released Drawings folders each
contain subcode folders. Plus (+) and minus (-) signs to the left of the folder icons allow you to expand or
contract the list of subcode folders.
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Drawing & Specifications Folder

Drawings

e Each drawing must be uploaded as a separate file to the appropriate subcode folder within the

Drawings & Specifications folder for the Project.
e The index of the drawing files is uploaded into the Index sub-folder.
Corrected files are uploaded into the SAME folders as the original files with
the SAME FILE NAMES as the original files. The ePlans system will assign
versions to each file.
Specifications
e Specifications must be saved as one full and complete document.

e Individual copies of this document must be uploaded into each of the
appropriate subcode folders within the Drawings & Specifications
folder for the Project.

e The associated subcode must be incorporated into each file name. This
will allow each copy of the specifications to be stamped by the
appropriate reviewer.

NOTE: The Elevator Layouts folder should only contain elevator layout
drawings and elevator subcode technical sections.
Documents Folder

e Each document (for example, truss calculations, geotechnical reports,
etc.) is uploaded as a separate file into the appropriate sub-folder
within the Documents folder for the Project.

Amendments to Released Drawings Folder

e This folder is only for drawings and specifications that are associated
with a Project Amendment.

e Follow the same instructions as the Drawing & Specifications Folder.

Released Folder

Expand current | Collapse a

=~ 9069-16

E-C Drawings & Specifications
.3 Index

-3 Building

-3 Electrical

-3l Elevator Layouts

E-[3 Fire.

-3l Foolings & Foundations

[l Mechanical

-3 Plumbing

-l Structural

-3 Documents

B3 Building

-3 Elecfrical

-3 Elevator

b3 Fire

--(_J Footings & Foundations

-l Mechanical

-3l Plumbing

-3 Structural

- Released

=3 Amendmens to Released Drawings

(-3 Building'
3 Elecfrical

-l Mechanical

-3l Plumbing

-l Elevator Layouts

E-[ Fire

-3l Footings & Foundations
3 Structural

-3 Documents

When all corrections are complete and the plans are released by NJDCA, they will be in the Released

folder. Released plans may be downloaded and printed.
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DOs and DON’Ts

DO “accept” a Task (by clicking on the name of the Task) before you upload
new plans or files.

DO click the appropriate button to “complete” a task when you have finished
it, like Upload Complete. If the Task is not completed, DCA will be unable to
move forward with the review.

DO circle your changes, comments, or modifications in RED, to make it easier
for reviewers to find them.

DO upload a narrative into the proper subcode folder whenever files are
submitted for that particular subcode. For example: if you are submitting (or
re-submitting) files for electrical and plumbing subcodes, include a narrative
for those two subcodes and save them in the corresponding documents
folders.

DO make sure to affix digital seals to all files that need to be released.

DON'T use special characters or use more than twenty-five characters in a
file name.

DON’T upload files that contain layers and which have not been optimized for
viewing.

DON’T upload files to a specific subcode review unless you have a Task for
that subcode.

For example, if you recently re-submitted your Electrical drawings for
subcode review; do not upload any additional Electrical drawings until a Task
has been assigned to you for Electrical. Files may be uploaded for other
subcodes (like Plumbing, Mechanical, etc.), if a Task has been assigned for the
subcode. If additional drawings or files are uploaded to a sub code that is
currently with DCA for review it causes confusion and may delay DCA’s ability
to complete a review.

DON’T leave Applicant Response fields blank when returning corrections. Use
the Applicant Response boxes to address each changemark individually. 1f
you have no response or if no response appears necessary please enter
something like no response, acknowledged, or N/A so the reviewer knows
that you saw the comment.
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Logging into DCA’s ePlans System
How to get to the login screen—

Go to http://dcaplanreview.nj.gov — the Welcome screen will be displayed

or

At the DCA Website Home Page http://www.nj.gov/dca—
. . . Electronic Plan Review
e Click on Electronic Plan Review System. E System

At the Electronic Plan Review page—

ePlans Login Page
e Scroll down and click on ePlans Login Page. Click on the above link to access the ePlans login page.

1. If you are an existing ePlan user, skip to step 3. Welcome to ePlans.

2. Ifyou are new to ePlan, create an ePlan Ll
account by clicking the Create an Account o ™
button and following the instructions on the Exi]]
screen. Password
O Manage profile @)

Login

a. Fillin all the required fields.

b. Click the Create My Account button.

Forgot password?

c. Enter the Verification Code (that was Install ProjectDox Components
automatically sent to the email address
you entered when you click the Create My
Account button). —— | create Account

You need an account to submit and manage applications. Don't have an account?

3. Login using your Email address and Password.

Navigating the Home Screen/Dashboard

At the Home screen, you may—

a. Starta new application.

b. Continue working on an existing
application.

c¢. Manage existing projects using the

ACTION Icons— " — [
% Edit e - ER—
B Copy 0-0010 ot =
X Delete
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Starting a new application

Jju=N Select Reguest Type
1. Plan Review Application - ELECTROMNIC PAYMENT OFTION
| 2. Plan Review Application - PAPER CHECK PAYMENT CPTION
Name: *| 3 pian Review Application - FEE EXEMPT ENTITIES ONLY
4. Plan Review Amendment - ALL PAYMENT OPTIONS - Projects prior to 2/8/M19
5. Plan Review Amendment - ALL PAYMENT OPTIONS - Projects after 3/18M19

Start Application Process

4. Select a Request Type from the drop-down list. (Pay close attention to payment options)
Request types are:
- 1. Plan Review Application - ELECTRONIC PAYMENT OPTION
- 2. Plan Review Application - PAPER CHECK PAMENT OPTION
- 3. Plan Review Application - FEE EXEMPT ENTITIES ONLY
- 4. Plan Review Amendment — ALL PAYMENT OPTIONS - Projects prior to 04/01/19
- 5. Plan Review Amendment — ALL PAYMENT OPTIONS - Projects after 04/01/19

5. Provide a descriptive Request Name.

6. Click the Start Application Process button.

- »-cn.L.L IIIIII [ —
. Terms And Conditions @
7. Agree to the Terms and Conditions. _
— Scroll down to the bottom of the Terms T
and Conditions page. Pt

— Click the M I have read... check box.

— Click on the Accept & Start My Application
button. s e

This will take you to the application form.

Application For Pian Review @

..............

8. Go through each Step in the application,
completing all the required items.

9. Be sure to enter the appropriate values in all
the green shaded boxes in Step 6 — Fee
Summary.

The System will automatically calculate the totals.
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g 7 - Sigm Appiication st Pay Fees

10. In Step 7 — Sign Application and Pay Fees— s

— OPTIONAL: Enter Notes and Other \
Requests to add clarification to the e P S
application.

— Click the M Signature Checkbox. | Adminiswative Foss oue

(IMPORTANT; I gayion by juapees rheck, rheass mecntl the st of fdmisstrative Freas.)

— Then click the Submit Request button. \ .

& Home X Profile

Billing Information

At the Billing Information screen— N N

11. Update the billing information, if necessary. Campany Name| N DA

12. Select your preferred method of payment from F: p,
the Payment Options. Address 1| 1015, swosa st
—  eCheck* City* Trenton
— Credit Card** Postal Cods

— Interstate Agency Wire Transfer
(OPTIONAL for state departments only)***

cy Wire Transfer Payment

D NIC USA Credit Card

Note: Payment information will be entered on the following secure page

*If you selected eCheck, the eCheck Payment YOURNAME L
Information page will be displayed. You will be itz o

required to enter the bank account and routing OROLROF $
number for the checking account you are using. DOLLARS
NOTE: If you elect to Pay with eCheck, please take (4999888777 11 HOORZINEETBY 1y Hi23

note that the State of New Jersey's Company ID# is - [1 _ : | : crl .
7216000928. Business with a debit block on their e Nurmber

bank account must provide this number to their
bank prior to processing an eCheck payment.

**|f you selected Credit Card, you will be redirected to the NIC USA Payment Service Screen, where you
will enter your credit card information.

***|f you selected Interstate Agency Wire Transfer Payment (UAT), you will be brought to the
Interstate Agency Wire Transfer Payment Info screen, where you will enter the appropriate UA
Number.

The Interstate Agency Wire Transfer Payment process may be used to pay application
fees when an architectural/engineering firm is submitting an ePlan application for a
property owned by a State Department such as the Department of Transportation
(DOT). It is not required. The ePlan applicant may prefer to use either the eCheck or
Credit Card payment option.

If wire transfer is used, the funds will be automatically transferred from the property
owner DIRECTLY to the Department of Community Affairs through the NJ Treasury
system.
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To use the wire transfer option, the architectural/engineering firm needs to work with
the property owner to obtain a UA Number. To process the wire transfer, the applicant
enters this UA Number in the Interstate Agency Wire Transfer Payment Info screen.

@ Home A Profile

i Interstate Agency Wire Transfer Payment Info

Interstate Agency Wire Transfer Payment Information

vANumber VAL | [ | [T TTTTTTTTT]

Amount to Pay *30.29

Pay

Cancel

13. Click the Pay or Pay Now button to submit your payment.

After submitting the payment, a short delay may occur while the system processes the payment.

Paper Check

If you would prefer to make payment with a paper check, you may do so by selecting Request Type “2.
Plan Review Application — PAPER CHECK PAYMENT OPTION” when starting an application.

Upon completing the application for plan review, you will need to print & mail the confirmation page,
along with your check to: NJ Department of Community Affairs, Bureau of Construction Project Review,
PO Box 817, 101 South Broad Street, 4th Floor, Trenton, NJ 08625. Checks should be made payable

“Treasurer, State of NJ“.

Your project review will not begin until payment is received and verified by DCA.

After the system brings you back to the Home page—

e Click on Manage My Existing Projects button

e Start the Initial Plan Submission

New Jersey
s

-» To start a new application request:
- Select an application type
- Provide an application name

- Click the button below

Type: * Select Request Type

Name: *

| start Application Process

Saved Applications 7
REQUEST NUMBER NAME

0 -0 of 0 records

SRR .

] )

TYPE

March 20, 2018

-» Once an application request has been submitted, you manage these
projects, perform tasks, and upload required files by clicking the butten
below. You will be navigated to your project toolset.

=% | view All Projects

Filter By Type: ]

STARTED ON UPDATED ON ACTION

1 |
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STOP!: Please read before proceding.

As of April 1, 2019, there are two versions of ePlans in use. All new projects started on or after April 1,
2019 will be automatically using ePlans Version 9.0. Instructions for 9.0 start directly below. All projects
started prior to March 8, 2019 will continue to use Version 8.3. Instructions for 8.3 start on page 25.
The main difference between the two versions is how the eForm functions. In the new version, 9.0, all
files are uploaded directly through the eForm instead of uploading files through the folders on the far-
left side of the Project Screen. There are also some cosmetic differences.

ePlans Version 9.0

Initial Plan Submission

Finding Your Project

Your new Project will appear in two places: The Task (PF) tab and the Projects tab.

E! ePlan Review

....... "

Tasks (PF} Tasks (PDY

Containg...

i Refresh @\ Seve Settings L Meset Settings  Quick Filter: Applicant Uplosd || Prescreen | Review
OPTIONS o TASK INSTANCE
Cantsin Contains... Contains...
i) 000119 R 000119 - Aenendenent - 252009 7opey Lo
[ : : Plumbing Review - Plurbing -
OB 0119 Department Review Zamond 1 A

Flumbing Review

ASSIGNMENT TYPE

Containg.

Indanidual

STATE OF NEW JERSEY
Deparrmest or CoMMusimy Arraing

AR Tasis | Create Progect || All Reports Profile | Logout

CUL DATE CRIATED
Containg... Contains. Contairg.

35628 PM

Accepted 3/5/2019 10:2300 AM 2/5/2019 10:23:45 AM

Your project may take a few minutes to appear, but it will be on the Task (PF) tab at the Task status of
Applicant Upload. Please note that your Project will initially have a Project Number that starts with
“NJPR”. Once your Project has been assigned to the appropriate Review Team, the Project Number will
be changed to reflect the team that has been assigned. The NJPR number will still be listed, but it will be

part of the Project Description.

Your Project will also be listed on the Projects tab. After you click on the Projects tab, it’s best to then
click on the All Projects button. This will ensure that you see all the projects you are associated with.

Tip: The view on the landing page can be customized and saved. The columns are sortable, can be
rearranged and can be hidden. Once you have the screen arranged the way you like it, just click “Save
Settings”. All columns are also searchable and filterable, just click in the box below the column name.

Uploading Files

After navigating to the main landing page that lists your Tasks and Projects, click on the appropriate
Task or Project. If you click on the Task, it will open the eFom for that Task. If you click on the Project, it

will open the Project page.

Tip: Clicking on the Project makes it easier to see everything going on.

Applicant User’s Guide — Electronic Review
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ProjectFlow

avolve

Task Instructions
Select appropriate destination folder then select files to upload to selected folder. Repeat until all required

submission files are uploaded. TO START REVIEW PROCESS: Please select "Upload Complete - Notify
NJDCA" enabled by first selecting checkbox "Upload Task Complete”. (bottom of page)

Project: AH1107
Select destination folder for files
1 8 an107

— | O3 Drawings & Specifications

C

3 pocuments

& Released

¥ [@ Amendments to Released Drawings
[ Quick Review
(3 Released Amendments

2

¥ 3

Upload Task Complete (I naAJploaded all required drawings and/or documents)

| [ Uptoad complete - Notily NJDCA [ Close |

Note: In version 9.0, all the uploading and task completion happens within the eForm.

Select destination folder for files: o
“ANT ) I ro, w
Bl Lt X : 1 avolve
{ S AH1107
-~ 3 Drawings & Specifications Task Instructions

Select appropriate destination folder then select files to upload to selected folder.
I_] Irclex Repeat until all required submission files are uploaded. TO START REVIEW

PROCESS: Please select "Upload Complete - Notify NJDCA" enabled by first selecting

- checkbox "Upload Task Complete”. (bottom of page)
Building
. Project: AH1107
(3 Electrical
7] Elevator La:.-'c-u—_s Select your files to upload to this folder: i
—kl Select Files to Upload | I View Folders I‘—
L3 Fire
3 AH1107\Drawings & Specifications\Building
9 Footings & Foundations 5
3 Mechanical
Upload Task Complete (| have uploaded all required drawings andfor documents)
[ plumbing
[ structural
6 !
* 3 pocuments —hl [ Upload Complete - Notify NJDCA || Close |

1. Click the arrow next to the appropriate folder.

2. Click on the name of the appropriate sub-folder

3. Click on the “Select Files to Upload” button. A separate window will open and allow you to select
the files to be uploading into the sub-folder

4. Click “View Folders” to display the full list of folders. This is important if you have to upload files into
separate folders.

5. When all of the files have been upoaded check the box that indicates that.

6. Click on the “Upload Complete — Notify DCA” button. This sends the Task back to NJDCA.

Upon completing the Upload Task, a notification is sent to the NJDCA Bureau of Construction Project
Review (BCPR) to start the prescreening process to determine if the submittal requirements have been
met.
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NOTE: You can view your uploaded files at any time.

Just open the desired subcode folder to reveal
thumbnails of each drawing.

Next to each thumbnail, the file name, author, date

uploaded, file size, and History icon are shown.

Click on a thumbnail to display the full drawing.

Applicant User’s Guide — Electronic Review
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Prescreen Review

Prescreening is a cursory review by BCPR of your uploaded documents in preparation for formal review.
Allow a minimum of three (3) working days after you have uploaded your documents for the
Prescreening process to begin.

Prescreen Correction Request

If BCPR has questions or determines that items are missing from your submittal, you will receive a
Prescreening Corrections Request email with instructions on the changes requested and how to
resubmit.

'rri ePlan Review

Prescreen Correction Request Task Assignment

Aftention George:

Yourplan raview ission for Test - Appl Test Project is incomplete or
requires comections. A list of the outstsnding tems is aveisble on the ProjectDox site.

1. Click the Online Plan Review System link in the
Prescreen Correction Request email to access
the ePlans site.

When comected plans and or documents are ready for re-submittal, please, Login to ProjectDox and
follow the instructions provided for re-submittal,

Please be advised when re-submitting drawings and/ior documents:

+ Al camections must be uploaded using the same file names ss the original submittal

+ Onee corections hava baen uplosdad for review, no sdditional submissions will be accepted
unless requested

+  Please mske comections and resubmit as soon as possible

2. Logininto ePlans.

Project:

Applicant Test

Description

Applicant Test Project

Task:

CorrectionComplete

Assigned by:

George Semple

Online Plan Review System

3. Oncein the Project, click on Home | Q All Tasks | | Create Project | All Reports Profile || Logout | (3)
the Project Tasks button. Project Reports ey Codes

—

This will display your task list.

Fesel Settng:  Quick Fiiter: Applicant Uplosd || PreScreen | Review

4, Click the Prescreen Corrections Task. O i = G e Bt
o
P e
. e Do you want 1o accept this task?
5. Click OK to accept the task.
=
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The eForm should display.

1. Read any Comments that may be in
the Discussion Comments section.

2. Click on the View/Edit Checklist
Items button. Address and respond
to checklist.

3. If you want to add your own
comments, you can do so by
clicking Add Comment button.

The Intake Checklist will display only
the items that need attention.

4. Read the comments carefully to
identify which requirements were
noted as missing or needing
modifications.

5. Click the Save & Close button.

6. Upload any new or corrected files,
same process as Applicant Upload

Note: Remember that corrected
files must have the SAME NAMES
as the original files.

7. Click the checkbox that indicates
files have been corrected and
uploaded.

8. Click the Return to NJDCA button.

View/Edit Checklist ltems (0)

Project: 2001-19b

+— 2

Select destination folder for files:

T & 2001190
* [ Drawings & Specifications

'@

»

9 Released Amendments

Discussion Comments

-«
Show 3 ~ racords
DISCUSSION COMMENT PARTICIPANT DATE/TIME
‘I| =P Flzase ucload namative Gearge Semple 2/20/2019 320047 P
1-YofLracords 1
& | have uploaded the comected documents andlor drawings as indicated above.
Return to NJDCA
D > Plans
A
A R S U1 Ee W
€VYIEW
Twst Project 190814 - Applicant G

COMMENT

w FATSRRD

a space for - ]
gt Coemes Shamp loc ation box demersuors shoukd be 3 e
ke Prescrren  wiih 1 57 heaght (34" from edge of paper n both drechoes | DM George  1HT0R
J Firew  AS cufined on pages 4 of the Plan Revew User Guse whch Met (57 Semye  \L50%0
can e boun |
D e st vy s Gsons/t odestormad_bepenicc [~ | 3]
1082014
Prescreen B oo
s Mot I Semple MLOS

Select destination folder for files:

Project: 2001-19b

Select your files to uplead to this folder:

|| Select Fles to Uplosd | [ View Folders

3 quick

3 Released Amendments 3 2001-19b\Drawings & Spacifications\Building

Ell have uploaded the comrected documents andfor drawings as indicated above.

$
7

6 —» (e o

NJDCA will be notified that the files have been completed or corrected and the Prescreen Review

process will continue.

Once the Prescreen Review process is complete, the Plan Review process will begin.

Applicant User’s Guide — Electronic Review
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Plan Review

Applicant Resubmit

If corrections are required following the formal

review cycle(s) of your drawings, you will receive an

email notification from BCPR requesting revised
drawings and/or documents.

1. Tologininto ePlans, click the Online Plan
Review System link in the email.

'f_'} ePlan Review

Anplicant R

bmit Task Assi

Aftention George:

“Your plsn review submission for Application Applicant Test - Applicant Test Project is incomplete or
requires corrections. A fist of the outstanding ftems & available on the ProjectDox site.

When comected plans and or documents are ready for re-submittal, please, Login to ProjectDox and
follow the instructions pravided for re-submittel.

Please be sdvisad when re-submitting drawings and/or documents:

* Al comections must be uplasded using the same fie nsmes as the arginal submitis|

+ Once corections have been upiosded for review, no sddiions! submissions wil be sccepted
unless requestad

+  Plesse make comections and resubmit as soon as possible

+  Forquestions reganding plan review comections, please contact tha plan reviewar responsiie
far your review, which can ba found in the review section of the eform relsted to yourtask

Project Applicant Test
. . Description | Applicant Test Project
2. Login to the ePlans system and then click on Tek | ApphcanRebmi
Manage My Existing Projects. [Ty Comge Fema
Online Plan Review System
Tasks (PF) Tasks (PD) Projects
3. Make sure yOU are on EIther the &5 Refresh g\ Save Settings H Reset Settings  Quick Filter:| Applicant Upload || PreScreen || Review
Task (PF) or Projects tab.
. . . OPTIONS PROJECT TASK INSTANCE GROUA
4. Click on either the Project
W Contains.. W Contains... W Contains.. " Caonl
number or TaSk Name 5 Electrical Review -
[ 2001-19b Electrical - 2/21/2019 Applica
1:23:30 PM
Your Tasks should be displayed. - ot ors | [Pcime] (0)(41]  [csom
5. Click on the ApplicantResubmit Task List
task. s S matsars Qe s s o
TiE: If you do not see your Task, try OPTIONS ETANL. TasE GROUP ASSEN-. STATUS. PRIGRITY DUE DA CREATED
clicking either the Project Tasks button . o ‘ o et
or Refresh. S
Mesiage from webpage (X

6. Click OK at the “Do you want to accept this task” box.

Applicant User’s Guide — Electronic Review
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The eForm is displayed and should list changemarks.

NOTE: If changemarks are not displayed, click on the “Click Here to Load Changemarks” link.

7. Read the text in the Review Comments field at the bottom of the screen.

8. Review the changemarks by clicking on the View/Edit

Changemark Items button.

Task Instructions

!
|\ View/Edit Changemark Items (3) ||| View/Edit Checklist ltems (0) |
]

4

8

Project: 2001-19b

Select destination folder for files:

T & 2001-19b
* [ Drawings & Specifications
* O3 pocuments
3 Released
3 Amendments to Released Drawings
3 quick Review

3 Released Amendments

After you have successfully uploaded all required plans and documents, please click the (Complete) button.

Reviewer Comments Applicant Comments

Please review changemarks and make

7
Department . Reviewed By Status ‘
Electrical George Semple Corrections i
Review george semple@dca.nj.gov Required | corrections

9. By clicking on the “Markup Name” you can open Drawings with Changemarks. From there you can

publish the files for the design professional.

10. Please make sure to add an Applicant Response to each Changemark. This will let the reviewers

know that it has been addressed. Note: Make sure to

click the Save buttons or your comments will

Workflow Review Changemark Viewer
£ Refresh g\ Save Settings @\ Reset Settings  Review Cycle: Group:
Show 3 v records
CHANGE...
REF# STAT... FILE IMAGE DEPARTMENT CYCLE FILE NAME MARKUP NAME CHANGEMARK SU... CHANGEMARK D... DATE UPD, APPLICANT RESPONSE
' Equalks... | ¥ Contains. W Contains.. W Equals.. | ¥ Contains. v Contains.. W Contains... W Contains... W On... ¥ | vV Contains...
2 [UAESST Ve I I < ccirical Review 1 Electrical Service The electrical service does  2/21/2019
not meet UCC 1:26:18 pm
Edat 9 10—
— [
: o Th t dy 2/21/2019
3 Unresolved ectrical Review 1 E-3.pdf B Lighting o thetrog oy cevices 1:271:';‘5 et
1 Unresolved ectrical Review 1 E-Lpdf EL Load Summary These values appear to be i’zzﬁl"lzzopli
1-3of3 records 1
View Full Report

Tip: The Changemark Viewer has anumber of useful features such as being able to see all the review
cycle at once; Columns can be sorted, filtered and hidden.
The View Full Report button will generate a report that displays all of the changemarks.
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Once the drawings have been modified/corrected, upload them into the ePlans system.

Note: Make the necessary changes to the drawings in whatever software application was used to create
them, for example, AutoCAD. Please circle your changes, comments, or modifications in RED, to make it
easier for reviewers to find them.

11. Upload any new or corrected files, Select destination folder for files:
same process as Applicant Upload

Project: 2001-19b

Select your files to upload to this folder:

Note: Remember that corrected files
must have the SAME NAMES as the
original files.

" 9 Amendments to Released Drawings | | Select Files to Upload ” View Folders

3 Released Amendments 3 2001-13b\Drawings & Specifications\Building

12. When finished uploading all relevant files, place a checkmark in the check box at the bottom of the
screen. Then click the Complete button.
Note: The Complete button will not display until the checkbox has been checked.

Department Reviewed By Status Reviewer Comments Applicant Comments
Electrical George Semple Corrections Please review changemarks and make
Review george.semple@dca.nj.gov Required corrections.

Task Instructions

| have completed my assigned task '2% and | am returning this project back to back to the jurisdiction for further review.
' Reviewed and addressed all Checklist ltems and Changemarks where appropriate.
2 Provided Applicant Reponses where appropriate.
* Uploaded revised drawings and/or documents, as a result of the review, into the appropriate folder in the project keeping the
T*SAME file names™" of the original files as required.

—N Complete | Close

Once the Complete button has been clicked, the Project has been sent back to NJDCA to continue the
Plan Review process.
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Review Cycles

The review process will continue until all corrections/modifications have been made and accepted by
NJDCA.

Each time corrections/modifications are sent back to you; a new Review Cycle starts.

When corrections/modifications are required, you will receive an email informing you that you have
been assigned a task in ePlans.

The Workflow Review Changemark Viewer displays All cycles, for the given subcode, by default. You
can select individual Review Cycles by using the dropdown menu (A).

Reviewing Changemarks (Markups)

To view a plan, as submitted without changemarks, click on the link (B) in the File Name column. To
view a plan with changemark, click on the link (C) in the Markup Name column.

Workflow Review Changemark Viewer
A—n
£ Refrech L Save Settings  Reveew c,:-e rowp: | A) w
Show 5 ™ reconds
REF s STATUS FILE IMAGE DEPARTMENT CYCLE UPDATED BY FILE NAME MARKUP MAME
£l Containg Containg Contains.
B — C —
Electrics! Review 1 George Semple =2 [ 3.0 e
Electrical Review 1 Gaorge Semple E-2.pf
Electncal Reveew 3 Gearge Semple E-lpdl £ 1
>
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Publishing Drawings with Changemarks
1. Click Publish to create a PDF of the changemarks overlaid on the drawing.
2. Select Publish to PDF.
3. Select OK.
In the Publish option screen—
4. Check Burn in Changemarks.
Check Append Changemarks Notes.
Click Publish.

5
6
7. Then choose Save to File.
8. Click OK.

9

Select the location to save the file on your computer and click Save.

! 0] & - [:S Annotate Review - Redact - Measure@ +—
A rAEE
HEpm
- Dy
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Plan Release

When plans are released by NJDCA, you will be notified by email. All released plans will be in the
Released folder.

Print Released Plans

After a release has been issued, the plans will be electronically stamped by the State. You will then
receive an email indicating that your plans are ready for downloading. The email will include instructions
on how to download and print your files. You will be required to print, sign, and seal two copies of the
released plans and deliver them to the agency* that will issue the required permits.

IMPORTANT: For State-owned building projects, do not submit printed plans to the NJ Department of
Community Affairs. The plans you have submitted in ePlans are sufficient.

*In most cases permits are issued by local municipalities, except for State Buildings’ projects. In that case
the permits are issued by the State Buildings unit within the DCA.
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ePlans Version 8.3

Initial Plan Submission

Uploading Files

When you have successfully logged into ePlans and navigate to “My Existing Projects”, you’ll be taken to
a screen that lists assigned Tasks and Projects. By default, the Tasks (PF) tab will display. Task PF is for
Tasks on projects created on or after 04/01/2019. All Project Tasks on Projects started prior to this date
are on the Task (PD) tab.

D | u (T
re ePlan Review g}%’;‘: STATE oF NEW JERSEY
o ‘-.’r.,i,..;j DEPARTMENT OF COMMUNITY AFFALRS
Home | Q All Tasks || Create Project || All Reporis Profile | | Logout @
| Tasks (PR) || Tasks (PD) || e ]
| ~

Project Name = Task Attached To Status Priority Due date Created On Updated On

1005-18 Vgggﬁcantu;glroad Applicant Accepted 11/30/2018 4:01:21 PM  11/30/2018 2:18:29 PM

1005-18 ApplicantUpload Amended Applicant Accepted 11/30/2018 4:26:36 PM  11/30/2018 2:28:07 PM

3001-18 ApplicantUpload Applicant Accepted 12/5/2018 10:36:26 AM  2/5/2019 2:37:36 PM

1. Click the Task (PD) tab . This will bring up your task list.
2. Click on either the Task or Project Name.

Note: Your Project will also be listed on the Projects tab. After you click on the Projects tab, it’s best to
then click on the All Projects button. This will ensure that you see all the projects you are associated
with.

3. Click OK to accept the task.

wessige hom wetpuge S e

i e Do you want t0 acoept this task?

When you click OK, the eForm will be

displayed.
0 T
ePlans
Review
4. Click the Continue Later button. =23 ] e | e e
The eForm will close and you'll be back at ey rore Semele {Gaonm SurcleBk st
. Work Aathity Name Chck_Here_To_Stan Partial Release Workflow / ApphcantUpload
the preV|ous screen. © Activity Imtructions F“:u;o;p::‘dhtn:gﬁu-lr:a\;::uc’m:wwaluwUmu’!\fﬂ"\Ia‘!ll’:u\l’l:sc:wnlﬂilukh's
s ek e s e oo e bt T
Curtent User Logoe Project Applicant | gsenple J@gmai com)
A — _/
By g e Y et Corsi s .4 on e <7
I ==
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) |

5. If you click on the Project
Name (Number), you will be
taken to the Project screen.
All assigned Tasks should
display automatically. If they
don’t, then click on the
Project Tasks button.

MJPR-2306
Main Contact:
HIPR-2306

[N N Ny R

2 ePlan Review

TATE 0F NEW JERSEY
' Drrarryest oF ComMusiry Arvaiey

@

Home | O Al Tasks | Create Project | All Reports Profile || Logout
o © 4
500 elhecking Test
(] Show All Tasks For ANl Users
Task Abtached Too Shatus. Priceity | Due date Created On

Sppigantpiegs Appiicant Accepted

SE2018 €a6el2

am

i

You will be uploading drawings into the appropriate Drawings
and Specifications subcode folder, including the index of all the
drawings. Upload narratives for each corresponding subcode
into the appropriate Documents subcode folder.

You will be uploading supporting Project documents into the

appropriate Documents subcode folder.

6. To begin uploading a drawing, click the plus sign [+] next to 3
the Drawings folder. This will expand to display a list of

subcode folders.

7. Click on a subcode folder to display the upload function.

The upload screen will display two buttons, View Folders and

Upload Files.
8. Click on the Upload Files button.

The Select files to upload box will display.
9. Click the Browse button.

Applicant User’s Guide — Electronic Review

Expand current | Collapse u

- 9069-16
E|_:| Drawings & Specifications
#-[3 Building
-l Elecirical
--[J Elevator Layouts
-3 Fire

-~ Footings & Foundations
-3l Mechanical

[ Structural

Test Project 10-08-14

Main Contact:

wings\Plumbing

No files currently exist in Plumbing

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

Large files may take a few minutes to be

processed Chick the Refresh button at the top of
the page to refresh your file kst view

View Folders ! Upload Files |

:.

f‘g ePlan Review

Upload files:

Select files to upload

M¢
]
5
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10. Navigate to the file location on your
computer and select or highlight the files
you want to upload. Select multiple files by
using the Shift or Ctrl keys while clicking
with your mouse.

11. Click the Open button and the files selected

will be copied to the upload window.

At this point, you can either Upload the files you have selected
or Add more files. (If you want to add more files to the upload

window, click Add more files.)

12. To upload the files, click the Upload button.

A confirmation screen will appear, stating “Your
files have been uploaded” with a list of those
files.

13. Close the confirmation screen by clicking
the Close button.

You will be back at Project screen.

14. Click on the Applicant Upload task, to
reopen the eForm.
Note: If you don’t see a Task, click the
Project Tasks button.

Applicant User’s Guide — Electronic Review

Select files for uploading

P

Look i | () Residential Plarw1 [ A A
2 " ARCH-260.PDF
T CIVIL-253.POF
MyRecent ™% CIviL-256.POF
Documents = ELEC-258.pf
9 T LAND-254.POF
T MECH-255.POF
Detklop = oy w262, po
L STRUCT-257.POF
R STRUCT-259.P0F
R STRUCT-261.P0F
My Documents = .263.90F
My Computes
My Network  Fila name: | j ! Open |
Files of ype [anFies ) K| Cancel
T |
3] 3
| £ ePlan Review
1 et e Matadata
|
| Sumple|
ipd W6AT KB X
.00 2998 x
Total L] Z 65%.%]1 KB
— —
Upphoad URIL:
URL Dingay Hame
URL:
Mplosd U
L State 04 K P Rrvaem - Wiesciown bnterrert Eaploes o ]
in 0
I
ﬂ ePlan Review |

Bath wil clowe
window

E ePlan Review

& Gl D

A Tasks || Create Project | a8 ey
Fropect Reports || Praoje
SC0 eChecking Test

ko 1 Tass For &0 Useers

2

7
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ePlans
Review

George Semple ( George Semple@dea statenjus )
1
Chick_Here_To_Start_Partial Release Workflow / ApplicantUpload

15. Click the Upload Process Complete button.

Please upload all necessary drawings and supporting d 10 the comespond;
When al files have been uploaded and the submission is ready for State of New Jers
please dick the "Upload Process Complete’ button at the bottom of this farm

Current User Logon Project Applicant | gsemple3@gmal coem)

[raskioatrctions

By ¢ e by o B Uiplod Frext et Cormplete’ Bl brkow | 5 hrarwrbedie Bt | hare ugikaace o8 1] (e parrei it sagporteg i amarnts 1 e £ orreigen
wersh 43 Sugeet fon Skt of Merw viery Firoerer

/“

A popup box will ask, “Completing this task will finish your
participation in this step and cannot be undone. Continue?”

16. Click OK.

|

|
You have successfully finished the Initial Plan Submission step of [ ol
submitting your plans electronically.

Compieting this task will finish your participation in this step and
cannot be undone. Continue!

17. Logout after your session is complete.

A notification will have been sent to the NJDCA Bureau of Construction Project Review (BCPR) to start
the prescreening process to determine if the submittal requirements have been met.

Note: If you want to review your uploaded files, click on View Folders Upload Files OO0 @m
the dgswed subcode folder to reveal thumbnails of each |, Coment 2o
drawing. HE OIRN SabEm A
Next to each thumbnail, the file name, author, date = )
g . . — [ £-Loof 2
uploaded, file size, and History icon are shown. - 2/13/2018 22214 PM, 252 48
. . . . John Doe
Click on a thumbnail to display the full drawing. RO
— [ 2001 12
i 1 2/19/2019 2:22:14 PM, 193 KB
John Doe
BoFD
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Prescreen Review

Prescreening is a cursory review by BCPR of your

uploaded documents in preparation for formal review.

Allow a minimum of three (3) working days after you have uploaded your documents for the

Prescreening process to begin.

Prescreen Correction Request

If BCPR has questions or determines that items are missing from your submittal, you will receive a
Prescreening Corrections Request email with instructions on the changes requested and how to

resubmit.

18. Click the Online Plan Review System link in
the Prescreen Correction Request email to

access the ePlans site.

19. Login into ePlans.

i_:f; ePlan Review

Prescreen Correction Request Task Assignment

Aftenfion George:

Your pian raview ission for Test - Appl Test Project iz
requires comections. A list of the outstanding items is svailsble on the ProjectDox site.

pplicat or

When comacted plans and or are ready for
follow the instructions provided for re-submital.

bmittal, piease, Login to ProjectDox and

Please be advised when re-submitting drawings and/or documeants:

+ Al comections must be uplosded using the same fle names ss the origina! submittal

+  Once comections have baen uplosdad for review, na sdditional submissions wil be sccepted
unless requested

+  Please make comections and resubmit as soon as possible

Project
Deseription
Task:
Assigned by:

Applicant Test
Applicant Test Project
CorrectionComplete
George Semple

Online Plan Review System

STATE 0F NEW JERSEY
EPARTMEST OF COMMUNITY AFFrains

Home | QL Al Tasks | Create Project | All Reports Frofile || Logout | (3
u..,..w._,.. D@ cosm
500 elhecking Test
[l Show All Tasks For AN Usars
Task Abtached Too Shatus. Priceity | Due date Created On
Spplizantipiogd Applicant Arcepted 742018 1822 AM
" 1 » "

20. All assigned Tasks should P2 ePlan Review
display automatically. If they | uer.ase
don’t, then click on the et
Project Tasks button. wras

21. Click the CorrectionsComplete task.

22. Click OK to accept the task.

Applicant User’s Guide — Electronic Review

) Sute of M) efan Review - Windows Intermet Explorer

!

Project Hame ks Amsched To  Sweus  Crested On Updated On
Test Prugect 1 ®Wn Pendng 1082014 1151 40A 102014 1151 4040
_‘.‘\
Meswage hom webpage L]

'\ |
=

29 New Jersey Department of Community Affairs



The eForm is displayed.

Review Coordinatorn

Redewn Cyle

George Semple | Geornge Semple@dca statenjus |
1

Workflow/Ac

23. Read the information in the text

f|e|d . [t Uese Logon Project Applicant ( gremple@gmail com)
24. Click on the View Intake Checklist T
Iink. VLY CoLST

© Activity Instructions

Aheity Narme Chci_Here_To_Start_Partial Release Workflow / ComectionComplete

Pleasa review the Permit Charks notes and submit the requiced diawings and documents.

Phetr s Tl ol Yor et rtrt v

ePlans
The Intake Checklist will display only Review
the items that need attention. B TeePoinani At Y
sEEcTEDcomREcTONS

25. Read the comments carefully to

identify which requirements were Exh rmeg st e e e '
i : et sowans
noted as missing or needing R Rt e oA o ﬁ | B B
s . e o skl ry ssiSc aicbasmona scestormaipe_bepeing [ ] L
modifications. =0
. - P V| B R
26. Click the Save & Close button. - -
G ieicen
27. Back at the eForm, click Save &
) P—
Close. —
Process Reves
3 ePian Review @ oo o
NIPR-2306 Tome Q_ Al Tanks || Create Project | All Reports Frofile || Logeut | ()
Main Contact: Proget Reports. @ £ Code.
. . . Espend cervent | Soloune | J2 500 eChecking Test
The main Project screen will E— [ S A Tkt b Aa sk
be displayed when you Save Iopmm o T e P P T
& C|05e the eForm_ 2 T Spplicantipiogd Appacant Accepted SAr2018 S22 AM
" 4 13 H

After you have made the checklist corrections, log

back into ePlans and upload the corrected files.

Remember that corrected files must have the SAME NAMES as the original files.
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You will be uploading drawings into the appropriate subcode folder.

You will be uploading supporting Project documents into the s
appropriate subcode folder under the Documents folder.

28. Click the plus sign [+] next to the Drawings folder. This will

expand to display a list of subcode folders.

29. Click on a subcode folder to display the upload function.

When you open the folder, you will see two buttons, View Folders

and Upload Files.
30. Click the Upload Files button.

The Select files to upload box will display.
31. Click the Browse button.

32. Navigate to the file location on your
computer and select or highlight files you
want to upload. Select multiple files by
using the Shift or Ctrl keys while clicking
with your mouse.

33. Click the Open button and the files selected
will then be copied to the upload window.

Applicant User’s Guide — Electronic Review

Ezpand current | Collapse | u

[=- 9069-16
EIL] Drawings & Specifications
-3 Index
-3 Building
-3 Electrical
-3 Elevator Layouts
-3 Fire
-3l Footings & Foundations

-l Mechanical

- Structural
=3 Documents
(-3 Building
-3 Elecirical
-3 Elevator
E-[ Fire

- Footings & Foundafions
-3 Mechapical

- Ca[Pobng

-3 Structural

Test Project 10-08-14
Main Contact:
Folder: Test Project 10-08-14\Drawings\Plumbing

No files currently exist in Plumbing

To upload files into this folder
(1) Chick 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 at the top of
the page to refresh your file list view

view Foiders | || Upload Files |

D ] .

re ePlan Review

Upload files: M¢

=
|

Select files for uploading PX

Look i [ (3 Residential Plarny] i O« I S N
" ARCH-260.PDF
_.b T CIVIL-253.POF
MyRecent ™% CIvIL-256.P0F
Documents = ergc-258.pdf
[3 T LAND-254.POF
T MECH-255.POF
Desklop =0y vp-262.pF
L STRUCT-257.POF
R STRUCT-259.P0F
T STRUCT-261.POF
My Documents w101 e 7.263.POF
-
My Computer
My Network  Fila name: - Open
| =l |
Fies of type: A Fies (1) =l Cancel
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At this point, you can either Upload the files you have selected _E
or Add more files. (If you want to add more files to the upload

window, click Add more files.)

34, To upload the files, click the Upload button.

A confirmation screen will appear, stating “Your files have
been uploaded” with a list of those files.

Close the confirmation screen by clicking the Close button.

You will be back at Project screen.

35. Click on the Corrections Complete task.

This will reopen the eForm.

36. When the eForm opens, place a checkmark
in the “l have uploaded the corrected...”
and the Corrections Complete button will

display.

37. Click the Corrections Complete button.

38. Click OK at the confirmation box.

o Sune of mmmwmm\-ﬁ

) |
.2 ePlan Review
Uplasd fhs
Pips AT HE K
PLps 1WeE X
Total o Z 45)1)‘./
—

BT —T
el — =
| alPIan Review ==

| =2

i

[ _x‘q STATE OF NEW JERSEY
‘@C DEPARTMENT OF COMMUNITY AFFAIRS
Home || Q All Tasks || Create Project | All Reports Profile | Lo
Project Reports || Project Tasks @ |4
ecking Test
[T Show All Tasks Far All Users

Task Attached To Status Priority Due date Created On

ApplicantUpload Applicant Accepted 3/8/2018 &:4

M ek Here 1o Save Edorm s §

e T

Peview Coordinatos Geoege Semple | George Sempleidca state.njus |

Review Cycle 1

Workflow/Activity Mame Click_Here_To_Start_Partis] Release Workflow / ComectionComplete

© Activity Instructions Please review the Permat Clerks notes and subemit the required drawings and documents.
Cusrent User Logon Project Applicant [ gsemple3@gmal.com)

~[E] o v 2

Plese sew Checlea v remded ¢ stecions

Message from ﬁebpag'e'

=% Completing this task will finish your participation in this step and
L cannot be undone. Continue?

NJDCA will be notified that the files have been completed or corrected and the Prescreen Review

process will continue.

Once the Prescreen Review process is complete, the Plan Review process will begin.
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Plan Review

Applicant Resubmit

If corrections are required following the formal
review cycle(s) of your drawings, you will receive an
email notification from BCPR requesting revised
drawings and/or documents.

39. To login into ePlans, click the Online Plan
Review System link in the email.

40. Login to the ePlans system.

5} ePlan Review

Applicant Resubmit Task

Attention George:

Your plan review submiszion for Application Applicant Test - Applicant Test Project is incomplete or
s Alistof the items is available on the ProjectDox site

When corrested plans and or documents are ready for re-submittal, please, Login to ProjectDox and
follow the instructions provided for re-submittsl

Plesse be sdvised whan re-submitting drawings sndor documents:

* Al camrections must be uplasded using the same fie names as the arginal submitis!

+ Once corections have been uplasded for review, no sdditions! submissions wil be sccepted
uniess requested

+  Please make comections and resubmit as soon as possible

*  Forquestions reganding plan review comections, please contact the plan reviewar responsiole
far your review, which can be found in the raview section of the eform related to yourtask

Project | Apphicant Test
Description | Applicant Test Project
Task: ApplicantResubmit
Assigned by: | George Semple

Online Plan Review System

41. Click on the Project Tasks button.

STATE OF NEW JERSEY

2Y DEPARTMENT 0F COMMUNITY AFFAIRS

All Tasks | Create Project || All Reporis Profile || Logout

Your Tasks will be displayed.
42. Click on the ApplicantResubmit task.

ecking Test
[) Show All Tasks For All Users

TATE OF NEW JERSEY
JEPARTMENT OF COMMUNITY AFFAIRS

Home || Q All Tasks | Create Project | All Reports Profile || Logout

Project Reports || Project Tasks @4

Attached To Status Priority Due date Created On

Applicant Accepted

43. Click OK at the “Do you want to accept this task” box.
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The eForm is displayed and should list changemarks.
NOTE: If changemarks are not displayed, click on the “Click Here to Load Changemarks” link.
44, Read the text in the Review Comments field at the bottom of the screen.
45. Review the changemarks.
— Ifyouclick a link in the Markup column, the full drawing with changemarks will display.
— The Details column displays only the changemarks.

— Please enter explanatory text in the Applicant Response box.
If no response is necessary, enter N/A. This helps expedite the review process.

— If you make any comments, make sure to Save.

46. Click the Save & Close button.

oad Changemarks

yblish Changemarks (o PDF

Applicant Response

L 2
Electrical  E- Restroom
Yes|No No 1 Revie 2 bd door Need specifications on electric door opene!
1
Electrical E

Yes|No HNo ml . : 1 peview 2 pdt E-2 Junction Box Need a juntion pox in this location

Electrical  E- Need to leave this area blank for stamp

Review 1.pat

Changemarks

Yes|No No T 1 note #01

e TR e D
‘_—_—_________________________

i
Yes|No No = 2 9 Emal S'P‘“ E-2 1| RangeHood Need toadd raige hood with fan
———" e "_-—Q: 1
ek ¥
BT | b e

Cycle/Status Review Commenls

lease review and make rrections to drawings

1 - Comections Required 1 George Semple 10/8/2014 2.55.58 PM

NOTE: Make the necessary changes to the drawings in whatever software application was used to

create them, for example, AutoCAD. Please circle your changes, comments, or modifications in RED, to

make it easier for reviewers to find them.

Once the drawings have been modified/corrected, upload them into the ePlans system.
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Expand current | Collapse J‘

=- 9069-16
E||_:| Drawings & Specifications
47. At the Main Project screen, click the plus sign [+] next to the £ Index
Drawings folder. This will expand to display a list of subcode &-(3 Building
f |d - Electrical
olaers. -3 Elevator Layouts
. . . . . []Lj m
You will be uploading drawings into the appropriate L . Fooings & Foundatons
subcode folder. .3 Mechanical
— If necessary, you may upload an updated Index. L] \
. . . . . =-[3 Documents
—  You will be uploading supporting Project documents into L[:]'__Lj —
the appropriate subcode folder under the Documents [ Electrical
folder. -3 Elevator
B[ Fire
48. Click on a subcode folder to display the upload function. -3 Footings & Foundations
-3 Mechanical
.. Ca[Flumbing PI., o /
-l Structural

Folder: Applicant TestiDrawings'\Electrical {5 Files- 5 Mew)  Appli

|\hew Folders || Up!oed Files I i c E - —
Current Sort: I—Select— l

HE M esaBMMaxe?
El

[ E-l.pdf
10/17/2014 3:23:33 PM, 528 KB

George Semple

S5 e d X

When you open the folder, you will see two buttons,
View Folders and Upload Files.

49. Click on the Upload Files button. o

10/17/2014 3:23:33 PM, 474 KB
Gemge Semple

i B S a N8 X
—

E
10/17/2014 3:23:32 PM, 420 KB
George Semple

D | ‘
& ePlan Review

Upload files: Me

Select files to upload r

The Select files to upload box will display.
50. Click the Browse button.

[
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51. Navigate to the file location on your computer
and select or highlight files you want to
upload. Select multiple files by using the Shift
or Ctrl keys while clicking with your mouse.

52. Click the Open button and the files selected

will then be copied to the upload window.

At this point, you can either Upload or Add more
files. (If you want to add more files to the upload
window, click Add more files.)

53. To upload the files, click the Upload button.

Select files for uploading 'fil E
Lock i [ (3 Resdential Plary1 A oxiE
" ARCH-260.POF
;_\3 T CIVIL-253.POF
MyRecent "% CIvIL-256.POF
Documents = ELEC-258.pdF
9 T LAND-254.FOF
- " MECH-255.POF
Desklop =01 g 262, pf
" STRUCT-257.POF
" STRUCT-259.POF
L STRUCT-261.PDF
My Documents w101y 1.263.P0F
My Computer
My Netwock  File name: X Open
[ 2 [ I
Flesoltpe  |AIFies() =] Ced |

E! ePlan Review

[ sute ot oo wmmmﬁ

[
A confirmation screen will appear,

stating “Your files have been
uploaded” with a list of those files.

54. Close the confirmation screen by
clicking the Close button.

Upload files: Metadata
-
StampDe|
P-1.pdf IV6AT KB X
P-2.pdf 2596 KB X
Total 0% [ 655.53 KB
Upload URL:
URL Display Name:
URL:
il L.
f
F2 ePlan Review
1 Ppd
2 Plps
Both will close
window

.} State of NJ ePlan Review - Windows Internsat Explarer

You will be back at the Main

Project Hama

Project screen.

55. Click on the Applicant
Resubmit task.

This will reopen the eForm.

Task

Test Progst 10:08:14  ( AplcaniResubmt ) Applcant

Attached To  Status  Created On
it Pending 1087014 2.55.58 PM

Updated On
TEF014 2 5558 PM
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56. When the eForm opens, place a checkmark in each of the three check boxes at the bottom of the
screen.

57. Click the Complete button.

NOTE: the Complete button will not display until all three checkboxes have been checked.

Cycie/Status Review Comments Added By

Please rzeview changes and make corrections to drawings

1 - Comections Required 107872014 2.55:58 PM

[#) | have reviewed and addressed the Checkist Comments provided on the "Checklist™ tab above. Please click on the tab and review each item. Each comment will be indicated as
“Met” or "Hot Met™. If you would like to export a list of the comments to Excel, click on the "Export to Excel” knk in the upper right hand comer of the popup window.

[ [ have addressed all of the items listed in the Changemarks section above that were identified during the Plan Review.

X

| have uploaded the revised drawings into the "Drawings™ folder and, f requested, uploaded any revised documents into the Documents” folder using the SAME file name as the
onginal files. | am ready to complete my assigned task 2

] - | o

Once the Complete button has been clicked, the Project has been sent back to NJDCA to continue the
Plan Review process.

¥
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Review Cycles

The review process will continue until all corrections/modifications have been made and accepted by
NJDCA.

Each time corrections/modifications are Task nstructions

sent back to you, a new Review Cycle starts.

. . g . CHANGEMARKS - Review Cycle:m
When corrections/modifications are

required, you will receive an email ZMB  Filer Changemarks by Keyword: |
informing you that you have been aSSigned . Click Here to Load Changemarks. ..
a task in ePlans. &) Click Here to Publish Changemarks to PDF__

At thlS pOint repeat the Appllcant Resubmit Resolved Status File Cycle Department File Markup Description
process that starts on page 19.

Electrical E- £2 Changemarks

The Review Cycle dropdown will allow you | *=!te T Review  2pf=Z  notesgz  Needdum
to examine any Review Cycle information.
=~ Test Project 102114
=» [-}{_J Drawings & Specifications
. . --_J Index
Reviewing Changemarks (Markups
& g ( ps) - J[Building | «=—
1. Atthe Main Project screen, click the plus sign --£3 Electrical
[+] next to the Drawings folder. This will -3 Elevator
expand to display a list of subcode folders. £ Fire
2. Click on a subcode folder to display thumbnails --Jl Footings & Foundations
of drawings. -3 Mechanical
-~ Plumbing
-~ Structural
Folder: Test Project 10-08-14\Drawings\Electrical (4 Files - 5 E
New)
 view Folders | | upload Files om @
3. Toview a plan markup, click on the cunent St - Select - -
changemark .Z! icon next to the drawing, as = © DD
shown. = F) E-Lpdf
o 10/6/2014 4:19:42 PM, 525 KB
George Semple
B N
/S State of ] ePian Review - Windows Internet Explarer =lol 5[
I j
E ﬁ,‘g ePlan Review LT
o Markups attached to E-2.pdf
4. Select the Markup file and click the ViewEdit De*e'eiw Edit Markup Name Author Date
X 1 C E2 George Semple 10M7/2014 4:0219PM & & &
button. / [ viewEait |[| Clear Al | [ select Al for View
|
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All changemarks will display in the right-hand pane.

5. Asyou review, click on each changemark and you will
zoom directly into the red line from the reviewer.

File Versions

The file will display the most current version number of
the file, for example, the drawing to the right is version 2
(i.e., V2). Versions can only be managed when corrections
are uploaded with the SAME FILE NAME as the original
file name.

|:| glectrical plan.dwg V2
2/28/2010 5:42:09 AM, 244 KB
Falogna Perez

& & N

To see previous versions of the file, click the magnifying
glass icon.

Printing Changemarks

Option One (Pasting into a Word document)

1. Select the Copy Changemarks button.

[Copy Changemarks Y S|

Copy Ta Clpbosed
€ Selecte

2. Check all boxes and change Image Size for larger thumbnails of markups. S ‘

Irschude

Click OK. AL
W Hyperdnk{s)

4. Create a new Word document and paste the changemarks into the ¥ Bodkmadk Page

document. RTF Oup Foemal _
Image Swe

Fort ||s‘m=l 2z =
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Option Two (Creating a PDF file)

5. Click Publish to create a PDF of the changemarks overlaid on the drawing.

6. Select Publish to PDF.
7. Select OK.
In the Publish option screen—

8. Check Burn in Changemarks.

9. Check Append Changemarks Notes.

10. Click Publish.
11. Then choose Save to File.

12. Click OK.

13. Select the location to save the file on your computer and click Save.

»
Besihers Wemes of O#
[

BELMOMT | -MID

v

1 A [ -

4« » = A0

|Elevation Change

Fnot'ﬁ Issue

v O .
TFO3 Florence 02/07/2012 07:02
PM
Please outhine where all trees will be
planted, per PUBLIC RESOURCES

ICODE SECTION 4799.06-4799.12 -
(California Urban Forestry Act of 1978

Add Reply
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Plan Release

When plans are released by NJDCA, you will be notified by email. All released plans will be in the
Released folder.

Print Released Plans

After a release has been issued, the plans will be electronically stamped by the State. You will then
receive an email indicating that your plans are ready for downloading. The email will include instructions
on how to download and print your files. You will be required to print, sign, and seal two copies of the
released plans and deliver them to the agency* that will issue the required permits.

IMPORTANT: For State-owned building projects, do not submit printed plans to the NJ Department of
Community Affairs. The plans you have submitted in ePlans are sufficient.

*In most cases permits are issued by local municipalities, except for State Buildings’ projects. In that case
the permits are issued by the State Buildings unit within the DCA.
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Amendments to Projects

STOP! Amendments are only applicable if either a Partial Release for a specific subcode or Final
Release for the entire project has already been issued. If you are providing new files for subcodes that
have been released, please follow the process below.

IMPORTANT! Online Amendments will only work with Projects that were initiated online by applicants
through the ePlans system. If DCA created a Project from a paper application, online amendments will
not work. You should follow the Paper Application process.

Online Amendments
Amending Projects that were initiated through ePlans

If your project application was submitted through ePlans, you may use the Online Amendment feature.
The procedure below outlines the entire Online Amendment process from application to release.

Step 1 - Original Project Application Number

IMPORTANT: Before submitting an Amendment Application through ePlans, you must know the
Application Number of the Project that is being Amended. The Applications number will start with either
“NJPR”, “NJPRE” or “NJPRP” and can be found in the original application confirmation email, other
project related emails or by looking at the Project Description on Active Project List screen in ePlans.

Active Projects List
Project Options Description

2001-17 o @ 3 @j Seton Hall Univ- University Ctr Phase 1
200217 i} @ | @ Princeton Abbey Mausoleums MJPR-618
200317 048 @j 20 Maclean St, Princeton /MNJPR-TE3

200417 [ 1 < | @ Pemberton Solar Farm - System 1 /NJPR-738
200517 0 2= @ Pemberton Sclar Farm - System 2 /NJPR-733
200617 @) A AlE)  Township of Teaneck- Rt 4 Billboard NJPR-302

Step 2 - Initiating an Amendment Application
On the main landing page of ePlans in the section “Start New Application Request”,

A. First select the proper Request Type of:
e 4. Plan Review Amendment — ALL PAYMENT OPTIONS - Project prior to 04/01/19 or
e 5. Plan Review Amendment — ALL PAYMENT OPTIONS - Project after 04/01/19

B. Then enter a Request Name (Ex. Amendment to Project NJPR123)

C. Click “Start My Application Request”

Start New Application Request ?

g. To start a new application request follow the three steps below:
1._Select appropriate “Request Type” from dropdown menu
2. Enter descriptive application "Request Name"

3. Click the “Start My Application Request” button

RELITESM R s 1. Plan Review Application - ELECTRONIC PAYMENT OPTION ':'
2. Plan Review Application - PAPER CHECK PAYMENT OPTICN
| 3 Plan Review Application - FEF EXEMPT ENTITIES ONLY
Request Name: ~[ 4. Plan Review Amendment - ALL PAYMENT OPTIONS - Projects prior o 2/8/19
5. Plan Review Amendment - ALL PAYMENT OPTIONS - Projects after 3118119 * A
4B

start My Application Request 4—C
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Step 3 — Agree to Terms and Conditions
After reading the Terms and Conditions, scroll to bottom of screen and ...

1. Check box stating you “have read, understand, and agree” to the terms and conditions.
2. Click the “Accept & Start My Application” button.

July 24, 2017

Terms And Conditions @

TIMELINESS- The State has the right to expire, close or terminate any account that has not been used, or had activity occur onthe
account within a term, at the discretion of the State without notice to the account holder. It is the responsibility of the account holder

to monitor and review their account for denied projects, projects with corrections, and plan approvals. Plan review requirement
responses must be made using the system in a reasonable timely manner

INDEMNITY- You agree to defend, indemnify, and hold harmless the State and its employees ("Indemnified Parties”) from any and all
liabilities and costs incurred by Indemnified Parties in connection with any claim arising from your use of the Site, including but not
limited to, any breach by you of these Terms and Conditions of Use, including reasonable attorneys® fees and costs. You agree to
cooperate as fully as may be reasonably possible in the defense of any such claim. The State reserves the right to assume, at its own
expense, the exclusive defense and control of any matter otherwise subject to indemnification by you. You in turn shall not settle any
matter without the written consent of the State.

DISCLAIMER OF WARRANTY- You expressly understand and agree that your use of the Site, or any matenal available through this
Site, 1s at your own nsk. Neither the State nor its employees warrant that the Site will be uninterrupted, problem-free, free of
omissions, misstatements, or emors; nor do they make any warrang as to the results that may be obtained from the use of the Site.
The content and function of the Site are provided to you "as is," without warranties of any kind, either express or implied, including,
but not limited to, warranties of title, merchantability, fitness for a particular purpose or use, or "cumentness”.

LIMITATION OF LIABILITY- In no event will the State or its employees be liable for any incidental, indirect, special, punitive,
exemplary, or consequential damages, anising out of your use of or inability to use the Site, including without limitation, loss of
revenue or anticipated profits, loss of goodwill, loss of business, loss of data, failure to meet deadlines, computer failure or
malfunction, or any and all other damages.

SITE MAINTENANCE- The State has the right to perform periodic maintenance on the Site, which maintenance may cause service
interruption, without prior notification to you

rd
1 have read, understand, and agree to the above terms and conditions
Accept & Start My Application Back To My Home Page
2 .-ﬂ'

Step 4 - Linking Amendment Application to Original Project
Enter Original Project Application Number. This is the number referenced in Step 1 and will start with
the letters NJPR or NJPRE or NJPRP.

1. Enter Application/NJPR number
2. Click “Start Application”

"ﬁ' @I‘T‘IE .I...Profile George Semple Admin Logout

Amednment to 1005-19 @ March 20, 2018

Request Name: Amednment to 1005-19 Edit

Enter Project Number that is being Amended

1 2
—» [NJPR-2444 C Start Application | <f—

Your project number can be found on the Active Project screen. It will either start with NJPR or be a six-digit
number in the format of X2X00¢C — XX,
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Step 5 — Submitting Amendment Application
NOTE: Project Information Screen is read only and cannot be altered.

1. Expand Step 3 and “sign” Application

2. Click “Submit Request” button. Your application for amendment will now be tied to the original
Project and a new Task of Applicant Upload — Amended will be assigned. An email informing you
of this Task will be sent as soon as the system processes your application. This may take a few
minutes to process, so please be patient.

& Home M Profile eo

Amendment Application @

Request Name: Am

= Step 1 - Project Information

Project

“ | 111 West Road
Muricipality * [ gpp

County * | Bergen County
Lot Number

Block Number

tion or Addition
Repair, Renouation, Alteration, or Reconstruction

Project Type & M

+ Step 2 - Code Variation Request (optional)

For information an variations and exceptions please refer to N.JAC 5:23-2.0 through 2.13.

1
—

+ Signature

2

Save for Later Submit Request | “dff—

Step 6 - Application Confirmation Screen

NOTE: For Amendments, there are no fees due until individual reviews have been completed. You will
be notified by each sub code official, through ePlans, when review fees are due.

1. Print a copy of Application Request Confirmation for your records.

i Home L Profile George Semple | Admin | Logout

July 25, 2047

Application Request Confirmation

Thank You!

Applicant: George Semple
Signature Date:  7/25/2017 2:50:30 PM
Request Number: SUP-1238

Request Name:  Amendment to NJPR-1230

Print  —"1

IMPORTANT: If you are paying by paper check, please print this confirmation page and mail it, along with your check
to: NJ Department of Community Affairs, Bureau of Construction Project Review, PO Box 817, 101 South Broad Street,
4th Floor, Trenton, NJ 08625
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Step 7 — Uploading of Amended Plans and Completing Task

NOTE: From this step forward, the process is the same as any other Plan Review Project. Files are
uploaded, reviewed, corrections required, etc.

1. Click on Task of Applicant Upload-Amended to accept Task and click on “Continue Later” button

2. Upload Files proper sub-folder(s) within the Amendments to Released Drawings folder

3. Once all files are uploaded, click on Task of Applicant Upload-Amended (same as item 1) and
then click on “Upload Process Complete” button

i--,__l Amendments to Released Drawings

=] Index

+,__| Building

i~[3 Electrical

'1 ,__| Mechanical \2
,__| Plumbing

,__| Elevator Layouts

+-( Fire
,__| Footings & Foundations

Task Attached To

ApplicantUpload Amended Applicant

-3 Structural
{3 Documenis

Step 8 — Paying Review Fees & Release of Amended Plans

Before amended plans can be made available for download, the review fees must be paid. Each subcode
is reviewed separately and will be billed separately. A “PayFees Amended” Task will be generated for
each subcode review.

1. Click on the Task of “PayFees Amended”

Task Attached To Status Priority Due datl
PayFees Amended ‘_ 1 Applicant Pending
2. Note the Review Fees
3. Read any Reviewer Comments
4. Read and follow instructions for Payment Methods. Each method has their own procedures.
5. Select a Payment Method
6. Print a copy of this page (optional if you are paying electronically)
7. Click Pay Fees button and
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REVIEW CYCLE 1
REVIEW GROUP: APPLICANT - GEORGE SEMPLE@DCA NJ.GOV
GORRECTION LIST. VIEW CHECKLIST
REVIEW STATUS,
REVIEW COMMENTS:
ADMENDMENT COST
+2
3):
Zmended files have been reviewed and released, pending <
payment. 3
1- Approved George Semple TIZE2017 3:45:37 PM
[Payment Methods

Review fees for Amendments must be paid before released drawings are accessivle. | e 4
Please select your method of payment from the dropdown menu. Once payment
methed is selected, you may preceed with payment process.

NOTE: If paying by credit card or electronic check, plans will not be available for
download until payment is verified by DCA. If paying by paper check or money order, |--Select— 5
the check must be received by DCA before plans are available for download. You will JEERITHEETIENS Click to Print Thig Pa-:e‘_ B8
receive an email from the team supervisor when the plans are available for download

IMPORTANT. If paying by paper check or money order, print this screen and send if|
aleng with a check or money order, payable to ?Treasurer, State of NJ?, fo NJ
Department of Community Affairs, Bureau of Construction Project Review, PO Box 7
817, 101 South Broad Street, 4th Floor, Trenton, NJ 08625 /

I v I

Step 9 —-Downloading Amended Plans

NOTE: Amended plans that have been released will not be available for download until DCA has verified
that payment(s) for the reviews have been received. An email notification will go out to Applicant as
soon as payments are verified.

Until payment is verified, files will be locked and unavailable for download. Locked files are indicated by
a red padlock icon and red border around the Thumbnail of file.

Once files are unlocked they may be downloaded and printed.

Locked Files Unlocked Files

NJPR-1230 NJPR-1230

Main Contact: Main Contact:

Folder: NJPR-1230\Approved Ar| Folder: NJPR-1230\Approved A
View Folders | | Upload Files ®m O View Folders | | Upload Files ®m O

Current Sort Current Sort
FFE O 2o REDaX s FE OoaBbbaXs?
= . =

DBJ;MEIA‘_HQBK_ELM_

6/28/2017 2:27.07 PM. 644 KB
George Semple

B S e e

D A-3-EQUIPMENT PLAN. pdf
Bi38/2017 2:27.07 PM. 848 KB
George Semple

-
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[] A-1-HEW WORK PLAN pdf
62812017 2:27:07 PM. 558 KB 82812017 2:27:07 PM., 558 KB
George Semple George Semple
H S5 o O AR
D A-2-REFLECTED CEILING PLAN pdf El D A-2-REFLECTED CEILING PLAN pdf

I . y
B/28/2017 2:27.07 PM. 644 KB

v George Semple
; S e d 4

B D A-2-EQUIPMENT PLAN.pdf
I ; 7
B23/2017 2:27:07 PM. 648 KB

: George Semple
®Sed
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Paper Application Amendments
Amending Projects that were created using a paper Project Review Application

(Projects without NJPR or NJPRE or NJPRP numbers)

Amending Final Releases

When you need to submit an Amendment to a project with a Final Release, follow the following
process—

1. Complete Project Review Application.
d. Enter the Associated DCA Project Number in the appropriate space.
e. Fill out Section #1.
f. Check v the Amendment box in Section #2.
g. Check v appropriate Release Types in Section #4.

2. Email application to planreviewintake@dca.nj.gov.

Wait to receive a Task in ePlans so that you can upload files within the workflow.
4. Upload files to the Amendments to Released Drawings folder.

a. A new workflow will be started.

b. You will be assigned the Task of Applicant Upload.

5. If fees are applicable, you will be notified and must pay before plans can be released.

Amending Partial Releases

When you need to submit an Amendment to a project with a Partial Release, follow the following
process—

1. Complete Project Review Application.
c. Enter the Associated DCA Project Number in the appropriate space.
d. Fill out Section #1.
e. Check v the Amendment box in Section #2.
f. Check v appropriate Release Types in Section #4.

2. Email application to planreviewintake@dca.nj.gov.

Upload files to the Amendments to Released Drawings folder.

4. If fees are applicable, you will be notified and must pay before plans can be released.

Questions or Problems

Call Plan Review at 609-633-0800 or email planreviewintake@dca.nj.gov.

Applicant User’s Guide — Electronic Review 47 New Jersey Department of Community Affairs



Adding New™ Files

If new files (that were not part of the original submission) are being submitted for review, please notify
the Team Supervisor and the Reviewer by using the Notes button. This will help to avoid delays in the
review process and avoid confusion.

Home || & All Tasks | | Create Project | | All Reports Profile | Logout

Project Reports F"ruject—T'asks,—ﬂ @ Codes

After clicking on Notes, click Add Topic button.

Discussion Topics

Project: 1007-19 I:}

Add Topic || dF———

Show 5 * records

OPTIONS DISCUSSL.. CATEGCRY LEADER DISCUSSION STATUS DATE/TIME

0 - 0 of 0 records

Then click on the Send and Prepare Email button and select the appropriate recipients.

Topic:” - E Category:” || Vll -

Comment:
—_—
| Save J”Save and Prepare Email ||| Manage Participants || Cancel |
/ Show 5 * records
OPTIONS DISCUSSL.. CATEGORY LEADER DISCUSSION STATUS DATE/TIME
0 - 0 of 0 records

* New files are any files that must be released and were not part of the original project submission.
This does not include revised/modified plans that are being resubmitted as a result of comments
and corrections made by a reviewer.
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Reports

ePlan has two levels of reports:

Site Wide Reports

provide information about all projects in the
DCA ePlan System.

To run a report—

e Click on the icon %, next to the desired
report

Project Reports

display data for specific projects.

Some useful Project Reports include —

e All emails Sent
Lists every email, either system generated
or manually sent through ePlan using the
email function, including recipient, date
sent, and full email content.

e All Uploaded Files with Sheet Sizes
Lists every single file that has been
uploaded, including folder name, file name,
sheet size, number of pages, version,
submitter, and date uploaded.

e Markups Listing
Lists each individual change mark made by a
reviewer, including file name, change mark
text, date created, and reviewer’s name.
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F NEW JERSEY

= ~
"a.(f,).:" DEPARTMENT OF COMMUNITY AFFAIRS
Home Q All Tasks | | CreateFrojefiel All Reports Profile | Logout
Project Reports | | Project Tasks @ |2 Codes
Menu

D]
'r-g ePlan Review

Project and Workflow Reports for 919715

View  Report Hame

WL 1 ANEmals Sert Detaied Ragon)
M, 2 ANUploaced Fes wah Sheet Sces
B 3 Markups Listing

%, 4 Intaike Checkks! Repont

&, 5 Routing Sip Regort

T, & Review informaton

&, 7 Projmct Suts Repon

W, 5 Schedule of Resased Drawings

" i

Report Type Report Deseription
Fromet
Fromet
Fromet
Fromct
Froject
Fromst
Fromet
Fromet

Displays emads sant theough the sFans System
AN Upioaded Files with Shest Saus

Displays al changemaris for al sub codes
Checiis? Report (Met and Not Mef)

Disglays routing histony of #ach sub oode review
Ciapiays Paview Commaents entered by Flevaesrs
Status of Mmost fecent Lisks in project

Daspays ol reieasec fies by sob code

Page 1 of 1 (8 dams)

List of Reports

STATE O

Home | Q All Tasks

=i || Project Reports || Project Tasks

F NEW JERSEY

= 3l =
»(E,J.;’; DEPARTMENT OF COMMUNITY AFFAIRS

Create Project || All Reports Profile || Logout

@4

[©)

Codes

Menu

?} ePlan Review

&, 1 AIEmals Sent (Detaled Report)
2 Al Uploaded Fias wah Shawt Scas
3 Uarups Lateg
4, Intaie Checkin? Report

B g g g

5. Routing Sip Report

s

8. Review informaton

7. Progect Sutas Rapon

g ph

8. Schedule of Released Derwngs

" 1

Project and Workflow Reports for 9197-15

Report Type Report Description
Promet
Fromat
Fropat
Project
Froject
Fromat
Fraet
Froget

Disgiays emads sent theough the ¢Pans System
AR Ugicaced Fias witn Srest Saus

Duspiays o chaspemarks foe 8 sub codes
Checklat Report (Mt and Mot Lat)

Disphays muting history of sach sub code revies
Displays Review Comments antired by Raviewsns
Status of moBt rEcent tasks in project

Displays il relsased fies by sob code

Page 1 of 1 (2 mema)

Most of the report columns can be sorted by
clicking the column heading.

All reports can be exported as CSV, PDF, Excel,

Word, etc.
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e Intake Checklist Report
Lists all Intake comments met/not met for Prescreen Review.

¢ Routing Slip Report
Shows the detailed history of individual subcode reviews, including the task name, status, date
created, date updated, users (reviewer and applicant), review cycle, time to complete each.

e Review Information
Summarizes the Routing Slip Report, including subcode, start date, cycle & status, reviewer’s
summary comments, reviewer’s email, and Intake Prescreen Comments.

e Project Status Report
Illustrates the most recent activity for each subcode review, including subcode name, start date,
task name, task status, review status, date assigned, date updated, group name, user name, date
completed.

e Schedule of Released Drawings
Lists every released drawing associated with a project organized by subcode.
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Vista and Windows 7 Install Instruction

Sometimes users will encounter errors or issues as a result of incomplete installation of the client
components. This is often caused by permissions issues. The instructions below have proved useful in
resolving the security/permissions issues and getting a successful installation. (The account executing
these steps will need administrative privileges on the computer).

Uninstall-reinstall DCA Electronic Plan Review components

If the operating system is Vista or Windows 7, the user will need to turn OFF User Account Control (UAC)
first.

Additionally, if using IE 8, you will need to turn off protected mode. Turning of UAC in Windows 7 also
disables protected mode for IES.
Turning Off UAC in Windows Vista and Windows 7

The following link explains how to control UAC in Windows Vista and in Windows 7. You'll only need the
first few directions and screen shots, the rest is blog.

http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-way-on-

windows-vista/

Turning off Protected mode in IE8

The next link explains turning off protected mode in IE8 (apparently turning off UAC in Windows 7 also
disables protected mode for IE8)

http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-off.html

Then follow these steps:
Remove ALL ProjectDox components on the client:

1. Check for presence of program, and remove if found, using either a. or b. depending on version
of operating system you are using:

a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program Features, if
ProjectDox Components is listed then REMOVE

b. XP—Using Control Panel -> Add/Remove Programs, if ProjectDox Components is listed
then REMOVE

2. InlInternet Explorer (Internet Options->Browser History->Settings->View Objects - remove
anything Brava, ProjectDox, or Xupload).

3. After the above is completed, delete these directories and their contents: IGC (in Windows Vista
or 7, do a search for the filename IGC to locate, then delete)

a. In XP Documents and Settings->User Account->IGC

b. In XP Program Files->Avolve->Components).
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