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NJDCA Electronic Plan Review (ePlan Review)

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

Getting Started

Complete and mail the NJDCA Project Review Application, Plan Review Fee Schedule, Scope of Work*
and Payment. The forms along with instructions can be found on the NJ DCA web site at
www.nj.gov/dca/divisions/codes/offices/bcpr.html

Forms and payments should be sent via U.S. Mail to:

New Jersey Department of Community Affairs
Bureau of Construction Project Review

Intake and Admissions

101 South Broad Street, 4" Floor

PO Box 817

Trenton, NJ 08625-0817

* A Scope of Work is 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.

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

System Requirements

e You may use Internet Explorer v7.0 or higher, Google Chrome, or Firefox to access the NJDCA
Electronic Plan Review system.

e Prior to logging into NJDCA ePlan Review, the following actions must be completed:

— If your computer has pop-up blockers installed, disable pop-up blocking for the ePlan Review
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
ePlan Review, 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 27 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

Drawing and Specification Files — All required drawings following State standards for submission (along
with other information required by the Plan Submission Checklist on pages 15-17 of 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.

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.).

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 approval stamps. Please
leave the top right corner completely blank on all drawings (with exception of the border). Stamp
location box dimensions should be 3” width x 5” 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 approval stamps. Please
leave the top right corner completely blank (with exception of the border). Stamp location box
dimensions should be 3” width x 5” height (3/4” from edge of paper in both directions).

Stamp
Goes
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Signatures and Seals

During the Review Process

All plans, specifications, calculations, barrier-free cost letters, soil reports, and piling information must
display a signature and seal of a New Jersey licensed engineer per the Uniform Construction code. The
best way to do this is to place a digital graphic of the signature and seal on the CAD/digital plans.

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 NJDCA
ePlan Review 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 according to the above instructions.

Final Plans

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

File Naming Standards — Building Plans

Filenames

The file name of any uploaded drawing must match the drawing name/number.

File Type Standards

Only DWG, DWF, DGN, DXF or vector PDF files will be accepted for
drawings. PDF is the preferred file type, and it is recommended that Expand current | Collapse | 4
drawings created in AutoCAD be converted to Vector PDF by using the

Autodesk Vector Graphic Converter “DWG to PDF.pc3 plotter driver.” = t':ESt 102214_ o
(=l-_J Drawings & Specifications

If drawings are electrical, mechanical, plumbing/gas, etc., ensure that ¢ L3 Index

only the trade lines are dark by changing the background to grayscale | i-[3 Buiding

prior to saving as a vector PDF file. | l-CJ Electrical

Supporting files may be in the following formats: PDF, DOC, DOCX, XLS, . (3 Elevator

XLSX, PPT, PPS, PPTX, TIF, TIFF, JPG, PNG, IMG, or BMP. e
. [ Footings & Foundations

-3 Plumbing
- Structural

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

Folder Structure i
=<4 Documents

The Project folder structure is separated into three main folders: ! L-E3 Building

Drawings & Specifications, Documents, and Approved. | |CF Electrical

The Drawings & Specifications and Documents folders each contain -l Blevalor

sub-code folders. Plus (+) and minus (-) signs to the left of the folder L4 Fire

icons allow you to expand or contract the list of sub-code folders. . [ Footings & Foundations
i =3 Mechanical

Drawing & Specifications Folder -3 Plumbing

i = Structural
Drawings ‘(] Approved

e Each drawing must be uploaded as a separate file to the
appropriate sub-code 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 ePlan Review system will assign versions to each file.
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! 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 sub-code folders
within the Drawings & Specifications folder for the Project.

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

Documents Folder

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

Approved Folder

When all corrections are complete and the plans are released by NJDCA, they will be located in the
Approved folder. Released plans may be downloaded and printed.
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Logging into DCA’s ePlan Review System

First-time Users P8 ePlan Review

First-time users will receive a login user name and
temporary password from the NJDCA Division of
Codes and Standards upon approval of your
Project Review Application.

Invitation

Hello John Miller:

You have been added to the ProjectDox database and as a new member to the project listed below

Login gsemple3@gmail.com

Temporary Password: | TDAFEDA

Project 092713-TestProject-StateBuildings
Group Applicant

Invited by: George Semple

Project Owner: George Semple

Owner's Email. George. Semplef@dca.state.nj.us

Login to ProjectDox

Contact the Project Owner or a Project Administrator if you have questions regarding this project. Please do not raply to this email

The first time you use the system, you must change your e

temporary password. e o wntom st rem oo

1. Enter your new password, reconfirm the new password, :
and enter your personal account information. o =

Yellow highlighted fields are required, but a full Profile e T

record is ideal. — i

2. Then click the Save button in the middle of the screen. e

Passwords are case sensitive and must be 8 to 10 characters e N——

in length, with at least one number and no special e e —

characters. This Profile Information can be accessed at any e

time by selecting the Profile button at the top of the Home

page.

The login page also provides a shortcut to the

ePlan Review system that you can drag and drop Dirawisunt o Comsirs A

onto your PC desktop as well as a link to save the

ePlan Review web address to your favorites. w:“m SEEETT

3. Tosignin, enter your email address and s EEETTTET &
temporary password (first time use) and click e e
the Login button. _—

4. Internet Explorer users can use the Install Comparent
ProjectDox Components link circled in the ki l“““" e e
illustration to link to Active X Controller (MSI et s o e e
Component). > i
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Initial Plan Submission

Project Invitation

IMPORTANT: You cannot upload files until your
application has been processed and approved.

You will receive an email from NJDCA with an
Online Plan Review System link to the associated
Project within the ePlan Review system.

Logging In

1. Login to NJDCA ePlan Review with your full
email address and password.

If you have forgotten your password, click on the
Forgot Password link and your Password will be
emailed to you.

(This will work only if you have logged in once
and added a security question and answer.)

Uploading Files

?é ePlan Review

Invitation to Submit Plans for Electronic Review

Helle George:
Welcome to the State of New Jersev's online plan review system “ProjectDox”, Thes project mvitation has been sant fo you 1
response 1o your recent applscation. A project has been created 1o allow you 1o electronically upload your drawings for electronse
plan review

To help ensure a flawless subrminal and efficient plan check process, please seview our Standasds before vou upload (Clck here
for 1he ePlan Applicamt User Guide). Your submattal will be rejected if the following requicements are not met

« File naming standards
« Reserved space allowance for electronic approval ssamp (top right comer)
+ Drawing and Document file types: POF (preferred), DWF, DWG, DGN, DXF

STATE OF NEW JERSEY
DePARTMENT OF COMMUNITY AFFAIRS

Enter your e-mail address and password to continue.

STATE OF NEW JERSEY E

TERMS AND CONDITIONS OF USE

Your access to and use of the State New Jersey ProjectDox website

is subject to the following terms and conditions, as well as all

applicable laws. Your access to the Site is in consideration for your
lagreement to these Terms and Conditions of Use, whether or not you

are a registered user. By using the “Login™ button below, you accept,
without limitation or qualification. these Terms and Conditions of Use
[Throughout these Terms and Cenditions, the words “you™ and “your” EI

E-mail: George.Semple@dca.state.nj.us
Password:

Login I Eorgot your password?

When you have successfully logged into ePlan Review, a screen with a listing of your assigned Projects

will display.

E ePlan Review

Tost for Wskthow 529
Trasang progect for o to ProgctDon 101

o=
0a=e

STaTe or New Jessey

1. Click the Task List (PD Flow) button. || Task List (PD Fiow) | |

This will bring up your task list.
2. Click on the Applicant Upload task.

| = State of NI
Project Name ask Attached To  Status  Created On Updated On Updated By &
NITY AEFAIRY
Test Project 10-08-14 Applicantlpload Appiicant Pending  10/8/2014 10:47:38 AM 10/8/2014 10:47:38 AM

Prv!om 'Pt;'llll_& r‘.iﬂ_ilﬂl_!il Logout
[kt PO Fow ]| |

3. Click OK to accept the task.
When you click OK, the eForm will be displayed.

Applicant User’s Guide — Electronic Review
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4. Click the Continue Later button.

The eForm will close and you’ll be back at
the previous screen.

5. Click on the Project Name, which will
take you to the associated Project
screen.

6. Click on the Workflow
Portals button.

< ]
AFFAIRS

»

y Cick Here to Save Eform as PDE.

ePlans
Review

EEmrorneesy

Review Coordinator
Review Cyde

Workflow/Activity Name
© Adtivity Instructions

Current User Logon

N

George Semple ( George Semple@dca.state.nj.us )

1

Click_Here_To_Start_Partial_Release Workfiow / ApplicantUpload

Please upload all necessary drawings and i to the folders.
When all files have been uploaded and the submission is ready for State of New Jersey review,
please dlick the ‘Upload Process Complete’ button at the bottom of this form

Project Applicant { gsemple3@gmail.com)

rr_‘ieF’ian Review

2 State of M) ePian Review - Winvdows Inesret Explorer

By chcking on the ‘Upload Process Campiete’ button below,
wish 1o Subimi for Statle of New Jersey reer. 4
1 projectl) out o1 1 for Poject Appicant (gsampie3@ama com) [Recemtpromes ]
= Descripton
0a: For apgcant nstnucton gude

T

Task Amached To Sutus  Greated On Upaatea On Updatea By
7] cosonitiad Aplcam  Accepied 1087014 10473AN 1082014 11042AN  goempied@gmad com

G

CTORCN=CT
For appicant instrochon gude &
Project Info. Reports
e i T
et K
e
This will bring up the tasks ::*:;“W:‘ B
for this particular Project. |, p——— a — - - .
The list of folders on the
left side of the screen is
where you will be L " S——
uploading files.
You will be uploading drawings into the appropriate Drawings Test Project 10-08-14
sub-code folder, including the index of all the drawings. Main Gomtact: .
Expand current | Collapse | For

You will be uploading supporting Project documents into the

appropriate Documents sub-code folder.

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

code folders.

8. Click on a sub-code folder to display the upload function.

Applicant User’s Guide — Electronic Review
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.= Test Project 10-08-14
-h— {3 Drawings
o {23 Building
{_J Electrical (4 Files - 4 New)
{23 Elevator
{33 Fire
{23 Footings & Foundations
2 Mechanical
i {3 Structural
-IrL_,l Documents

{3 Calculations

3 Approved
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The upload screen will display two buttons, View
Folders and Upload Files.

9. Click on the Upload Files button.

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

11. 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.

12. 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.)

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

Applicant User’s Guide — Electronic Review

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) Click the Upload button below
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be

processed. Click the Refresh button at the top of
the page to refresh your file list view.

\

View Folders | || Upload Files |

r® ePlan Review

)|
A
Upload files: Me

Select files to upload ]
i

| [semee ]|

Select files for uploading E|Ei

Look it | I3 Residential Planvl = 0@

5 | arcH-260,POF
u..‘} T CIVIL-253.POF
MyRecent "% crviL-256.POF
Documents | =Fe, ec.o5g, paf

B = LAND-254.POF
" MECH-255 POF
Desklop & oy - 262.pc

| STRUCT-257 PDF

T STRUCT-259.FDF

= STRUCT-261.PDF

My Documents |- <tRucT-263.P0F

o

My Computer

by Metwork
Pla

File name: | :] Open
|

Fies of type: [l Files %)

) State of NJ ePlan Review -wmmmmmﬁ

R ePlan Review

1

Upload files: Matadata

 —— -

StampOe
P-1.pdf 396.47KB X

P-2.paf 2506 KB X

655.53 KB

Total 0% Z
=

Upload URL:
URL Display Name:
URL:

[ Upioad URL |

10 New Jersey Department of Community Affairs



A confirmation screen will appear, stating “Your 3 st oo Wegws e i =
files have been uploaded” with a list of those files. | £ZepianReview
14. Close the confirmation screen by clicking the ‘
Close button. i
You will be back at Project screen. | p———
15. Click the Workflow Portals :"rm B
button, which will bring up e e
your task list. e e
16. Click on the Applicant Upload ::’:""“"’ N e ]
task, which will reopen the o s st F= e BT — =
eForm. o e R e oo
17. Click the Upload Process — =

ePla_ns
Review

Complete button.

AFFAIRS

.. Cick Here to Save Eforn as PDF

[ T [ [

Review Coordinator George Semple [ George Semple@dca.state.njus )

Review Cycle 1

Workflow/Activity Name Click_Here To_Start_Partial Release Workflow / ApplicantUpload

@ Activity Instructions Please upload all necessary drawings and i to the folders.

When all files have been uploaded and the submission is ready for State of New Jersey review,
please dick the 'Upload Process Complete’ button at the bottom of this form

Current User Logon Project Applicant ( gsemple3@gmail.com)
" jpload ess Complete’ 1 that | al required drawings and supparting documents to the corresponding folders and naw
wish 1o submd for State of New Jersey review.
Trr—— T
_——
Process Review
A popup box will ask, “Completing this task will finish your ree i -

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

participation in this step and cannot be undone. Continue?

18. Click OK.

[ =

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

19. 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.
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Note: If you want to review your uploaded files, click on
the desired sub-code folder to reveal thumbnails of each

drawing. Current Sart: :-38|e<21‘ v
B O )|&bDb

| View Folders | |Uploatl Files | oOm @

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

i ) : i = [[] ARCH-260.POE
uploaded, file size, and History icon are shown. —M 2114/2011 12:14:14 PM, 269 KB
. . . . R TF10 Florence
Click on a thumbnail to display the full drawing. i i &
3 B
[
= [] SiviL-253.PDE
L‘"‘t—_ 2/14/2011 12:14:14 PM, 148 KB
| \,.i‘?_]" i TF10 Florenos
e (. -
S —
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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.

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

Login into ePlan Review.

t‘; ePlan Review

Prescreen Correction Request Task Assignment

Attention George:

Yourplan review for Application Appl Test - Appl Test Project is incamplete or
requires camections. A list of the outstsnding tems is svsisble on the ProjectDox 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 andior documents:

& Al comactions must be uplosded using the same file names s the original submittal

* Onece comections have been uploaded for review, no additional submissions will be acoepted
unless requested

* Please make comechions and resubmit as soon as possible

Project:
Description

Applicant Test
Applicant Test Project
Task: CorrectionComplete
Assigned by: | George Semple

Online Plan Review System

3. Click on the Workflow Portals

button. pe—————

. . . . = | Projectinto
This will display your task list. e

Description:

Repons

danm:; Forward < | Projects || /B, sie.wide Raports | Protie | Bl

Apphicant Test
Appiicant Test Project

Ho image exists

4. Click the CorrectionsComplete task.

5. Click OK to accept the task.

Applicant User’s Guide — Electronic Review

22 State of NJ ePlan Review - Windows Internet Explarer

i

Project Name

Task Attached To  Status  Created On

Pending 1082014 11:51:40 A 10872014 11:51:40 AM

13

Message from webpage: .

Q Do you want to accept this task?

| o |
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The eForm is displayed.

6. Read the information in the text
field.

7. Click on the View Intake Checklist
link.

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

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

9. Click the Save & Close button.

10. Back at the eForm, click Save &
Close.

EEmrarnres

Review Coordinator George Semple ( George Semple@dca statenjus )
Review Cycle 1
Workflow/Activity Name

© Activity Instructions

Click_Here To_Start_Partial Release Workflow / CorrectionComplete
Please review the Permit Clerks notes and submit the required drawings and documents.

urrent User Logen Project Applicant ( gsemple3@gmailcom)

[Task instructions

VIEW INTAKE CHECKLIST (2)

Please see Checkist for needed comections.

| T

ePlans
o Review
e s

GROUPNAME|cATEGORYS commeNT Resonse|  smamus  |UPDATED U;';;U;D

Each drawing must have a space for release stamp on top. ﬂ

right comer. location box dimensions should be 3

Prescreen  Width x §° hexght (34 from edge of paper in both directons). 1ogtely

1\ George
iy Revew  As outined on pages 4 of the Plan Review User Guide which ME"’ Semple 115050
can be found at
itp: v state: njusidcaldivisionsicodesTorms/pdt_beprindc [ ]
be placed n D
Presc 1082014
reen B seoe
Intake o 115050
et ! Some 11
Save & Close

The main Project screen will
be displayed when you Save
& Close the eForm.

@ Applicant Test Project

ﬂ ePlan Review

o o rorvara < | [prtects | 1B st-wito maora | prome ]| ][0 [ ogoun] | [aam]
| & Protect meports | | g worktiow portaa | | @ into | | 4Potes | | E1eman | | & e

™ Show 4ll Tasks For All Users

Task AttachedTo  Status
Accepled  10/17/2014 246:50 M

Created On Updated On

1011712014 259.08 P

Updated By Action

Applicant George. Sempleg@dca stale.njus Reassion

Page 10f1(1tems)|

After you have made the checklist corrections, log back into ePlan Review and upload the corrected

files.

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

Applicant User’s Guide — Electronic Review
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You will be uploading drawings into the appropriate sub-code folder.

=i~ Test Project 102114
> -l Drawings & Specifications

You will be uploading supporting Project documents into the
appropriate sub-code folder under the Documents folder.

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

expand to display a list of sub-code folders.

12. Click on a sub-code folder to display the upload function.

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

and Upload Files.
13. Click the Upload Files button.

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

15. Navigate to the file location on your computer

and select or highlight files you want to Look e [ Residental Pl -l of o
upload. Select multiple files by using the Shift KD Bemmier
. . . . My R = =
or Ctrl keys while clicking with your mouse. Dgujmi BRaecommd
. ] Q = LAND-254.POF
16. Click the Open button and the files selected e L 2SS For
. R . -__PLLMBM-Dd
will then be copied to the upload window. - ZSTRUCT-257 POF
/j - STRUCT-259 . FDF
o T STRUCT-261.PDF
Documents | STRIUCT-263.POF
58
My Compiter
Myptdwolk Fie name: | L] Open
= Files of ype: [&l Files 1) ~| Cancel

Applicant User’s Guide — Electronic Review
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- Index

a iy R

~[_Jl Electrical

~[_Jl Elevator

[ Fire

-l Footings & Foundations
- Mechanical

=l Plumbing

-~ Structural

e 1o -l Documents

-3 Electrical

-l Elevator

~[ Fire

[l Footings & Foundations
EF' Mechanical

-3 Plumbing

-3 Structural

-l Approved

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) Click the Upload button below
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be

processed. Click the Refresh button at the top of
the page to refresh your file list view.

\

View Folders | || Upload Files |

D | .
i':'g ePlan Review

Upload files:

Select files to upload ]
&

Select files for uploading

New Jersey Department of Community Affairs



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.)

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

2 smm@;nmmvmmw:

E! ePlan Review

P-1.pdf 396.47K8 X
P-2.pdf 250.6K8 X
= S T

e o] G
Upload URL:
URL Display Name:

URL:

Upload URL

A confirmation screen will appear, stating “Your

files have been uploaded” with a list of those files. | fZePian Review

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

.2 State of NJ ePlan Review - Windaws Internet Explorer

faur files have been uploaded.

Both will dlose

/ window

You will be back at Project screen. L] rorwars o | Pt ] /st e sepes e | 5] 8] (8] L] | [ |
- IR Project Reports | portats | | @ wro ] | @motes | [Eremes ] |G ean
19. Click on the Corrections e .
a = 2] or Brs |
complete taSk- Task Attached To Status. Creatod On Updated On Updated By Actan
CormctionComolele Applicant Accepled 1172014 245,50 PM A0ATR014 259:08 PM Geoege Semple@dca stabe.njus Reasdion
This will reopen the eForm. S
" 4 (3 L] Page 101 (1 Rems)
Fhrlmklb\ln:

20. When the eForm opens, place a checkmark in the “I have uploa
Corrections Complete button will display.

21. Click the Corrections Complete button.

ded the corrected...” and the

,' fick Here 1o Save Eform as PDF.

Review Coordinator George Semple ( George.Semple@dca.state.nj.us )

Review Cycle 1
Workflow/Activity Name

@ Activity Instructions

Current User Logon Project Applicant ( gsemple3@gmail.com)

et

Click_Here_To_Start_Partial_Release_Workflow / CorrectionComplete
Please review the Permit Clerks notes and submit the required drawings and documents.

Task Instructions.

1 VIEW INTAKE CHECKLIST (2)

~

Please see Gheckiist for needed cofrections

2

N

ave uploaded the corrected documents and/or drawings as indicated below.

Corrections Complete

Save And Close

Applicant User’s Guide — Electronic Review 16 New
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22. Click OK at the confirmation box.

| ‘¥ 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.

1. To login into ePlan Review, click the Online Plan

Review System link in the email.

Login to the ePlan Review system.

g'} ePlan Review

Applicant Resubmit Task Assignment

Attention George:

Your plan review submission for Appliestion Applicant Test - Applicant Test Project is incomplete or
requires conections. A st of the outstanding ems is avaisble on the ProjectDox ste

When comected plans snd or documents sre resdy for re-submittal, plesse. Login to ProjectDox snd
follow the instructions provided for re-submittal.

Plesse be advised when re-submiting drawings snd/or dosuments:

+  Allcorrections must be uplosded using the same fie names as the onginal submittsl

+  Onoe corections have been uploaded for review. no additions| submissians wil be accepted
unless requested

+  Please mske comections and resubmit as soon as possible

*  Forquestions regsrding plan review comections, please contact the plan reviewer respansitle
for yourreview, which can be found in the review section of the eform relsted to your task.

Applicant Test
Applicant Test Project
ApplicantResubmit
Gearge Semple

Ounline Plan Review System

Project
Description
Task:
Assigned by-

Click on the Workflow Portals
button.

Appacant Test Project

ﬂ

Project Info Reports
Project Humber:

Descriplion:

= tack | [rorward w | [Proiects || /& sne-wae neports | [promme | [[31] (98] [ 6] [ cogout]
";D;q-:lﬂ-wum 0 nto | | Fcres | [Z1Eman |

Applicant Tost
Agplicant Test Project
bin imane sxsty

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

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

The eForm is displayed and should list changemarks.

k| Forwars | Brfocts | 7, ste st naports | ot 21 8] [0 ] Logowt] | [Acmin

& ProjectAeports | | Worknow Portats | [@ nio] [&F)hotes | [2eman| [Bean

opicant Test Project

=] ™ Shaw All Tasks For Al Users [

Task

artached To Status Created On Upaated O Action

101772014 40408 PU

Updatea By
Appiicant

Pending 10172014 40408 P

no[ room Page 10f1(1 dems)

Start Workflows:

Message from webpage

9 Do you want 1o accept this task?

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

6.

7. Review the changemarks.

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

If you click 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.

Click the Save & Close button.

Applicant User’s Guide — Electronic Review
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..+ Click Here to Load Changemarks.

.)‘., Click Here to Publish Changemarks to PDF

— * )

Electrical  E- Restroom ;
Yes|No No 1 Review 2 @ door I Need specifications on electric door npenerl
\ A
i | i
1 1 (]
I I i
1 1 1
E E- i : =
lectrical - 1 . S . . -
Yes|No No 1 Revi 2 paf E-2 { Junction Box Need a juntion %ox in this location. :
1 I 1
1 1 (]
H I i
1 1 1
1 1 1
' i i
1
Electrical E- 1 Changemarks 1
Yes|No No 1 Review 1 pdf E-1 | note #01 Need to leave l?ls area biank for stamp :
I I 1
1 1 1
1 1 (]
| I i
1 1 1
i i i
Electrical  E- g 1
Yes|No No 1 Revi 2 pat E-2 { Range Hood Need to add ra#ge hood with fan -
U 1 ) -
Y Y \/
]

REVIEW LOG

CyclelStatus Review Comments Added By

lease review changes and make corrections 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.

Once the drawings have been modified/corrected, upload them into the ePlan Review system.

9. At the Main Project screen, click the plus sign [+] next to the = Test Project 102114
Drawings folder. This will expand to display a list of sub-code £+ Drawings & Specifications
folders. (3 Index

- CafE ) 4

—  You will be uploading drawings into the appropriate sub- (3 Electrical

code folder. -l E.\evator
- Eire

— If necessary, you may upload an updated Index. --[3 Footings & Foundations

— You will be uploading supporting Project documents into -3 Plumbing

the appropriate sub-code folder under the Documents -l Structural
"‘[Z—'--L] Documents

folder. - Bulong | €—

10. Click on a sub-code folder to display the upload function. g SEE;’?

(3 Fire

-3 Footings & Foundalions
Mechanical

-+ Plumbing

- Structural

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

11. Click on the Upload Files button.

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

13. 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.

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

Applicant User’s Guide — Electronic Review

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

[ View Folders ||| Upload Files || < CE e mEH
Current Sort: |-Se|ect- vl |

HE M eseBr@ax e®
[ Etpdf

10/17/2014 2:23:33 PM, 528 KB

George Semple

S5 ad X

[ E-2.pdf
10/17/2014 3:23:33 PM, 474 KB

George Semple
B Sa @ X

[~ E.pdf
10/17/2014 3:23:33 PM, 480 KB

George Semple

E ePlan Review

Upload files: Me

Select files to upload

Select files for uploading E|E|

Lookin: | I3 Pesidential Planvl 5 0 E

L " ARCH-260 POF
L..‘} T CIVIL-253.P0F
My Recent | "%)c1vIL-256.POF
Documents =g, £.o59, pof
{3 = LAND-254.POF
| MECH-255. POF
Desklop = oy - 262, pcf
: "% STRUCT-257.PDF
J T STRUCT-259.FDF

= STRUCT-261.PDF
My Documents | e

| STRUCT-263.FDF
=9
My Computer

My Netwosk  File name: | L] Open
Places
Fies of type: [l Ftes %) =

20

New Jersey Department of Community Affairs



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.) ' E! ePlan Review
15. To upload the files, click the Upload button. | [ Gpioad ies:
T
P-1.pdf 39647 KB X
P-2.pdf 2596 KB X
Total 0% [ 655.53 KB
e '_ - r——
Upload URL:
URL Display Name:
URL:
Upiload URL
A confirmation screen will appear, ) S of ) i Revi - Windows it Exlorer =

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

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

‘ P! ePlan Review

Py
BL

e Wi
/Giir files have been uploaded /

Both will dlose
window

You will be back at the Main

f@sazormmm-mmm 3

Project Name

Project screen.

1 Pro 0814 Applt
Tost Projost 100814 ol

Pending 10082014 2.55:56 PM 10/8r2014 2:55:56 FM

17. Click on the Applicant
Resubmit task.

This will reopen the eForm.

18. When the eForm opens, place a checkmark in each of the three check boxes at the bottom of the

screen.

19. Click the Complete button.

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

Applicant User’s Guide — Electronic Review
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REVIEW LOG

Cycle/Status Review Comments Added By

Please review changes and make corrections to drawings

1 - Comrections Required George Semple 10/8/2014 2:55:58 PM

[ |! have reviewed and add d the Checklist Ci provided on the "Checklist” tab above. Please click on the tab and review each item. Each comment will be indicated as
"Met” or “Not Met™. If you would like to export a list of the comments to Excel, click on the "Export to Excel” link in the upper right hand comner of the popup window.

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

];,: | have uploaded the revised drawings into the "Drawings” folder and, if requested, uploaded any revised documents into the "Documents” folder using the SAME file name as the
= |original files. | am ready to complete my assigned task. 2

e

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 ePlan Review.

At this point, repeat the Applicant Resubmit
process that starts on page 18.

The Review Cycle dropdown will allow you

CHANGEMARKS - Review Cycle: |

Filter Changemarks by Keyword:

»

Resolved Status

Click Here to Load Changemarks. ..
Click Here to Publish Changemarks to PDF...

File Description

Cycle Department File Markup

Yes|No No EIe;tricaI E- E2 Changemarks Need Jun
to examine any Review Cycle information. T Review  Zpdf==  note #02
Reviewing Changemarks (Markups) = Test Project 102114
1. At the Main Project screen, click the plus sign » “_Lj R NS 5 SPer i Finns
[+] next to the Drawings folder. This will i - Index
expand to display a list of sub-code folders. - J|Building | €—
. . --[_J Electrical
2. Click on a sub-code folder to display = eyt
thumbnails of drawings. -1 Elevator
- Fire
--[_J] Footings & Foundations
-~ Mechanical
-~ Plumbing
-3 Structural
3. Toviewa plan markup' CIiCk on the Folder: Test Project 10-08-14\Drawings'\Electrical (4 Files - 5 F
changemark /'t icon next to the drawing, as New)
shown. | view Folders | | upload Files em @
Current Sort: - Select - v
B o DbD
=l [ E-1.pdf
e 10/6/2014 4:19:42 PM, 525 KB
George Semple
B N
4. Select the Markup file and click the ViewEdit -;lﬂlélf
button. ' ‘
ePlan Review Clase Windew
) Markups attached to E-2.pdl
Delete View Edit Markup Name Author Date
X - C E2 George Semple 1017/2014 40219PM & & (%3
/ | [ viewEait |[[ clear A | [ Select Al for View
[]
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All changemarks will display in the right hand pane.

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

File Versions

|:| electrical plan.dwg 2
22852010 2:42:09 AM, 344 KB
Falona Perez

& @ N

The file will display the must 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.

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.

2. Check all boxes and change Image Size for larger 2

thumbnails of markups. .-?yz.,cwa- |

Click OK. Al Changamarks

- Irscude —

4. Create a new Word document and paste the D Chatumenr 1o

changemarks into the document. ¥ Hyperinkts)
¥ Bockmatk Pags

| RTF Output Fomat
Image Size

Font.. ISmal (&%) 'I
Ok | Cowel | e |
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Option Two (Creating a PDF file)

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—

Check Burn in Changemarks.

Check Append Changemarks Notes.

Click Publish.

Then choose Save to File.

Click OK.

L 0 N o v &

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

N mrAaEreE
« » = 2@

FootinE Issue |

3 £- 0
TFO3 Florence 02/07/2012 07:02

waree, smasba

PM

Please outline where all trees wil be
 |planted, per PUBLIC RESOURCES
(CODE SECTION 4799.06-4799.12 -
. |California Urban Forestry Act of 1978

BILMONT | «MED
Sewthers Homes of Duvis,

-

|

<
2
i
i

L
=
E ]

Add Reply
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Plan Approval/Release

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

Print Approved Plans

After an approval has been issued, the plans will be electronically stamped by the State. You will then
receive an email indicating that your application is ready. 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 approved
plans and deliver them to the agency* that will issue the required permits.

*In most cases permits are issued by local municipalities, except for State Buildings’ projects. In that case
the permits are issues by the State Buildings unit within the BCPR.
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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 Programes, if ProjectDox Components is listed
then REMOVE

2. InInternet 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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