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In addition to this user manual, please
refer to the instructions provided in the
electronic forms (eForms) for further
assistance.
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Electronic Plan Submission

Electronic Plan Review is a web-based solution that will allow building plans to be
submitted electronically, improve the plan review cycle, reduce costs associated with
obtaining residential and commercial construction permits, as well as support green
initiatives.

Please complete the following prior to getting started:

1. Submit an application to the City of Beverly Hills Permit Center located at:
455 North Rexford Drive
Beverly Hills, CA 90210
where you will be given a permit/project number and fees can be paid.

2. Review the standards for how to name your drawing and documents files,
border spacing, acceptable file formats, etc. (See Standards section in this
guide.)

Standards

Standards allow for easy identification of drawing by naming convention, vector file
types in order to facilitate the most efficient review, color coding of comments for visual
identification of departments and so on.

Required Files

1. Drawing Files — all required drawings as well as an index page following City
standards for submission (along with other information required by the City’s
checklist). Each page of the drawing shall be uploaded as a separate file.

2. Supporting Document Files — all other files that are required as part of the
application submission but are not drawing files (ie. Drainage Calculations,
Easement letter, certifications, etc.) Each document shall be uploaded as a
separate file.

Border Standards
All Drawing Files

o The top right corner of all drawings must be reserved for the City of Beverly Hills
electronic approval stamps. Please leave the Top Right corner completely blank
on all drawings (with exception of the border and Right Hand Title Blocks).

24x36 or 36x 48 Plans or larger All Plan Sheets — Stamp location box dimensions: 3”
width x 5” height (3” from right edge of paper and 1” from top edge of paper)

18x 24 Plans All Plan Sheets — Stamp location box dimensions: 2” width x 3” height
(2” from right edge of paper and 1” from top edge of paper)
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11x17 Plans All Plan Sheets — Stamp location box dimensions: 2” width x 3” height
(2” from right edge of paper and 1” from top edge of paper)

11x17 Plans All Plan Sheets — Stamp location box dimensions: 2” width x 3” height
(2” from right edge of paper and 1” from top edge of paper)

File Naming Standards — Development Plans

Filenames for drawings submitted through ePlans Review should include the first
character(s) of the discipline name, followed by a 3-digit sheet number and drawing
type. File names for both drawings and documents shall remain the same for all
submittals. Please do not version files when uploading resubmitted files.

e Discipline - First character in the file name represents the discipline area followed
by the page number and type of drawing, i.e. C002 - Site Layout. Ensure that all
plans, including the associated details, are submitted under the correct
discipline characters to use.

¢ Sheet Number - Must be a 3 digit number with leading zeros. Note: if decimals
are needed, place decimal after the 3 digit, ex. P001.99

Drawing Type Discipline Sheet Number Example File Names
Civil CIVIL 001-999
Cover CIVIL CO001 - COVER
Site Layout CIVIL C002 - SITE
Dra'”a%‘fa/ Srad'”g CIVIL COO3 -GRADING
Utility Plan CIVIL C004 - UTILITY
Details CIVIL CO005 - DETAILS
Erosion Control CIVIL C006 —EC
Landscape CIVIL C007 - LANDSCP
Survey SURVEY 001-999 S001 - SURVEY
Landscape Plan LANDSCAPE 001-999 LO01- IRRIG

File Naming Standards - Building Plans (Residential & Commercial)

Filenames for drawings submitted through Beverly Hills Electronic Review should include
the first character(s) of the discipline name, followed by a 3-digit sheet number and
drawing type. File names for both drawings and documents shall remain the same for
all submittals. Please do not version files when uploading resubmitted files.

e Discipline - First character(s) in the file name represents the discipline area
followed by the page number and type of drawing, i.e. A0O02 — Elevations. Ensure
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that all plans, including the associated details, are submitted under the correct

discipline characters to use.

¢ Sheet Number - Must be a 3 digit number with leading zeros. Note: if decimals

are needed, place decimal after the 3 digit, ex. P001.99

Drawing Type Discipline Character N?J?ﬁg; Example File Names
Architectural ARCHITECTURAL A

Cover Sheet ARCHITECTURAL A A0.1 A0-1 COVER

Floor Plan ARCHITECTURAL A Al A001 - FLOOR PLAN

Foundation ARCHITECTURAL A A2 A2 - FDN

Elevations ARCHITECTURAL A A4.0 - A4.999 A4 - ELEV

(Exterior)

Details ARCHITECTURAL A A6.0 - A6.999 A6 - DETAILS
Interior Design INTERIOR

DESIGN ID ID1 - 1D999 ID9 - INTDGN

Structural - All
(Structural and
related plans STRUCTURAL S $1.0 - $999.0 S1 - STEEL BLDG
including
details)
Civil CIVIL C C1.0-C99.0 C9 - CIVIL
General Notes | GENERAL NOTES GN GN1 - GN99 GN1 NOTES
Plumbing PLUMBING P P1 - P999 P1 - PLUMB
Electrical ELECTRIC E E1-E999 El - ELEC
Mechanical MECHANICAL M M1 - M999 M101 - MECH
Landscape LANDSCAPE L L1 -L999 L11 - IRRIG
Survey SURVEY SVY SVY1 - SVY999 SVYO008 - SURVEY
Shoring SHORING SHR SHR1 - SHR999 | SHR022 - SHORING
Fire Protection FIRE FA or FS

Fire Alarm FIRE FA FA1-FA999 FA5 - ALARM

Fire Sprinkler FIRE FS FS1-FS999 FS3 - SPRINKLER
Energy (Title 24) ENERGY EN EN1-EN99 EN12 - ENERGY

File Type Standards

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).

Only DWG, DWF, DGN, DXF or vector PDF files will be accepted for drawings. AutoCAD
software is commonly used to create drawing files. If PDF is the preferred file type, it is
recommended that drawings created in AutoCAD are converted to Vector PDF by
using the Autodesk Vector Graphic Converter “DWG to PDF.pc3 plotter driver.”
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If drawings are electrical, mechanical, plumbing/gas, etc, confirm that only the trade

lines are dark by changing the background to grayscale prior to saving as a vector PDF
file.

I “ Plotter Configuration Editer - DWG To POF pe3 :'E'E'
General | Ports  Oenace and Document Safngs

14 D' To PDF pcd
= 9% Media
B Sowce and Siee Sire: AN expand B (1100 x 17.00 inches)»
- §& Graphics

‘ed Mecior Graphics #Cks 18777216 (24bi] colotsseRes Defaulis o o

7= Custom Propahes

B Userdelned Paper Sizes & Calibeation
LA Cusiom Peper Sizas
L3 Medity Standard Pagper Sipes (Prnisble Area)
2] Fimar Paper Sizes
o Pliaher Calibeafion
T PP Fils Name <Mones

This deice carsol conigune scme|al) of hess veluss

PR N — T T— .
| fmport | | SEemdis | Datauhs |

QK | | Cancal ] [ Hela

Electronic Signatures
¢ All drawings to be uploaded must contain an electronic seal and signature.

Folder Structure
¢ All documentation (any non-drawing files, truss calculations, geotechnical
reports, etc.) should be uploaded into the “Documents” folder for each project.
¢ All drawings should be uploaded to the “Drawings” folder for each project.

o0 The Site layout for building plans should be uploaded into the drawings
folder.

Corrections or “Markup” Color Standards

¢ Standard markup names and colors will be used for each reviewing department
for easy identification. A markup can have one or more “changemarks.”
Changemarks are created to quickly identify a markup and associated
comments.

e Corrected files should always be re-submitted with the SAME FILE NAME as the
original submittal.
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Group Name

Color

Building Plan Examiner Red

CS - Urban Forestry Dark Green
Fire Department Magenta
Planning - Development Review Dark Blue
Planning - Long Range Pink
Planning - Urban Design and Historic Light Green
Police Department Yellow
Public Works - Civil Engineering Orange
Public Works - Parking Gold

Public Works - Solid Waste Brown
Public Works - Stormwater Cyan
Public Works - Transportation Purple
Public Works - Water Cyan
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Login to City of Beverly Hills Electronic Review System

Electronic Review Invitation

When your application is processed and input into the Beverly Hills Online Business
Center (OBC) permitting system, a Beverly Hills Electronic Review invitation will be sent
to your e-mail address. The e-mail will contain your login information and information
about your project, including a link to the project. The site address for the City of Beverly
Hills Electronic Review system is: https://www.eplan.beverlyhills.org.

’ 2
¥ ReViEw

Invitation to Submit Plans for Electronic Review

Hello Tvson Florence:

Welcome to the Citv of Beverly Hills Development Review permit project electronic plan check svstem. This project invitation has been sent
to vou in response to vour permit request. A permit project has been created to allow vou to electronicallv upload vour CAD drawings for
permit plan check review. To access vour new permit project, follow the instructions below

Click the Project Access link below

Enter vour User Login and Temporary Password

Click on the Project link on the "My Projects” page

Click on the "Drawings" folder

Click the "Upload Files" button and follow the instructions to upload vour CAD drawings. View the City of Beverly Hills Electronic
Plan Submission Guide here

6. Your drawings have now been submitted for plan check review

A e L) b e

The City of Beverly Hills will accept the following file tvpes.

Drawings: PDF (preferred). DWG. DGN, DWE, DXF

Supporting Documents:

DOC, DOCX, XLS, XLSX, PPT, PPTX. PPS PPSX. PDF, JPG, TIF, TIFF. PNG, IMG, BMP, TXT. VSD, RTF

User Login: tflorencef@avelvesoftwvare.com
Project Permit =: PL1200015
Project Contact: Beverly Hills Eplan

Project Contact's Email: | eplan@ beverlvhills.org

Project Permit Access Link

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

For any technical issues or questions related to this permit. please contact the Community Development Department at (310) 283-1141 or
developmentcoordinator@beveryhills org

This is an automated email notification and this email account is not monitored. Please do not reply to this email. Contact the Plan Check
Coordinator if you have questions regarding this project.
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New Users

1. We recommend the use Internet Explorer v7.0 or higher to access the Beverly Hills
Electronic Review system. Other internet browsers may provide a limited
experience.

2. Prior to logging into the Beverly Hills Electronic Review system, the following
actions must be completed:

If your computer has pop-up blockers installed, you will need to disable pop-
up blocking for the Beverly Hills Electronic Review system web address
(https://eplan.beverlyhills.org). The indicator that this has not been done wiill
occur when you type in your login and password, then hit the Login button
and the page immediately disappears. It is not uncommon to have more
than one pop-up blocker installed (Internet Explorer, Google Task Bar, etc).
Once the Beverly Hills Electronic Review site is allowed, you will be able to
utilize the application.

The login page has a MSI (Microsoft Silent Install) component required to
install all the necessary Beverly Hills Electronic Review ActiveX controls. This
installation will only need to be done once; if you utilize a different computer
it will require another installation for each unique computer. The link to the
component install is shown below. (Please contact Support if you are running
Windows 7 or Vista on your computer.)

The login page also provides a shortcut that you can drag and drop onto
your desk top as well as a link to save the Beverly Hills Electronic Review web
address to your favorites.
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3. Tosignin, enter your e-mail address and temporary password (first time use) and
click the Login button, as shown below:

RONIC REVIEW

TERMS AND COMDITIONS OF USE

NIC "Your access to and use of the City of Beverly Hills {"City") ProjectDox
website (the "Site”) is subject to the following terms and conditions,
as well as all applicable laws. Your access to the Site is in
consideration for your agreement 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

CITY OF BEVERLY HILLS g

Terms and Conditions of Use. Throughout these Terms and E‘
E-mail: jdeanda@beverlyhills org
Password: |
Link to MSI Login | Forgot vour password?
Installation
Component
3 © 2012 Avolve Software.
prOJECt ProjectDox (Version 7.T) is a trademark of Avolve Software. All rights reserved. a \Jl . =
To create a desktop shortcut, click and drag
Install ProjectDox Compaonents the icon below to your desktop. Click here to add TEST Beverly Hills
Electronic Review
to your Favorites
\ your Favori
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4. Enter your new password and reconfirm the new password, personal account
information. Yellow highlighted fields are required but a full Profile record is ideal,
then click the Save button in the middle of the screen. Remember passwords are
case sensitive and must be 8 to 10 characters is length with at least one number
and no special characters. This Profile Information can be accessed at anytime
by selecting the “Profile” button at the top of the Home page.

Change Password: Password Reset Question & Answer:
Mew password:?* Security question |

Confirm new password:* Security answer:?* |

Paszsword must not contain special characters, must contain at least one digit and one alphabetic character, and must be between 8 and 10 characters

Profile Information

Contact User | Project | Group
Information Metadata Membership Membership
* Required field
First Mame: * I'I'Fﬂﬁi Last Name: * W
Email: *  t06@avolvesoftware.com HTML farmat €0
Title: * |
Company: * |
Address 1. |
Address 2
city:* |
State/Province* | AZ v | Postal Coder® ’7
Country: |USA
phone:s [ Fax
Mobile: Pager:
Stamps: (i}
Language:® | en “

Existing Users

If you are a returning user, login to ePlans Review with your full e-mail address and
password. If you have forgotten your password, click on the “Forgot Password” button
so that it can be e-mailed to you. This will work only if you have logged in once and
added a security question and answer.
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Uploading Files
1. When you have successfully logged into Beverly Hills Electronic Review system,
the projects screen will display. Any projects for which you have access will
display in the list. Any outstanding tasks that require your action are displayed in
the Task List area below the project list. Select the specific project that
corresponds to the plans you will be uploading. The projects are listed in order by
Project number, but can be sorted by clicking on any header field name.
T REViEw )

ELECTRONIC

|
20 project(s) out of 20 for TF01 Florence ({f01@avolvesoftware.com) Press Enter To Search:
Activity Number Options Activity Type / Description Plan Review Owner Status
BS1111142 [i] ta = Mechanical-R/R OF ONE 30 TON CARRIER ROOFTOP PACKING UNIT W/ DIRECT REPLACEMENT 30 TON CARRIER PACKAGE UNIT W/ CURB ADAFTER. Tyson Florence Prescreen
2556 [ Xl =) Electrical-DEMOLITION Beverly Hills Eplan  [None]
[i] ta [ =) After Hours-DEMOLITION Tyson Florence Approved
[ = Construction Related Parking-DEMOLITION1 Beverly Hills Eplan  [None]
[ =) Demolition-DEMOLITION Beverly Hills Eplan  [None]
B51200002 [ Eaf =] Building-Test - ProjecDox Tyson Florence Approved
BE1200003 [ = Electrical-TestNo 2 ProjectDox Tyson Florence Appraved
BS1200004 O£ = Plumbing-test permit Jesse De Anda Approved
BS1200005 [ Eaf = Grading-test 2 Beverly Hills Eplan  Withdrawn
BS1200010 08= Building-ProjectDox Test Number 1 Tyson Florence Approved
BS1200011 [ = Plumbing-ProjectDox Test Mumber 2 Beverly Hills Eplan  [None]
BS1200013 0L = Electrical-Test Number 4 Beverly Hills Eplan  [None]
BS1200014 [ Pea)e=| Plumbing-Test Permit for ProjectDox Training Tyson Florence Appraved
Development - Planning Froject ) £7) B2 Development - Planning Project Tysen Florence In Review
Development - SA Project 0= 54 Development Project Tyson Florence Prescreen
IIDZII Page 1 of 2 (20 ftems)

2. Click on your activity number, then click the “Drawings” folder to upload your
plan drawings or “Documents” folder to upload supporting project documents.

@ REViEW

BS1200014

IMain Contact: Tyson Florence - Test

Esxpsnd curent | Collapse | Flumbing-Test Permit for ProjectDox Tra
=- B$1200014

Activity Info | Reports

L Files - 2 Naw)

Drawings |
- Documents

Activity Name: BS1200014
Description: Flumbing-Te

-3 APPTOTEd (2 Files - 2 New)

).

\(BEVERLY]

Project Image: LHILLS 4
Nl

Site Address: 450, M REXF
Contact: Tyson Flaren
Contact's Email: florence@ay
Phone: 6029033134
Cell Phone:

3. Upon entering either folder, you will be presented with two buttons, View Folders
and Upload Files.
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B51200014

Main Contact: Jesse De Anda

Folder: BS1200014\Documents Plumnbing-Test Permit far Proje

Activity Info | Reports

Ma files currently existin Documents Activity Name: BS'
To upload filss into this foldsr Description: i
(1) Click the Upload button below
(2) Faollow the instructions in the ActiveX pop-up
window .
Project Image:
Large files may take a few minutes to be
processed. Click the Refresh button at the top
ofthe page to refresh your file list view.
Site Address: 450
Contact's Email: iflol
Phone: 60z
Cell Phone:
Pager:

4. Click the “Upload Files” button. “Select Files for Uploading” box will automatically
display. Go to the file location on your computer and select or highlight files you
want to upload; multiple files can be selected by using your Shift or Ctrl keys. You
can also drag and drop files into the upload window list. Click the “Open” button
and the files selected will then be copied to the upload window.

Select files for uploading

e s E g

Look in; | ) Rezidential Planw

LY

E

My Recent
Docurments

=
[
Desktop

2

My Documents

by Computer
<

iy Metwork,
Places

= ARCH-260.PDF
. CIvIL-253.PDF
T CIWIL-256.PDF
T ELEC-258.pdf

T LAND-254. PDF
. MECH-255.PDF
T PLUME-262, pdf

= STRUCT-257 FOF
. STRUCT-259 POF
T STRUCT-261 POF
= STRUCT-263,POF

File harne:

Files of bype:

|1l Files %)

[]
=

Open |
Cancel

5. Click the “Upload Now” button and a pop-up will appear stating the number of
files that are to be uploaded and ask if you want to continue.
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Orag-n-Drop files or folders.

Files (11}

Size (4,355KE) |

E Z\Documents and Settingsitflorencel\My DocumentsiBa. ..
E C\Documents and Settings\tflorencelMy DocumentstBa...
E Z\Documents and Settingsitflorencel\My DocumentsiBa. ..
E CDocuments and SettingsitforenceifMy DocumentsiBa...
E C\Documents and Settings\tflorencelMy DocumentsiBa. ..
E Z\Documents and Settingsitflorencel\My DocumentsiBa. ..
E CDocuments and Settings\tflorencel My DocumentstBa. ..
E Z\Documents and Settingsitflorencel\My DocumentsiBa. ..
TH Cr\Documents and Settingsitflorenceliy Documents\Ba...
E C:\Documents and Settingsitlorencel My DocumentsiBa. ..
E Z\Documents and Settingsitflorencel\My DocumentsiBa. ..

269,354 bytes
145,706 bytes
513,242 bytes
432,303 bytes
475,493 bytes
436,970 bytes
540,400 bytes
378,810 bytes
699,954 bytes
153,402 bytes
437,034 bytes

Select Files | | Select Folders | | Upload URL | | | Upload How

6. Select “OK” and the files will be copied to the upload window.

x

YYou are about to upload 1 files from your computer. Do you want to conbinue?

UBL: https: /#eplan.beverlyhills. org/ProjectDox/Uploader. aspx

[~ Donot ask me again when uploading to this URL.

Ok, I Cancel

A new window will open stating “Your files have been uploaded” with a list of
those files. Select the “Complete Upload Process” button underneath the upload
window and this will complete the file upload for this cycle.
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7. Once the files are uploaded to the folder, the folder list is replaced by thumbnail
images of each file contained in the folder. Next to each thumbnail, the file
name, author, date uploaded, file size, and History icon displays.

| View Folders | |U|1Ioml Files | O T '@' E

Current Sort: |‘SE|E'31‘ V|
. B O 80D
I:l.ﬁ.FlCH -260.POF
211452011 12:14:14 PM, 283 KB

-
| TE10 Florsnos
L 1

[
El [] CvIL-253.PDE
? 2/14/2011 12:14:14 PM, 148 KB
= ,,..i‘f}—' TF10 Florence
| e
e Y B
[
El [] CIVIL-256.PDE
2/14/2011 12:14:14 PM, 518 KB
: il | TF10 Florenoe
)

|:| ELEC-253. pdf
211452011 12:14:15 PM, 432 KB

wEET
E : TF10 Florence
F i

8. Congratulations! You have successfully finished part one of submitting your plans
electronically. Please logout after your session is complete. A notification has
been sent to the Permit Clerks or Development Coordinator to start the
prescreening process to determine if the submittal requirements have been met.
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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 automatically loads the login page for you. You
can also close the web browser window and reload the login page manually in a new
browser window.

Prescreening

Prescreening is a cursory review of your uploaded documents in preparation for formal
review. This may be performed by the Permit Clerks or Development Coordinator for
most types of permits/projects. Allow a minimum of three (3) working days after you
have uploaded your documents for the Prescreening process to take place. If there are
guestions or missing items from your submittal, you will receive a “Prescreening
Corrections Request” e-mail with instructions on the changes requested and how to
resubmit.

@ REVIEW

Pre-Screen Correction Request Task Assignment

Attention :

Your plan review submission for Project: BS1112558 has not met the minimum requirements for
acceptance. You may review correction comments and requirements by accessing the ProjectDox site.

When corrected plans and/or documents are reacy for re-submittal, please Login to ProjectDox and follow
the instructions provided for re-submittal

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

+ All corrections must be uploaded using the same file names as the original submittal

» Once corrections have been uploaded for review, no additional submissions will be accepted
unless requested

» Please make corrections within 180 days of this notice to prevent your application from expiring

» View the City of Beverly Hills Electronic Plan Submission Guide here

Project: BS1112558
Description After Hours-DEMOLITION

Task CorrectionComplete

Project Administrator: | Tyson Florence ( tlorence@avolvesoftware.com )
Project Access Login to ProjectDox

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

For any technical issues or questions related to this permit, please contact the Community Development
Department at (310) 265-1141 or developmentcoordinator@beveryhills. org.

This is an automated email notification and this email account is not menitored. Please do not reply to
this email. Contact the Plan Check Coordinator if you have questions regarding this project

1. Click the link in the e-mail to access the Beverly Hills Electronic Review site and
login into ePlans. The Applicant/Resubmit task will appear at the bottom of the
Projects screen (Home Page). Click on this task and this will launch one Internet
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Explorer screen with the corrections form and another screen with the Drawings
and Document folders you saw in the original upload request.

20 project(s) out of 20 for TF01 Florence (tf01@avolvesoftware.com) Al
Activity Humber Options Activity Type / Description

BS1111142 0= Wechanical-R/R OF ONE 30 TON CARRIER ROOFTOP PACKING UNIT W/ DIRECT REPLACE
BS1112556 0L = Electrical-DEMOLITION

BS1112558 07 = After Hours-DEMOLITION

14 4 m:s » »l

Activity Name Task Assigned To Status Created On
BS1200003 CorrectionComplete Applicant Pending 2712012 12:29:50 P

2. Review the Permit Clerk or Development Coordinator comments to identify
which requirements were noted as missing.

3. After you have identified the missing or corrected drawings and/or documents
to upload, login to the Beverly Hills Electronic Review system (if not already
logged in) and enter the project.

4. Upload the missing and/or corrected drawings and documents (see the
“Uploading Your Files” section for instructions).

5. (;Iick back to the eForm with your task assignment as shown= below.

5

(mor BEYERLY

{51 AT REHRAD BUIRE, BEVERIY BILS, 6 W71H

Review Information Permit Information m Chickist Ttems (0] Routing S0

Review Coordinator Tyson Florence ( tflorence@avolvesoftware.com )

Review Cycle 1

workflow/Activity Name BH_SA_Plan_Review / CorrectionComplete

0 Activity Instructions Please review the Prescresning notes and submit the required drawings and documents.
Current User Logon TFO1 Fiorence [ tf0l Bavolvesoftware.com)

Lissing struciural caiculatulations

[_conscons compions || swwe || Seveandcioss [ chse |

6. When the eForm opens, place a checkmark in the “l have uploaded the
corrected...” and the Corrections Complete button will display for you to click to
complete your task. Upon completion, the City will be notified that the files have
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been completed or corrected and will continue with the Prescreening process.

TASK INSTRUCTIONS

| haye uploaded the carrected docu

Misszing elevation drawi

Corrections Complets,

B —

AEarmn Warmian- 13

Approved
If your submittal is approved, it willimmediately move into the formal review process

Change Notification and Plan Resubmit
Review Requested Corrections

If corrections are requested following the formal review cycle(s) of your drawings, follow
the steps below: You will receive an e-mail notification from the Permit

Clerks/Development Coordinator requesting revised documents.

W REViEw

Review Correction Request Task Assignment

Attention :

Your plan review submission for Project: B$1112558 has been reviewed and corrections have been
requested. You may review correction comments and requirements by accessing your ProjectDox account

When corrected 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 plans and/or documents

o All comrections must be uploaded using the same file names as the original submittal
thmi

s Once cormrections have been upl or review, no

ed 1 |

will be accepted
unless requested

s Please make corrections within 180 days of this notice to prevent your application from expiring

View the City of Beverly Hills Electronic Plan Submission Guide here

Project BS1112558

Description After Hours-DEMOLITION

Task: ApplicantResubmit

Project Administrator: | Tyson Florence ( til ftware.com )

Project Access Login to ProjectDox

If you da not have access to the specified folder, please contact the Project Administratar.

For any technical issues or questions related to this permit, please contact the Community Development
Department at (310) 283-1141 or dav i@beverlyhills org

This is an automated email notification and this email account is not monitored. Please do not reply to
this email. Contact the Plan Check Coordinator if you have questions regarding this project

1. Click the link in your e-mail to access the Beverly Hills Electronic Review site.

Applicant User’s Guide — Electronic Review
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2. Login to the Beverly Hills Electronic Review system. The Applicant Resubmit task
will display at the bottom of the main page with your permit/project number
under the heading “Project Name” (ie. BS1112558). Click on Applicant/Resubmit
to access comments and mark-ups.

Activity Name Task Assigned To Status

B51200003 Applicant Accepted

3. The eForm and drawing markups provide a complete correction package from
all reviewing departments:

Review Information Permit Information Contact Information Checklist Items (5) Routing Shp

-~

Cycle 1D Grou, Comment Text Status Updated Update
1 SAREVIO E‘:I‘\\dmg All roof assemblies or roof covering material shall be class A fire TFO2 égszgiz
Examiner retardant. No wood roof shall be permitted as roof covering material. Florence Pr'~1 .

"Notice of pending demolition/construction” shall be posted on
construction fence at least 10 days prior to start of any work and

EULETTG] maintained during the entire course of construction. (a digital photo TFO2 2{7;2.012
1 SAREV3 Plan . . . . 5:58:28
. must be presented as proof of posting) the sign shall be obtained from Florence
Examiner T P M | - PM
the plan review engineer or the building inspector in the Building and
Safety division.
Building Buildings located in Very High Fire Hazard Severity Zone (north of TFo2 2/7/2012
1 SAREVS Plan sunset), shall have their exterior walls and eaves constructed of one- Flor 5:58:33
Fvaminar hour fira racictiva roanctriictinn orence on

Export to Excel

4. Select Export to Excel to create a spreadsheet of all checklist review comments
to be be used as the applicants response. Insert rows below not met comments
to indicate how they are being addressed in the revised file.

Applicant User’s Guide — Electronic Review 19 City of Beverly Hills, CA



H|

window. Izl

the original files

1)
2)

3)
4)
the issues
5)
files
6)

Applicant User’s Guide — Electronic Review

Filter by D Lk
Refresh Changemarks
:Eat File Cycle Department File Name Markuy Summary Description Resolved
Building .
1 Plan STRUC-  Building Plan Footings Issue Footings must be a minimum of 24" depth below Mo
001pdf  Examiner-TF02 frost line.
Examiner Sxamner o2
Please outline where all trees will be planted, per
1 Efre';ma” :LRUE‘C, Ensr'EUE"lf'“TFGS Plant trees PUBLIC RESOURCES CODE SECTION 4799 06- No
| = DUR
v P 4799 12 - California Urban Forestry Act of 1978
Planning - oy planni Fi Jevation change from ront to back of
q DEVE'meEI’\t - anning - Elevation Chﬂl’\g& lease note elevation cl ange from ront to back of No
R 001.pdf  TFlarence lot
eview
ow Al angemarks for Al ycles
[CShow All Changemarks for All Cycl
Jxs
CYCLE DEPARTMENT REVIEWED BY STATUS & NOTES
EXAMINER TFO2@AVOLVESOFTWARE.COM | ‘
QA CORRECTIONS
Please see review comments
. CS - URBAN TFO2 FLORENCE CORRECTIONS NEEDED
FORESTRY TRO3@AVOLVESOFTWARE COM
QA CORRECTIONS
FLILT D= Tveon FLoRENCE CORRECTIONS NEEDED
1 DEVELOPMENT
TFLORENCE@AVOLVESOFTWARE COM
REVIEW
| 3

[ !have reviewed and addressed the Checklist Comments provided on the “Checklist tab above. Please dlick 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 comer of the popup

O I'have addressed all of the items in the File Markups below that were identified during the Plan Review.

O I have uploaded the revised drawings into the "Crawings” folder and, if requested, uploaded any revised documents into the "Documents” folder using the SAME file name as

€]

‘ Complete || Save And Close

Consolidated department checklist

Resubmit Complete button

20

Consolidated Review Markups (Drawings & Documents Folders from
Project screen)

Review cycle & department review information

Checkboxes 1 and 2 are confirmation that you have read and corrected

Checkbox 3 is confirmation you have uploaded all new and/or corrected

City of Beverly Hills, CA



(1) Consolidated department checklist
One or more departments may use the Checklist feature in the eForm. A consolidated
list of all feedback not related to a red line are available for the applicant’s review. You
can sort to find the “Not Met” items by clicking on the “Status” column. All checklist
items will be reviewed again in the subsequent cycle(s).

Review Information Permit Information Contact Information Checklist Items (5) Routing Slip

>

—
Comment Text Status \Jpdated Update
1 SAREVID Ell;gd\ng All roof assemblies or roof covering material shall be class A fire TFO2 é";‘ézgiz
. retardant. No wood roof shall be permitted as roof covering material. Florence - =°°
Examiner PM
"Notice of pending demolition/construction” shall be posted on
construction fence at least 10 days prior to start of any work and =0
By maintained during the entire course of construction. (a digital photo TFO2 2‘:7’2_012 —
1 SAREV3 Plan _ _ 5 5:58:28
- must be presented as proof of posting) the sign shall be obtained from Florence
Examiner - L . o - PM
the plan review engineer or the building inspector in the Building and
Safety division.
Building Buildings located in Very High Fire Hazard Severity Zone (north of TFo2 2/7/2012
1 SAREVS5 Plan Sunset), shall have their exterior walls and eaves constructed of one- Florence 5:58:33

Evarminar  hanr fira rasictiva caneteictinm oM

Export to Excel

You can view the comments by Met, Not Met, by department, or by all comments all
departments, all cycles.

(2) Review Cycle
The Review Cycle dropdown allows the user to review any review cycle information.
The Review cycle also displays in the first column of the Department Review table.

DEPARTMENT REVIEW - review cvoLe:

CYCLE DEPARTMENT

(3) Review Markups (click icon to access markups)
To view a plan markup, click on the icon next to the drawing as shown here

| View Folders | | Upload Files |

Cument Sort: | - Select-
B |0 EDD
D 29448 dwg
11/2/2010 5:30:48 PN, 645

Tyson Cal==]
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All changemarks will display in the right hand pane and as you review, click on each
changemark and you will z-oom directly into the red line from the reviewer.

Review - Measure ~

| |
© \
|
‘ Elewation Change
EE N Plant trees
OF FOOTING
O BE -2-0
LoW GRADE
e
TFOZ Florence 02/07/2012 07:00
PM
Footings must be a minimum of 24"
depth below Frost line.
~1
1
—_ - e N - — — — s = )
MF e/ »
5 (o)
BN ‘
[
|
‘ -
- (- 1 I
= BT o

There are a number of ways to print out the markups.

Select the Copy Changemarks button.

Elevation Change

Plant trees

o

PM

depth below frast line.

TFDZ Florence 02,/07/2012 07:00

Footings must be a minimum of 24"

Check all boxes and change image size for larger thumbnails of markups.
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Copy Changemarks ﬂ

— Copy To Clipboard

£ Selected Changemark

¥ Al Changemarks

~ Include

[+ Changemark Image]z]
v Hyperlink[z)
[+ Bookmark Page

—RTF Dutput Format
Image Size

Font ... | ISmaII [2"2") j

Canicel | Help |

Open a new Word document and right click to paste.
The first page will show

List of Comments

1 phase pole A44 (Bryon Hart Monday, April 25, 2011 1:38:23 PM)

Future span guy pole. (Bryon Hart Monday, April 25, 2011 1:40:19 PM)

PLANNING (Jody Cone Monday, May 09, 2011 7:43:14 PM)
Planning (Jody Cone Monday, May 09, 2011 7:41:24 PM)

Planning (Jody Cone Monday, May 09, 2011 7:36:07 PM)

Each page will show details of one markup

1 phase pole A44 (Back to List)
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Comment by Bryon Hart on Monday, April 25, 2011 1:38:23 PM

Customer has requested 3 phase service be installed underground from this pole to the
future pad mount transformer location. 3 phase 120/208V service is not available from
this point.

All overhead primary and secondary from this point to the east will be removed per
customer’s request.

(Back to List)

To Print the markups in the original drawing format (24x 36) Click Publish

b

B 4| [an | & | 2
« » = 2]

Elevation Change

Footinis Issue

L

TFO3 Florence 02,/07/2012 07:02
PM

Flease outling where all trees will be
! |planted, per PUBLIC RESOURCES

p [CODE SECTION 4799.06-4799.12 -

.| [California Urban Forestry Ack of 1975

"
Seuthers Homes of Duvis,

Barin, S,

BELMONT | -MED

[

fidd Reply

Applicant User’s Guide — Electronic Review 24 City of Beverly Hills, CA



Select Publish to PDF
Select OK.

In the Publish option screen check burn in change marks, check mark the “Append
Changemarks Notes” and click Publish. Then choose Save to File, click OK and select
the location to save the file on your computer. Then you can print from the new PDF file.

(4) Checkbox 1,2 &3
Checkbox 1 asks for confirmation that the checklist and the comments in the eForm
have been reviewed. Checkbox 2 asks for confirmation that you have reviewed all the
markup comments (red lines) attached to the drawings. Checkbox 3 confirms that you
have uploaded revised drawings and/or documents using the SAME FILE NAMES.

TASK INSTRUCTIONS

| have reviewed and addressed the Checklist Comments pravided on the "Checklist' tah above. Please click on the tab and review each iterm. Each comment will be indicated
as "Met™ or "Not Met”. I[f vou would like to export a list ofthe comments to Excel, click an the "Export to Excel” link in the upper right hand corner ofthe popup window.

| have addressed all ofthe items in the File Markups helow 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” falder using the SAME file name as
the ariginal files.

(5) Upload Files
Checkbox 3 asks for confirmation that you have corrected the plans and/or documents
per the reviewer’s request and that you have uploaded them into the appropriate
folder. The Upload dialog is identical to your initial upload.

The file will display the version number, V2 for example, because the correction was
uploaded with the SAME FILE NAME as the original file name.

D electrical plan.dwg W2
252852010 2:42:09 AM, 344 KB

Falona Perez

& a N

(6) Resubmit Complete
When you are ready to complete the task and exit the form, click the “Complete”
button.

Approval
When the plan review is approved by all reviewers, you will be notified by email.

Print Approved Plans

After an approval has been issued the plans will be electronically stamped by the City.

You will then receive an e-maiil indicating that your application is ready and instructions
on how to download and print your files. Approved drawing and/or document files will
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be in the “Approved” folder and available for download. You will be required to print,
sign and seal two copies of the approved plan and deliver them to the City of Beverly
Hills Community Development Department.

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 Beverly Hills Electronic Review components
If the operating system is Vista or Windows 7, the user will need to turn OFF UAC first.

Additionally, if using IE 8, will need to turn off protected mode. (apparently turning of
UAC in Windows 7 also disables protected mode for IE8)

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 Beverly Hills Electronic Review 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 your are using:
a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program
Features, if Beverly Hills Electronic Review Components is listed then
REMOVE
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b. XP - Using Control Panel -> Add/Remove Programs, if Beverly Hills
Electronic Review Components is listed then REMOVE
2. InInternet Explorer (Internet Options->Browser History->Settings->View Objects -
remove anything Brava, Beverly Hills Electronic Review , 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 flename IGC to locate, then delete)
a. In XP Documents and Settings->User Account->IGC
b. In XP Program Files->Avolve->Components).

(Again, if Vista or Windows 7, UAC must be OFF for the following to work):

You can reinstall the Beverly Hills Electronic Review components by clicking on the link
on the login page

Once the components are installed, you can turn UAC back on.
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