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Logging in for the First Time 

The first time you are invited to join a project in ePlans you will receive an email notification 

similar to the one shown below. This email will contain a temporary password and a link to the 

ePlans system.  Your email address is your user ID for logging in to ePlans. 

 

Click the “Project Permit Access Link” to launch the ePlans login page.  Enter your email address 

and temporary password as shown in the example below.  The password is case sensitive. 

 

Once you have successfully logged in for the first time, you will be taken to your User Profile 

page where you will change your password and enter some additional information about 

yourself. 

Note: ProjectDox, the software behind ePlans, relies on pop-up windows (browser windows 

with no menus or toolbars). If you log in as above but no ePlans window appears, you probably 

have a pop-up blocker that is preventing ProjectDox from opening. You will need to allow pop-

ups for the ePlans site.  Please refer to the System Setup guide for detailed instructions. 
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Fill in all of the required fields (those marked with a red asterisk and highlighted in yellow) and 

click “Save.” You can return to this screen to make changes at any time by clicking on the 

“Profile” button on the Main Tool Bar.  

 

After saving your profile information you will be taken to the Home page, where your list of 

Active Projects will be displayed.  Your current task assignments will be displayed at the bottom 

of the home page in the Active Task List.  Specific tasks are covered in other sections of the User 

Guide.  You may have to scroll down on the Home page to see the Active Task List. 

The Home page can be found by clicking the “Projects” button in the top navigation bar. 
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Logging in After the First Time 

During your initial login session you will set up a password and enter your profile information.  

Subsequent logins will take you directly to your Home page (see above). 

Managing Your Profile 

You can update your profile information and change your password at any time by clicking the 

“Profile” button at the top of the Home page.  

 

Reset Your Password 

If you forget your password, you can reset it by clicking on the “Forgot Your Password?” link 

next to the “Login” button. You will be prompted for your email address and name.  You will 

also need to correctly answer the security question you set up in your profile. You can only use 

the “Forgot Your Password?” link if you have logged in at least once and no longer have a 

temporary password. 

 

 


