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ePlans - Applicant Tasks

The Overview section gave a brief introduction to the ePlans workflow, a behind-the-scenes
process that electronically manages participant activities and email notifications. Each activity
in a workflow is referred to as a “step”. As one step completes, the ePlans workflow moves the
project to the next step and automatically assigns the step to the appropriate participant.
Participants include the applicant, plan reviewers and permit coordinators. The applicant is the
individual that was identified on the original application for plan review. Once a workflow step
has been assigned it becomes a “task” and an email notification is sent to the individual
assigned to that task.

Task assignments can always be found in the Active Task List found at the bottom of the ePlans
home page.

The Home page can be found by clicking the “Projects” button in the navigation bar.
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! QPLANS’ AND LICENSING DIVISION
[ <= Back | [ Forwara 5 Proiecta ) Profie | [ 21 [ ¢4 ] @ [Losout]
Active Projects List Task List (PD Fiow) | |
.A' "' : ’;L"“ "l":"“ R R R St s oS Recent Projects . LLLC oY Press Enter To Search:
Project Options Description Owner Status Create date
BLD1509-00003 0 @ Demonstration Building Plan Review Project EPR Building Received 9/16/2015 2:27:37 PM

You may have to scroll down on the Home page to see the Active Task List. You should refer to
this list any time you log into ePlans to see if there are tasks waiting for you.

H 4 » kl Page 1 of 1 (1 items)
Active Task List
Project Name Task Attached To Status Priority Due date Created On Updated On Updated By Description
BLD1509-00002 ApplicantUpload  Applicant Pending 9ME/2015 22740 PM  9ME/2015 2:27:40 PM Demonstration Building Plan Review Project

This section of the guide will provide you, the applicant, with the information you will need to
complete the tasks that will be assigned to you during the ePlans workflow. Refer to the
workflow diagram in the Overview section to see a visual representation of where each step
occurs in the process. Workflow facilitates the collaboration between the applicant and the
department ensuring that each step is completed in order. As such, you will notice that there
are workflow steps that are performed by department staff as well as by the applicant.

Applicant Upload

The Applicant Upload is the first step in the ePlans workflow. When this step is started, an
invitation and an Applicant Upload task notification are emailed to the applicant. The invitation
will contain instructions and, if you are a new user, a temporary password. If you are a new
user please review the Getting Started section before proceeding.
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After logging in to ProjectDox locate your project in the “Active Task List”.

Active Task List

Project Name  Task Attached To Status Priority Due date Created On Updated On Updated By Description
ELD1539-DDEDB| ApplicantUpload Applicant Pending 9M6/2015 2:27:40 PM  9M16/2015 2:27:40 PM Demonstration Building Plan Review Project
H 4 3 4] Page 1 of 1 (1 items)

1. Click on the Project Name. When the project page opens click on the Workflow Portals

button.
"t z p LAN S_) CONSTRUCTION CODES
- e ? : AND LICENSING DIVISION
BLD1509-00003 | <~ Back || Forward = H Projecis || Profile | )
Main Contact: (@, Proiect Reports | (| & Workflow Partals ‘l | © info | | 47 Notes ‘ B Email | [ [odes
Expand curent | Collapse | u Demonsiration Building Plan Review Project
El B:LD1509.D[JIJDS A~ Project Info Reports
i~ Drawings
H £3 Documents Project Name: BLD1509-00003
|_:| ChangeMarkReports Des_crlptlon: Dernonstratl.on Building Plan Review Project
|_:| POFDestinationFolder Project Image: Mo image exists
Map Config Name:
Location:
Contact:

2. Click on the “Applicant Upload” task link and accept the task when prompted.

; o CONSTRUCTION CODES
X ePLANS:

BLD1509-00003 | 4= Back |[ Forward = || Projects | | Profile |
Main Contact: (@, Proiect Reports | | @ Workflow Portals | | @ ino | | 2| Notes | |2 Email| [ [gedes
Expand current | Collspse] 4l Demonstiration Building Flan Review Project
[=- BLD1509-00003
.2 Drawings N Task Attached To  Status Priorit Due dat Created On Updated On Updated | Action
3 Documents AoolicantUpload | Applicant Pending 9M16/2015 2:27:4.. 9M6/2015 2:27:4..
il ChangeMarkReports
L..[C3 PDFDestinationFolder
r 5
Message from webpage &J
: \ Do you want to accept this task?
— k. ® 4
(L] 4 — Page 1 0of 1 (1 items)

—_— | Cancel |

h

3. Once you have accepted the task, a new ProjectDox window will open. This window is
referred to as an “eForm” and its purpose is to control the ePlans workflow. This form
provides some basic instructions and information about the workflow step and is also
used to indicate that you have completed the task.

Also notice in the image above that the task Status is “Pending”. This indicates that you
have not accepted the task yet. When you accept the task, by clicking “OK” in the pop
up window, you will notice that the task’s status has changed to “Accepted”.
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Task Attached To Status Priorit Due
ApplicantUpload  Applicant |Accepted | €&——

4. Minimize the eForm so that you can see the ePlans project window. When you have
finished the upload you will return to this form to complete the task. If you complete
the submission now you will be prevented from uploading plans. If you mistakenly close
the eForm you can re-open it by clicking on the task link on the project page, just like
you did in step 2 above.

2
@ https:/fmn-us-test.avolvecloud.net/?LaunchMode=frame&FlowTaskD=7785 - ProjectDox Plan Review F - Internet Explorer

Minimize this window for now.
_You will return once documents
have been uploaded.

, 15!

-
.

A

Review Information Permit Information Contact Information Resources Checklist Report (0) Routing Slip
Project Name BLD1509-00003

Review Coordinator EPR Building ( EPR.Building.DLI@state.mn.us )

Review Cycle 1

Workflow/Activity Name Building_Review / ApplicantUpload

@ Activity Instructions Please upload all required plans and supporting documents to the appropriate folders
Current User Logon Example Applicant ( DLI_Applicant@yahoo.com)

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

‘ Submission Complete - Notify the State of MN || Save And Close |

Once the eForm is minimized you will see the project page. The left side of this page will show
the project’s folder structure. The following steps will guide you through uploading electronic
construction documents to the “Drawings” and “Documents” folders. Please refer to the
Submission Guidelines section of the User Guide for information about required documents,
document formats and naming conventions.

BLD1509-00003 [ ¢ Back |

Main Contact: [, Project Reports | | B Workfloy
Expand current| Collapse| 4 Demonstration Building Plan Review Project
= BLD1509-00003
-C3 Drawings ~ Task Attached To Status Priorit Due dat C
e - .
-3 Documents ApplicantUpload  Applicant Accepted ]

-3 ChangeMarkReports
- PDFDestinationFolder
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5. Click on the desired folder and then click the “Upload Files” button. Design drawings go
into the “Drawings” folder and supporting documents, schedules, calculations, etc., go
into the “Documents” folder. The following steps must be repeated for each folder.

= CONST

¥ -ePLANS~ -
o A ! ’ AR T IH
| 2 httpsi//mn-us-test.avolvecloud.net/?SessionID=&InitialEntry=true&FolderdD=3700 - Sta...= -

BLD1509-00003

Main Contact: ".t . ep LAN g,, Close Window

Folder: BLD1509-00003\Drawings

N

Upload files:

Mo files currently exist in Drawings.

Select files to upload

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

Large files may take a faw minutes to be
processed. Click the Refresh button at the top @
the page to refresh your file list view.

| view Folders | |[[ Upload Files [ |

Clicking "Upload

Files" opens the Click "Browse" to

dialog at right. locate documents

for uploading.
\/

6. When the popup window opens, click the “Browse” button to locate files on your local
machine or network. Select the files you would like to upload and then click the
“Upload” button. The window will change and start displaying the progress of your

upload.

Note: The upload window shown below requires the Silverlight component described in
the System Setup section of the User Guide. If you do not have Silverlight installed you
will see a simpler upload window that will also allow you to upload 5 documents at a

time.
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¥ ePLANS-

Upload files:

Selected Files:

| ADO1 - LOWER LEVEL ZONE 1 - FLOOR PLAN.pdf 631.21 KB X |
| ADO2 - LOWER LEVEL ZONE 2 - FLOOR PLAN.pdf 280.54 KB X |
| ADO3 - FIRST LEVEL ZONE 1 - FLOOR PLAN.pdf 736.36 KB X |
| A004 - FIRST LEVEL ZONE 2 - FLOOR. PLAN.pdf 734.14 KB X |
| ADOS - SECOND LEVEL ZONE 1 - FLOOR PLAN.pdf 799.57 KB X |
| ADOS - SECOND LEVEL ZONE 2 - FLOOR PLAN.pdf 527.44 KB X |
| Total 3.62 MB |
Add more files

X ePLANS~

Upload files:

Uploading...

‘ AQ01 - LOWER LEVEL ZONE 1 - FLOOR PLAN.pdf 631.21 KB |
‘ A002 - LOWER LEVEL ZONE 2 - FLOOR PLAN.pdf 280.54 KB |
‘ A0O03 - FIRST LEVEL ZONE 1 - FLOOR PLAN.pdf 736.36 KB |
‘ A004 - FIRST LEVEL ZONE 2 - FLOOR PLAN.pdf 73414 KB X |
‘ AD05 - SECOND LEVEL ZONE 1 - FLOOR PLAN.pdf 799.57 KB X |
‘ AD0S - SECOND LEVEL ZONE 2 - FLOOR PLAN.pdf 527.44 KB X |
| Total 63% 3.62 MB |

7. Once the files have been uploaded, click “Close” in the confirmation dialog shown

below.

X ePLANS-

Your files have been uploaded.

D

ADO1T - LOWER LEVEL ZONE 1 - FLOOR PLAN paf
ADOZ - LOWER LEVEL ZONE 2 - FLOOR PLAN paf
ADO3 - FIRST LEVEL ZONE 1 - FLOOR PLAN. pdf
ADO4 - FIRST LEVEL ZONE 2 - FLOOR PLAN pdf
ADOS - SECOND LEVEL ZONE 1 - FLOOR PLAN . pdf
ADOG - SECOND LEVEL ZONE 2 - FLOOR PLAN . pdf

Close Window

8. Successfully uploaded files will appear in a list under the folder you selected. Refer to

the image below for tips on what you see or do with this file list.
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¥ ePLANS-

BLD1509-00003

Main Contact:

Folder:l BLD1509-00003\0rafinas |
=

[[view Folders [[[ uptoad Fies |

Curent Sort: | - Select - a4

3500 X

BN
=

Example Applicant

I:‘ ADDY - LOWER LEVEL ZONE 1 - FLOOR PLAN pdf
1V28/2015 2:45:51 PM, 631 KB

display the folder structure.

Clicking on either of these will

[ 4= Back || Forwara < || Projects

[

| (@, Project Reports | [ B, Workflow Portals | | @ info

= =
] E (@

Click here if there are more files
or updated files to upload.

5 Priorit Due dat Created On Upda

Use this drop-down to change
how the file list is sorted.

9ME6/2015 2:27:4... 10/23

Click here to delete a file

1V28r2015 2:45:51 PM,
Example Applicant

X

from the project.

—

Click here to view the file's workflow

history, versions and mark-up.

L e

Example Applicant <€

X

File information:
[[]A003 - FIRST LEVEL ZONE 1 - FLOOR FLAN.pdf <«— | File name
10/28/2015 2:45:51 PM, 736 KB £—

Upload date and file size
Who uploaded it.

Clicking the “View Folders” button or the link above it will return you to the folder view.
The folder view has been updated to show how many files are in each folder.

BLD1509-00003
Main Contact:
Expand current | Collspse | I

=~ BLD1509-00003

Lj ChangeMarkReporis

----- 3 PDFDestinationFolder

P

9. Once all files are uploaded you need to complete the Applicant Upload workflow step.
This is very important! If you do not complete this step the workflow will not advance
and the department will not be notified that your project is ready to be reviewed.

Complete the process by opening the eForm that was minimized in step 4. If the eForm
was inadvertently closed, re-open it by clicking on the task as you did when following

steps 1 and 2.

Click the button labelled “Submission Complete — Notify the State of MN”. This will
complete your assigned Applicant Upload task and advance the workflow to the
Prescreen Review step, which is completed by the department.

ePlans — Applicant User Guide — Uploading Plans
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A

U Review Information Permit Information Contact Information Resources Checklist Report (0) Routing Slip
Project Name BLD1509-00003
Review Coordinator EPR Building ( EPR.Building.DLI@state.mn.us )
Review Cycle 1
Workflow/Activity Name Building_Review / ApplicantUpload
@ Activity Instructions Please upload all required plans and supporting documents to the appropriate folders
Current User Logon Example Applicant ( DLI_Applicant@yahoo.com)

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

R || Submission Complete - Notify the State of MN ‘| Save And Close |

After completing this task you will see that the status of the project has change and you
no longer have and active task assigned to you.

The Workflow Portals section of the project page shows that “No tasks are available at

this time”.
Click here to return CONSTRUCTION CODES
to the home page. 'AND LICENSING DIVISION

XY ePLANS~

BLD1509-00003 [ = ack [ Forwar = | Projects | Profe | 2} |4 ][ @ | Loout
Main Contact: |-(Ekpm pepos | || [Forkiow Cosials || €) Info | | 7| Notes I@I
Expand current | Collapse| Demonstration Building Plan Review Project

=- BLD1509-00003 /I No tasks are available at this time. |

- Drawings (sFies-anew) | After the upload step is complete,
-3 Documents

-3 ChangeMarkReports

the workflow moves on to the
department's PreScreen Review step.

Click the “Projects” button to return to the home page. You will see your project in the
Active Projects List but the project is no longer in the Active Task List because you have
completed the task that was assigned to you. You may have to scroll down to see the
Active Task List.

;t " ELANS:’ CONSTRUCTION CODES
- e ! 2 "AND LICENSING DIVISION

[ e s = | [pics | i 1] 4] (@] (oo

Active Projects List |
1 recently entered project{s) out of 1 for Example Applicant - . .
(DLI_Applicant@yahoo.com) Recent Projects . Lk Gail Press Enter To Search:
Project Options Description Owner Status Create date
ELD1508-00003 o @ 4 Demonstration Building Plan Review Project EPR Building Received OME2015 2:27:37 PM
Active Task List

| : —ie.]
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Plan Review Queue

Plan review projects go into an internal queue after the Applicant Upload step is completed and
the department verifies that a complete set of plans that meet the submission guidelines was
submitted. The next available plan reviewer will take a project from the queue on a first in, first
out basis. Depending on the number of projects in the plan review queue, it may take a few
days to a few weeks before a plan reviewer begins reviewing a project.

Applicant PreScreen Resubmit

After the applicant completes the Applicant Upload step the department performs a cursory
review of submitted documents to see if they conform to the department’s submissions
guidelines. Please refer to the Submission Guidelines section of the User Guide for details. If
issues were found by the department the submission will be rejected and the applicant will be
assigned a PreScreen Resubmit task. The purpose of this task is for the applicant to make
corrections based on prescreen comments and to upload corrected or missing documents. If
the submission passes the prescreen step then the project will move into the plan review
queue.

As an applicant, you will be notified via email if you were assigned a PreScreen Resubmit task.
After logging in to ProjectDox, scroll down on your home page to see the “Active Task List”.
There you will see that a PreScreenResubmit task is pending.

Active Task List

Project Name  Task Attached To Status Priority Due date Created On
BLD1509-00003 | PreScreenResubmit  Applicant Fending 1072972015 1:41:35 PM

1. Click on the Project Name and then on the Workflow Portals button when the project

page opens.
Tt A pL ﬁgﬁ g_, CONSTRUCTION CODES
- e ! ND LICENSING DIVISION
BLD1509-00003 | 4= Back || Forward = ‘ Projects || Profile
Main Contact: (i, Project Reports || B} Workflow Portals || | @ info ‘ | 47| Notes | B Email | | [¢codes
Expand eurent | Collapse a Demonstration Building Plan Review Project
=5 BLD1509—00003 o Project Info Reports
i~ Drawings (6 Files - 6 New)
{2 Documents Project Name: BLD1509-00003
3 ChangeMarkReports Description: Demonstration Building Plan Review Project
hangeharkRep
Project Image: No image exists

i.-[3 PDFDestinationFolder
Map Config Name:

Location:
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2. Click on the “PreScreenResubmit” task link and accept the task when prompted.

:2'- PLANS‘ CONSTRUCTION CODES
X erlANS 'AND LICENSING DIVISION

BLD1509-00003 [ & Back | Forward = | [ Projects | | Profile |
Main Contact: @, Project Reports | [ B Workflow Portals | [ @y info | [ 7] Notes | [ Email
Expand current| Collapse | 4l Demeonstration Building Plan Review Project
= BLD1509-00003

[ Drawings (g Files - & New) ™ | Task Attached Tc Status Priority Due date Created On Updated On Updated By Action

[j Documents PreScreenResqult| Applicant Pendi... 10292015 1:41:38 ... 10/29/2015 1:41:38 ..

i~ ChangeMarkReports

i . B

L@ PDFDestinationFolder e e u

—
Iel Do you want to accept this task?
-

|I |I — Page 1071 (1 items)

3. Once you have accepted the task, the associated eForm will open. This form will
provide you with the feedback you need to resolve the issues that were found by the
department in the PreScreen Review step. The eForm has two methods of providing
feedback.

Review Information Permit Information Contact Information Resources Checklist Report (1) Routing Slip

A

Project Name BLD1505-00003

Review Coordinator EPR Building ( EPR.Building.DLI@state.mn.us )

Review Cycle 1

Workflow/Activity Name Building_Review / PreScreenResubmit

@ Activity Instructions Please review the Permit Clerks notes and submit the requier drawings and documents.
Checklist comments can

Current User Logon Example Applicant ( DLI_Applicant@yahoo.com) | be accessed from the tab

above or the link at left.

Additional instructions and

comments may be found here.

| VIEW INTAKE CHECKLIST (1) |

| have uploaded the corrected documents andior drawings aswelow. Button is inactive until you

Please review the checklist comments. No files were uploaded to the Documents folder. check the box indicating
Please upload required supporting documentation. that you have uploaded

corrected documents.

V

|| Corrections Complete |i| save And Close |

AFTER uploading corrected
or missing documents, you
must check this box before
you can complete your task.

4. Before making corrections and resubmitting documents, view the comments that were
made by the department’s prescreen reviewer. These comments are found in the text
box at the bottom of the eForm.
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5. If “checklist” comments were included you will see a count in the “Checklist Report” tab
as well as in the link labelled “View Intake Checklist”. The tab and the link will lead you
to the same place where you must respond if checklist comments were made. In the
example above the “(1)” following the tab and the link text indicate that one comment
was made and must be responded to. Click the tab labelled “Checklist Report” to view
comments that will help you understand why your initial document upload was

rejected.
Review Information Permit Information Contact Information Resources Checklist Report (1) Routing Slip
The following materials are required (as applicable) for Plan
Review: 1. Complete set of Plans and Specifications 2. Addenda )
. ) BLD Permit 10/29/2015
1 BLD_301 Building and/cr Change Orders 3. Plan Review Fee 4. Code Record 5. Coordinator | 1:39:49 PM

Sample Structural Calculations 6. Special Inspection Program 7.
Soils Investigation Report 8. Energy Code Compliance Forms

6. Consider the comments from the previous steps and make the necessary corrections or
provide the missing information. Issues will commonly be related to missing
documents, drawing orientation, or failure to follow file naming conventions.

7. Upload revised or missing documents following the same procedures used in steps 4-7
in the Applicant Upload section of this user guide. Please delete previously uploaded
files if documents were renamed and uploaded to conform to naming conventions. If
files are in the folder under two different names it will cause confusion and could delay
the plan review.

8. After completing the upload you must respond to the checklist items. To do this click on
the link labelled “View Intake Checklist”. Review the information in the Comment
column and type a Response in the adjacent column for each checklist item that has a
status of “Not Met”. Comments that have a status of “N/A” are informational only.

When you have responded to each comment, click the “Update Correction List” button.
You can then click on the “Close” button.
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SELECTED COMMENTS

[] Check here to display only the items that are set as Not Met.

D COMMENT RESPONSE STATUS UPDATED BY | DATE UPDATED
IThe following matenals are required (as applicable) Supporting documents have now
fior Plan Review: | |lbeen uploaded into the ~ e
BLD_301 1. Complete set of Plans and Specifications Documents folder. NIA Met Eqm Met E):almplet ;ﬁ:zgama 125
2. Addenda and/or Change Orders (¥] BN
3. Plan Review Fee
Enter a response
— to Not Met items.
|| Update Correction List II Close |

©

After you have finished uploading corrected or missing documents and have responded
to checklist items you can complete your task and send the project back to the
department for review. To complete this task you must first check the checkbox on the
eForm that indicates that you have seen the prescreen comments and responded
appropriately. Check the box and click the “Corrections Complete” button.

VIEW INTAKE CHECKLIST (1)

I have uploaded the corrected documents andfor drawings as indicated below.

Flease review the checklist comments. No files were uploaded to the Documents falder.
Flease upload required supporting documentation.

| Corrections Complete ||| Save And Cloze |

This will complete your assigned Prescreen Resubmit task and advance the workflow to the

Prescreen Review step, which will be completed by the department. If no further issue are
identified the project will move to the plan review queue.
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