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Reviewer Feedback 
The department will review submitted construction documents for substantial code compliance.  The 

applicant will receive an email notification if the review identifies corrections that must be made.  Upon 

receiving notification, the applicant must return to ProjectDox to review and respond to department 

feedback. Plans and/or supporting documents may need to be updated and resubmitted as a result of 

the department’s feedback before the review can continue and construction documents can be 

approved. 

After logging in to ProjectDox, locate the “ApplicantResubmit” task for your project. You will find this in 

the Active Task List that appears at the bottom of the ProjectDox home page. You may have to scroll 

down to see this section. 

 

Applicant Resubmit task instructions are found at the bottom of the eForm.   The remainder of this 

document will guide you through the process of responding. 

 

Checklist Comments  
The top section of the eForm includes a tab labeled “Checklist Report”.  The number following the label 
indicates how many checklist comments were made.  Checklist Comments can be informational or can 
require a response if issues were identified.  Checklist Comments typically describe issues with the 
overall project or identify missing documents.  Any comments with a status of “Not Met” must be 
responded to.  Click the “Respond to Checklist Comments…” link to review and respond to the 
comments that were made.  Comments that have a status of “N/A” (No Action) are for informational 
purposes only. 
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Review the Comments and enter a response that describes the action you have taken in the “Response” 
column.  You must do this for each item that has a status of “Not Met”. 
 

 
 
When you are finished responding to the comments, click the “Update Correction List” button to save 
your responses.  Then click the “Close” button. 
  

 
 
You do not have to complete your responses all at once.  You may return to this page to add or modify 
responses up until you complete the Applicant Resubmit task.  Once you have completed the task your 
responses will be made available to department plan reviewers.  If the response satisfies the identified 
concern the plan reviewer will change the comment’s status from “Not Met” to “Met”. 

  



 

ePlans – Applicant User Guide – Uploading Plans Page 4 
 

Change Marks 
The second section on the eForm displays Change Marks.  A Change Mark will identify a compliance 
issue found on an individual plan or document. 
 

 
Note: see sections at the end of this document for more information about viewing changemarks. 
 
As with Checklist Comments, you do not have to complete your responses all at once.  You must, 
however, save your work each time you update this section.  You may have to scroll down to see the 
“Save And Close” button at the bottom right corner of the eForm. 

 
You may close the eForm and return as often as necessary to respond to all Checklist and Changemark 
items that require a response.  Drawings and documents that are updated as a result of plan review 
feedback must be resubmitted (uploaded) to ProjectDox. 
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Department Review 
The Department Review section shows the review status for each discipline that performed a review.  

Additional comments or instructions may be included in the “Notes” section. 

 

 

Resubmit Updated Drawings and Documents 
Updated drawings and documents must be uploaded to the appropriate project folders.  The steps are 
the same as for the initial Applicant Upload.  Only submit those drawings and documents that changed. 
 
IMPORTANT: Drawings and documents that are resubmitted MUST have the same name as the 
originally submitted file.  ProjectDox relies on the file name to identify that a new version of a file was 
submitted.  If the resubmitted file has a different name ProjectDox will consider it to be a new addition 
to the project instead of a new version of an existing project document.  

 

Completing the Applicant Resubmit Task 
When you “complete” the Applicant Resubmit task you are notifying the department that you have 

responded to reviewer feedback and the project is ready for the next review cycle.  Only after explicitly 

completing the task will department reviewers see your responses to Checklist Comments and 

Changemarks and look at revised drawings and documents.  

To complete the Applicant Resubmit task, check the 3 boxes at the bottom of the eForm indicating that 

you have completed the expected response activities and then click the “Complete” button.  
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Viewing Drawing Markup (Changemarks)  
The quickest way to open a drawing to view markups is by clicking on the Markup link in the 
Changemarks section of the Applicant Resubmit eForm. 
 

 
 
The drawing will open in a separate window. 
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You can also view markup starting from the project folder view. 
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Saving Drawing Markup (Changemarks) to a File 
Open a drawing containing changemarks by following the steps described in the previous section.  
 

 
 

Change settings, if desired, and click the “OK” button. 

 
 
Open a new Microsoft Word document and “paste” the information that was copied to the Clipboard. 
The example below shows a portion of a Microsoft Word document that the changemark information 
was pasted into. 

 


