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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 as the Project Contact 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 assighnments can always be found on the Task tab found on the ePlans home page.

The Home page can always be found by clicking the “Home” button in the navigation bar.
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You should refer to the Task list every time you log into ePlans to see if there are tasks waiting
for you.

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 task is the first step in the ePlans workflow. When this step is created, an
invitation and an Applicant Upload task notification are emailed to the applicant. The invitation
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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.

After logging in to ProjectDox locate your project in the Task tab on the home page.

Tasks (PF) Projects
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1. Clicking the Project link will bring you to the project page, which opens to the Task List
for the project. From the project page you can always re-open the Task List by clicking
the “Project Tasks” button in the button bar.

BL-R2003-0002 Home | Q All Tasks Profile || Logout
Main Contact: Building Applicant Project Reports / Project Tasks fa =
Expand current | Collapse | &1 Demonstration Building Project

[=- BL-R2003-0002
23 Drawings
[ Documents
: [ Reviewer Attachments

ProjectFlow Task List
£ Refresh g Save Settings

TASK PRO... INS... GR... ASSI., STA... PRI... DUE... CRE... DES...

W Contains| V¥ Contains| ¥ Contains| % Contains| ¥ Contains, v Contains| v Contains| ¥ Ona. | = | ¥ Onw. | | W Contains

Applicant Building - Demonstr...
B} 4‘1’]7 BL-R2003- 9 N o 3/25/2020  3/11/2020
o] F@ _?EQS?EC 0002 IMS - Applicant  FirstinGro..{ Pending L Medi.. 6{18:’;9 PM 6:’1 8:‘29 PM E:Jé:{:l‘;g
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2. Notice in the Task List that you have a task in “Pending” status. Click on the “Applicant
Upload Task” link and accept the task when prompted.

B e e Pt e |
Demonstration Building Project Message from webpage *
. . Do youwant to accept this task?
ProjectFlow Task List 0 y P
H
e | - P
Refresh ave Sett T — ( )
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1-1of 1 records 1

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 provide some basic instructions and
manage your interaction with the plan review workflow. It is also used to indicate that
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you have completed your assigned workflow task. The features of the eForm will
change depending on which workflow step you are on.

4. Minimize the eForm so that you can see the ePlans project window again. When you
have finished uploading files you will return to this form to complete the task. If you
mistakenly complete the submission now you will have moved the workflow forward
and will be prevented from uploading plans.

= . . .
= Minimize this window for now.
You will return after documents

have been uploaded. }/O ‘
ProjectFlow @
avolve

Resources Review Information Add User to Applicant Invite Group

MN State Construction Codes
MN State Plumbing Code
ProjectDox Information

Task Instructions

gﬂer you have successfully uploaded all required plans and documents, please click the Submission Complete - Notify the State of MN
utton

[1 1 have uploaded all required drawings and/or documents.

Complete Later

If you close an eForm you can re-open it by clicking on the task link on the project page,
just like you did in step 2 above.

Once the eForm is minimized you will see the project page. Notice in the ProjectFlow
Task List section that the task’s Status has changed to “Accepted”.
ProjectFlow Task List

s Refresh g\ Save Settings

TASK PRO... INS... GR... ASSL. STA..

" Contains, v Contains| v Contains| v Contains v Contains| ¥ Contains,
o Applicant Building -
OB Upload BLR2003-  ppg - Applicant  FirstinGro.{ Accepted
Task 0002 3200 T °

On the left side of the project page you will see 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
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section of the User Guide for information about required documents, document formats
and naming conventions.

BL-R2003-0002

Main Contact: Building Applicant

Expand current | Collapse | 4] Demenstration Building Project
= BL-R2003-0002

| Drawings
Documents ProjectFlow Task | cjick here to openire-open a

£ Reviewer Attachments Pending or Accepted Task.
s Refresh é’x Save Seft
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Task 3/11/2020

5. Design drawings go into the “Drawings” folder and supporting documents, schedules,
calculations, etc., go into the “Documents” folder. Click on the desired folder and then
click the “Upload Files” button. Repeat the following steps for each folder.

BL-R2003-0002 He

Main Contact: Building Applicant & httpsi//mn-us-test.avolvecloud.net/ProjectDox/HtmI5Upload.aspx?Session|D=&nitialEntry=true&F..  — O

Folder: BL-R2003-0002\Drawings

5 S B N ‘ . Close Window
: Click "Browse" to locate
Folder: BL-R2003-0002\Drawings documents for uploading.

Ne files currently exist in Drawings. Upload Files Upload URL

To upload files into this folder

(1) Click the Upload butten below

(2) Follow the instructions in the pop-up window|  Browse For Files Upload Files

Large files may take & few minutes to be process{ Browse for files or drag files into this area.
the Refresh button at the top of the page to refrg
file list view.

View Folders Upload Files

Clicking "Upload Files"
opens the dialog at right.

6. When the popup window opens you can drag and drop files from a Windows Explorer
window or click the “Browse” button to locate files on your local machine or network. If
browsing for files, select the files you would like to upload and then click the “Open”

button as in the screenshot below.
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Name Date modified Type

100-1 - TITLE SHEET A et
100-2 - TITLE SHEET Use standard Windows shift or

— ctrl-click feature to select
™ 110-CO - LOWER LEVEL - CODE PLAN A.. .
multiple documents for upload.

™ 111-CO - FIRST LEVEL - CODE PLAN AND..

™2 112-CO - SECOND LEVEL - CODE PLAN A..  4/1/2014 1.01PM  Adobe Ac

™% 400-1DI - LOWER LEVEL ZONE 1 - DIME.. ~ 4/1/2014 .01PM  Adobe Ac

™% 400-1FL - LOWER LEVEL ZONE 1 - FLOOR.. 4/1/2014 1.01PM  Adobe Ac

™% 400-1FN - LOWER LEVEL ZONE 1- FINIS..  4/1/2014 .01 PM  Adobe Ac

™2 400-1FP - LOWER LEVEL ZONE 1 - FLOOR.. 4/1/2014 1.01PM  Adghe Ac

™ 400-1RC - LOWER LEVEL ZONE 1 - REFLE.. 4/1/20141.01PM  Ad{  Click "Open” when you
 400-2DI- LOWER LEVELZONE2- DIME..  4/1/2014101pM  aqf have selected the files you
"= A00-2F1 - IOWFR I FVFI ZONF 2 - FIOOR...  4/1/2014 1:01 PM Addg

«| i | /

e: "400-1RC - LOWER LEVEL ZONE 1 - REFLECT « lCustom Files -

|| Open |V | Cancel

7. The Upload dialog box now contains a list of documents. Click the “Upload Files” button

to start the upload process. You will see upload progress for each file.

Close Window

Upload Files Upload URL

Browse For Files | Browse For Files | | Upload Files
Browse for files or drag files into this area. /
O 100-1 - TITLE SHEET.pdf 352.59KB/352.59KB -
O 100-2 - TITLE SHEET.pdf 352.59KB/352.59KB
O 110-CO - LOWER LEVEL - CODE... 0B/837.12KB

1 of 10 uploaded Hide Details
]
705.18KB/6.06MB

8. Once the files have been uploaded, click “Close” in the confirmation dialog.
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The following files have been uploaded:

1.100-1 - TITLE SHEET.pdf

2.100-2 - TITLE SHEET.pdf

3.110-CO - LOWER LEVEL - CODE PLAN AND REFERENCE PLAN.pdf

4.111-CO - FIRST LEVEL - CODE PLAN AND REFERENCE PLAN pdf

5.112-CO - SECOMND LEVEL - CODE PLAN AND REFERENCE PLAN.pdf

6.400-10I - LOWER LEVEL ZONE 1 - DIMENSION PLAN.pdf

7.400-1FL - LOWER LEVEL ZONE 1 - FLOCR PLAN.pdf -

e

9. Successfully uploaded files will appear the ProjectDox folder you selected. Refer to the
image below for tips on what you can see or do with the files that have been uploaded.

BL-R2003-0002

Clicking on either of these will

Main Contact: Building Applicant display the folder structure.

Folder: BL-RZ003-0002\Drawings

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

View Folders

Upload Files . A

12 of 12 files Current Sort: |—5e|ect— VLL

HE OB S &

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

& I:‘ 100-1 - TITLE SHEET.pdf
!'__ = - 3/13/2020 5:58:51 PM. 353 KB
ks 2ar

=

|
|

Click here to delete a
file from the project.

PRO... INS... GR...

James lohnson

F‘

ntains. ¥ Contains| ¥ Contains| ¥ Conta

J |Click here to view the file's

I:‘ 100-2 - TITLE SHEET.pd

f Applicant
3/13/2020 5:58:51 PM, 353 KB history, versions, and mark-up.
James Johnson 1-1
R - -

File Information:
O %Iwmnwmﬁ-ﬂ File name

3/13/2020 5:58:51 PM, 237 KB Upload date and file size
James Johnzan Whﬂ uplnaded i't INTEGRAT
B ik MODE

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.
BL-R2003-0002
Main Contact: Building Applicant
Expand current | Collapse | E

=I- BL-R2003-0002

I:] Drawings
3 Documents
[l Reviewer Attachments
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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.

With the eform open, check the box labeled “I have uploaded all required drawings
and/or documents.” Then click the button labelled “Submission Complete — Notify the
State of MN”. You will not be able to click the Submission Complete button unless you
have checked the box above it. Clicking the button completes your Applicant Upload
task and advances the workflow to the Prescreen Review step, which is completed by
the department.

ProjectFlow

avolve

Resources Review Information Add User to Applicant Invite Group

MM State Construction Codes
MM State Plumbing Code
ProjectDox Information

Task Instructions

After you have successfully uploaded all required plans and documents, please click the Submission Complete - Notify the State of MN
button.

Message from webpage X

| have uploaded all required drawings and/or documents.
" Completing this task will finish your participation in this step
and cannot be undone. Are you sure you want to complete
the task?

Check the box and then the
button below to complete the
Applicant Upload Task. Cancel

\ Click OK in the

| Submission Complete - Notify the State of MN || Complete Later | confirmation dialog.

After completing this task you will see that the ProjectFlow Task List section of the
project page shows that there are no tasks for you.
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BL-R2003-0002 Home | Q Al Tasks Profile | Logout
Main Contact: Building Applicant Project Reports | Project Tasks @4
d current | Collapse | ] Demenstration Building Project
- BL-R2003-0002

-~ Drawings (12 Files - 12 Mew) . .

\C3 Documents ProjectFlow Task List

[ Reviewer Attachments

3 Refresh
TASK PRO... INS... GR... ASSI... STA.. PRI... DUE... CRE... DES...

" Contains, ¥ Contains) " Contains| ¥ Centains " Contains| " Contains, ¥ Contains) v On.. |~ | % On.. | = % Contains
0 - 0 of 0 records 1

Click the “Home” button to return to the home page. You will no longer see a task in
the Task tab for this project. The Projects tab will show your project.

Tm(pn
D

. 4 pofech @ Save Sett The Status will remain "Upload
Recent Projects & Refresh @ Seve Setings Pending” until the department

Recent Projects J All Projects

completes the Prescreen Review ste

Show & ~ records
PROJECT QPTIONS DESCRIPTION OWMER STATUS CREATE DATE
W Contains.. W Contains.. T Contains... " Contain T 0N -
@Y= Demanstration Building Project  EPR Building Upload Pending 3/11/2020 6:18:57 PM

Plan Review Queue

Plan review projects go into an internal queue after the Applicant Upload step is completed and
the department completes the Prescreen Review step to verify that uploaded construction
documents meet submission guidelines. The next available plan reviewer will take a project
from the queue on afirst 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. You will receive a Prescreen Approved Notification email letting you know that your
project is in the queue. If your project did not meet submission guidelines you will receive an
email notifying you that prescreen corrections are required before your project can proceed to
the plan review queue.

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 submission
guidelines. Please refer to the Submission Guidelines section of the User Guide for details. If
issues were found by the department 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 then 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 Correction task.
After logging in to ProjectDox, open the Tasks tab on the home. There you will see that a
Prescreen Corrections Task is pending.
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The Applicant Upload steps above showed how to accept tasks by first navigating to the project
page and clicking the Workflow Portals button. The section below will show you how to accept
and begin a workflow step from the Task tab on the home page.

Project
TIEEE You can launch and accept a

task directly from the Tasks tab
on the home page.

s Refresh ﬂjx Save Settings H\ Reset Settings

TASK PROJECT TSTANCE GROUP ASSIGNMENT... STATUS PRICRITY
4 Contains.. I Contains... W Contains... W Contains.. W Contains.. W Contains.. " Contains...
B Prescreen BL-R2002-0002 Building - IMS - Aoplicant FirstinG Pendi b Medi
0 s Corrections Task 32003-0002 3”1_._,2320 pplican irstinGroup ending edium

1. From your home page, click the Tasks tab. Click on the Prescreen Corrections Task link
and accept the task when prompted.

2. Once you have accepted the task, the Prescreen Corrections eForm will open. This form
will provide you with the feedback you need to resolve the issues that were found by
the department during the Prescreen Review step. The eForm has two methods of
providing feedback.
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Resources Review Information Add User to Applicant Invite Group

MM State Construction Codes
MM State Plumbing Code
ProjectDox Information

Click here to review and
respond to Checklist items.

Task Instructions

After you have successfully uploaded al plans and documents, please click the Return to State of MN button.

Giewadit Checklist ltems (2)) Use this area to provide a response
to the Prescreen Reviewer.

Applicant Comments

Instructions from the Prescreen
Reviewer are found here.

Reviewer Comments

supporting documentation.

Glease review and respond to checklist items. Additionally, no files were uploaded to the Documents folder. Please upload required

’This button completes the task.
Check this box AFTER responding to You must check the box at left

Checklistitems and uploading to activate the button.
corrected or missing documents.

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

C

3. Before making corrections and resubmitting documents, view the comments that were
made by the department’s prescreen reviewer. These comments are found in the
Reviewer Comments box at the bottom of the eForm.

4. If checklist comments were included, you will see a count in the “View/Edit Checklist
Items” button label. In the example above the “(2)” in the button label indicates that
two checklist items must be responded to. Click the “View/Edit Checklist Items” button
to view comments that will help you understand why your initial document upload did
not meet submission requirements.
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Selected Checklist Items for All Review Cycles

Review Cycle: | All ¥ | g\ Save Settings

REF # PERMIT TYPE DEPARTMENT COMMENT TYPE CYCLE COMMENT TEXT PPLICANT RESPONSE
T Equals.. | 7 Contains.. 7 Contains.. 7 Contains.. T Equals... ‘ T Contains. Contains..
. Each drawing sheet must be
1 Building Plan Review Permit Coordinator Et?dseﬁg;\sslon uploaded as a separate file: multi-
page drawings are not permitted.
SR a - - BLD Sub i Drawi heet: t be in land:
2 Building Plan Review Permit Coordinator Euida‘\}n?s‘ssmn orrii\nltr;?i;n‘ee = MUsL be In fanascape

1-20of 2 records

5. Consider the comments and make the necessary corrections or provide the missing
information. Issues will commonly be related to missing documents, multi-page
drawing files, drawing orientation, or failure to follow file naming conventions. The
Submission Guidelines section of the ePlans User Guide may be helpful in understanding
Prescreen reviewer feedback.

6. Upload revised or missing documents following the same procedures used in steps 5-8
in the Applicant Upload section above. Please delete previously uploaded files if
documents were renamed and uploaded to conform with naming conventions. If files
are in a folder with two different names it will cause confusion and could delay the plan
review.

7. After completing the upload, you must respond to the checklist items. To do this click on
the button labelled “View/Edit Checklist Items”, like you did in step 4 above. Review the
information in the Comment Text column and type a Response in the adjacent Applicant
Response column for each checklist item that has a status of “Not Met”. Comments that
have a status of “Note” are informational only. You may have to scroll to the right to see
all checklist table columns.

To record a checklist response, click twice in the cell adjacent to the checklist item. Type
your response and click the green “Save” button. Repeat this for each item that
requires a response.

When you have responded to each comment, click the “Save” button at the bottom left
of the window. Then click on the “Close” button to leave the form and return to the
Prescreen Resubmit eForm.
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Selected Checklist Items for All Review Cycles

Review Cycle: All ¥ & Save Settings Click the cell and
entera response.
- Show 50 + records
REF = PERMIT TYPE DEPARTMENT COMMENT TYPE CYCLE COMMENT TEXT \APPUCANT RESPONSE COORDINAT
7 Equals.. | ¥ Contains.. 7 Contains.. 7 Contains. T Equals... T Contains.. N Contains., 7 Contains
. Each drawing shest must be | split the submission into individual
1 Building Plan Review Permit Coordinator BLD Submission

- : uploaded as a separate file; multi- drawing files as requested.
Guidelines page drawings are not permitted.

When all items have been responded By T e st e T e e
to, click the "Save" button followed
by the "Close" button. After entering each
response, click the
"Save" button.

2 Building Plan Review

1- 2 of 2 records

Save || Close

View Full Report

8. 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 reviewed the prescreen comments and responded
appropriately. Check the box and click the “Return to State of MN” button. Click the
“OK” button in the pop-up window to confirm your action.

Applicant Comments

All checklist items have been respended to. Single-sheet drawings and supporting documents were uploaded as requested.

Include a response to the p
Prescreen Reviewer

Reviewer Comments comments here.

Please review and respond to checklist items. Additionally, no files were uploaded to the Documents folder. Please upload required
supporting documentation.

Check this box to confirm
that you have completed
the requested actions. Complete your task by &

Fents Last updated: 3/15/2020 12:43:59 PM clicking this button.

have uploaded the corrected documents and/ar drawings as indicated above.

C Return to State of MN}IOS&

This will complete your assigned Prescreen Corrections Task and advance the workflow to
the Prescreen Review step, which will be completed by the department. If no further issues
are identified you will receive a notification email letting you know that your project has
moved to the plan review queue.
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