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In addition to this user manual, please refer to the
instructions provided in the electronic forms
Applicant User Guide —Version 3 01/17/13 (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. Make application at the City of Ocala Growth Management One-Stop Permit Center located at:
201 SE 3" Street, 2" Floor
Ocala, FL 34471
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. Drawings MUST BE uploaded in a landscape
orientation.

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 for Building, Site and Subdivision Plans
e The top right corner of all drawings must be reserved for the City of Ocala electronic approval
stamps. Please leave the top right corner completely blank on all drawings (with exception of
the border).
e Drawing files must be uploaded in a landscape orientation

Side Bar Title Block
36 x 24 or 48 x 36 Plans  Cover sheet — Stamp location box dimensions: 3” width x 5” height (2 3/4”
from right edge of paper and 3/4" from the top edge of paper)
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36 x 24 or 48 x 36 Plans Subsequent sheets — Stamp location box dimensions: 3” width x 2” height (2
3/4” from right edge of paper and 3/4" from the top edge of paper)

Bottom Title Block

36 x 24 or 48 x 36 Plans Cover sheet — Stamp location box dimensions: 3” width x 5” height (3/4”
from the edge of paper in both directions)

36 x 24 or 48 x 36 Plans Subsequent sheets — Stamp location box dimensions: 3” width x 2” height
(3/4” from the edge of paper in both directions)

17 x 11 Plans Cover sheet — Stamp location box dimensions: 2” width x 3.32” height (1/2” from edge
of paper in both directions)

17 x 11 Plans Subsequent sheets — Stamp location box dimensions: 2” width x 1.32” height (1/2”
from edge of paper in both directions)

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.

o 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.

e 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 C001 - COVER
Site Layout CIVIL C002 —-SITE
Drainage/Grading Plan CIVIL COO03 —GRADING
Utility Plan CIVIL C004 — UTILITY
Details CIVIL C005 - DETAILS
Erosion Control CIVIL C006 — EC
Landscape CIVIL C007 - LANDSCP
Survey SURVEY 001-999 S001 - SURVEY
Landscape Plan LANDSCAPE 001-999 LO01- IRRIG

Applicant User’s Guide — ePlans Review
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File Naming Standards - Building Plans (Residential & Commercial)

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(s) in the file name represents the discipline area followed by the

page number and type of drawing, i.e. AO02 — Elevations. Ensure that all plans, including the

associated details, are submitted under the correct discipline characters to use.

e 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 Sheet Number Example File Names
Architectural ARCHITECTURAL A 000-999
Cover Sheet ARCHITECTURAL A000 - COVER
Floor Plan ARCHITECTURAL AO001 - FLOOR PLAN
Foundation ARCHITECTURAL AO0O5 - FDN
Elevations ARCHITECTURAL AO0Q9 - ELEV
Details ARCHITECTURAL A015 - DETAILS
Interior Design INTERIOR DESIGN ID 001-999 IDO09 — INTDS
Structural — All STR 001-999 STR0O02 — STEEL BLDG
Structural and STRUCTURAL
related plans
including details
Plumbing PLUMBING PL 001-999 PLO99 - PLUMB
Electrical ELECTRIC E 001-999 EOO1 - ELEC
Mechanical MECHANICAL M 001-999 M101 - MECH
Landscape LANDSCAPE L 001-999 LO11 - IRRIG
Survey SURVEY S 001-999 S008 - SURVEY
Shoring SHORING SHR 001-999 SHRO22 - SHORING
Fire Protection FIRE F 001-999 F799 — FIRE
Energy ENERGY EN 001-999 ENO12 - ENERGY
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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. When creating each file, drawing must be sized in order for the
approval stamp to be placed properly. Preferred drawing size is 24 X 36, landscape format. 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.”

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.

|7 Platter Confrguration Editor - DWG To POF pe3 2
Gemnsral | Ports  Denoce and Documest Sakngs

18 D' To POF pcd

= i Media
B> Sowree and Siee Site. ANS] expand B {1100 = 17.00 Inches)>
= 4§ Graphics
i Mector Grapkecs Cha: 16777216 (24-bif] colares cFies: Defaulty c0%r: Mo |
“i= Custom Propantes
= 5 Userdetned Paper Sizes & Calibration
LA Cusiom Peper Sizes
L) Modiby Standard Paper Sines (Primable Area)
1] Firar Paper Sies
i Flofer Calibrafon
S PMF File Hame <Mones
4 ¥
o and r Clapt
r Digmth
-
-
This denice canmol configune some{all) of these valias
i jmpaort | Seon b | Liotauks |
| QK | [ comcal | Heilp

Signed and Sealed Drawings
e Digital signatures are accepted but are not required at this time.
e Upon plan approval, two hard copies of the signed and sealed drawings are required to be
submitted to the Growth Management Department.

Folder Structure for Uploaded Drawings and Documents
e All documentation (any non-drawing files, truss calculations, geotechnical reports, etc.) should
be uploaded into the “Documents” folder for each project.
e All drawings should be uploaded to the “Drawings” folder for each project.
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0 All Drawing files must be sized and saved before uploading, in landscape orientation, in
order for the approval stamps to be located properly in the upper right hand corner.
0 The Site layout for building plans should be uploaded into the drawings folder.

Markup Name and Color Standards

e 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.

MARKUP NAME MARKUP COLOR
E911 Pink
Electrical Yellow
Structural Light Blue
Fire Rescue Red
Planning Purple
Mechanical Magenta
Plumbing Dark Blue
Historic Orange
Environmental Blue
WS - Comp Monitoring Brown
Plan Examiner Light Blue
Electric Eng Cyan
State Env Yellow
Eng-Civil Dark Green
Eng-Survey Dark Green
Eng-Inspection Dark Green
Eng-Real Estate Dark Green
PW — Sanitation Light Green
PW-Stormwater Light Green
PW — Traffic Light Green
WS —-Eng Brown
Dev Admin Gold
City Engineer Dark Green
City Attorney Yellow
Advisory Board Yellow
City Council Yellow
Police Yellow
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Login to City of Ocala ePLANS

ePlans Review Invitation
When your application is processed and input into the CRW TRAKIT permitting system, an ePlans 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 email address you provide on your

first application to submit electronically will be your user ID on all future ePlans submittals. The site

address for the City of Ocala ePlans ProjectDox system is: https://www.ocalaeplans.com/projectdox.

Coteg a7
V4

Application Plan Review Invitation

Helle TF01 Florence:

)

Welcome to the Citv of Ocala ePlans (ProjectDox) svstem. This project invitation has been sent to vou in response to vour application request. A
project has been created to allow vou to electronically upload vour drawings and supporting documents for plan review. To access vour new project,

follow the instructions below:

**Please be sure to upload all vour drawings and documents in the same session as the review process will start briefly after vour initial upload.

1. Click the Project Access link below

2. Enter vour User Login and Password

3. Click on the Project link on the "My Projects” page
4

6.

The City of Ocala will accept the following file tvpes.
Drawings: DWG, DGN, DWF, DXF, PDF

Supporting Documents

DD, DOC, DOCM, MLE, MLeXM, DDT, DDE, DDTM, TIF, TIFE, JDC, DMC, IMC, DD

User Login:

tf0l@avolvesoftiwware.com

Project Permit #

SUB11-0002

Plan Check Coordinator:

Tyson Florence

Plan Check Coordinator's Email

tflorence/@avolvesoftware.com

Project Access Link

Fortechnical issues. please contact the City of Ocala IT Help Desk at {332) 629-8238 or support@ocalafl.org

Please do not reply to this email.
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New Users
1. You must use Internet Explorer v6.0 or higher to access ProjectDox. (ProjectDox now supports
multiple browser applications but Internet Explorer functions best when installing the
components and viewing the drawings.)
2. Prior to logging into the ePlans (ProjectDox) application, the following actions must be
completed:

e If your computer has pop-up blockers installed, you will need to disable pop-up blocking for
the ProjectDox web address (https://www.ocalaeplans.com/projectdox). The indicator that
this has not been done will 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 ProjectDox
site is allowed, you will be able to utilize the application.

e ProjectDox components are installed by opening a drawing or document and installing the
Active X control. There will be banner at the top of the drawing for you to click to begin the
installation. A box will open and you will need to choose the “Install” button. Once this is
completed, the drawing or document will open. (If you are using Windows 7 you will need to
turn off the User Account Control (UAC) prior to installing the Active X control.) Although
the program supports multiple browser applications, Internet Explorer is the preferred
browser for the Active X installation. This installation will only need to be done once; if you
utilize a different computer it will require another installation for each unique computer.

e 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 ProjectDox web address to your favorites.
3. Tosign in, enter your e-mail address and temporary password (first time use) and click the Login

button, as shown below:

X, Gty of Ocaia ePlans lectro.

5 M City of Ocala ePlans Electr... 3 Ocala TEST ProjectDoxLo.. & City of Ocala Intranet Site O City of Ocala's Website jgested Sites » 8] Web Slice Gallery » i Karen'slinks » 51 Avahve Technical Support ){ City of Ocala ePlans Electr... £~ B - (5 s v Pagev Safety~ Tools~ @~
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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.

7

i
4
Ceciter

| <= Back || Forward = ||Home || Profile H@ @ @I [ Logout

Settings for TFOG Florence (08 @avolvesoftware.com)

VWelcome to City of Ocala ePlans Electronic Plan Review System.

Since you currently have a temporary password, you will need to change itto a permanent password and (if you have not done sao)
enter a security question and answer. This questicn/answer will be something that only you know, and will enable you to reset
your password if you ever forget what itis

After you have changed your passward you will be taken to the main Prajects View.

Change Password: Password Reset Question & Answer:

MNew password:” Security question: ||
Confirm new passwaord:* Security answer™ ‘

Paszword must niot contain special characters, must contain &

Profile Information

3

t least one digit and one alphabetic character, and r 8and 10 characters

Contact User | Project | Group
Information Metadata Membership Membership
* Required field
[ First Name: * I'I'Fﬂﬁi Lastmame;x’m
Email:* f06@avolvesoftware. com [Z] HTHL format @
Title: |
Company: * |
Address 1. |
Address 2: i
ciy: |
State/Province:” —Z v Postal Code:* ’7
Country: US—
Phone: ’7 Fax
Mobile: | Pager
Stamps: | [ Browse... | )
Language:* .:Ean_ v;

Existing Users

If you are a returning user, login to ePlans with your full e-mail address and password. If you have
forgotten your password, enter your email address and click the "Forgot your password?" link on the
login screen. This will bring up a screen and you will need to fill you your first and last name and then
click the button “Display security question”. Once you have answered your security question, a new
temporary password will be sent to you to login and create a new permanent password. 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 ePlans (ProjectDox), the projects screen, home page,
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.

RUAB | /2 (>

Project Rame e Aaches Ta = Crasted O pnted Om s

]

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

3. REMINDER: All Drawing files must be saved before uploading, in landscape orientation, in order
for the approval stamps to be located properly in the upper right hand corner.

S SEEISE | (Vewli.

SPL11-0004

Main Contact: Karen Cupp

Expand curre a 04/08/2011 - ProjectDOX-Test SitePlan

- SPL1 & Project Info | Reports
Files - 0 Naw)

Project Name: SPL11-0004
Description: 04/08/2011 -1
Project Image:
Location: Qcala, FL
Contact: Karen Cupp
Contact's Email: kcupp@ocala
Phone: 352-629-833¢
Cell Phone:
Pager:
Project Owner: Tyson Florent
Owner's Email: tlorence@av(
Project Admins: Tyson Florent
Status: Frescreen
Status Info:
Project Start/End: Start: 3/21/20
Pass-Through:
Versioning: Enabled for tr
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4. Upon entering either folder, you will be presented with two buttons, View Folders and Upload

Files.
SPL11-0004
Main Contact: Karen Cupp
Folder: SPL11-0004\Documents

Ma files currently existin Documents.

To uplead files into this folder

(1) Click the Upload button below

(2) Fallow the instructions in the ActiveX pop-up
window

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.

| View Folders | Upload Files

7%

04/08/2011 - ProjectDOX-Test

Projectinfo | Reports

Project Hame:
Description:

Project Image:

Location:
Contact:
Contact's Email:
Phone:

Cell Phone:
Pager:

Project Owner:
Owmer's Email:
Project Admins:
Status:

Status Info:

5. Click the “Upload Files” button. “Select Files to upload” will open. Click the “Browse” button to

go to the file location on your computer and select the files you want to upload; multiple files

can be selected by using your Shift or Ctrl keys. If you have the Silverlight software, you can also
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drag and drop files into the upload window list.

& http://216.255.240.124/7Session]lD= 8nitial Entry=true&FolderD=48 - Ocala TEST ProjectDox - Microsoft Internet Explorer provided

-
ePLANS | OCALA
Upload files:{Drag-n-drop available for Silverlight only)
Upload URL:
URL Display Name:
URL:
=

6. Click the “Open” button and the files selected will then be copied to the upload window.

r@ Open ﬁ
'\J”'\:.JI | . % Engineering » COO_ENG_Site Plan_Review » Kissimmee Demo » Versionl - | 3 | | Search Version 1 ye) |
Organize v New folder - [ @

S Favories *  Mame : Date modified Type Size
B Desktop '@ C001-Layout 1/16/201311:50 AM  Adobe Acrobat D... T43 KB
4. Downloads '@ C002-Grading 1/16/2013 11:53 AM  Adobe Acrobat D... 613 KB
il Recent Places @ C003-Landscaping 1/16/2013 11:54 AM  Adobe Acrobat D... 330 KB
E C004-Erosion Control 1/16/2013 11:55 AM  Adobe Acrobat D... 669 KB
M Desktop X CO05-Details 1/16/2013 11:56 AM  Adobe Acrobat D.. 204 KB
4 Libraries '@ Survey 1/16/2013 11:57 AM  Adobe Acrobat D... 292 KB
.2] Documents E
J’ Music
| Pictures
B videos
A Karen Cupp
.- Computer
G‘ﬁ Metwork
[58 Control Panel A
£ Recycle Bin
| Deskton e
File name: ~ [.000,3d,906,907, bmp, cal.cg ~|
[ Open ] I Cancel ‘
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_
@ hitp://216.255.240,124/7SessionID=&nitial Entry=truediFolderdD=48 - Ocala TEST ProjectDox - Microsoft Internet Explorer provided (=] E [

ePLANS | OcALA e i

Upload files:{Drag-n-drop available for Silverlight only)

| CO01-Layout.pdf 742.78 KB X |
| C002-Grading.pdf 612.82 KB X |
| C003-Landscaping. pdf 329.25KB X |
| CO04-Erosion Control.pdf 668.88 KB X |
| C005-Details.pdf 203.15KB X |
| Survey.pdf 2091.98 KB X |
| Total 0% 2.78 MB |
e

Upload URL:

URL Display Name:

URL:

Upload URL
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7. Select “Upload” and a new window will open stating “Your files have been uploaded” with a list
of those files.

(& http://216.255.240.124/?essionID= &lnitialEntry=truefiFolderdD=48 - Ocala TEST ProjectDox - Microsoft Internet Explarer provided =NNCN X
@Bmﬂq‘b g _j ‘ O /i\ A Close Window
Your files have been uploaded.
1. CO003-Landscaping.pdf

8. 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
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size, and History icon displays.

| View Folders | | Upload Files | O i @' |E

Cument Sort: |'SE|E'31' V|
E O&8kD

= [[] ARCH-260.PDF
_ﬁ 2/14/2011 12:14:14 PM, 268 KB

i

TF10 Florence

&

|:| CIVIL-253. PDF
2142011 12:14:14 FM, 148 KB

eearndy TF10 Florenoce

= [[] CIvIL-256.PDF

_ 21142011 12:14:14 PM, 518 KB

ud EA E TF10 Flarencs

= [ ELEC-258.pdf
ﬂ 21412011 12:14:15 PM, 432 KB

E = | TF10 Florence

9. 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.

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 Plans Coordinator 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 questions or missing items from your submittal, you will
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receive a “Prescreening Corrections Request” e-mail with instructions on the changes requested and
how to resubmit.

Clitiy o

9

~- = | Ceate

Prescreen Correction Request Task Assignment

Attention :

Your plan review submission for Application SPL11-0004 - 04/08/2011 - ProjectDOX-Test SitePlan is
incomplete or reguires comections. A list of the outstanding items is available on the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDiox and follow
the instructions provided for re-submittal.

Flease be advised when re-submitting drawings and/or documents

«  All corrections must be uploaded using the same file names as the onginal submittal

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

e Please make cormrections and resubmit as soon as possible

Project: SPL11-0004
Description | 04/08/2011 - ProjectDOX-Test SitePlan

Task CorrectionComplete

[P [P

Project Access Login to ProjectDox

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

For any questions related to this project. please contact the Growth Management Department at (352) 629-
8421 or developmentcoordinator@ocalafl. org

For technical issues, please contact the City of Ocala IT Help Desk at {352) 629-8238 or
support@ocalafl org.

Please do not reply to this email.

1. Click the link in the e-mail to access the ProjectDox 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 Explorer screen with the corrections form and another
screen with the Drawings and Document folders you saw in the original upload request.
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6 project(s) out of 6 for TF01 Florence (tf01@avolvesoftware.com)

Project Options

1-Building Development Project [ =
1-Site Development Dev Project [ =
1-Subdivision Development Project [i Rl
BLD11-0323 (i =
8PL11-0004 i =
SUB11-0002 [ =

Rl in

Descriptior
Building De
Site Develo
Subdivision
041512011
04/08/2011
04/07/2011

Project Name Attached To

SPL11-0004

() )

Applicant

2. Review the Plans Coordinator 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 ProjectDox (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. Click back to the eForm with your task assignment as shown below.

: :
o
f«:y 7/

A

Review Coordinator Tysan Florence | thorence@avolvosoftwars.com |

Roviow Cyclo 1

Workfiow/Activity Nome | o . T omplete

0 Activity Instructions .-f'ir.-nu revigw the Development Coordinator notes and submit the required drawings and
documents.

Current Lizar Logan TFO1 Florence | LI 1@avolvesoftwore.com)

TASK INSTRUCTIONS

1 s i h comctid documints s

Hizsing elevation drawings and site info

I__Iij e At Clone | clone |

&Fom Version: 13

6. When the eForm opens, place a checkmark in the “I 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 been completed or corrected and will
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continue with the Prescreening process.

TASK INSTRUCTIONS

| hape uploaded the corrected docu

Miszing elewvation drawi

1 Corrections Complet:

T —

AEarmm Varcian- 1 2

Approved

If your submittal is approved, it will immediately 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.

Applicant Resubmit Request Task Assignment

Attention :

Your plan revi

ew submission for Application SPL11-0004 - ProjectDOX-Test SitePlan has been reviewed

but has generated staff comments or raquires corrections. You may review the comments and drawing
markups by accessing the ProjectDox site

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 drawings and/or documents

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

e« Once

corrections have been uploaded for review. no additional submissions will be accepted

unless requested
+ Please make corrections and resubmit as soon as pessible

Project SPL11-0004
Description | ProjectDOX-Test SitePlan
Task: ApplicantResubmit

P

Project Access | Login to ProjectDox

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

For any questions related to this project. please contact the Growth Management Department at (352) 629-
8421 or developmentcoord lafl org

Fortechnical issues. please contact the City of Ocala [T Help Desk at (352) 629-8238 or
supporti@ocalafl org

Please do not

1. Click the link in your e-mail to access the ProjectDox site.

reply to this email.
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2. Login to ProjectDox. The Applicant Resubmit task will display at the bottom of the main page
with your permit/project number under the heading “Project Name” (ie. SPL11-0004). Click on
Applicant/Resubmit to access comments and mark-ups.

Project Name Attached

SPL11-0004 ApplicantResubmit Applicant

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

I Review Information Project Information Contact Information Checklist Items

Update
Date

Cycle D Group Comment Text Status U:;:Ed

TFO3 45142011
Florence 5:41:00 PR
TFO4 4142011
Florence 5:46:00 PA

1 AIRO1.01 Afrport  Ruray is not sufficient to types of propozed aircraft Mothet

1 E31102.01 811 Clearance to terminal building is not sufficient for emergency access MNothet

Fire ; . TFO2 4142011
1 FIREOZ .01 Pk Include City Standard Detail T-5 Ref: NFPA 1:18.3.4.2 Met Florence  5§:32:00 P |—

Provide for fire hydrants to be protected if subject to mechanical damage, The means
Fire of protection, such as bollards or other suitable device, shall be arranged in @ manner et TFOZ 4512011
Rescue  that will not interfere with the connection to or the operation of the Florence 5:32:00 PA

budrant, RE1R0:F#160: Ref: NFPA 24:7 3.5, NFPA 24:7 3.4

1 FIREQ4 .03

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 — ePlans Review 20 City of Ocala, Florida



DEPARTMENT REVIEW - re

A

CYCLE DEPARTMENT REVIEWER

STATUS REVIEW

TFO3 FLORENCE
TFO3@AYOLVESOF TWARE.COM

ASSIGNED BY:
1 AIRPORT TFLORENCE @AVOLVESOF TWARE. COM

AZSIGNMENT TYPE:
FIRSTINGROUF

TFO4 FLORENCE
TFOA@AYOLVESOF TWARE.COM

q &4 ASSIGHNED BY:
TFLORENCE@AVOLVESOF TWARE COM

ASEIGNMENT TYPE:
FIRSTINGROUF

TFO2 FLORENCE
TFO2@AVOLVESOF TWARE.COM

ASSIGHNED BY:
1 FIRE RESCUE TFI NRFNCF@ALNI WESTF TIARE NIk ™~

Filenarme
Brookwood Plat. dwg
Brookwood Plat. dwy

@A\rpur{ Ajrport - TFO3
8911 e911 - TFO4

| have reviewed and addressed the Checklist Comments provided on the "Checklist' tab above Please click on the tab and reviewe each itern. Each cormment will be indicated
as "Met” or "Not Met™_ Ifyou would like to export a list of the comments to Excel, click on the "Export ta Excel” link in the upper right hand corner of the popup window.

I have addressed all ofthe items in the File Markups below that were identified during the Plan Review.
| hawe uploaded the revised drawings into the "Drawings" folder and, if requested, uploaded any revised documents into the "Documents” folder using the SAME file name as
the original files

E ﬂ Complete Save And Close

TASK INSTRUCTIONS n

1) Consolidated department checklist

2) Review cycle & department review information

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

4) Checkboxes 1 and 2 are confirmation that you have read and corrected the issues
5) Checkbox 3 is confirmation you have uploaded all new and/or corrected files

6) Resubmit Complete button

CAUTION: You will need to open the eForm to accept your task and access the review checklist

comments but do not check the boxes until you are ready to resubmit your revisions. Checking the
boxes in advance and then closing the eForm will prohibit the complete review button from being
available at the time you are ready to resubmit your corrected plans. If this occurs, simply uncheck
the boxes and close the form. Reopen the eForm, check the boxes and the complete review button
will be available.

Applicant User’s Guide — ePlans Review 21 City of Ocala, Florida



(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).

CheckliSt ftems _

Updated  Update
By Date

Contact Information

I Review Information | Project Information

Cycle D Group Comment Text Status

TFO3 4412011

Florence  5:41:00 PA
TFO4 441201
Florence 5:46:00 PA
TFOZ 4415201
Florence  5:32;00 PA

AIR01.01 Airport  Rumaay is not sufficient to types of proposed aircraft Mothet

1 E91102.01 911 Clearance to terminal building is not sufficient for emergency access MotMet

1 FIREOZ.01 ;gfcue Include City Standard Detail T-3 Ref: NFPA 1:18.3.4.2 Mgt

Provide for fire hydrants to be protected if subject to mechanical damage, The means
Fire of protection, such as bollards or other suitable device, shall be arranged in a manner TFO2 47152011

Rescue that will not interfere with the connection to or the operation of the Florence 5:32:00 PA
budrant AREIRD:RE1AD: Raf: NFPA 24:7 3 . MFPA 24:7 3.6

1 FIREQ4.03

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 crcLe:

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 |

Current Sort: | - Select-
B O)BbD0
D 2844A dwg
11/2/2010 5:30:48 PM, 845

Tyson Cal==]

9

All changemarks will display in the right hand pane and as you review, click on each changemark and you
will zoom directly into the red line from the reviewer.
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-
@ C003-Landscaping.pdf - Microsoft Internet Explorer provided by the City of Ccala

| & hitps://ocalaeplans.com,ProjectDox/ ActiveXViewer.aspx?FilelD=3656 &ViewList=429 &E ditList=

vaﬂ'n

07:58 AM

Renee ODonnell 03/13/2012

Shift tree away from bfp/meter
- |location.

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

1. Goto the report tab and select the report titled “Current Project - Project Markups Listing”. This will

generate a report with the markup name, markup text, markup date, file name, reviewer name and

their email address.

Applicant User’s Guide — ePlans Review
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"o Teds b Ml 100w - ot et Salect  format - bt @

ProjectDo»
Current Project - Project Markups Listing
SPL12-0001

Do Adirn - KEugp Statarmerd of germriieg wil regure OONTEI | CoN-Lapeutedl Karan Cwn [

Dev ASmn - KEUPD The two sgred aod sesed hand copies WIEHE oLyl

|

|

Dere A - RCupp Change contact department 10 Grows 0O | Co0l-Lapeut et
K207 for scheduing of the pre-stn
ety

Darv Adman KCupp Temporary Constrchion sasement mast TN COX]-Larpsut pudf aren Cupp
b .l price 1D el Emmareng o5

pacent parcel

Dee Admin KCupe. I L p———— BUONFNT | CO Lapeut gt Karen Cum bnup@ocalall sy

[ Transsrmar must be located within 20 of CIGAPNE | N Layeupdl [ Faies [ ———

Eiecaric ng. Cins Listatn &l whpctii et in re locabon. OO | Cof Lyt el
Eleqaric Eng. D ales 0812 | CON-Layout st

|

WI-ENG-RMO WATER AMD SEWER OWINTL CO-Lapeat.pdt Ld Opened
That Wter and Savere CENBNE | CON Laysupdl =

WS-ENG-RND 5hut ree sy from Bip/matar iocaban /N1 | C03-Landscaping pa [ Osnret radenned@ocalall.org
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associated changemark text.

2. You can also select the “Copy Chanw button to print the drawing with the markups and

-
(& C003-Landscaping.pdf - Microsoft Internet Explorer provided b City of Ocala

| & hitps://ocalaeplans.com/ProjectDow/ ActiveXViewer.aspx?FilelD=3656 Sﬂw}_‘g &EditlList=

Annotate Review = Redact - Takeoff =~ Publish

Niz
am

LB

I
-
o

CCALA FANILY CARE

STE PLAY - LaNBsCARG [ ]
=
m

vp'n

|Renee ODonnell 03/13/2012
07:58 AM

Shift tree away from bfp/meter
location.

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

Copy To Clpboard

(7 Selected Changemarks note

@ &l Changernarks

Include

Changemarks image(s]
Hyperink[z]

Bookmark, page

RTF Output Farmat

Image size:
| Font.. | [Smal w2y |
[ k. J [ Cancel ] [ Help ]

L.

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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) [ e
ol TRERE. g [ |

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
customers request.

(Back to List)

3. To print the markups in the original drawing format (36x 24), open the drawing by clicking on the
markup icon. Go to “Publish” and click on it to open the drop down options and select “Publish to
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a1 41| [2n |
4« » =l 2@

Live Oak

. 0.1

Renee ODonnell 03/13/2012
07:58 AM

Shift tree away from bfp/meter
location.
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In the Publish option screen check burn in change marks and select publish.

PDF Publish Opticns
— ... ===Z%%o
Pages Include i
Size [| Bookmarks
@ Use default page size: 36.00 x 24.00in [F1] Block attributes
©Fitto:  |150 AD (1189 x 841 mm) [Fllayering: @ Al ) visible
Output [T Hyperlinks
@ All pages Remove
Current page Example: 1,3,5-12 [ Remove hidden text
Designated: Coloring
Rotation Document: [Driginal Colors v]
Pages have been rotated. Markup: [Driginal Colors T]
Fublish pages as rotated
Security
L TnT [| Password protect
@ Burn-In current markups
_ Password:
() Insert markup as PDF comments
["] Append Changemarks notes Confirm:
Append redaction reasons Create
Watermark,Banners
' [7] Fit document ("] PDFfA-1b compatible
[Watermark,.fﬁanners... ] within banners
[ Publish ] [ Cancel ] [ Help ] i

At this time you have the option to “Save to file” or “Email as attachment”

[z

Publish Option

@ Save to file
() Email as attachment

[ Ok ] Cancel |

If you choose the save to file option, you will then select the location to save the file on your computer
and then you can print from the new pdf file.
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(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 provided on the "Checklist' tab ahowe. Please click on the tab and review each item. Each comment will be indicated
as "Met"” ar "Not Met™. Ifyou would like to export a list of the comments to Excel, click an the "Expart to Excel" link in the upper right hand carner of the popup window.

| have addressed all ofthe items in the File Markups below that were identified during the Plan Review.

| have uploaded the revised drawings into the "Drawings" folder and, if requested, uploaded any revised documents inta the "Documents” folder using the SAME file name as
the original files.

CAUTION: You will need to open the eForm to accept your task and access the review checklist
comments but do not check the boxes until you are ready to resubmit your revisions. Checking the
boxes in advance and then closing the eForm will prohibit the complete review button from being
available at the time you are ready to resubmit your corrected plans. If this occurs, simply uncheck the
boxes and close the form. Reopen the eForm, check the boxes and the complete review button will be
available.

(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
2r28/2010 9:42:09 AM, 344 KB
Falona Perez

& & A

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

LSH IRSTRUCTIONS n B

o | harem e and addiesned T Chackis] GOmmEnts provised on e "Chidkir Bab abowe. Fiease chokoon v tab and redew oech e Each comment will be indicaled
= e T or MR M~ I you weould 1 10 export @ et of e oomimients 1o Exped, cSck on e "Exgart o Excel” link in the uppes ighl hand comer of S popun windes,
1 | haree sddersnnd all of e Sems in e Fike Warkuos beley Bat wan enifed Sung he Flan Redes

[ | haree upioaded e wretsd draiteys in in D "Dirasings” foldes and, T requesied, uploaced iy (eASEd dOCUMENES nlo e "Documents” Rioer usisg B BAME Sle name as
e oniginad fles.

E E iprvgpdeds Lawe Al Cleas
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Clicking the "Complete" button, will send the task back to City staff. This action will remove the task
from your list until the current review cycle has been completed.

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-mail indicating that your application is ready and instructions on how to download and
print your files. Approved drawing and/or document files will 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 Ocala Growth Management Department.
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Appendix A

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 ProjectDox 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 UACin
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
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Then follow these steps:
Remove ALL ProjectDox 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 ProjectDox Components is listed then REMOVE
b. XP — Using Control Panel -> Add/Remove Programs, if ProjectDox
Components is listed then REMOVE
2. In Internet Explorer (Internet Options->Browser History->Settings->View Objects -
remove anything Brava, ProjectDox, 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 filename IGC to locate, then delete)
a. In XP Documents and Settings->User Account->1GC
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 ProjectDox components by clicking on any drawing or document and
running the Active X control.

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