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About ePlans

ePlans is a web-based application that facilitates electronic plan review and has been tailored to the MNCPPC Montgomery Planning Department
regulatory process using ProjectDox software from Avolve. ePlans allows the agencies and individuals who review and comment on new
development plans as part of the county’s development review process to organize and formulate their comments as one public voice to the
development community and public, and to better manage critical project information.
By using ePlans to create online, virtual project workspaces, individual reviewers for specific disciplines working in different locations with varying
schedules can share the same information at any time, thus facilitating communication and greater productivity.
Here's what ePlans does to enable online project information management:
o All the shared project information (documents, drawings, markups, project email, discussion threads, faxes) is centralized in one
electronic location so it becomes visible, accessible and usable by everyone who needs it
o The friendly user-interface makes it easy for users at all technical skill levels to leverage the tools in the system
o Permissions and role-based security restrictions are configured and applied so that only appropriate personnel have access to
project information, or subsets of that information
o Using electronic workflows and eForms, the flow of critical information from one person to the next is tightly controlled in order to
maintain schedules and force accountability within a given process
o Multiple-users have access to the same information at the same time, and the system manages every session to keep document
versions organized properly
o Automation features ensure that when activity takes place in the workspace, those who need the updated information are informed
immediately
o Tools for viewing plans, documents and markups, holding online discussions, and sending out group email provide for timely
information and a more productive review for the whole team
o Complete details of all workspace activity are recorded, creating a complete audit trail for documents, email, markups, workflows
and forms, access and egress, plus much more
In summary, ePlans allows the stakeholders in a project to manage information, communication, activity and resources better than manual or
conventional means.
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Process Overview

The ePlans workflow adheres to the regulatory procedures of the Development Review Manual, essentially changing how the applicant delivers plan
information, documents, and drawings and the way agency staff collaborate on needed revisions and transmit comments back to the applicant.
Before using ePlans, applicants fill out an online application. This is where plan information, found on the traditional application form is entered.
Completion of this step generates an invitation to log into ePlans and upload the documents and drawings associated with the application. ePlans
will walk the applicant through the plan review process by emailing notifications such as: when to pay fees, what revisions are requested, when
Development Review Committee and Planning Board dates are scheduled, when to upload or download documents, etc. The following is an
example of a “typical” plan review process through ePlans:

Application Intake Plan Review Decision

MNCPPC Contact: MNCPPC Contact:
DevelopmentApplications & Regulatory Coordination Division (DARC) AreaTeam Lead Reviewer

@ngnsg Applicant User Guide - Draft (Rev.11/3/2012)


http://montgomeryplanning.org/development/forms/Manual_of_Development_Review_Procedures.pdf
https://eplans.montgomeryplanning.org/

Revisions vs. Amendments

An important distinction to make is the difference between plan revisions and amendments. Revisions to plans occur after plan submission but
before Planning Board approval. A revision is something that requires resubmission of critical application form information such as a change in:
acreage; number of lots or units; type of use or units proposed; ownership, applicant or engineer; or method of development proposed. In ePlans,
revisions will require upload of a PDF document titled “Updated Application Information” and payment of appropriate fees.

Amendments are requests to revise a plan that has already been approved by the Planning Board. Amendments may be major or minor and
applicants need to work with staff to determine which type is suitable. Amendments require filling out an online application, starting a new
workflow in ePlans and new fee payments. In some instances (such as re-subdividing recorded lots), staff may determine that an applicant does not
qualify for an amendment and a new application needs to be submitted.
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Minimum User Requirements
This document will guide you through the Online Plan Submittal process. To begin you must have basic internet navigation skills and the ability to
create the necessary documents and drawings and submit them in the required formats. In addition to the minimum skill requirements, you must
have the following:

e An email address

o A computer with the following minimum specifications:
Windows XP Professional or Higher
Internet Explorer 7.0 or 8
Dual Core or Quad Core Processors 2.0 GHz or faster
2GB+ Ram of Memory
Hard Drive with 100 GB or more

o Graphics Card with minimum of 25MB of dedicated video memory

o Ability to create drawings in a layered, vector .pdf format
e Adobe PDF reader (available at http://www.adobe.com/products/acrobat/readstep2.html) and the Microsoft Office Suite

O O O O O
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You must be ready to upload files after completing the online application. The following helps you prepare files that meet standards for ePlans prior
to this critical step.

Required Files
All drawings and documents as specified by the plan type’s Application Upload Checklist must be submitted and meet the plan type's Submission
Requirements for content.
e Preliminary Plan — Upload Checklist & Submission Requirements
e Site Plan — Upload Checklist & Submission Requirements
A cover sheet with sheet index is required for all multi-page drawing sets.

File Naming Standards

Filenames for drawings submitted through ePlans should include a description code, followed by the application number, followed by a 3-digit sheet
number (Example: 07-PREL-120120540-001). A separate file for each individual sheet of a drawing set is required.
sort order application number
— 1

| [
submittal item sheet number

Filenames for documents submitted through ePlans should include a sort order, submittal item code, followed by the application number (Example:
01-S0J-120120540). Multi-page documents or related document sets should be provided as one file.

Submittal item codes for the commonly required drawings and documents are included in the Application Drawings/Documents Upload Checklist for
each plan type (see links above).

Stamp Placeholder
The top left corner of all drawings must be reserved for the Planning Department’s electronic stamp.
e Dimensions 4" width x 3" height

File Type Standards
e Only searchable PDF files are accepted for calculations, reports and other supporting documentation (non-drawing files). Documents may
also be submitted as Word (.doc), Excel (.xls) or PowerPoint (.ppt) files.
e All drawings must be submitted as layered, vector PDF files (1 file per each drawing sheet). It is recommended that drawings be created in
AutoCAD and converted to PDF files. CAD files (.dwg format) are also acceptable.
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http://montgomeryplanning.org/development/forms/preliminary_plan_upload_checklist_submission_requirements.pdf
http://montgomeryplanning.org/development/forms/site_plan_upload_checklist_submission_requirements.pdf

Folder Structure — Uploads Standards
This is how the ePlans folder structure looks:
=~ 120130130

-.__,r Submitted Drawings

.___j Application Drawings

=-[_J Support Drawings
.___| Submitted Supporting Documents
.___| Board Hearing Documents and Exhibits

i~ Approved Drawings
|___| Post-Approval Documents
.__,| Uploads

At initial application all documents and drawings may only be uploaded into the Uploads folder for each project. After Intake Review and

acceptance of the submitted files, they will be moved by Planning Department staff into the appropriate Submitted Drawings or Submitted
Supporting Documents folder or sub-folder.

o After application acceptance:

o All documents must be uploaded into the Submitted Supporting Documents folder by the applicant.

All drawings must be uploaded into either Application Drawings, or Support Drawings in the Submitted Drawings folder.
o All revised files must have the same name as the original.

o
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Online Applications
The first step in the ePlans process is filing an online application. We suggest you complete and print the traditional application form so you can
refer to the information while applying. Traditional application forms can be accessed here:

e Preliminary Plan traditional (paper) application form

e Site Plan traditional (paper) application form
Access the online application here.

e From the Online Application main page, it is possible to look up information on previously filed projects, or to access the login page and

create a new account or log into an existing account.

i AND -NATIONAL CAPITAL PARK AN

™ MontgomeryPlanning.org

LANNING

DynamicPORTAL HOME
Welcome to Dynamic Portal Online LookUp Application
R ecount Welcome to Dynamic Portal online lookup applications. Here you may choose o view application information by searching with a kcense
Login number, applicant name, address or parcel ID

File Edit View Favorites Tools Help
LOOKUP PROJECT x &~
Search for project by number, appli] 3= & | Free Hotmail LKl Suggested Sites v £] Web Slice Gallery v

Lookup
Application

Progect Number

L)

D

Apphcant
Address
Parcel ID
DynamicPORTAL HOME
Clle I.ogln to ﬁle anew application. i Welcome to Dynamic Portal Online LookUp Application

Weicome 1o Dynamsc Portal online lookup appications. Here you may choose to view applical
Logn number, apphcant name, address or parcel ID

oo (ga) I
Appl \ Search for project by numiaAsss s sy r address

Project Number

Applicant
Address
Parcel ID

The Lookup Project link provides basic
information on previously filed applications.

ADORESS
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http://montgomeryplanning.org/development/forms/preliminary_plan_application_form.pdf
http://montgomeryplanning.org/development/forms/site_plan_application_form.pdf

e On the Login page, enter your user name and password to access your account. If you have not previously logged in, click the link to Enroll,
and open a new account.

@plans

fentgemeryPlanning

Topics

News

About Us
Employment

Related Sites

) RSS NEWS

Learn about Development Activity in Montgomery
County

Search and view development project Existing users sign-in

* To begn your search, please enter your uaciianic ain passwuiu

« If you do not have a username, you may ensoll for one. You may also sign in
ancnymously.

Important Note: The Commussion provides the Development Activity Information
Center as a convenience to users. We are continuously adding to and updating the
development data and documents that are available online. At any point, there may be
a document that has not yet been posted or revised. To view the complete record on a
development project, users are encouraged o visit the information counter at 8787
Georgia Avenue in Silver Spring. While you are online, if you believe you have found
data or documents to be in error or if you cannot find the document you are searching
for, please contact us at mcp-daichelp@mncppc-mc.org. Given the volume of work
that we do, M-NCPPC cannot guarantee that all data or documents will be available
online

Signin

User Name: |

¢ Password

I Remember me on this computer

[Sonin |
Sign in Anonymously

Forgot your password? Click here

Or

First Time Here? Envoll

New users sign-in
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e From the Project Application page, you can lookup detailed information about previously filed projects, apply for a new application, view
fees or modify your account information. To apply for a new application, click on Apply for a Project and then Apply. If you have saved
previous applications without filing them, you can also access them from the Apply for a Project link.

™ MontgomeryPlanning.org

AAMA PRINT | TRANSLATE | SITEMAP | HELP

B0 items in 11y Carl Sﬂﬂﬂl K Out || Sign Cut |

Project HOME Project # Search
My Account Welcome Cathy Conlen

Modify Account Online Project Application

Welcome 1o online project applications. Here you may choose 1o view project information by searching with a project number, apphicant

Sign Out name, address or parcel. You may apply for a project online, or you may change or modify your account information
Apply for a Project

My Saved ﬁ! LOOKUP PROJECT
Applcations Wiew your project or search for other projects by number, applicant name, or address . -

-t projocts by w Link to apply for a project.
Apply
; APPLY
eets (=&
—. Cheoose the progect type you wo! My SAVED APPLICATIONS  o0d the folowing infarmation in arder Io apply mbine for 2 projact

R iec Application Information: Informauon re@iea 10 ine ype o1 work and the worksile location or address
Pay Fees Applicant Information: Your name, addrass, phone number and e-mail address as well as pertinent hcensed contractor

My Fees information

ViEw FEES

Lookup Project )| View fees related to WOUT Bppications

Project Number

Applicant

] oor Accomr |

Address Madify your contact information and password or customize your welcome page

Parcel ID

e After you have clicked on the link to Apply, you will be taken to a series of pages on which you need to insert the application information.
Required fields are marked with a red asterisk (*), but all fields should be filled out. On the first screen, select the type of application.

@plans
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e Insert a tax parcel identification number and describe the location of the project. The Parcel ID must be an 8-digit number that is currently
in the land records. The system will check that the number is valid before permitting you to move to the next screen.

™ MontgomeryPlanning.org

COMMUNITY PLANNING A A A PRINT | TRAMSLATE | SITEMAP | HELP
BB 0 items in My Cari $0.00 | Check Out | [ Sign Out |
Project HOME New Application for Cathy Conlon
Apphcation Location Job Primary Applicant Dwetails. Application
R commt Type Description Applicant Team Canfirmation

@ Madify Account

@ Sign Out
Apply for a Project Please enter the correct Parcel 1D and the location, click "Next” to proceed to next step.
@ My Saved
Applications
. I
& Apply Enter the ParcellD
Projects Parcel ID: *
3 My Projects (Additional Parcels can be added on the Details Page, if necessary.)
Pay Fees
B My Fees + Location description:” (see instructions & examples below)
@ Checkout
e enter your infermation in one of the fellowing fermats...
Loockup Project
Project N . On (Street Name), (# of Feet) feet (N, 5. E W etc.) of (Nearest Inters:
B Number mple: On Georgia Avenue, 500 feet N of Spring Street
@ Applicant
@ Address . (N.S.E,W,etc.) quadrant, intersection of (Street Name) and (Stree )

S.EW.e t Name
mpla: NW drant, ints Avenue and Spring Street
3 Parcel ID

Resources -

® Applications/Forms

Cancel Previous

@plans

fontgameryplanning Applicant User Guide — Draft (Rev.11/3/2012) 12



e The next step is to enter a project name, project description, and acreage. For a new subdivision, choose a name for your project that will

distinguish it from others. In an existing subdivision do not simply choose the subdivision name; include the applicable lots and/or parcels

(i.e. “Sligo Woods, Lot 5”). The description should be a simple summary of the project such as, “request to create 2 lots for 2 one-family
detached dwellings.”

™ MontgomeryPlanning.org

COMMUNITY PLANNING AAA PRINT | TRANSLATE | SITEMAP | HELP
[ B0 items in My Cari $0.00 | Check Oui | [ Sign Out
Project HOME New Application for Cathy Conlon
I N
Application Location Job Applicant Additional Details Application
R count Type Description Type Applicants Confirmation

@ Modify Account

® Sign Out

Apply for a Project + Enter the Project Name

@ My Saved « Enter the Project Size in acres

Applications + Enter a Description of the proposed project(optional)

= Apply + Click "Next"

Projects Project Name* Acres* (Acres = SqFt/43,560)

® My Projects 0.00
Description of the project

Pay Fees =

= My Fees

@ Checkout

Lookup Project

# Project Number - -
Cancel Previous Next Save For Later

. | Cancol | Provious

= Address

@plans
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e The individual submitting the application will automatically be designated as the Primary Contact for the ePlans process. All applicant
tasks that are generated during the review of the project will be sent to the email address for this individual. You may choose to set up an
account that is accessible to more than one individual, but we strongly recommend that only one person be assigned responsibility for
completing tasks.

e The next screen will permit you to enter all the other members of the applicant’s team. The individual who is the Primary Contact may be
entered again from this screen and placed under their appropriate role (e.g. engineer, landscape architect, or surveyor). Note that certain
team members are required to be identified before the application will be accepted.

M Montgomery Planning.org

Pl HOWE M Application for Cattry Corlon

Accournt Aok’ o' Lol Jobi Paimary Lt Cetads g ey
o Trpe Lnrghon Applicard Taars [ourm——

B e n B o

e = = =l
bty A C -
g O
B Pac dore g AppRcin Team Mambens, chok “Heol" ie prooesd io A s
Ly e T B0 Faee Al S50 TH4 Pabralitrs 35 (T SEO4S S0
eerapr— + ik "W geplecant T pai
Py ) .
Firquired Toam Meoben (] | Opfonsiiuggevied feam Werbers
Bt (R ———— fra—

by e v i rgreer o Surveyor” i ! PPty

Ascrray

Lislens Propest | A Appicant Toam |
i These team members must be identified or

-y e T N T the application will not be accepted.

@eplans
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e On the application details page, fill in all required information. Previous plan submittal numbers will be checked for validity against our
existing data base. To enter proposed development information, select the Click Here button to open the grid. Enter the required
information and click Add to Grid. Each proposed use should be entered as a new row in the grid by repeating these steps.

Click Here 1o enter the gnd records.

Project HOME . .
3oy Aocoune wmfe‘ﬁwv aaonaipaces — Add additional parcels that ~”
Modity Account =t 2 -
ST are included in the
s e Click to open the grid e TP o)
eeAcations New Appication and add a row for each
Major Amendment w/ DRC| i
o Minor Amendnent proposed use. Zoning Cl
Projects m --Select One— 3
My Progects If Minor Amendment selected above, choose an amendment type: = Acres
Pay Fees Consent Limited Limited for FCP Hasth  Development =i
My Fees Code® | -Select One— |>

m if in i
Submit & description of the revision or amendment. if applicable, in a separate document e Built Resid1 DU/Commil SqFt

Previous Plan Submittals: (enter information, if applicable) ™S praviously Approved Residl DU/Comm1 SqFt
NRUFSD or FCP Exemption (4YYYYXXXX, 0 hyphens) File No* :Z ::: Retained Resid DU/Comm| SqFt
PreApplication (TYYYYXXXX,no hyphens) File No Proposed Resid1 DU/Comm’l SqFt*

-
Preliminary Pian (1YYYYXJ00(n0 hyphens) File No m"m“"" Uk
Project Plan (9YYYYXXXX no hyphens) ~ Concurrent Review? —Select One»EFlle No. Other affordable housing du
Site Plan (8YYYYXXXX o hyphens)  Concurrent Review? —Select One— v |File No Age restricted housing du
Skelch Plan (3YYYYXXXX.no hyphens) File No SemiorHolsg ki
Development Plan/Schematic DP (DPAYYYYXX or SDPYYYYXX no hyphens) File No:

“Maximum number of dwelling units (du) aliowed by zoning. (Make only 1 entry per zone)
Zoning Case (GXXX,no hyphens) Submit Council Resolution Case No.
On the
Special Exception: (S, CBA, SE, no hyphens) Case No ‘ Ground
3 Variance: (A, no hyphens) Case No: AcresDevelopment  Built

Type Code | Residl |

If resubdivision of records lots, enter M-NCPPC record plat book & page -
(book)  (page) Area Dedicated to Public Use(in acres)

Development Information: (See Submission Requirements, section 5) #of Lots*
Method of Development # of Outlots
Standard
Cluster

MPDU  (enter #in grid below) Supplementary Information:

Has the applicant had any pre-submission meetings with M-NCPPC staff?* —-Select One— j
Last name of Staff Meeting date (submit a separate meeting minutes document)

@plans
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e Review the information you have entered and correct as necessary by clicking on the Edit links. When you are satisfied with your
application, click on Apply. Click on the Save for Later link if you want to keep the information you have entered, but postpone actually
submitting it. You can access saved applications from the Project Application page when you are ready to submit them.

eplans

COMMUNITY PLANNING AAA PRINT | TRANSLATE | SITEMAP | HELP
[T items in My Cart $0.00 | Check Out | [ Sign Out
Project HOME New Application for Cathy Conlon
—_————eee———

Accou! Application Location Job Applicant Additional Details Application
My, s Type Description Type Applicants Confirmation
@ M Ac t
i Application Information Confirmation
@ Sign Out
- fora Project To submit your application:

« Confirm the Application information is correct
My faved If changes need to be made click the appropriate "Edit” button
Applications
« Click the "Apply” button to submit your Application
@ Apply
Application Information To Be Submitted
gipincts Project Type: PRELIMINARY PLAN
8 My Projects Edit  Applicant Type
Pay Fees Primary Contact Name: Cathy Conlon
@ My Fees Address 8787 Georgia Avenue
3 Silver Spring, MD 20910
W Che Phone (301)495-4542
Capacity Type Engineer
ESoKap Broject Edit  Parcel ID: 03534818
& Project Number On Edwards Street 500 feet west of Northrop Street. P756
® Applicant Edit  Acres 5.50
Project Name Test Subdivision
@ Address Description of Project: Subdivision to create 10 lots in the R-200 zone
® Parcel ID Edit  No contacts added

Edit  Detail page information

Applicant hereby certifies that he/she is the sole owner of the subject property, is otherwise legally authorized to represent
the owner(s) (written verification provided), or is a contract purchaser authorized to submit this application by the property
owner (written verification provided). Applicant hereby acknowledges that the 60-day time allotted for review by the Planning
Board, as set forth in Section 50-35(f) of the Subdivision Regulation, will not commence until final plan drawings and all
supporting information necessary for a decision on the subject application is provided to the Montgomery County Department
of Planning so that it can be referred to the appropriate agencies for final comment.

Applicant User Guide — Draft (Rev.11/3/2012)
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e A confirmation page will appear after your application has been successfully submitted and give you the assigned plan number. Make note

of the assigned number, sign out and proceed to the steps for uploading your drawings and documents.
application number to begin any noticing until the Intake Coordinator has confirmed that your application has been accepted.

lans

MontgomeryPlanning

Project HOME

My Account

Modily Account
Sign Ot

Apply for a Project
5 My Saved
Applications

Apply

Projects
# My Progects
Pay Fees

My Fees

Lookup Project

Progect Number
Apphcant
Address

Parcel ID

Resources
AppicationsForms

Please do not use the assigned

% Out ] [[Sign Out |

You have successfully submitted a(n) apphcabon  In order to complete thas process, you will need 1o pay the required fee n
apphcation fee table below. You may wish to check the information on your apphcabon is correct by selecting the View or Edit key
prior to paying Once your apphication has been pad, you will not be able to edit your application

Application Type:
Application number:
Site Location:
Primary Applicant:

Fees:

Declared Value:
Legal Occupancy:
Description of Work:
Milestone:

View | Clone

PRELIMINARY PLAN
12013016
03534818
Cathy Conion
Application Submitted: 72472012

—

Application Number

Subdmvision 1o create 10 lots in the R-200 zone
Process Application

Applicant User Guide — Draft (Rev.11/3/2012) 17



Accessing Software and Logging into ePlans

Emails

After your electronic application form has been accepted, you will receive an email from the ePlans site inviting you to upload your supporting
documents and drawings. The email will contain your login information, including a temporary password if it is your first time using the site, and a
link to the Login screen.

@plans

ntgomeryPlanning

New User Email

Application Receipt - New User Invitation

Welcome to Montgomery Planaing’s eplans, Your agplication for Preliminary Plan [ProjectName] has been riveived, You may now electronically upload your documents for our review, Please
refier to the eplans User Guide for a list of accepted file formats and follow the instructions bebow,

Project Number & Name: [PrajectMame] - [Project Description]

Login Email: [ProjectEmail]

Temporary Password: [Field?]

Review Coordinator: [Field5]

Review Coordinator Email: [Field6]

Resource Links: eplans User Guide

Instructions: 1) Click the "Launch eplan:" button to access the site.

2) Enter your User Login and Temparary Password highlighted above in yellow.

3) Complete the required fields on the "User Profile” page and provide a new password that you will use for bogging into the site. Make sure that you

complete the “Security Question™ and “Security Answer” fields by entering a question in the "Security Question® field and the answer to that question
in the "Security Answer” field, The information in these fields will be used when a user clicks on the “Forgot Your Password” link on the login page of

the eplans site,

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

5) Click the "Uploads™ falder link,

&) Click the “Upload Files™ button and follow the instructions to upload your drawings.

7] Your drawings have now been submitted for electronic plan check review.

PLEASE DO ROT REPLY TO THIS EMAIL

¥ for some reason you wene wnable o log int this review Bask, please emadl - gy v or o bl

I MentgomeryPlanning
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Existing User Email

@plans

ritgomery Planning

Application Receipt - User Invitation

Welcoms to Mantgomery Planning's epans. Your application for Preliminary Plan [ProjectName] has been received. You may now electronizally upload your decurments for our review, Please refer
tothe eplans User Guide for a list of accepted file formats and follow the instructions below.

Project Number & Name: [Projectiame] - [ProjectDescription]

Review Coordinator: |Fialds]

Review Coordinator Email; |Fialds)

Resgurce Links: eplans User Guide

Instructions: 1) Click the "Launch eplans® button to access the site.

2) Enter your User Login and Temporary Password.

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

4) Click the “Uploads * folder link.

5) Click the "Upload Files” button and follow the instructions to upload your drawings.

6) Your drawings have now been submitted for electronic plan check review,

PLEASE DO NOT REPLY TO THIS EMAIL

Launch
eplans

I for some reason you were unable to log into this review task, please email cplans @ maontgomenyplanning org for help.

Mantgomery Planning [ 4 Planning Commission

I MentgomeryPlanning

Applicant User Guide — Draft (Rev.11/3/2012)
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Obtaining Access to the ProjectDox Software hefore Logging into a First Project
To run ePlans you must download the ProjectDox software.

ProjectDox uses pop-up windows (browser with no toolbars). [If you login but no ProjectDox window appears, you probably have a pop-up
blocker installed that is preventing the main project window from opening. You need to disable pop-up blocking for the ProjectDox site.

You will need to set your browser security setting to a minimum level that allows certain ProjectDox technologies to function. Add the
ProjectDox site to the list of Trusted Sites of your Internet browser. For Internet Explorer, follow the steps below:

Click on the Tools menu and select Internet Options

In the Internet Options dialog box, click the Security tab

In the Security tab, click the Trusted Sites icon and then Sites...button

Type in the main URL for the ePlans.MontgomeryPlanning site: https://www.ePlans.montgomeryplanning.org

Click the Add button to add the site to the list

Close all open dialogs by clicking OK

O O O O O O
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Download and Install Necessary ActiveX Components

e Click the Install ProjectDox Components link in the bottom left corner of the ePlans login page. The components are required in order to

use the software. If you do not have Administrator privileges on your PC, a network administrator can distribute the ActiveX components via

any method already in place. The login page has an MSI (Microsoft Silent Install) link for quick and easy downloading and installation of

all necessary ActiveX controls.

R

o Sl 3l Y https://eplans. montgomeryplanning.org/ProjectDox’ O ~ @ B & X

X ePlans7.7.0.7 Login

eplans

MontgomeryPlanning.org | MontgomeryParks.org | M-NCPPC Montgomery County

Enter your e-mail address and password to continue.

g
to these Terms and Conditions of Use, whether or not you E
are a registered user. By using the "Login” button below, =
you accept, without limitation or qualification, these
Terms and Conditions of Use. Throughout these Terms
and Conditions, the words "you" and “your" mean you
and the employees, consultants, contractors, and other
parties who access the Site using your password.

MODIFICATION OF THE AGREEMENT

E-mail:

Password:

=]

Login | Forgot your password?

© 2012 Avolve Software.

avolve:

Pro]ect ProjectDox (Version 7.7) is 8 trademark of Avolve Software. All rights reserved. b 88

Click to
install

Login Help Tutorial

NInstsll ProjectDox Components

To create a desktop shortcut, click and
drag the icon below to your desktop.
NG

A

Click here to add ePlans 7.7.0.7
to your Favorites.

@plan
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Obtaining Access to Your Project for the First Time from the Login Screen
e Enter your email address
e Enter your temporary password
e If this is the first time you have accessed the ePlans site, the user Profile Screen shown below will be displayed. You can change your
password and enter your user information (required fields display with colored highlight). Passwords are encrypted and you are prompted
for a question and answer password hint. You can access this screen again at any time by clicking the Profile button in the main ePlans
button bar. Click Save when you are finished.

& Back HE l Projects HProﬁIe I

Settings for Maiers, Heidi (heidim@infograph.com)

Change Password: Password Reset Question & Answer:
Current password: Security question: fatcat
New password: Security answer. | <Answer has been encrypted & stored=

Confirm new password:

Password must be between 8 and 10 characters, contain at least one digit and one alphabetic character, and must not conte

Contact Information:

IHeidi

Iheidim@infograph.com

LastName: [Maiers

HTML format €

First Name:

Email:

Title:
Company:
Address 1:
Address 2:
City:

State:
Country:
Phone:
Stamps:
Mabile:

Technical Documentation Specialist

Avolve Software Corporation

{Cactus

|Suite 445

|Scottsdale

\AZ [v| zipcode: [85254

jusa

[s02-971-8061 Fax:

C:\Documents and Settings\heidim\GC\Stamp 1]
[se5-555-5555

Pager:

e |If you have logged in at least once and forgot your password, it can be reset by clicking the Forgot your password? link. A new temporary
password will be emailed after you answer the security question that you saved in your User Profile. You may contact our customer service
team by email, if you have any questions or concerns about the use of the ePlans Plan Review Process at: ePlans@Montgomeryplanning.org
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Uploading Drawings and Documents

When you have successfully logged into ePlans, you will be at either an overall Projects Page, or a specific Project Information Screen. If you log on
from a desktop link to the ePlans site, you will reach the Projects Page where all of your currently active projects will be listed. If you log on from
an email that you have received for a specific project, you will be taken to that project’s Information Screen.

Project and Task Links on the Projects Page
e You can access any of your projects by clicking on the Project Number shown either at the top or bottom portion of the Projects page.
e You can bypass the link to a specific project and go directly to any active task assignment that you have received for a specific Project by
clicking on the Task in the bottom portion of the page.

Projects Page

@pla“s MontgomeryPlanning.org |  MonigomeryParks.org | M-NCPPC Monlgomery County
[ B ] [Foruard o | rojects | [protae | (2] [ 8] 8] Logout]
\
Praject Number Optians Projest Hame Project Covedinator Stabus
129130090 oA=E Broove Geove Tast EFLEn Sogrgnage Intsoe Rt
120070510 L= EZ STORAGE - BURTONSVILLE IND EPtans Cocrdingles Plan Raview
ErcigctDen Initial Tast Proiect Li gt Imitial Tusz Fraject EFians Gocnginater [Nona]
120100080-0L0 a5 Pianning Training Project - Semion & Gragory Linknus iNane]
129130120 L Eal= Wosdmant Cestral Teit Plpmy Coondingd Plan Raview Comections
120120970 0a= CRaFilA Canysl WHShos EELENS Cogrnplor [Nona]
120120180 0a= Scott Test 2 Pugny Coorgingt [nona]
120120080 i Lea e Fax Upload test EFians Coordfinater [Nore]
e 03a= Jumive Tast Frejes EPtpns Cograingior Pre-Soman R
AZDOTOSI0OLD 0a= EZ STORAGE - BURTONSVILLE IND Dragoey Linkgyy INcra]
Pralin Tast Prosect [ L-a= Pralim Teat Project for Discovery Tesm Dragory Linkous Intaion Review
Elpsning Tl Prolad) 'ﬂﬂﬁlg DEV Sreonny Linkiug Tasting
120100610 0oa= Taat Gragory Linkouy {Mone]
120080010 0Aa=EE praliminary plan Ban Geupwitz [Nera]
129050150 0A=E FRELIMINARY FLAN EXAMPLE Grasory Linigis —
Link to Project
FT = [ | Page 1ol 1 (18 ema)|
Link to Task
Project . Created On Updated On Updated By
130130090 n AKE COORDINATOR Acoapind FNYDNT 1T42IPM V22012 22315 PM i i om j
][ [+]
HES% -
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Project Information Screen

e The link to the Project provides access to its information screen. The Project Information Screen shows any folders you have access to, the
overall project information, and the project status.

e You can open project folders and view the files within them and any markups that have been made to those files.

e You can access and complete active tasks that you have been assigned for a project by clicking on the Tasks List button.

e The Notes and Email buttons can be used to communicate with all of the individuals who are associated with a project. The Notes button
permits creation of an ongoing conversation on a specific topic between specified individuals. The Email button can be used to send
TeamMail to other members of the project.

e The Reports tab will take you to links to create summary reports of the review comments.

This button links to tasks that need to be completed.

|."'.'- ‘_lpll a J lﬁ MonlgomeryPlanning.org | MonlgomeryParks.o | M-MCPPC Monlgomary Counly
120130120 REPD“S Tah % Back | Forward ™ Prulhiiiiil Logout |
Main Contack Caffy Conton | ok Lt | | gyt | | Fjoten | | Z3Eman |
Lrpp-d gump-t | Sotpcne | 4l Wosdmont Central Test
= 1201320 Progect info Repors
-_"._.. — I Progect Humber: 120130120
= rerrra———— Progoct Hama: Weadmond Conral Test
=} 1T 0 D0 i 18 Fidaa - 0 M)
= Apoe vvd Dy i3 @ -0 N MRCPRC Contaci Information
SOUTHWEST OUADRANT, INTERSECTION OF BATTERY LANE AND WESCONSIN AVEMUE AND THE SOUTHWEST QLMDRANT,
Locatics: INTERSECTION OF RUGEY AVENUE AMD DEL RAY AVEMUE. LOTS 111108 120, AND PART OF LOTS
X2, 322 385 308 310,311,302 390 351 T2 388 385 3RS 386 337
Applcast: Calty Conban
1 caiherine conlordg mMCpoc-me org
. 1 Phone: (M5 452 i i i
These are the Project Folders *™ e These buttons link to communications that
S ouss g permit conversations among all the individuals
Progect Coordinalor: EPiars Cowdnal H i i
i R T S———— who are associated with the project.
Preject Admisg: EPFtans Cootdnale
Status: Plan Revira Comedions
Plannieg Inlo Link: il Connty DAIC INfEMagion
Project StartEmd: 12 114134 Al | Enad: 1A82043 1947131 AN
Pais. Though: Il Fridr Wi
Incoaming Files: | Emak 12TSscians monsrmerplanning ¢
Versionng: i for s projec
Review Status
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Uploading Files to a Project Folder
e On the Project Information Screen choose the file folder that you want to upload files into. If you are uploading to a new project or still in
Pre-Screen Review, all files must be uploaded into the Uploads folder. As part of Intake Review, MNCPPC staff will then move the files to
the appropriate Submitted Drawings or Submitted Documents folders and sub-folders. For later responses to review comments on the
project files, you will be uploading to one of these folders.
e Click on the folder name to open it and upload files. If the folder is empty, you will automatically get the option to upload files if you have
been granted the appropriate permissions.

Expand current | Collapse | J.‘

=~ 120130130
-.__,; Submitted Drawings

Folder: 120130130Wploads

L_‘ Support Drawings Mo files currently exist in Uploads
i~ Submitted Supporting Documents To upload files into this folder
(1) Click the Upload button below
i ] Board Hearing Documents and Exhibits (2) Follow the instructions in the ActiveX pop-up
|- window

i Approved Drawings
: i App - Large files may take a few minutes to be

,__J Post-Approval Documents processed. Click the Refresh button at the top of
i the page to refresh your file list view.

| view Folders | | upload Filos\

1. Click on the Uploads folder 2. Inthe window that opens, clickon
Upload Files

[ Upload

aplans
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e Clicking on the Upload Files button will take you to a screen that will allow you to either drag and drop files, or choose files to be uploaded
from a browse list.

e To browse files on your computer, click the Select Files button. Select or highlight the files you want to upload; multiple files can be
selected by using your Shift or Ctrl keys. Click the Open button and the files with be copied to the upload window.

e After you have accumulated the list of files you want to upload, clicking on the Upload Now button will transfer them into the designated
project folder. There is no need to fill out Metadata or Document Types, as this will be completed by MNCPPC staff.

) ePlans 7.7.0.7 - Windows Internet E Lo | ()
2 ePlans 7 - Windows Intemet Explorer - - . - E

@plans

Drag-n-Drop files or folders. Metadata (Applied to all uploaded files)
Files ] Size Inhert metadata for versioned files

Document Type:
Files will be listed here Agreement -

Application
Approved Plans
Bond B

Use this field to set the document type.

4. Click Upload Now

| select Files || | select Foiders | [upload URL | | |upioad Now |

3. Click the Select Files link to
choose files to upload C
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e It may take a few minutes for the files to process and become visible as thumbnails within the project folder. Under each thumbnail, the
file name, author, date and any relevant file icons display.

' @plans
120120510
Main Contact: Cathy Conlon
Folder: 120120510\Submitted Drawings\Application Drawings
(15 Files - 0 New) Brookeville Preserve
| View Foiders | | Upload Files | m ® Projectinfo  Reports
Current Sot: - Select - - Project Number:
7 Project Name:
@ = SR X &P ol
= 1 ECP-120120510-001.p4lf B
W 0/11/2011 2.47.03 PM, 604 KB MNCPPC Contact Information
Gregory Linkous
RS9 N d X Location:
e Applicant:
= ECP-120120510.002.pdf Applicant's Email:
| s o
:mm:;:;mm,nm s .
» '9“3; Al Application Type:
— et e
g FCP- Project Coordinator:
120120510003, pdf
[e———— 1011172011 2.47.05 PM. 1.4 M8 Project Coordinator's Email:
- Geegory Linkous Project Admins:
i Status:
aSadX el
s Planning Info Link:
= FCP-120120510.004.pdf Project Stat/End:
W 01472011 247.06 PML 1.1M8 Pass-Through:
Geegory Linkous Incoming Files:
BSe ad X Versioning:
e
= . P AMALNAL AR AAE _ Ak

o After you have uploaded your files, you can log out of ePlans. A notification is automatically sent to the Intake Coordinator to start pre-
screening to determine if you have submitted all required items.

@plans
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Review of applications in ePlans follows the process established in the adopted Manual of Development Review Procedures. It includes initial
Intake review to determine if the application is complete and correct, followed by Department review. Department review of an application will not
begin until it is accepted by Intake Review staff.

Pre-Screening

Allow at least 48-business hours after you have uploaded your drawings and documents for pre-screening by the MNCPPC Intake staff. If there are
questions or missing items from your submittal, you will receive a “Pre-Screen Rejected” email and associated correction task. |f you have met all
submittal requirements, you will receive a “Pre-Screen Accepted” email with the calculated application fees and instructions for making payment.
Intake Review of the submitted application will not begin until the applications fees have been paid and proof of certification by all participating
professionals has been provided at the MNCPPC Information Counter.

Your application for Preliminary Plan 120120510 has met Pre-Soreen Review requirements and has been Actepted for intake review. However, review will not begin until your fee is paid. Payment is due by the date
spedified below, Please pay your fee at the following address:

Informatbon {sumiey
Montgomery Plamning Diepartment
8787 Georgla Avenne
Silver Spring, MDD 20%0]
120140510 - Brookeville Presenve
FRELIMINARY PLAN
Cathy Conlon | 1
o \
O7-15-2012

Required Fee

o for some neason you mene unable To log info this review task, please emall for help.
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Intake Review
Intake Review will begin within one-business day of the fees being paid. Allow at least 10-business days for completion of Intake Review. If there
are corrections that need to be made to the submitted application, you will receive an “Intake Review Rejected” email and associated correction
task. When you have responded to all issues a request for upload of verification of sign posting (see appropriate application upload checklist and
submission requirements) will be sent, if a sign posting is required. Once the sign posting has been verified the application will be accepted. You
will receive an “Intake Review Accepted” email that will include the assigned Lead Reviewer and the scheduled Development Review Committee
(DRC) meeting date, if applicable.

take AcCopt Mtion for 12015000

Your application for Preliminary Plan 120130090 has met Intake Review requirements and has been Accepted for full review. The first step in the review process will be a Development Review
Committee (DRC) meeting to discuss the initial agency comments regarding your application. The scheduled date of that meeting is noted below, along with the name of the assigned M-NCPP(

Lead Reviewer for the project

120130090 - Brooke Grove Test Assigned Lead Reviewer

PREUMINARY PLAN

08/06/2012

DRC Meeting Date

If for some reason you were unable to log into this review task, please emall for help.

O  See more about eplans@montgomenyplanning ceg
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Department Review

After intake review is complete and an application has been accepted, the Department Review will begin. Participants will review the submitted
documents and drawings and provide responses that will be compiled by the MNCPPC Lead Reviewer and then transmitted to the applicant. When
reviewer revisions are requested, you will receive a “Resubmit Requested” email and associated correction task. The Department Review may
continue for several cycles until each of the reviewers are satisfied with the application and provide the Lead Reviewer with a recommendation for
approval. At that point, you will receive a “Review Complete” email that will include the scheduled tentative Planning Board hearing date, if
applicable.

If your application needs revisions during any stage of review, you will receive an email notification that you have been assigned a correction task.
Click the link in the email to access the ePlans site and login. Access the assigned task from either the Projects Page, or the Project Information

Screen. Click on the task and an eForm will open.
i 1

| 120120510 4= Back || Forsard of | Projects || Profile | 21 M| k8| Legest
Main Costact: Casty Conkor @ Taiki Lint | | ) imio | | Fjotes | | [ Emas
| e " Brockele Fressne
126120810
& ;
- 5 Fla - Task Assched To Status Craatad On Updatad On Updated By
i 5 (15 P - 41w o APPLICANT Pendg THIONZ 652 11 FM THAZNZ 652 11 PM
- =il ar
-
a i
|
- ¢
-
[T ] ] ] Page 10l 1 1 dems)

\ Click on task to accept and complete it.
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The eForm contains Review Information that is split into two sections. The top section contains the name and contact information for the assigned
MNCPPC Reviewer, the stage of the review, and the instructions for steps that need to be followed to complete the assigned task. Also at the top of

the eForm are tabs that may be clicked to access general application information and summaries of any checklist comments and markups. The

bottom of the eForm contains review information.

@plans

tgomeryPlanning

INTAKE REVIEW

yPla org |

PRELIMINARY PLA}

Review i i i Contact

PLAN REVIEW INFORMATIOM

Project File Markups  Checklist Comments (3)

yParks.org | M-NCPPC Montgomery County

7S

‘You Must Verify That You Have Addressed All The Corrections Requested In The Intake Staff Notes Below Or Items Indicated
On The Intake Review Checklist Page Before You Click On The "Correction Complete” Button.

Please address the issues noted in the checklist comments and plan markups and submit necessary

Intake Review Notes e avistony
InformationTabs Links to Reviewer markups
Lead Reviewer atherin A CHECKLIST
B and comments
Review Cydle e - R I
Workflow Name / Activity Name PRELIM Plan Workflow / ApplicantResubmit
v 0 Rcmlﬁeunnmlslhalhvebemmadebym ion and submit -
Activity Instructions. st
I)Mmm che:ldstcommem.s"nbnmmpdundormamlmnewlbesummarvistoial
checklist items that have not been met. Note that you may these
)G&’“‘m“nr(w b m Mdﬁe‘oﬂn nd the that spedific Appli ommet
2. on the "Ma npstﬂal t:op an rev-ew e comments that agenoes |
have made on the dra 3 rk to open them for detailed review. 5 icant Reply.C e
muvoumaydmmload b tﬁatvoumpvmlby\nngmehk
3) Review each of the spq mmthe:nlusoludl,andnny
itie that are conta iicﬂ.]linwhasupbtdoda

r.idtitg

button at the bottom of the eform without completing this
Current User Logon Cathy Conlon ( catherine.conlon@mncppc-mc.org )
Current User Review Group APPLICANT

Total Fee Due $0.00

t!vueddrM\osaMdnaimemsmmewojeﬂby
provided below. Noudntmmwdd(msweanddnu
task so that you can make the necessary Y

CORRECTION COMPLETE

Click to Access Project
R Access to Project Information

Screen and project folders

eplans
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Completing the Applicant Resubmit Tasks
To review the issues that have been raised by reviewers and submit your revisions, follow the steps below:
1) Review general comments and instructions from the reviewer in the comment field on the lower half of the eForm. Note that each reviewer

will submit separate comments as part of the Department Review.

PLAN REVIEW - reviewcycle KA

CYCLE DEPARTMENT REVIEWER

STATUS

1 AREA SUBDIMISION

CATHY CONLON
CATHERINE COHLON@MONTGOMERYPLANNING ORG

ASSIGMED BY:
CATHERINE. CONLON@MONTGOMERYPLANNING . ORG

ASSIGNMENT TYPE:

Reviewer's commentsand
instructions

STATUS:

VIEW CHECKLIST

Applicant User Guide — Draft (Rev.11/3/2012)
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2) Click on the Project File Markups tab at the top of the eForm. This tab summarizes the markups that have been made to drawings by all
reviewers. A filter is available to narrow selection to specific reviewers’ markups. The links in the Markup column open the markup in the
Brava Viewer where there is an option to print it. Markups will be color-coded according to the reviewer. See Markup Colors and Naming
Standards. To provide a response to markups, use the Applicant Comments field. These comments must be saved by clicking on the Save

Markup Updates button.

MontgomeryManning.org | MonigomoryParks.org | MeNCPPC Monigomery County

LAN

Review Information  Application Information  Contact Information  Rescwrce Links | Project Fille Markups | Checidist Comments. {3}

PROJECT FILE MARKUPS

_____ % - - - K}
Fiter by Department b This is where you respond to reviewers’' markups
Cydle  Depariment File Harms
| AEER PR
L on L o SUBDINISION MARKLE | vision Issue 1 Spedfic comments her
i - 3 URDIVISION 12012075000 Subdivision 1ssue Speaific comments here
'..- S aeEA FOP .
- § e I’:f SUBOIVISION 120120750 0 SUEDHWISOM ESSUE Lpeafic comments here
2 Lo z
e raa
F 'S"'-f
=|'~—I-|.—
;- — . AREL 503 . i
- L et 4o SUBDIVISION MARKLE 3 DIVISION CORREC fi comments here
- " SUBDIVISION 120120750 .do¢ e AL EpFACEc tumc iy Fene
L -
—_—

[ Eelresh Changemaris
SAVE CHARGEMARK IWPDATLS
PLAN REVIEW - REVEW G o Comments must be saved
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3) The Checklist Comments tab lists reviewers’ comments. Click column headings to sort. As issues are addressed the Status will be changed

by the reviewer.

@eplans

MontgomeryPlanning

MontgomeryPlanning.org

PRELIMINARY PLAN

MontgomeryParks.org | M-NCPPC Montgomery County

1 AREA SUBDIVISION

REVIEW CHECKLIST COMMENTS

COMMENT TEXT

Review Information Application Information Contact Information Resource Links Project File Markups J Checklist Comments (3)

TDR Calculations Are Correct And The Minimum 2/3 TDRs Are Being Used, Or A Waiver Request |s Included.

| STATUS | UPDATED BY

UPDATE DATE

1 AREA SUBDIVISION

Project Involves Resubdivision Of Exisitng Recorded Property.

1 AREA SUBDIVISION

If Any Subdivision Regulations Waiver(S) Is Requested, Written Justification |s Included And Contains The Appropriate Grounds To Support The Request.

'
(¥

EXPORT TO EXCEL

4) The information on the markups and checklist tabs can be downloaded as excel spreadsheets using the link at the bottom of the tab, or you
can generate a report containing the information from the Reports tab on the Project Information Screen by clicking on the Access Project

link.

I MantgameryPlanning
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5) When you are ready to complete the correction task, return to the Project Information Screen. Upload new or corrected documents and
drawings in response to the reviewer's comments into the Application Drawings, Support Drawings or Submitted Supporting Documents
folders, as applicable. These must include a document containing a written summary of your responses to each of the review comments.

120130120

~nlanc
J .

=AY

Reports Tab

Main Coatact: Cathy Conlon

= 120130120

Project Number:
Progect Name:

25 @ Fulen - O New
3 Fiea - 0 New)
18 Fiten - O Naw

MNCPPC Contact Information

Locaton:

Apphcast:
Se=ses="s Emakt
s Phone:

These are the Project Folders .

Progect Coordinator:
Project Coordnators Emat:
Progoct Admiss:

Status:

Planning Info Link:

Progect StartEad:
Pass.Througic

Incomng Fes:

Versionng:

MontgomeryPlanning.org MontgomaryParks.org | MENCPPC Montgomaery County

. ' " = ]
 Back || forward & || Projects || Profée || 3} Y |k | Logout |

1l

(Imiaint] | @ wio| |Fikotes] |E20man]
isatace) W Woodmont Central Test
Projectinfo  Reports

120130120
Woodmont Central Test

SOUTHWEST QUADRANT, INTERSECTION OF BATTERY LANE AND WASCONSIN AVENUE AND THE SOUTHWEST QUADRANT,
INTERSECTION OF RUGEY AVENUE AND DEL RAY AVENUE. LOTS 318.319.4 320, AND PART GF LOTS
321,322.385.309,310,311,312.390 391 332 383 383 385 386,337

Cathy Conion
Calhonne CoNnQMNRRCML L]
(301)495-4542

s If you want to communicate with the team
before completing the task, use these.

et @mordaomen
EPlans Cooranator
Plan Review Corecions
Meolaaotey Covrty ONC informadion

Start: TAN2012 114134 AM | End: 1192013 114131 AN
39N, Ml mov. wimv

Fa | Emek 127@esians montamenpianning ofg
Enabled for his project

6) Revised drawings and documents must be uploaded with the same name as the original file. The newest version of the file will always
appear first, but the previous versions are retained and can be accessed for comparison by the reviewers.
Note that you may click on the Save and Close button at the bottom of the eForm to exit the form and work on the revisions outside of

7)

ePlans. When you log back into ePlans,

you will be able to reopen the task.

Enter any general comments you'd like to send to the reviewer in the highlighted comments field (Applicant Reply Comments) at the bottom

of the eForm.
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8) Check the boxes at the bottom of the eForm to indicate that you have completed the necessary steps.

TASK INSTRUCTIONS

® | harv réevidwed and addressed the comments provided on the Checklist Comments 1ab at the 1op of this page. | have also reviewed and addressed additional comments mace by indadual
FEVIEWErS.

[# | have addressed all of the flems on the Project File Markups 1ab at the top of this page that wene identified dunng the Plan Review
(1] | nave uploated any revised GOCUMENES NI rawings MO e Project File Uploads tab al the 1op of i Page, USINg e SAME fie name 33 the onginal files.

\ 1t Resubmit R d Notes
Check the boxes to verify steps have been completed

__IWL L _

9) Click on the Complete button at the bottom of the form to finish the task and resubmit your changes.

I MontgomeryPlanning
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Approval of Certified Plans

Certified Plans

After your application has been approved and the Planning Board resolutions are adopted, if applicable, you will receive an email requesting that
you submit copies of the approved plans for certification. Follow the steps above and upload the drawings into the Approved Drawings folder.

@plan

MontgomeryPlanning

Download Certified Plan:

The certified plans for Preliminary Plan 120120510 have been app d and uploaded to the "Ap folder in the project. To retreive a copy of the certified plans, click on the "Launch eplans™ image below
and enter your user name and password. Select the Download Certified Plans task from your task list. Once you are logged into the Project you may download a copy of the approved plans,

Project Number & Name 120120510 - Brookeville Preserve
Plan Type PRELIMINARY PLAN

Project Status Approved

Lrad Reviewer [DefaultEform ReviewCoordinator]

Resource Links eplans User Guide
nstructions 1) Click the "Launch eolans™ button to access the site.
2) Entor your User Login and Password,
3) Click on the Project link on the “My Projects” page.
4) Click the "Approved Drawings" folder link,

5) Click the “Toggle All C On or Off" checkbox to select all files for download, or select individual files by checking the checkbox next to the file.

6) Click the "Download Checked Files" button and follow the instructions to download the file or files. If more than one file is selected the files will be
automatically zipped as a single file for you to save time in downloading.
7) Extract the zip file to your local computer to access and view the downloaded approved files.

PLEASE DO NOT REPLY TO THIS EMAIL

When the plan drawings have been certified and stamped, you will receive a final email containing the instructions for downloading copies. One set
of plans will need to be printed with wet-stamps and ink signatures and submitted for Planning Department records.
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