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INTRODUCTION

Electronic plan submittal (ePlan) is a web-based solution which allows drawings and documents to be
submitted electronically and have each city department perform their review, add a status, write a list of
comments and place markups on the drawings. The City of Milpitas has selected ProjectDox by Avolve
Software to provide its ePlan services. ProjectDox works with the city’s permitting software allowing
applicants to submit, have plan reviews completed, receive and respond to plan check comments, have
projects approved and permits issued with the applicant never having to come into city hall.

This Manual provides basic information on the steps involved in using ProjectDox software for the
Milpitas Office of Building Safety’s ePlan Review Submittal process. The ePlan Review Submittal process
replaces submitting paper plans at the Permit Center.

Additional information may be found by selecting the question (?) mark on each screen.

While most any browser will work, only Microsoft Internet Explorer (not Edge) will give you access to all
of the software’s features. Be sure your pop-up blockers are turned off.

To log into ProjectDox, go to https://eplan.milpitas.gov/ and it will take you to the Portal (login) screen.
Frequent users should create a shortcut to the Portal. The system works best with any browser
(Chrome, Firefox and Edge)
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FIRST TIME USER

First time users will need to download the ProjectDox Components to have access to all of the features
and then create an account.

e £ nttps: tas.ca.gov/Port ex/M t 409144604 P~ &G 2login Z
x

Project

August 7, 2018

Welcome to the Portal

Login o
Your access to and use of the City of Milpitas Web Portal Sites, as defined below, is
subject to all applicable laws and the following "Terms and Conditions” which may
be updated by us from time to time without notice to you. In consideration of your

E-mail: use of the Sites, as defined below, you accept, without limitation or qualification,

the following "Terms and Conditions.” In addition, when using any particular City

Password

of Milpitas services, you will be subject to any posted guidelines or rules applicable
to such services that may be posted from time to time. All such guidelines or rules

are hereby incorporated by reference into these Terms and Conditions.

Forgot password?

Install ProjectDox Components

You need an account to submit and manage applications. Don't have an account?

After you have downloaded the Components, select “Create an Account” and answer all of the questions
on the Create Your Account screen. All questions with an * are mandatory. When done, select “Create My
Account”. You can return to update this information by selecting the “Profile” button on the Main Tool
Bar.

e @ ntps://eplan.ci.milpitas.ca.gov/Portal/Profile/Add/Milpitas - @¢| Search. P~
(@ Create Your Account

Project

August 7, 2018

Create Your Account @

First Name * L) Mauris sodales ante vel nulla pulvinar aliquet. Duis convallis, lacus at iaculis ultricies, sem ipsum posuere
magna, ac consectetur turpis diam a sapien. Integer sodales facilisis lobortis. In lobortis bibendum
Last Name * vestibulum. Sed egestas massa at diam vulputate, vel molestie justo vehicula. Morbi porta, nulla eu finibus
congue, diam odio vehicula risus, eget feugiat elit nisl a felis. Maecenas ut bibendum sapien. Donec et libero
Email

id lacus varius cursus quis at liguia.

Confirm Email *
Phone * X
Additional Phone X

Company Name

Address 1*
Address 2
Country *| United States
Province/State *
City *

Postal Code/Zip Code *

New Password *
Password must not contain special characters, must contain at least
one digit, one upper case letier, one lower case letter, and must have

at least 8 characters

Confirm Password *

Cancel
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After you select “Create My Account”, you will receive a verification code sent to the email address in
your profile. Enter the code and select “Continue”.

e (& https://eplan.ci.milpitas.ca gin/Reques i 2100%40a0l.com - @C | Search.. Pl @
& Validate Code 1

Project

August T, 2018

Verification Code *

Enter the verification code that you received via email to complete the account verification process.

Now you can login and go to your home page. Here you will be able to start a new application and
manage existing projects.

RETURNING USERS

Go to https://eplan.milpitas.gov/ and login on the Portal screen.

= o X
° £ nttps: tas.ca.gov/Port ex/M 409144604 O~ &G 2login Z

August 7, 2018

Welcome to the Portal

Login o
Your access to and use of the City of Milpitas Web Portal Sites, as defined below, is
subject to all applicable laws and the following "Terms and Conditions" which may
be updated by us from time to time without notice to you. In consideration of your
E-mail: use of the Sites, as defined below, you accept, without limitation or qualification,
the following "Terms and Conditions.” In addition, when using any particular City
Password
of Milpitas services, you will be subject to any posted guidelines or rules applicable
to such services that may be posted from time to time. All such guidelines or rules
are hereby incorporated by reference into these Terms and Conditions.

Forgot password?

Install ProjectDox Components

You need an account to submit and manage applications. Don't have an account?

Creats An Acco

This will take you to the home screen.
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To begin a new project, enter a Request Type (use the drop down menu to select a Building Permit,
Alternate Materials & Methods, Deferred Submittal, Revision or Unreasonable Hardship application) and
then enter the Request Name. The Request Name should be in the following format:

Commercial and Development Project:
“[BUSINESS NAME]: Project Description” (For Example: “BURGER KING: Tenant Improvement”)
“IDEVELOPMENT PROJECT NAME: Project Description” (For Example: “CERANO APARTMENTS:
New Apartment Building)

Residential Project:

“[PROPERTY OWNER LAST NAME] RESIDENCE: Project Description” (For Example: “PANG
RESIDENCE: Addition and Remodel”)

Select “Start My Application” and you will be taken to the permit application form.

- o %
a @ https://eplan.cimilpitas.ca.gov/Portal/Home/Index - @& Search. o~ s
& Milpitas LI
Project
@ Home | X Profile GaryKing | Logout

August 7, 2018

Milpitas

Start New Application Request 2 Status of Existing Projects

- Select an application request type required files by clicking the button below. You will be navigated to your project toolset.

- Provide an application request name

©) 7o start a new application request: ©) once an appiication request has been submilted, you manage these projects, perform tasks, and upload
- Click the button below l

Request Type: *| 0- Building Permit ¥ G
Request Name: *
In Process Application Requests = 2 Filter By Application Request Type: Al [v]
REQUEST NUMBER REQUEST NAME REQUEST TYPE STARTED ON UPDATED ON ACTION
0 -0 of 0 records 1
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Fill out all of the information on the form noting those questions with an * are mandatory.

General information - include the entire street address including suite number where applicable. City
and state should not be entered (all projects will be in Milpitas or you are applying for a permit from the

incorrect city).

Applicant info - enter all of the information requested. You can check the box “use profile information” to

duplicate the information that is in your profile.

- a x
o & nhttps://eplan.cimilpitas.ca.gov/Portal/WebForms/IntakeForm.aspi?id= 173 - @ ¢ || Search. P~
@ User guide snips B
Project A
@ Home AL Profile Gary King | Logout

August

User guide snips @

Request Name: User guide snips Edit

— General Info INCOMPLETE

Project Address *

Suite / Unit #

- Applicant Info INCOMPLETE

[ use profile information
First Name *

Last Name *
Company
Address *
city *
state * [, S
zip
Phone *
Cell

Email *
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You can select the minus (-) sign next to the description to collapse the information box and the plus (+)
will expand it.

In the other boxes you can use the “Same as Applicant” to duplicate the information in the Applicant box.

- Tenant Info (optional)

[ same as Applicant
First Name

Last Name
Company
Address
City

state cA ~
Zip
Phone
Cell

Email

Property Owner, Tenant Info, Designer Info and Contractor Info - please fill out each section as complete
as possible. If the contractor has not been selected, leave blank.

Project Description - If the contractor’s license is not known enter N/A. In the project description box,
write a brief description of the scope of work. Any answer not known can be left blank unless it has an *
after the questions.

Signature - Click on the plus (+) to expand this section and select “Click to Acknowledge” and select
“Submit Request”.

- Signature INCOMPLETE

| certify that | have read this application and state that the information is comect. | agree to comply with all city and county ordinances and state laws relating to building construction and
hereby authorize representatives of this ity to enter upon the above-mentioned property for iNSpection purposes

e—> [ ] * Click to Acknowledge

Applicant:  Gary King Signature date

Save for Later

You will then see a confirmation of your application request. You can select Print to print this
information including the temporary application number.
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Next, select “Home” to take you back to the home screen.

o @ https://eplan.ci.milpitas ca.gov/Portal/Payment/DisplayReceiptlapplntzkeForminstancelD= 170 - 8¢ | Serch. o~

& Application Request Confir.

Project
@ Home A Profile

Gary King | Logout

August 7, 2018

Application Request Confirmation

Thank You!

Applicant: Gary King

Signature Date:  8/7/2018 4:05:32 PM
Request Number: BLD-170

Request Name:  Milpitas fenant improvement

Before proceeding, you should now prepare your documents for uploading.
Our file standards for receiving documents are as follows:
Drawings:

e All drawings must be uploaded in PDF format.

e Each drawing sheet saved in one file. (For example, if your project has total 23 sheets, there
shall be 23 pdf files of drawings.)

e Each file (drawing sheet) shall be named with the sheet number and sheet name (For example,
“Al - First Floor Plan”)

e A file with the sheet index named as “0-Index” shall be uploaded. Note that filename must
start with “0”.

e A file with the Title Sheet of the entire drawing package named as “0-Cover Sheet” shall be
uploaded. Note that filename must start with “0”.

e A separate file with all combined drawing sheets shall also be uploaded and named as
“0-[Project Name] - Combined Set”. The sheets in the file shall be ordered in the same order
as the sheet index. Note that filename must start with “0”.

Documents (structural calculations, soils report, hydrology calculations, etc.):

e All documents must be uploaded in PDF format.

e Each document shall be saved in a separate file.

¢ Name of the document file shall start with the submittal cycle no. and followed by the
document name. (For example, structural calculations submitted in the 1st cycle shall be named
as “1-Structural calculations”; structural calculations submitted in the 2nd cycle shall be
named as “2-Structural calculations”, etc. )

Note: Any submittal which does not follow the standard of this guideline will be required to be corrected
and will delay the submittal process.

Now that you have prepared your documents, from the home screen select “Manage My Existing
Projects”.
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e @ nttps://eplan.ci.milpitas. ca.gov/Portal/Home/Index - @ ¢ serch.. £~
& Milpitas

Project

@ Home A Profile Gary King | Logout

August 7, 2018
Milpitas

Start New Application Request ? Status of Existing Projects

0 To start a new application request: 0 Once an application request has been submitted, you manage these projects, perform tasks, and upload

_ Select an application request type required files by clicking the button below. You will be navigated to your project toolset.
- Provide an application request name

- Click the button below

Request Type: *| 0- Building Permit & 2

Request Name: *

-

In Process Application Requests 2 Filter By Application Request Type: Al 2]

REQUEST NUMBER REQUEST NAME REQUEST TYPE STARTED ON UPDATED ON ACTION

0 - 0 of 0 records

Select the “Task” tab. You should see your project on the list below. If not, select refresh and it should

now appear. All of the tasks you are asked to do will appear under the ‘Task” window.

Select the “Applicant Upload Task” in the second column.

- o x
& https://eplan.cimilpitas.cagov/PrajectDox/ViewP rojects.aspxi TempPassward=False - @ ¢ Seach. o~ e @8
2 Milpitas (2 ProjectDox - PDOXWEB x |[f
x@_.; — CITY OF MILPITAS YQ;
Home | Q Al Tasks Profile | | Logout | (3

Tasks (PF) | Projects

— % Refrech g Save Settings

OPTIONS TASK PROJ! INSTANCE GROUP ASSIGNMENT TYPE STATUS PRIORITY DUE DATE CREATED
7 Contains... Contains... 7 Contains..  Contains... ¥ Contains... 7 Contains... ¥ Contains... 7 Contains... 7 On.. -
0B BLDWO—Buﬂmrg
<] Applicant Upload Task  BLD-170 Template - 8/7/2018 Applicant FirstinGroup Pending b Medium 8/14/2018 4:08:26 PM 8/7/2018 4:08:26 PM
2:08:20 PM

1-10f 1 records prev [ 1

After you accept the task, the Applicant Upload window will open.

From this window, you will upload the project drawings, documents and other attachments.
First, select the destination folder (“Drawings” or “Documents”).

Then select “Select Files to Upload”.
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@ nttps://eplan.cimilpitas.ca.gov/twilowTaskiD=971 - Applicant Upload - Internet Explorer - o X

ProjectFlow @
avolve

A

Project Information | Resources | Application Information

Project Name B[ D-170
Description Milpitas tenant improvement
Status Applicant Upload
Created on 8/7/2018 4:08:20 PM

Task Instructions

After you have successfully uploaded all required plans and documents, please click the (Upload Complete) button.

Project: BLD-170

Select destination folder for files

T & B-170

3 Drawings

C—

3 poc

3 Reviewer Attachments

Add Group Members

First Name Last Name Email Invite to Group

— N S—

Remove Group Members

Remove from Group User

View Only v \Gary King (gking@ci.milpitas.ca.gov) V\

[] I have uploaded all required drawings and/or documents.

Save for Later v

You can select “Browse For Files” or drag files into the window.

After you have selected some or all of the files, select “Upload Files”, then select “close” on the pop-up
window. This will add them to the upload window but does not upload them to the city server.

®

& Cloze Window
Ty

Folder: BLD-170\Documents

Upload Files  Upload URL / /

Browse For Files Browse For Files Upload Files

| Browse for files or drag files into this area.

You will now see the plans you have selected for upload to the city. If you need to add additional
drawings, select “Select Files to Upload” and repeat the process above.

To select another folder (like “Documents”), select “View Folders” and select the folder you want to
upload to and repeat the process above.
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Under “Add Group Members”, you can add or remove additional members of this project, such as other
members of your team. This will allow them to access and view the project.

If you need to leave the screen before you have finished the upload, select “Save for Later” at the bottom
of the screen. You can return later and finish the upload.

Once all files and documents have been uploaded, check the box next to “I have uploaded all required
drawings and/or documents” and select “Upload Complete - Notify Jurisdiction” at the bottom.

& https://eplan.ci.milpites.ca.gov/?wflowTaskiD=083 - Applicant Upload - Internet Explorer - o X

ProjectFlow @
avolve

~

Project Information | Resources | Application Information

Project Name REV-176
Description Test revision
Status Applicant Upload
Created on 8/9/2018 3:23:26 PM

Task Instructions

After you have successfully uploaded all reguired plans and documents, please click the (Upload Complete) button.

Project: REV-176
Select your files to upload to this folder:

Select Files to Upload H View Folders |

~ 3 Rev-176\Drawings
(2 Sheet 1 of 6.,pdf
(2 sheet 2 of 6.pdf
(2 sheet 3 of 6.pdf

\ 2 sheet 4 of 6.pdf

Add Group Members

First Name Last Name Email Invite to Group

0 0 eowy [

Remove Group Members

Remove from Group User

\

\:‘ | have uploaded all required drawings and/or documents. /

Save for Later v

Select the “Projects” tab and you will see all of your projects. Under the “Status” tab, you will see the
status of your projects. In the sample below, project #REV-176 shows the status as “Prescreen”. This
indicates your application and uploaded documents are being reviewed by a Permit Technician.
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@ https://eplan.cimilpitas.ca.gov/ProjectDex/ViewProjects.aspx! TempPassword=False - 8¢ Search. P~

& Milpitas & Milpitas & ProjectDox - PDOXWEE 1

g&, — CITY OF MILPITAS ~&;

/ Home | Q All Tasks Profile || Logout

Tasks (P) | Projects

All Projects & Refresh g\ Save Settings Recent Projects | | All Projects
Show 16 - records

PROJECT OPTIONS DESCRIPTION OWNER STATUS CREATE DATE

W Contains... ¥ Contains... W Contains... V' Contains.. 7 On.. hd

B-BP18-0003 2 Milpitas office tenant improvement Project Creator Pending Plan Fees 8/9/2012 9:33:26 AM

BLD-175 = Test project Project Creator Applicant Upload, 8/9/2018 3:18:26 PM

REV-176 @ = Test revision Project Creator Prescreen 8/9/2018 3:23:26 PM

1-30f 3 records 1

If they discover anything missing, they will return the project back to you assigning you a task to upload
additional information.

This will show the status as “Prescreen corrections”. Select the project number, in this case “BLD-180".

@ https://eplan.ci.milpitas.ca.gov/ProjectDox/ViewProjects.aspx? TempPasswords=False ~ @ C || Search.. P~
@ Milpitas @ Milpitas & ProjectDox - PDOXWEE (1
' &
] CITY OF MILPITAS 8%,
Home || Q All Tasks Profile | Logout

Tasks (P} | Projects

All Projects &7 Refresh g Save Settings Recent Projects | | All Projects
Show 12 ~ records
PROJECT OPTIONS DESCRIPTION OWNER STATUS CREATE DATE
¥ Contains. 7 Contains... ¥ Contains. W Contains.. 7 On -
B-8P13-0092 @7 = Milpitas tenant improvement Project Creator In Review 8/7/2013 4:08:20 PM
BLD-180 @ = Revision Project Creator Prescreen Corrections 8/13/2018 3:28:38 PM
BLD-181 @7 = Revision again Project Creator Applicant Upload 8/13/2018 2:33:38 PM
1-30f 3 records 1

This will open the task window. Select “Prescreen Corrections Task” and accept the task.

- a X
a @ https://eplan.ci.milpitas.ca.gov/ProjectDox/Frame.aspx?ProjectiD=144 - @¢ | Serch. P~
& Milpitas & Milpitas & ProjectDox - PDOXWEB 1
g&z — CITY OF MILPITAS ~&;
BLD-180 Home Q All Tasks Profile | Logout
Main Contact: Project Reports | | Project Tasks A=K Codes
Revision
Task List
0 Refresh g\ Save Settings
OPTIONS TASK PRO.. INST.. GRO.. ASS|... STh.. PRI... DLUE.. CRE... ADD... DES...
« Contains| ¥ Contains, ¥ Contains,| ¥ Contains. ¥ Contains.| 7 Contains, v Contains| 7 Contains,  On.. | v| % Contains, ¥ Contains
5 BLo-1e0-
- rescreen uildin 8
o®B Conecions BLD-180  Tempisle- Applicant  FirstinGro.. Accepted A Medi.. Gzrioots, Saaons Revision
Task 2/13/2018 g g
3:28:38 PM
1-10f 1 records 1

This will open the “Prescreen Corrections” window. You will see the comments from the Permit
Technician under “Discussion Comments”. Please respond to the comments by selecting “Add Comment”
and provide your written response and by uploading the missing documents. Select which folder you
want to upload to and the “Select Files to Upload” button will become available. Proceed with uploading
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Jurisdiction”.

Praject Information | Resources | Application Information

Project Name BLD-180

Description Revision
Status Prescreen Corrections
Created on 8/13/2018 3:28:38 PM

Task Instructions

View/Edit Checklist Items (0)

Project: BLD-180
Select destination folder for files

~ & BLp-180
\ 3 Drawings (4 Files - 4 New)
3 poeument:

3 Reviewer Attachments

Discussion Comments

S

After you have successfully uploaded all required plans and documents, please click the (Return to Jurisdiction) button.

documents as described above. When complete, check the “I Have Uploaded” box and select “Return to

ProjectFlow @
avolve

Show § ~ recerds

DISCUSSION COMMENT PARTICIPANT
Missing pages 5 and 6. Please upload. Gary King

Still missing the pages. Gary King

1-20of 2 records

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

payment can be made.

City of Milpitas ePlan Review User Guide

v

Retumn to Jurisdiction

This will return the status back to Prescreen.

DATE/TIME

8/13/2018 3:50:02 PM

8/13/2018 4:00:10 PM

When the submittal is determined by the Permit Technician to be complete, they will create the permit in
our permitting software (TrakIt) and calculate the fees within two business days.

Once the fees have been calculated, you will be emailed the invoice along with instructions on how
After fees have been paid, you shall reply to the email with a copy of the receipt. Once the receipt is
received, the permit will be processed and various staff members will be assigned to review the project.

After all reviews have been completed, you will be assigned a new task to respond to comments or will be
notified the project has been approved and final fees are being calculated.
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VIEWING AND RESPONDING TO COMMENTS

When the project has been reviewed with comments, you will be notified by email. Log in and select the
project number to open the project screen. View project status and comments by selecting “Project
Reports” tab to open the list of available project reports.

<« ¢ o G7 @ https://eplan.c.milpitas.ca.gov/ProjectDox/Frame.aspx?ProjectiD=184 oo @ | | Q search In @

£F Most Visited @ GPS coordinates Sf}ap Latitude Longitude z .5, Seismic Design M., & CBC Codes UDropbox S Google Maps & Gmail [Ed Facebook Yahoo Mail =. Hotmail »

Ty CITY OF MILPITAS a8,
B-BP18-0557 Home All Tasks Profile | Logout C
Main Contact: Project Reporfs | | Project Tasks @ 2= Code
Expand curent | Collapse| {2 Test For submittal: Khadiv Burger : The best Burger place in town

=+ B-BP18-0557 )

[ Drawings (10 Files - 10 New) .
-3 Docurnents Task List

[l Reviewer Attachments
s Refresh ﬂ:’\ Save Settings B\ Reset Settings

OPTIONS TASK PRO... IMST... GRO... ASSl... STA... PRL... DUE... o

' Contains) W Contains) W Contains) W Contains W Contains, " Contains, v Contains, % Contains, % On., |«

BLD-4-
Applicant Building
0B bt B-BP18-05.. Template- Applicant  FirstinGro... Pending A Medi. 1rets,
11/9/2018 38
2:17:44 PM

1-1of 1 records

m
m

Select “ProjectFlow - Review Details Report” to view the list of “Checklist” comments, “Changemark”
comments and “Reviewer comments”. Click on the “+” sign on the applicable columns “Cycle”,
“Department”, “Reviewer” in the report to expand the list to view each type of comments. If there are
attachments from the reviewers, the no. of attachment files will be indicated in the “Reviewer
Attachment” folder. Click on the “Reviewer Attachments” folder to view and download.

g ™
;i, CITY OF MILPITAS "%y
B-BP18-0557 Home || Q Al Tasks Profile || Logout | G
Main Contact: Project Reports | Project Tasks @4 = Code
Expand cument | C | Test For submittal: Khadiv Burger: The best Burger place in town
E- B-BP18-0557 /
3 Drawing2™ (10 Files - 0 New) View Report Name Report Type Report Description
~[ 8 Documents f0 Current Project - All Emails Sent Detailed Report Project All Emails Sent Detailed Report
-3l Reviewer Attachments (2 Files - 2 New) —
i0y  Current Project - All Emails Sent Summary Report Project All Emails Sent Summary Report
fQ Current Project - All Events Report Project Logged Events For a Project By Date
i0 Current Project - All Files Report Project All Uploaded Files Report
f3 Current Project - All Group Users Project All Project Group Users
fQ Current Project - All Uploaded Files with Sheet Sizes Project All Uploaded Files with Sheet Sizes
f0  Cument Project - Discussion Board Report Project Discussion Board Report
EG Current Project - Files Viewed By Date Project Files Viewed By Date
i35 Current Project - Folders Entered By Date Project Folders Entered By Date
iQ  Current Project - Project Markups Listing Project All File Markups Listing
4 Curent Project - Unpublished Files Project Unpublished Files
i3 Current Project - Users Entered By Date Project Users Entered By Date
i0  ProjectFlow - Changemarks Waorkflow The Changemarks Repart displays all changemarks for a workflow.
i0  ProjectFlow - Checklist ltems Workflow The Checklist Report displays all checklist items for a workflow.
S0 ProjectFlow - Department Review Status Workflow The Departrment Review Status Report displays the status of all reviews for a workflow.
S0 ProjectFlow - Discussion Board Plan Review Report Workflow Discussion Board Plan Review Report
i3 ProjectFlow - Parallel Review - Department Baview S... Workflow Displays the status of all reviews for each of the sub-workflows in a parallel review.
f8 ProjectFlow - Parallel Review - WM.@ Slip Workflow Displays the sequential route of all tasks for each of the sub-workflows in the parallel review.
Eﬁ ProjectFlow - Review Details Rep Workflow Lists the review comments, checklist and changemark details for a workflow instance review ...
I8 ProjectFlow - Timesheet Logs Workflow Displays a list of all timesheet values entered in a specific project

I "— ’T ’T Page 1 of 2 (23 items)
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Any “Changemark” comments on the drawings made by the reviewers may be viewed by clicking on the

“Drawings” folder and select the icon with a pen and red exclamation mark.

&,

B-BP18-0557

Main Contact:

Test For submittal: Khadiv Burger: The best Burger place in town

View Folders Upload Files O ®
eorone e Task List

Be 2
HE O \ﬂ &5 Refresh g Save Settings B\ Reset Settings

— [ 203000
o 11/9/2018 22213 PM. 13 MB

5 ) ) ) OPTIONS TASK PROJECT INSTANCE GROUP ASSIGN... STATUS
= — Bardia Khadiv
— B &) “ Contsins.. | 7 Contains.. | 7 Contains.. | ¥ Contsins.. | 7 Contains...
o BLD-4-
. Building
N [ ao.a.roe =, Applicant | " - - 1
T 14/92018 22243 P11 M (] Resubmit Task  B-BP18-0557 :‘F‘Ie;gf;’lzlact& Applicant FirstinGroup Pending
' Z1T:44PM

1-10f 1records

Bardia Khadiv
B ! /

e [ 000
L= iy

11/5/2018 22213 PM, 617 KB
Bardia Khadiv

B £!

7 Contains...

Home || Q.

Project Reports | Project Tasks

PRIORITY

7 Contains...

L Medium

All Tasks

CITY OF MILPITAS

Profile | Logout

L= Codes

DUE DATE CREA..

W Contains.. |V On.. -
117972018
3:38:20 PM

The ”Maﬁiﬁps attached to filename.pdf” window will open. Select the box of the “Markup Name” and
select “View” to open the marked up drawings to view the “Changemark” comments.

- By

4 )

™

Markups attached to A0.3.PDF

Delete View Markup Name Author Date
Comment Bardia Khadiv 11/9/2018 237:37PM &1 {1

View Clear All Select All for View

(]

A new window showing the “Changemark” comments on the selected “Markup Name” layer will open.
The list of “Changemark” is shown on the right side and the comments for each “Changemark” can be
viewed in the box below. View each “Changemark” comment by clicking on each “Changemark” item on

the list above.

Revigw *  Redact = Measure v

Bardia Knadiv
/8B, 2:37 PM

Motes are outdgate

Drepies

s Wi 2 e

8 D 0 A8 MRS FOR

> (B crre—rom=—

AD3FOFVL
o008 - 53
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After reviewing all the comments under “Changemark” and “Checklist” and resubmittal package is
prepared, click on “Applicant Resubmit Task”.

;?} — CITY OF MILPITAS P

B-BP18-0557 Home | Q All Tasks Profile  Logout (3

Main Contact: Project Reports || Project Tasks 2 =R Codes

Test For submittal: Khadiv Burger: The best Burger place in town

View Folders Upload Files oo ®
aorton o Task List

= By ©
Ol 7 Refresh g\ Save Settings @\ Reset Settings

[———ErC
. » 11/9/2018 22213 PM, 13 MB
et |

Bardia Khadh OPTIONS TASK PROJECT INSTANCE GROUP ASSIGN... STATUS PRIORITY DUE DATE CREA...
ardiz Khadiv
Eﬁ 2! T Contains... ontains.. | W Contains... T Contains... W Contains.. | Contains.. | 7 Contains.. |V Contains.. | 7 On. -
= ELD-4-
[ an.a.poe - Applicant Building 11/8/2018
E— 482018 22243 B4 E OB —E'Z—Rewbmmk B-BP18-0557 ﬁrgpﬁeg Applicant FirstinGroup Pending L Medium 33890 BM
Bardiz Khadiv 217:44 PM
B £! 1-10f 1 records —
5| Mlancone

The “Applicant Resubmit” window will open. If there are attachments from the reviewer, it will be Click
on “View/Edit Changemark Items”

C+3 ProjectFlow E—
) | S

avolve

Project Information Resources PermitinformationFormlet (Permit Information)

Project Name B-BP18-0557
Description Test For submittal: Khadiv Burger : The best Burger place in town
Status Applicant Corrections
Created on 11/9/2018 2:17:43 PM

Task Instructions

After you have successfully uploaded all required plans and documents, please click the (Resubmit Complete) button.

[ View/Edit Changemark tems (%ewad'rt Checklist ltems (7)

Project: B-BP18-0557

Select destination falder for files:

T & B-BP18-0557
L3 Drawings (10 Files - 10 New)
3 pocuments

LA Reviewer Attachments
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The “Workflow Review Changemark Viewer” window will open.

Workflow Review Changemark Viewer

:'_) Refresh ﬂ:‘\ Save Settings  Review Cycle: | All v| Group: |AII V|
REF# STATUS FILE IMAGE DEPARTMENT CYCLE UPDATED BY FILE NAME
" Equals...| ¥ Contains... W Contains... W Equals... W Contains... i Contains...

] Unresolved LS % B-Architectural 1 Bardia Khadiv AD.5.PDE

B-Architectural 1 Bardia Khadiv A0.A.PDE

Scroll down and scroll to the right to view all the columns in the list. Type the response to each comment
under the column “Applicant Response” on the right end of the screen. The total number of
“Changemark” comments is indicated at the bottom left corner. To turn to the next page, click “Next” at
the bottom right corner. Click “Save” at the bottom left corner after typing the applicant response.
Alternatively, a response letter with response to each comment may be submitted as part of the
resubmittal document.

Workflow Review Changemark Viewer

&% Refresh g\ Save Settings  Review Cycle: Group:

/ Show 5
NGEMARK SUBJECT CHANGEMAREK DETAILS CENGERARK REVIEWER COMMENTS COORDIMATOR COMMENTS APPLICANT RESPON/ i)
i DATE UPDATED UPI
Zontains...  Contains... W On.. | 7 Contains... W Contains... W Contains... ki
ngemark #01 Add this detail in drawings 11/6/2018 2:42:14 pm 1H
ngemark #01 Remove this detail 11/9/2018 2:39:49 pm )
angemark 203 Revise to 3/8" Type "X" Sht Rck. 11/9/2018 2:39:49 pm 11/9/2018 2:42:43 pn
angemark =01 18" Is required at strike edge 11/9/2018 2:37:45 pm 11/9/2012 2:42:43 pn

<

W-SUy 1]z n/
Save M Close || View Full Report .
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After all comments have been provided with response and saved, click “Close” at the bottom left corner to
close the window.
Open the “Applicant Resubmit” window and click on “View/Edit Checklist Items”

+ i
('_ _:J ProjectFlow
f avolve
F 1
Project Information Resources PermitinformationFormlet (Permit Information)
Project Name B-BP13-0557
Description Test For submittal: Khadiv Burger : The best Burger place in town
Status Applicant Corrections
Created on 11/9/2018 2:17:43 PM
Task Instructions
After you have successfully uploaded all required plans anddynents, please click the (Resubmit Complete) button.
View/Edit Changemark ltems (8) | | View/Edit Checklist ltems (7) |
The “Workflow Review Checklist Item Viewer” window will open.
Workflow Review Checklist Item Viewer
s Refresh
Selected Checklist Items for All Review Cycles
Review Cycle: g Save Settings
J
REF 2 PERMIT TYPE DEPARTMENT COMMENT TYPE CYCLE COMMENT TEXT APPLICANT RESPONSE / COOF
WV Equals.. v Contains.. W Contains... W Contains... W Equals... W Contains.. W Contains... W Ce

Drawings shall be broken down into
smaller velumes to reduce the weight
1 Building Permit B-Architectural APARTMENT 1 of each roll of drawings. Complete
drawing set in 1 volume with
excessive weight will not be accepted.

Provide label/room no. for all
common ares, such as corridors,
hallways, etc. for easy reference and
identiflycation during plan review and
inspections. Mote that each room
shall be identified with a unique
label/room ne. Check all rooms and
revise to provide unigue reom name.

2 Building Permit B-Architectural APARTMENT 1

Coordinate with structural plans to
identify structural elements
supporting 2 hr rated wall or floor
assembly. All supporting construction
shall be{hr ratedpper CBC 704.1.
Either the structural plan shall provide
7 Building Permit B-Architectural APARTMENT 1 detail reference to the applicable fire
protection detail applicable, orthe
architectural plan shall provide a plan
that shows supporting construction as
identified on the structural plan and
provide detail reference to the

applicable fire protection detail.
) / > /
1-7 of Tcords 1 /

Save /Close View Full Report
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Scroll down and scroll to the right to view all the columns in the list. Type the response to each comment
under the column “Applicant Response” on the right end of the screen. The total number of “Checklist
Items” comments is indicated at the bottom left corner. To turn to the next page, click “Next” at the
bottom right corner. Click “Save” at the bottom left corner after typing the applicant response.
Alternatively, a response letter with response to each comment may be submitted as part of the
resubmittal document.

After inputting response to all “Changemark” and “Checklist Item” comments, open the “Applicant
Resubmit” window. Upload the resubmittal drawings and documents by clicking on “Drawings” and
“Documents” folders respectively. Note that only drawings shall be uploaded to the “Drawings” folder.
All other documents shall be uploaded to the “Documents” folder.

The drawings and documents must be properly named (see page 7). Revised files must be named
exactly the same as the first submittal. Do not rename your drawings or documents. Revised files of
the same file name will be assigned a version number (“V2”) by the system. Resubmittal with incorrect
file names will be required to be corrected and will delay the resubmittal process.

Respond to “Reviewer Comments” by typing in response in “Applicant Comments” as necessary.

Click “Save for Later” to continue at a later time.
Task Instructions

After you have successfully uploaded all required plans and documents, please click the (Resubmit Complete) button.

View/Edit Changemark ltems (8) | | View/Edit Checklist ltems (7) |

Project: B-BP18-0557

Select destination folder for files:

T & B-BP18-0557
LA Drawings (10 Filga#® 10 New)
4 pocuments

LA Reviewer Attachments

Department Reviewed By Status Reviewer Comments Applicant Comments

Bardia Khadiv Please call to set up a meeting to go over the

B-Architectural bkhadiv@ci.milpitas.ca.gov Not Approved comments
Task Instructions
Discussion Comments
Add Comment
Show 5 + records
DISCUSSION COMMENT PARTICIPANT DATE/TIME

0- 0 of 0 records 1

i

Save for Later
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When ready to resubmit, review and checkmark all acknowledgement items at the bottom of the
“Applicant Resubmit” window. Then, click on “Resubmit Complete”.

Discussion Comments
Add Comment

Show 5 « records

DISCUSSION COMMENT PARTICIPANT DATE/TIME

0 - 0 of O records - 1 -

evewed and addressed, including responses where appropriate, all Checklist ltems accessed by clicking on the "Checklist ltems” button above.

| hayfreviewed and addressed, including responses where appropriate, all Changemark ltems accessed by clicking on the "Changemark tems" button
aplve.

| have uploaded the revised drawings and/or documents required as a result of the review into the appropriate folder in the project using the SAME file
names as the original files. | am ready to complete my assigned task and resubmit back to the jurisdiction for further review.

s

Resubmit Complete | | Save for Later

PRINTING APPROVED DRAWINGS

Once the plans are approved, the applicant will be emailed if any additional documents are pending prior
to permit issuance and the invoice for the inspection fees and balance of any other fees due will also be
included in the email.

You shall reply to the email with all outstanding documents requested. After fees are paid, you shall reply
to the email with a copy of the receipt.

A California Licensed Contractor or the property owner shall obtain the permit card at the Milpitas City
Hall.

The permit holder will receive an email notification that the approved plans are ready to be downloaded.
A user account shall be created if not already existing. The approved plans can be accessed in the
“Approved” folder.

\;é} CITY OF MILPITAS sli;

B-BP18-0557 Home | Q All Tasks Profile | Logout | (3

Main Contact: Project Reports || Project Tasks @ 4 = Codes

urent | Colzpse | g Test For submittal:  Khadiv Burger : The best Burger place in town

Expand c

- B-BP18-0557
3 Drawings {10 Files - O New)
-8 Documents
-3 Reviewer A
[ Approvéd (10 Files - 10 New)

Task List

chments {2 Files - 2 New)

3 Refresh

No tasks are available at this time.

[t is up to the permit holder to print and distribute copies of the approved plans to contractors and others
involved with the project. One paper set of approved plans needs to be kept on the project site for
inspection.
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REVISIONS

To submit a revision or deferred submittal, follow the same instructions for a new submittal above. On
the home page, select Revision or Deferred Submittal under the “Request Type” drop-down menu.

Only submit those sheets that have changes in the revision application. All changes should be clouded
and identified with a cloud and a delta with the revision number. The drawings in the revision
application must be properly named (see page 7). REVISED DRAWING FILES MUST BE NAMED
EXACTLY THE SAME AS THE ORIGINAL SUBMITTAL. Do not rename your drawings or documents.
Revision submittal with incorrect file names will be required to be corrected and will delay the submittal
process.
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