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1. Purpose Statement

This Manual provides basic documentation on the steps involved in using
ProjectDox software for the City-County Planning Department’s ePlan Submittal
process. The ePlan Submittal process replaces the existing paper-based review of
all Planning applications with a computer-based approach. This new process
relies upon digital documents using pdfs and GIS vector files. ePlan Submittal
will allow everyone participating in the review process to enter their comments
and exchange ideas within a secure digital environment.

This Manual has been prepared for use by the Review Agencies as a general
reference guide. There are text descriptions and screen images of the step-by-step
tasks necessary to complete an application submittal and review using
ProjectDox. It is not designed to present every detail on every element of the
process. Rather it offers a basic foundation for learning the process as part of
instructional classes and to serve as a subsequent point of reference as
applications are being submitted and reviewed.
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2. Overview

The ePlan Submittal process has been designed to both simplify and speed the
review of Planning Department applications. To accomplish this goal requires
expeditious communications between the Planning Department, the Reviewing
Agencies, and the Application Contact. The following chart outlines how this

process will be fulfilled as part of the ePlan Submittal initiative.
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3. Application Reviews

Reviewers receive email notification of a review task for an application, and any
associated requests, submitted to the Planning Department.

A. Logging In
Open the application review notification email.

Click on the “Project Access Link” in the email.

Log into ProjectDox. User name is email address. Use the temporary password
included in the email notification for initial login®. Enter requested information to

set up user account. At that time, create a new password to use to access
ProjectDox after the initial log in.

= ProjectDox 7.0 - Login - Windows Internet Explorer

@_ ~ []) hetps:jpdosincoin.ne.qov) T DS vl & | 4 %

)ﬁ -

Ble Edt iew Favortes ook Help
Google |G+ v Go ™M v B4 blocked ) Settings~ ﬁ
W @ @@projectDox 7.0 - Login B - B - irpage v Chleok v
Ll

Password k
Login | Forgot vour password?

Project ® 2008 Avolve Software.

olve-
ProjectDox (Verion 7.0) is 8 trademan of Avalve Sotware. All rights resened a “_I .

To oeate 8 desdop shorout, cidiand
drag the ioon below to your deskiop Clich bere 1o sdd ProjectDex 7.0
N 10 your Favorites

! Initial log in requires the installation of ProjectDox components. See ePlan Submittal website
(lincoln.ne.gov keyword = eplan) for instructions.
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B. Accessing the Project

The link in the email loads the eForm that contains the section for text comments.

If the link in the email is not used, log into ProjectDox as described previously to

view the list of projects for which you are a Reviewer.

Click on the application number for the review being completed to enter the
project. The file folder structure that contains the application files is displayed.

A third option is to log into ProjectDox and utilize the “My Task List” option.
Clicking on the task for the application being reviewed will load the eForm —

similar to clicking the link in the notification email.

“UoE

& | https:/fpdo:x. lincoln, ne gov/ProjectDox ViewProjects, aspx

Project

soltware

| <= Back H Forward = | Projects || Profile | |

Active projects for Missy Minner (mminner@lincaln.ne.gov) [TaskList| | [Create Project | | [ view Archived Projects |

Project Options Description

Planning Dept Test O£ =24E Test

Planning Management @ 47 B2 0&) Planning Diept. Management Project **Mouse Over Project Image For Instructions™
AADB042 0= @ ** EFORM DEVELOPMENT DO NOT DELETE **
delete it 0 £ = ahc
EPPLO9004 (i | Ig@ HUB HALL HEIGHTS 2ND ADDITION
EPPL09007 Ui el PROJECT DOX TEST ADDITION
iMarkup Training 0 £ = iMarkup Training

) e

Press Enter to search:

Owner Status
Aaron Fromm [None]
Aaron Fromm Open

Aaron Fromm [Mone]
Aaron Fromm [None]

Brandon Garrett  [Mone]

Missv Minner [Mone]
Rita Cox Open

Page 1 0f 1 (7 items)

My Task List

e e

| Workgroup | Priority] Assigned [..|

®YSnS for this project. | revisions are nesded, request resubmittal via the eForm. Otherwise, process for public hearing or

m Application Review Workflow (Application Review For: FPPLOS00T (3/2/2009 11:44 AM})

FPPLOS007 1 3/2/2008 -

FPPLOS00T 1 3/2/2009 -
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C. Submitting Review Comments

Reviewers enter comments in ProjectDox via:
1. PDF Markup
2. eForm Text Comments

1. PDF Markup
Complete the application review by marking up the pdf drawings.

Click on the Application Plans (PDF) folder.

-3 Application Plans (FOF} (4 Files -0 New)
-3 GIS-CAD

- Text Documents

- Resubmittal Hequests

- Final Approved Plans

- Mizcellaneous Documents

Open the pdf you are going to review by clicking on the file name next to the
thumbnail image. Refer to Appendix A for the file naming conventions the
Application Contact will use when uploading files.

Folder: FFFL09023\Application Plans (PDF) (4 Files- 4 New) B2

| View Folders | | Upload Files | @] im] ® Projec
o, Descr
CumentSort: |-Select- | ] Projec

=
HEH O eoBRBEDE X &' Locati
= [ ] arading.pdf Contai
317/2009 9:22 AM, 559 KB Contal
Mlse.y I'L;n ner Phone
B oeaX cell PI
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Once the pdf opens in the viewer, click on the markup button and select “New” to
open the markup tools.

arkup Tools
| @ ProjeciDox 7.1 -~ Windows Internet Explarer WM N

| .E, hickps: [fpdox.lincoln.me. gov/Project Do fMarkups. aspxPFislD=6512 ;
| @ profectDox 7.1 - drnpl.03 OF 09.PDF - Windows Intarn m _
Pro £ https:pdax incoin.ne. goviProjectDox/ActiveiViewsr aspxFlsiDats Tool Properties
- oy | W
(=l
Do &
{ x Q .
X
new markup. ] e VISV ToOIS
N ] -;\m-:/ ] W = Q d 101 »
[]%
E »
4

Select the appropriate markup tool and enter your markup comments.

1 - drnpl-03 OF 09.POF - Windows Itsrnt Explrar 'M@
L] aopPlelD=051 A= > &

fxegE b 0B Magaaq e G - [v]

In order to make the markups easier to read and identify, Reviewers or Agencies
(if there are multiple reviewers in one agency) will be assigned colors. The
assigned color will be used for any markups made by that Reviewer or Agency.
See Appendix C for key to color-coding.

Additional help on the markup tools is available by clicking on the help button in

the viewer. s

Once you have completed your markups, click on the markup button and select
“Save as” to save them. Refer to Appendix D for information on naming
conventions for saved markups.
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Viewing Files
To view uploaded files, click on the thumbnail image or file name link.

By default, the file will open on the right hand side of the same window. To open
files in a new window, select the new window option before opening the file.

_Planning Dept1  \iew File in
same window.
Folder: _Flanning Depl Tesl-.‘-.pu!n;mmpians (PDF) (1 Files-2 Naw) |

| view Folders | [ upload Files | om @
Current Sort: - Select- E
HE 0 eSaB00aXs# |
E 2 . . '
T View File in
71 3/18/2009 8:32 AM, 10 KB g
| Missy Minner new window,
] B S8 X

Comparing Files
The compare feature allows a graphical comparison of two files.

Check the boxes next to the two thumbnail images to be compared. Click on the
compare tool.

|View Folders | |U|1Ioatl Files 'D i @‘ E
Cument Sort: | - Select M
HE O 3SbbbaXae?
= [] arading pdf
B

H17/2009 9:22 AM, 559 KB
Missy Minner

)

=

landscape. pdf
JTIZ009 9:22 AM, 485 KB
Missy Minner

BoeadX

site.pdf
I1T/2009 9:22 AM, 733 KB
Missy Minner

B a4 X

=e AM, 201 KB
Missy Minner
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The comparison toolbar appears at the bottom of the viewing window. The
toolbar contains several commands from a drop down menu for different
comparison options. The slider tool (when present) is used to change the
transparency of the two files for clearer viewing of the differences.

TR T
gl ==i. = WIAE S Ea%

ﬂ-_ﬁtp ! A - " - 1 rnth
Side-By-5ide "

| Overlay

Owerlay Differences

_|Side-By-Side
Additioms

E Deletions

Urnchanged

Open File [only)

Compare File [only)

Overlay — Both versions are overlaid and both files display in their original
colors.

Overlay Differences — The compare file version opens overlaid on the open file.
The open file displays in red (deleted portions), the compare file displays in
green (added portions). Unchanged portions appear in grey.

Side-by-Side — Both versions are displayed in a split screen.

Deletions — Only deleted areas (areas present in the open version that are not in
the compare version) are displayed in red.

Additions — Only added areas (areas not present in the open version that are in
the compare version) are displayed in green.

Unchanged — Only areas that are present in both the compare and open versions
are displayed in grey.

Open File (only) — Only the file that was opened first is displayed.

Compare File (only) — Only the file that was opened for compare is displayed.
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The “Overlay Differences” viewing option is shown.

J'- o u J
BROn]

L w g Pl

T

-

When using the overlay views, hot keys can be used to nudge and re-scale a
compare file to an open file allowing interactive small adjustments to align the

files more precisely.

Hold down the Control key (<Ctrl>) while pressing the hot keys to nudge the

compare file into place.

<<«> (left arrow)

Nudge position left

<—> (right arrow)

Nudge position right

<T> (up arrow)

Nudge position up

<> (down arrow>

Nudge position down

<+> (plus key)

Nudge scale up

<-> (minus key)

Nudge scale down
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File History Window

Click on the History tool to open the “File Details, Versioning & History”

window. ﬂ

!,. View Folders ] | Upload Files l O Tl ® |E|

Cument Sort: | - Select- .v|

HE O :SaBciaxse?

= [] site.pdf V2

C ;—I 3/18/2008 8:32 AM, 10 KB
il gy Minner

The Main tab shows document details, including the last modification date and by
whom.

—

The History tab lists all activity for the file including the event (viewed,
uploaded, marked up, etc.), the name of the user performing the event, and the
date the event occurred. Note that the Upload and Download history will be
recorded whenever a user clicks the Upload or Download button — regardless of
whether that upload or download action completed.

The Workflow tab lists the workflow history of the selected file, whether that
workflow is active or inactive, priority, due date, start date, and workflow
initiator.

Project
File Details, Versioning & History - site.pdf V1
g‘ Go to version: [Standard Mode | Compars Mode]
=
NS

Main | History | \Workflow

Uploaded: 3/18/2009 8:32 AM | Uploaded By: Missy Minner

Original Author: Cescription:

Last Modified: | 3/18/2009 5:27 AM Last Modified by:

10
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File History— Standard Mode

To view the file, click the thumbnail image or the file name link. When multiple
versions of a file exist, select the desired version number from the “Go to
version:” dropdown and click the thumbnail image or the file name link. Note
that the file name link also indicates the version to be viewed.

If markups are associated with the file, the markup icon will be available below
the thumbnail image. Click this icon to select the markups you would like to

view.

Files can be downloaded to your computer when the download icon is present.

Project
File Details, Versioning & History - site.pdf V1
g‘ Go to version: [Standard Mode | Compare Mode]
hrd
NS

Main |History | Workflow
File History — Compare Mode

When multiple versions exist for a file, select “Compare Mode” to view
thumbnails images of the available versions. Select the check boxes for the two
versions to be compared. Click “Compare” to view the two files in Compare
Mode in the file viewer.

Project
File Details, Versioning & History - site.pdf V1
g‘ Go to version: | 1|%| [Standsr Mode | Compare Maode]
o -
T
NS

D Versicn 1 D Version 2

[ZHE]

Compare

11
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2. eForm Text Comments

The next step is for invited Reviewers, including the Project Coordinator, to
complete their individual review section of the eForm. All Reviewers will be able
to read the comments of other Reviewers but will only be able to edit their own
comments.

Select your review determination radio button on the eForm.

Enter your review comments for the Project Coordinator (if any). If an
application has more than one review cycle, there will be a separate box on the
eForm for your review comments. You will only be able to enter comments in the
current review cycle box. However, your previous comments will be available for
viewing.

Review Comments

Corractions Neoded for Review  Insufficient Information for Reviaw  Recommend Donial  Rex
Required

2
=

O nsufficient Information for Review (' Recommend Denial Ok

H

If a reviewer is not part of the current review cycle, but has participated in the
past, their comments will show up under the Completed Review Comments
section.

My Review Completz | SaveandClose | | Print Form |

Click the “My Review Complete” button to finish your review task
(REQUIRED).

Click the “Save & Close” button to save your comments to the eForm. This
allows you to add additional comments and complete your review at a later time.
Please note, you must still click “My Review Complete” to complete your review
task.

Use the “Print Form” button to print the form if you want to keep a hard copy for
your records.

If your text comments are more than a paragraph or two, type them in a word

processing document, create a pdf and upload the file to the “Miscellaneous
Documents” folder.

12
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To upload your document, click on the “Miscellaneous Documents” folder.

- Application Plans (POF) {4 Files - 0 Maw)
-l GIS-CAD

-3 Text Documents

-_J Resubmittal Requests

-3 Final Approved Plans

- Miscellaneous Documents

Click on the “Upload Files” button.

'EProjectDox 7.1 - Windows Internet Explorer

& | hitps:{/pdox.lincoln.ne. gowjprojectdox{Frame . aspx?SessionID=&Project ID=ToJEIPCHy crLiS0

Project

FPPL09023

Folder: FRPPLO9023\Application Plans (FOF) B

Project Na
MNa files currently exist in Application Plans Des_cnpno
{PDF). Project Im

Location:
To upload files into this folder ®
(1) Click the Upload button below Contact:
(2) Follow the instructions in the ActiveX pop-up Contact's
windaow R
Large fles may take a faw minutes to be Cell Phone
processed. Click the Refresh button atthe top Pager:
ofthe page to refresh your file list view. _

Project Ov

View Folders Upload Files ’ Owmner's E

Project Ad

CHatiees

Select the file(s) to be uploaded in the select files dialog that opens. Files must be
in pdf format.

13
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x| e®EskE-

|"qraqu.:bdt" "landscape.pdf “site. pdf" "slreel_ﬂ

Click Open.
L] #
Pro]eCt Select files for uploading
i |3 PisjectD
Drag-n-Drop files or fold Lok l w9 Froecilios
Flles 3 T grading.pcf
| Q‘ " landscaps. pof
MyReceat T site,pdf
°°fm T sreet. o
Desktop
My Documents
My Computer
My Network  File name:
Places
Files of type: | &l Files (-]
| select Files | | Select Foldess | [UploadURL | | | Upload llow |

=

Once all the files have been selected, click the “Upload Now” button.

Click OK to confirm upload.

PrOjeCt_ JOX

Drag-n-Drop files or folders, or right-click inside box.

Files {4)

Size (1,938KB) |

T M \planidigital_sublProjectDoxigr ading. pdf
-_EM:\,plm\,digkal_sLbiPrujectan'l,landscape.pdf
T m\plandigital_sublProjectDox)site. pdf

1 M:\planidigital _sub\ProjectDox\street, pdf

559,913 bytes
489,239 bytes
733,951 bytes
201,956 bytes

| Select Files | | Select Folders | | Upload URL |
S ——

Click “Close” on file upload confirmation window.

14
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D. Completion of Review Process

Once the Project Coordinator receives comments from the various Reviewers, he
or she determines if the application should be (1) scheduled for public hearing, (2)
referred for administrative action, or (3) returned to the Application Contact for
revisions.

If the application needs to be sent back for revisions, the Project Coordinator fills
in an “Application Revision & Review Comments” eForm within ProjectDox.
This eForm is used by the Project Coordinator to notify the Application Contact
of the need for additional information, clarification, and/or changes to the
Submittal. This step maintains the Project Coordinator as the sole point of contact
for all communications regarding the application.

Once the Application Contact has completed the necessary revisions, the
Application Contact will upload this new digital information onto the City’s
ePlan Submittal site. At this time, the Project Coordinator will automatically
receive an email message that the revised files have been uploaded. The Project
Coordinator reviews the revised files to determine general compliance with the
request. Depending upon the specifics of the situation, the Project Coordinator
will most likely send out an additional request to the Reviewers for them to once
again complete a review of the documents. This process may continue until the
application is ready for public hearing, administrative action, or other appropriate
action.

15



