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“HOW-TO” TUTORIALS FOR E-PLAN SUBMITTAL

> How To Start a New Electronic Plan

e See video for detailed instructions - https://youtu.be/-R4mAh8LBCM

» How To Resubmit an Electronic Plan (Contractor)

e Loginto your account
e Click on Plans

e Click on View all ePlans

Home Contact@  SearchQ  FeeCalculator § My Account (rhdtest]  Sign Ot

 Pikes Peak Regional Building Department

Lrurm e safery and wesare of o
-

— | ] =

rinme B Narmite [= " g i Subseriptio
My Plans .
M Master Models | Site-Specific Plans Bookmarked Flans M'm
Daie e Flan Loaation o St
Saatth By

] U
m



https://youtu.be/-R4mAh8LBCM

Click on the Eplan number, NOT the plan number

- Once checked into Plan tracking, the Pian tracking # will sho

Details NewPlan Delete Plan View Export

Irmp!ete!Open!Recenﬂy Closed Plans: 1

EPlan Permit # Submitted
34450 07/17/2020
®

Go to the bottom of the page and add images

Do NOT forget to hit the Submit Plan button when finished

» How To Resubmit an Electronic Plan (Homeowner)

Log into your account

Click on ePlans

Click on the Details button associated with the project

Go to the bottom of the page and add images

Do NOT forget to hit the Submit Plan button when finished

Pikes Peak Regional Building Department Home ContactUs@m  Search(Q

2880 Intemnational Circle. Colorado Springs

Electronic Plan Details

- Home

- How i pian

Electronic Plan: 28555

Save Change: Cancel Plan

Enter address information first and the ow
automatically.

O Status: Incomplete (Upload additional images by clicking Add Images below. Click Submit when ready.) ‘
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> How To Check the Status of Your Plan After it is Submitted

e Loginto your dashboard

e Click on Home Plans or Plans

e C(Click on the Details button associated with the plans
e Scroll down to Required Departments

Required Departmentsa

Department Status

WP Enumeration Approwved
WP Floodplain S

WP Zoning Approved
Construction Disapprowved
Electrical Disapprowved
Mechanical Approved
Plumbing Disapprowed
MNETC Fire Pending
Hazmat Pending
WWaste Water Approved
Water Division Approved

e |f you want to see comments left by the reviewer, you can scroll down to the
next field called log entries.

Log Entries@
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e Plan Images - There will NOT be an image available until the plan is approved. If
the plan is not approved yet, you will see this message.




> How To Download an Approved Plan Set. (You'll need this to get a permit)

e Loginto your dashboard

e Click on Plans

e Click on View All ePlans

e Click on the EPlan number NOT the Plan #
e Click on Plan # hyper link

Plan # {umm— Approved |
Permit #:
Project: | COMMERCIAL ADDITION |

e Hover over the Plan Image button and select Download or View Plan Image

‘ Plan Image Map Bookmark

Required Departments: 11

[overtime Options])

» How To Find the Plan Image for a Plan Already Permitted

e Loginto your dashboard

e Click on Plans

e  Click on the Details button associated with the plan

e  Click on the hyperlink - “Click here to view this Plan Image”

Plan Images
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Click here to view this Flan Image.
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» How To View a Disapproved Plan Set

e Loginto your dashboard

e Click on “My eplans” (homeowner) or “Plans” (contractor)

e |f Homeowner, click on the Details button associated with the project

e If Contractor, click on View All Eplans, then click on the eplan number, NOT the
plan number

e Once on the ePlan details screen, click on View Disapproved Review Image
(make sure pop-ups on your web browser are not blocked for PPRBD.org)

Electronic Plan Details

Back Home

VIDEO - How to submit an electronic plan

Electronic Plan: 37981

O Status: Incomplete (Upload additional images by clicking Add Images below. Click Submit when ready.)

- If a particular discipline (Architectural, Mechanical, Plumbing or Electrical) has been disapproved, all pages in th
type need to be re-submitted, not just the revised sheets. - Do not submit already approved departments (unless
intent is to revise the approved departments). Replacing documents that have already bgen approved can delay

approval of this plan. [Vlew Disapproved Review Image]

Submit this plan for review.
Help/Walkthrough - Click Here

e Besuretoreadthe - comments for details



