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Electronic Plan Review (ePlans) is a web-based solution that allows electronic submittal of building and
development plans, shortens the plan review cycle, reduces printing and travel costs, and supports
sustainability initiatives. EPlans review is performed using the ProjectDox program. The ePlans review
website is a secured server where data is not accessible to the general public. Only those invited to
review and comment on a set of plans will be able to access the plans. Please contact
ePlans@cityofalbany.net if your agencu contact changes.
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EPlans Access:

NOTE: You must use Internet Explorer v6.0 or higher to access ePlans. Google Chrome and Firefox are
NOT supported at this time.

City shall have the right to perform weekly maintenance on the site the last Thursday of every month
between 5 PM - 9 PM, Pacific Time, without prior notification to User.
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When you have been invited to review a land use application for the City of Albany, you will receive an
e-mail invitation from ePlans@cityofalbany.net.

1. Through the Project Access link in the e-mail, log into your ePlans account. The site address for the
City of Albany ePlans program is https://eplans.cityofalbany.net.

Project Review Invitation

POWERED Y Project

Hello Reviewer:

The Planning division has received the following application (s) and you have been invited by the City of Albany to review
project-CU-0003--17.

To access your project follow the instructions below:

1. Click on the Project Access link below

2 Choose this project from the projects listed

3. ltems to be reviewed may be in the Documents, Drawings, and Project Review folders. Click on each folder to view the
individual pages

4. Please load your project comments to the appropriate comments folder (Agency or City Staff).

You have 2 weeks to complete your review.

Project #: CU-0003-17

Project Location: | 6§20 SE 4TH AVE - 11S03W07AB04700

Applicant: CITY OF ALBANY

Description: Requesting conditional use of a residential home for daycare.
Task: notifyAgency

Project Access

Please visit our Development Resource Page to review and download our ePlans Agency Guide for additional information

on the ePlans process: www.cityofalbany.net/drc
Contact the Planning Division 541-917-7550, with the project number, if you have questions regarding this project

PLEASE DO NOT REPLY TO THIS EMAIL. PL_notifyOutsideAgencies.html
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2. Click on the Project number on the ePlans home page.

POWERED BY Project!

[ Back | [ Forward = | [Projects | [ Profite | [2]] [ #] [(@] [ Logout

H
!

Task List |
1 project(s) out of 1 for EPlans Agency (eplanscustomer@outlook.com) Recent Projects . All Projects Press Enter To Search!

Project Description Owner  Status
CU-0012-1 Type Il Conditional Use for resumption of church services in an existing 10,640 sq_ ft. church together with associated parking, .. TariH... InRe..

3. Click on each folder to view the applicant’s Drawings, Documents, and the Project Review and Map
information provided by the Assigned Planner.

4. There are two ways to leave commentary on the project, A.) If you have no comment you can leave

a quick comment in the project. Or B.) If you have commentary you can upload your comments to
the Agency/City Staff Comments folder.

Adding Quick Comments Through the Note Pad

PLEASE NOTE: These comments are able to be viewed by everyone in the system. This includes the
applicant, city and agency staff, and the assigned planner.

1. Frominside the project screen, click on the Notes icon on the toolbar.

Test project = Planning | <= Back ” Forward = H Projects H "_Q Site-Wide Reports ” Profile J @
Main Contact: [ (& Project Reports | | 5 Workflow Portals | | ) Info | | £7]Notes |
Expand current | Collapse | 4 Test project - Planning
= Test project - Planning Project Info Reports 1
{3 Drawings
£ Documents Project Name: Test project - Planning
{3 Project Review Info & Ma Description: Test project - Planning
L3 City Staff Comments Project Image: No image exists
Lj Agency Comments MapiContigiame:
Job Site Address
Contact:

2. Click on Add Topic on the screen that pops up.

View Topics

Pr - pject - Planning
O Add Topic e

[ Add Topic | [Reports |
2 IpicsHve been created yet.
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Choose FYI for Category type.
Fill in the Subject line with your department name

Add your message for the Assigned Planner in the Description box.
Choose Save

Nouvsw

DO NOT choose Save & Prepare email (not active in system).

FOWERLD BY FTOJCCT

Attach a Topic to: Test project - Planning
Owner: Tari Hayes

I
%u‘hur: Tar Hayes Category: 3 I Date: 8/3/2015
{Request for Information

4 kubject: ‘F’ubllc Works - Transportation |

Description:

| have no comment on this project.
John Doe ~

E

8. The note pad now turns yellow to show the activity. You can access the notes by clicking on the
yellow note pad at any point in the review.

A. View from inside project folders

Test projec‘t = Planning | <= Back ” Forward = ” Projects H 'I‘ Site-Wide Reports ” Profile I o)
Main Contact: | 'R Project Reports ‘ |& Workflow Portals I | 0 Info ‘ @ Notes |
Ervmand rorrnnt | Callanen | Tl Tact nrniact  Dlannina @
= Test project - Planning Project Info Reports

i) Drawings

Project Name: Test project - Planning

[ Documents — - -

|__.| Proiect Review Info & Ma Des.cnptlon. Teﬁt prOJEC’l.— Planning

L_.I Gity Staff Comments Project Im.age. No image exists

B. View from projects home page.
Project Options Description
Test project - Plz ) 42 Test project - Planning

RL-0005-15 © £)| 8B | Replat part of property at 1800 Valley View to 1860 Va
SP-0010-15 [ ] @ Hickory Station [l 5400 NCOM structure, Coffee Kiosk
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9. To edit your comment, click on the notepad then on the red pencil to edit.

FOWENRED BY FTUJOCL

View Topics

Project: Test project - Planning
Owner: Tari Hayes

Add Topic ‘ | Reports | | Expand All | | Print |

ThTe T Edit Topic - Last modified on 8/3/2015 9:43:57
Public Works - Transportation Xﬁ ® FYl T

9

10. Make your edits, save and close.

FOWERED BY FTUJOCT

Attach a Topic to: Test project - Planning
Owner: Tari Hayes

Author: Tar Hayes Category: |FYI A4

Subject: ’F’ublic Works - Transportation

Description:

| have no comment on this project.
John Doe /

Save

10 Save | Save & Prepare Email

DO NOT choose Save & Prepare Email, this function is not operational in the system.
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Loading Comments and/or Documents

1. To provide your comments in document form, click on the Agency Comments folder to load your
comments for the Assigned Planner.

ePlans Training - Planning application

Main Contact: Jim Doe
Expand current | Collapse | J‘

-I- ePlans Training - Planning application
{2 Drawings
(23 Documents (3 Files - 3 New)
L_j Project Review Info & Map

?---ummcoﬂ%m (1 1 flew

2. Click on the “Upload Files” button.

POWERED BY Project
CuU-0012-15
Main Contact: Applicant
Folder: CU-0012-15\Agency Comments

Mo files currently exist in Agency Comments.

To upload files into this folder
(1) Click the Upload button below
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be
processed. Click the Refresh button at the top of
the page to refresh your file list view.

View Folders | | UploadFiles | [ 2
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3. Browse to your response in your system. You can load multiple-page MS documents, drawings,
saved email responses; over 60 different file formats are accepted.

4. You can load multiple documents at once by dragging and dropping or Shift/Ctrl and “Open.”

: = Eack]
e ePlans - Internet Explorer - o 72, Proie}
fted parking, access and landscape
/=
owEntt o Projct <) Open | x |u
Upload files: T L« 2012 » CU-01-12 (Church) ~| ¢ | search CU-01-12 (Church) =
" L
Jy Desktop ~  Name Date modified PLANT
- Documents ! 1
1 CU-01-12 motions.th.doc 031572012 a1gf | COMMEH |
s Downloads r MOTI(
b M ‘ 4] CU-01-12 motions.th2 with tentative app..  03/19/2012 2:34. —-CU- m
usic | |
k. Pict "] CU-01-12 motions.th2.docx 03/15/2012 956 02-12 [
ictures
9 cU-01- 321/, | |
B Videas 2] CU-01-12 SDCs.doc 03/21/2012 1:20 vorel O
& 05(C) ) CU-01-122815 Pine Location Map.pdf 01/24/2012 119 TO
o 2] CU-01-12bldg.gs.doc 02/01/20122:58  PLANMEH |
= DVD RW Drive ( = cu-01-12 leteletter.dm.d ozreron2ens  COMMEE |
3 < Removable Disk compieteietieram.coc [0se0te s croo. | |
R ole Disk “7 cu-01-12.eng.doc 02/01/2012233  ONE
-~ Removable Disl =
5] cU-01-12mailinglistdmds 03/26/2012 122 FROM
/—‘B,m,,,e < Data on Alderaz & THE —
; 7] CU-01-12.motions.dm.doc 012437 viom1c "
< TARIH (\coacit 4 9 ! .
- 11011 e A ni>7a ¥ g reTEr
Upload URL: & GIS_Useron FSG v <
URL Display Name: ] . " . .
File name: | CU-01-12 motions.th2 with tentative appi v | .000,3df,.906,907,.bmp,cal,. v
URL: ]
canc

5. If you need to add files, click on the “Add More Files” button.

6. When you’ve added all of your files for that folder, click the “Upload” button.

@

ePlans - Internet Explorer - O

~

Clions Wirew

Lyon St Re-route.dwf 3I5TAZKE X
55-14-04 Coverdwyg S.3ME X
55-14-04 Cover.dxf 23.80 MB X
55-14-04 PG2.dwg 5.77MB X
55-14-04 PG3.dwg B3IMBE X
" A 55-14-04 PG4.dwg S.64 MB X
| — Total 0% 46.99 MB Updaia
B-1174-14 1201124
pr— ‘ﬂ 121024
128020
6 5 2020
Upload URL: 1203020
121320
B-0985-14 URL Desplay Name: | | 11250
i [ URL: | |
Uplosd URL
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7. You will see a confirmation when all of your files are uploaded. Close the window.

ePlans - Internet Explorer -8 n

Your files have been uploaded.

Lyon St Re-toute.dwl
$5-14-D4 Cover dwg
55-14-D4 Cover.det 7
$5-14-D4 PG2 dwg
55-14-04 PG3 4wy
$5-14-04 PG4 dwg

PRTPRTN

8. You should now see a quantity of new files. In the example below, there is 1 new file in the

Agency Comments folder.

ePlans Training - Planning application

Main Contact: Jim Doe
Expand current | Collapse | JJ

-I- ePlans Training - Planning application

[ Drawings
[ 3 Documents (3 Files - 3 New)

[_J Project Review Info & Map

[ Agency Gominents (1Files-1New) | g

9. When you are done uploading you can close out of the program by clicking the “Logout” button
in the upper right corner of the program. You are done!

The Assigned planner will receive an email that new comments have arrived. You can also email
them to let them know your review is complete.

5. When you are done uploading you can close out of the program by clicking the “Logout” button in
the upper right corner of the program.

)
v
| & Back H Forward = H Projects H 'Q Site-Wide Reports II Profile |@ @ @ '-Logout

Agency Project Reviews — ePlans 10 City of Albany



To Download Material:

1. Click on applicable folder

gPlans

rOWERED BY Project
Cu-0012-15

Main Contact: Applicant

Expand current | Collapse | 4l
—- CU-D012-15

.. Drawings {17 Files - 0 Mew)
ﬁDucumi\] } (3 Files - 0 New)

3 Project Review Info & Map (1 Files - 1 New)

[C3 City Stafi Comments

[ Agency Comments (2 Files - 2 New)

----- {3 PDFDestinationFolder

2. To download multiple sheets:

a. Check “all” by checking the box in the toolbar

b. Then choose the download icon next to it.

POWERED BY Project

CU-0012-15
Main Contact: Applicant
Folder: CU-0012-15\Drawings

el . ][ | Om @ @|a

e SRlaci

=l BT
—

| 2 dasbZ CODE WG
41872015 10:08:10 AM, 104 KB
Tari Hayes

B S

4/8/2015 2:13:50 AM, 247 KB
Tari Hayes

B S

E CU-01-13.A| ndiz B-Final-Site Constraints and Conc
418/2015 2:18:32 AM, 1.1 MB
Tari Hayes

R S

E D100 pdf

418/2015 9:13:59 AM. 108 KB
g = Tari Hayes

B S

e

41872015 9:13:58 AM, 155 KB

*-' |l Tari Hayes
wa |l %’ é
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3. To download an individual page, click on the download icon for that page.

POWERED BY Project
Cu-0012-15
Main Contact: Applicant

Folder: CU-0012-15\Drawings Type §

View Folders Om|m @ m[|a

Curent Sert: |- Select - v

o
El IS |
= [[] 12021 ADOZ CODEDWG
41812015 10:00:10 AM, 104 KB

[] cu-0™Appendix B-Final-Site Constraints and Con
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New Users:

1. You must use Internet Explorer v6.0 or higher to access the ePlans/Project Dox website.
2. Prior to logging into the ePlans (ProjectDox) application, check the following:

e If your computer has pop-up blockers installed, you will need to disable pop-up blocking for the
ePlans web address (https://eplans.cityofalbany.net). If you attempt to log in and the page
immediately disappears, pop-up blocking is still active. It is not uncommon to have more than
one pop-up blocker installed (Internet Explorer, Google Task Bar, etc.). Once the ePlans site is

allowed, you will be able to use the application.

e The login page has a MSI (Microsoft Silent Install) component that is required to install all the
necessary ProjectDox ActiveX controls. This installation will need to be done once for each
computer used to access the program. The link to the component install is shown below (A).
The login page also provides a shortcut that you can drag and drop onto your desktop, as well as
a link to save the EPlans web address to your favorites (B).

3. Tosignin, enter your e-mail address and temporary password (first time use) and click the “Login”

button.

Enter your e-msil sddress and password to continue

[Welcome to the City of Albany Eplans website E

Frivacy Palicy
our privacy is very important to us. Our poligy is to E
E-mail: |C|ry0fAlbanﬁ@cnyofalbany.net

Password: |

Login | Forgot your password?

CITY OF ALBANY, OREGON

Proi © 2014 Avelve Software. avolve
]ECt ProjectDax {Vession £.2) is 8 trademark of Avclve Software. All rights resarved. soliware
o desktop shortcut, didk and
nstsll ProjectDox Components drag the icon below to your desktop. Llige here to add FrejectDox
P to your Favorites.

If you forget your password, click on the “Forgot your password?” link and provide your security answer.

If you haven’t completed your profile, and need to reset your temporary password, email
eplans@cityofalbany.net for a new password. Use this email to request to be added as a new user as

well.
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4. Enter your new password, create your reset question and then reconfirm the new password.
Update your personal account information then click the “Save” button. Remember, passwords

are case sensitive and must be 8 to 10 characters in length with at least one number.

POWERED BY Project

Settings for Albany Customer (albanycustomeresting@amail.com)

Welcome to ProjectDox.

After you have changed your password you will be taken to the main Projects View.

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

your password if you ever forget what it is.

Change Password:

Profile Information

Password Reset Question & Answer:

Mew password:® quuuu Security question:® |What is your zipcode

Confirm new password:® quuuu Security answer* |97321

Contact User
Information Metadata

Membership

Froject Group
Membership

* Required field

First Mame: * |Albany

LastName: * |Cust0mer

Email:* |albanycustomertesting@amail.com ¥ HTML format €

Title: |Customer

Company:

Company Name

Address 1: |Address 1

Address 2@ |Address 2

City: |City

State/Province:

OR ¥| Postal Code: |97321|

FPhone:

Fax: |

Mobile:

Pager:l

Stamps:

Language:* |en

Save

This Profile Information page can be accessed at anytime by selecting the “Profile” button at the top of

the Home page.

<= Back | | Forward = || Projects || (@ Site-Wide Rep!
| | | (&

| I'—q Project Reports | | E Workflow Portals | | o Info

ta Hotes | = Email E Edlit
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