Deferred submittal — How to upload your plans in the ePlans system

Deferred submittals are handled through a different ePlans process than the initial project submittal.
There are no Task prompts to remind you to complete ePlans steps with deferred submittals. It will be
important to communicate with the City of Albany throughout the submittal process, outside of ePlans

(via email or phone).

Provided below is a quick overview of how you will complete deferred submittals on your project.

Log into your ePlans account: https://eplans.cityofalbany.net/projectdox/

1. You will need to install the Project Dox components onto your system the first time you use
ePlans.

2. You can add this site to your Favorites

3. And as a shortcut on your desktop from this page.
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Enter your e-mail address and password to continue.

Fm o tha City of Albany eFlans website.
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E-mail: [danya net |

Password: || ]
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4. Click on the Project number on the ePlans home page.
& Back | | Forwant < | | Projecta | [, [ |[12] 4] [ 12 ] [ Logout

4 found project(s) « innya Arguedas (danya.arguedasicityolalbany. net)

NSFR - 1262 LIV SF, 400 GAR SF. 3 BR, 2.5 BA. TEST PROJECT FOR MIKE LOVEMARK. WILL BE SUBMITTING NEXT PLANS THRU EPLANS.
Daleteme Please

Testing ePlans push for type 1 worklow - DELETE ME
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5. Choose the correct folder; load your drawings into the Drawings folder, your documents into the
Documents (specs, calcs, etc) folder. Each drawing sheet needs to be loaded as 1 page, you can

load multi-page documents.

Montague Planning Test Project
Main Contact: Myself Included
Expand cumrent | Collapse | u

- Montague Planning Test FIZI
- Drawings ( Files -0
| Ducui Lts

[ Project Review Info & Ma
[j City Staff Comments
-3 Agency Comments

POWERED BY Project

Deleteme Flease

Project Info Reports
Project Name: Montague Planning Test P
Description: Deleteme Please

Project Image:

Mo image exists

Map Config Mame:

Job Site Address

Anywhere USA

Contact: Myself Included
Contact's Email:
Phone:
Cell Phone:
County:
Project Owner: Richard Montague
Owner's Email: richard montague@cityofalbal
6. Click on the “Upload Files” button.
l LA )
POWERED BY Project
B-0751-14
Main Contact: Jor Upload Fj G BUILDERS
Folder; B-0751-1 ! 6 MCOM - 3797 TOTAL SF NEW BUILDING TO BE USED AS A
| View Foiders | | Uploa Files | Om Ga Project Info Reports
T
curent St | =Select - v| Project Name: B-0751-
= intiom: -
H OeoRNDaX L& Description: Neon
= [[]E1.OSU 8.13.14.pdf PITEEIIITE LTmrEL
8/14/2014 11:50:22 AM, 223 KB Map Config Name:
Private User Job Site Address 11304W
E% £ & X Contact:
Contact's Email:
[[|E2OS5U 8.13.14 pdf Phone:
| 8142014 11:50:22 AM, 417 KB Cell Phone:
Private User
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7. Browse to the drawings or documents in your system.

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

eliERE

Pawe et a7 Project:

B-0751-14
Main Contact: Jordan Gerding - GERDING BUILDERS

Folder: £-0751-14\Drawings NCOM - 3797 TOTAL SF TO BE USED AS. v
[View Fosters | ([piosd s | O @n | Proectialo | Roports
R Project Name: BO75114
8 D)isoadboiaxs? Description: NCOM - 3797 TOTAL SF NEW BUILDING TO BE USED AS.
= Project image: Nolimage edsts.

ABANKING FACILITY.

ePlans - Internet Explorer

2
|

Open

« Shared » ePlans » Plans for Testing » DWG files for testing »

v o

Search DWG files for testing

Organize > New folder =E- O ©
< Recentplaces ~  Name b Date modified Type Size
). TKP Versioning files 8 11/22/2013 1:.09PM  File folder
T — o ]
R Hayes, Tod Lyon St Re-route.dw! 09/25/2013 929 A~ DWF File 358 K8
e || S5-14-04 Coverdwg 09/03/2013 1103 . DWG File 5516K8|
3 Ubraries $5-14-04 Cover.dxf 09/24/2013 1:16 PM _ DXF File 24382 KB
A $5-14-04 PG2.dwg 09/03/2013 1103 . DWGFile 5910 K8
; E $5-14-04 PG3.dwg 09/03/2013 1103 . DWG File 6,184 KB
B s $5-14-04 PG4.dwg 09/25/2013 912 A DWG File 5778KB |
B videos
il & Network
®Se 38 Control Panel
8 Al Control Pane
gmmn el S Appearance anc V'
g File name: |“S5-14-04 PG4.dwg “Lyon St Re-route.dwi” *S5-14-04 Coverdwg" *SS-14-04 v | |.000,3d1,906,907,bmp,<al. v

I Open Iv:‘ Cancel
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9. If you need to add additional files, click on the “Add more files” button.
10. When you’ve added all of your files for that folder, click the “Upload” button.

1 tound project|s) cut of 1 for Tar Hayes (tarihayes@cityotalbany.neth Recent Fropects ..A.l Frojects

Progect Dptions. Descriplion

B-0751-14 ﬂﬂ 2@ MCOM - 3707 TOTAL SF NEW BUILDING TO BE USED AS A BANKING FACILITY,

a8 ePlans - Internet Explorer

Fownenn o Project

Lyon St Re-route.def 3ETAZKE K |
£5-14-04 Coverdwyg s3aME X |
S5-14-04 Cowerdsd 23B0MB X |
55-14-04 PGL.dwyg 57TTMB X |
55-14-04 PG3.dwyg 6amMB ¥ |
et et < 1 £5-14-04 PGA.dwg 564 MB X |
s Total 0% 46.99 MB
B-1174-14
|
El121]d Comcel slopd ko s
EF-0204-14
B-1128-14
EP-0201-14 Upload URL:
Bi1id-14
B0885-14 URL Display Name: | |
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11. You will see a confirmation when all of your files are uploaded.

P

gPlans

FOWERED &Y Project

ePlans - Internet Explorer

Your files have been uploaded.

@

Lyon St Re-route.dwf
55-14-04 Cover.dwg
55-14-04 Cover.dxf
55-14-04 PG2.dwg
55-14-04 PG3.dwg
55-14-04 PG4.dwg

BN

12. You can now see the new pages in your folder.

13. You may want to sort newest to oldest in the “Current Sort” field at the top of the column.
14. When finished, click on “View Folders” to return to the folders.

Montague Planning Test Project

lyself Included

fiew s
VIEHEE99 fone Planning Test P

< lEn

13

Upload Files

PowERED BY Project’

Current Soat: |- Select -

0 S @BoDda X

S Deleteme Please
h (O} i) | A Project Info Reports
M Project Name: Montague Planning Test Project
& B ipti Deleieme Please
=T Project Image: No image exists

AL1PDE
F121/2015 2:08-15 PM, 210 KB
Richard Mentagus

B SagX

[]ErosionPian POF
72112015 2:08:15 PM, 600 KB
Richard Mentsgue

B SagX

[] Eleorplan.PDE
712112015 20815 M. 208 KB
Richsrd Mentague

BSamX

[[] Ecundation.EDE
7121/2015 2:08-15 PM, 113 KB
Richard Mentagus

B SagX

[] FrontElevations PDE
72112015 2:08:15 PM, 133 KB
Richard Mentsgue

B SagX

‘Section PDE
7121/2015 2:00:15 FM, 180 KB
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Map Config Name:

Job Site Address

Anywhere USA

Contact:

Myself Included

Contact's Email:

Phone:

Cell Phone:

County:

Project Owner:

Richard Montague

Owner's Email:

richard montague(@citvofalbany net

Project Admins:

Richard Montague, Tari Hayes, Jordan Sprague,Danya Arguedas

Status:

In Review

Set ID

Project Start/End:

Start: 6/26/2015 94426 AM | End:

Pass-Through:

mav, wmy, avi, htm, html, install, config, mp4

Incoming Files:

Fax: | Email: 1944@cilyofalbany.nel

Versioning:

Enabled for this project
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15. You should now see a quantity of new files (in this example there are 6 new files in the Drawings

folder).

16. Repeat the steps to load files to another folder by clicking on that folder.

Montague Planning Test Project
Main Contact: Myself Included
Expand cumrent | Collapse | lﬂ

FOWERED BY FIOjEsct

Deleteme Flease

download.

eplans@cityofalbany.net

Phone:

[=- Montague Planning Test Project Project Info Reports
__| Drawings (9 Files - 1 New) -
._.I Documents Pru]ec_‘l h_lame: Montague
._.I Proiect Reviehrmmo& Map Des_crlphon. De!eleme
._.I Citv Staff Comments Project Image: Mo image €
. Map Config Name:
- Agency Comments
Job Site Address Anywhere
Contact: Myself Incl
Contact's Email:
Phone:
Cell Phone:
County:
Project Owner: Richard M
Dnamar's Coaaile richard mon
17. When you are done uploading you can close out of the program by clicking the big red X in the
upper right corner of the program.
18. Please send eplans@cityofalbany.net an email when you are finished uploading your files.
19. We will begin our review and contact you with questions during the review.
20. We will call you for any additional fees that may be due, once we have a complete set of
approved plans.
21. Once fees are collected you will be given access to the new, approved plans that you can then
Please let the City know if you have any questions or run into any problems along the way.
Building: 541-917-7553
Planning: 541-917-7550
Public Works: 541-917-7676, #0
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