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Overview

ELECTRONIC PLAN REVIEW PROCESS

The purpose of this document is to
provide general information on the
process for registering the Engineering
firm with the iPermits Customer Portal for
Office of City Engineer Plan Review, and
the electronic plan review system called
ProjectDox.

The electronic plan review process is
broken down into 10 key steps. The
process utilizes two systems: iPermits
and ProjectDox.

The iPermits Customer Portal is used to
submit applications and to make
payments. ProjectDox is use to upload

drawings, receive comments, and receive
approvals.

Register for iPermits Portal
Texas state licensed engineering firm}

Submit the application in iPermits

Pay plan review down payment
[25% minimum)

Upload plans into ProjectDox
system

Complete assigned task in
ProjectDox

Access plan review comments in
ProjectDox

Resubmit plans to ProjectDaox
(Repeat as needed)

Step 8 Obtain Private Utility signatures

Pay remaining balance when plans
are approved

Download and print plans for job
site
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IPermits Registration
STEP 1: REGISTER AN ENGINEERING FIRM

Before a plan review application may be submitted to the Office of the City Engineer, an
Engineering Firm must have a company profile in iPermits.

To create a company profile:

Register an Engineering Firm

Create a Security Administrator User Profile.
Register Additional Firm Users

Activate Newly Registered Firm Users

W=

Public Works and Engineering >Planning and Development Services Division

Contractor Menu

iPermits Customer and Contractor Portal Logon

First-time user? | Click here to Register

Forgot your User Name or Password? Click here

Please MNote: You can now logon using either your Logon User ID or your Registered Email Address.

User-ID: or User Email Address:

Password:

Please help us identify the appropriate user registration process.

Are you associated with an electrical, plumbing, mechanical, fire alarm, fire line, sign, or sprinlker trade contractor?
Yes: No: '®

Are you associated with a Texas state licensed engineering firm?
Yes: '® No:

Enter Your Engineering Firm License Number.

— 1

Submit

Only enter the numbers.

No letters or dashes.

If the engineering firm is already
registerd in iPermits, please skip to
Step 3 on page 10.

From the iPermits loqgin page, select
the link Click here to Register next to
First-time user?

On the next screen, select No to the
question,” Are you associated with
an electrical, plumbing, or
mechanical trade contractor?”

Select Yes to the question,

“Are you associated with a Texas
state licensed engineering firm?”
Enter

your Texas State registered
Engineering Firm License Number
and click the Submit button.

City Engineer at oce@houstontx.gov

Note: If your engineering firm license number is not in the iPermits database, please contact the Office of the
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iIPermits Registration

STEP 2: CREATING A SECURITY ADMINISTRATOR USER PROFILE

i, The . a i W
City of Hou
Offical Site for Houston,)

= f-=l o T L [

Home | IWantTo | Government | Residents | Business | Departments | Visitors | En Espand

Public Works and Engi ing =Pl ing and D I Services Division Contractor Menu

ICreate an Engineering Firm related User Profile

— Please read the following information before proceeding

» Only State Licensed Engineering Firm Licensees should complete this page.

» Fields marked with "*" are reguired.

= Within iPermits, the primary use of this license type is to prepare and submit Office of the City Engineer
plan review application requests, If you are a Mechanical contractor and trying to establish a web
presents to purchase mechanical permits please return to the previous web page and select the 'trade
license’ related option. If you need further assistance please contact the office of the city engineer.

—Engineering Firm Name Information W=
License MNo: T0_ License Type: ENG

Entity Name Type: [ndividual Corporation or Firm '@

Corporation or Firm: ABC Engineering Firm

House # Fraction Pre-Dir Street Name Tvpé Space
Mailing Address: 1234 [ ] v | [Main | | Street v
City:|[DAYTON State: | zip: | =
Firm Name: ABC Engineering
Phone Number: 8323945000 | Phone Number: | | numeric digits anly

Email Address: |houston permittingl:‘emar@hnustDntx gov

—License Information

The Engineering firm number shown above is not currently registered in the City of
PLEASE NOTE Housten's iPermits database. If you are not the Licensee, please consult with your
management team and obtain their approval before proceeding.

By default you will be added as a security administrator for _ _. By proceeding
you are acknowledging that you are an authorized administrator.
iPermits PIN |== PIN Confirmation |s=====
— User Information
User ID: ~ userid Password:™ [ss=ees Confirm:™ |ssese

Email Address: "=houston.permn.t.|ngcenter@houstomx.go\-‘

First Hame: ™ [John Middle: | | Last:™ :[?Dl_?_
Mailing Address; * (1002 Washilj_gtcrj_f.-‘;‘.te_knu_e 1
City: ™ ;Housten State:” fr'f(_ Zip:* ?ﬁﬁi—
Company Name: * |Houston Permitting Center
Phone Number: ~ 3323345000 Fax Number:

DI herehy affirm the following declaration:

I have personal knowledge of the statements made in the application. None of the statements
are misleading or false. I acknowledge that issuance of the account does not excuse or
approve any violation of city, state, or federal laws or regulations. To the extent that this
declaration is made on behalf of a corporation or any other legal entity or persons, I certify
that I have fully advised them of the contents of the application and this declaration and that
T am authorized to execute this declaration.

I declare under penalty of perjury that the foregoing is true and correct.

| Submit Add |

| Clear |
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Complete any blank
fields in the Engineering
Firm Name Information
section.

Note: the first person
to reqister a firm will
become the security
administrator and sets
the master PIN. Enter
any 6-digit number in the
iPermits PIN field and
re-enter it to confirm.

Enter a User ID (max. 8
characters) and
Password (6-8
characters) of

your choosing and an
email address. These
will become your login
credentials for
iPermits. Complete
the remaining
required fields.

Check the disclaimer
box and click Submit
Add to complete
registration.
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IPermits Registration

STEP 3: CREATING ADDITIONAL USERS FOR A REGISTERED FIRM

From the iPermits login page, select the link Click here to Register and enter the Firm

License number (Refer to Step 1 for detailed instructions).

Enter the iPermits PIN if it was given to you. Otherwise check the box for PIN Override.
Choose the appropriate Security Level. Note: users cannot select “This is my license”

level without the iPermits PIN.

i = i
Home | IWantTo | Government | Residents | Business | Departments | Visitors | En Espany
Contractor Menu

Public Works and Engineering ing and D 1 Services Divisi

Create an Engineering Firm related User Profile

Please read the following information before proceeding

« Only State Licensed Engineering Firm Licensees should complete this page.

= Fields marked with "*" are required.

+ Within iPermits, the primary use of this license type is to prepare and submit Office of the City Engineer
plan review application requests. If you are a Mechanical contractor and are trying to establish a web
presence to purchase mechanical permits online, please return to the previous web page and select the
‘trade license' related option. If you need further assistance please contact the Office of the City Engineer.

Engineering Firm Name Information

viosnoe o NN | Liome Type:

Entity Name Type:Individual ) Corporation or Firm ®
Corporation or Firm{| TEST ENGINEER |
House # Fraction Pre-Dir Street Name Type Space
Mailing Address:|1002 [WASHINGTON | [Avenue  ~] | |

City:|HOUSTON

Firm Name:|ILMS TEST
Phone Number:| ‘ Phone Number: |
Email Address: |

| state: zip: [77002_|
\

‘ numeric digits only

License Information
iPermits PIN l:l If you do not know the Pin number you may select the following option:
PIN Overnde [ 1 do not know the PIN. Please proceed with the registration but email the company's security administrator
and request he/she activate this user profile.
User Information
) This is my license. Do not restrict user access.

Security Level:* A
) The user being added is a staff member. Restrict his/her web portal access rights to my license

User ID:™| | Password:*| ‘ Conﬁrm:"| ‘
Email Address:™| |
First Name:™ | Middle: [ | Last:* [ |

Mailing Address:™| |

City:*] | stata:*|:| Zip:*

Company Name: ™| ‘

Phone Number:®| Fax Number:

[T hereby affirm the following declaration:

[ have personal knowledge of the statements made in the application. None of the statements
bre misleading or false. I acknowledge that issuance of the account does not excuse or
Bpprove any violation of city, state, or federal laws or regulations. To the extent that this
Heclaration is made on behalf of a corporation or any other legal entity or persons, I certify
khat I have fully advised them of the contents of the application and this declaration and that I
bm authorized to execute this declaration.

I declare under penalty of perjury that the foregoing is true and correct.
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Enter a User ID (max. 8
characters) and Password
(between 6- 8 characters) of
your choosing and an email
address. These

will become your login
credentials for iPermits.
Complete the remaining
required fields.

Check the disclaimer box and
click Submit Add button to
create a user profile. If PIN
Override was selected, the
Security administrator will be
notified of the new user
profile pending activation.
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IPermits Registration
STEP 4: ACTIVATING A NEWLY REGISTERED USER

The

Offictal Site for Houston, Texe

oy |

Home | IWantTo | Government

|  Residents | Business |

Public Works and Engineering >Planning and Development Services Division

Departm|

From the Security
Administrator’s iPermits
account and select the
link Corporate User
Roster, located on the
left side of the Online

User Profile

iPermits Online Service Menu

Building Permit Applications

Service Menu.

Office of the City Engineer Plan Review Application

The iPermits Corporate User

You are: PROJECTD

Edit User Profile

Select the desired Customer

Management screen displays all
users associated with an

User Document Catalog

|- Use this entry for sales-orders that do not reguire a License

I Corporate User Roster I

Purchase a Trade Permit

Engineering Firm. Click on the
User ID with the Pending Activation

Licensees Associate with
vour User-ID

status.

Review Your Recent Shopping Cart Entries

df Housto

Official Site for Houston, Tex 28

City

Change the User Status
to Active in the drop-down menu

Company Address:

To remove a user from
the company roster,
change status to
Inactive and uncheck
Allow User Access to
the firm’s license(s).

OCE USER GUIDE V.9.2

Home | IWantTo | Government | Residents | Business | Departments | Wisitors | EnEspan) and Select the U pdate Profi Ie
Public Works and Engi ing =Pl and D Services Division Contractor Menu button
iPermits Corporate User Management . . .
[This page allows you to manage the iPermit Users associated with your company The User Can nOW |Og|n tO IPermItS
and start
Company: | TEST ENGINEER v | Refresh List | i Company Maintenance | S ey H H
ubmitting applications for plan
Users associated with this company TSEE=— reV|eW_
User-1D User Name Branch Mmsrtitr;lor
ENGINED1 [iPERMITS ENGINEER TEST A Yes
ENGINED2 [|HooPER ROBERT F A
~ Corporate Information
ENGINEO3 JADMINISTRATOR TEST MaTn Company 1D:|
KATIE = KATRINA  (Pending Activation) sin Company Name: f"fE.ST ENGlNEE.R )
11002 WASHINGTON AVE MAIN

Zip: [77002

Email Address:™

city: [HOUSTON | state: [Tx
Main Phone Number: 71345
Branch Name:| MAIN v || Delete Company Relationship |
—User Inf
user 10: [KATIE User Status: | Active

First Name: * :KAT\E | Middle: | Last: IB_6E| J
Phone Number: * 8323943000 Fax Number:
Mailing Address: ":WDDZ WASHINGTON AVE
City: [HOUSTON | state: TX | zip: [77002

Associated Licenses and Accounts
Allow User|

License Status P

Licensee Name

TEST ENGINEER

12345678 |[ENG

License in good standing

| Update Profile |

| Grant User Access To Additional Licenses Numbers-i

HOUSTON PERMITTING CENTER —JUNE 2023



iPermits Registration
LINK AND AUTHORIZE THIRD PARTY USERS

Once you have created the admin account. You may add users by the following steps:

1) Click on “Edit User Profile”.

The.

& ity of Ho

Offictal Site for Hou:

. il

Home | IWantTo | Government | Residents | Business |

Services Division

Public Works and Enginecring ing and D

iPermits Online Service Menu
Building Permit Applications |
Office of the City Engineer Plan Review Application

User Profile

You are:

Edit User Profile o Select the desired Customer

User Document Catalo

v

|- Use this entry for sales-orders that do not require a License

2) Click on “Grant User Access to Additional Licenses Numbers” button.

Residents | Business | Departments | visitors | EnEspa
Contractor Menu

Home | IwantTo | Government |
gineering ing and Services Division

Public Works and
iPermits - Manage Authorized Users List (For Licensees' Use Only

[This page allows the licenses to review and maintain the list of iPermit users authorized to conduct city business (i.e, Permitting and
[inspection) activities on his/her behalf.

~ Instructions

Review User List
* Enter your city/state assigned license-number, license-type, and Web Portal Pin and click the 'Refresh User List' button

Add Users
« Enter your dity/state assigned license-number, license-type, and Web Portal Pin and click the 'Refresh User List' button
« Enter the user's information and specify the appropriate ‘security level’ you wish to grant him/her.
« Click the 'Link and Authorize this user’ button

Remove Users

* Enter your city/state assigned license-number, license-type, and Web Portal Pin and click the 'Refresh User List' button

o Select the appropriate user by dicking the name.
* Verify that this is the desired entry, reenter your Web Portal Pin, and click the 'Delete this selected entry’ button

Enter licensee's Information
T L R ]| o

iPermits Users currently authorized to conduct business under this license number

3) Enter license and type (“ENG” MUST BE ALL CAPITAL
LETTERS) and Web Portal PIN and click the “Refresh
User List” button.

OCE USER GUIDE V.9.2 10

Edit User Profile
Note

User Information
User 1D:™

« Fields marked with "*" are required.
= You may update your profile at any time.
+ For security reasons you must enter your Password each time you submit this page.

Password:*® Retrieve Profile

Email Address:

Individual Name

= Street #
1002
City: [HOUSTON

First Name: [OFFICE OF | Middle: [CITY | vLast: [ENGINEER ]
Mailing Address
Address Type:PO Box O Street @

Pre Dir  Street Name Street Type Post Dir  Unit Type Unit #
vill i

~| |[WASHINGTON Averue Vv

| State: [TX__| zip:[77002

Phone Number:* 8323948011 | Fae Mumber: | ]

Change your password

Hew Possword

Company Mame: |CITY OF HOUSTON

Confirmation

Update Profile

Your user-ID is currently affiliated with the following companies

00002177 - OFFICE OF THE CITY ENGINEER

Branch: MAIN

wpermits Company affiliation maintenance
Company ID: OFFICE OF THE CITY ENGINEER | Detete company relationship |

Associate your user-1D with an additional company
Company 1D Company Phane Number: ‘Add company relationship

[ Grant User Access Ta Additional Licenses Numbers | o

[ Glear

HOUSTON PERMITTING CENTER —June 2023




iPermits Registration

LINK AND AUTHORIZE THIRD PARTY USERS

i
Home | IwantTo | Govermment | Wﬂ‘. | Business | Departments | Visitors | EnBomD‘

Public Warks and Engineering >Planning and Development Services Division Contractor Meny Log Off

JiPermits - Manage Authorized Users List (For Licensees' Use Only
l'hls page allows the licensee to review and maintain the list of [Permit users authorized to mnductmynusmess {I.. Permitting and
) activities on his/her behaif.
Inill’\h(\lor!s
Review User List
» Enter your city/state assigned licanse-number, Bcanse-type, and Web Portal Pin and dlick the 'Rafresh User List’' button
Add Users
= Entar your city/state assigned lica Wab Portal Fin and click the ‘Refrash User List’ butten
* Enter the user's information and sDeczl'y the aDD opri; ate secu ity lavel' you wish to grant him/her.
+ Click the "Link and Autherize this user buttos
Remove Users.
3 Entar yourdiy/sate assoned ksnse-numbes; bcanse-type, and Wb Pota in and ik th Refres User sk butian
it by cliciing t

v Fy-mwuhs &t daired 4o w iy Your Web Portl Pin, and cick the Daleta this selscted entry’ button

Enter licensee's Information

Uicense Ho.*| 10500 Type:* [ENG | web portal pin:” | Refresh User List |

iPermits Users currently authorized to conduct business under this license number

[SD0004 - DAWOUDI, SAM - sam@csdengroup.com

Delete the selected Entry

iPermits User's information (to authorize additional users, complete and submit this section

User ID: ¥ Name:
Email; * Activate this User
Secum\rl.eul" / Grant this user unrestricted access to this licanse
Link this user fhts to the fallowing authorized signature entry
Ruthorized Signatures: No pending authonized signatures

Link and Authorize this User

4. Under the iPermits

User’s information box. Enter the User
ID and Email address for the user that
you would like to link to your account.

5. Click the radio button “Grant this user unrestricted access to this license”

6. PLEAE RE-ENTER THE PIN NUMBER before selecting “Link and Authorize this User” button

I Security Level:™ L) Grant this user unrestricted access to this license I

.../ Link this user's access rights to the following authorized signature entry

Authorized ﬁugn;:urw f\ln pem:hnq au1har|:-e-d ﬂugnaharaﬁ

| Link and Authorize this User |

Note: By selecting the Grant option does not meam that: the: usen will have:full access:toyourlicense:

OCE USER GUIDE V.9.2 11
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IPermits Registration
UNLINKING AND UNAUTHORIZING THIRD PARTY USERS

1) From the main menu, select the “Corporate User Roster” link on the left side.

User Profile
You are:
Edit User Profile

User Document Catalog

iPermits Online Service Menu
Building Permit Applications

Office of the City Engineer Plan Review Application

Select the desired Customer

[ Use this entry for sales-orders that do not require a License

[V

Corporate User Roster

your User-1D

Users Associated
with a License

Licensees Associate with

Purchase a Trade Permit

Review Your Recent Shopping Cart Entries

User Project Management - List Maintenance

Pay for a Houston Permitting Center shopping cart

Companies Associated Make an Advanced Payment Account Deposit

with a License

2) Then select the account you wish to remove access from.

iPermits Corporate User Management
This page allows you to manage the iPermit Users associated with your company

Company: [OFFICE OF THE GITY ENGINEER ~| [ Refresh List | [ Company Mai

ce H Company Di

Users associated with this company (00002177

user-ID User Name Branch Sexanty]
OCEO0D1 [ENGINEER. OFFICE OF CITY [MAIN Ves
SHOCKEM  [wIRE SHOCK THEM My Ves

3) Under “User Information” unmark the “Allow User Access” box

Associated Licenses and Accounts

License | License B B Allow User,
Numk T Licensee Name License Status Ac
01234567 |ENO OFFICE OF THE CITY ENGINEER Licensz in gaod standing M []

Update Profile

Grant User Access To Additional Licenses Numbers

4) Then select “Update Profile”

User Information

User ID: |SHOCKEM User Status: ’Aclwe—v‘ Corporate Security Administrator
Email Address:*| -
First Name: *|SHOCK | middle: [THEM | Last: [WIRE
Phone Number: * | Fax Humber: | |

Mailing Address: *|

|
city: [HOUSTON State: zip: [77002

Associated Licenses and Accounts

License | License 3 - |Allowe User]
mete | e Licensee Name ‘ License Status | lox
01234567 |Eno | oFFce oF e crrv EnemEER | License in good standing IR

1~

Update Profile

Grant User Access To Additional Licenses Numbers |

5) This will remove that user from using your firms license information for future projects. You
may go back and grant them access at any time if you are the Security Administrator.

OCE USER GUIDE V.9.2
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iPermits Registration
INITIATING A NEW APPLICATION

Government | Residents | Business |

Departments | ¥i

=Planning and Development Services Division Contr|

iPermits Online Service Menu
Building Permit Applications

| Office of the City Engineer Plan Review Application

Select the desired Customer

|- Use this entry for sales-orders that do not require a License W

Purchase a Trade Permit

Review Your Recent Shopping Cart Entries

User Project Management - List Maintenance

Pay for a Houston Permitting Center shopping cart

Make an Advanced Payment Account Deposit

Ry L —

) 'City of Houst

Offical Site for Houston, Texds

Government | Residents |

Home | IWantTo | Business | Departments | Visitors | En Espanol
Public Works and Engineering >Planning and Development Services Division Contractor Menu Log Off
Dffice of the City Engineer Plan Review Applications
[rhis page allows you to view OCE Plan Review applications that are attached to your user profile. Select the date range that
ou would like to search. If no date range is selected the search will default to the last year's activity.
‘OCE Plan Review Applications
Begin New Application
Dates from 12/27/2018 thru 12/27/2019
A'.’":.'m'mh:‘r’“ Date Owner Name Status 'Lm;l:"j"d Epay Number|
00058955 12/02/2015 bending Payment 02218057 |
00055037 09/25/2019 [rpplication never finalized
00020846 01/04/2018 Plan Review Log Number: 180011 18001214
00020815 01/03/2018 Plan Review Log Number: 180006 18000581
00020811 01/03/2018 Pending Payment 01653068
00020810 01/03/2018 pending Payment 01653064

Log into your iPermits portal
account. Under the iPermits
Online Service Menu, click on
the Office of the City Engineer
Plan Review Application button
as illustrated.

To submit a new application,
click on the Begin New
Application button.

iPermits system will display the applications you have submitted during the last year, with

status comments in red.

OCE USER GUIDE V.9.2 13
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Application Process

COMPLETE A PLAN REVIEW APPLICATION

Official Site for Houston, Texa
=13 0l

Home | IWantTo | Government | Residents | Business | Departments | Visitors | En Espanol

Public Works and Engineering >Planning and Development Services Division Contractor Menu

Office of the City Engineer Application for Plan Review

Required under the Authority of the City of Houston, Ordinance No. 83-650
Please Note: Submittal of false information will result in invalidation of the application.

—Please read the ing i ion before proceeding

= Fields marked with "*" are required.
= The specified number of sheets must be accurate or the application may not be accepted

The following plans drawing types can be submitted through the OCE application process:

s Utilities construction projects in the right-of-way and/or within the easement.

= Any projects in the city right-of-way and/or within the easement tie-in to public utilities.

= Any projects in the city right-of-way and/or easement, or any projects connecting to public utilities whether inside the
City of Houston or in City Extra Territorial Jurisdiction (ETJ), any projects except Capital Improvement Projects (CIP) in
the city right-of-way, any public water plant, well, wastewater treatment plant, lift station or stormwater pumping
station.

= Please note that any other plan type drawing submitted through the OCE process will be cancelled
and applicant will have to request a refund with an approximate refund time of 8 weeks

= The following information is required for DAS applications, plans, and geographic information submittals:

= Select Digital Antenna System plan submission for DAS projects

= click link: Application for Wireless Facility, Ground Equipment, and/or Licensee Pole (use application to assist you in
completing your GIS table)

= Plans must be submitted within 30 days (no refunds)

» Click link for: GIS requirements

= Submit any other required documents/information

— Application

Click the following checkbox if submitting a Digital Antenna System (DAS) Project

Please Describe
the Proposed
Development™:

Number of Sheets™:

In FloodZone LI Trees In ROW
Key Map*: Water Facility Wastewater Facility

County:*| Please Select ¥ Inside City Limits Qutside City Limits

r— Applicant/Engineer Information

Firm License/Type: | | =1E0, LLC
Mailing Address:

City: State: Zip: [77005

Contact™:|{

Phone Number*: ! Phone Number: numeric digits only

Email Address™:

Engineer of Record*:
Phone Number*:

Email Address™:

numeric digits only

[~ Owner
Please note: Owner Information must be provided unless you indicate that the applicant is the owner
Entity Name Type: Individual ® Corporation or Firm

Last, First Middle:

Applicant is Owner |

Mailing Address: ¥, ¥ | Name: . ¥ | Unit:
City: State: | Zip:

Contact:

Phone Number: Phone Number:

Email Address:

numeric digits enly

Reset

OCE USER GUIDE V.9.2 14

Enter the required information and when
completed, click the Save and Continue
button.

e Click the box if application is for a DAS
Project.

o Enter the description from the cover
sheet into the “Please describe the
Proposed Development” box.

o If the project is in or partially in the
flood zone, check the box for In Flood
Zone.

e [fthe project is inside COH city limits
and there are trees in right-of-way,
check the box for Trees in ROW to
include Urban Forestry into the plan
review.

o If the project has a water plant, water
wills or contract water, check the box
for Water Facility.

o If the project includes a force main, lift
station or reclaimed water line, check
the box for Wastewater Facility.

If you submit any incorrect information,
it can result in delay of processing
and/or rejection.
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Application Process
CHOOSE PAYMENT AMOUNT

The page will refresh and display information about the application fee. A minimum of
25% of the plan review fee plus the administration fee is due upon finalizing the
application.

Choose a payment option to generate a sales order and click on the Finalize Application
button.

— Application Fee

As of January 1st 2017, the Office of the City Engineer plan check fee as been increased from $79.67
per sheet to $80.49 per sheet. Based on the above mentiocned, 13 sheets, this application’s plan
check fee is $1,092.65 plus a $116.75 administration fee. At minimum a 25% down payment must

Please Note: be made prior to submitting the plans for review. Your options are as follows: Pay the 25%
minimum, pay the full amount, ar pay any amount greater than the 25% minimum; plus the
$116.75 administration fee.

® Generate a sales order based on a 25% down payment ($273.16) plus the $116.75 admin. fee
Generate a sales order for the full amount {$1,209.40)

Generate a sales order for § 00
{must be greater than 25% minimum plus the $116.75 admin fee)

Save and Continue

I Finalize Application I

Reset

ProjectDox will make the application information available on the eForm for the plan review
team.
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Pay the Plan Review Down Payment

CREDIT CARD OR E-CHECK

iPermits Shopping Cart Maintenance

— Sales Order Payment Selection

Create a New ILMS Shopping Cart

Shopping Cart No: | 02242704 Return to Shopping Cart List Maintenance

The following Sales Order(s) are pending payment.
Check the selection box of the ones that you wish to
pay at this time.

Created: | 12/03/2019

Select Sales Orders for Payment

o Customer / Contractor of Record Update | Fee / Amount Set':“
= (Permit emailed to) Required Paid 2
ay |
02398314 [ Single Trace| 02-DEC-2013 s200.80
Shopping Cart Amount Due $200.80|
Recalculate
View the payment transmittal
I Make Online Payment via Credit Card or Electronic Check I
ILMS Shopping Cart Online Payment Processing
— Payment Selection
Shopping Cart No: (02242704 Return to Shopping Cart Maintenance
We need to collect the following data before your
Created: |12/03/2019 payment can be processed. Please enter the
appropriate payer name and address. Depending on
the type of purchase, this data will be printed on the
Payment Processed: City issued permit documents. Consequently, data
accuracy is important.
CC Holder Type: Individual Corporation or Firm ®
Corporation or Firm:([TEQ, LLC
House # Fraction Pre-Dir Street Name Type Space
Billing Address: 5510 v ¥ | [COMMUNITY Drive v
Billing Zip Code: 77005 - 0000
Shopping Cart Amount Due

Update Payer Information

| Continue the Credit Card/Electronic Check Payment Process |

Please Note: Electronic Check payments cannot be submitted after 8:30 PM.

OCE USER GUIDE V.9.2 16

On the Shopping Cart
Maintenance screen,
check the box of permit(s)
to be paid. Then click the
Make Online Payment
via Credit Card or
Electronic Check button.

If an Advanced Pay
Account (APA) has
been established, that
payment option will also
be listed.

Enter the payer
information and click on
the Continue the Credit
Card/Electronic Check
Payment Process button.

You will be transferred to
the Chase®
PayConnexion website to
complete the transaction.
A receipt will be emailed
to you from Chase. You
may need to check your
spam or junk folder if you
do not receive a payment
receipt from Chase.
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ProjectDox Set Up

NEW USER ACCOUNT

Invitation to Join City of Houston Electronic Plan Review System

Dear fapplicant]:

Syitem Requinements

User Kame & Temporary Password

Usaer maeni: [Fapidl]
Temparary passwond: [FakiT]

OCE User Guide bafone uploading draradrgs) documents.

For your reference, the following information & associated with your plan review applcation:

Project Humber: [Fiekda)

AppScand Marme; [Fiabd2] |

Applcant Emal Addeeds: | [Flekdl)

Viru are redehvicg this emal from the Offce of the Oty Engineer in responde 1o the plin review appcation fod Progecs [Field 4] o you have been invited inta the Praject
bry e applicant [Field ] Your progect has been created in the ProjectDox system for you to upload drawings and documents 0w plan review. The ProjectDos syslam
0 allarad you b0 chagk The fead Ui SEatd ol the plan review 80 provides socess 1o review omments,

Before wsing the ProjectiDox system for the first time, piease check the User PC Settings guide to configure the browser and compaiber settings.

Upon loggng in for the st time you will be askid o create a permanent pasivword and complete the User Prafile. Wi recommend 1ha Tiest time usen review the

SAMPLE INVITATION

Once the plan review down payment has
been received, an invitation (see above)
will be sent to the applicant to upload
drawings and documents into ProjectDox.

For new users, the invitation will contain a
temporary password. Subsequent project
invitations will not contain a password.

First-time users should note:

e ProjectDox uses pop-up windows.
Configure your browser’s pop-up
blocker to allow for pop-ups for the
ProjectDox site.

OCE USER GUIDE V.9.2
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Please use the User PC Settings guide from
the login page for instructions and other
browser specific settings you need to make
for the ProjectDox system.

The login page also has a link for adding a
desktop shortcut to the ProjectDox site, and
a link for adding it to your favorites.

Depending upon your organization’s
security settings, a network
administrator or IT department may
need to complete the steps required for
system set up.
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ProjectDox Set Up

NEW USER ACCOUNT

From the invitation, click on the Login to
ProjectDox link or Project Access link to
open the login page using your default web
browser. You can also type or paste the
ProjectDox URL into another web browser.

Enter your email address and temporary
password and click the Login button.
(The password is case sensitive.)

You will be taken to your User Profile;
you must complete the required yellow
fields:

+ Change your password

o Contact information

Click the Save button to continue to the
home page.

@ HOUSTON
PUBLIC WORKS
Houston Parmiting Cantar

Welcome to the Portal
Login

E-mail: proces:

community development. Fi

Password:

Login

Forgot password? VIDEO SERIES

review and submittals, please Click Here.

Welcome to the City of Houston TX Login Page!

tion on electronic plan

GETTING STARTED || ACCEPTING A TASK || DOWNLOADING

If you ever forget your
password, click on the
Forgot Your
Password? link.

May 31, 2023

Note: This feature
requires that the user
has logged in at least

You need an account to access your projects. Contact the Jurisdiction if you APPROVED PLANS

don't have an account login

once and no longer has
a temporary password.

Profile Information

Change Password:

e

Password must not contain special characters, must contai

Contact

User Metadata
Information

Project |

Group
Membership

Membership

in at least one digit and one alphabetic character, and must be between 8 and 10 characters

* Required field

First Mame: *

Applicant Email:

Title: *

Company: *

Subdivision

\ |
\ |
Address 1: ‘ |
\ |
\ |

City:

State/Province:

Stamps: \0
Language:” |en e

OCE USER GUIDE V.9.2
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Navigation Basics
HOME PAGE TOOLBARS

HOUSTON
PUBLIC WORKS
Huouston Permitting Center

Standard Task List ~ Tasks | Projects

Refresh  Save Settings

ACTION PROJECT LOCATION

Home Q

DESCRIPTION

Project: | Enter project name

All Tasks || All Reports & || Logout e

All || Recent || Archived

Show records

OWNER STATUS CREATE DATE

¥ Office Y ¥ 3/15/2023 v |

VEQOF 2w
VE O 2o

1-2of 2 records

FTBEND

TEST OCE 210

TEST OCE 20

The ProjectDox home page is divided
into two main sections.

The Projects section displays basic
information about every project you've
submitted for electronic plan review as
an applicant and/or the list of projects

you have been invited as a design team

member.

The All Projects button list all your
projects.

The Recent Projects button displays
projects accessed in the last 30 days.

Projects can be sorted by clicking on
the header of the specific column.
(i.e., Project, Location, Description,
Owner...)

Office of City Engineer First Submission Pending 5/15/23 433 PM

Office of City Engineer First Submission Pending 5/15/23 428 PM

SAMPLE HOME PAGE

You can enter keywords related to your

specific project through the Search Q
field. Searches can also be done through
the column’s header (i.e., Project, Location,
Description, Owner...)

The Tasks tab section displays all your
outstanding tasks on projects for which you
are the main applicant. The Active Task List
can be sorted by clicking on the column
header.

ProjectDox can be used in multiple browsers, including Chrome, Safari, FireFox, and
Edge. Review the System Use Requirements document located on the ProjectDox login

NnAanA tA Ancilira nranar eat 111 ic AnMnlatad

OCE USER GUIDE V.9.2
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Navigation Basics
HOME PAGE TOOLBARS

HOUSTON
PUBLIC WORKS

Houston Permitting Center

Home Q Project: | Enter project name All Tasks | All Reports = & | Logout 0

Your primary navigation buttons are located
in the upper right corner of the home page. + The Profile button will take you to
your User Profile, where you can edit
your personal information or change
+ The Home button will take you your password.
back to the Home Page.

+ The Search button allows you to search * The Logout button logs you out of

for a project based on key information ProjectDox.
entered on the Project Info Page, or it
allows you to search for keywords within + The Help button takes you to the
a project. ProjectDox® Help site. Use the index
or search functions to find instructions
o The All Task button shows any tasks on specific aspects of ProjectDox®

requiring action from you.

From the Home screen on the
HOUSTON Pro_jects tab, you can view your
PUBLIC WORKS projects and perform the
following actions.

Home Q Project: |Enter project name All Tasks | All Reports 5 N Logout 0

Standard Task List Tasks

Refresh  Save Settings

View Pending Tasks
¥ Project Status
Project Reports

Archived Show records

CTION PROJE... LOCAT... OWN... STATUS CREATE D.. ® _
V [ ¥ office Y | ¥ s5/15/2003 5 PrOJeCt Info

%) ® 59 23008202 FT BEND TEST OCE #10 fﬂ‘(g;fezt City Ezzj:;miss‘on 5/15/23 4:33 PM View and Upload files

poid IS Office of City  First Submission .

V) @ 5 2300201 TEST OCE #9 Enoiner Peding 5/15/23 4:28 PM

1-2 of 2 records 1
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Standards

FILE TYPES AND NAMING

Prior to submittal, ensure that all files comply
with the following standards. Failure to meet
the City’s standards may delay your review.

FILE TYPE STANDARDS
+ DOC, DOCX, and PDF files are
accepted for calculations, reports, and
other supporting documentation (i.e.
non-drawing files)

+ Flat Files recommended (no layer).
Vector PDF and JPEG files will be
acceptable for drawings.

DRAWING STANDARDS

» Drawings should include graphical scale

» The City of Houston requires that plans
be uploaded in an approved format, to
scale, with an output dimension of 22”
x 347

» Standard markup names and colors will
be used for each reviewing discipline
for easy identification. A markup can
have more than one changemark.
Changemarks are created to quickly
identify a markup and associated
comments.

FILE NAMING

For all the construction plans in the City of
Houston Right Of Way and Utilities
Easements, please comply with all the
standards from the Infrastructure Design
Manual.

File names are limited to 70 characters.
Corrected files should always be
resubmitted with the SAME FILE NAME as
the original submittal. ProjectDox will
automatically detect changes in
resubmitted files of the same

OCE USER GUIDE V.9.2

name and version it. This feature allows
the Engineers to overlay versions during
reviews. Note: If this is not followed the
submitted file will appear as a NEW
file, and not a correction to an existing
file.

File names should have the page
number and a brief description of what the
file is. For example: 01 - Cover, 02 -
General Notes, 03 - Plan and Profile.
Please add “0” to single digit page
numbers to avoid the page jumping from 1,
11, 12, etc. (if more than 10 pages).

FOLDER STRUCTURE

Files are securely managed through a pre-
defined folder structure, which is listed
below. Users cannot rename or add folders
to the structure.

All drawings should be uploaded as
single page files (ex: 20 pages = 20
files) into the Drawings folder for each
project. All documentation (any non-
drawing files,

easements, availability letters, geo-
technical reports, etc.) should be
uploaded as multi- page files into the
Documents folder.

FOLDER

SHEET NO. EXAMPLE

DRAWINGS 001-999 01-COVER
DOCUMENTS 001-999 NO STARD CONVENTION
POST PERMIT SUBMITTALS [0[okECEE) 01-PLAN AND PROFILE

001-999  01-COVER
REVISION 001-999  01-COVER
BLUELINE RECORDS 001-999  FOR COH USE
QUICK REVIEW 001-999  FOR COH USE
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http://edocs.publicworks.houstontx.gov/documents/design_manuals/idm.pdf
http://edocs.publicworks.houstontx.gov/documents/design_manuals/idm.pdf

Uploading Your Files

FIRST SUBMISSION TO THE CITY OF HOUSTON

HOUSTON
PUBLIC WORKS
Houston Permitting Center
Home Q Project: |Enter project name All Ty
Standard Task List ~ Tasks Projects
Refresh  Save Settings All || Rq
ACTION PROJECT LOCATION DESCRIPTION OWNER
bl I Office of City |
%) Ol 22008202 FT BEND TEST OCE #10 ice af Lity
Engineer |
=] ¢ Off f City |
%) ® T 20050 TEST OCE #9 e oThy
Engineer |
@ HOUSTON
PUBLIC WORKS
Houston Permitting Centar
Home | Q| Project:|enter project name All'T]
Tasks Status nfo Report: Discuss 23008202: TEST OCE=10
Refresh
Ea] 0B EE 1538 ';:l % 0 0f 0 files (0 selected)
FILE NAME STATUS REVIEWED
Drawings
_ Y [ v
Documents
» [ Approved
v &l Construction Services
As-Built Documents
Past Permit Submittals
Update Signature
Revision
Blueline Records
Quick Review
OCE USER GUIDE V.9.2 22

On the Home page, under
the Projects tab. Select the
project number for which
you want to upload files or
click on the Files™ icon.

Select the name of the
folder you want to upload
into.

Click the P icon to view any
subfolders and click the ¥
icon to hide subfolders.

Click the Upload Files
button.

A pop-up window will
appear.
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Uploading Your Files

FIRST SUBMISSION TO THE CITY OF HOUSTON

By default, up to 200 files or 10GB, whichever comes first. By default, up to 200 files can be uploaded
at the same time.

HOUSTON
PUBLIC WORKS Close Window
Houston Permitting Center

Folder: 23008202\Drawings

Browse For Files | or drag files into this area, Start Upload

1. Select Browse for Files
and navigate to the file or
Drag & Drop your desired
files.

@Housm“ 2. Select the file and click
Hovmton Parmiing Carte Close window Open.

Folder: 230082024 Drawings
Browse For Files | or drag files into this area.
3. Once all files have been
selected or dragged,
L 02/30021K8 X click the Start Upload
button.

0 of 1 uploaded Hide Details

0B/306.21KB

files are new uploads
Blue files are new version uploads
Red files appear to be same as previously uploaded (will likely be discarded)

HOUSTON
PUBLIC WORKS Close window
Houston Permitting Center

Folder: 223008202\Drawings

or drag files into this area.

i 306.21KE/306.21KB

1 of 1 uploaded Hide Details
______________________________________________________________________]
306.21KB/306.21KB
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Uploading Your Files
FIRST SUBMISSION TO THE CITY OF HOUSTON

Once files are uploaded into a folder, thumbnail
images of all the files will be visible. Next to
each thumbnail is the filename, status, name of
the user who uploaded that file, upload date

and time.

If a file is uploaded into the wrong folder, select
the specific file, then click on the delete button
(red “X”). The ability to delete files is only

permitted on the first submission.

Individuals invited into project will not have
this ability and should contact the main
applicant to delete files.

To upload files into another folder, select the
designated folder on the left and repeat the
process until all drawings and documents
are uploaded to their respective folders.

HOUSTON
PUBLIC WORKS
Houston Permitting Center

Tasks Files Status nfa
Refresh

Upload Files

: Drawings (1 - 1 New)
Documents
¥ [l Approved
Approved As-Builts
» [ Construction Services
Post Permit Submittals
Update Signature
Revision
Blueline Records

Quick Review

Reports

Home Q

23008202: TEST OCE=#10

Project: | Enter project name

1 of 1 files (0 selected)

All Tasks || All Reports & || Logout 0

Main Contact: TEST ENGINEE]

STATUS REVIEWED UPLOADED DATE SIGNED
[+ [v [¥ v S
|__Q Monica 6/1/23 3:22 Not Found

De Santiago  PM

OCE USER GUIDE V.9.2
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Complete Assigned Task

APPLICANT UPLOAD

To notify the Office of the City Engineer that your
plans are ready for the pre-screen review, the
applicant must complete the assigned Applicant
Upload task. The assigned task will show a status
of Pending until you accept it.

ProjectDox moves a project through a
series of tasks. Some of these tasks are
attached to the applicant and others to the
Office of the City Engineer’s staff.

The completion of one task signals
ProjectDox to assign the next task in the
workflow. Reminder notifications of an
open (i.e. incomplete) task are sent via
email at designated intervals.

HOUSTON
PUBLIC WORKS
Houston Permitting Center

Home Q Project: | Enter project name
Tasks Files Status nfa Reports Discuss 23008202: TEST OCE #10
Refresh  Save Settings
ACTION TASK PROIJ... GRO... 5TA.. PRIOR... DUE DATE CF]
 uemmsk K K v : T
I Accept I Applicant Upload i 23008202 Applicant
@ HOUSTON
PUBLIC WORKS
Houston Parmitting Center
Q Project: | Enter project name All Tasks|

All || Overd

Standard Task List Tasks

Refresh  Save Settings

LOCATION

PROJECT

ACTION

) Q@ 5 23000202 BEND TEST OCE #10

OCE USER GUIDE V.9.2 25

From the project’s main
page, click on the Tasks
button to display the
assigned task.

Click on the Accept or
Applicant Upload task
link, and then click OK to
accept the task.

The eForm will pop-up in a
separate window.

Alternatively, tasks can
be accessed via the
Task tab on the
Homepage. Under the
Action column, select the
Accept link for the
corresponding project.

Tasks can also be
accessed by using the
quick action icons under
the Projects Tab.
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Complete Assigned Task

APPLICANT UPLOAD

ProjectFlow % )
avolve

Task Information Permit Info HOLD Data

Project Name:
Project Description:
Workflow:

Task Due Date: §/12/23 238 BM

©

Select your files to upload to this folder:

Select Files to Upload View Folders

Selection is reguired.

| have uploaded all required drawings and/er documents.

Select and upload your drawing and supporting decument files into this project. as required

Check all to confirm you have completed this task and are now ready to submit

Click the "Submit” button below to complete your task

Through the eForm, the main applicant
can click on the Invite User tab to invite
their design team members into the
project. Enter the individual’'s name and
email address and then click on the Invite
User link. An email will be sent to the user
to create an account.

Invited users will have the same abilities as
the applicant.

OCE USER GUIDE V.9.2

If you are not ready to complete the task,
click on the Complete Later button. The
eForm will close and the task will remain in
your Active Task List.

If you are ready to complete the task, click
on the Submit button. All required
drawings and documents should be
uploaded prior to selecting this button.
Once this button is clicked, permission to
upload into the project is removed until the
City requests additional information.
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Pre-Screen Review
PROCESS OVERVIEW

During the pre-screen review, the Intake
group will review the uploaded files for
completeness and compliance with the
standards.

be emailed to you with instructions on
how to resubmit to fix the issues. Please
login to ProjectDox system to review the
information about the submittal issues

from the Intake group.
If you have met the submittal requirements,
the Intake group assigns the formal review to
all required disciplines.

Design team members invited into the
project will also receive the email
notifications and they would be able to
If items are missing or corrections are upload the drawings and documents.
required, a Correction Complete task

notification will

*

Pre-Scieen Comection Request Task Assignment

Arbenticn [LserFirstName]:

g | Yoaar plan reviE SUBenBsion For Projedt: [Pnsject. Maeme] has nal met Tha ninimu flguire e nd For SO08 DLane. You tia feview pradenean comemants by siolsing tha
¥ | ProjectDox system.

¢ IMPORTANT INFORMATION
Plrase b advised wisen re-submitiing plans and/or documents:

1l = Al cormections must be uploaded wsing the same fie names as the original submittal
» Dok oormectians have Been uplosded far review, no sddtional submBisiond will be sode pled unkiesd regquested

INETRUCTIONS

e on th Progect Access and arier your gmal sddress and passeand 10 legin 1o 1he PrajectDox srsiem

Ok on the Workflow Porfals button to socess the tadk

Tl on the CorrevhionCompiete bnk urdar the Task colame o acoepl your task.

On thie EFarm, if the Checkli Bepovt 1ab had any comments, there will e a numbes in panenthess Bdicating the totsl nember of comments. Seled the Chackiag Repout
tab to wiew those commeents and cick on the VIEW PRESCREEN CHECKTIST bni urder Task instrichions 1o provide responsss 1o the checidist comma s,

5, After you chedk the Presersen Reviiw Nabes Trom the CORMIENTS LOG table, you cin dose the EFarm using the Save & Clode Dutton wntl you ané réady bo complets
your Eask.

Whin the regueited driwenl datusni s dre resdy fof resubmntsl, pliade iogin 1o the PropectDox Sy shem to uploed Them inte the aarespending folders,

after the upload s complated, select the Workflow Porfels button to complete your tasic

Vel CBA PROVISE T APPRCINT RESBOASE 10 The Proforesn REview Notes By enlenng the comments natel Bnd saieclng the ADD NOTE BIton
Check the | have mploaded the comected documents and/or drawings e e Gt
Complete Subimisiog BuTton

P

L o

Contact nformation

s bomasn i srsblamns s Ve s B nlaos a sl sl o 48 037 200 0 o

SAMPLE CORRECTIONS EMAIL

B L0~ fri
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Pre-Screen Review
CORRECTION COMPLETE TASK

The following steps outline how to review the comments, submit corrections, and complete
the assigned Prescreen Resubmit task:

1. Select the Project Access link in the email to login to ProjectDox.

2. Click on Accept or Select the Prescreen Resubmit Task link for the appropriate project
from Task tab on the home page or from within the project.

3. The eForm will pop-up in a new window. Click on Review Comments. In this
section, the Applicant may view and respond to the required corrections.

4. Upload Versioned or New files as needed, to the appropriate folders. Revised files must
be uploaded using the same name as the original file to allow for automated file
versioning.

a) Versioned Files - New version of a file previously submitted.
b) If you are uploading versioned files, Answer the following question...

Are your updated files named exactly
the same* as the prior versions?

c) If Yes, follow the same procedures as the initial upload. ProjectDox will rename the file
upon upload as a version of the original file.

d) If No, select the file that will be a new version of the existing file. Upon upload ProjectDox
will rename the file for you with the same name.

e) New Files - New file, not previously uploaded and submitted.

Yes No

5. You can invite the Design team into the project from the Invite to Design Team section

6. Respond to the Prescreen Review Comments on the Reviews tab by entering the
comments in the text box.

7. On your eForm, select the check box “Response has been provided for all
comments and files have been uploaded (if requested)”

8. Select the Submit button.

The Prescreen Resubmit Task is now complete, and your project status will change from
Prescreen Resubmit to Prescreen Review.

An Email notification is sent to the Intake group to perform the prescreen review again.
If no additional information is required, the Intake group approves the prescreen review
and your project will move onto the formal review. If more corrections are required, the
Prescreen Resubmit Task will repeat.
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Pre-Screen Review
CORRECTION COMPLETE TASK

Note:

If new sheets are needed to be
inserted/uploaded and

e [ renumbering the existing sheets
is @ must, you may:

C;_:) ProjectFlow [:

Project Name: 19116566
Project Description: TEST UPGRADE 5.73

ouriter Eiptians e Number the sheets with a
Wnrkflnw/::t::ietvyvﬁ:::; ;)CE Workflow/Applicant Resubmit #‘ 1 1 #'27 #'35 etc' e Or #A7

Current User Login: Claudia Garcia (Claudia Garcia@houstontx.gov) # B #C
) )

etc....

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

e Insert the renumbered file
names and write a note on
your comment box in Eform
stating “sheets have been

S renumbered and sheets from

previous sheets need to be

moved.”

Project: 19116566

Discussion Leader: Claudia Garcia

e (—

Show 5 ~ records
DISCUSSION COMMENT PARTICIPANT DATE/TIME
0-00f 0 records ]
View Changemark ltems (0) ‘ | View/Edit Checklist Items (0) ‘
Department Reviewed By Status C pplicant C:

Water Supervisor 831 _ . FEnnqueleon Rejected (RJ)

Task Instructions
[1'1 have reviewed and addressed, including responses where appropriate, all Checklist Items accessed by clicking on the "Checklist
Items" button above.

[ 1 have reviewed and addressed, including responses where appropriate, all Changemark Items accessed by clicking on the
"Changemark Items" button above.

D_\ have uploaded the revised drawings and/or documents required as a result of the review into the apﬁropnale_ 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.
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HOW TO RUN REPORTS IN PROJECTDOX

HOUSTON
PUBLIC WORKS
Houston Permitting Center
Standard Task List ~ Tasks

Refresh  Save Settings A

Home Q

Project: | Enter project name

ACTION PROJECT LOCATION DESCRIPTION OWNER

¥ 23008173 A hd v

(& 2300817

TEST OF DEV PDOX FINAL
COUNTDOWN

@

B Y EG

ity Engineer

All Tasks | All Reports Y LogoulJ

Main Contact: TEST ENGI

HOUSTON
PUBLIC WoRKS
e B

Home || Q

Project: | £nter project name

Tasks  Files  Status 23008178: TEST OF DEV PDOX FINAL COUNTDOWN

effesh  save Settings

show record

ficrion REPORT NAME REPORT TYPE REPORT DESCRIPTION
|d |d
project mails sent from within this project

ted by group and name

All logged events for 3 project between specified dates

All uploaded files with sheet sizes within this project

comments listing all topic participants

e within this project

ProjectFlow

Displays the sequential routing and times for completed or current plan review
tasks

erojectrlow Status of departmental

rojectrlow Displays the sequential routing and time:
- tasks

STEP 1

Log in to ProjectDox account
and select the Project number
or the Projects Report icon to
run a report.

STEP 2

On Reports Tab. Select the
magnifying glass or the report link
fort the report you wish to run.
Select the available template form
the Workflow drop down menu
and then click View Report.

The most common reports you
would want to run are:

e Department Review
Status
¢ Workflow Routing Slip

IWDrk‘ﬂow: ‘22000049 - PFlow OCE Template - 10/19/2022 2:51:42 PM v |I

1< < 1 of 1 > [=| O @ 100% ~ = -~ Find | MNext

Plan Review - Department Review Status

‘ View Report

Project Name: 22000049
Workflow Started: 10/19/2022 02:51 PM
Report Generated: 06/05/2023 02:37 PM

CYCLE  DEPARTMENT STATUS REVIEWER
B 1 Water-Wastewater Supervisor Rejected (RJ) {Reviewer Name}
B 2 Water-Wastewater Supervisor Approved (4P)
3
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Review of Plans

APPROVED OR CORRECTIONS NECESSARY

Each assigned discipline will approve or
reject their review by selecting the status
COMPLETED (AP) or CORRECTIONS
NECESSARY (RJ). When corrections are
requested, the Engineer may add checklist
comments, general comments, and
changemark comments to the drawings to
specify the plan deficiencies.

Note: Assign Only and Not Applicable
are also possible statuses, assign only is
for Supervisors assigning your project to a
reviewer and Not Applicable stating that
their department is not required to review
your plan.

Once all assigned disciplines have
completed their review, ProjectDox
system notifies the applicant and/or
design team whether the plan review is
approved, or corrections are requested.

If all reviews have been approved, the
Plan Review Admin member will apply the
final Office of

Respond to all comments, as requested

o

Unresolved Comments: 2
Submitter Questions: 1
Info Only Comments: 2

Files with Markups: 1

Plan Review: Review Comments

o

DEPARTMENT

Water-Wastewater 814

OCE USER GUIDE V.9.2

Export to Excel

Enngue Leon - Enrique.leon@houstontx.goy

the City Engineer approval stamp to
all the drawings. If payment is
pending, the applicant will receive an
Approved—Pending Payment email
with instructions. When there is no
payment due, the applicant will
receive the Approved Plans Ready
for Download email.

If at least one engineer has selected the
Corrections Necessary (RJ) status, the
applicant will receive an email notification
of the Applicant Resubmit task with
instructions on how to resubmit to fix the
issues.

Applicants may track their project’s

progress in the review through the reports
tab.

Impert Excel Responses Watch video

REVIEWED BY

STATUS

Rejected (RJ)
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Review of Plans
APPLICANT RESUBMIT TASK

Respond to all comments, as requested
L-]

Unresolved Comments: 2
Submitter Questi

Info Only Com
Files with M.

Plan Review: Export to Excel

Import Excel Responses

REVIEWED BY

Wateh video

STATUS

<] status: [

Type: [Showa <] <vic: [Sroma =

| B3 (O sclectea)

Ref.# 2 Applicant Enrique Leon  6/15/23 1:39 PM

m TesTeemmE

Ref.# 1 Intake

that can apply to overall sheet.

Ref# 4 Comment Sticky

REVIEWER NAME — ENMAIL

Enrique Leon  6/8/23 2:06 PM

1. Missing sheets 2 to 10, please upload or modify index to show as not included in public se

ater 814 Enrique Leen  6/15/23 2:03 PM

Water-Wastewater 814 Enrique Leon  6/15/23 2:04 PM

Rejected (RJ)

Watch video

Plcase enter your responses @

Cycle 2

L @

Markup Commen 't applying 1o a particular area as noted by “sticky note

Ref# 5 s
ss

Comment

re only informative and require no rasponse.

The following steps outline how to review the

comments, submit corrections, and complete the

assigned Applicant Resubmit task:

1. Log in to ProjectDox.

2. Select the Applicant Resubmit Task link from
the Tasks Section on the homepage or from
within the project.

3. Select OK to accept responsibility for
completing the task.

4. The eForm will open.

5. If the engineers have added any markups to

your drawings/documents, you can view the
markups clicking the Review Comments
buttonto open the comments viewer.

* To view a specific markup in full size, click
on the link within the markup.

*  Provide a response to each markup in the
Applicant Response column.

* Note that comments can be marked as
resolved or information only requiring no
response.

You can view department status
(approved/rejected/not applicable/assign
only) under

IS

the Department Review Results section.

7. When all comments have been addressed,
upload the revised drawings/documents into
the appropriate folders using the original file
name(s).

8. You can also export the comments to
excel, answer in the correct box
(making no changes to the rest of the
excel sheet) and re-upload to
automatically fill comment responses.

9. Check the 2 acknowledgement check boxes
under the Task Instructions and click on the
Submit button to complete your task. Note:
The Office of City Engineer will not receive your
revised plans if this task is not completed.

An email notification will be sent to the Intake
group assigning them to the step Resubmit
Received. The Intake group will confirm that
plans have been uploaded and the proper
disciplines are assigned for the next review cycle.
If any one of the disciplines rejects the review,
the Applicant Resubmit step will be repeated
until all the departments approve.

Note: If new sheets are needed to be inserted/uploaded and renumbering existing sheets is a must, you may:
o Number the sheets with a #1, #2. #3, etc.... or #A, #B, #C, efc.... to insert without renumbering.

e Insert the renumbered file names and write a note on your comment box in eForm stating “sheets have been renumbered

and sheets from previous sheets need to be moved.”
OCE USER GUIDE V.9.2
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Download and Print
APPROVED PLAN SET

After the payment is made in iPermits system, you will receive an Approved Plans
Ready for Download email indicating that you may login to ProjectDox and download
your approved plans in the folder marked Approved.

@rucglt'lcswtoe:; On the Files tab, select the
e Approved Folder.
Home || Q | Project: enter project name Al'T;
TE:’-CS Status nfo  Reports  Discuss 22000033: DEV TEST START TO END 08-09-2022 TO download the ent|re
e (3 folder, select the box at
wesaries @] '7% B By BB (% | Bk 20f2fles @selected) the top of the
g 00 FLE NAME sTaTUS thumbnails.
D\ﬂa/..lrgs: 0 New) _‘_ E |
— - v L@ 21053-07.CULVERT-Model.pdf
D o Uncheck any pages that
you do not want to
Update Signature
. download. When your
slueine Records selection is complete,
R click on the download
icon.
Download Files X
A single zip file will be
Files retrieved from: 2200003 3\Approved Created Of the Selected
All selected files have been compiled into a single ZIP file. pageS-

IDownIoad zIp (2591.45KB)|

Click the Download Zip
button to continue. Select
Save or Save As in the
pop- up window.

The approved plan set

Close must be printed at a
minimum size of 24”’x36”
and kept on the jobsite
throughout the duration of
construction.

Each page of the approved plan set will be stamped with the Office of the City Engineer
drawing number stamp on the bottom right corner.
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Revisions
PROCESS OVERVIEW

The process for revision is as follows:

1. Email OCE@houstontx.gov with the request to re-open ‘project number’ for revision. At
this time, if the applicant has changed within the same company, the new applicant email
should be provided to be updated.

2. OCE will review request.

3. If eligible for revision OCE will re-open the project.

4. Cover sheet of revised project will have revision note calling out revision number,
revision summary

5. Customer to upload cover sheet and revised sheets only to the “REVISION FOLDER”.

6. Complete submittal task.

The revision plan review follows the same process as the original plan review submittal once
the workflow is started.
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Revisions
PROCESS OVERVIEW

1. Email OCE@houstontx.gov the request for revision, project number, and if the applicant has
changed.

2. OCE Plan Review Admin will review revision request and if approved will re-open project for
revision.

3. Upload cover sheet and revised sheets only to revision folder.

4. Cover sheet must have revision callout including revision number, short description, revised
sheets and dated and initialed by Engineer of Record (EOR).

5. Revised sheets must include revision note initialed and dated by EOR.

Complete task, process will follow standard submittal procedures.

Office of City Engineer charges the same submittal fee for revisions. The revision fee will
be collected after the plan review is approved.

OCE USER GUIDE V.9.2 35 HOUSTON PERMITTING CENTER —JUNE 2023


mailto:OCE@houstontx.gov

Update Signatures

PROCESS OVERVIEW

When updated signatures are required for
a project already approved in ProjectDox,
the applicant can email OCE@
houstontx.gov to request the project be re-
opened.

After the Intake group reviews the update
signatures request, they will start the
workflow within the project. The applicants
will be sent an email notification to upload
the update plans into the Update Signature
folder for the project.

For Inside City Limits projects:

1 Signatures need to be updated from
the private utility companies.

2. The PE needs to write note on the
cover sheet stating ‘No design or
topographic changes to approved
plans’, and sign and date the note.

For Outside City Limits projects:

1 No Utilities signatures needed.

2. The PE needs write note on the
cover sheet stating ‘No design
or topographic chanes to
approved plans’, and sign and
date the note.

POST PERMIT SUBMITTALS (For
Floodplain Management Office):
After the project is approved, the
inspection team may upload the
inspection reports and as-built
documents into the Post Permit
Submittals folder of the project. The
Flood
Plain Supervisor will be notified when there
are new files in this folder.

CONSTRUCTION SERVICES

If there are no changes in the field,
download the cover sheet and have the
contractor sign As-Built (The engineer
can sign the Record Drawing) and upload
it into the As-Built sub- folder under the
Construction Services folder. Assigned
inspector will need to approve any as-
builts in field.

If there are changes in the field, please

follow the below steps:

1. Download the approved drawing
which requires changes (Note:
changes must be pre-approved and
must meet IDM requirements.)

2. Show the as-built condition
accurately on the drawing and
cloud the area.

3 Have the Engineer of Record and the
Contractor sign the drawing and upload
the drawing into the As-Built folder.

4 Repeat the process for all the
required drawings

5 Make a revision note on cover sheet
and have the Engineer of Record
sign it.

Contact the assigned Inspector or Construction Services section at 832.394.9097 if

you have any questions.

OCE USER GUIDE V.9.2
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Thanks for using electronic plan review!

If you need further assistance, please contact us via email at
oce@houstontx.gov
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HOUSTON
PUBLIC WORKS

Houston Permitting Center

1002 Washington Avenue
Houston, Texas 77002

832.394.9690
oce@houstontx.gov
www.houstonpermittingcenter.org


mailto:oce@houstontx.gov
http://www.houstonpermittingcenter.org/
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