About DRB ePlan
City of

ALBUQ\, RQ\,

Save time and money by submitting your application and
paperwork through the electronic plan review system,
called ePlan. It’s fast, easy and available to you at no
additional charge.

Development Review Board (DRB) ePlan is available to
developers, contractors, architects, homeowners, and
anyone else planning to submit plans to the DRB. ePlan

is @ web- based electronic review solution that allows pending development and building applications to be
submitted electronically to improve efficiency of the plan review cycle.

DRB ePlan is web-based and
easy to use with the click of
a mouse. However, there are
certain steps that need to be
followed to ensure accuracy
and efficient information
delivery.

To assist you in completing those steps, the DRB
ePlan Applicant Manual has been created. On the
following pages you'll find all the steps, diagrams and
information to assist you in utilizing the ePlan system
for your DRB application and submittal process.

DRB ePlan Applicant Manual starts on page 2.
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1) Electronic'Plan Submission

Note: Use of the Internet Explorer browser is highly
recommended when interacting with the City’s ePlan system.

Submit your application to the City’s One Stop Shop located on the ground level of the Plaza Del Sol building,
600 2nd St NW, where you will be given an application number and may pay your fees. As we further develop
the electronic plan review solution for the Development Review Board (DRB) and other Planning Department
boards and commissions, we will eventually provide an online credit card payment option. For the time being,
payment must be made at our offices.

Please review the submission standards below for naming and other conventions for uploading documents and
drawings.

A) Standards

We ask that the applicant adhere to our naming and file submissions standards which are designed to
allow for easy identification of your drawings and documents. The more succinct the name of the file
submitted, the easier it is for the plan reviewer to ascertain the content, thus eliminating the need

to review documents that are not relevant to their area of expertise. Your submission of

vector file types (active content PDF or other vector based files) also facilitates the most efficient
review by the City and other reviewing agencies.

i) Required Files
» Electronic copy of the Development Review Board ePlan application
» Electronic copy of the Development Review Board checklist
» Electronic copies of drawings for review (one sheet per drawing)
» Any supporting documentation necessary to assist or clarify your application

» Copies of easements, the letter of application to the DRB chair and other miscellaneous
documents to be considered with the application

i) File Naming Standards

Filenames for drawings submitted through ePlan Review should include the first characters of
the drawing type/discipline name, followed by a 3-digit sheet number.

» Drawing Type/Discipline — First characters represent the type of submittal/plan;
example, “SPBP” is for “Site Plan for Building Permit.” Ensure that all plans, including the
associated details, are submitted under the correct drawing type. This facilitates rapid
identification and review of your plans.

» Sheet Number — Each sheet must have a three digit number with leading zeros.

Note: if your numbering system includes the use of decimals you may utilize decimal(s)
after the third digit, ex. PO01.99.
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File Names Example File Names AND Sheet Number
SUBDIVISION SPSB SPSB_001

UILDING PERMIT SPBP SPBP_002
ELEV ELEV_003
LAND LAND_004

GE PLAN GD GD_005
PLT PLT_006
PRLM_PLT  PLRM_PLT_007
SK_PLT SK_PLT_008
UTL UTL_009
ED SITEPLAN  FMSP FMSP_010

ALTMET ALTMET_011
ALT_SURV  ALT_SURV_012
SP SP_013

t Files

awing Files

width x 1" height.

bmitted plans must follow the City standards set for each type of application.
se refer to the City’s website at www.cabg.gov/planning for more details or contact
One Stop Shop for more information.

The top right corner of all drawings must be reserved for the City of Albuquerque
electronic stamp. Please leave the top right corner completely blank on all drawings
(with the exception of the border). The area left blank should have dimensions of 17

files may be in the following formats:
Word, Excel, Powerpoint or PDF.

submit searchable(vectored or active
nt) PDF files for calculations, reports and
supporting documentation (i.e. non-drawing

vector PDF files will be accepted for

ings. AutoCAD software is commonly used
eate drawing files. It is recommended that
ngs created in AutoCAD are converted
tored PDF by using the Autodesk Vector
Converter “DWG to PDF.pc3 plotter

5% Plotter Configuretion Editor- DWG To PDF pes
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v) Folder Structure
» All documentation should be uploaded into the Documents folder for each project

» All drawings should be uploaded to the Drawings folder for each project

vi) Markup Name and Color Standards

» Standard markup names and colors will be used for each reviewing department for eas
identification. A markup can have one or more changemarks. Changemarks are create
to quickly identify a markup and associated comments.

» Corrected files should always be re-submitted with the SAME FILE NAME as the origi

submittal

MARKUP NAME MARKUP COLOR
City Engineer Dark Orange
Hydrology Light Blue
Parks & Recreation Dark Green
Planning Magenta
Transportation Development Light Green
ABCWUA (Water Authority) Dark Blue
City Surveyor Cyan

Solid Waste Yellow

Fire Department Red

Zoning Purple

DRC Light Purple

B) Login to ePlan (ProjectDox)
i) ePlan Review Invitation

When your application is processed at the counter and |
ePlan review invitation will be sent to your email addr,
information and information about your project, incl
that you provide the correct email address fo
will be managing the ePlan process.

i) New Users

1. Prior to logging into the ePlan (ProjectD
completed:

» If your computer has pop-up blocker
for the ePlan (ProjectDox) web ad
occur when you type in your login
immediately disappears. It is not u
(Internet Explorer, Google Task
utilize the application.



» The login page has a MSI (Microsoft Silent Install) component required to install all the
necessary ePlan (ProjectDox) ActiveX controls. This installation will only need to be done
once; if you utilize a different computer it will require another installation for each unique
computer. The link to the component install is shown below.

2. To sign in, enter your email address and temporary password and click the Login button, as
shown below:
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3. Enter your new password and reconfirm the new password, then enter your personal account
information.

4. Yellow highlighted fields are required but a full profile record is ideal. Once complete, click the
Save button.

Password Reset Question £ Ansvner:

Chanigi Pasavnand:
Hew passwors [Rammemenn I Security question:  [SEBSRGIERURION
Confirm new password”  [FERRSRSSSIMIIN  Securty answar” [N
Password must nol conlein Special CRarachivs, mus CONtm &l eas! ord St dnd 0ne MpRabaic CRaratier, &0 must e Sedwien § and 10 charachers
Profile Information

Contact Usar Project Group
Il o Usladata Llermibarship Kembership
* Required field
First Name: * | TFI4 Last iame: * [Florence |

Emait " msgarohesstwars.com (2] HTUL format ©




If you are a returning user,
you have forgotten your passwor

emailed to you. This will work only if you hav

answer.

C) Uploading Files

Follow these steps to upload files to the ePlan system.

1. When you have successfully logged into the ePlan system, the projects screen will appear. Any
projects for which you have access will display in the list. Any outstanding tasks that require your
action are displayed in the My Task List area below the project list. Select the specific project
that corresponds to the plans you will be uploading. The projects are listed in order by project
number, but can be sorted by clicking on any header field name.
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2. Click the Drawings folder to upload your plan drawings or Documents folder to upload

supporting project documents.

ALBUQUERQUE
2010070233 | 8= Bach || Fom vt o3 || Puststitonmes | 1ed
tomCortt o

S010-08-08 Pri 1004807, Appc 10DRE-TOXIIHIAIOR - IR FUBD WP AGUT EXT (VR S14)

B 1010076233 Projectinfs  Reports
I::r:lwg*. 2 Fibw =13 Moy = =
i:gnmmm Project Hame: 1D

P Descrpbion: 010-08-08 Pri- 1004807, App: 1HORB-T0233-UANIR - 2YR: SUBD 1P AGUT EXT (VR S14)
Project image: @
Locaton:
Contact:
Cotact's Emat
Phena:
el Phone:
Peger:
ProjeciOwner:  EFian Admn
Owners Emak  gclandicaba ne
[Project Admins: [EFtan Admin
Statug: Prasereen
Stavus indoc
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pon entering either folder, you will be presented with two buttons, View Folders and
ad Files.

Ciwy of
ALBUQUERQUE
2010070233
Main Contact:
Folder: 2010070233 Dvawings 2010-02-08 Py
| Project
Mo files currently exist in Drawings. Project
To upload files info this foider |
{1} Click the Upload button belaw
12} Fallow the instuclions in the ActiveX pop-up
window
- Project In|
Large files may lake a few minules 1o be
processed. Clck the Refrash buttan &t th tap
of the page b refresh your file Hstvew, !
| View Folders | | Upload Files | Contact:
Contacr's|
_Call Dhanl

load Files button. A box titled Select Files for Uploading will automatically display.
location on your computer. Select or highlight files you want to upload; multiple
elected by using your Shift or Ctrl keys. Click the Open button. The files will then

Select files for uploading

i |

File name: |"blade screw detall dwg" "operahouse.dwg" "p 7 | Open

Files of type: | Al Files ") - Cancel |




5. Click the Upload Now button and the files will be copied to the upload window. Click the
Close button to close out of the file upload dialog box.

/Z City of Albuquerque ProjectDox TEST - Windows Internet Explorer |L
E—I hitps: | feplantest cabq.gov/projectdon/ActiveXUipload, aspx7SessionD=adnitislEntry=truedFolderID=320 n

Civy of
A L B‘UO_[!_I; RO_% Clese Windd|
Drag-n-Drop files or folders.
Plos(2) [ Size (954KE)
=% C:\Documents and Settingsitflorence!iy Documents\Backup-AvolvelCustomersial. . 125,559 bytes
Cﬂ.Dochnw:s and Settingsitflorence)My Documents|\Backup-avalvelCustomerslal, . 852,071 bytes
| selectFiles | | Select Folders | | Upload URL | | | upload liow |

6. Once the files are uploaded to the folder, the folder list is replaced by
each file contained in the folder. Next to each thumbnail you’ll find the fi
uploaded, file size and history icon displays.

2010070233
Main Contact:
Foider: 2010070233/Drawings (3 Files - 2 New)
| View Folders | | Upload Files | Om @®m
Curmrent Sort: |-SBIB{1- Lﬁ_fj?]
HEE O oaBaXxs?
B []25448.dwq

11/8/2010 3:49:34 PM, 852 KB
Tysen Florenoe

B SedX

11/8/2010 3:49:35 PM, 493 KB
Tyson Florence

BSedX

- [] planlayouti.dwq
| 11/8/2010 2:49:38 PM, 738 KB
Tyscn Florenoe

B S edX




7. Congratulations! You have successfully finished part one of submitting your plans
electronically. Please logout after your session is complete. A notification will be sent to the
Permit Specialist at the Planning Department to start the prescreening process to determine if
the submittal requirements have been met.

i) Security Timeout

Due to security and resource concerns, the system will automatically sign you out after 30
minutes of inactivity. When you are ready to resume working with the system, click any button on
the screen. The system automatically loads the login page for you. You can also close the web
browser window and reload the login page manually in a new browser window.

2) Prescreening

Prescreening is a cursory review of your uploaded documents in preparation for formal review. This may be
performed by the City Surveyor for certain types of applications. Allow a minimum of 48 business hours after
you have uploaded your documents for the prescreening process to take place. If there are questions or missing
items from your submittal, you will receive a Prescreening Rejection email with instructions on the changes
requested and how to re-submit. If you have met all submittal requirements, your application will move to be
formally reviewed.

A) Rejected

If your submittal requirements were not complete, you will receive an e-mail notification that
prescreening has been rejected.

Criy ol
ALBUQUERQUE
Prescresn Correction Request Task Assignment

Anenticn TFOD:

Wigraf iy e B fant Appd Dewelopment Test Project his not @t e miremum
requiremants for acceptance by th City Surviyor. You may sriew COMBCHoN COMIMENtS and regensments
by atcaiing the ProjetDon st

When ccemected plans a5d or dotements & reddy Tor re-submitlal please. Logis B0 ProjéctDox and foliow
i ingtructsong prowded Tor re-gubmtial

Flanpd bp pdaphd whein g-goberiting Sriangs Md'or Solumenty

# #ll comections must be uploaded using the seme file names as the ongral sebeittal

a  Dnze comcliong B Besn uploaded for ey, 60 Sddiingl goberaiincnd will ba scbpled
unbess requisbed

& Pleytd maks comictiond and rbtubent 38 quitkly a8 posisbls. Wour resubmnigisn sl B recsined
and appreved by the City Surayor pace 1o Tresday & Noon (o be ncheded on the agenda in the
felkrmng Wednesday s Devslopment Review Boand Meating

Preject: Deevelopment Test Project
Take CorrectionCemplete
Agsigned by: | Tysom Floreace

Proiect A Legin to ProjsctD

I you do nal hinod acohds 10 the spectnd Tolder. pliase Sontact the Proiect Adamoiraled

Flgaie conlact Kyle Roth with any quéstcns related 1o the #Plan syélem & (505 524-3373 or




information. Login
the bottom of the Project Ho
one Internet Explorer screen with the
and Document folders you saw in the original up

Activi projects for TROJ Flonence (10 23Eavobasotwang, com)

Progect Options Description Lol

Dévelopment Tesi Progect [ = Test- DO NOT DELETE Ty}
] [t - J T

Progect Name Task Atached To Status Created On

Applicant Fending 192010 B32:42 &AM

Development Test Frojecd

() (i o

2. Review the City Surveyor comments to identify which requirements were noted as missing.
3. Open the Drawings and Documents folders and view any markups on the drawings by clicking
on the markup icon next to the drawing.
This is the markup icon:

+

4. After you have identified the missing or corrected drawings and/or documents to upload, login
to ePlan (ProjectDox) if you have not already logged in, and enter the project.

5. Upload the missing and/or corrected drawings and documents (see the “Uploading Your Files”
section for instructions).
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lick back to the eForm with your task assignment as shown below.

ALBUCL_,RCL_, _

[T L T re———
i
| ABOFE e s ¢ ComecSionamglaty

Actteily i fnueton mwnwwmmm::mmunmmwmm"
12 famn baginndeg, Pl uphcad] B regeanied cormestesd drasioge s Soosmanin.

-

=

TR D Florerae [H0 3@ urteriottasrs. oom)

Lo W e PO ity B s B T A Pl 2 RO E

en the eForm opens, place a check mark in the “I have uploaded the corrected..” and the
ections Complete button will display for you to click to complete your task. Upon completion,
City will be notified that the files have been completed or corrected and will continue with

e prescreening process.

TASK IMST RLPCTIONS

f your submittal is approved, it will immediately move into the formal review process.

plicant Manual



3) Change Notification & Plan Resubmit

A) Review Requested Corrections

If corrections are requested following the formal review cycle(s) of your drawings, follow the steps
below:

1. You will receive an email notification from the Application Coordinator requesting revised
documents.

iy of
ATBUQUERQUE

Correction Request Task Assignment

Attention TFO3:

Your plan review submission for Application Development Test Project has been reviewsd by the
Development Review Board and at this time requires comections. You may review corection comments,
checklist tems and requirements and drawing markups by accessing the ProjeciDox site.

When comected plans and or documents are ready for re-submittal, please. Login to ProjectDox and follow
the instructions provided for re-submittal.

Please be advised when re-submitting drawings and/or documents:

s All comrections must be uploaded using the same file names as the original submittal

o  Once comections have been uploaded for review, no additional submissions will be accepted
unless requested

+ Please make comections and resubmit as quickly as possible

Project: Development Test Project
Task: ApplicantResubmit
Assigned by: | Tyson Florence

Project Access | in to ProjectDox

If you da not have access to the specified folder, please contact the Project Administrator.

Please contact Kyle Roth with any questions related to the ePlan system at (505) 924-3873 or

2. Click the link in the email to access the correc

3. Login to ePlan (ProjectDox). The Plan Resu
page with your plan review number in the na

Project Name Attached To
Development Test Project Applicant




4. The eForm and drawing markups provide a complete correction package from all reviewing

departments.
Beeviires [ndormation Applicatien |nformation Contact Information Cheecklist ltems _
Praject Mumibier | 100008
Project Detoription Bl B 10000ES, Apg: 100@E-FO2 G- AMUOR - PRELIMMARYF FIMAL PLAT APPRIVAL
agent Name | VR IOHI SURVENING THC
O | FRANS CASALE/ JAMES SELIGMN
oo [ o Stat: g > &
Lok Comnirnil ot fattumeiil T Lol S latus
1 CRENGT  Hysnsadgy [Emsing and propisdd darive 3p0e iache s walh oerfering s1abon Wi and disianos DEtaEn Spomaches el
1 DRE1OZ  Hycmlegy Suituble for delzpment Fioalen
1 DAREN.O  Hydrolegy g and Sranagd plan M
i DRE1M  Hydrglgy il aeg brucsune Lisk (L]
1 DABNGS  Hydralegy AEpODndtE SRRHTREE wilh Slebenis B0 DS Flodde
1 DRE1Z  Hydnokgy Sew Hydrokgy Drawing Uareps - Pags 2 Pl
1 DREDST  Pancs and Reseabsn Dutancs of bullSnch 8 prapidy ikl a5 Sinlidiag oF 30 SEuBnS E5eitl 308 nghts-Shwly L
1 CREZOI  Paris and Reoreaion s e 2ondng R or S0 residendiall in e desloping urban? i yes is heee 3 detached open space Bable  Riad
1 DRI Paiey and Rpeassn B T detichisd ogeh SRacs Al on e pLIE o7 04 planY Pl
1 DREZME  Farks and Reoeaban Is hawe an exisSing rad sdjacen! o B projed? Fleed fo show oomeclly on plan Floddsd
1 DRSS Puis a0l ReSeasan Ses Panc Oryaing ez - Pige 2 Py

[PARTMENT REVIEW - srvrw oL

IHFARIMINT

TASE, M5 THLUIC TS

[ | P e ot R kil Comemsents provised on e G
n‘ﬂﬂ' n'hhlﬂn' lm-ﬂ'd o 15 et @ I O Bl Coemmemnds B

] 1o asdeterssed ull of B e in e Fil Markups Bl weee Sankied

|mmnmmﬂuwuﬂul q
ﬂm“

Image Keu:

1) Consolidated department checklist

2) Review cycle & department review information

3) Review Markups (Drawings & Documents Folders from Project screen)

4) Checkboxes 1and 2 are confirmation that you have read and corrected the issues
5) Checkbox 3 is confirmation you have uploaded all new and/or corrected files

6) Resubmission complete button




i) Consolidated Department Checklist

One or more departments may use the checklist feature in the eForm. A consolidated
list of all feedback not relatedto a red line is available for the applicant’s review. You
can filter to just the not met items by changing the status box. All checklist

items will be reviewed again in the subsequent cycle(s).

Group: | = bt
ok Conmiment G Nk T gxs Comment $1atus
DFB1.01 Hydnolpg Exksting and proposed @rve approaches win canlaring stadon. witth and dislance Dabyveen approaches Ligd
DRB1.02 Hudndlog, Suiable Tor dewelopimen FEotlAet
DRBE1.03  Hydralog Gragng and drainage plan Li&l
DRB1.04  Hydralog Indrastructure List Ligt
DRB1.08 Hydnolpg Appropriabe eFsements with mainlenance and beneficiasies Fiotidat
DRB1.21 Hydralog See Hydmlogy Drawing Markups - Fage 2 Hiotiet
DRBXO1 Pakt and Redraxtion Distindd of Buildings 1o peopety lings and centemng of all abulting sWeels and nghte-ol-wl Li&t
DRE3INY  Pads and Re<raation 15 Mg 2oning RD or SL-1 résidential in e Seveloping urban® I yes i theng a detached open space table Lial
DRB304  Pars and Recreation s fe detached open space nole on the plal or site plan? Hotidat
DRBI0E Fars and Recrealion s here an exising rail djacent 1 he project? Nead o show comectly on plan Feotiet
DRBXOB Parks and Recreation See Parks Deawing Markups - Page 2 Fiatldet

i) Review Cycle

The Review Cycle dropdown allows the user to review any review cycle information. This
also displays in the first column of the Department Review Table.

- iii) Review Markups (click icon to access markups)
View Folders ] Upload Files |

To view a plan markup, click on the icon next to the drawing as shown here
Curent Sort: | - Select -

E O Eb:0
= D 23447 dwg

GFQ | e
x|
Title Author | Date

Claatsres ﬂ
Incomect sedaience

-~

v %
)2 @@

Incoimect reference

All change marks will display in the
right hand pane and as you review,
click on each change mark and you will
zoom directly into the red line from
the reviewer.

Lb04 Beredct

Hoke that the theat refesied to in the
o i ool Coiect. Rabes to cods
sbe
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iv) Checkbox 1& Checkbox 2

Checkbox 1asks for confirmation that the checklist and the comments in the eForm have
been reviewed. Checkbox 2 asks for confirmation that you have reviewed all the markup
omments (red lines) attached to the drawings.

TASK INSTRLICTIONS

= | have reviewed and addressed the Checklist Commenis provided on the "CF
a5 "Wet™ or "Not Met”™, Ifyou would like lo export a list of the mmmmtthﬂlin

| have addressed all of the items In the File Markups thal were identfied du

ad Files

x 3 asks for confirmation that you have corrected the plans and/or documents
eviewer’s request and that you have uploaded them into the appropriate folder.
ill display the version number, V2 for example, because the correction was
with the SAME FILE NAME as the original file name.

[J etectrical plan.dwg V2
2/28/2010 9:42:09 AM, 244 KB
Falona Perez

R & N

nyou are ready to complete the task and exit the form, click the Complete button.

oved at the DRB hearing. The electronically approved plans, which will include the City
amp, will be available after the hearing. If the plans are approved with conditions and

o one or two DRB members, then the plans may have to be uploaded to the ePlan

suming that additional corrections are required) prior to receiving the City Electronic Stamp.

Approved Plans

lans can be printed after obtaining the City Electronic Stamp. You will receive an email

cating that your plans are ready and instructions on how to download and print your files. If the plan
a Plat then it must be printed and then recorded with the Bernalillo County Clerk. A hard copy and

F copy of the recorded plan must be submitted to the DRB.



