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NOTE: For online access to this document, enter this address in your browser address field:
www.gillettewy.gov/ePlans and look for the Applicant User Guide on the left hand side of the screen.
The most recent edition is: Version 6 dated 07/09/2019.

Introduction

This manual provides basic documentation on the steps involved in the ePlans Electronic Review
process, which replaces the existing paper-based review with a computer-based approach. This new
process utilizes digital documents in PDFs and CAD format. ePlans Electronic Review will allow
everyone participating in the review process to enter their comments and exchange ideas within a
secure digital environment.

This manual has been prepared as a general reference guide. There are text descriptions and screen
images of the step-by-step tasks necessary to complete an application submittal and review using
ePlans. It is not designed to present every detail on every element of the process. It offers a basic
foundation for the process, serving as a point of reference as applications are being submitted and
reviewed. This guide offers a “how to” for using the ePlans Electronic Review process.

We are here to assist you. If at any time in the process you have questions or concerns, do not hesitate
to call. Be sure to ask to speak to a Submissions Coordinator in one of the following
divisions/departments:

Development Services
Building Inspection Division
(307) 686-5260

Engineering Regulatory Division
(307) 686-5265

Engineering Capital Division
(307) 686-5265

Planning Division
(307) 686-5281
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General Information

The basic process to start a project has not changed. What has changed is that your project will now
be submitted over the Internet. Applications and Submittal Requirement Forms can be found under
Quick Links at the City’s web site www.gillettewy.gov and select ePlans.

Again, at any time, should you have questions or concerns, please call, as we are here to assist you.
When you call one of the phone numbers listed on page 3, ask to speak to a Submissions Coordinator.

For your convenience, the City of Gillette will provide a public computer, which will be placed on the 2™
floor lobby in front of Building Inspection. The City will post a laminated instruction sheet at the public
computer, complete with instructions for logging into ePlans, and how to upload your files. The City will
accept CDs, DVDs or flash drives containing your electronic (digital) plans.

The scanning/digital conversion process must be accomplished prior to submittal to the City of Gillette.
The City of Gillette will not be providing scanning services for sheets of any size. We recommend that
you contact one of the numerous local service providers to assist you.

Required submittal formats for CAD (Computer-Aided Design) files:

1. DWEF (print option within the CAD program)
2. Vector PDF (see page 7)
3. Other file formats accepted upon authorization by an ePlans Project Administrator

Note: Date ePlan Submissions required 03/01/2011


http://www.gillettewy.gov/

ePlans Electronic Review is to be used for the formal review process for the following types of projects
(this is not necessarily an all-inclusive list):

Engineering and Development Services

Building Inspection Division Engineering Regulatory Division
(307) 686-5260 (307) 686-5265

Commercial Building Permits Engineering Capital Division

Residential Building Permits (307) 686-5265

Permit to Construct
Permit to Grade

Planning Division
(307) 686-5281

Subdivision
Commercial Site Plans
Annexation Plat
Preliminary Plat
Final Plat
Development Plan

Applying for Application/Permit through ePlans

The initial process has not changed you will still be required to contact the appropriate Department in
order to start your project application in ePlans. There are forms you will need to fill out which will
assist you in your request. Those forms and information can be found on our web site under the
appropriate Departments. We have also provided those links for you, listed below, along with the
phone numbers for your convenience. Should you have any questions regarding your application
request please contact the appropriate Department and staff will be able to provide you with any
information you will need to begin the process.

Building Inspection (307) 686-5260

Community Development/Planning (307)686-5821

Engineering Department Capital and Regulatory Divisions (307)686-5265

We would like to thank you for taking an interest in our electronic submittal process.


http://www.gillettewy.gov/home/showdocument?id=1183
http://www.gillettewy.gov/home/showdocument?id=20653
http://www.gillettewy.gov/home/showdocument?id=291
http://www.gillettewy.gov/home/showdocument?id=4577
http://www.gillettewy.gov/home/showdocument?id=1115
http://www.gillettewy.gov/home/showdocument?id=7550
http://www.gillettewy.gov/home/showdocument?id=1093
http://www.gillettewy.gov/home/showdocument?id=1095
http://www.gillettewy.gov/home/showdocument?id=492
http://www.gillettewy.gov/city-government/departments/development-services/building-inspection
http://www.gillettewy.gov/city-government/departments/development-services/planning
http://www.gillettewy.gov/city-government/departments/development-services/engineering

Glossary of Terms - ePlans

Applicant
Provides material for electronic review.

Change Mark
Digital icons (such as Post-It notes, revision clouds, callouts, etc.) used by Reviewers to enter comments during the process of
making ‘Markups.’

DWF
Drawing Web Format. A format developed by Autodesk for plan review processes.

eForm
Digital forms created within ePlans to request application reviews or re-submittal information.

Markup
Digital overlay file used to consolidate the ‘Change Marks’ entered by the Reviewers into a single file.

Plan Reviewer
Individual within a department or agency assigned the task of reviewing and commenting on a specific project.

Project Administrator
Lead staff person assigned to oversee a project for each division. The Project Administrator will assign a staff member to
oversee the day-to-day aspects of the project, and this person shall be contacted with any questions.

Project Status

Active: In process, being reviewed, waiting for re-submittal, etc.

Completed: The review process, by City staff, is complete and the project will be forwarded to approval boards (i.e.
Planning Commission, Parks & Beautification Board, and City Council)

Archived: Used to ‘hide’ previously completed projects from the ePlans project list

Review Coordinator
Oversee the review process.

PDF:

Standard PDF

Digital file format used for documents, reports and other supporting non-drawing files, that were traditionally submitted in
paper format.

Vector PDF
Digital file format that maintains AutoCAD layer and object information. This format allows a PDF to function similarly to an
AutoCAD file.

Searchable PDF
PDF Searchable Image is a PDF Image Only document with the addition of a text layer beneath the image. This approach retains
the look of the original page while enabling text search ability

Submissions Coordinator
Oversees the application and submission of materials



Document Standards

File Naming Requirements
Go to: www.gillettewy.gov/ePlans and click on the ‘File Naming Requirements Link.’

File Type Standards

Documents
Searchable PDF (see definition on page 4) files are accepted for calculations, reports and other
supporting documentation (non-drawing files). Adobe Acrobat Pro or Adobe Acrobat Standard

software will create this type of PDF without any intervention on your part. Print drivers are available
for most application (programs) that allow the production of PDF with adobe installs.

For drawing files, AutoCAD software is almost exclusively used to prepare these types of files. Within
the AutoCAD program, the DWF file type is preferred because it packages all pertinent files into one
combined document, while maintaining AutoCAD layer information. It should be noted that the DWF
file format is a print option.

Drawings
It is recommended that drawings created in AutoCAD are converted to a Vector PDF within the AutoCAD

program itself. The newest Adobe Acrobat Pro (not the free version of Adobe Reader) will

accommodate the creation of Vector PDF as well. It should be noted that the Vector PDF file format is a
print option.

Vector PDF files will be accepted for non-engineering drawings that are submitted for new residential
plot plans, commercial site plans, and larger commercial additions.

Standard PDF files will be accepted for smaller residential projects such as additions to plot plans and
shed/deck/fence permit exhibit drawings.


http://www.gillettewy.gov/ePlans

Applicant Registration

NOTE: Each individual from your organization, who will participate in ePlans, will be considered by the
system as an individual participant. Each individual should provide their own email address.

1. To obtain alogin and password, complete and submit an application for the appropriate
project; include the first and last name of the person who will be uploading the documents and
drawings for the project, and their email address on the application.

o Building: Permit Application [PDF] email to: ePlan@gillettewy.gov
o Engineering: Application [PDF] email to: cityeng@gillettewy.gov
o Planning: Complete an Application | Checklist and email to: cityplan@gillettewy.gov
=  You may also hand deliver any of these applications to: 201 E. 5th Street
= Or mail to: City of Gillette, [The Division Name], 201 E. 5th Street, Gillette, WY
82716.

2. When the project is created, you will receive an invitation email to upload documents and

drawings to your ePlans project with; your login, temporary password, and the project number.
o Refer to pages 9 - 16 for more details.

Once this process is complete, you will be considered an Applicant in the City’s ePlans system.


http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=386
mailto:ePlan@gillettewy.gov
http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=4251
mailto:cityeng@gillettewy.gov
mailto:Application%7CChecklist
mailto:cityplan@gillettewy.gov

Electronic Plans Submission Process

Once you have completed the Applicant Registration Process (link to form www.gillettewy.gov/ePlans)
you are ready for the next step in the process.

For each plan submission, you must complete the appropriate project application and submit the
completed application to the appropriate Division.

Who do you call?

Depending on your project type, you will need to contact one of the following departments/divisions:

Development Services

Building Inspection Division (307) 686-5260
Engineering Regulatory Division (307) 686-5265
Engineering Capital Division (307) 686-5265
Planning Division (307) 686-5281

The Submissions Coordinator will guide you through the process.
e Your project will be entered into the system and you will receive an email notification.

e The email notification will include a project number and a link to Login to ePlans. If you are a
first time Applicant, your email notification will provide you with a temporary password to Login
to ePlans.

e Assoon as you have completed uploading your files , (within a reasonable amount of time) you
will receive an email notification indicating your submission has been deemed complete,
(additional information may be required) and plans will proceed through the formal review process.
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Applicant ePlans Review Invitation
This system is driven by email notification. If these notification emails are ignored, without any action
taken, the project will not move forward. Once notified, you must take action.

When your Application/Project is approved at the Submissions level, an ePlans Review invitation will be
sent to your email address. The email contains your login information and information about the
project, including a link to the project, as well as a complete set of “how to” instructions which allows
you to upload files.

g p |
s, _CITY OF GILLETTE

g
AF 201 E. sth Street » P.O. Box o003
& e, WY 82717

Wi Tt tewy QoY

Invitation

Hello Axel Edgar:

You have been added to the ProjectDox database and as a new member to the project listed below.

Login: acehand159@hotmail.conf"_ 1. Login Information
Temporary Password: | DSECBEA 2. Project Name Number
Project: tes2 4 3. Project Access Link
rou SRalCane 4. ‘How to’ Instructions
Project Owner: Axel Edgar /

Owner's Email: axeie@giﬂettem.ggg/

Login to ProjectDox &

‘Contact the Project Owner or 2 Project Adminisirator if you have guestions regarding this project. Flease do nat reply to this email.




Logging In

New Users
Prior to logging into the ePlans Application, these steps that must be followed:

1. If you are running Windows Vista, 7, or 8 you will need to turn off UAC (User Account Controls)
first, otherwise continue to step 3.
a. Windows Vista - Disable UAC [PDF]
b. Windows 7 - Disable UAC [PDF]
c. Windows 8 - Disable UAC [PDF]
2. If you plan on using Internet Explorer you will need to complete the following,
otherwise continue to step 3.
a. |Internet Explorer Settings for ePlans [PDF]
b. Install ePlan Review Components
3. Cap Locks and Num Lock need to be turned off.
4. If you have any toolbars installed i.e.; Google, Yahoo, Norton, etc., you will need to add
* gillettewy.gov or https://*.gillettewy.gov to your toolbars settings. Or you can choose to
uninstall the toolbar.
5. Tosignin, enter your email address, as shown in the example below:

Pl Service With P.R.I.D.E. Enthusi
ct nthus
O esponsibility Tnrearmy=Dedeaton

Thank you for visiting the afficial web site of the City of Gillsttz, Wyoming. There
=re certain things that you should understand when visiting this site.

TERMS OF USE

By visiting the official site of the City of Gillette, Wyoming, users sgree that they
will not use the site for any unlawful activity or use it in any way that would viclate
any of the terms and conditions stated in this Terms of Use and Legal Information.
\We reserve the right to restrict usage that may compromise the perfarmance ar
security of aur weh site. Such usage may include, but is not limited to, malicious
probes or attacks 25 well 25 attempts to miror web site data using automated
data retrieval programs. If you use this system or site, you should understand that
alf activities may be monitored and recorded. Anyone using this system or sit

expressly consents 10 such menitoring. W
*WARNING* If such monitering reveals peossible evidence or information of

E-mail: ‘ axele@gillettewy.gov %

[Femgrrney ‘ cssscenned @

Login| Forgot your password?

Project @ 2010 Avolve Software. a O I \ e

ProjectDiox (Version 7.0} is = trademark of Avolve Software. All rights reserved.

To create a desktop shortcut, click and

Install ePlan Review Components drag the icon below to your desktop. Click hers to add ePlan Review
to your Favorites.
Y 4
Fa

6. Enter your temporary password, which has been provided to you in your email.


http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=8597
http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=8598
http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=8599
http://www.gillettewy.gov/Modules/ShowDocument.aspx?documentid=8600
https://eplan.gillettewy.gov/projectdox/Resources/ClientComponents/en/ProjectDoxComponents.msi

7. Click the Login& Accept button. | Legin

8. You will be presented with your Profile screen.

9. In the current password box, enter your temporary password, then enter in a new password of
your choice and confirm it. Please note that your new password must be 8 characters long
with a number in it. The first character cannot be numeric. Your password can not exceed 10
characters. Please remember your password and security answer as we cannot see that
infromation.

10. Create a Security Question and answer it.

11. Fill in Contact Information boxes.

12. Click the |sawe| button.
SN CITY OF GILLETTE

v/
i, ' &) 201 E. sth Street » P.O. Box 3003
S Gllette, WY 82717

S wwwgillettewy.gov

Highlighted fields are required and must be completed before c

Settings for Axtel Edgar (acehand159@hotmail.com)

Welcome to ePlan Review.

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

Change Password: Password Reset Question & Answer:
MNew password:* % Security question: * | %_
Confirm new password:® ] ® Security answer: * |

Password must be between 8 and 10 characters, contain at least one digit and one alphabetic character, and must not contain special characters.
Profile Information

Contact User Metadata Project Group
Information Membership Membership

* Required field

First Mame: * |Axe| B | Last Name: * |Edgar

Email: *  acehand159@hotmail.com

Title: *

Company: *

Address 1:*

Address 2:

City:*

I
I
|
|
|
State/Province:* I V| Postal Code:*
|
]
|
|

Country:

Phone: *

Maokbile:

Stamps:

| ©

Language:® |en A

10
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Preparing Files to Upload

Prior to Logging into ePlan to upload drawings and documents, please name each drawing and
document file per the "File Naming Requirements".

When naming the files do not include project names, addresses, customer names, additional
numbers, etc. in the file names; the file name serves as the index and places related drawings in
order. Longer file names may corrupt the file making it unusable; then it will be deleted and you
will be required to rename the file and upload the drawing or document file(s) again.

Each drawing is to be a separate file; each is to be individually name and uploaded as a single page/
file.

Each Document (such as a soils or geotech report) may be uploaded with multiple pages to the file.
Logging In

Existing Users

If you are a returning user, login to ePlans Review with your full email address and password. If you
have forgotten your password, click on the ‘Forgot Password’ button, answer the on screen questions,
then a temporary password will be emailed to you.

If you experience trouble with your security question and can’t get your password reset please
contact the City of Gillette IT Department at 686-5221.

Uploading your Files
1. When you have successfully logged into ePlans, the projects screen will display. Any projects
you have access to 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 application
number (i.e., BP10-00000116).

| i7, _ CITY OF GILLETTE B i Service With P.R.I.D.E. Evithus:
bl zo1 E. sth Street » P.O. Box 003 #-_--—‘
7 Ko oAU Responsibility Tnegri=Deatation o

Click on the project link to open file

overs o e o 1] R ) oot

Active Projects List |
1 project(s) out of 1 #_ Axel Edgar (acehand 159@hotmail.com}) Recent Projects . All Projects Press Erller'-l'u,'Sea_rd:.

Project Options Description Owner Status Create date

test? O L= test Axel Edgar Applicant Upload 7/8/2019 8:22:27 AM

11
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2. Click the Drawing folder or Document folder.

sth Street » P.O. Boxt 50073
Gillette, WY 82717
veww it Wy Qo

test2

Main Contact:

3. Click on the button to upload your project files (drawings, documents, etc.)

S CITY OF GILLETTE

201 E. sth Street » P.O. Box yo03

S Gllette, WY 82117
q‘ﬁ.,'ﬂ-.“i wwwgiletievwy.gov
test2
Main Contact:

Mo files currently exist in Drawings.

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

Ll =

Large files may take a few minutes to
processed, Click the Refresh button
the page to refresh your file list vi

View Folders | | Upload Files

12



Click the button and browse to the location of the drawing(s) or document(s) to be uploaded

4. Select the file location on your computer or server. Select or highlight the files you want to
upload; multiple files can be selected by using your Shift or Ctrl keys.

5. Click the Open button.

6. The files will be shown that you want uploaded, if you have selected something by mistake you

can still click the X on right corner to cancel uploading the document. Once you have uploaded

a document you will not be able to delete them. Please contact the appropriate office to
request the deletion of files.

;% https://eplans.gillettewy.gov/ProjectDox/Html5Upload.aspx?FolderlD=16302 - Internet Explorer — O X

4 —CITY OF GILLETTE

_3_:' " j Gillette, WY 82717
. www.giltiewy.gov

Upload Files Upload URL

Browse For Files Browse For Files | | Upload Files

Browse for files or drag files into this area.

O ApplicantUserGuide.pdf 0B/37TME 3¢

0 of 1 uploaded Hide Details
0B/3.77MB

Additional File Information (Metadata)

Cinherit metadata for versioned files

* Required field

7. Click the button. (Depending on the file size and/or the number of files you upload,
this may take some time.)

NOTE: Document files shall be uploaded to the ‘Documents Folder’ and Drawing files shall be
uploaded to the ‘Drawings Folder

13



8. You have to click on || [ Workfiow Portals | to submit you work for review when you’re ready. If

you can’t see the “Workflow Portals” button, you can change the Zoom level of the browser

” u

window by pressing “crtl” + ”-“ on your keyboard to Zoom out. (“ctrl” + “0” will reset it to the

default zoom level)

Service With P.R.I.D.E. :
= Enthusiasm

ctivi e — Ty
e Responsibility |ntegrity  Dedication

| = Back | | Forward o || Projects || Profile | (2] | [#4 || @ || Logout |
-] emait || [coodes |\

Workfiow Portals || € Info || 47) Discussion Board |

9. You will now see a list of tasks you need to complete to submit your work. Since this is a new
project you will see “ApplicantUpload”. You need to click on “ApplicantUpload” to accept the
task.

ProjectFlow Task List |

) Refresh
TASK PROJECT INSTANCE ~ GROUP ASSIGMNMENT STATUS PRICRITY DUEDATE | CREATED
A Applicant - . - - - 1/5/2020 7/9/2019
J e ] olacgqrask test? [Main_Desc... Applicant FirstinGroup  Pending L Medium 8{2;{:29 AN 3{25:29 AM

1-1of 1 records e q

10. You will receive a prompt asking if you want to accept this task, click “OK”

i« '

Message from webpage 2

:I Do you want to accept this task?

Ok ] ’ Cancel

14



11. A new window will appear; all you have to do is read the “Task Instructions”, check the "I have uploaded all
required drawings and/or documents" and click on [ Urload Complete - Notify Juisdiction | 3t the bottom of the window.

ProjectFlow E
avolve E
Task Instructions

After you have successfully uploaded all required plans and documents, flease click the (Upload Complete) button.

I have uploaded all required drawings and/or documents.

| Lﬁload Complete - Notify Jurisdiction || Complete Later ‘

12. You will receive another prompt asking if you want to “Complete this task...” and that it “cannot
be undone.” Once you click “OK” it will be submitted for prescreen review.

Message from webpage =
_"‘-.I Completing this task will finish your participation in this step and
" cannot be undone. Continue?
[ OK ] [ Cancel ]
: J

13. You will now notice that there is a message stating “No tasks are available at this time.”
Meaning that you have successfully completed your task, submitted your work, and no further

action for this project is required from you at this time.

ProjectFlow Task List

) Refresh

Mo tasks are available at this time.

15



14. If you have multiple projects that you are working on, we recommend you click on the

Prajects | hutton at the top and view if you have any pending tasks. Pending tasks will appear
at the bottom of the page, you can click on Project Name to view and upload the documents.

You can click on the name of the Task to accept, and complete the task.
e e e e i o e

Task 1> 0Flow) |

12 recently entered project(s) out of 170 for Michael Woods (michaelw@gillettewy.gov) Recent Projects All Projects. Press Enter To Searr>

Project Description Ovimer Status
BP14-Test 09= BP14-Test Sys Admin [T Pending Upload

BP13-00000788 [ =] SIGNS - Install new building sign "Kum and Go™ cL
BP14-00000015 [ Yeafe=] NEW COMMERCIAL BLDG - TEST APPLICATION TEST [None]
BP13-00000940 0L = SIGNS - Signage for “Land Surveying Inc." Pl
BP09-00001168 02 THIS IS BEING USED FRO TESTING PC
BP13-00000937 [i Ya) =] NEW SINGLE FAMILY - DETACHED - New SFD-Ranch,basem Building Inspection 307-586-5260 co
BP13-00000934 i Xeaye=:] SIGNS - Signs “Gillette Pet Vet Building Inspection 307-686-5260 cL
BP13-00000877 (i eale=] MAJOR COMMERCIAL SITE PLANS - PLANNING - Lot 8, B Administrator Temp oL
BP13-00000856 0= ALTERATION TO COMM BLDG - Bathroom demo,remode CI Building Inspection 307-686-5260 co
BP13-00000874 0= NEW SINGLE FAMILY - DETACHED - New SFD Ranch on Building Inspeciion 307-686-5260 Pl
B8P13-00000880 [iFa=] FINAL PUD PLAT - Prairie Fire Brewing PUD Administrator Temp cL
BP13-00000909 SIGNS - 2 signs "Boothill Steakhouse.” Building Inspection 307-636-5260 Pl

)

Page 1 0f1 (12 items)

Project Name Sk Attached To Status. Created On Updated On Updated By
BP14-Test ApplicantUpload Applicant Pending 172812014 9:04:28 AM 112812014 9:04:28 AN

‘I II ‘I ‘I Page 1 0of 1 (1 items)
Congratulations! You have successfully finished the initial process of submitting your plans

electronically. Please Logout | after you have finished uploading your files. A notification has
been sent to the Submissions Coordinator to determine if submittal requirements have been
met (i.e. all relevant materials have been submitted for review).

16



Prescreening

After you have completed your upload, unless you receive a “Prescreen Correct Request Task
Assignment” email, the only way you will be able to know the current status of the project is to log in to
ePlans and check the “Status” on the right side of the screen.

[ <= Bock | [Forward = | [ #rojects | | Promie | [iz] || #4 | [© || Losout |

Active Projects List |
1 recently entered p_roject{s) out of 1 for Axel Edgar Project P T by cas Enter To Search:
(acehand159@hotmail.com)

Project Options Description Owner Status Create date

test? o= test Axel Edgar Prescreen 7/9/2019 8:22:27 AM

Folder Structure Standards
Any non-drawing files will be uploaded to the ‘Documents’ folder for each project
All drawings will be uploaded to the ‘Drawings’ folder (single sheet drawings).

Markup Name and Color Standards

Below is the Standard markup Department Listing and associated colors that will be used for each
reviewing discipline for easy identification. A ‘Markup’ (complete review) can have one or more
‘Change Marks’ (individual comments). Change marks are created to quickly identify a markup and
associated comments.

Typically, all ‘Markups’ (reviews) that contain any ‘Change Marks’ may require a subsequent re-
submittal of new drawings or documents prior to approval of your project.

Corrected files shall always be re-submitted with the EXACT SAME file name as the original submittal.
The system will automatically add a revision number to resubmitted documents for you so the
reviewers can easily differentiate between revisions and review the most recent document.

Department Markup Color

Water

Wastewater

Electrical Engineering

Engineering

Planning

Building Inspection Orange

Public Works Yellow
Parks
Streets
Solid Waste

GIS

Fire

Outside Entities

17



Working With Files

View Project Files

To view a project file, simply enter a project folder i.e., Drawings, Documents, etc. and click on the file
name or thumbnail image. The file will launch in the Brava! viewer.

Folder: test?\Drawings

©mom
:

=
El i
772 AM. 38 ME "
l? Axel Edgar
e B N ]
' 138

ADD . de 216

v -

By default, the Brava viewer displays in the right pane of the ePlans Review window. To launch itin a
separate browser window, click the ‘Ciradio button above the file list. You can switch it back at any
time by clicking the Dradio button.

You can use the +/- icons to expand and collapse the file information to just display the filename. The
top +/- icons control all files, or you can collapse each file individually with its own icon.

For help using the view and markup features of the Brava viewer, click the help button (located in
the top right corner of the screen) of the viewer to launch a separate online help window.

View File With Markups

If there is a markup the “1_icon indicator is present. You can launch the file with the desired markup
overlaid.
1. Click the markups icon €1 . . The View Markup List screen appears showing all associated
markups.

sy CITY OF GILLETTE
:::_:' 201 E. 5th Street + P.0, Box 3003 Close Window
Nt 300

Markups attached to ApplicantUserGuide.pdf

Delete View Markup Name Author Date

O tset Axel Edgar 7/9/2019 9:11:40 AM & g
O test2 Axel Edgar 7/9/2019 102148 AM & g
]

2. Click the View box next to the Markup Name you wish to view. The file will open in Brava
Viewer, with the markup overlaid on the file for review only.
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Export Markups to PDF
1. From the Project Drawings folder click on the file name with the <. (Markup) icon
2. Click on the
3. You will be presented with a pop up

5 | Markup Open for Review

M ame Author Date it
Gl-nek Mick Kenczka 05/25/20 DH
at-cwa Charlie Anderzon 05252010
EL-5Ak Staci Beecher 05/25/2000
PL-mkz Michael Surface 05/25/2010
bl Tin e H arnilbow NRIR M0
1| 1] 3

4. Select the Markups you wish to publish. (You can select specific markups or all of them by
holding down either your shift or control key). Once you have made your selection you will be
presented with the screen below.

—_—
& 0406 A-2.1.4.pdf - Windows Internet Explorer [E=NEcE ==

[] hitps://<plan.cigillettewy.us/eplan/ActiveXViewer. sspiFilelD=18 4 city of Gillette [US] | 1 |

‘o R LIDET -ERaalie

Title | Author | Date

change transformer size
pole location
test

W =F Q| 4101 .| r . b

Done \\temeﬂprota:ted Mode: Off 45 v ®100% - "

\
5. Click on the Save and Publish El icon

6. Click on the Publish to PDF
7. On the PDF Publish Options select the following:
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a. Under “Markup “ select Burn-in current Markup
b. Select “Include Changemark Information”
c. Under the” Include” section select Bookmarks
d. Click OK
PDF Publish Options ==
FPages b arkup
Size @) Burrein current markup
@ |Jze default page size: 5200 % 36.00 in Inzert markup as POF comments

7 . )
Fit To Letter (8.5 £ 11.0 i) Inizlude Changemark infarmatian

Inzlude redaction reazons

Cutput Include

All pages

D'esignated pages: Block Attributes

Lavering
Hyperlinkz

SecLrty

) Paszword protect
R otation

Pazzword

Publish tated -
ubhzn pages a= rafate Ean"m

k. ]| Cancel || Help

8. On the Publish Option pop up click Save to File
9. Click OK

Publish Option =

@) Save to file
Email as attachment

10. Select where you are going to save this file
11. Name the File
12. Click Save

13. Open the saved file. It will include the change marks (which will be numbered) on the drawing
along with a second page with the comments associated with those change marks.
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=] 0406 A-21.4.pdf - Adobe Acrobat

File Edit View Document Comments Forms Tools Advanced Window Help

:-I; Create ~ @ Combine ~ IJ Secure ~ /fﬂ Sign ~ |%| Forms - P Comment =

wi-TETEE T RO LRI ET

Find

Page 2 seen below with the noted comments for the change marks.

7| 0406 A-2.14.pdf - Adobe Acrobat

File Edit View Document Comments Forms Tools Advanced Window Help

j Create EDH;S Combine = I.‘} Secure ~ //d Sign ~ |%| Forms ~ _;) Comment +

_jﬁ =] & 8 2 72 ik 87 & |8 & 7% -

Wodnesdav. Navember 17. 2010 10:00:24 AM

E 0408 A-2.1 4 0dfV1 - Chanaemarks [ 3 Notes )

1 - test / Nick Kenczka
Tuesdav. Mav 25. 2010 2:59:45 PM

2 - chanae transformer size | Staci Beecher
Tuesdav. Mav 25. 2010 2:50:11 PM

Use 756 KVA

3 - pole location / Staci Beecher
Tuesdav. Mav 25. 2010 2:53:20 PM

Chanae pole location
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Application Resubmit Task

If corrections are requested, please follow these steps:

1. You will receive an email notification from the Review Coordinator requesting corrected/revised

drawings or documents.
2. Click the “Project Access” link in your email to access the corrections requested in ePlans.

7% _CITY OF GILLETTE

e Gillette, WY 82717
i wonw BT WY GOV

Applicant Resubmit Task Assignment

Attention Axel:
You have been assigned a task on Project: test2

The due date for this task is: 1/5/2020 3:10:28 PM

Flease Login to ProjectDox to begin your task

Project: test2
Task Applicant Resubmit

Project Access | Login to ProjectDox

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

Please do not reply to this email.

Emails and attachments may be public records under the Wyoming Public Records Act, W.5. § 16-4-201 et seq., and may
be subject to public disclosure pursuant to this Act, unless a specific exception applies which limits or prohibits disclosure.

3. Lloginto ePlans
4. The project will open.

5. Click || [ Workflow Portals | at the top right.
6. Click the link ‘ApplicantResubmit’ and Accept the task.

ProjectFlow Task List

(D Refresh
TASK PROJECT INSTANCE GROUP ASSIGNMENT TYF STATUS PRICRITY DUE DATE CREATED
e} %E%Task test? [Main_Descripti.. Applicant FirstinGroup Pending L Medium ;ﬁﬂﬂzm 028 g‘ﬁ"zmg FIN2G
1-10f 1 records e 1

7. This will open the Eform and give you a list of the changes you need to make before you re-

upload the corrections.
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8. Make note of the corrections/comments you need to complete and close the Plan Review Form

window.
& https:/eplans.gillettewy.gov/ TwflowTaskiD=2112 - Applicant Resubmit - Internet Explorer = jm| x
A
~
ES auau
[ ] i E
CID APPLICANT RESUBMIT ProjectFlow wove
Task Instructions >
After you have successfully uploaded all required plans and documents, please click the (Resubmit Complete) button. ]
View Changemad klist Items (0)
‘ Department ‘ Reviemti_éy Reviewer Comments ‘ Applicant Comments |

Axel Edgar
axele@ugillettewy.gov

e
]

Building Division Resubmittal Required Ite‘:-.t

Task Instructions

M | have reviewed and addressed, including responses where appropriate, all Checklist ltems accessed by clicking on the "Checklist
ltems” button above.

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

™ | have uploaded the revised drawings and/or documents required as a result of the review into the apﬁmpriate folder in the |f3r0jecl
using the SAME file names as the original files. 1 am ready to complete my assigned task and resubmit back to the jurisdiction for further
review.

Resubmit Complete || Close | vl

23



9. Upload the missing document(s)/file(s) by clicking on the Drawings or Documents link.

Main Contact:

Expand current | Collapse | u
= test2
.__.I Drawings Zs - 1 Mew)

""" [l Documents (1 Files - 1 New)

e Approved

10. Once you have finished uploading your corrected files click the || [ workfiow Portals | button.
11. Click on “ApplicantResubmit” and the Plan Review Form will appear.

12. Make sure you have addressed all the concerns, read the Task Instructions and check them off

before you click “Resubmit Complete”.

Task Instructions

I have reviewed and addressed, including responses where appropriate, alf Checklist ltems accessed by clicking on the "Checklist

Items™ button above.

| have reviewed and addressed, including responses where appropri
"Changemark ltems" button above.

| have uploaded the revised drawings and/or documents required as a

sult of the review into the ap)

. all Changemark ltems accessed by clicking on the

ropriate folder in the project

using the SAME file names as the original files. | am ready to complete my Mssigned task and resubmit bacﬁ to the junsdiction for further

review.

| Resubmit Complete || Close |

13. A message will pop-up notifying you of “Completing this task...
sure, press OK, and it will submit your revised work.

-

n u

cannot be undone...” if you are

Message from webpage - ﬁ

§ 1 Completing this task will finish your participation in this step and
cannct be undone, Continue?

ll ok || Cancel
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Approval

When all Reviewers have approved the plans and the Review Coordinator
workflow, you will be notified via email notification to pick up your permits.

Plan Review Approval Notification

CITY OF GILLETTE

361 E. 5th Street » P.0. Rox 1003
Glette, WY 81117
ety et

Attention Axel:

Thank you for using the City of Gillette electronic plan check system.

Congratulations, your request on Application test2 has been approved.

1. Please login to ePlans below to access the approved drawings and documents. These can be found in the

folder tiled "Approved”

2. You may download and/or print the approved documents for your use

Project:

test2

Description | test

Task

Notify Applicant Download

Assigned by: | Axel Edgar

Project Access | Login to ePlans

If yeu do not have access to the specified folder or have questions related to this permit, please contact the
Project Administrator: Axel Edgar at 307-686-3217. or by emailing eplan@agillettewy.gov.

completes the

Emails and attachments may be public records under the Wyoming Public Records Act, W.S. § 16-4-201 et seq., and may
be subject to public disclosure pursuant to this Act, unless a specific exception applies which limits or prohibits disclosure.

Print Approved Plans

After all fees associated with your ePlans Project have been paid and the permits issued, you
will receive an email indicating that your application has been paid in full. There will be

instructions on how to print and download the Approved Plans.

review

Plans will need to be printed and

shall contain wet-stamps and ink signatures for Campbell County records and for the Property Site.
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Download Files
o

If you have download privileges, you can download a file by clicking the icon next to the desired
file.
=l [F] 02200 FA
6/4/2010 2
Eric Acton

RS

Remember that you will need the source application or a viewing utility such as Brava Reader for
AutoCad files, Adobe Reader for PDF files and Word for documents, installed on your pc, to view the
file.

To download a group of files, select the check box for each file you wish to download and click the

Download Checked Files icon at the top of the thumbnails panel.
=l 09300 FA

6/4/2010 :

Eric Acton

RS

Clicking the top check box marks all files for the selected action. For example, select the top checkbox
and a check will appear in all thumbnail checkboxes.

[ Uploal

Cument Sort: [

0406 A-2.1
10/20/200%

Timothy Pe
=
)

Clicking the Download Checked Files icon, located at the top of your file list, will then download all

files.
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You will get this pop up box, Click OK

Message from webpage @

I.-"'_"‘-. You are about to download all the checked files. Files that are currently
W' checked out by other users cannot be downloaded.

Continue?

0K l ’ Cancel

When selecting multiple files for download, the download itself will transfer as a single .zip file, which
you will need to uncompress.

Click the Download Zip File button.

Files retrieved from: BPO9-00001168\Appraoved

Your files are ready to be downloaded. All selected files have been compiled
into a single ZIP file for your convenience.

[Download Zip File (1.9 5) i Delets Zip Fie |

After your download has completed successfully, please delete the zip file
from the server, for the protection of your intellectual property.

I "

File Download ==

Do you want to open or save this file?

Mame: Approved_5337144.zip
Type: Compressed zipped) Folder, 1.14MEB
From: eplan.ci.gillette.wy.us

aeutddetie i

Open ] [ Save ] [ Cancel

Always ask before opening this type of file

ham your computer. f you do not trust the source, do not open ar

|@| While files from the Intemet can be useful, some files can potentialhy
L
= save this file. What's the risk?

Click the Save Button
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Select where you are going to save the files then Click the Save button

Save As @
S
OU |- Deskiop » - | &.,| | Search Desktop pel |
Organize » Mew folder 2 - @
— -
4 .7 Favorites D | hraries =
Bl Deskiop I IJ Systemn Folder
4 Downloads =
= Recent Places User
& Systemn Folder
4 4 Libraries ,
Ho [} | Computer
g TS L= J,.‘ System Folder
> Gj? Music
> [ Pictures b Y | Network
> B Videos ‘.‘ System Folder
4 M Computer L} bedms letter backup ‘_
=l =Bl A pproved 5337144 7ip -
Save as type: | Compressed (zipped) Folder v]
' Hide Folders save | [ cCancel |

You will get the Download Complete pop up and you can either Click Open, Open Folder or Close.

P

Download complete

'3
i

=

E=8 ol =

Download Complete

Approved_5337144.zip from eplan.ci.gillette. wy.us

Downloaded: 1.14MB in 1 sec
Download to: CAsers’\User\D. \Approved 5337144 zip
Transfer rate: 1.14MB/Sec

["|Close this dialog box when download completes:

Dpen ] [Dpen Folder ] [ Close

-

7

Smart5Screen Fitter checked this download and did not report any
threats. Heport an unsafe download.
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If you click Open it will you will be presented with the files. You can select them from here to Print your
copies for the job site.

GD | i » Approved_725363.zip - |4’.? | | Search Approved_j
Organize = Extract all files ==~ [l .@.
it MName : Type Compressed size

- Favorites

Bl Desktop T2 102 site removal.pdf Adobe Acrobat Docurnent 408

& Downloads - T €104 site drainage and grading.pdf Adobe Acrobat Document 424

=l Recent Places T €501 o4 revision.pdf Adobe Acrobat Document 344
4 Libraries N

3 Documents

J‘- Music

=| Pictures

E Videos

M Computer
& os(c)
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Printing Plan Markups

!.;f;.'ﬁ.i CITY OF GILLETTE Bt Service With P.R.I.D.E. Enthusi
L8 201 E. 5th Street » P.O. Box 3003 ctivity e ——— T T I
oS Sletse. Wy 847v1 roau Responsibility Integrity Pedication e

etz [ &= Back | [ Forwara = | [Projects | [Profite | | =1 [#4] (@] [ Lovout |
[r& Reports || [ Workflow Portals | [ @ Info | [ 7] Discussion Board | [ -1 Emait

Main Contact:

Folder: test?\Documents test o
icw Folders (@) = - EI Al Project Info I Reporls
oo s e
O S Bl @) St = ,
Project Image: Mo image exists

ApplicantUserGuide.pdf

T/D/2018 31621 PA, 3.8 MB MapConbaame:

Axel Edgar Location:
=
o Contact:

Contact's Email:

Phone: 307

Cell Phone: 307

Test:

Project Owner: Axel Edgar

Owner's Email: axele illettewy.gow

Project Admins: Building Inspection 207-686-526) Jim Brown,Vicky Skadsem, Ken Rogers,Axel Edgar,lllora Chambers
Status: Approved

Status Info:

Project Start/End:  Start: 7/9/2019 8:22:27 AM End:
Pass-Through: BV, MoV, wWimv

Versioning: Enabled for this project

Log into ePlan, go to the project you wish to print notes for and press the “Project Reports” button.
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’:‘—;,‘ https://eplans.gillettewy.gov/?SessionlD=8&Project D=8mGrasCwD5LWxkR%2ff64]Ow?:3d %3d - ePlan Revi - Internet E... — O 4

;wm.swi C]T}: "OSF G:i-{;ETTE Close Window
s A i a

Project and Workflow Reports for test2

View Report Name Report Type Report Description

"ZJ‘ Current Project - All Emails Sent Detailed Rep... Project All Emails Sent Detailed Report

f—Q Current Project - All Emails Sent Summary Re... Projact All Emails Sent Summary Report

"Z)‘ Current Project - All Files Report Project All Uploaded Files Report

"—Q Current Project - All Group Users Project All Project Group Users

"11 Current Project - All Uploaded Files with Shee.., Project All Uploaded Files with Sheet Sizes

'P_Q Current Project - Discussion Board Plan Revie... Project Discussion Board Plan Review Report

"I)‘ Current Project - Discussion Board Report Project Discussion Board Report

"—Q Current Project - Files Viewed By Date Project Files Viewed By Date

"11 Current Project - Folders Entered By Date Project Folders Entered By Date

."_Q‘ Current Project - Project Markups Listing Project All File Markups Listing

"I)‘ Current Project fUnpublished Files Project Unpublished Files

"—Q Current Projecyf- Users Entered By Date Project Users Entered By Date

"ZL ProjectFlow #/Changemarks Workflow  The Changemarks Report displays all changemarks for a workflow,

"FQ‘ - Checklist ltems Workflow  The Checklist Report displays all checklist items for a workflow.

"ZJ‘ ProjectFlgfw - Department Review Status Workflow  The Department Review Status Report displays the status of all r...

f—Q Projectflow - Timesheet Legs Workflow Displays a list of all imesheet values entered in a specific project

"ZL ProjeftFlow - Werkflow Routing Slip Workflow  The Workflow Routing Slip Report displays the sequential route..,
| "—Q‘ W ow - Checklist Report (Mot Met ltems... Workflow  Checklist Report (Not Met Items Only)

"ZJ‘ rkflow - Checklist Report Workflow  Checklist Report (Met and Not Met)

!ﬁ arkflow - Department Review Status Workflow Department Review Status

N, IR Page 10f 2 (21 items)

7
Next press “Current Project-Project Markups Listings” by clicking on the icon of the page with the magnifying glass which is to the left of the
wording.
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Click the <- Button, then select a format (Excel works well)

1 LA LELEE  E AR S — L LT

(2 https://eplans.gillettewy.gov/ProjectDox/ReportViewer.aspx?ReportPath=22FProjectDoxReports%2FCu - Internet Explorer
4 4 of1 b Pl @  [100% v | | Find | next  |ied | @)
P @ t XML file with report data
rOJ ec 5V (comma delimited)
- - = - PDF
Current Project - Project Markups Listing L s e
test2 | Excel ]
TIFF file
File Name Markup Name Markup 1 Word up Date Created by
ApplicantUserGuide.pdf tset testeststeest 07/09/2019 Aol
Edgar
ApplicantUserGuide.pdf testz 07/09/2019 Aol
Edgar
g ApplicantUserGuide.pdf testz 07/09/2019 Ve
Edgar
ApplicantUserGuide.pdf test2 07/09/2019 Loel
Edgar
ApplicantUserGuide.pdf test2 07/09/2019 Loel
Edgar
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Select a Format |

of 1

h“ps //eplan. g:llettewy gov/pro;ectdox/ReportVnewer aspx?ReportPath= /PDox Repons/(‘ urrent Proj - lntemet F_xplorer

Jfnd| Next  [Selecta format __ V]export @

Project

Current Project - Project Markups Listing

~2." 7 BP16-2774
. ol
| File Name Markup Name Markup Text Markup Date Created by
- |y A-102 FIRST ALOOR REMODEL FD-eja Premises identffication (Sheet A-101) 02/01/2016 Eric
o Pr( PLAN. pdf Please ensure the address Is visible from Boxelder Adon
Road. (505.1)
Curt A-102 FIRST FLOOR REMODEL FD-eja Approved vehide access for firefighting needs to be 02/01/2016 Eric
BP1{ PLAN.pdf provided to all construction or demolition sites and Acton
maintained thereafter. (3310.1)
A 107 A-102 FIRST FLOOR REMODEL FD-eja Please provide portable fire extinguishers on-site 02/01/2016 Eric
vuw.1 PLAN. pdf during demolition and construction. For occupancy, Acton
] please mount a minimum 5-1b, A-B-C-rated fire
A-102| | extinguisher in each existing cabinet location. Fire
PLANg | extinguishers require annual service. (906.1)
a12|| |A-102 FIRST FLOOR REMODEL  |FD-eja Any fire sprinkder system akerations shall meet 2012 02/01/2016 | Eric
PLANY | PLAN pdf IFC and 2010 NFPA 13. Acton
Existing type and location of sprinkler heads shall be
ol adjusted for appropriate coverage depending on wall
PLANY | or ceiling changes. (901.4)
> the prf | Plan submittal & not required, but a fire sprinkler
vich st | contrador licensed to work in the City of Gillette shall
’ = coardinate chances with the fire masshal PRIOR TO — -
Do you want to open or save Current Project - Project Markups Listing.xdsx ffom eplan.gillettewy.gov? Open Save Cancel
| = T T il T T

A

Press “Open”
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o PROTECTED VIEW Be carefui—fiies from the Iniernet can contain viruses, Unless you need to edit, it's safer to stay 1 Protected View.

Al

10

11

5

Project

Current Project - Project Markups Listing

BP16-2774

Enanle Editing

Flle Name

Mariup Name

Markup Text

Markup Date

Created by

A-102 FIRST FLOOR REMODEL
PLAN.pdf

FD-eja

Premises identification (Sheet A-101)
Please ensure the address is visible from Boxelder
Road. (505.1)

02/01/2016

Eric
Acton

A-102 FIRST FLOOR REMODEL
PLAN.pdf

FD-eja

Approved vehicle access for firefighting needs to be
provided to all construction or demolition sites and
maintained thereafter. (3310.1)

02/01/2016

Eric
Acton

A-102 FIRST FLOOR REMODEL
PLAN.pdf

FD-eja

Please provide portable fire extinguishers on-site during
demolition and construction. For occupancy, please
mount a minimum 5-Ib, A-B-C-rated fire extinguisher in
each existing cabinet location. Fire extinguishers
require annual service. (906.1)

02/01/2016

Eric
Acton

A-102 FIRST FLOOR REMODEL
PLAN.pdf

FD-eja

Any fire sprinkler system alterations shall meet 2012
IFC and 2010 NFPA 13.

Existing type and location of sprinkler heads shall be
adjusted for appropriate coverage depending on wall or
ceiling changes. (901.4)

Plan submittal is not required, but a fire sprinkler
contractor licensed to work in the City of Gillette shall
coordinate changes with the fire marshal PRIOR TO
system alterations. Acceptance testing is to be
witnessed by same.

Install a "FIRE EQUIPMENT” sign on the door to the
roorn containing the fire riser. (509.1)

Fire sprinkler systems require annual service. (107.1)

02/01/2016

Eric
Acton

A-102 FIRST FLOOR REMODEL
PLAN.pdf

FD-eja

Current Project - Project Marku

Any fire alarm system alterations shall meet 2012 IFC
and 2010 NFPA 72.

Existing type and location of alarm devices shall be
adjusted for appropriate coverage depending on wall or
ceiling changes. (901.4)

02/01/2016

Eric
Acton

[

Press “Enable Editing,” at page layout, select Orientation “Landscape”, “file,” and “Print”. Exit, you do not have to save.
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