PLANNING & DEVELOPMENT ELECTRONIC PLAN REVIEW WORKFLOW

Central Intake clicks the
“Return to Applicant” button.

Central Intake enters project
CID receives Pre-screen Review

into NaviLine, runs cash
receipt and scans in task and performs Pre-screen Application
Review: request and Central Intake clicks the

Application & payment a.pplication documgnts. Applicant completes the _ _ ) "
_ J Project auto creates in ePlan Applicant Upload Task *Kick off appropriate workflow. documents Approve” button and the
received and verified by Review: after they are finished *Enter/edit application sufficiency sufficient to start workflow sends “Begin
Central Intake (CID). Applicant receives invitation - uploading. checklist items. the review Review” Task to Review
to upload and Applicant *Verify sheet sizes. process? Coordinator Group.
Up|oad task they must °Verify file names are correct.
complete*.

* Applicant may choose for County staff to scan and
upload their documents for them for a fee.

Review Coordinator chooses
who did not complete review
correctly and clicks the
“Assign QA Corrections”
button.

Central Intake staff accepts
the task and routes the
project to the department
reviewers by selecting each
department that will perform

Department Reviewers accept
the “Department Review” task
and perform the review. They
select appropriate checklist
items, perform markups, attach

Review Coordinators Accept “Review QA” Task
and go over all project information, check it for
Department completeness. Review Coordinator clicks the
Reviews “QA Review Complete” or “Assign QA a “Review QA” task to the Review markups to the workflow and a review per SOP. They click
Corrections” button depending upon the Coordinator Group. enter any additional notes on the “Begin Review” button
the eForm. When finished, they and the workflow sends a

completed _
correctly? results of QA Review performed.
' click the “Complete Review” Department Review task to
button. the groups selected.

After all department reviewers have
completed their review, the workflow sends

Applicant uploads corrected _
Review Coordinators click the documents/drawings and they complete the Central Intake staff accepts the “Resubmit
“QA Revie\-/v.CompIete” Review Coordinator waits for “Applicant Resubmit” task. They will have to Received” task angl routes the pro!ect to the
button. (Naviline Comment applicant to make corrections click three check boxes and the “Complete” department FEviewers by selecting eth
Documents prepared if Review Coordinators click the and *upload their revised button to fully complete their resubmittal department that will perform a resubmittal
required at this time). The next “Return to Applicant” button. documents/ drawings and task. NOTE: For projects created after review. They click the “Begin Review” button.
7/1/15, digital signatures issued through a They must also determine whether any fees
are due. CID enters review step & any fees

_ . responses to comments.
to the Applicant (if there are 3'd Party Certification Authority are required _ 1!
corrections). for all State Licensed Professional Engineers, duehln NaviLine. EIDhaIso enter(sj eP(Ian Ngtes
: : on the project with the review deadline date.
= vora st e Ehemen o Ce iy ST Architects and Professional Surveyors and proj
Mappers. ‘

step will send the project back

to scan and upload their documents for
them for a fee.

This step assumes that Department Department Reviewers accept the “Department
Reviewers have all chosen either Review” task and perform the review. They
“Approved” or “No Review Required” status select appropriate checklist items, perform
on the eForm. NOTE: for all For projects markups and enter any additional notes. When
created after 7/1/15, digital signatures finished, they click the “Complete Review”
click the “QA Review Complete” button. issued through a 3" Party Certification button. NOTE: This Department **Review cycle
This serves as the County Engineer sign off Authority are required for all State Licensed up to this point continues back and forth in the
Professional Engineers, Architects and workflow until all Department Reviewers have

on the project.
Professional Surveyors and Mappers by this selected an “Approved” or “No Review
step. Required” status.

The workflow sends “Review QA” Task to the
Public Works County Engineer Approval
Group. They check everything over and then

The workflow sends “Review QA” Task to the
Review Coordinator Group. They check
everything over and then click the “QA
Review Complete” button.

**Remember that repeat comments from previous review cycles are entered on the original cycle
that they occurred on. The reviewer will type “Repeat Comment” at the beginning of the comment

and save this edit. They will also switch back to the current cycle after making these changes.

The workflow sends “Batch Stamping” Task .
: . ping The workflow sends “Close Out Verification”
e - ” to the Review Coordinator. ePlan . .
The workflow sends “Review Complete” Task . . . Task to the Review Coordinator. They perform
. . . Administrator accepts this task and . .
to the Review Coordinator. They click the . all project close out procedures and verify that
p ” o\ . performs the batch stamping task for all
Approve” button. In addition, the Review . they have performed these procedures by
. folders as appropriate, and then complete s
Coordinator sends the approval letter to the . clicking the four checkbox statements, and then
. ) . . . the task by clicking the check box on the ) ” . .
Applicant with any required instructions . p ” the “Complete” button. This includes verifying
. : eForm and clicking the “Complete” button. .
such as scheduling a pre-construction . that all fees have been received & posted to
. Drawings and/or Documents all get batch . : .
meeting. . ) NaviLine and that the Pre-construction Meeting
stamped with appropriate stamps for the . . :
. . has taken place and site permit has been issued.
review type and document size.

Applicant receives an ePlan email
notification that the files are ready for
download from the Approved Documents an
Approved Drawings folders.

NOTE: As long as Review Coordinators have not completed the Review QA task, they have an opportunity to make changes to the project by sending it back to
themselves or another reviewer as needed. County Engineer approver can also send the project back to any reviewers if needed under his review / approval

step.




