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Geftting Started

What is ePlanReview?

ePlanReview is the City of Boise's
electronic plan review program.

Planning & Development Services CITY O]( BOISE

customers can submit projects
electronically. City departments and
other agencies can review projects
simultaneously, which helps reduce
review time frames and lets customers Employee Login
skip a trip to City Hall.

Login

Applicant Login

http://pds.cityofboise.org/ePlanReview T e
Figure 1

Setup Requirements

ePlanReview is a free service. It is a web-based program and little to no special
software is needed. However, there are some requirements:

e Activate your ePlanReview Account

+ Applicants need an ePlanReview account before they'll be able to upload
drawings and documents for new permits. To create a new user account in
ePlanReview, click on this link on “*How to Log into ePlanReview using Boise
Secure” and follow the instructions that begin on page 6 for first time users of
ePlanReview.

Why are there two logins?
Permitting and Licensing and ePlanReview

are two different welbsites and each requires
a separate login. See the “What's the
Difference” section for details.

e Disable Pop-Up Blockers
ePlanReview displays plans in pop-up windows, so you'll need to disable your
browser’'s pop-up blocker before using the system.


http://pds.cityofboise.org/media/464072/electronic_standards_full.pdf
https://www.cityofboise.org/media/20817/boise-secure-guide-for-citizens-01122026.pdf
https://www.cityofboise.org/media/20817/boise-secure-guide-for-citizens-01122026.pdf
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e Compatible Browsers
The ePlanReview system works best with a Chromium browser such as
Microsoft Edge or Google Chrome. For the best user-friendly navigation
experience, we suggest using a computer to access the site. Using a
phone or tablet may result in limited or obstructed navigation.

Note: If you do not have “Administrator” rights to your computer, you may need
to contact your IT staff for help with this step.

Submit Application

Submit Application

Submitting an application is the first step of electronic plan review. Our Permitting and
Licensing website allows you to submit data and track previous applications.

STURSEE o s s e fison e Permitting and Licensing Account
S Applicants must have a free City of
Permitting and Licensing Boise Permitting and Licensing

account. Afterregistering, you can

use the Apply menu to select your
application, fill in the application

fields, save the data and keep a

record of all your applications.

Need Help?
Call (208) 608-7100 if you need help

signing up.
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e Additional Forms CITVIIORE ey sl e S s .
Applications are listed at e ——
pds.cityofboise.org. They are
numbered and grouped Applications

together by discipline
(Building, Planning, etc.).
Each application has a

Allowed Uze Allowed Uze Alternative Sign Annexation

checklist of required thilond 4 et P

submittal items.

Appeal Boise Ri Boize River Bonds and
Applicati System - Major System - Mino Myl
e Are You the Applicant? P _— ikl Camgribemsin
. Appropriateness Pprop or d - Plan Adoption
Are you the person responsible M o e i

for uploading files and

communicating with the Citye

Make sure you mark yourself as

the project's “Applicant” on

the application form, or you won't receive our emails and be given rights to
upload files.

e Submittal Standards
To pass our prescreen review, all drawings and documents must meet the

L]
Submitting your application online isn't just easier, it's also faster.
Your data goes directly to our database, and a case is created
as soon as you hit the "Submit" button. You don’t have to wait for
us to manually create the case and type in your information.



http://pds.cityofboise.org/
https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
http://pds.cityofboise.org/media/464072/electronic_standards_full.pdf
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Viewing the Applicant Task List

After logging intfo ePlanReview, you'll begin by clicking the “Continue” button to be
directed to your Project Dashboard. Your records will be displayed and any with current
tasks will show an “Open’ button to open the task.

Dashboard View:

CITY of BOISE

& Profile | Admin | Logout
ProjectDox Dashboard May 15, 2025
Click to open
PROJECT DESCRIPTION LOCATION STATUS TASKS (3)
1 Applicant Upload Task

Building/Building/402-404-New 3

BLD25-00615 PoaNA 403 355L Prod Validation 150 N CAPITOL BLVD, Boise, ID 83702 Applicant Upload E3
Buildmg/Bui\d'\n@,’dOZ-dOﬁ-New m

BLD25-01080 Res/NA-402-SFD <4500 Sq. Ft. + 1202 N 13TH ST, Boise, ID 83702 Applicant Upload Applicant Upload Task
Gar’;ge—Test #2 i Be P i i

Open

Use to page

forward/back on your

Click to open the classic view dashboard.

used in our previous version
of ProjectDox (ePlanReview).

1 - 10 of 50 records

l | Bz 5] 2] Nextb‘#{]]

View All Projects

Classic View:

When you click the “View All Projects” button on the Dashboard view shown above,
you'll be directed to the classic view displayed below. The “Tasks” tab will show current
tasks assigned to you to complete. The “Projects” tab will show all current and past
project that you submitted.

ePlanReview
City of Boise | Planning & Development Services | Click for Help

| Tasks | Projects

Refresh  Save Settings

ACTION TASK CASE# GROUP ASSIGNMENT T... STATUS PRIORITY
Compleke | A+ BpRlicant Upload Tosk BLD25-00615 Applicant FirstinGroup Accepted Medium
Accept Applicant Upload Task BLD25-01080 Applicant FirstinGroup Pending Medium

1- 3 of 3 records
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Upload Files

After receiving the application, we'll send an email with the case number and a link to
upload files. You'll have temporary rights to upload files. After submitting the files, your
rights change to “read only.”

If it's your first time using ePlanReview, you'll need to create a new user account so you
can log in and set up your ePlanReview account. To create a new user account in
ePlanReview, click on this link on “How to log into ePlanReview using Boise Secure”.
Instructions for first fime users on ePlanReview begin on page 6.

Upload Files

The applicant’s first step is to upload all required drawings and documents for their
project. Follow the links within your invitation email to access the case and see your

available tasks.
Please review and follow the Electronic Plan Review Submittal Standards.

Documents that do not meet standards will not be accepted and may be deleted in the
system.

Click on the Applicant Upload Task.

Tasks

All | Owverdue  Priority Show | 14 v:rcggnm

ACTION TASK Ca. GR— ST PRl DUE ... CREA... ADD... CASE DESCRIPTION CONL

¥ Conone] ¥\ Cortint 1 ¥ Contor | ¥ | Comoise [ #10me [ ¥ion- v ¥ Tv

T ar i B/ 5 Building/Building 408-R
Accept s Applicant Perding Medium 62721 2:20 PM ::" L :;i;ji::‘ﬁ;‘f;eiﬂel

1-10of 1 records



https://www.cityofboise.org/media/20817/boise-secure-guide-for-citizens-01122026.pdf
https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
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Select Upload Drawings to begin your upload.

ADDIIAARNT 1IDI AAD ProjectFlow

Project Name: BLD21-00%93

Project Description: Building/Building/40%-Fes Alt-Add/MA-Kitchen Remaodel
Review Coordinator: PF Admin

Current User Login:

Task Due Date: 521 229 PM

Please upload files into the appropnate folders below.

poog: @
Please click appropriately for the type of files you are uploading.  Learn how
Upload Drawings Upload Documents

Plans and Drawings for Planning Applications

document

e Upload to correct folders (drawings in the “Drawings” folder and documents in
the “Documents” folder)

e Drawings may be uploaded as individual sheets or grouped into a single file for
similar subject (i.e. all elevation sheets uploaded in a single multi-page PDF).

e Orienteach sheet correctly. Drawings must use “landscape” orientation.


https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
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A pop-up window will open allowing you to search your computer for files.

ePlanReview Close
City of Boise | Planning & Development Services | Click for Help Window

Folder: ELD21-00993Drawings

Browse For Files | for drag files into this area. Start Upload

Select all appropriate files, then click *Open” to copy them over.

Open >
[ v o <« @§01-602 Fire Alarm » Drawings v | O 2 Search Drawings
Organize ~ Mew folder =~ [H o
MName Date modified Type
# CQuick access
L FOD Cover Sheet 4/29/2018 3:09 PM Adobe Acroba
@ OneDrive - Cityof Be ™1 F20 Riser diagram 4/29/2018 3:08 PM Adobe Acroba

@ OneDrive - Personal

3 This PC ,
- Select your files, then select

£ Network 'Open' to copy them owver

€ >

File name: "FO0 Cover Sheet” "F20 Riser diagram” V| All Files ~
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Select "Upload Files” to transfer the selected files into the ePlanReview program. Notice
the messages that appear beneath each file being uploaded:

1. Sheet Size - plans do not meet the minimum sheet size for Building permits. Refer
to the specific submittal checklist for your permit type for the size requirements.
You will also find the minimum sheet size for Building permits listed in our
“Electronic Plan Review Submittal Standards” guide.

2. Multi-Page - plan drawings must be uploaded as individual sheets (1 sheet per file).

3. Sheet Rotated - plans must be in the landscape/horizontal position or will be
blocked from upload.

4. Ready to start upload - the file meets the size, orientation, and single page
standards and is ready to upload

ePlanReview
City of Boise | Planning & Development Services | Click for Help

Folder: BLD25-00168\Dirarwings To “Start Upload™, please comect: ;
3 aof 4 fileis) with submission issues

Remowve / Get Report

Browse For Files | or drag files into area below
Tatak 074
B 5 B
A Please foo shest size
B . b
A& Please fic multi-page e
] o x
.ﬂ Please foc thest rotated 9
B o .
<1
files are new uphoads "
Blue files are new version uplaad (% Ready to start upload

Red files appear to be same as previowsly uploaded {will likely be discarded) £k Femowe, fin, re-select to start upload.



https://www.cityofboise.org/departments/planning-and-development-services/building/building-permits/?category=all&search=all
https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
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Once all the files have been uploaded, the upload window will close and display a
confirmation message.

¢ Files successfully uploaded.

APPLICANT U

| Task Information Imvite Others

Task Information

Project Name: BLD21-00593

Project Description: Building/Building/406-Ras Alt-Add/MA-Kitchen Remodel
Review Coordinator: FF Admin

Current User Login:

Task Due Date: 6/9/21 2:29 PM

STEP 10of 3: Please upload files into the appropriate folders below.

File Upload for: ELD21-00993 @

Please click appropnately for the type of files you are uploading,  Leam how

Upload Drawings Upload Documents

Select Upload Documents and repeat the upload steps until all required documents
have been uploaded.

e Documents
v Files must be .pdf format
v Uploadinto the “Documents” folder
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Submit Files

After uploading files, you need to formally submit them for review by completing the
Applicant Upload Task.

At the bottom of the task window, check the box to confirm you have completed the
upload.

Select “Upload Complete — SUBMIT PLANS" to send the files to City of Boise for review.

Upload Drawings Upload Documents

Select folder to open file list.
» I Drawings (2 - 2 New)

¥ 7 Documents (2 -2 New)

Select the checkbox at the bottom

o

Selection is reguired.

| have uploaded all required drawings and/or documents.

Click "Upload Complete - SUBMIT PLANS' to submit your files

Save for Later Upload Complete - SUBMIT PLANS

Important! You must complete the "Applicant Upload Task” to sulbmit files. We
cannot begin our review until you complete this task.

e Note: You won't be able to upload additional files after completing the task and will be
required to wait until a new task is assigned to you before uploading additional files.

Applicant will now wait for notification from the City of Boise, either for corrections
needed or that prescreen has passed and fees are now due
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Prescreen Task

Prior fo acceptance, we perform a cursory review of the application and plans to
ensure they meet all submittal requirements.

e Allfiles must meet the requirements specified in the Electronic Plan Review

pass prescreen review.

If Corrections are required, the Applicant will receive an email noftification to complete
the “Prescreen Corrections Task.”

Accept the “Prescreen Corrections Task™ to view comments.

ePlanReview
City of Boise | Planning & Development Services | Click for Help
Hame || QL | Project | Enter project na AlTasks | & || Logout | G
Tazks g arar L Rarpar 5 e BLD21-00993: BuildingBuilding d06-Res A%-Add/MA-Kitchen Remoded Msin Contact: (
Ml | Creerdus || Priceity Show| 12 v | records
ACTION TASK Ca GR.. 5T. PRIC... DUED. CREA ADDR.. CASE DESCRIPTION CON
I [+ I+ I+ I+ Iv v I+
Azcept wctiang E{f, Applxant  Pandng Medium 521 13800 BL21 238 PM :'__'l':": :":::;‘“;cf';‘i‘ o
Tac E it L
1=1af 1 reconds
Workflows
MAME COORDINATOR GROUP STATE INTEGRATION MOQE VERSION STARTED COMPLETED
n BAD21-00990 - Building Reridential ) . . P /5021 220
A8 Template - £/5/2021 23027 Phd Raview Coordirator Mt Productson w2 [Version 5] P
1-10f 1 reconds



https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
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The Applicant can view the checklist items and can also add a response comment to
the reviewer. Clicking the Review Comments button will open the list of reviewer
comments in a new window.

PRESCREEN CORRECTIONS [rolectfow avolve
amu.

Task Information rivite Others
Task Infermation
Project Mame: BLD21-00993

Project Description: Building/Building/406-Res Alt-Add/MA-Kitchen Rernadel
Review Coordinatoar: PF Admin

Current User Login:

Task Due Date: 621 3:38 PM

STEP 10of 4: Please respond to all comments
Resolve Review Comments @

Unresolved Comments: 2
Info Only Comments: 0
Files with Markups: 0

Plan Reviews Review Comments Learn how

2 2 of 4: Please upload files into the appropriate folders below.

Close

You can respond directly to checklist items during the prescreen review. Type your
response in the box next to the item you wish to reply to. Close the window once you
are finished with your reply.

Depk: | Shaw Al | ‘ilalu;:i Show All »| Response: | Show All - ‘iun:h.-l.— der keyword o
) T Close Winedow |
Type: | Shaw &1l | Cyglgei Show Al - Tame: | Show &ll -
parn Fiow
Add Camement | Ask Question Please enter your responses @
Ref.# 1 Pearmit Technician B/S/21 33T P

Plans drawn to scabe on minimum 187 x 247 size sheets, Cnill plans stamped and signed
by an kdaho Bcensed engineer or professional

Checklist ltem

Ref.# 2 Permit Technician 6/5/21 237 PM Uploaded latter of approval from CYa21-00003

Planring & Zoning letteris) of spproval for sethack vanance
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Upload any corrected or new documents in the Versioned or New files sections.

Please upload files into the appropriate folders below.
(2]

Select "Versioned Files" to uplcad files as new version updates for files previously submitted and received.
Select "New Files" to uplaad any additional new file into this project as requested.

Versioned Files New Files

Are your updated files named exactly
the same” as the prior versions? Yes No Learn how

* "name-v2.pdf" is not an “exact” file name match to "name.pdf™

» I Drawings (2 - 0 New)

> Documents (2 - 0 New)

The upload tool for Versioned files will display by default, for providing new versions of
previously uploaded files. If you wish to upload new files that have not been previously
submitted, be sure to click the New Files tab.

Select "RESUBMIT PLANS" once all corrections have been made and desired notes have
been added. This action sends the task back to City of Boise for additional review.

Select the checkbox at the bottom

Reviewer Comments Last updated: 6/5/2021 3:38:17 PM

| have uploaded the corrected documents and/or drawings as indicated above.

Click the "RESUBMIT PLANS" button below to complete your task

Close RESUBMIT PLANS

This “Correction Task™ can cycle through multiple fimes until the submittal is complete.

Applicant is notified via email that prescreen is approved, but fees are due prior to
review (with a few exceptions). The official review begins once fees are paid in full.
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Fees Due

Once the application is deemed complete, the applicant is notified via email that
Prescreen is approved, but fees are due prior to review. The project review only begins
once fees are paid in full.

For commission/committee level applications, fees must be paid by 4:00 pm on the cut-
off day in order to be scheduled on the next hearing agenda.

¢ Payment Options
All fees can be paid online with a credit card or an electronic check fransfer.

¢ Online Payment
fees, but logged-in ugé;s_éan_se_l_e_c_’r_éazj_F_J_o_y for multiple fees at a time using the
ePay tool on the Home page

CITY Of BO'SE HOME ™ SEAH

Home

Dashboard
My Records
My Account

ePay
=
@ Record ID
Add To Cart

RecordID Street Address Project Name

Add to Cart {Fee Total selected: 0}

Note: Only permits with amount due greater than $0 will be shown.

After fees have been paid, the project will be accepted for review.


https://permits.cityofboise.org/
https://www.youtube.com/watch?v=ZM9Fh8kZtXs
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Review

After prescreen is approved and you have paid your intake fees,
we can begin our review.

Planning & Development Services, other City departments and
outside agencies will review the plans simultaneously.

Resubmittals

The applicant will receive an email notification if additional corrections are required
during the review. Follow the link in the email to complete the “Applicant Resubmit
Task.”

Note: You cannot upload any new documents until all departments have finished their
reviews and you have received your “Applicant Resubmit Task.”

Applicants must complete the “Applicant Resubmit Task™ to submit the corrected files.
We cannot begin our review until you complete the task.

Select the “Applicant Resubmit Task” to accept the task.

Tasks F taf f F t BLD21-00993: Building/Building/d406-Res Alt-Add/MNA-Kitchen Remodel Main Contact:

Al || Owerdue | Priority Show| 13 | records

ca GR. ST PRIC. DUE Do CREA. ADCR CASE DESCRIPTION COM...
Applicant BLD21 s - S 1721 332 T Building/Building/406-Res Alt
Accept % it Taskc J00993 Applicant Pending hedium PM B/5/21 5:32 PM Add/NA-Kitchen Remodel

1-1of 1 records
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Select “Review Comments” to see any changes requested by the planner or other
reviewers.

; e
APPLICANT RESUBMIT ProjectFlow EHH .volve

‘ Task Information nvite Others

Task Information

Project Name: BLDZ21-00893

Project Description: Building/Building/408-Res Alt-Add/NA-Kitchen Remodel
Review Coordinator:

Review Cycle: 1

Current User Login:

Task Due Date: 6/11/21 5:32 PM

STEP 10f 4. Please respond to all correction items
Resolve Review Comments @

Unresolved Comments: 5
Info Only Comments: 0
Files with Markups: 2

Plan Review Review Comments Export to Excel Import Excel Responses : iy

o

Applicant can respond to reviewer comments directly if no resubmittal is required.

Deept:z | Show All 'U| Sfabus..I Sheow &1 Vl Il.up-mlu':i Show All U| Search: |."".'."-:' rword i Clase Windan
Typesz | Show All - | Cyele: | Sheoww All vl l'imzi Show All - I
Refresh Leam hom
Add Comment / Ask Question Please enter your responses @
Building Type your response here.
Ref#5 Building 1 Pian B/5/21 453 PM Cycle 1
dewer
% 1 FOO Cover
“ I s | i £
]
.. 1
Markup | nsufficient egress - additional routes nequired
Building Type your response here.
Ref#6 Building 2 Plan B/5/21 453 PM Cycle 1

Reviewer
m I : P :
| it |

Enter any responses in the applicant response field. All responses should auto-save.
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The Applicant can also export a list of change views for further review or distribution

and import any responses using the Export to Excel and Import Excel Responses
buttons.

Please respond to all correction items

o
Unresolved Comments: 3
Info Only Comments: 0
Files with Markups: 2
Plan Review: Review Comments Export to Excel Import Excel Responses Lean

Close

Upload the requested corrections.

Please review and follow the Electronic Plans Submittal Standards.

Use the Versioned Files and New Files uploads to provide any new or updated
documents and drawings.

2 of 4: Please upload files into the appropriate folders below.
| for: BLD21-00993 @

Select "Versioned Files" to upload files as new version updates for files previcusly submitted and received.
Select "Mew Files" to upload any additional new file into this project as requested.

Mew Files

Versioned Files

\

Are your updated files named exactly :
the same” as the prior versions? Yes No e

* "name-v2.pdf" is not an "exact"” file name match to "name.pdf”

» Drawings (2 - D New)
L4 Documents (2 - 0 New)

Agency Comments =]



https://www.cityofboise.org/media/12502/electronic_standards_full.pdf
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Once all change views have been addressed and files are uploaded, check both “Task
Instruction” boxes, then select “"RESUBMIT PLANS” to return the project to City of Boise for
additional review.

@
DEPARTMENT REVIEWED BY STATUS
Building Flan Reviewsr Corrections Raguired
Meachanical Mo Review Requirad
Plumbing Corrections Required

47 Select the checkbox at the bottom

2]

*| have reviewed and addressed, including responses where appropriate, all Changemark ltems accessed by clicking on the
“Changemark [tems” button above. *Reguired

*| have uploaded the revised drawings and/or documents required as a result of the review into the appropriate 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. “Required

Click the "RESUBMIT PLANS" button below to complete your task

Close RESUBMIT PLANS

This “Applicant Resubmit Task™ can cycle through multiple fimes until the review is
approved. Version numbers will appear to the right of the file name of versioned files.

Other departments and agencies can upload project comments to the "Agency
Comments” folder.

Taskg Files Status nfo Reports Discuss Reviews BLD21-00093

Refresh
@ B =
FILE NAME
Drawings (2 - 0 New)
K
Docyrpents (2 - 0 Mew? @
- AG_ACHD_Updated.pdf
Agency Comments (3 - 3 New) e - poatedee
@ AG_Airport.pdf

@ AG_Parks.pdf

The applicant can view the document by clicking on the file name.

Once the review is complete, the applicant will receive official notification from the
City of Boise regarding the administrative decision or the scheduled hearing date.
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Project Status

During an active review, the Applicant has a few options to check the project’s status.

Option #1 - Select the “Status” tab for a quick overview of review progress, including
review comments and current active review tasks.

E Rey ¥ BLD21-00993: Buiding/Building/406-Res Alt-AddNA-Kitchen Remodel Main Contact:

Review Type: fepidental
Total Humber of Files: 4

Time Elapsed: -1 days 2.3 hrs
Completed Submission (Prescreen]: O days 2 kg
Prescreen Review Comments (Unresolved): 0

Tirme with Jurisdiction: -5 days 1 ke
Tirme with Applicant: -1 digg 1.5 het

Statms: In Aeview
In Review [Cycle #1): O days 05 hes
Review Comments Unresclved): 5

Esaldmy Plan Rt (3]
Fechancal -]

Plumbing (2]

\ Current Mon-Completed Tasks:

Builchng Plan Reviewer Department Review cyclie #1: O days 0.5 hes [Accepted]

Mechanicsl Department Review oycle =1 0 days 0.5 hrs

Fou more detalle:  Workdlow Bavnng © Wiew Repart

Option #2 - Select the “Reports” tab to access helpful reports. The most common are:
¢ Plan Review — Department Review Status,
¢ Plan Review — Workflow Routing Slip Reviews, and
e Plan Review - Review Comments.

Plan Review — Workflow Routing Slip Reviews combines several different pieces of useful
information. It will be near the bottom of your report list and is also available on the
Status tab. We encourage you to check it out.

Repails ’ ELD21-D0993:  Eulding Buikdeg 408-Res Alt-AdalMA- Kitthin Remade Mair Comtact: |
ACTHON REFOST MAME REPORT TYPE REFCIRT DESCRIFTION
I e [ L
o an Revisw - Department Review Status ProgectFlow Status of depirmentsl reviews Tor 8 speafied workflow
=1 mn Pk 5 Enard Plam P PripctFow Crsoyrpatens within workdflow task foems used withan this progect
I : - Lits the: review comments, checkist snd changemark detads for & workflow instance
L5 Fpow -« Ranowpwe Cammeent PriageetFgw
. P Cycies
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Option #3 - View progress on City of Boise Permitting and Licensing,

Enter your permit number in the search bar and hit Search. When the project opens, use
the Record Info menu to open the Processing Status page and review the list of
completed and upcoming project tasks.

CITY of BOISE HOME~  SEARCH~  APPLY~  REQUEST™  REPORTS

City of Boise

Permitting and Licensing

Logged in as: My Projects (0) Cart{0) B Account Management & Logout

Search Records, a~

Record BLD21-00993. Add to Cart

Add to My Projects

406-Residential Alterations & Additions

Record Status: In Review
Payments v More... v Documents

Processing Status

3% » Application Submittal
Prep for Issuance
QA Fee Review
Permit Fee Payment

Issuance



https://permits.cityofboise.org/
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The plan reviewer may make notations on the drawings and documents that you upload
to your case. These are meant to be either informational or require action on your part.

e Markups or red lines are shown in red text and are meant to be informational only.
e Change Views and Callouts are shown in blue text and require action on your
part.

There are several ways to view markups, change views, and callouts, which are each
explained below:

1. File View

When you're in either the Drawings or Documents folder, you can identify a file with a
markup/change view/callout when an icon with a pencil and exclamation mark are
present.

FILE MAME STATUS REVIEWED

@ A0 - SITE PLAN - DEMOLITION. pdf

@ AT11 - SITE PLAN - NEW.pdf V2

To view the information from the file view, click on the icon to open the File Markups
window. Next, check the box and then click the “View" button.

File Markups
Markups attached to A11 - SITE PLAN - NEW.pdf
VIEW DELETE  MARKUP NAME AUTHOR MARKUP DATE
O @x ProjectDox- 9.4.9.923 Regression Testing 04182025 Joseph Bu Morrisrce 4/18/25 9:49 AM

View | | Close




ePlanReview | Planning User’s Guide | Page 24

CITY of BOISE

In the example below, the drawing has multiple markups shown. You can click the
checkbox icon at the top of the Comments section to turn on the multi-select option,
which then allows you to select each markup you want to view. A blue line will then
extend from the comment to where the comment is located on the file

A31.1-WALL TYPES. pdf

@ @ Annotate Measure Q 5‘
0] Oov T+ @A~ (o 4
Search comments
I
ey | Comments (4)
@ W3 WALL TYPE @ W4 WALL TYPE Sort: | Position v =
T | o elien
LA A ] Mi b = Reviewer comments
: ’ would be shown
@ W8 WALL TYPE @ WO WALL TYPE here.
!
Insert text here
5 e 1
AR Y — g
N RATED @ W13 WALL TYPE @ W14 WALL TYPE @ W15 WALL TYPE ReV\eWer COmmentS
would be shown
here.
@ W18 WALL TYPE @ W19 WALL TYPE @ W20 WALL TYPE Reviewer comments
would be shown
here.

2. Reviews Tab

Another option to view Change Views and Callouts is by going to the Reviews tab.

NOTE: This opfion should not be used to view markups, as they don't appear on the
Reviews tab.

To open the Reviews tab, click on “Reviews” located near the upper left section of
the ePlanReview screen.

ePlanReview
City of Boise | Planning & Development Services | Click for Help

Tasks Files Status nfo Reports Discuss Reviews

Refresh

o

Upload Files

A 0 B b

Once you open the Reviews tab, you'll see any Change Views or Callouts entered by
the plan reviewer, which require action.
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The third way to view Review Comments is by pulling a report from ePlanReview.

NOTE: This option should not be used to view markups, as they don't appear on the
Reviews tab.

To generate areport with all Review Comments, click on “Reports” located near the
upper left section of the ePlanReview screen. Next you can simply scroll down to the

“Plan Review - Review Comments” report or type “Review Comments” in the Report
Name field to filter out the report. Then simply click on the hyperlink to open the

report.

ePlanReview
City of Boise | Planning & Development Services | Click for Help

Tasks Files Status nfo [ Discuss Reviews BLD25-00958: Building/Building/402-404-New Res/MA-Raj House
Refresh  Save Settings
ACTION REPCRT NAME REPORT TYPE REPORT DESCRIPTION
I v rcvicv comments [ [

Plan Review - Review Comments

2]

1 matching records

All of the Change Views and Callouts entered by the plan reviewers will be
displayed. The report will also show you the status, whether they are unresolved, or
resolve, etc. and includes not only the comment from the reviewer but any response
you've entered to respond to the reviewer.

ProjectFlow Lists the review comments, checklist and markup details for a workflow instance review cycles.
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Project Approval

Download Plans

Once the permit fees have been paid in full and all associated
permits have been issued the Applicant will receive an email
noftification with instruction on how to download the approved
plans.

Download and Print Approved Plans: The architect/applicant must

download the approved plans (see insfructions below) and documents and provide a
full-size copy of the approved plans and documents to the contractor. An approved
paper plan set, as well as the Inspection Card and signed Permit, must always be on
the job site during construction.

Download Approved Plans
The email notification includes a link to the specific project/case.

1. Open Email
Open the email and click the link. Log in to ePlanReview, and under the Files tab
open the “Approved Drawings” folder (Fig. 1).

2. Select All Files
Click the check mark (Fig. 3) to select all files (Fig. 2), then click the “Download
checked files" icon (Fig. 3).

3. Download Zip File
The files are bundled as a zip file for convenience. Click the “Download” button
and save the zip file to your computer.

.
ePlanReview
City of Boise | Planning & Developi
Home Q Project: |Enter project nameg ePlanReview
City of Boise | Planning & Development Services | Click for Help
Home || Q | Project:|Enter project name Create Project | | All Tasks | All Reports | | & || L
e
Files
Tasks | Files | Status Info  Reports Discuss  Reviews BLD21-00954: Building/Buildin... Main
Refresh &
Refresh
Upload Files Upload Files f&]% B & [ 13 of 13 files
FILE NAME STA..
Draw New)
. - [
Drawings (9 - 0 New) Dammrt Mier B st cnac I
v _[@ 0118-Application Report Building 20210512 095718 pdf REpOrs Liscuss \EVIEWS BLD21-009]
Documents (3 - 0 New)

Select All Download Selected
ﬁge‘:}- Comments (1 - 0 I\—;-_-\j "_@EUL"EE larm_checklist-2016.pdf

Approved Drawings (13 - 0 New) v,@m_ru /Addressing-BLD21-01707.pdf

Aolee e

Figure 1 Figure 2 Figure 3

Ad Her Pa-..';-;-
Ad Hoc Review
v |ED 81805460 letterpd
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Changing your Password in ePlanReview

To reset your password in ePlanReview:

e C(Click to go to ePlanReview.
e Click on “Applicant Login”.

CITY of BOISE

Login

Applicant Login

Employee Login

e Enter your email address, and then click Continue.

CITY of BOISE
SECURE LOGIN

One login for all your City of Boise accounts.

We are uniting all City of Boise loging so you can have a
single account for any city application you need to securely
access! Learn more about Boise Secure

Email address*

[ testuserboisesecure@gmail.com

By continuing you agree to the City of Boise's Terms of Use .

MNew to Boise Secure? Create an account


https://boiseb2cprod.b2clogin.com/boiseb2cprod.onmicrosoft.com/oauth2/v2.0/authorize?p=b2c_1a_9fa746e3b0104521a08604b4668f716a_boiseb2cprod_signinpolicy&client_id=2908348e-2764-4c12-bd3a-8cbc05dae8bc&redirect_uri=https%3A%2F%2Favolvecspiam-as-authmiddleware.azurewebsites.net%2Fsigin-oidc-65b29e28a8d44412a8f228e23aa9ab42&response_type=id_token&scope=openid%20profile&response_mode=form_post&nonce=638775107584139922.MTNmYTJjMTAtMzliYS00ZjEyLWJiNGItNGZiOTcwMTBiNWU2ODk0Y2MxMTMtNDA1My00MmYzLWJjMWItZTVmYzRiOGYwYTNh&state=CfDJ8MQljppZljRNoX3mPolkC9BVvPTGLvLSm2L_lEDPKWXKYyPHX9fhkZwHML3ov2QFFntPvIvqddfolcJRs31TMwLc-S1cTPsSgJXis-_5A706m1R5VE78dUi6zqq3KGul1D4F1S_6xWGuKHhhgXUAYAasAiME3oM4yZ3-NbZRfGUoLJNRG0kXC4bQp9427PZgW6pxgpBs0VXqdvpa9C_fHbVzp0RcsmqOjELh0EoXsmUZ37EL5adNjZLYSy34fzSzEdFSrDyvC7KX4iSxnXErZkzvWLPNgaTrvix5aVg522A2W9jflMXXjCOM3a4uJeICoB_TlMeg5OTVtEsoN4YYZpB3pUJ2uKVwCSNxgNAhHOFpl_e-Gg_F5AE33b3guRPvtUMtqIn4SX5AMFVtOC-m-3EeCM1djO7Eg2kAiL_EzwdYUJfEqvqfK4KsiRHLXKmKmWrDAqKyow8Xyq7F6f5KTmbnnHGtiWnHWNuO2DfML8dWkmHf4c_1uHLht8QMR5GcW52u4KB_xunk0_d65K0jMAGoFYO9b0g6OF5bhdfEWPQSic9Udfg9exCiM6K7CtpXcQ&x-client-SKU=ID_NET8_0&x-client-ver=7.5.0.0
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¢ Click on the “Forgot password?” link that appears below the Password field, and the.

CITY of BOISE

o

SECURE LOGIN

D login Tor alll your ity of Boise accounis.

Wi g Uniting 8l City of Boiie 1009 80 voul Can Plie §
gingle acoound Tor gy City B0 s TR TR T
e Learn more aboul Boise Secure

testuserbolsesecure@omallcom  Edit

Password®

Imnmm_?l

By conbruwng you agree 1o the City of Boise's Tenms of Use

Lot nue

Hew 1o Boise Secue? Creale acoount

e On the next screen, click “Continue”.

CITY of BOISE

Forgot Your Password?

Enter your Email address and we will send you
instructions to reset your password.

Email address*

testuserboisesecure@gmail.com

Back to Login
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e Entfer the 6-digit verification code you received in email and then click “Continue”.

CITY of BOISE

Verify Your Identity

We've sent an email with your code to:
Seatoader@gmail.com

Didn't receive a code? Resend

[ Enter the 6-digit code*

Go back

e Follow the prompts by entering and re-entering a new password, ensuring to follow the
new password guidelines for your Boise Secure account.

New passwords must contain:
o Atleast 8 characters,
e Afleast 3 of the following:
o Lower case letters (0-z)
o Upper case letters (A-Z)
o Numbers (0-9)
e Special characters (e.g. |@#$%N*)
e Cannotinclude these characters +, &
e Cannot contain your username.

Click on Reset password to continue.
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¢ On the next screen, validate your account information including your phone
number and whether your account is SMS enabled. Click Save.

CITY of BOISE

Manage your account

Update your profile

First Name*®

Test

Last Name*

UserBoiseSecure

Jone*

2086087070

Your current selection for SMS - Yes

SMS (text) Enabled? *

Yes
No
e If prompted to verify your phone number, which will enable 2-factor

authentication, you may click Continue to verify or you may skip this step
initially but will get prompted in the future to complete this step.

Need Help?



http://pds.cityofboise.org/ePlanReview

