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City of Caldwell | Electronic Plan Review

Step 1: Login

Click the link in the welcome
email to login using the
provided temporary password.

Step 2: Applicant Upload
Open your project.

Select the Drawings and
Documents folders.

Use the ‘Upload Files’ button
to open the upload dialog.

Open your ‘Upload Files’ task
and complete.

Step 3: Prescreen Corrections

If there are questions during
prescreen you will get an
email.

Click the link in the email to
open the Prescreen
Corrections Task.

Open the Prescreen Checklist
viewer and respond to each
item by double-clicking in the
Applicant Response field.

Upload any additional files
requested.

Open the task, select the
checkbox to verify you are
complete and click the ‘Return
to City of Caldwell’ button.
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Task Instructions

After you have successfully uploaded all required plans and documents, please clck the ‘Upload Complete - Noify City of Caldwelf
utton.

I have uploaded all required drawings and/or documents.

Upload Gomplete - Notify City of Caldwell ~ Complete Later

Click Here for Regscreen Checklist (2)

Workflow Review Checklist Item Viewer
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| have uploaded the corrected documents and/or drawings as indicated above.

Return to Cityiaf Caldwell | Close
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Step 4: Applicant Resubmit

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

If there are questions during

p|an review you W|” get an View Changemark ltems (1)  View/Edit Checklist Items (1)

email.
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Checklist Items and respond to
each item by double-clicking in e
the Applicant Response field.
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Open the task, select the
checkboxes to verify you are
complete and click the it (o m—
‘Resubmit Complete’ button. e e
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Task Instructions
| have reviewed and addressed, including responses where appropriate, all Checklist Items accessed by clicking on the "Checklist
Items" button above.

| have reviewed and addressed, inciuding responses where appropriate, all Changemark ltems accessed by clicking on the
*Changemark ltems" button above,

| 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.

Resubgit Complete  Close

Step 5: Download
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approved you will get an email A Documents
with a link to download the
approved files.
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Select all of the files you want
and click the download button.
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