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1. Introduction

The City of Richmond has implemented ePlan, an online system for the review of Servicing Agreement
(SA) documents.

The ePlan system improves customer service levels by providing the following benefits:

1.
2.
3.

Reducing review times;
Improving tracking, reporting and accountability; and

Reducing resource use.

ePlan Review Process Overview

1.

11.

12.

The ePlan review process is initiated when the Developer or their designated contact (the “Project
Contact”) submits an SA application electronically via MyPermit. The Project Contact will receive an
SA number and will be requested to pay the SA application fee.

The Project Contact will be setup with an ePlan account and will be requested to provide their Civil
Engineering Consultant’s (the “Engineering Consultant”) contact details.

ePlan will send an email to the Engineering Consultant, requesting documents be submitted
through ePlan.

The Engineering Consultant will upload drawings and documents to ePlan.

The Development Applications Coordinator pre-screens the submission to ensure completeness
and compliance with City submission standards. Engineering Consultants will be notified if
corrections are required; otherwise, the files will be distributed to relevant City departments for
concurrent review and comment.

City staff will review and comment on submission documents digitally through the ePlan system.
Review typically requires one month to complete, but review times may vary depending on
complexity. ePlan allows both the Project Contact and the Engineering Consultant to check the
status of the review at any time (Refer to Section 11 of this Guide).

The Project Contact and the Engineering Consultant are notified through email once the review is
complete. Comments can be viewed and downloaded through ePlan.

The Engineering Consultant will respond to all comments through ePlan and upload revised
drawings and documents.

Steps 5-8 are repeated until all City comments are addressed and drawings are ready for approval.

. Once all statutory-right-of-way registration and other requirements have been met, the drawings will

be stamped for approval.

An email will be sent to notify the Project Contact and Engineering Consultant that the drawings
may be downloaded and circulated for construction. Note: Prior to construction, a Preconstruction
Meeting is required with City Inspections. City Inspections will set up the meeting once all
requirements have been met. The Development Applications Coordinator will notify the Project
Contact and Engineering Consultant of the requirements.

The Engineering Consultant is required to send hard copies of signed and sealed approved
drawings to the Development Applications Coordinator for distribution to field staff. The number of
drawings required will be confirmed at the time of approval.
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This User Guide provides Applicants, including Developers and their Engineering Consultants, with
directions to navigate the SA review process using ePlan system.

In addition to this User Guide, please refer to the instructions provided within the Help Manual
embedded within the ePlan system and visit the City of Richmond’s website at
https://www.richmond.ca/business-development/e-plan/servicing-agreements.htm. Please also refer to
the Terms and Conditions of Use in Appendix A.

2. Submission Standards

This section outlines standard requirements for creating, naming, formatting and submitting SA
documents through ePlan. Maintaining standards minimizes SA review times and ensures that the City
obtains consistent, functional record documents.

Submission Document Requirements
ePlan allows Applicants to submit drawings as well as supporting documents for the City’s review.

Drawing Files
1. Drawing files depict infrastructure to be constructed through the SA.

2. Drawing files include title sheets, key plans, survey plans, and all other plan types required to depict
the infrastructure being constructed.

3. Drawings must be prepared in accordance with the City’s Engineering Drafting Standards, with the
exception of one amendment according to Item #4 below. The City’s Engineering Drafting
Standards is available digitally at no cost.

4. The bottom left corner of all drawings shall be left blank and be reserved for the City Approval
stamp. BC One Call instructions originally occupying this space shall be incorporated as a standard
drawing note. Required margins will position the blank space 0.5” from the bottom and left edges of
the document.

5. Drawings shall be submitted as single-page, separate files, and in vector PDF format.
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6. Drawings shall be uploaded into the permit’s “Drawings” folder within ePlan. Detailed file upload
instructions are provided in Section 6 of this document.

7. All drawing files must be digitally sealed using EGBC approved software. For more information,
please refer to EGBC guidelines found at https://www.egbc.ca/.

8. All drawing files prepared by Registered Landscape Architects must be digitally sealed according to
BCSLA digital seal policy.

Supporting Documents

1. Supporting documents provide information to support the permit drawings. Such documents may
include, but not be limited to letters, e-mails, geotechnical reports, arborist assessments,
calculations or checklists.

2. Each submission must be accompanied by a sealed copy of the completed Servicing Agreement
Design Drawing Checklist, available for download at
https://www.richmond.ca/__shared/assets/eplan-sa-checklist44641.pdf. Additionally, TCA/OBI form
and SA Checklist are also required. .

Supporting documents shall be submitted in a searchable PDF format.

Supporting documents shall be uploaded into the permit's “Documents” folder within ePlan. Detailed
file upload instructions are provided in Section 6 of this document.

5. All engineering reports must be digitally sealed using EGBC’s approved software. For more
information, please refer to EGBC’s guidelines found at www.egbc.ca.

Submission of As-Constructed Drawings

Hard copies of as-constructed drawings shall be submitted to the City’s Inspection department for
review. Once drawings have been finalized, electronically sealed copies shall be uploaded to the “As-
Constructed” folder within ePlan for record purposes.

Drawing Numbers
Drawing numbers shall consist of the following components:

1. City Permit Number: The permit number, typically shown in the form “SA24-123456", includes the
year of the permit application (24) and a unique permit identification number (123456) assigned by
the City for each specific permit. This number will be shown in the ePlan system and in emails you
receive regarding your permit. Drawing numbers shall begin with the permit number in reverse
order (123456-24).

2. Drawing Type Identification: A 2-digit identification number that indicates drawing type (survey,
sanitary, traffic etc.). Please refer to Table 1 for identification numbers assigned for each drawing type.

Note that title or cover sheets are not assigned a drawing number.

File Names

Drawings

ePlan drawing file names should include the following:

1. Drawing Number: Drawing number, assigned per the above section.

2. Drawing Type Abbreviation: Abbreviation of the drawing type, as defined in Table 1.
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3. Sheet Number: A 2-digit number indicating a specific drawing number for any one drawing type.
Each discipline’s first drawing begins with 01 and increases linearly up to the total number of
drawings of that type (e.g. 01, 02 and 03 for Roadworks drawings with 3 sheets).

Table 1 provides an example of drawing numbers and file names for a medium-sized Project,
SA24-123456.

Table 1: Drawing Number and File Name Convention

Drawing | Drawing Type

Drawing Type Abbreviation Drawing No. _ File Name

Title Sheet N/A TITLE N/A N/A 123456-24 TITLE
Survey Plan 03 SURVEY 123456-24-03 | 01 123456-24-03_SURVEY_01
Key Plan 04 KEYPLAN 123456-24-04 01 123456-24-04_KEYPLAN_01
Roads Works 05 ROAD 123456-24-05 | 01 123456-24-05_ROAD_01

02 123456-24-05_ROAD_02

03 123456-24-05_ROAD_03
Water Works 06 WATER 123456-24-06 @ 01 123456-24-06_ WATER 01
Storm Works 07 STORM 123456-24-07 | 01 123456-24-07_STORM_01
Sanitary Works 08 SAN 123456-24-08 01 123456-24-08_SAN_01

02 123456-24-08_SAN_02
Street Lighting 09 LIGHTING 123456-24-09 | 01 123456-24-09 LIGHTING_01

02 123456-24-09_LIGHTING_02
Landscape 10 LAND 123456-24-10 01 123456-24-10_ LAND_01

02 123456-24-10_LAND 02

03 123456-24-10_LAND_03
Environmental 11 ENVIRO 123456-24-11 | 01 123456-24-11_ENVIRO_01
Dike 12 DIKE 123456-24-12 01 123456-24-12_DIKE_01
Electrical Vehicle Charging 13 EVC 123456-24-13 NA*
Traffic Signals 14 SIGNAL 123456-24-14 01 123456-24-14_SIGNAL-01
Pavement Signs & Markings | 15 TRAFFIC 123456-24-15 | 01 123456-24-15_TRAFFIC_01

02 123456-24-15_TRAFFIC_02

03 123456-24-15_TRAFFIC_03
District Energy Utility 16 DEU 123456-24-16 NA*

*This example project provides no Electrical Vehicle Charging or District Energy Infrastructure so no
drawing is generated for these assets.

Supporting Documents

No specific naming convention is required by the City for supporting documents; however file names
should be indicative of the document content and are limited to a maximum of 20 characters.

Re-Submitted Files

Re-submitted files should use EXACTLY the same file name as the original submission. No additional
letters or numbers to identify a subsequent version should be added. ePlan will automatically tag the re-
submitted file as a new version when it is uploaded with the same file name.
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City Markup Standards

The City’s review comments are marked onto drawings and documents in the form of “changemarks.”

To help Applicants quickly identify where review comments originate from, each City department’s
markups and changemarks are assigned a standard name and colour, as defined in Table 2. Markups
by City staff will be named as the Markup Group, followed by the Reviewer’s initials. For example,
comments made by Bob Jones in Engineering will be titled ENG-BJ.

Table 2: Markup Naming and Colour Standards

City Department / Group Markup Group | Markup Colour
Approval — Development ADEV Purple
Approval — Engineering AENG Purple
Approval — Parks APARK Purple
Approval — Transportation ATR Purple
Planners PLAN Turquoise
Development DEV Red
District Energy Utility DEU Brown
Engineering ENG Green
Environmental Sustainability ENV Yellow
Environmentally Sensitive Area ESA Coral

Fire Prevention FIRE Dark Green
Park Planning PARK Pink

Street Lighting SL Orange
Transportation TR Blue
Traffic Operations TO Blue

Traffic Signals TS Blue

Note that Applicants are not permitted to add drawing mark-ups.

The Engineering Consultant is required to respond to all changemarks. Refer to Section 8 on how to
respond to City review comments.

3. Login to ePlan

Project Contact Invitation

Upon the Project Contact completing a Servicing Agreement application, a new project will be created
in the City’s permitting system. The Project Contact will receive an email from ePlan requesting the
Project Contact to log into ePlan and enter the Engineering Consultant’s contact information.
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The Project Contact can follow the link to access and log in to ePlan. Only the Engineering Consultant
is able to submit documents through ePlan. However, the Project Contact may access the submission
status of the application through ePlan (Refer to Section 11).

Engineering Consultant Invitation

Upon receiving the Engineering Consultant’s information, ePlan will send an email to the Engineering
Consultant. Similarly, the Engineering Consultant is required to follow the link provided to access and
log in to ePlan.

New Users

Computer Setup
ePlan is best compatible with the following internet browser Microsoft Edge.

New Account Setup

As a new user, you will receive an invitation email providing you with a login ID (your email address)
and a verification code. Follow the link provided and enter the login information.

Welcome to Online Submission!

Before gaining access, you must confirm your account.
TIP: Set New Password Now

Your verification code will expire quickly. If it has expired, you can
click on Login and request another to be sent by email.

Your login: ncheah@mailinator.com
Verification code: AS66E3 good until 4/26/2024 3:47:12 PM

To set a new password, please click on "Login" below.

To confirm account and set your password

Please do not reply to this email.
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You will be prompted by the system to change your password. Upon logging in for the first time, you will
be required to enter your personal information. Mandatory fields are marked with asterisks. Once all
mandatory fields have been completed, click the Save button in the middle of the screen, and you may
begin to use ePlan.

Existing Users

If you are a returning user, login to ePlan Review using your existing e-mail address and password. If
you have forgotten your password, click on the “Forgot Password” button and the information will be
emailed to you. This will work only if you have logged in once.

4. Navigating ePlan

City Permits Page

Once you have logged into ePlan, you will be taken to the ProjectDox Dashboard page. This page
shows impending tasks and their associated projects.

— Fichnond
& Profile

ProjectDox Dashboard Apill 26, 2024

My Projects o

Preject stat

IPTION LOCATION STATUS TASKS ( o
Frojsct addrase N :
NC SATEST Submitter Infa SAhm\(:er Info Update

1-10f 1 records Action swsilsble 1

You may choose to click on the action button under the “TASKS” column to access the task.

Alternatively, to get to the City Permits page, select “View All Projects”. This page provides access to all
permits assigned to you and all outstanding tasks requiring your action.

The City Permits page contains the following sections:

1. Navigation Bar: Allows you to navigate to different sections of the site, including the Help button
and access to your profile information.

2. Active City Permit List: A list of recent permits you have accessed. Click “All Permits” to show all
permits assigned to you. Permits are listed in order by Permit number, but can be sorted by clicking
on any header field name.

3. Task List: A list of all active tasks pending your action. Completed tasks are automatically removed
from this list. IMPORTANT: Review Section 0 before accepting a task.
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1. Navigation bar Help button

Home Q Project: | Enter project name Create Project All Tasks | All Reports & Logout

Shortcut to toggle filter list

All | Overdue  Priority Show

DUE DATE CREATED SITE ADDRESS

Y v | Y v | Y

10/4/23 8:39 AM

10/24/23 1:05 PM

—— .

| / Richmond

3. Task list

Tasks City Permits

2. Active City permit list
Refresh  Save Settings

ACTION ITASK I CITY PERMIT NUMBER
I v
Complete Submitter Info Update SA19-879200
Accept Submitter Info Update SA21-930741

Action column and Task column: By clicking the buttons under the Action column (“Accept” in

this case) or the buttons under Task column brings up a pop-up window providing more information
about the task.

City Permit Number column: By clicking the buttons under this column brings you to the SA
Permits page.
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SA Permit Page

Every permit has its own page where you can review tasks and upload documents. Clicking on a
specific permit number under the Active City Permit List on the City Permits Page will direct you to a
specific SA Permit Page. This page contains the following sections:

1. Navigation Bar: Allows you to navigate to different sections of the site, including the Help manual,
access to your profile information, and the City Permits Page.

2. Permit Information and Reports: A summary of the permit details, including contact information
and status.

3. Documents: Allows user to upload or retrieve documents and drawings. Information on uploading
files can be found in Section 6.

4. Home: allows user to return to City Permits Page or Task Page at any time.

— -

J/Richmond
Home Q Project: i
Tasks Files Status Info Reports Discuss SA21-930741: :
Refresh
Upload Files Ea U F@ LE%' EB & E].
Documents

FILE NAME

Drawings
I -

Documents (1 - 0 New)

Approved

As-Built Drawings
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5. Accessing, Accepting and Completing

Tasks
Workflow Tasks

The Project Contact is required to complete the Submitter Info Task to input the Engineering
Consultant’s information: First name, Last name, and Email address. Select “Invite User” when
complete. This step is required even if the Engineering Consultant has an existing account.

Resources Task Information Workflow Report

City Bylaws

e Bylaw No. 8751: Subdivision and Development Bylaw

e Bylaw No. 7222: Residential Lot (Vehicular) Access Regulation
e Bylaw No. 8057: Tree Protection

e Bylaw No. 8441: Watercourse Protection and Crossing Bylaw

Other Helpful Links
s Engineering Design Specifications

¢ MMCD Supplementary Specs and Detailed Drawings
e Survey Requirements

Add contact information provided to Applicant-Civil Consultant group.

e/Remove Project User @
Invite to Group: | Applicant-Civil Consultant v
First Name: | |
Last Name: | |
Email: | |

Invite User

Remove from Group: IAppIicanthiViI Consultant v I

Name: I VI

Remove User

Complete Save for Later Close

By an email, ePlan will notify the Engineering Consultant. The Engineering Consultant is required to
complete the following tasks throughout the ePlan review process:

5030670 v3
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1. Applicant Upload Task: Engineering Consultant to upload all necessary permit drawings and
documents into ePlan for the City’s review.

2. Prescreen Corrections Task: This task may or may not be required, depending on whether the
original submission meets the City’s basic submission requirements. If revisions are required, the
Engineering Consultant will be assigned a task to make necessary corrections.

3. Applicant Resubmit Task: Engineering Consultant to review and address the City’s review
comments, and resubmit drawings and documents as required to satisfy review comments. This
task may be repeated several times throughout the review process until the drawings are ready for
approval.

—

Hi;hmond

T

Fopart S024-037184:

ALTION IASE CITY PERMIT ML
L

Serd DETI84

At each stage, the Engineering Consultant will receive an email notification that the task has been
initiated and assigned to them. The Project Contact will also receive email notifications when these
tasks are initiated, but no action from the Project Contact is required.

More details of how to navigate through each task are provided in Sections 6, 7 and 8.

Accessing, Accepting Tasks, and Completing Tasks

Tasks are accessed through ePlan. Begin by logging into ePlan through the link provided in your
notification email.

Tasks can be accessed from two locations:
1. Within the SA Permit Page;
2. Within the City Permits Page.

Staff recommend accessing tasks through the SA Permit Page as it is easier to respond to them from
this location.

Accessing Task Location 1: SA Permit Page — Workflow Portals

You can access active tasks pertaining to specific permits through the SA Permit Page, accessible by
clicking on a specific permit number under the Permit List on the City Permits Page.
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Tasks City Permits

Refresh ~ Save Settings

ACTION CITY PERMIT NUMB... LOCATION DESCRIPTION

= V) O NC SA TEST

%) @ 5 saz11111 NC-TEST1

[y
I

While on the SA Permit Page, you can find your active tasks for the permit under the tab “Tasks”. Click
on the task you wish to accept by clicking on the “Accept” or “Applicant Upload Task” or “Complete”
button. A Task dialogue box will open, providing instructions for completing the task.

Tasks Files Status Info Reports

Start New Workflow

Refresh  Save Settings

ACTION TASK (

I v

Resubmit Received Task -
Staff Review

Complete  |[&*

Accessing Tasks Location 2: City Permits Page — Task List

All active tasks pending your action are shown in the Task List at the bottom of the City Permits Page.
You can accept tasks by clicking on the Task name or the Action button.

Tasks City Permits

Refresh  Save Settings

ACTION TASK CITY PERMIT NU...
I v
Complete Submitter Info Update SA19-879200
Complete Submitter Info Update SA21-930741
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A sample dialogue box for the Applicant Upload Task is shown below. Note that the information and
instructions presented differ for each task. The information shown at the top differs depending on which
list has been selected.

Resources: This shows a list of bylaws available for reference along with other links that may
be helpful in describing City design standards.

Task Information: This shows information relating to the project, the user, and the task due
date.

Workflow report: This shows details relating to drawing routing between City departments
and Engineering Consultant.

Completing Tasks

Once the task, such as uploading documents for the Applicant Upload Task, has been completed, open
the Task dialogue box and click on the “Submit” button.

Applicant Upload - Google Chrome

25 richmond-bc-ca.avolvecloud.com/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowTaskD=45304&

<

Resources Task Information Workflow Report

City Bylaws

: Subdivision and Development Bylaw

* Bylaw No.
B: (Vehicul s Regulation

latercourse Protection and Crassing Bylaw
Other Helpful Links
* Engineering Design Specifications

* MMCD Supplementary Specs and Detailed Drawings
* Survey Requirements

6. Applicant Upload Task

The City requires that all permit files be uploaded by the Engineering Consultant. Once the SA
application is initiated and the Project Contact has provided the Engineering Consultant’s contact
details, the Engineering Consultant will receive a task, by email, to upload all necessary files to ePlan.
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Uploading Files

File uploads can be accessed via Tasks.
The Task Instruction section includes a three-step drawing and document upload process.

Select the Upload Drawings or Upload Documents button to drag and drop files or browse for
the files.

1. Ensure that all drawings and documents have been uploaded, as per the SA design checklist.
Drawings and documents are to be uploaded into the appropriate folder.

Plzase follow the stans belou

Sefect and upload your drawing and supporting document ties into this project, as required

@

Flease dick apgopeistely foe the type of files vou are vpiosding

Upload Drawings Uplead Documents

0 hles (prkeamed yen,

2. Confirm that all files have been uploaded via the checkbox.

Check all to confirm you have completed this task and are now ready to submit
o

1 o1 have upteaded 3| reguired dravengs ardior dooumerts, “Required

3. Click “Submit” to complete drawing/document upload, or click “Complete Later” to save your
progress and return to this page. The dialogue box can be re-open the same way at any time
until you complete the task. Clicking “Submit” completes the task.

Click the "Submit” button below to complete your task

Complete Later

IMPORTANT: Do not click “Complete” until the task has been fully completed and is ready to be
submitted to the City.
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Files that are uploaded will go through an automated, basic screening to ensure that they are
digitally sealed, they have the right orientation and are named properly.

Files will also be colour-coded. Uploaded files must have the exact same title and cannot be
the same drawing as a previously uploaded file. Files that do not comply will be removed and
will not be uploaded.

files indicate new uploads.

Blue files indicate that they are new versions of previously uploaded files.

Red files indicate that the file has been uploaded previously. Duplicates will be deleted.

— .

J/Richmond Elose Windaw
9.2 Test Svstem

Folder: SA24-037184\Drawings

Browse For Files  or drag files into this area. Start Upload
N
-~
A 0B/S80.99KB X
</
B 0B/857.48KkB X
«
k 0B/843.53KE X
«
5] 0B/829.14KkB X
]
[ 5 0B/929.76KB X
</
] 0B/879.11KB X
</
[ 5] 0B/635.86KB X
«

0 of 9 uploaded Hide Details

0B/7.36MB

files are new uploads (¥ Ready to start upload
Blue files are new version uploads

3 L . ) A\ Remove, fix, re-select to start upload.
Red files appear to be same as previously uploaded (will likely be discarded)
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To upload files, first select the relevant Permit Number under the Active City Permit List on the City
Permits Page.

Refresh  Save Settings

ACTION TASK CITY PERMIT NUMBER
I - v
Complete Submitter Info Update | SA19-879200
Complete Submitter Info Update | SA21-930741

This will direct you to the Permit Page where files can be uploaded. Uploading files is quick and easy—
simply follow the steps below:

1. To upload drawings, go to the “Files” tab and click “Drawings”. With “Drawings” highlighted in blue,
as shown below, click “Upload Files”. Alternatively, to upload supporting documents, click the
“‘Documents” folder, so that “Documents” is highlighted. Please do not upload supporting
documents into the “Drawings” folder, or vice-versa.

\_/Ei?hmond

Home Q Project: | Et

Tasks | Files 1] Status Info Reports Discuss SA21-930741: .
Refresh
Upload Files ﬂ g e E]E% E@ it @_
FILE NAME

Drawings
. I -

Documents (1 - 0 New)

Approved

As-Built Drawings
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2. Upon clicking “Upload files”, a new window will popup. You may choose to click “Browse for files” to
select your files, or drag files into the area below.

e

J/Richmond Close Window

Folder: SA21-930741\Drawings

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

3. Once all desired files have been inserted, click “Start upload”. If there are no errors found, the
window will close by itself, bringing you back to the main ePlans page of the SA project.

IMPORTANT: You cannot delete files or modify file names after clicking “Upload Files”. Please
ensure your file selection is correct before clicking upload. If you need to delete files, please send
an email to the City’s Development Applications Coordinator requesting files to be deleted on your
behalf.

4. Once the files are uploaded to the folder, the files will appear in the list to the right of the file tree.
The “Status” column will indicate new files that have been uploaded and will also indicate new
versions.

You may click on the “File info/History” icon to the left of the file name to view a preview of the
drawing as well as information such as who the drawing was uploaded by, upload date, and file
size.

Tasks Files Status Info Reports Discuss Reviews SA24-037167: UAT SA4
‘efresh
Upload Files @0 G & [« ik 17 of 17 files (0 selected)
- FILE NAME STATUS REVIEWED
Drawings (17 - 1 New)
I - [v [¥
Documents (7 - 0 New) @ Q
037167-24-04_KEYPLAN_01.pdf V2 —
Approved ’ - - v
As-Built Drawings ;
N @ 037167-24-04_KEYPLAN_02.pdf &) wQ
KD 037167-24-05 ROAD 01 pelf Q
@ 037167-24-05_ROAD_02.pdf ‘.»Q
KD 037167-24-05_ROAD 03 pelf Q
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Modifying Files

While the Applicant Upload Task is still open and has not been marked as complete, the Engineering

Consultant can re-upload and replace files of the same filename, following the same upload process

described above. If the system detects that a new version of an existing file is uploaded, the uploaded
file will replace the existing as a new version.

Deleting Files

Once files have been uploaded to the system, the Engineering Consultant CANNOT delete the files at
any point. If a file is uploaded in error, or is uploaded with an incorrect filename, the Engineering
Consultant must notify the appropriate Dev Apps Coordinator to request that it be deleted.

/. Prescreen Correction Task

Once you have uploaded documents, the Dev Apps Coordinator will receive a submission notification.
The Coordinator will pre-screen the submission within 48 working hours of receiving it.

In addition to ePlan’s automated pre-screen, the Pre-screen task is another cursory review to ensure
that the uploaded files meet the submission requirements and standards. Examples of where
submission requirements may not be met include unreadable drawings, incorrectly formatted PDFs, un-
sealed files, missing drawings, missing documents or mis-named drawings.

If requirements have been met, the submission will be distributed for departmental review. However, if
there are missing or erroneous items in the submittal, you will receive a “Pre-screening Rejection”
email, directing you to make the necessary corrections on ePlan.

Follow the steps below to amend your submission:

1. Login to ePlan and open the Prescreen Correction Task for your permit. (Refer to Section 0 for
instructions on accepting and opening tasks.)

2. A Prescreen Correction Task dialogue box will open. Prescreening comments may be provided
through the “Reviewer Comments” section or within a prescreen checklist (click on “Click Here for
Prescreen Checklist”.)
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2% Prescreen Comections - Windows Intemet Explorer

|
|
8

Resowrces | Review Infommation | Workflow Report

- 3
P

Otner Halprul Links

Task Instrustians
Floase make any necessaly tormeciions as descrized and nen somglete tis sk by CEGKING o the Retum 1o City of Richmend button elow

I Click Here far Frescisen Checklst i) I

Applicant Comments

Reviewer Comments
Drawing litie biock does not malch City of Richmond standards - please revise drawings o include correct bl block.
Geolechnical report required.

Reviewer Comments Last updated 5202016 113533 AM

Ralrm o City of Richmond | | Close v

Review the Prescreening comments to identify what submission requirements were not met.

Correct files as required and upload them again to the Permit folder, following upload instructions
outlined in Section 6. Please ensure the same file name as the original submission is used.

5. If the Prescreen Corrections Task dialogue box has been closed, re-open it. Add any relevant
comments in the “Applicant Comments” box to confirm that the Prescreening comments have been
addressed (see example below).

| 2 Prescreen Carrections - Windows Intemet Bxplorer = B |

Rescurcss | Review [nformation | Worktaw Report

Task Instructions
Please make any necessary cormections as described and then com plste this task by clicking on the Return to City of Rienmana button below

Click Hers for Prescreen Chec dist 0)

Comment

Drawings have been revised to Include the comect the biocks and have been uploaded as @ new version,
Geolechnical report upioadad.

Reviewer Commen ts
Drawing tife block does mol malzh City of Richmend stancarcs - please revise 0rawings Lo include corect fitle block.
Geoeennical rapor recuired

Reviewer Comments Last uptated 52002016 11:38:33 AM

e t Gity of Risnmand || Giose A

wasn v

6. Click on “Return to City of Richmond” to complete the task.
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| = Prescreen Corrections - Windows Intemet Explorer e e |

Rescurces | Review Information | Waorkflow Report

iy Bytams

. By

Other Helpful Links

Task Instructions
Plzase make any necessary conections as described and then complete this task by clicking on the Retum to City of Richmond bution below

Click Hers for Prescraen Checdist ()

Applicant Comments

Drawings have been revised fo include the comect title blocks and have been uplozded as 2 new varsion
Geotechnica| report uploadzd.

Reviewer Comments
Drawing tie biock daes nat match City of Ricmond standarss - piease revise drawings to include comect fitis Dack
@eotechnical rzport reguired

Reviewer Comments Last upcated 5202016 11:38:33 AM

pr——,
Return to City of Richmond [ YCiose i

Hesk -

7. A dialogue box will open prompting you to confirm the task has been completed. Click “OK” to close
all dialogue boxes.

& Prescreen Comections - Windows intemet Explorer = ==

Ofhver Helpful Links

Tagk Instructions
Flease make 2ny necessary comectons as described and then complets s task by chcking on the Retum fo ity of Aichmend buttan belew

Ciick Here for Prescreen Checkli Mes=03¢ fromwebpage [e

S Completing this task will finish your participation in this step and
Appiicant Comments E®' cannot be undane, Are you sure you want to complete the task

Drawnngs hava been revisec o in

lGeotecnnical raport uploaded
Cancel

Roviowor Comments
[Drawing fitie BI0C k does not maten City of Richmond standards - p6ase revise drawings 10 Include corect iifle biock.
Geotechnical report requIred.

Reviewsr Comments Lasi updsied: 5202016 1138 33 Al

Relum to City of Richmond || Cloce v

oK v

Once you have identified the task as complete, the City will be notified that the corrections have been
completed. The Prescreening process will now continue. If the submission now meets all standard
requirements, it will be directed to department staff for review. If corrections are still required, an
additional Prescreening Rejection email will be sent to the Engineering Consultant.
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8. Applicant Resubmit Task

Once the permit submission has passed prescreening, it will be circulated to relevant City departments
for concurrent staff review. Staff will use ePlan to mark-up and add comments to each plan and
document.

When City staff has completed the review, the Engineering Consultant will receive an “Applicant Re-
submit Task” notification through email requesting document resubmission.

The following steps are required in completing the Applicant Resubmit Task:
Review Changemarks, Correction Items and Reviewer Comments
Respond to Changemarks and Correction ltems

Revise and re-upload permit files based on City review comments

Respond to Reviewer Comments

o M b~

Complete and close the Applicant Resubmit Task

Step 1: Review Changemarks and Correction Items

Accept the Applicant Resubmit Task and open the Applicant Resubmit Task dialogue box. (Refer to
Section 0 on accepting and opening tasks).

The Applicant Resubmit Task dialogue box, shown below, will open. This dialogue box will contain the
following information:

1. Access to the City’s Changemarks and Correction Items report

2. A summary of each City Department’s review status, together with the Reviewer’s contact and their
Reviewer comments.

3. A checklist of task instruction.
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f% Applicant Resubmit - Windows Intemet Explorer =B @

c+s , LICANT RES _ X

Resources Feeview Infarmacian Workfiow Feport

City Bylaas

» Eylaw Mo, 8751 fubdiviiion and Davalopmant Bylaw

- Ej'!'n.' Mo. 7212 Fesidential Lot (Nehicular) Access FB':|I.I|3|::C-"
» Bylaw Mo. BT Trac Protection

= Eylaw Mo, 2441 Watsroourss Proiecoon and Omssing Syviaw

Other Hadpful Links
« Emgineering Design Specifications

+ MMCD Supplementary Sp=cs and Detsiled Drawings
« Eurcay Raquirsmants

Taosk Instructions
Applicant Resubmit Task for the Stof Review Procoss

I | view Ghangemark liems (33 | | viewEdi Checkist ems () | III

: Dcpartment | Revicwed By Status | Roviewer Comments Applicant Comme nt;._ IEI
. Andy Bel . : Please revise drawings according to
City Plannere shallErizhmand.c & Caomrecdions Required markups.

Tashk Instructiona IEI
| have completed gl comections per the changemarts and chec kist items

] | have uploeced Sl corstied plans using M SAME Mg names

Close eForm w:

Changemarks and Correction Items Report

The City’s review comments are provided to Engineering Consultants in the form of Changemarks and
Correction Items. While Correction Items are standardized comments regarding the submission,
Changemarks are unique notes from the reviewer. Both items must be addressed by the Engineering
Consultant.

Access the Changemarks or Correction Items report by clicking on their respective buttons. Clicking on
the Changemark button will open a Changemark Report dialogue box, as shown below.
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= https: Yeplansdev.richmond.caProject D exWeb UL ser WorkflowReview Warkf owC hangema rlnstancesVi - Windows Intemet Exglorer | o

Workflow Review Changemarks:

Ravign Cpoia Al v Sroum A1
Each line is a unique

Shiow B

RESOLVED® FILE IWASE DESARTMERT mpals UPDATED EY FILE LM MARKLP HAME CHAMGEMARK SUEECT ADPUTANT RESDONSE COORNMA. . ROW

jm] 1 Andiy B BEEMI- 1403 BOF Blasning. locatize 561

e . - . o b S sy

I Oty Pasnars 1 By BE CNanguman £2 E/ZI20LE 255 FM 3561

< >
1= 3 of 3 recardy

save and Oz | ciose || tiew Foll Regor:

By default, you will see Changemarks for the current review cycle. However, Changemarks for previous
review cycles can also be reviewed using the “Review Cycle” dropdown tab. You can also obtain an
exportable report of all Changemarks relating to the permit by clicking the “View Full Report” button.

Workflow Review Changemarks:

) Refresh Review Cycl Group: All -

RESOLVED? FILE IMAGE CYCLE UPDATED BY FILE NAME
Development Applications Review 1 Cory Councilman plan layout1.dwg
&} Development Applications Review 1 Cory Councilman plan layout1.dwgq

1-2 of 2 records

Save  Close@ View Full Report

The Changemark Report contains information on the originating department of the review comments,
the reviewer, the associated file and markup, and the comment left by the reviewer pertaining to that
Changemark. You can zoom in to the see the drawing markup by clicking on the thumbnail.
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Workflow Review Changemarks:
Tmamw [yl | A - Group: W
how 3 = raconts
RESDLVED? PLEMAGE CEFRATMENT CrLLE UPDATED B, CHAR GE EEH AEPLICANT RESFONSE COORDNA. R
[ mecepzratec and 5731,
e SfaA1e35E P ey x5
cy 2 S20/000 355 e 3
e Aoy B P HEEIISESERV  Spacng modiied 2t mquester. i
i >
L-3cfIrmcords
Saveond Qs || sz || view Full Aeport

To access the full markup drawing will all Changemarks shown, click on the Markup Name, shown
below. Note that clicking on the file name under “FILENAME” will open the original submission file
without the City’s comments.
L ]

Workflow Review Changemarks:

O Rarrasn RevewCpoiz | Ml | Gm.pc|u -

9
a
g
]
T
i
Ex:
3
§
|
i

Camtiom i misimym reod
Changemad &2 width fs mat a1 chis lozanian, 5 T/ 200E $55EM EEnt

Changamark 815 Fymenmeshaeamaing = g ons sssem Bl
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-

o

= EEEar e
i = 20
v 2 -0

.ﬂ'ﬂ'lﬂzrrl\!ﬂ'i.l'-'l:ll

4 m 3

';}lmlzmark #01

andy Bell 0520/ 2016 0254
FH

Aeduce wesp hole spacng to 2.5
m

m

e 1 T pe—

L1

All Changemarks will be listed on the right-hand pane. Click on a specific markup to zoom into that area
of the drawing. Note that different City departments will create separate markups for the same

submission file.

Alternatively, you can also access all markups pertaining to a file in the Document pane within the SA

Permit Page. Markups are indicated with an icon resembling a red pen.

SA16-T22066
Main Contact: B2zt Mg
Folder: 3A16-722066\Drawings

e
g |O,060
] [ ssasa 14 63 o
I 5202006 BT AN 57 KB
Beaiz Ny

tomonns 1

a [ 665440 14-04.POE 2
I /202006 L0000 A 4T KB

M’T’ Beaz Ng
ﬁ -

=] ] ssbasn-1a-08 e
I 5202006 BS54 A 3 MD

=40
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Administrators:
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om@m | femitme Reparts

SA16-722066
511 Mo F Read

N imags exists

Beata Mg

beata ng@Hotmail com
6042764257

Beata Mg
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Tyson Florence EPlans Dav
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Clicking the icon will open a dialogue box containing a list of all markups applicable to that specific
drawing or document. Check “View” for one or more of the markups, and click the “View” button to
open.

:;,.E' DEV - Richmond ePlans - Windows Internet Explorer |:_||_EI_!_:K_Z_|

—
‘:,/ﬁ%ichmond o
Markups attached to GE6440-14-05 FOF

Delete Markup Mame  Awthor Date

Janning Andy Bal 5/202016 3:5453 P

Each Markup will contain one department or reviewer's comments. You can overlay various reviewers’
comments by selecting more than one checkbox at a time.

To review the full set of City comments, it is recommended that you download the full Changemark and
Correction ltems report. To do so, click “View Full Report” in the Changemark or Correction Items
dialogue box.

& https//eplansdev. nchme nd.cal ProjectDoWeb U UserWarkflowResmu/ WorkflowC hange markdnstancesVi - Windows Intemet Eplorer o || = e

Workflow Review Changemarks:

() Refrash Bmvimer Oyl Al - Group: Al
Shew ¢ = | o

RESOLVEDT FLEIMAGE DERARTM VL PDATED BY FLE NAME THAAREIUR MEME CHAMGERIA A SUBIECT CHANGEMARK DETALS CHARGGERAR APPUICANT RESPONSE CODRDINATOR CH AN

o CiyFlanners 1 Aty Sl BiSH-I405P0F  Planning Thangemark #11 sEmeugsseen SRR Y
0 aryplanne 1 Aagy Ball ESALIALSPLE  Puming Changersark 201 /0L 355 B
o e i 5 FmAAR T AN O o - e e 1padng m TAMLONLE J5E DR Spacing Lcp.
1 Ciy Planer: 1 &rey Bl 04RO Flenin Changemark 413 Pebrzusephoiespedit GMAMIEICCPM | Spaden modiled
< >
L -3.of 3 recomds

| Saveand Cicze | Cloze [fiesn Full Rzgart
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A new dialogue box will open with the full report. You may export the report by clicking on the disk icon
at the top of the report. The report can be exported to any of the following formats: XML, CSV, DPF,

MHTML, Excel, TIFF, or Word.

I 41 Jorr b bl & [100% | | Fin 1 -k
ML file with report data {
W C5V {comma delimitad)
Ly @ BTt O S b
Changemarks Report MHTML (wab archiva)
Exrel
Project Name: SA16-722066 TIFF fila
Workflow Started: 051N2016 847 AM ol

Report Generated: 06/14/20716 11:05 AM

Confirm if minimum road width is met at 1l
location.

Reviewer Comments
General comments from reviewers regarding the submission are found in the Applicant Resubmit Task

dialogue box.

C'!B APPLICANT RESUBMIT

E

Resoures Review Information Workflow Report

City Bylaws
= Bylaw No. B751: Subdivizsion and Developmaznt Bylaw
= BYyiaw NO. 7222 RESMIENTE LOT (VENICUIR} ACCEs Regulaton
- Bylaw Mo, 3057 Tree Protecton
= Bylaw No. 8441 Watercourse Protaction and Crossing Bylaw

Othar Helpful Lirks
- Enginezring Design Specfications

« MMCD Supplsmantary Spac and Datailed Dranings
= Surey Reguirsments

Task Instructions
Applicant Resubmit Task for the Staff Review Frocsss

[view © tems (3) | | View/Edit Cheshist ltems (0)

D i By Status L C

Ardy Bell " i
City Planners sbel@nchmand.ca Comections Reguisd

Please revise drawings according o
||T|arlo1.ps. L i

Task Instructions
01 have all ions per the and checklist iems

[11 have uploaded al corrected plans using the SAME fie names

- |[ Close eFarm
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Step 2: Respond to Changemarks and Correction Iltems

Once the requested change has been made, respond to each Changemark item within the
Changemark Report dialogue box by entering notes under “Applicant Response”. Double click under
“Applicant Response” to open a text box and enter notes or comments. Click “Save” after your entry is
complete.

‘& hitps/eplansdev.rich mond.ca/Project DosW ebUL UserWorid lowRe eveWoridlowChang emarkinstan cesi - Windows inbemet Explorer | (= @ (

Workflow Review Changemarks:

Aerast Saiwn Cycle 2l - Greup: &1

Show recorch
FESOLVEDT CrolE UPOATEDR EY FILE NAVE MARKUP NAME CHANGEMARE SUBIECT O ANGE MISRE. CETAILS THANGE MARE_ FFPOCANT RESFONEE COORDING... ROW
u| Ancty Bell SEEAR0-14 01 BOF Fgnnng Changermas & 1 o Chamge oz iporated and drawing 0
i re- ugioaded)| 50
Nl Bt
Eady 28 E5440.14.950F Harnirg Changaman #22 15355 P o
Ay 34 PA5440- 14550 raira [ ——— Badicn wrp b pacing a0
< >
1-20f2retorm
Save and Closs || Tz || Wiow Full Apart
H 1 ”
Click “Save and Close” when you have entered responses to all Changemark comments.
& httpsfeplandev.richmand.c af Proje ctDmWeb UL UserWorkflowResies WorkfowChangemarkdnstanc ssVi - Windows Internet Explorer o |2 =
Worldflow Review Changemarks:
efresh Rewdewr Ty Al 2 Sroup: | Al
Shew ¢ - | roco
RESOLVEDY  FILEIMAGE DEFATM_ CFLE URDATED BY FLENAWE MAKRHAME CHANGEMARCGUREST  CHAMGEMARKDEIALS CHAMSGEMAR. APRUICANT RESPONSE  CODRCIINATOR CHANC
o CeiFtmnes 1 fncly Bl MERLEOSEDE Blonnng thangeman 511 o e
- Pianna it e A B Rty e SN mes a1 T bocarion. SPNAIBISEAM e anog AR
o FUERA|T w1 tncs; Sl Bt 1405 PO znnng Thangemark #13 feunumcp hospadg T sonomadsiEM  SpamgmadfidT
T
= ——
< >
L-3ofsracons

am B

Complete the same process for Correction Items.

Step 3: Revise and Re-upload Permit Files

The Engineering Consultant shall revise all documents as required to adequately address the City’s
comments, and upload the revised files through ePlan. Refer to Section 6 for help on uploading files.
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If a drawing requires no changes then it should not be re-submitted until the final approval stage when
the drawing will be marked “For City Approval”.

IMPORTANT: Be diligent when re-submitting drawings. If a review comment requires a change that
impacts multiple drawings, but the change was only identified on one sheet, it is the Engineering
Consultant’s responsibility to ensure that every drawing is amended and re-submitted accordingly.

Step 4: Respond to Reviewer Comments

Once all Changemarks and Correction Items have been addressed and drawings are revised and re-
uploaded through ePlan, re-open the Applicant Resubmit Task dialogue box. Confirm that all reviewer
comments have been addressed and respond to general reviewer comments under “Applicant
Comments.”

éﬂ} Applcant Resubrmit - Windows Internet Beolorer | i=l=] '
™
P

Resouries Review [nfomation Worklow Fepan

City Bylams
- Bylaw Mo 87EL: Subdivision and Developneert Brlaw
= Bylaw Ma. T2 nitiad Lot Wahicular) Acces: Ragulation

Other Helptul Links
= Enginsering Dasign Specifictions
= MAVCD Supplsmertary Spece snd Detailed Drawings
« Sureey Requirsmznts

Task Instructions
Applicant Resubmit Task for the Staff Review Process

View Changemark lisme (3] | | View/Edit Checkdist ltems ()

Departmant Reviewsd By Stntus Revigwer Comments Fpplicant Comment®
Drawings revised
Andy Bel Please revis drawings according to

Gity Planners abel@richmend ca Comesclions Reguired s, anrd resubmitied.

Task Instructions
| have compleied 2l corections per the chang=marks and checklis! fems

11 have uploaded all corrected plans using the SAME fie names

Resubrit Complate || Closs eForm v

5% -
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Step 5: Complete and Close Task

Confirm that all tasks have been completed by checking off each item under “Task Instructions”, then
click “Resubmit Complete” to return the submission to the City for subsequent review.

':c_,h Applicant Resubmit - Windows Internet Blorer o [fl=l :
fal
(0]

Resiiices Review Infomatia WarkTlow Repoin

City Bylaws
P Brlaw
i Ragulaticn

5 Fromecson and Ceoesing Svlaw

Oher Helpful Links
« Enginscering Dasign Specifications
= MUED Supplomartary Spars and Detailed Drawngs
= Surrey Requrement

Task Instructions
Applicont Reaubmit Task for fhe Staff Review Proceas

ViEw Changemsrk lti2ms (3) | | VIZw/Edit Checkiist kems ()

UDepartment Rewviewed By Statue Heviiewer Comments Applicant Commenis

Drawings revised

Andy Bel Flease reviss drawings according to and resubmitied.

City Planners abel@richmond ca Comrestions Required martups.

Instructions
Sve tompleied all comectians per the changemarks and checklist Rems

ghe uploeded all corrected plame ueing the SAME fie names

Resubmit Compleie Cloge eForm hd

IS% v

9. Approval

When the drawing review is approved by all reviewers, both the Project Contact and Engineering
Consultant will be notified through email.

After an approval has been issued the drawings will be electronically stamped by the City. You will then
receive an e-mail indicating that your permit is ready and instructions that you may download and print
your files.

The email will indicate the number of printed, sealed drawing sets to be sent to the City for field review
purposes.
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10. Topics & Notes

The Topics & Notes feature allows the parties involved in a Permit to leave notes and comments for
each other.

Topics & Notes can be used to document discussion and response between Project Contact,
Engineering Consultant, Dev Apps Coordinator, and Staff Reviewer.

Using Topics & Notes, you can do the following:
1. Add a new Topic
2. Respond to an existing Topic by adding a new Note

Adding a New Topic

Access the Topics & Notes function by clicking the “Discuss” button within the SA Permit Page and
then select “Add Topic”.

—

%chmond
Home Q Project: | Enter pr
Tasks Files Status Info Reports Discuss Reviews SA24-037168: UAT SA2
Add Topic
DISCUSSION TOPIC CATEGORY LEADER DIs

) - 0 of 0 records

The page will reload to show a comment box, where you can input the intent of the topic, provide a
subject title, and leave your comments. Begin by selecting the purpose of your topics through the
“Category” drop-down menu.
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—

%chmond

Home Q Project: Enter project name

asks Files Status Info Reports Discuss Reviews SA24-037168: UAT SA2

Topic: * Category: * ‘ v

The Topic field is required. Closed

Email Correspondence

Partial Approval Notice
ProjectFlow

Request for Information
Resalved

Telephone Conversation

Comment:

£

Save Save and Prepare Email|] Manage Participants || Cancel

Once you have entered the subject title and content of the Topic, you may click “Manage Participants”
to choose your specified recipients. Subsequently, click either “Save” or “Save & Prepare Email”.
Prepare Email

———

\JRichmond

Team mail for Project: SA24-037168
Email type: Topic/Note Notification

Subject: *| Storm elevation

Body: *
Elevation needs to be confirmed by Developer

Users/Groups that will be emailed (includes groups that contain users and have permissions): *

O Name
A Non Group Members
O & Applicant-Civil Consultant

Clicking “Save” will save the topic on ePlan. Clicking “Save & Prepare Email” will allow you to send an
email notification to specified recipients with the content of your Topic. If you click “Save & Prepare
Email”, the dialogue box will update to show potential recipients. For each person you wish to email,
expand the group they belong to by clicking the “+” icon. A list of personnel within that group will
appear. Check off the person or people you wish to email, then click “Send”.
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The dialogue box will update to confirm that the email has been sent. Click “Close Window” to exit.

Respond to an Existing Topic

If another project party sends you an email through ePlan, you will receive a notification email within
information on the originator, the permit of discussion, the Topic subject and the comments left.
Respond to the comment by clicking “Topic Access”.

ProjectDox - Team Mail - Topic attached to project

1
Project:  |SAL6-722066 Information on originator and
Author: | Beata Ng = permit of interest

Subject: | Clarification requested on letdown location

Category: | Email Correspondence
Project Access (ToEic Access Login to ProjectDox Topic content
———

It appears that the existing letdown location may conflict with the
traffic signal box. Pleasc confirm final design location of traffic signal
box to ensure there is no conflict with letdewn location. Letdown can
be shifted north if required.

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

ePlan will open, directing you to log in and access the comment. The Topic & Notes dialogue box with
the relevant topic will automatically open. Click “Add Note” to respond to the Topic.

= DEV - Richmend ePlans - Windows Internet Explorer || = '@

—

Jich"nond

View Chosen Topic & Notes

G vmrie] [
Permit # SALE-712000 | Ownern Hesa Ng Category Author | Date Updated
Email 5{31/2006
Clarficaton reguasted on letdown IDCation : Beals Hg

Comezpondence, 40257 PM

It appears that tha aisting latdown location may confict with the traffic signal box Alaaza canfim final design lecation of traffic
signal baxtn enmure thers i no confiict with latciown location Letcown can be shittsd north if requirsd.

Close Topic by choosing an Adion Coder o

e notes have been crested yet.

Enter your response into the comment box provided. Once your response is complete, click “Save” or
“Save & Prepare Email”.

5030670 v3 34



ePlan Applicant User Guide

—

%iChmO ﬂd Clrme Windrw

Add Note fo Topic

I Author: 32313 Mg | Owner 223tz Ng | Permit & SAI0-TZ2088
Topic Subject Clarification raquestad on lesdown Iocation

Et appears that the existing letdown location may conflict with the traffic sigral box. Please confimm final design location of trafiic signal box to ensar

Tramic signal Do 10cation has Not Cnangsd sInde The pravicus submizzion. Please adjust I=vdown
IOCATIDN T0 F0CoMIMedane.

a Click “Save” to save your Note. Return to the Topic page by clicking “Back to Topic”. You will now
see your Note listed under the topic.

& https.//eplansdev.richmond.ca/projectdox/Topics_Motes.aspx? SessionlD=&TopidD=0638&FilelD=0

——
--._.--/ Richmond Chass Window
View Chosen Topic & Notes
Permit #: SA1G6-7Z2060 | Owmer: Beata Ng Category Author Date Updated
b
Clanfication requested on l=tdown location CE:F‘JW;‘.‘.ML‘ B=ats Ng fﬂﬁ?ﬂ&i
It appears that the existing letdown locabion may conflict with the treffic signal bow. Please confirm final design location of traffic
sigmal box to ensure there is no conflict with letdown location, Letdown can be shifted narth if required.

Close Topic by chocsing an Action Coger | ——-———xammareee

X & MuthorBeaz N Date Updateds 5/31/2014 41441 PM
Authors g | Uate Updated:
Traffic cignal bex location has not changed since the previows submission. Please adjust letdown location to accommodate,
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b Click “Save & Prepare Email” to save your note and send notification to select individuals or teams.

Follow the same steps described in “Adding a New Topic”.

When a Topic is sufficiently addressed, and no more correspondence is required, you may mark the

topic as “Close” or Resolved” within the Topic page. Once a topic is marked as “Closed” or
“‘Resolved”, additional notes cannot be added to the topic.

& https.//eplansdev.richmend.ca/projectd ox/Topics_Motes.aspx?SessionD=&Topicd D =63&Fil=ID=0

—

View Chosen Topic & Notes

Add Mote | View Topic Print

Permit #: 5A16-T2I06E | Owner: Bzata Mg Category |A.uﬂ'm Date Updated

53112016
440257 PM

Email

Clanfication uested on |=tdown location
i Correspondence

Beata big

It appears that the existing letdown locabion may conflict with the traffic signal box. Please confirm final design locaton of traffic
signal bon to ensure there is no conflict with letdown bacation. Letdown can be shifted north if required.

Close Topic by choosing an Action Code: | —-- e s g

Closed
X # puthorBeats Ng | Date Updated: 5/31/2016 Mg Fesled |

Traffic signal bex kocation has not changed since the previous submission. Please adjust letdown location o accommaodate |

j//ﬁtichmond

You may return to the fully topics list by clicking “View Topics”.

11.Checking Application Status

ePlan allows all parties to access a permit application’s status at all times. Follow the steps below to

review the status of your application:

1. Login to ePlan

2. Access the SA Permit Page for your permit of interest by clicking on the permit number on the City

Permits Page
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Tasks City Permits

Refresh ~ Save Settings

ACTION CITY PERMIT NUMB... LOCATION DESCRIPTION

= V) O NC SA TEST
= V) ® 5 sa2a1111m NC-TEST1

3. Click on the “Reports” tab in the SA Permit Page

-~

Tasks Files Status Info IReportsI Discuss Reviews

Refresh ~ Save Settings

ACTION REPORT NAME
I
Q Current Project - All Emails Sent

4. Click on the icon next to the report titled “ProjectFlow — Workflow Routing Slip”

q Plan Review - Review Comments ProjectFlow
Q Plan Review - Review Details ProjectFlow
iQ Plan Review - Workflow Routing Slip ProjectFlow

5. A dialogue box for the Workflow Routing Slip will open. Within the “Workflow Instance” dropdown,
select the appropriate review cycle, then click “View Report”. If there is only one workflow, this step
will be skipped.

Workflow: [SA24-037184 - Servicing Agreement - 4/26/2024 11:47:12 AM VI

R <t oft » Dl @) © 100% v = ~ Find | Next

Plan Review - Workflow Routing Slip
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6. A Workflow Routing report will generate, providing you with the status of all tasks that have been

initiated to date.

Plan Review - Workflow Routing Slip

Report Generated: 05/02/2024 04:29 PM

Review Type: Servicing Agreement

Number of Files: 9

Project Name: SA24-037184

Workflow: SA24-037184 - Servicing Agreement - 4/26/2024 11:47:12 AM
Total Review Comments:

Total Review Cycle: 1

TASK S TASK STATUS + REVIEW STATUS ¥ CYCLE
Submitter Info Update Completed 0
Applicant Upload Task Completed 0
Prescreen Review Task Completed 0
Assign Reviewers Task - Staff Review Completed 0
Engineering Sanitation Recycling

Department Review cycle #1 Pending !
Street Lighting Department Review cycle #1  Completed Approved 1
Approval-Transportation Department pending ]

Review cycle #1

Days Calculated as: Business Days
Time Elapsed: 4 days 4.5 hrs

Time with Jurisdiction: 4 days 4 hrs

Time with Applicant: 0 days 1 hr

Completed Submission (Prescreen): 0 days 3.5 hrs
Completed Plan Review: Not Completed

o

% ASSIGNED 5 ACCEPTED 5 COMPLETED T GROUP

04/26/2024  04/26/2024 04/26/2024 -
Project Contact

11:47 AM 01:48 PM 02:32 PM
04/26/2024  04/26/2024 04/26/2024  Applicant-Civil
02:32 PM 02:34 PM 03:28 PM Consultant

Development
Applications
Coordinator

04/26/2024  04/26/2024 04/26/2024
03:28 PM 03:31 PM 03:31 PM

Development

04/26/2024  04/26/2024 04/26/2024 A
Applications

03:31 PM 03:32 PM 03:37 PM :
Coordinator

04/26/2024 Engineering Sanitation
03:37 PM Recycling

04/26/2024 04/29/2024 04/29/2024 Street Lightin

03:37 PM 10:05 AM 10:07 AM ghng
04/26/2024 Approval-

03:37 PM Transportation

This report provides information on the tasks initiated, dates assigned, accepted and completed, and
the responsible group. If the task is accepted but not complete, you can check the duration the task has
been in process. Please allow staff a minimum of ten working days to complete tasks before contacting

the department for a detailed update.

Thank you for taking time to review this Applicant Guide. Should you have any questions on how to
complete your task, please contact your assigned Dev Apps Coordinator.
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Appendix A — City of Richmond ePlan System

Terms and Conditions of Use

Your access to and use of the City of Richmond ("City") ePlan website (the "Site") is subject to the
following terms and conditions, as well as all applicable laws. Your access to the Site is in consideration
for your agreement to these Terms and Conditions of Use, whether or not you are a registered user. By
logging in, you accept, without limitation or qualification, these Terms and Conditions of Use.
Throughout these Terms and Conditions, the words "you" and "your" mean you and the employees,
consultants, contractors, and any other parties who access the Site using your password.

Modification of the Agreement

The City maintains the right to modify these Terms and Conditions of Use and may do so by posting
such modifications on its Site. Any modification is effective immediately upon publishing unless
otherwise stated. Your continued use of the Site following any modification signifies your acceptance of
such modification.

Conduct

You agree to access and use the Site only for lawful purposes. You are solely responsible for the
knowledge of and adherence to any and all laws, statutes, rules and regulations pertaining to your use
of the Site. By accessing the Site, you agree that you will not:

* Use the Site to commit a criminal offense or to encourage others to conduct that which would
constitute a criminal offense or give rise to a civil liability;

e Post or transmit any unlawful, threatening, libelous, harassing, defamatory, vulgar, obscene,
pornographic, profane, or otherwise objectionable content;

* Use the Site to impersonate other parties or entities;

* Use the Site to upload any content that contains a software virus, "Trojan Horse" or any other
computer code, files, or programs that may alter, damage, or interrupt the functionality of the Site or
the hardware or software of any other person who accesses the Site;

* Upload, post, email, or otherwise transmit any materials that you do not have a right to transmit
under any law or under a contractual relationship;

e Disrupt the normal flow of communication in any way;

e Claim a relationship with or speak for any business, association, or other organization for which you
are not authorized to speak for or claim such a relationship;

* Post or transmit any unsolicited advertising, promotional materials, or other forms of solicitation; or,

* Post any material that infringes or violates the intellectual property rights of another.
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Termination of Use

The City may, in its sole discretion, with or without cause, terminate or suspend your access and use of
this Site without notice and for any reason, including but not limited to:

e Your violation of these Terms and Conditions of Use;
* Your failure to pay any fee due in connection with the project;
* Your failure to pay any fee due in connection with your use of this Site; or

* Other conduct by you which the City, in its sole discretion, believes is unlawful or harmful to others.

In the event of termination, you are no longer authorized to access the Site, and the City will use
whatever means possible to enforce such termination.

Content

The City has the right to monitor the content that you provide, but is not obligated to do so. The City
reserves the right to delete, move, or edit any material that the City considers unacceptable or
inappropriate, whether for legal or other reasons. You agree to abide by all copyright laws and notices.

Timeliness

The City has the right to expire, close or terminate any account that has not been used, or had no
activity occur on the account within a term, at the discretion of the City without notice to the account
holder. It is the responsibility of the account holder to monitor and review their account for denied
projects, projects with corrections, and plan approvals. Plan review requirement responses must be
made using the system in a reasonable timely manner.

Indemnity

You agree to defend, indemnify, and hold harmless the City and its employees ("Indemnified Parties")
from any and all liabilities and costs incurred by Indemnified Parties in connection with any claim arising
from your use of the Site, including but not limited to, any breach by you of these Terms and Conditions
of Use, including reasonable attorneys' fees and costs. You agree to cooperate as fully as may be
reasonably possible in the defense of any such claim. The City reserves the right to assume, at its own
expense, the exclusive defense and control of any matter otherwise subject to indemnification by you.
You in turn shall not settle any matter without the written consent of the City.

Disclaimer of Warranty

You expressly understand and agree that your use of the Site, or any material available through this
Site, is at your own risk. Neither the City nor its employees warrant that the Site will be uninterrupted,
problem-free, free of omissions, misstatements, or errors; nor do they make any warranty as to the
results that may be obtained from the use of the Site. The content and function of the Site are provided
to you "as is," without warranties of any kind, either express or implied, including, but not limited to,
warranties of title, merchantability, fitness for a particular purpose or use.
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Limitation of Liability

In no event will the City or its employees be liable for any incidental, indirect, special, punitive,
exemplary, or consequential damages, arising out of your use of or inability to use the Site, including
without limitation, loss of revenue or anticipated profits, loss of goodwill, loss of business, loss of data,
failure to meet deadlines, computer failure or malfunction, or any and all other damages.

Site Maintenance

The City has the right to perform periodic maintenance on the Site, which maintenance may cause
service interruption, without prior notification to you.

Modification of the Agreement

The City maintains the right to modify these Terms and Conditions of Use and may do so by posting
such modifications on this page or Site. Any modification is effective immediately upon publishing
unless otherwise stated. Your continued use of the Site following any modification signifies your
acceptance of such modification.
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