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Electronic Plan Submission

DCRA now has the ability to intake building permit applications and building plans
online electronically. Applicants can go online and fill out an online application as well
as submit the plans online. There are a few prerequisites to using this new process.
This guide will help you through the process. The initial launch of this process will
require the applicant to come to DCRA to pay and select electronic processing. Future
enhancements will allow the applicant to perform the application process without having
to come to DCRA. The following steps are required to have plans submitted
electronically.

Please complete the following prior to getting started:
1. This program only works with Windows Internet Explorer browser.
Future Enhancements will allow Apple users to use the system.
2. To submit permit application go to DCRA's website dcra.dc.gov.

ONLINE
Click the Online Permit Application Icon

4. Fill out and complete the online application. (Incomplete applications will be
rejected)

5. Take down the FJ submission humber given after you complete the online
application.

6. Bring FJ number to DCRA permit Division. (1100 4th ST SW 2nd floor)

7. Get a ticket to see a Plan Review Coordinator (PRC)

8. If the application is accepted you have the option to submit plans using paper
plans or submitting the plans electronically.

9. Pay the Filing Fee (Future enhancement will eliminate the need to come
to DCRA) Note: You will still need to come to DCRA get the official
permit.

10.1f you selected electronic submission, you will be sent an email with
instructions on how to upload the plans online.

w

Supporting Documents

Depending on the permit type, supporting documents will be required before a
review can be performed. You should review the requirements for supporting
documents. Your submission will be rejected if the required supporting
documents have not been submitted electronically. (Plats, Approvals, Etc.)
Supporting Document and Approvals By Permit Type To Follow the link hold Ctrl and
click the link or enter the following URL
.http://dcra.dc.gov/DC/DCRA/Permits/All+DCRA+Building+Permit+Forms/Building+Per
mit+Application+Requirements
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Submission Standards

Cover Sheet

1.
2.
3.

Project cover sheet must be included with submission.
An index of all of drawings must be included, generally on the title sheet.
Index sheet must include designations. Example: A002-Second Level Floor

Plan.

File Naming Standards

1. Filenames for the drawings submitted through Project Dox review must
match the page name from the submitted drawings. Normally the first
character should start with discipline initial. Example filename: A002_Second

Level .PDF

Discipline - First character
should represent the
discipline area, example: "A"
for Architectural, "S" for
Structural, etc. Use more
characters if more than one
is required, such as "WH" for
White House. Ensure that
all details are submitted
under the correct discipline.
See chart for required
discipline characters to use.

Sheet Number- should be
3-4 digit number with leading
zeroes. Note: if decimals
are needed, place the
decimal after the 3rd-4th
digit, ex PO001_99. Use the
" " to separate the number.
Do not use periods in the
filename except to denote
file type (PDF, DWG etc.)

Drawing Type Discipline NSurr]T(?t()a(tar F:IE(;(?\lrgﬁ:is
Architectural A 0000-9999 A0010
Structural S 0000-9999 S0002
Zoning z 0000-9999 Z0001_99
Electrical E 0000-9999
Fire Protection | F 0000-9999
Mechanical M 0000-9999
Plumbing P 0000-9999
DDOT DDOT 0000-9999
DOH DOH 0000-9999
DDOE DDOE 0000-9999
HPRB H 0000-9999
WASA w 0000-9999
NPCP N 0000-9999
WMATA WM 0000-9999
CFA C 0000-9999
China Town CT 0000-9999
White House WH 0000-9999
EISF E 0000-9999
Elevator ELV 0000-9999

4
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Drawing Size Standards

e Drawings minimum size should be 18" x 24". This is not mandatory but will help
facilitate more efficient review of the plans.

Border Standard

e The bottom right corner of all drawings should be reserved for DCRA
Electronic Stamp. Dimensions 2" width x 3" height.

File Type Standards

e Each page of the drawings must be submitted as a single file. No multiple
page files for drawings. We will accept multiple pages for supporting
documents.

¢ Only Searchable PDF files are accepted for calculation, reports and other
supporting documentation. (non-drawing files)

e If drawings are electrical, mechanical, or plumbing/gas confirm that only trade
lines are dark by changing the background to grayscale prior to saving as a
vector PDF file.

Upload Folder Standards

e All documentation (any non-drawing files like Plats and Approvals) should be
uploaded into the SUPPORTING DOCUMENTS folder for each project.
¢ All plans/drawings should be uploaded to the DRAWINGS folder for each project.

Resubmitted Drawings Standard

e Corrected files must always be re-submitted with the exact SAME FILE
NAME as the original submission.
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Markap Name and Color Standards

¢ Standard markup names and colors will be used for each reviewing discipline for
easy identification. A markup can have one or more "changemarks."
Changemarks are created to quickly identify a markup and associated comments

MARKUP NAME CHANGE MARKUP TITLE | MARKUP COLOR
Structural STRUC Dark Blue
Zoning ZONING Brown
Electrical ELEC
Fire Protection FIRE Red
Mechanical MECH Purple
Plumbing PLUMB Purple
Elevator ELV Light Blue
EISF EISF
DDOT DDOT Black
DOH DOH Black
HPRB HPRB Black
WASA WASA Black
NPCP NPCP Black
WMATA WMATA Black
CFA CFA Black
China Town CT Black
White House WH Black
DDOE DDOE Green
DDOE Erosion DDOE ER Green
DDOE Storm Water DDOE SW Green
DDOE Flood Plain DDOE FP Green
DDOE Air Quality DDOE AQ Green
DDOE Environmental DDOE EV Green

Architect Stamps

Architect stamps are not required to be on the electronically submitted plans. We will
accept a certification letter on the firm’s official letter head. The letter head should
contain the project name, Project Address and state the name of the architect of record
and must be uploaded into the Supporting Document Folder. All letter head submission
must include license numbers for verification with Office of Professional License
Administration (OPLA) located at DCRA. During the Prescreen process all Licenses will
be verified. We will accept plans with the stamps provided you have a way of
electronically stamping the plans before they are uploaded.
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Initial Invitation to Upload Plans

When the online permit application is approved, an ePlan Review invitation will be sent
to the email address entered on the first input screen of the online application submittal.
The email will contain your logon information and information about the project,
including a link to the project.

Department of Consumer & Regulatory Affairs

District of Columbia ePlan Review Invitation

Hello DCRA ProjectDox, You have been invited to Project: B1104265

Welcome to the The District of Columbia ePlan Review system. This project invitation has been sent to you in
response to your permit request. A permit project has been created to allow you to electronically upload your
drawings for plan review. To access your new permit project, follow the instructions below. Upon logging into the site
for the first time you will be asked to create a permanent password. This password will be used to access the
ProjectDox site for any future permits that require ePlan Review.

Supported Drawing Plan Formats: DWG, DGN, DWF, PDF, PLT

Instructions

Click the Project Access link below

Enter your User Login and Temporary Password

Click on the Project link on the "My Projects” page

Click on the Supporting Documents folder

Click the Upload Files button and follow the instructions to upload your supporting documents
Click on the Drawings folder

Click the Upload Files button and follow the instructions to upload your drawings

Your drawings and support documents have now been submitted for plan review

NP RLNS

dcraprojectdox@hotmail.com

59293BD

B1104265

Administrator Temp

support@avolvesoftware.com

For ProjectDox ePlan Review related questions please contact (202)-442-4589.

Login To ProjectDox

O 2010 Department of Consumer and Regulatory Affairs

If you receive an email indicating you have been invited to upload your plans, Click the
logon to ProjectDox link.
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Installing Required ActiveX Components

Prior to logging on to the ProjectDox application, the following actions must be
completed. If your computer has pop up blockers installed, you will need to disable pop
up blockers. Google tool bar includes a separate pop up blocker and must also be
turned off.

@"\

_a
- 2, » Control Panel » All Control Panelltems » User Accounts ~ | *3 [l Search Control Pane! pe

Control Panel Home @
Make changes to your user account

Manage your credentials
Change your picture

Link online Ds 7 IF |
B ot Fle Tyt @ Change User Account Control settings I ‘ Williams, Herbert R. (DCRA)
certificates |

& Manage User Accounts

Configure advanced user
profile properties

To chal ) User Account Control Settings - — - {‘:' = éj

Change my environment
variables

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs fram making changes to your computer.
Tell me more about User Account Control settings

Always notify

Never notify me when:

®  Programs try to install software or make changes to
my computer

®  Imake changes to Windows settings

'@ Mot recommended, Choose this only if you need to
use programs that are not certified for Windows 7
- because they do not support User Account Contral.

Never ntify

LT

302PM | |

-
7/26/2011

You will need full admin rights to your machine. Windows 7 users must turn off the
Account Control Setting. This feature can be found by going to Control Panel then
User Accounts then select Change User Control Settings. Change setting to Never
Notify as shown above. You may need to reboot the pc for the instalation to complete.
Once instalation is complete you can reset your setting to protect your PC
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vg&yx;.lsmgfe

Ll X hitp:// projectdoxtest.dera.de.gov/projectdoxfindex.aspx

File Edit View Favorites Tools Help
i Favorites \EE 'l@http:f/tpm;.d(ra‘d:.guv/m |x ProjectDox Login x‘ |

Enter your -mail address and password to continue.

E-mail- herbertwilliams@dc.gov

Password:

Forgot your password?

Project ©2011 Avolve Softwars. avolve:
J] ProjectDox (Version 7.5] is a trademark of Avolve Softwere. All rights reserved Y efimare

To oreats & deskiop shortcut, click and

drag the icon below to your desktop. Click here to add ProjectDox

to your Favorites.

%

A
&

[t

®100% ~

& Internet | Protected Mode: Off P

Done

The logon page has an MSI (Microsoft Silent Install) component required to install all
necessary ProjectDox ActiveX controls. This installation will only be done once. If you
utilize a different computer it will require another installation for each unique computer.
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Login On
New User

1. To sign in, enter your email address and temporary password and click the Login
button. The Profile Screen will display for first time users to allow the applicant to
enter their profile information.

Reset Question & Answer:
n: mytruck

r <Answer has been encrypted=

Confirm new password:

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

Contact User Project Group
Information Metadata Membership Membership

* Required field
FirstName: = | Heroert Last Name: = Williams
Email:* | herbertwilliams@dc.gov HTML format €
Title: = |IT Specialist
Company: = |DCRA
Address 1: | 1100 4th StSW
Address 2:
City: | Washington
State/Province: | DC ~  Postal Code: 20024
Country: | USA
Phone: | 202 442-3347 o
Wobile: Pager
Stamps: (1]

Language:~ | en -

l:ll

Done &P Internet | Protected Mode: OFf 5 v ®|100% -

il @ [l Tleshllceal el 2l B -~ oo gom D

2. Enter a new password and personal account information. You are required to
enter a security question that will be used if you forget your password.
3. Click the save button to save the profile.

Existing Users

If you are a returning user, logon to ProjectDox with your full email address and
password. If you have forgotten your password, click on the Forgot Password button
and follow the prompts a new password will be emailed to you. You will need to know
the answer to the security question entered when first setting up the account.

If you can't reset the password contact DCRA OIS Help Desk at 202 442-8340. Be
sure to mention ProjectDox Password Reset. You will need to supply the full email
address of the applicant.
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Uploading the Drawings and Documents

1. When you have successfully logged into ProjectDox, the project list screen will
display. Any projects for which you have access will be displayed in the list. Any
outstanding tasks that require your action are displayed in the My Task list area
below the project list. You may also access the project from the task list. The
projects are listed in order by permit number. The list will show you the 15 most
recent projects you worked on. If you don't see your project, click the All Projects
button. You can use the directional arrows to scroll to the next screen.

.
6 hiracioesiaatiao] Pt Winsow nene ro T R e T . = =

System Administrator| B3
a

o
[ %= Back | [Forward = || Projests |
| Task List (PD Flow) | | [Create Project | | [ View Archived Projects |

15 recently entered project(s) out of 46 for Herbert Williams (herbert.williams@dc.gov) Press Enter To Search:
Project Options Description Owmer Status I
81100072 02 =2 New Building Permit Building Permits Pre-Screen Resubmit Request

02 =E New Building Permit Building Permits Under Review

0 F=RE MNew Building Permit Building Permits HFC

0 7 =RE New Building Permit Building Permits Under Review

i == New Building Permit Building Permits Under Review

O 7 2lE New Building Permit Building Permits. HFC
B1100063 (i ) IE@ New Building Permit Building Permits Pending Payment
B1100071 0 2 =25 New Building Permit Building Permits under Review
81100085 O£ =E MNew Building Permit Building Permits Pending Payment
81100081 0 £ =& MNew Building Permit Building Permits Approved
B1100076 O 2 =2lE New Building Permit Building Permits Under Review
B1100075 O 2 =% New Building Permit Building Permits: under Review
81100082 L =1~ New Building Permit Building Permits Approved
B1100078 0 2 =2E New Building Permit Building Permits HFC
81100013 0L =E Alteration and Repair Permit Building Permits Final Processing
|I|I~:'|I|I h Page 1 of 1 (15 items)
Project Name Task Attached To Status Created On Updated On Updated By
B1100072 ResubmitReceived File Room Accepted 711112011 311:27 PM 711112011 3:16:40 PM herbertwilliams@de.gov
B1100086 QA Review Pending 7H1/2011 2:02:11 PM 71172011 2:02:11 PM
B1100080 c QA Review Accepted 711112011 1:47:54 PW {b 711112011 1:48:31 PM herpertwilliams@dc.gov
B1100071 ReviewQa QA Review Pending 71812011 1:45:15 AM 7182011 1:45:15 AM i
B1100084 DeparimentReview Zoning Review Supervisor Accepted 7HI2011 4:59:25 PM 712011 5:17:35 P herbert williams@dc.gov
B1100075 ReviewQa QA Review Fending 6/28/2011 11:36:25 AM 6/28/2011 11:36:25 AM
B1100075 ReviewQA QA Review Pending 6/268/2011 11:26:12 AM 6i28/2011 11:26:12 AW
|I|ID=»|I|I Page 1 0f 3 (18 iterms)

Dene € Internet | Protected Mode: Off 3 v ®|100% -

(@ o Tedllcaaleml Ak e g T

Your Task List
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— '
& it e Peson viniow re BT T T T . ==

=
[ S REGULATORY ATFAVRS
B1100072 [ &= Back | [Forwara = | [Projects | [profte |
Main Contact: Williams herbert ‘ B Workflow Portals ‘ €) Info ‘ £otes | | G Email |
Expend cument | Collapse | 4l New Building Permit |
i
B B1 100072 Projectinfo | Reports
3 Drawings =
3 Supportingocuments FDECt e TR
Description: New Building Permit
Project Image: Mo image exists
Location: 0800 0029
Contact: Williams herbert
Contact's Email:
Phone:
Cell Phone:
Pager:
Project Owner: Building Permits
Owner's Email: pdoxadmin@dc gov
Project Admins: Building Permits,Rohan Reid Robert Henry
Status: Pre-Screen Resubmit Request
Status Info:
Project Start/End: Start: 6/8/2011 1:32:28 PM | End: 12/8/2011 1:32:28 PM
Pass-Through: html, htm wma
Incoming Files: Fax: | Email: 99@projectdoxtest dera de qov
Versioning: Enabled for this project

& Internet | Protected Mode: Off 43 v ®100% -

2. Select the specific project that corresponds to the plans you will be uploading.
The project screen displays the project information and the folder list used for
uploading drawings and supporting documents.

3. Click the drawings folder to upload your plan drawings or supporting documents
folder to upload other related supporting documents.

12
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B o S T T Y = 1

soltware

B1100072 [ &= Back | [Forwara = | [Projects | [promte |

Main Contact: Williams herbert [ workiow Portats | [ @ nfo | [ #Z)notes | [E2Eman |
Folder: B1100072\Drawings New Building Permit
Projectinfo | Reports r
Nao files currently existin Drawings. Project Name: B1100072
To upload files into this folder Description: New Building Permit
(1) Click the Upload button below Project Image: Mo image exists
(2) Follow the instructions in the ActiveX pop-up Location: 0800 0029
window
Contact: Williams herbert
Large files may take a few minutes to be Contact's Email:
processed. Click the Refresh button at the top Ph
of the page to refresh your file list view. 3
Cell Phone:
Pager
Project Owner: Building Permits
Owner's Email: pdoxadmin@dc.gov
Project Admins: Building Permits,Rohan Reid,Robert Henry
Status: Pre-Screen Resubmit Request
Status Info:
l} Project Start/End: Start: 6/8/2011 1:32.28 PM | End: 12/8/2011 1:32:28 PM
Pass-Through: html, htm,wma
Incoming Files: Fax: | Emait: 89@projecidoxtest dera de.gov
Versioning: Enabled for this project

& Intemet | Protected Mode: Off v Rl -

. fme
I

4. Click the Upload Files button

13
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1M Computer
&, Local Disk (C)
a Local Disk (D:)
a Local Disk (E:)
L share (\\sdcrafile03) (G:)
3 My Book (1)
S budget (\\sdcrafiled3) (L:)

File name:

L 04064-214a.pdf
[+ A11-01-1-15-07.TIF
[ A1102-1-15-07.TF
| BrookwoodPlat.dwg
L BrookwoodPlat.pdf
[+ final.png
| FP-Lawg

| 1 1 _rhamy

4| .

5/24/2011 235 PM
5/24/2011 235 PM
5/24/2011 235 PM
5/24/2011 235 PM
5/24/2011 235 PM
5/24/2011 235 PM
5/24/2011 235 PM
5/24/7011 2:35 PM

~ | AllFiles (*) -

Drag-n-Drop files or folders.
Files Size
e ~
& Select files for uploading [
() [1 « _migration » Drawings 2856110 » = [ |[ Search Drawings_2856110 o
Organize » New folder =« [ @
1§ Downloads 4 Name . Date modified .
%] Recent Pl
L JEEASAD [l plan layoutl v1 5/24/2011509PM |
‘ SelesiFiles | ‘ Select Folders ‘ | Upload URL | | ‘ Upload NHow - " I planlayout V2 5/24/2011 312 PM [
4 Libraries o
S0 . [ 1st-floorarchitectural.dwg 5/24/2011235PM |
S
2 MDCU'"E" | 1st-floorelectrical.dwg /202011 235PM |
= ::'C _| [ 1st-floorplan.dwg 5/24/2011235PM |
fetures F 04064 214.pdf S/24/011 235PM |
B videos

. g

7/12/2011

5. Select the file location on your computer. Select the files to upload; multiple file
can be selected by using the Shift or Ctrl keys. Click the Open button. The files
will then be copied to the upload windows. You have the option of dragging the
documents into the file window.

DCRA Electronic Plan Submission - Applicant User Guide
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L S e T AR R A [ e a M e SESCHEON

| GA\_migration\Drawings 2856110\ st-floorelectrical.dwg
| GA\_migration\Drawings 2856110\ st-floorplan.dwg

= G\_migration\Drawings_2856110\A1102-1-15-07.TFF

| GA\_migration\Drawings_2856110\BrookwoodPlat.dwg
5 G:\_migration\Drawings_2856110\BrookwoodPlat.pdf
=) GA\_migration\Drawings_2856110\final.png

| GA\_migration\Drawings_2856110\FP-1 dwg

| G\_migration\Drawings_2856110\plan-layoutl.dwg

Close Window
Drag-n-Drop files or folders.
Files (9) Size (4,868KB) I
| G\_migration\Drawings_2856110\1 st-floorarchitectural.dwg 478,068 bytes

100,183 bytes
350,551 bytes
1,738,634 bytes
421,804 bytes
1,102,219 bytes
14,562 bytes
493,690 bytes
285,400 bytes

-
XUpload

™

Select Files | | Select Folders | [ Upload URL | | [ uploggitiow |

*ou are about to upload 3 files from pour computer. Do pou want to continue?
URL: http: //projectdoxtest. dora.de.gov/ProjectDox/Uploader. aspx

™ Danot ask me again when uploading to this URL.

Cancel

6. Click the Upload Now button. Click the Ok button on the Dialog box. If you do
not want to see this box, check the do not ask me again check box, then click Ok.
The files will be copied to the project.

15
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& httpy/projectdoxtestderadcgov/iSessionlD=adnitialE

ose Window

Your files have been uploaded.

1st-floorarchitectural.dwg
. 1stfloorelectrical.dwg
1stloorplan.dwg
A1102-1-15-07.TIF
BrookwoodPlat.dwg
BrookwoodPlat.pdf
final.png

FP-1.dwg

. plan-layout1.dwg

CEND M LN

N

1:50PM |
© o 7/12/2011

A [m )

7. Click the Close button to exit upload process. Once the files are uploaded to
the folder(s), the folder is replaced by thumbnail images of each file contained
in the folder. Under each thumbnail, the file name, author, date and any
relevant file icons are displayed.

16
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i i T, e S e B e B

[ 4= Back |[ Forward = | [Projects ‘ ut

B1100072
Main Contact: Williams herbert | [ Workflow Portals | ) nfo |¢aumes ‘ ‘ E=J Email
Folder: B1100072\Drawings (9 Files - 8 New) Mew Building Permit
emom [promme [Repons
Cument Sort. - Select - - Project Name: B1100072
= B D:D Description: MNew Building Permit
El 1stfloorarchitectural dur z Eiiactiogec AMERD QR
7/12/2011 1:59:58 PM, 478 KB Location: 0800 0029
Applicant SGA Holdings LLC Contact: Williams herbert
B Contact's Email:
Phone:
[] 4stfioorelectrical dur Cell Phone:
T12/2011 1:59:57 FM, 100 KB Paqel'.
Applicant SGA Haldings LLC Project Owner: Building Permits
ner's Email: oxadmin@dc.qov
% Owner's Email: doxad o]
Project Admins: Building Permits Rohan Reid, Robert Henry
[] dstAcorplan. dur -
Status: Pre-Screen Resubmit Request
T12/2011 1:59:57 FM, 350 KB
Applicant SGA Heldings LLC Status Info:
E2Y Project Start/End: Start: 6/8/2011 1:32:28 PM | End: 12/8/2011 1:32:28 PM
Pass-Through: html, htm wma
[F] A1102-4-15.07.TIF Incoming Files: Fax: | Emailk 99@projectdoxtest dcra.dc.gov l}
FM12/2011 1:5%:57 PM, 1.7 MB Versioning: Enabled for this project
Applicant SGA Holdings LLC
3
D BrookwoodPlat dwe
7212011 1:59:57 PM, 421 KB
Applicant SGA Holdings LLC
£
] BrookwoodPiat pdf
71212011 1:59:57 PM, 1.1 MB |
Applicant SGA Holdings LLC
B
[ final.ong
Tr12/2011 1:59:57 FM, 14 KB [ ]
S F_l_‘N AL Applicant SGA Holdings LLC

"

q foj

& Intemnet | Protected Mode: OFf #3 v H100% -

Bl o | =l 3

Congratulations! You have successfully finished part one of submitting your
plans electronically. A notification has been sent to the Plan Review
Coordinator to start prescreening to determine if submittal requirements have
been met. Please logout after your session is complete. The next step will
require the Plan Review Coordinators to review your drawing and make sure
the drawing and the supporting documents have been submitted correctly.

17
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NTARTHENT OF COTSUMER b FEGAIATORY ATTATRS
B1204482 [ 4= Back | [Forwara = |[ erojects

Main Contact: Jonas David [ Bworknow Portals

C=JEmail ‘ | By Edit |

Folder: B1204482\Drawings {10 Files- 10 New) Alteration and Repair Permit

View Folders | [ Upload Files @@ © 3
Cunent Sort: - Select- -

HE 0 SaErna X e®
2/12/2012 2:25:22 PM, 1.2 MB lz‘

E—
\;ﬁ David Jonas
o |

Files that are loaded into the viewer must have previously published and not be of type pass through.

B S edX

50001 ROOFTOP.pdf

S [
ol 2/13/2012 3:26:22 PM, 2.1 MB
- ;E- David Jonas
GE:H Y & & X
e

[F] 50002 ROOFTOP.pdf

a
- 2/13/2012 3:95:22 FM, 2.2 MB
David Jonas 1

(1T %@ﬁx

S| [(] $0002 ROOFTOP pdf

| 2/12/2012 3:285:22 PM, 1.2 MB.
| David Jonas

. @

) BSedx

[[] 50004 ROOFTOP pdf

=
H 211312012 3:25:22 PM. 17.8 MB
- David Jonas
ES
B S edX

& [¥]Z0001_SURVEYOR PLAT pif
& 2/13/2012 3:25:23 FM, 446 KB D
David Jonas
X
) [7]20002 CERTIFICATE OF OCCUPANCY.pdf
g2 2/13/2012 3:25:23 PM, 1 MB
= David Jonas
<
B SedxX

& Internet | Protected Mode: Off 4 v HI00% -

Please insure that all document uploaded successfully. In the Picture above one of the
documents did not load successfully. If this happens try and save the document in a
different location and try to upload the drawing again.

18
DCRA Electronic Plan Submission - Applicant User Guide



Prescreening Process

If there are any questions or missing items for the submission, you will receive a
Prescreening Rejection e-mail. If you have met all submittal requirements, the applicant
will receive a Prescreening Approval e-mail with instructions for the next step.

Prescreening has been Approved

If the submission has been approved the applicant will receive an email indicating the
submission was accepted. The PRC will then start the review process by inviting the
reviewers to the project.

ePlan Pre-screen Review Approval Notification B1100081  tnbex | x

pdtest@dcra.dc.gov to me

moe | NiD | g |00 | g e @
B o NQN B E (NI R =82
Bgagy B |pE = p=

DERAATUERTOF CONSUWER L S8 ULATORY AFSARE

Department of Consumer & Regulatory Affairs

Attention: ,

Thank you for using the City of Washington DC ePlan Review System. This is to inform you that permit application
"B1100081" has passed the pre-screen review process and will now begin the formal review process. If you have any
guestions please contact the DCRA Building Department.

_ NotifyApplicantPreScreenAcceptance

Project Access | &nbspLogin To ProjectDox -
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Prescreening has been Rejected

If your submittal requirements were not met you will received an e-mail notification that
the prescreening has been rejected. You can review the comments from the Plan
Review Coordinator by accessing the project. You will have a task that you must
respond to and complete. The following steps will show you how to resubmit the plans.

moe|000 | g P00 gl
@ =800 | E| NN @ E 3@
=g gy === 0=

DEPRATUENTOF GONSUMER & SECULATONY A5 HARG

Attention: ,

Department of Consumer & Regulatory Affairs

Your plan review submission for Project: B1100072 has not met the minimum requirements for acceptance. You may
review correction comments and reqguirements by accessing the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow the
instructions provided for re-submittal. I

Please be advised when re-submitting plans and or documents:

= All corrections must be uploaded using the same file names as the original submittal
» Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

= Please make corrections within 30 days of this notice to avoid your Permit Application from expiring

B1100072
Herbert Williams

CorrectionComplete

Project Access | &nbspLogin To ProjectDox -

1. If you are already logged on to ProjectDox you can select the Project Access
link which will take you directly to the project. If you are not logged on to
ProjectDox click the Login to ProjectDox link.
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[=[E] = ]

. A

@ hitp://projectdoxtestderade.gov/7FilelD=&MarkuplD=&TopidlD = &tPrajectiD=7EE+ YNELOIcFIyGKCKKCEA= - Windows Internet Explorer

Expand current | Gollapse |

=- B1100072

3 Supporting Documents

B1100072

Main Contact: Williams herbert
a New Building Permit

4= Back || Forward = || Projects || Pre ut
| | I |

‘ B Workflow Portals ‘ € Info ‘ £otes | | G Email

[0 Drawings (9 Files-9 New)
Task

RS

CorrectionComplete

Created On
7H112011 5:02:47 PM

Status
Accepted

Attached To
Applicant

Do

Updated By
hwilliams5958@gmail.com

Updated On
71112011 50541 PM

Page 1 of 1 (1 items)

Yoy WMI00% -

& Internet | Protected Mode: Off

3:19PM

F DNIE P

2. Once you select your project go to the workflow portal and you should see a
task assigned to you. Click the CorrectionComplete task link to open the
eForm that will show you what the issues are with the submission.

DCRA Electronic Plan Submission - Applicant User Guide
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-
& http://projectdoxtest.dera.degov/?LaunchMode=frame&iFlowTaskID=2647 - ProjectDox Plan Review Fo - Windows Internet Explarer | = E =

Department of Consumer & Regulatory Affairs

| Review Information Permit Information Contact Information Construction Information

Froject Manager Herbert Williams ( herbert.wiliams@dc.gov )
Review Cycle 1
workflow Marme / Activity Name StartBuildingReview_14 / CorrectionComplete

Activity Instructions Flease review the Flan Review Coordinator's notes and submit the required
drawings and documents.

Current User Logon Applicant $GA Holdings LLC ( hwiliamsS95&@gmail.com)

ask Instructions

| have uploaded the corrected documents al

Reguited Document are not pressent. You must submit the application in electronic -
format, Please upload the applicationn in the Documents foler

Corrections Complete | Save || Save And Close || Close

\

1. Click the Save and Close button to close the eForm.
2. Make all requested changes including uploading new or additional drawings.

3. Checkthe | have uploaded the corrected documents and drawings as
indicated below check box. This will activate the Corrections Complete button.

4. Click the Correction Complete button to complete the task and send notification
to the Plan Review Coordinator.
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Sending an Email

From the project list screen there is an email icon that allows the applicant to send
emails to DCRA staff. This can be used to communicate between the Plan Review
Coordinators and Plan Reviewers.

& ittt b R e Vendone et e ™ O .

i avolver

[ = Back |[ Forwara = | Projests
‘

15 recently entered project(s) out of 36 for Applicant SGA Holdings LLC (hwilliams5958@amail.com)

Recent Projects All P 3

Project Options Description ‘Owner Status

B1100094 [ =) New Building Permit Building Permits HFC

B1100092 0F New Building Permit Building Permits Under Review
B1100088 L= New Building Permit Building Permits HFC

81100091 [ == New Building Permit Building Permits Under Review
B1100086 0F= New Building Permit Building Permits Under Review
B1100081 [ Tl MNew Building Permit Building Permits Approved
B1100075 [ L= New Building Permit Building Permits Under Review
B1100080 [ = New Building Permit Building Permits Under Review
B1100071 [ = New Building Permit Building Permits Under Review
B1100072 [ = New Building Permit Building Permits Pre-Screen Review
B1100087 [ =l New Building Permit Building Permits HFC

B1100070 [ | New Building Permit Building Permits HFC

B1100063 [ =] New Building Permit Building Permits Pending Payment
B1100060 [ = New Building Permit Building Permits Pre-Screen Review
B1100078 [ = New Building Permit Building Permits HFC

II II | » 4] Page 1 0of 1 {15 items)

Project Name Task Attached To Status Created On Updated On Updated By

B1100088 ApplicantResubmit Applicant Accepted 71472011 6:14.01 PM 7i14/2011 6:16:45 PM hwilliams5958@gmail.com
B1100087 ApplicantResubmit Applicant Accepted T712011 6:07:53 PM 7111i2011 12:54:06 PM hwilliams5958@gmail.com
B1100070 ApplicantResubmit Applicant Pending 6/22/2011 11:20:40 AM 6/22/2011 11:20:40 AM

B1100056 ApplicantResubmit Applicant Accepted 5/24/2011 1225118 PM 5i24/12011 12:29:31 PM hwilliams5958@gmail.com

IIE‘:'EE {b Page 1071 (4items)

Done & Intemet | Protected Mode: Off v B100% v

1. From the project list screen under Options select the email icon [ next to the
project you wish to reference in the email.

2. Enter the Subject of the email

3. Enter the Body Text of the Email
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@ hupifprojectdotest dera.de go/TProjectD=116 _ProjectDox_Windows Intemet Explorer I i T T T T o ) i

Team mail for Project: B1100094
Email type: Standard Mail

Subject: * Applicant Email To DCRA

Body: *
The applicant can communicate with staff at DCRA by using the mail function withiin Project Dox. The select Reviewer or PRC will get the email| I:‘
O
that will be emailed: *
[ Name
= ¥ Project: 51100094 (116@projectdoxtest.dera.de.gov)
B[] ¥ ton Group Members
& W  Management
-0 W ere
Na Company Email
-] DCRA Joseph.Bembry@dc.gov
(=) Aaron.Esterling@dec.gov
-8
DCRA
-] DCRA marullus.villisms@de.gov
= = e
L] 4 13 L] Page 1 0f 1 (5 items
B

=
4:16 PM

4. Select the name of the staff person(s) from the user group list you wish to
communicate with. The names are listed by the Group/Division they belong to;
select the user by clicking the check box beside the staff person's name. Note:
To email reviewers, select the Email Group. Reviewers are located in the
Email Group for now. Future Enhancements will allow the selection of
reviewers by discipline.

5. Click the Send button. A confirmation screen will appear, listing all the staff
persons that were selected.

6. Close the window.
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Tracking Review Status

Once the drawings have passed the prescreening process the applicant can follow the
progress of the reviews using DCRA Online Building Permit Application Tracking
program.

To access your application go to DCRA website DCRA.DC.GOV. Click on the Permit

Status Icon. w‘% The application will prompt you to enter either the permit number or
the property address.

‘€ Department of Consumer & Regulatory Affairs - Windows Internet Explorer = |- [
@U v [ ] http://cpms.dera.de.gov/OBP AT idjob.aspx .‘ = ‘ &,| % | [*9 Googie e

File Edit View Favorites Tools Help

5 Favorites | @ Department of Consumer & Regulatary Affairs v B v & v Pagew Safetyv Toolsv @~

I'HE DisTRICT N
oF COLUMBIA

VINGENT C. GRAY

Search Search Ask the Mayor  Subscribe to Emails  Agency Directory 311 Online  Closures

311 Online | District Residents | Businesses | Visitors | Media | Online Services

‘One City, One Government, One Voice™ 4 Mayor h »

m

DC Home > DCRA Home

Track Status of Building Permit Application

To review the status of an application, enter the Application ID or Property Address below and select continue
Application ID
(.9, BO7O0001)

Continue

Property Address

(&0 941 NORTH CAPITOL ST ME)

Continue
Tell us what you think
o vim e mennil it e st s A0 vmsin s it bs bimiem s e S
& Internet | Protected Mode: Off B v ®10% -
=z ws| I/ - . M B 112 AM
= RS T "0 |

Enter the Permit Number in the Application Id field or enter the address in the Property
Address field. Click the continue link beside the search criteria chosen to start the
search.
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€ Dep of Consumer & Regulatory Affairs - Windows Intemet Explorer ==

S Lar http://cpms.dcra.de.gow/OBPAT/PermitStatus.aspx?1D=B1100063 v | B4 X 2 Google yol -|
)

File Edit View Favorites Tools Help

7 Favorites | @ Department of Cansurmer & Regulatary Affairs i~ B v [0 & v Page~ Safety~ Tools~ @+ =

S e e > =
‘One City, One Government, One Voice” L Mayu r
VINGENT C. GRAY

Search Search Ask the Mayor  Subscribe to Emails  Agency Directory 311 Online  Closures

h 311 Online District Residents Businesses Visitors Media Online Services

DC Home > DCRA Home

Building Plan Review Status

il

Project Information

= Application ID: B1100063

= Date filed: 10/4/2010

+ Address: 335 INGRAHAM ST Ny

- Agent: WOODROW GILL, (301) 565-0083

Application Status

Please see the table below for review statuses. The table is not shown if the reviews have not been identified. A blank Status date means that the initial review
has not been completed.

Discipline Review Status Status Date
DDOE Review DDOE Review Approved 1272872010
Plurnbing Review Plurnbing Review Approved 10/28/2010
Structural Revie Structural Review Approved 121372010
Zoning Review Zoning Review Approved 1272772010
lssue Permit Perrmit lssued 12£28/2010

Search for anather job

If you have guestions about a particular building application, please contact the Permits Division at: (202) 442-4589.

Dene @ Intemet | Protected Mode: Off fa ~ ®1W00% -

il (= ¢

z oM | |
W@ e o Smo A

The system will display the above screen that will show the status of each review that
has been completed. The detailed comments for each reviewer can be accessed by
clicking the discipline link.
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Resubmitting Rejected Drawings

If your drawings are Held for Corrections (HFC) the applicant will be sent an email
indicating your drawings have not met minimum requirements for acceptance. See the
email below. You are then required to make corrections and upload only the
corrected drawings using the same file name used for the original submission.

ProjectDox Task Assignment Notification for B1100088 1nbox |x

pdtest@dcra.dc.gov to me

Department of Consumer & Regulatory Affairs

DERAATUERTOF GONGUMERZ H8GULATONY 25 FaRS

Attention: ,

Your plan review submission for Project: B1100088 has not met the minimum requirements for acceptance. You may
review correction comments and requirements accessing the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow the
instructions provided for re-submittal

Please be advised when re-submitting plans and or documents:

= All corrections must be uploaded using the same file names as the original submittal
= Once corrections have been uploaded for review, no additional submissions will be accepted unless requested

= Please make corrections within 90 days of this notice to avoid your Permit Application from expiring

B1100088
Herbert Williams

ApplicantResubmit

Project Access | &nbsplogin To ProjectDox
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Use the following steps to resubmit drawings
1. Access ProjectDox using your email address and password.
2. Navigate to project link and open the project in question.

3. Click the Workflow Portal button from the project display screen.

B1100088
{@Wolkﬂow Pol‘lnls} [@Ilo(esl l@fmaill

Main Contact: williams herbert

Expand current | Collspse | 4l New Building Permit
[=- B1100088
[_] Drawings (8 Files- 0 New)
03 Supporting Documents Task AttachedTo  Status Created On Updated On Updated By
ApplicantResubmit Applicant Accepted 711412011 6:14:01PM 7/14/2011 6:16:45 PM hwilliams5958@gmail.com
L] e =— [ [0 Page 1 0f 1 (1 items)

Done € Internet | Protected Mode: Off 3 v R100% v

117 PM
7/28/2011

L]

4. Click the "ApplicantResubmit” link under task. The next screen will show you
the comments for all reviews.

5. Scroll down the main screen to see the reviewer comments. To see all review
comments use the inside scroll bar in the review window.
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Department of Consumer & Regulatory Affairs

| Review Information Permit Information Contact Information Construction Information GREEN Information

Project Manager

Review Cycle

Workflow Name / Activity Nam
Activity Instructions

Current User Logan

Herbert wiliams { herbert.wiliams@dc.gov )
1
StartBuildingReview_14 / ApplicantResubmit

Flease review all sections of the eForm and drawing markups and resubmit the  »
required information prior to completion of task.
Applicant G4 Holdings LLC ( hwiliams5358@gmail. com)

DEPARTMENT REVIEW - Review Cycle/kiRg

Add Markupi{s) to Workflow

=- B1100088
-0 Drawings (@ Files- 0 New)
{3 Supporting Documents

DEPARTMENT

ELECTRICAL REVIEW

MARKUP ACTION

REVIEWER STATUS & NOTES

See Markup
DCRA STUDENTH
STUDENTI@DE. 50

[ PLLARIREVIEN AND/OR ASSIGHMENT COMPLETE

At the top of the screen you will see tabs; these tabs contain all the information
submitted on the application. In the middle of the screen you will see the Review Cycle
number. Use this dropdown to move to the review cycle comments you need to see.
Say there was 2 re-reviews performed you would change the number to 3 to see the
comments for the current review cycle. The next section is where the comments from
each of the selected reviewers can be reviewed by the applicant. (use the scroll bar
located in the review comment window to see all reviews). Scroll down the main page,
there are some questions the applicant is required to answer before resubmitting the

drawings.
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DEPARTMENT REVIEWER STATUS & NOTES

See Markup

DCRA STUDENTA
ELECTRICAL REVIEW
STUDENT1@DC.50V

LI PLAN REVIEN AND/ORASSIGHWMENT COMPLETE

fTask Instructions

I have reviewed and addressed the reviewer camments that were identified during i

| have reviewed and addressed all of the iterns in the Markups section above that we

| have uploaded the revised drawings into the "Drawings" folder and, if raguestad, uj
file name as the original files

Complete|[ save And Clese

eForm Version: DEV VERS

6. At this point the drawings have not been reviewed by the applicant, so click Save
And Close button to Save the eForm.

7. Review the drawings in question and make the corrections

8. Upload the revised drawings (see Page 11-17 of this manual)

VERY IMPORTANT

In order for the program to update the drawings, the applicant must replace
the corrected drawings using the SAME FILE NAME. There is no need to
update the drawings using a new file name. Any corrected drawing with a
different file name will be rejected and you will need to upload the drawings
again.
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DEPARTMENT REVIEWER STATUS & NOTES

See Markup

DCRA STUDENTA
ELECTRICAL REVIEW
STUDENTA@DC. 30V

| PLANIREVIE AND/OR ASSICHMENT COMPLETE

ask Instructions

| have reviewed and addressed the reviewer camments that were identified during the

| have reviewed and addressed all of the items in the Markups section above that were

| have uploaded the revised drawings into the "Drawings” folder and, if requested, uplo:
file ngme as the ariginal files

Complete | Save And Close

9. Once you have finished uploading the corrected drawings, go back to Workflow
Portal then click the ApplicantResubmit link to access the eForm.

10.Read the 3 questions at the bottom of the screen, if all the requirements have
been satisfied, select the check box for each question, then click the Complete
button.

Congratulations! You have completed the resubmission process. The File Room
will be notified that the drawings have been resubmitted. The File Room will then
notify all previous selected reviewers that the drawings have been resubmitted.
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Obtaining Approved Permit

Once all reviews have been approved the applicant will receive an email indicating all
reviews have been approved and they must come to DCRA to obtain the official permit.
Come to the Department of Consumer and Regulatory Affairs (DCRA) office located at
1100 4th St. SW Washington DC 20024 2nd floor. You will be required to pay all
remaining permit fees. Once the fees have been paid the permit will be issued and the
approved drawings and supporting documents will be moved to the Approved Drawings
and Approved Support Documents folders in the ProjectDox application. Once the
drawings are placed in the approved folders, the applicant can download and print the
drawings.

Note: DCRA is working on complete fee payment online. Due to the special paper the
permits are printed on, the applicant will still need to come to DCRA and pickup your
permit.

Eplan Review Approval Motification B1100083  1nbos |2

pdtestggdcra.de.gov to me

Department of Consumer & Regulatory Affairs

Attention: ,

Thank you for using the City of YWashington DC ePlan Review System. Congratulations, Permit Application "B1100063"
has passed the eplan review process.

In order to receive your permit and begin work, please remit payrment far the final permit fee in the amount of 68, Flease
submit payment to the DCRA 1100 4th St, SWW - 2nd Floor Washington, OC 20024. Payment must be received prior
to permit issuance.

Flease print this notification to accompany vour cash or check payment if you will be submitting payment in person.
After your permit is issued, you will receive a notification and the ability to download and print the plans fram project
B1100063.

B1100063
Motify PlanApproved

Project Access | &nbsplogin To ProjectDox
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Once the applicant receives the above email, come to DCRA and follow the steps below
to obtain the official permit.

Steps:

1. Come to the Issuance counter to get the bill. (Bring a copy of the approval
notification email)

2. Pay the cashier then go back to the Issuance counter.

Issuance will issue the Official permit.

4. The applicant should receive an email indicating the drawings were approved
and they are ready for downloading. This may take a few minutes to move the
files to the approved folder(s).

w

ProjectDox Appro&d Plans Ready for Download Notification for B1100081  1nbox | x

pdtest@dcra.dc.gov to me

Congratulations ,

Your approved plans are ready for download for Project B1100081. In order to download your approved plans Login to
ProjectDox and download your plans from the Approved Plans and Approved Supporting Documents folders.

B1100081
Herbert Williams
MotifyDownload

Project Access | &nbspLogin To ProjectDox
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Printing Approved Drawings

All drawings are converted to PDF's. Adobe Acrobat reader is required to review and
print approved drawings. Adobe Reader is a free application that can be downloaded
from the Adobe web site. To print the drawings you first must download the drawings.
To download the drawings follow the steps below.

1. Login to Project Dox and open the project

r rrom e ctD—105 - Proi - Sl
P e . S )

B1100081 [ 4= Back | [Forwara = |[ rojects | pr

Main Contact: Williams herbert [ BWaerkilow Portals | ‘ @ info ‘ ‘tallotes | [E=Email |

Expsnd cument | Collapse | 4l New Building Permit

B I?110(1C|!!1 Projectinfo | Reports I}
3 Drawings (12 Files- 0 New)
B3 Supporting Documents RSB SHILLTE
[ Approved Drawings (11 Files - 0 New) Description: New Building Permit

Project Image: Mo image exists
Location: 0800 0029
Contact: Williams herbert
Contact's Email:
Phone:
Cell Phone:
Pager:
Project Owner: Building Permits
Owner's Email: pdoxadmin@dc.gov
Project Admins: Building Permits,Rohan Reid,Robert Henry
Status: Approved
Status Info:
Project Start/End: Start: 6/16/2011 4:03:03 PM | End: 12/16/2011 4:03:02 PM
Pass-Through: html, htm,wma
Incoming Files: Fax: | Emait: 105@projectdoxtest dcra dc.gov
Versioning: Enabled for this project

& Intemet | Protected Mode: Off v Rl -

=
12:35PM

e
P 0

2 EMErrE

2. Click on the Approved Drawings Folder
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B B T T A

_ pl e

B1100081 [ 4= Back | [Forwara = | [ Projects |
Main Contact: Williams herbert ‘ B Workflow Portals ‘ €) Info ‘ £otes | | G Email |
Folder: B1100081\Approved Drawings (11 Files - 0 New) New Building Permit

© [ ©[@ |Projectinfo |Reports
Cumer - Select- - Project Name: B1100081

=) | é Description: New Building Permit
=] | Project Image: Mo image exisis
e 1 Location: 0800 0029
/2172011 1:52:17 AM, 22 MB =
Private User Contact: Williams herbert
ﬂ @ Contact's Email:
=2
Phone:
[¥] 0408A2142 par Cell Phone:
&/21/2011 1:52:20 AM, 25 MB Pager:
Frivate User Project Owner: Building Permits
ﬂ &) ‘Owner's Email: pdoxadmin@dc gov
Project Admins: Building Permits,Rohan Reid Robert Henry
1stfloorarchitectural.pdf Status: Approved
8/21/2011 1:52:15 AM, 271 KB S
Private User -
B o Project Start/End: Start: 6/16/2011 4:03:03PM | End: 12/16/2011 4:03:02 PM
Pass-Through: html, htm,wma
=] 7] 1stAoorelectical pit Incoming Files: Fax: | Email: 105@projectdoxtest dera de.gov
M 011 16216 AM, 379 KE Versioning: Enabled for this project
Sl Private User
&3
I
£ [¥] 1=tfloorplan pat
_ &/21/2011 1:52:16 AM, 350 KB L b
e, Private User
B 2
=2

] [#]a1101-115.07 pot

| 8/21/2011 1:52:24 AM, 1.1 MB.
Private User
B &
=2
Lok

@
] [¥]a1102.1-15.07 pdf
1 2172011 1:52:26 AM. 1.8 ME
! Private User
=
| =
s v

ok

& Internet | Protected Mode: Off 43 v ®100% -

—
1237 PM

3. Select the drawings to download. Select all of the drawings for downloading by
checking the select all box above the first listed drawing. To download them
individually or selectively select the check box beside the individual drawings.

4. Download the drawing(s) by clicking the download Icon. 5. To download all
drawings or selected drawings, use the download icon above the first listed
drawing. To download individually, select the download icon next to the selected
drawing file.

If you selected more than one drawing, the system will download the files to a zip file.
The following screen will appear to allow you to create and delete the Zip file. After the
download has been completed successfully, please delete the zip file from the server,
for the protection of your intellectual property.
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P L
@ httpu//projectdoxtestdera.de.gow/?ProjectiD=105 - ProjectDox - Windows Intemet Explorer - - - m =|E

B1100081 [ = Back | [Forwara = |[ Projects |[ pr ut

Main Contact: Williams herbert ‘ B Workflow Portals ‘ €) Info ‘ £otes | | G Email
Folder: B1100081\Approved Drawings (11 Files - 0 New) New Building Permit

@m O E Files retrieved from: B110008 1\Approved Drawings

cmms“; - Select- M Yourfiles are ready to be downloaded. All selected files have been compiled
E [ = &bDb into a single ZIP file for your convenience.
= 04064 214 pat = # [ Download Zip File (5.5 MB) | | Delete Zip File |
= 8/21/2011 1:52:17 AM, 2.2 MB
Private User
% é After your download has completed successfully, please delete the zip file

from the server, for the protection of your intellectual property.

040BA-214a pdf

8121/2011 1:52:20 AM. 2.5 MB [ File Download )
Private User
=
B35 Do you want to open or save this file?
1stfloorarchitectural.pdf i Name: Approved Drawings_1832175.zip
8/21/2011 1:62:16 AM, 271 KB Type: Compressed (zipped) Folder, 547MB
Private User From: projectdoxtest.dcra.dc.gov

RS

Open Save Cancel

=
El Astfivorelectrical.pdf
|
@/21/2011 1-5216 AM, 379 KB Always ask before opening this type of file
Eaal Private User
1 - m i ‘." While files from the: Intemet can be useful, some files can ly
| = hiam your computer. If you do not trust the source, do not operfr

save this file. What's the rigk?

£ [¥] 1=tfloorplan pat
/2172011 1:52:18 AM, 350 KB L

Private User

L=

[[]a11-01-1-15-07 pf

8/21/2011 1:52:24 AM, 1.1 MB. l}
Private User
B &

A =2

Lok |
S| [F]a1102.1-15.07 pdf
&21/2011 1.52:26 AM, 1.8 MB
Private User
=
| =
e | E'E‘
Dene & Intemet | Protected Mode: Off fa v W100% -

—
1:22PM

5. Click the Download Zip File button. Note the button will show how much space
will be required to download the files.

6. Click the Save button to place the file in a directory of choice. If you click the
Open button, the files are placed in the user's windows profile. Take note of the
folder Windows picks for the download. To print the plans at a later time you will
need to know the directory were the files were downloaded.

7. Open and Print the files using the Adobe PDF reader software.

CONGRATULATIONS! Job Well Done
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