Building Division ePlan Workflow

Application Request
completed by Applicant
through BPOnline (C2G)
verified by Submissions

Group.

Submissions Group wait
for Applicant to upload their
documents and drawings.
Applicant completes the
“Applicant Upload” (or
Corrections Complete) Task
after they have completed
uploading.

Submissions Group verifies
permit application in
NavilLine, then sends the
project to ePlan Review:
Applicant receives invitation
to upload and “Applicant
Upload” Task to complete.

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

Department
Reviews
completed
correctly?

Review Coordinators click the
“QA Review Complete”
button. The next step will
send the project back to the
Applicant.

Department
Reviews all
approved?

Submissions Group clicks the
“Return to Applicant” button.

Submissions Group receives “Pre-
screen Review” Task in ePlan &
Performs Pre-screen Review:
Start the workflow.
*Enter/edit application sufficiency
checklist items.

*Verify sheet sizes.

*Verify file names are correct.
*Verify digital signatures appear to

Application
request and Submissions Group clicks the
documents “Approve” button and the
sufficient to start workflow sends “Begin
the review Review” Task to Review
process? Coordinator Group.

be present (later validated by
Plans Examiners).

Review Coordinator Accepts “Review QA”
Task and go over all project information, check
it for completeness, make sure markups were

attached to the workflow under the correct

“QA Review Complete” or “Assign QA
Corrections” button depending upon the
results of QA Review performed.

After all Plan Reviewers have completed appropriate checklist items,
department group names that did them if they their review, the workflow sends a “Review perform markups and enter
were left off. Review Coordinator clicks the QA” task to the Review Coordinator Group. any additional notes on the

Review Coordinator assigned
to project accepts the task
and ensures all needed
review groups are listed in
Naviline. They click the
“Begin Review” button and
the workflow sends a
“Department Review” task to
the Plan Review groups
selected.

Plan Reviewers accept their
“Department Review” task and
perform the review. They select

eForm. When finished, they
click the “Complete Review”
button.

Review Coordinator waits for
Applicant to make
corrections and upload their
corrected documents/
drawings and responses to
comments per Applicant User
Guide Instructions.

Review Coordinators click the
“Return to Applicant” button.

Applicant uploads corrected
documents/drawings and completes the
“Applicant Resubmit” task. They will have to Review Coordinator assigned to the project
click three check boxes and the “Complete” accepts the “Resubmit Received” task and
button to fully complete their resubmittal task. enters revision tracking steps in NavilLine.
NOTE: For permits created after 7/1/15, digital They then click the “Begin Review” button to
signatures issued through a 3" Party route the project back to all review Agencies.

(See Digital Signature webpage.)

Certification Authority are required.

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

This step assumes that Department markups and enter any additional notes. When
Reviewers have all chosen either finished, they click the “Complete Review”

“Approved” or “No Review Required” status button. NOTE: This Department Review cycle up
on the task eForm. to this point continues back and forth in the

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

workflow until all Department Reviewers have
selected an “Approved” or “No Review
Required” status.

The workflow sends “Review Complete”
Task to the Review Coordinator. They click
the “Approve” button.

The workflow sends “Batch Stamping” Task
to the Review Coordinator. They perform
the batch stamping task for all folders as
appropriate, and then complete the task by
clicking the check box on the eForm and
clicking the “Complete” button. Drawings
and Documents all get batch stamped with
appropriate stamps for the review type and
document size.

The workflow sends “Awaiting
Final Payment” Task to the
Submissions Group. They
collect permit fees (escrow,

credit card, check or cash) and
click either the “Complete”

The workflow sends “Create
Permits” Task to the
Submissions Group. They
create the necessary permits
and assess the associated fees

Applicant completes
“Additional Requirements”
task if required. When all
permit updating is complete,
the workflow sends an email
and click the “Complete” : -

oo P button or they return the to the Applicant .that their
y o, . workflow to the Applicant for Approved Drawings and
A Payment SE|ect|On TaSk IS “ .. Documents are ready for
. the “Additional _ Y
sent to the Applicant to downloading and/or printing.

Requirements” task.

complete.

NOTE: As long as Review Coordinators have not completed the Review QA task, they have an opportunity to make changes to the project by sending it back to any Plan Reviewer as needed.



http://www.seminolecountyfl.gov/departments-services/development-services/planning-development/electronic-plan-review/digital-signature.stml

