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ePlan Applicant User Guide

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.

10.

11.

The ePlan review process is initiated when the Developer or their designated contact (the “Project
Contact”) submits an SA application to the Zoning Counter at Richmond City Hall. The Project
Contact will be provided with an SA number and be requested to pay an SA application fee an
provide a contact email address. SA application forms are available online
www.richmond.ca/__shared/assets/da46189.pdf.

ePlan will send the Project Contact an email requesting their Civil Engineering Consultant’s (the
“‘Engineering Consultant”) contact details be sent to the City’s Development Applications
Coordinator.

The Development Applications Coordinator will process the application and 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 is 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.
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12. 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.

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
www.richmond.ca/plandev/overview.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 Iltem #4 below. The City’s Engineering Drafting
Standards is available for purchase at Richmond City Hall.

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.
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5. Drawings shall be submitted in vector PDF format. For drawing files created using AutoCAD
software, it is recommended that drawings be converted to vector PDF format using the Autodesk
Vector Graphic Converter “DWG to PDF.pc3 plotter driver.”

| /7 Plotter Configuration Editor - DWG To PDF pe3 ?7 B

Jmpon Seve As Defauks

OK | | concal | Help

6. Drawings shall be submitted as single-page, separate files.

7. Drawings shall be uploaded into the permit’s “Drawings” folder within ePlan. Detailed file upload
instructions are provided in Section 6 of this document.

8. All drawing files must be digitally sealed using APEGBC approved software. For more information,
please refer to APEGBC'’s guidelines found at www.apeg.bc.ca. For Landscape Architecture
drawings, please see Submission of Landscape Architecture Drawings.

Submission of Landscape Architecture Drawings

As digital seals are not available at this time, it is acceptable for Registered Landscape Architects to
can a copy of their stamp without signature, add it digitally to drawings, then sign each sheet with an
electronic signature in Adobe Acrobat.

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 www.richmond.ca/plandev/overview.htm.

Supporting documents shall be submitted in a searchable PDF format.

4. 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 APEGBC'’s approved software. For more
information, please refer to APEGBC'’s guidelines found at www.apeg.bc.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.
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Drawing Numbers
Drawing numbers shall consist of the following components:

1. City Permit Number: The permit number, typically shown in the form “SA16-123456”, includes the
year of the permit application (16) 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 (123456-16).

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.

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,
SA16-123456.

Table 1: Drawing Number and File Name Convention

Drawing | Drawing Type

Drawing Type Type ID | Abbreviation Drawing No. . File Name

Title Sheet N/A TITLE N/A N/A 123456-16_TITLE
Survey Plan 03 SURVEY 123456-16-03 | 01 123456-16-03_SURVEY_01
Key Plan 04 KEYPLAN 123456-16-04 01 123456-16-04_KEYPLAN_01
Roads Works 05 ROAD 123456-16-05 | 01 123456-16-05_ROAD_01

02 123456-16-05_ROAD_02

03 123456-16-05_ROAD_03
Water Works 06 WATER 123456-16-06 01 123456-16-06_WATER_01
Storm Works 07 STORM 123456-16-07 | 01 123456-16-07_STORM_01
Sanitary Works 08 SAN 123456-16-08 01 123456-16-08_SAN_01

02 123456-16-08_SAN_02
Street Lighting 09 LIGHTING 123456-16-09 | 01 123456-16-09_LIGHTING_01

02 123456-16-09_LIGHTING_02
Landscape 10 LAND 123456-16-10 01 123456-16-10_LAND_01

02 123456-16-10_LAND_02

03 123456-16-10_LAND_03
Environmental 11 ENVIRO 123456-16-11 | 01 123456-16-11_ENVIRO_01
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Drawing | Drawing Type

Drawing Type Type ID | Abbreviation Drawing No. . File Name

Dike 12 DIKE 123456-16-12 01 123456-16-12_DIKE_01

Electrical Vehicle Charging 13 EVC 123456-16-13 NA*

Traffic Signals 14 SIGNAL 123456-16-14 01 123456-16-14_SIGNAL-01

Pavement Signs & Markings | 15 TRAFFIC 123456-16-15 | 01 123456-16-15_TRAFFIC_01
02 123456-16-15_TRAFFIC_02
03 123456-16-15_TRAFFIC_03

District Energy Utility 16 DEU 123456-16-16 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.

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
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City Department / Group Markup Group | Markup Colour
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 permit application at the City’s Zoning Counter, a new project
will be created in the City’s permitting system. ePlan will automatically send an email to the Developer
containing login and permit information. The email will request the developer forward the Engineering
Consultant’s contact information to the Development Applications Coordinator.
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Servicing Agreement Project Contact Notification

Aftention [UsarFirstiamsa]:

mmmwmm}m@mmmmm]mmmmmwm
umber [Projectiame]. Please quobe this number when making any Inguites
-.n.mu-emy am.-at-a:ym-nmmg.

The 54 drawings and sUpporting documents will D2 reviawad via the City of Richmond's slectronic plan
review system.An aPlan project has been created 1o aliow you to siecionically track e review process

of your appiication. Plaase visit Me City of Richmond Webelte to famillanze yoursell Wil pocess and
requirements for éPlan review. To access your new anplicaion, follow the Instnictions below:

1. Click the aPLan link Dalow
2. Enter your User Login and Passwond [i2mp passaond sant In separaiz emal If you ans new user)
3 Clck the City Permit Mumber [Ink (T 1T 15 not Ested, cick the "All Permits™ Dutton)

Tha SA drawings and supporting documents are requined b be uplaaded by your Engnesing Consuitant.
The Clty rquirss your Engineafing Consuliant's contzet Infomation so Mak 30 aceount can ba created for
em o slectronically upload e SA drawings and sUpporng documents. Peasa forwand he

Englnecring Consuitants contact Infoemation to the Developments Applications Coominator listed below.

Flrst Mame
L=t Name
Eral Adress

Phiange Mumiber

e pa

Coordnator wil process this InformEtion, and with within 43 hours
wmumﬁﬁmumanmpmngmmmmaamwnmﬁ:

The 3A Is a reguirement of 3 RZ, DP or 3D appilcation. The conslderations: of the RZ, DF or 5D

applieation, which specy SA equirements, Must be finallzed and signed by the Appilcant bafore tha City
of Richmond will revtew Mg 54 drawings and SUpPporing Socuments.

User Login: |Your email address |
Permit: [ProjectName] |
Description: |[ProjectDescription] |
Task: | [Activity. Name] |
|
|

Cipordinator: |[l]rnErUsu'Nm] {[OwnerEmail], [OrwnerWorkPhome])
Login to eFlan

For any fechnical ksuss o questions related fo this anplication, pieste contact Me Coorinator (isd
Abowe.

PPisass do not reply to this small

A temporary password for login to the system will be sent through a separate email.

o

.%chmond

Password Reset

Hello ePlan User:

Your password has been reset by a system administrator.

Login: ePlanUser(@Gmail.com
Temporary password: | 98ECKSH

Login to ePlan

The Developer can follow the link to access and log in to ePlan. Note that the Developer is not required
to log in to ePlan as the Engineering Consultant is responsible for uploading all necessary documents.
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Only the Engineering Consultant is able to submit documents through ePlan. However, the Developer
may access the submission status of the application through ePlan (Refer to Section 11).

Engineering Consultant Invitation

Within 48 hours of the Developer providing the Engineering Consultant’s contact information to the City,
an email will be sent to the Engineering Consultant. The Engineering Consultant is required to follow
the link provided to access and log in to ePlan.

Servicing Agreement Plan Review Upload Invitation

Attention [UserFirstName]:

Welcome to the City of Richmond electronic plan review system. This invitation has been sent to you in
response to [ProjectName] - [ProjectDescription].

An ePlan project has been created to allow you to electronically upload your Servicing Agreement plans
and supporting documents for review. Prior te preparing and submitting the Servicing Agreement plans
and supporting docurr'entd, please visit the City of Richmond 2Plan Website for requirements. To access
your new application, follow the instructions below:

Click the Project Access Link below

Enter your User Login and Password (temp password sent in separate email if you are new user)
Click the City Permit Mumber link (if it is not listed, click the "All Permits" button)

Click on the "Plans” should this be "Drawings™ or "Documents” folder

Click the "Upload Files" button and follow the instructions to upload your drawings or supparting
documents

Accept the "ApplicantUpload” task and click the "Upload Complete - Notify Jurisdiction® button
Your plans andfor documents have now been submitted for plan review

L

o

The City of Richmond will accept the following file types.
Drawings: POF

Supporting Documents: PDF

User Login: |Y-:.u|' email address

Permit: [ProjectName]

Description: | [ProjectDescription]

Task: |[Activity.Name]
Coordinater: | [OwnerUserName] ([OwnerEmail], [OvwnerWorkPhone]) |
Login to ePlan |

For any technical issues or questions related to this application, please contact the Coordinator listed
above.

Please do not reply to this email.

New Users

Computer Setup

ePlan is compatible with the following internet browsers: Google Chrome, Internet Explorer, Firefox,
and Safari.

Prior to logging onto ePlan, the following actions must be completed:

1. Disable your computer’s “pop-up” blockers for the ePlan web address. Attempting to log in without
disabling “pop-up” blockers may cause the web page to disappear once you hit the “Login” button.
Some computers have more than one pop-up blocker installed (Internet Explorer, Google Task Bar,
etc). Once pop-up is enabled on the ePlan site, you will be able to utilize the application.

5030670 v3 9



ePlan Applicant User Guide

2. If you are using Internet Explorer, you must install the necessary ActiveX Control components. Do
this by clicking “Install ProjectDox Components” on the login page. This installation will need to be
done once for each computer on which you access ePlan. This step is not required if you are using
other internet browsers.

A ProjectDox Components Setup Wizard will pop up. Follow the prompts in the pop-up to install the
necessary ePlan ActiveX controls.

ePlans

Terms of Use

Weilcome to our website. If you continue to browse and use this website you are agreeing to comply with and be bound by the following terms and conditions of use,
which together with our privacy policy govem... [add'| text, etc)] These are the updates...

Enter your e-mail address and password to continue,

l |

! Login

ﬁ ProjectDox Components EI = @
Welcome to the ProjectDox Components Setup =l
Wizard 4

ProjectD ox Components will be installed on your computer

WWARNIMNG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
o criminal penalties, and will be prosecuted to the masimunn extent pozsible under the law,

< Back Hest >

Your computer is now set up and ready to use ePlan!
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As a new user, you will receive an invitation email providing you with a login ID (your email address)
and a temporary password. Follow the link provided and enter the login information.

Invitation

Hello ePlan Applicant:

You have been added to the ePlans database and as a new member to the project listed below.

ePlanApplicant(@hotmail.com
.| 7T3FFD5B

Login Information

Project SAl6-
Group: Applicant-Civil Consultant
Project Owner: City Coordinator
Owmer's Email: CityCoordinator@richmond.ca
ogin to ePlans
Link to ePlan

You will be prompted by the system to change your password and enter your personal account
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.

Setlings for Test User (TeslUseni@omsil com)

Change Passward: Password Reset Question & Answer:

Current passwond: Security guestion:
Mew password: Security answer:

Canfiim new passwond.

Profile Information

Contact Usar Metadata Project Group Membarship
Information Merribarshin

Fazsword must contam &t ieasr ang qgi e upger cAse fERer ane ower case eifar, must nof contain specls! chamerens snd musr be hatwaan B ana 70 oharachers

* Reguirad field
First Hame: * Tosl Lasi Mame: * Usor
Email: * Testser@hemail com
Title:* ||

Company: *

Addrass 10
Adress 2
City=*
Slate/Province:* CO & | Postal Code:”
prene: Fax
Mohie: Peger:

Stamps:! i]

"

Language:” an

5030670 v3
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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 and added a security question and

answer.

4. Navigating ePlan

City Permits Page

Once you have logged into ePlan, you will be taken to the City Permits page. This page provides
access to all permits assigned to you and all outstanding tasks requiring your action.

This page contains the following sections:

1. Navigation Bar: Allows you to navigate to different sections of the site, including the Help manual
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. ProjectFlow Task List: A list of all active tasks pending your action. Completed tasks are
automatically removed from this list. IMPORTANT: Review Section 5 before accepting a task.

Nagivation Bar

o mack || Forvad ¢ || Gty pormite | prare| | 21| [ ] |60 owest

Active City Permits

ity Permit Number Options.
- 04

Active City Permit List

", 4 »

ProjectFlow Task List

Refrest

1-1oflrecords

1 recently emtered projectis) out of 1 for Beata Ng eata ng@Hotmal.com)

"

Description

11111 2rg Ave - May 13 Test

ProjectFlow Task List

TASK CITY PEAIT MUMBER  INSTANCE

GROAIP

eement  Applicant-Civl

Corsuitant

Site- Wide Tashs

Press Enter Tos Seanchc

Gty Coordinator Status Permit App Date
2 Cty Approved 5/1B/2016 10218:06 AM
All Permits

Page 101 (1 gems)

ASSIGNMENTTYPE | STATUS PRICRITY DUE DATE CREATED SITE ADDRESS

FirstinGroup Pending b Medium 6/3/2016 83528 AWM 5/19/201€ %328 AM 6211 No 3 Rosd

5030670 v3
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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.

SA16-722063

SEOEES

Navigation Bar v | O | D

N pare | o ii-.f: g 111112 Aree - Mizy 13 Test
“F CATE-T22062 Farmit Iafe u— |
L3l Drawings (3R 5 Puwn)
- ity Permit ¥ SALE-T22063 - -
[ Decurmans
o et LTI T e e 18 Tem City Permits
L Approved 15 Fils - 5 Newl Site Addwess or Lecation: 11111 Ird Ave - May 12 Tes1
Site Images NO IMags ety
Documents
Conzutant: geam Np
Consubant’s Emaik g
Phanei OREZTRAIST
Conmuttant's Cell Fhone:

LorLEG0 AW | Ench L1718/2010 151504 A
am_himl_install config. mps

Varsioning: Enaaisd Tor Ehis project

Permit Information and Reports

You may return to the City Permits Page at any time using the “City Permits” button in the Navigation
Bar.

5. Accessing, Accepting and Completing
Tasks
Workflow Tasks

The Engineering Consultant is required to complete the following tasks throughout the ePlan review
process:

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.
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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.

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

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

Accessing and Accepting 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.

[ Bk | Formardt o || Gty Pormt | Pt 1| ][] gt
Active City Permits St Wine Tasks |
1 recently entered projectis out of 1 for Beata Ng et soBHotmal.com) press Enter To searcte [N
City Permit Number Options Description Gity Coordinator Status Permit App Date
0 2 11111 2n0 Ave - May 15 Test ko City Apprared 5/18/2016 10:1%08 AM

It 1 —_— » " Fagelof1l |1 tems)
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While on the SA Permit Page, access tasks by clicking on the “Workflow Portals” button.

SA16-722066

Main Contact: Baara Ng
Folder: S416.

To unioac files intc thiz folder
(1) Click the Upload buttan dakaw
Tow tha InStructions In The Pap-up window

16z may T
the Refre:

@ 3 16w MiNUtes to ba processac
ton at the too of the page to

Ty |

View Foldees | | Upioad Fiss |

o Bock || Formecd s || Gity Permis || Profite | [ 5] ][4
© Reportdlll (2 | O
——

2511 No 3 Road
Permit Tnfo Reports
City Pormit & SA16-722086
Site Address or Locafiors 5311 No 3 Road
Site Image! Mo Im3ge axists
Consultant: ScataNg
Consultant’s Emaik:
FPhome: 6042704257
Consultant’s Coll Phone:
Coordinator:
Coord Email: BegQ richenic
Administrators Tyzon Florerce £Mans Dey
Drawing Status Apglicant Upload
Start/End: ::m 5/15/2016 84722 AV | Endi 11/19/20186 8:47:21
Pasz-Throught o Wy 3vlhim ntmlirstil.consg mpd
Versioning: Enatled for this praject

Your active tasks for the permit will appear under the “ProjectFlow Task List”. Click on the task you

wish to accept.

] s | ] | 3] 1 ]

& Reports| | [ Warkfiow Poraals | [ infa | [ 7] Notes |

G311 Mo 3 Rosd

ProjectFlow Task List I

TASK CITY PERMIT NUM INSTANCE EROUF ASSIGKMEN.. STATUS FRICRLITY DUE DATE CREATED SITE ADOFESS
nopeRtentIil  GesfrGraup  Accested b Megiom  H22IL093838 SoS2ME 5911 No 3 Road
1-1oilrecords
Worlkflow Instances
HALE COORDINATOR SROUP ETATE WERSION ETARTED COMPLETED
T MareeTe’l  Duvelopmant Applizaticns Canrdmstar & 1 /2016 BATI3 AM

1-1ol1records

You will be prompted by the system to accept the task. Click “OK” to accept the task, and the Task
Dialogue box will open. Note that you will only receive a prompt the first time you access a task;
otherwise the Task Dialogue box will open directly.

5030670 v3
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A Task dialogue box will open, providing instructions for completing the task. A sample dialogue box for
the Applicant Upload Task is shown below. Note that the information and instructions presented differ
for each task.

‘= Applicant Upload - Windows Internet Explorer [l ]

%

City Bylaws

Review i Report

» Bylaw No. 8751: Subdivision znd Development Bylaw

= Bylaw Mo. 7222: Residential Lot [Vehiculari Access Regulation
» Bylaw No. 8057: Tres Protection

» Bylaw Mo. 8441 Watercourse Protection and Crossing Bylaw

Other Helpful Links
+ Enginesring Design Specifications

+ MMCD Supplamantary Specs and Detailed Drawings
» Surrey Reguirements

Task Instructions
After you have successfully uploaded all required plan and documents, please click the "Upload Complete” button

[ Upload Compiete - Notily City of Richmond || Complete Later |

After you have accepted a task, you can close the Task dialogue box by clicking the “Complete Later”
button. The dialogue box can be re-open the same way at any time until you complete the task.

‘= Applicant Upload - Windows Internet Explorer [

Resources Review Information | Workflow Report

City Bylaws

+ Bylsw No.B751: Subdivision and Develn,
« Bylaw No.7222: Residentisl Lot [Venicul
+ Bylsw No.BOST: Tres Srotection

« Bylew He. 0431 Watercourzs Protmstion avd Sreazing Jylen

t Bylaw
cesss Regulation

Other Helpful Links
« Enginesring Design Specifcaions
+ MMCD Suppismantary Spece and Detsiled Drawings
+ Survey Reguirements

Task Instruetions
After you have successfully uploaded all required plan and documents, please click the "Upload Complete” button

Upioad Gompiete - Notily City of Ricrmona ([ Gomplete 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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Accessing Tasks Location 2: City Permits Page — Task List

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

< Eack | [ Forward <y | [ ooy parmns | [ procse || 21 |88 60| [togour
Active City Permits

Siwo Whde Tasks | |
2 recently entered project(s) out of 2 for Baata Ng (basta rg@HotwaiLoom) Press Emter To Soarche _
City Purmit Numibee Optians Dencriptian City Coardinator Statum Pecmit App Date
e 02 6311 No 3 Road HeataNg Applcant Upload 5/19/2016 847:22 AM
AL6-3 7306 L 11111 2nd Ave - May 15 Test cdock City Approved
i) ] =] i

25 Pige 1ot 1 (2 ftems)
ProjectFlow Task List

TASK UTY FERMIT NUMEER.  INSTANCE GRouE ASSIGNMENTTYFE  STATUS PRICRITY ouEDATE CREATED <ITE ADORESS
S
e 722000 - A FirstinGroag Pnding b veaum ©/3/2010 239:28 AN
/197201 22 AM

5/13/201€ 33FZEAM 0311 No 3 Acag
1-Tofl wcords

You will be prompted by the system to accept the task. Click “OK” to accept the task, and the Task
Dialogue Box will open, similar to if it were accessed through location 1.

Active City Permits

2 recenily sntered progectis) owlof 3 for Bests Mo (ssets rg@Hotmaileom)

| 5wtz amms | |

s e 1 Seer v [
Oplinas Description Gty Coardanabar Shwtun Peemit fipp Dats
of 6511 Mo 3 Aoad Buats Ng Appicart Upiosd 5152015 722 AM
[ el 12101 Zmdd &va - W3y 1B Test # Cradil iy ApprTd SU1&2016 106D M
Message from webpage E
9 Do yi0u want to accept this task?
[LRRARE | L M Page 1 of 1 (2wl
—
. | C = D o
ProjectFlow Task List | ——
) Aimban
TASK CIT¥ PEAMIT MURMBER:  TMSTANCE GROLUP BEEIGHIMENT TYEE STATLE ERICRITY DLE DATE CREATED EITE ADCRESE
k Lo Apdicant Uslpad Tk SALG-TI2000 FisdnGnoup Pandng b Ngdin 6/3/2006 33528 AN S1MleazIzeAM G311 No 3 Roed
1-1ofl rezords
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ePlan Applicant User Guide

Once the task, such as uploading documents for the Applicant Upload Task, has been completed, open

the Task dialogue box and click on the “Task Complete” button.

= applicant Upload - Windows Int=ret Explorer e [E )

¥

City Bylaws

= Bylaw Mo. 8751: Subdiwision and Davslopment Bylaw

o Bylaw Moo TE2E Residsntal Lot (Vehiouar) Access Segulation
* Bylaw No. 805 ection

» Oplaw Mo B4 Wates courze Protection and Crosting Bylan

Cther Helpful Links
« Enginesring Design Specifications
« MMED Supplementary Specs and Dataled Drawing:
+ Surssy Requirsments

Task Instructions
AMar you have successiuly uploadad 2l requires plan and documents, plaase click e “Unioad Complete” button

(| upioad compiete - Notity City of Richmand | [JEompiete Later |
|

You will be prompted by a dialogue box to confirm completion of the task. Click “OK” to complete the

process. The City’s Development Applications Coordinator will be notified.

‘é} Applicant Upload - Windows Internet Explorsr l:_”_ﬂ‘ Bl

C*B APPLICANT

City Bylaws
+ Bylaw Ne. 8751 Subdivizicn and Developmert Bylaw
« Bylaw Ne. 7222 Rezdantizl Lot (Vehicular) Access Rsgulaton
« Bylaw Nc. 3057: Trae 2rotection
« Bylaw Nc. 8441 Watercourse Protection and Crossing Bylew

Other Helpful Links

« Engineering Dasign Specificatons
« MMCD Supplemertary Specs and Detailed Prawing:

« Survey Requirsmants
Message from webpage @

-

i '~ Completing this tesk will finish your participation in this step and
Task Instructions &Y cannot be undene, Are you sure you went to complete the task?

After you have successfully u

e ——

iipiadiCompits NothCRy ofiehmondy] |EComplein bater

5030670 v3
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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 Developer has provided the Engineering Consultant’s contact details, the
Engineering Consultant will receive a task, by email, to upload all necessary files to ePlan.

Servicing Agreement Drawing Review Upload Invitation

Aftention [UsarFirsttams]:
\‘J'EI{:DITE‘:]H'ECI‘I:]I'I:I'Mmmmwmmmblnﬂmhﬁtﬁﬂﬂmmmln
response o [Projectidamsa] - [ProjecDescr

An eFlan has basn created to allow Upinad your Adresment (SA]
drawings aq:pmngu:-::.rrmmarevalmm ngzr-:lmtm‘mrg "%'“ﬂu?nmgala'rdl

supporting documents, please review and foliow the standards described In the City of Richmond's 2Pian
Appllcant User Guide. To acCE65 your new application, Tollow Te Instructions below:

Click the ePian link below

Emar your User Login and Passwond [i2mp password sent In separais emall I you ans new user)
Click the City Penmit Mumber link {If It s not isted, cilck the "All Penmits” button)

Click on e ~Drawings” of “Documeants" folder

Click the "Upioad Flles™ button and Tollow e Instructions 1o Lpload your drawings or supporting

Accept Me "AppilcantUpload” task and dlick the "Upicad Compicts - Nofy Jurisdiction” button
Ymmmﬁm:rentshme niow besan submitied for review

S RN

The City of Richmond will acoept e folowing flie types.

Drawings: POF
supporting Documents: POF

Uszer Login: |Youor email address

Dot [FrojectName]
Dezcripton: |[ProjectDescription]

|
|
|
Task- [Activity Name] |
Coordimater: |[OwmerUserName] {[OvmerE mail], [ﬂmﬁmﬂhlﬂ]}l

|

Login to eFlan

For any fechnical Issuss of questions related o this application, piease contact Me Coordinator listed
abowe.

Plsaza do not reply to this small.
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Uploading Files
To upload files, first select the relevant Permit Number under the Active City Permit List on the City
Permits Page.

Active City Permits Sne- Wide Tazks | |

3 projectizh out of 3 for Beata Ng {be=ts ngi@Hoamai com) Fres: Entes T Search: [ R

aptiens Dascrigtion Cilty Coordinatos Stabus Permit App Date
[ ] ILI11 20d Av - May 18 Tact aff Craddocs Ciry Appraved S/18/2016 101204 A%
(i L] may 18t test 2 Jait Craddock oy Brascraan 5/18/2004 123807 P
08 8501 o 3 B0ad Ssaa Ha Apglicart Ugload 513/2008 54722 AM
L ; E L] Paga 1arl(3 iems}

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, click the “Drawings” folder and follow the steps below. Alternatively, to upload
supporting documents, click the “Documents” folder. Please do not upload supporting documents
into the “Drawings” folder, or vice-versa.

—

%ichmond

5311 Ne 3 Rowd

SA16-722066

Main Contact: Baaa Ne

Permit Info Reports
City Permit # SA16-722066

Site Address or Location: #4311 Mo 3 Aoac

Sits Image: Mo image exists
Consultant: Seata g
Consultant’'s Emaik Laatang@=oumal com
Phone: $042704257

Consultant's Coll Fhose:

Coordinatos: Seawa Ng

Coord Email: ong@richmond.c
Admintstrators: Tyson Florarca Plans Dav
Drawing Statusi Applicant Upiozd

Starts S/192016 84722 AM | Endh 11/1972016 947:21

3 A
Pass-Throughi MO, WAV, VA, TEm . it Jretail config.. mpd
Verzioning: Ensbiad for thiz project
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2. Upon clicking on either folder, you will be presented with two buttons — “View Folders” and “Upload
Files”. Click the “Upload Files” button.

SA16-722066
Main Contact: Bsara Ng
Folder: SA16.722060\Drawings €311 No 3 Road
Permit Info Reports
City Permit # SA16-722066

Mo files currently =cst in Drawings
Site Address or Location: 6311 Mo 3 Road
To ugloaa files intc thiz folder
(1) Click the Uplaad button belaw
(2) Follow the Instructions In the DoP-Up mindow

Site Image: MNo Imags exists

Large filez may take 3 few minutes to be proceszsed.
Ciick the Refresh button at the tog of the page to Consultant: Jeata Mg
ratresn your e st v

Concultant’s Email: beata raPHowm il com

Phones 0042784257

Consultant’s Cell Phone:

Coardinaton: Acatafe

Coord Email: beg@rchnong ca

Administrators Tyzon Florence EMans Cev

Drawing Statu= Applicant Upload

Start/End: ::m 5/15/2010 84722 AV | Endi 11/19/2018 8:47:21
Pass-Throught Moy, wnv.avi.him ntel irstail.congg mpd
Versioning: Enatied for thiz project

3. An Upload dialogue box will open. Click on the “Browse for Files” button.

2 https://eplansdev.richmond.ca/Projectdox/ HemlSUpload.asps?SessionlD=ElrnitizlEntry... | = |[ =[]

_ﬁhmond Qs Vo

Upload Files Upload URL

J—
Browse For Files T T
o

Erowse for files or drag files into thic arsa.
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4. A second dialogue will appear, allowing you to browse for files to upload from your computer. If you
have Microsoft Silverlight installed, you can drag-and-drop single or multiple files into the window. If
not, select individual or multiple files, then click “Open”. Multiple files can be selected using the
“Shift” or “Ctrl” keys on your keyboard.

= ChooseFile to Upload
@C/v\ < Shared » eplan test docs v [ 43 ][ search eptan test docs 2|
Organize v New folder v [l @
En 2 Name ’ Dazte modified Type
E: T 665440-14-03.PDF

<

v <

- 665440-14-04.PDF

| T 665440-14-05.PDF

L Geotechnical Report_Sealed.pdf

it

2016/05/19 11:40

Ldobe Acrobat D

Filename: "665440-14-05.PDF" "665440-14-0° v

Custom Files (*bmp;*.dgn:*.do v

s
e —mm

5. The files will be added to the upload dialogue box. When all files you wish to upload are listed, click
the “Upload Files” button to upload your files to ePlan, or add more files by clicking “Browse for
Files” again.

| a8 htps:_a'_a'eplansdw.'ichmonld.ca_a'Projectdox-‘H:m 5l,lp|nad.aspx?SessionlD: &lnitizlEntry... IEIIEIIIEI |

—a

%chmond —

Upload Files Upload URL

pa———

,

Browse For Files

Erowsa for files or drag filss into this arma.

o 663440-14-03.PDF OE/STDIIKE 3¢ ~
0 B63440-14-04PCF OB/7T4151KE 3¢
o 665440-14-05.POF C8/296MB 3¢ b

0 of 3uploaded Hidz Cetails

0B/4.24MB

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.
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6. A dialogue box will open to confirm files that have been uploaded. Click “Close”.

‘= https://eplansdev.richmond.ca/Frojectdox/HemISUpload aspx?SessionID=dnitia Entry... | = | = [oE5]

The following files have been uploaded:

1. §65440-14-03.7DF
2. 9E5440-14-D4.PDF
3. GE5440-14-05.°DF

7. Once the files are uploaded to the folder, you should see thumbnail images of each file on the
Permits Page. Icons are displayed next to each thumbnail showing the file name, author, upload
date and file size.

%(hmomd
SA16-722066
Main Contact: Boxa Mg
Folder; 5A16-72066\Denmings 6311 No 3 Road
Vi Foldees | | Upload Fies | Om®m Permit Info Reports

s r:_‘——-—v— Crty Permit ¥ SA16-722066

= .0 Stte Addrezz or Locations 2511 Mo 3 Rosa

i)
Site Images No Im3gs ewsts

IS N (A5440-74-01 POF 2 ®

52070635342 A STOKE
BaaNg

tmgoass 1,

Aoy o Consultant: EeataNg
—ly
e =

Coneultant's Emait: neata rgfl Hotmal con

= 45440 14.04 POF

£ P o4z
—— 52000535392 W T3KE it
m Beva g Conzultant's Cel Phanes

Y

f— 2 X
e Coardinator: Zaasata

= 6554401405 POF Coord Ema: RrQ@rchmang.c3
I 207058
m 8 Administrators Tyzon Florence ZFizns Dev

s " Drawing Status: Agplicant Upload
LLEEES

—_—

: €/18/7015 £47.22 AN : 11/19/2008 £47.22
Start/End: Start: 513/3015 54722 AM | Ena 11713/2016

AN
Pass-Throughs marw. wmy. sn htm_heml instell_configmps
Versioningi Enatled for thiz project
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8. To upload more files, click the “Upload Files” button and repeat steps 3 to 6. You are able to
continue to add files until you identify the Applicant Upload Task as complete within the Applicant
Upload Task dialogue box.

-~

%r!‘unmd

SA16-722066
Main Contact: Ba3ca g
Folders SA16-727056Denwings $511 Mo 3 Road
SeEED Ooen|—- L=
Pormit # SAL6-722066
Gomem Sore |- Select v £
= Stte Addrezz of Locatioms 8531 42 3 Resa
ooy Site Ima
ite 3 Ne imags exss
8 Desei 9 g ox
——
sty
ogeasE
— > Conmltant:
v
—— ==
Cancultant's Emaik
s Phone:
=
w Consultant's et Phanes
|} N

H
!;.

SEAsweesaeS Coordinator:
= Coord Emait:

E Administrators Tysor Florer

!! _5;% Drawing Statuz Applicant Upiaaz

S e
Sharl/End: ‘Suﬂl‘! §/19/2016 BA7:22 AM | Endi11/19/201¢ 84721
Prans-Theough: morw. ey, wa htm. heml inetall_canfig,mpd
Versionings Enabled for this project

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 following
prompt will appear, confirming that the uploaded file will replace the existing as a new version.

(= https://eplansdev.richmend.ca/Projectdow/HtmlSUpload.aspx?FolderdD=189 - Windows...| = | = |[5]

The following files have been uploaded:

1 565440-14-04.P0F

Filzs highlighted in blus are version candidates.
They will be versioned if the file content has been changed in any way.
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Within the Documents pane, the version number will now be shown next to the drawing’s thumbnail
image.

EA16-722066
Main Cantact 2aata g
Folden 5A10-722000\DrEwings 9911 No 3 Acad
View Folders [ | Uplead Files om @ Femit info —E
City Parmit # SA16.721065
Gurrent Sert | - Select - ~
Site Address or Location:  §911 No 3 Read
=B 0, DbD
Site Imagar No imaga axists
B [[] se5440-14-03.POF
I 2LI0LEE5AI AN, SI0KE
| zemna
Consultant:
[ s Emailt
Fhona: 042764357

Consultant’s Call Phone:

Coordinator: Baata Mg
= [ e65440-14-05 POE Coord Email: bro@richenond ca
| Perave—— 520,006 £:5942 AN 3INVE
3 Administratars: Tyson Florance,EPlans Caw
e
l g ) e Appicant Prescreen
== el ™ Corrections
I
& 47:21 AM L/12/2016 £:47:21
Start/End: Start: 5/19/2014 & | Emd: 11/15/2016 5:
AM

Fass-Through: mov_wmy, 3vl_htm_himl_Instail configmpd
Versioning: Enabled for this project

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 City’s Coordinator to request that it be deleted.

Complete Applicant Upload Task

Once all drawings and documents are uploaded and ready to be submitted to the City for review,
remember to click “Upload Complete” within the ePlan Task Dialogue Box (See Section 5 for
instructions on completing tasks). Once you have identified the task as complete, a notification will be
sent to the City’s Development Applications Coordinator to initiate the Pre-screening process.

2 Applicant Upload - Windowrs Internet Explorer E1- o)

51: Subdivision and Development Byian

22: Residential Lot (Venicular Access Regulzton
rotection

CoUrsE PrOTEcTion &1d Trassing Bylaw

Task Instructions
After you have successfully uploaded all required pian and documents, please click the "Upload Gomplete” button

| Upload Comglete - Notify City of Richmond omplee Laer
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7. Prescreen Correction Task

Once you have uploaded documents, the City’s Development Applications Coordinator will receive a
submission notification. The Coordinator will pre-screen the submission within 48 working hours of
receiving it.

Pre-screening is a 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, as shown below, directing you to make the necessary corrections on ePlan.

Pre-Screen Comrection Request Task Assignment

Aftention [LsarFirstNams]:

Your drawing review sUbmission for [Projectiame] - [ProjectDeecription] has not met the minkmum
requirements for acceplanca. You May review comection comments and raguirsments oy accessing Sy

SLEchmong SRian.

When comected drawings and or doouments are ready for ne-submittal, pleass login to City of Richmand
2Pian and foilow the INSructions provided for re-submital.

Fieasa be amvised when re-EUDMIting drasings and of documents:

= Al comections must be upioaded using the same fle names as the onginal suomiial
+  (Once coimections have Deen uploaded for review, no additional submisslons will be accepted

LriEss requesied
Permit: [ProjectName] |
Description: |[ProjectDescription] |
Task- [Activity Name] |
Coordinator: |[l]'lmarlfslr!'fm] {[OrwmerEmail], [Dn'nErWu-r]ﬂ’hnE]H
Login to eFlan |

For any technical lssues or questions related o this application, piease contact he Coordinator lksied
above.

Plsaza do niot reply to this amall.

Follow the steps below to amend your submission:

1. Login to ePlan and open the Prescreen Correction Task for your permit. (Refer to Section 5 for
instructions on accepting and opening tasks.)
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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”.)

= Prescreen Comections - Windews Intem et Bxplorer == oR 5
ca ]
S

Fesowrces | Review Infommation | Workflow Report

otner Haprul Links

Task Instrustiens
Ploase Mmake any necessary Lorreclions as descrined and tnen comolete this sk by CECKIND o the Retum 1 City of Richmend butian below

I Click Here for Frescisen Checklst (1) I

Applicant Comments

Reviewer Comments
Drawing title block doss not match City of Richmond standards - please reviss drawings o include correct fifle biock.
Geotechnical report required.

Reviewer Comments Last updated: 5202016 11:38:33 AM

Ralurm 1o City ofRichmend || Close v

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

4. 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 Explorer ) [

Resources | Review Information | Workflow Report

Task Instructions
Please make any necessary corrections as descrined and then complete this task by clicking on the Return to Gty of Richmana button below

Click Hers for Prescreen Chec st 0)

Apolicant Comment:

Drawings have been revised to Include the comect te biocks and have been upleaded as @ new version.
Gaolachnical repert uploaded.

Reviewer Comments

Drawing tite biock does ol malzh City of Richmond standarcs - please revise Orawings L0 include corect fitle block.
Geoeennical rapor recuired

Reviewer Comments Last upcated 52002016 11:38:33 AM

Rewan t Gity of Risnmand || Glose A

fqasn v
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6. Click on “Return to City of Richmond” to complete the task.

{2 Prescreen Cormections - Windows Intemet Bxplorer = o 5

Respurces | Review Information | Waorkflaw Report

Task Instructions
Please make any necessary comeciions as described and then complete ihis task by clicking on fhe Retum to City of Richmand buiton below

Click Here for Freccraen Checklist 0)

Applicant Comments

Drawings have been revised fo include Ihe comect tle blacks 2nd have been upiosded a5 3 new version,
Gientechnical report uploaded.

Reviewer Comments
Drawang titie biock does mot match City of Richmond standaros - please revise drawings to include comect fitke block
Geotechnical rzport required

Reviewer Comments Last upcaled. 5202016 11:38:33 AM

e —
Return to City of Richmand [NCiose v

Bask v

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 ===
A
Dther Helpfol 1
Task Instructions
Fleass make any necessary comertions as teseribed ana then complete ihis ask by clicking on he Retum to City of Richmond hutton below
Clck Here for Prescresn Checkiif Me552g¢ fram webpage (=
C% Completing this task will finish your participation in this step 2nd
Applicant Comments o fire you sure you want to complete the taskl
Drawings ave been revised to in
(Geotechnical report upioaded.
Reviewer Comments
Drawing fitie £I0C K 40eS not maten City of RICNMONA STandards - 0I6ass revise drawings 10 INCge COMRCIUNe BIOCK.
(Geotechnical report requred.
Reviewsr Comments Las! updated: 5/20/2016 11:38°33 Al
Relum to City of Richmond || Close v
He5% -

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 a “Applicant Re-
submit Task” notification through email requesting document resubmission.

Review Correction Reguest Task Assignment

Aftention [UsarFirstdams];

Fiour SrEwing review submission for [Projeciiame] - [ProjectDescnpiion] has been reviewsd, but has
generabad ST commEnts of requirss CTeCtons. You may neview the comments and drawing markups

by accessing Liby of RICWIONG £2730,

WWhen drawings and / or documents have been comected, please login fo Oty of Richmond &M%an and
resutmit 35 per the InstrucSons in the Cify of Sichynond's 20ian Apglcand lser CUice

Picasa be advisad when re-submiting drawings and | of documenis:

= Al comections mus! be upioaced using the same fie names as the onginal suomittal
= nce comeslions have Deen uploaded for review, no additional submissions will be acospied

uriess requesied
Permit: | [ProjectName] |
Description- |[ProjectDescription] |
Task: [Activity Name] |
Coordinator: |runutrur:~.'m1 (IOwnerEmail]. [OwnerWorkPhomel) |

Login to eFlan |

For any fechnical ssues or questions related o this application, please contact he Coortinator isted
abowve,

Plgass oo not reply to this amall.

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

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

Respond to Reviewer Comments

a M wDn

Complete and close the Applicant Resubmit Task
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Step 1. Review Changemarks and Correction Items

Accept the Applicant Resubmit Task and open the Applicant Resubmit Task dialogue box. (Refer to
Section 5 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.
= mppplicant Resubrmit - Windows Intermnet Explorer e[ ]

Crd A
*

Resour{es Feeview Infemmatian Workfiow Feport

City Bylaws

» Bylaw MWo. B7EL Subdivision and Devalopmant Bylaw

= Eylaw No. 7212 Residentia Lot (Yehicular) Acces: Regulation
« Bylaw No. BT Trac Drotaction

» Eylaw No. 8441 WaTErooLrss Proiacnon and Crossing i

Other Hadpful Links

« Emginesting Design Specifications
« MMCD Supplementary Sp=cz and Detsiled Drawings
» Euney Requirsmants

Task Inztructions
Applicant Resubmit Task for the Staff Review Process

I | view Changemark ltiems (3 | | viewEdil Checkiist ltems () | III

Department Revicwed By Status Reviewer Comments Applicant Comments IEI

Comesdions Regquirad Please rovise drawings according to

Ciy Plannare markups.

Andy Bel
shell@rizhmond.ca

Task Instructiona IEI
| have complstzd sl comections per the changemants and che: kist items

11 have uploaoed 2l corecled plang using e SAME Ml names

Closa aFarm v
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Changemarks and Correction Iltems 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 unigue 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.

= https/feplansdev.richmond.caProject D oxiWeb UL/ ser WorkflowRevien Warkfl owChangemnarknstancesVi - Windows Intemet Explorer =1 o] @

Workflow Review Changemarks:

Raview Crois Al - Groue: Al

Each line is a unique

Shomy o
changemark
RESOLYED® FILE TWASE DOECARTMENT OaE UPDATEDEY FILE AME MARKLP NAME CHAMGEVARK SUBECT CHANGEMAR DETAILS O AREE LAARE ADPUCANT RESDONSE COORDMNA. ROW
5o
I : e B o ’ ! =
. . T Comtem 1t m road ey s 52N
=] L Ancy B e —_ watth i et a1 thic Incaion,  S/S0/20LE 353EM 3561
-
I 1 2o B B L8 355 5M un
€ >
1-5 of 3 records
save and Ous= || Ciose || tiew Foll Repor:

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 Cyal, Group: All -

RESOLVED? FILE IMAGE CYCLE UPDATED BEY FILE NAME
Development Applications Review 1 Cory Councilman plan layoutd.dwg
Development Applications Review 1 Cory Councilman plan layoutl.dwg

1 - 2 of 2 records

Save  Close View Full Report
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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.

' hutps://eplansdevrichmond ca/ProjectDoxWeb UL User/ Revi hangemarkd; - Windows Intemet Explorer = e =)

Workflow Review Changemarks:

Warkflow Reviews Changemark Viewer

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.

2 https/eplansder.richinondea/Project DoaiWes UL U ser W rkflowRleview Workd owC hangemarkInstancesVi - Windows Internet Explorer || =] @
Workflow Review Changemarks:

O Ramazn Rawew Tl | Ml |® Groug: (1
Fhow Teconds.
RESOLYED? FILETWAAGE DOERARTMBNT CraE UPDATEDEY FILE iz I MARKUP % AME I CHAMGENMARK SUBECT OHAN GEMARK DETAILS = ANGEIARE ARPUCANT RESIONSE COORDMNA. . ROW
[ L Anay B EAEH40.18-05 BOF Changaman 3L HE L E L o
! oy e e = 5 ‘o I s m road e 2N
[m| 1 Any Bl EE5440-14- 03 B Blarning Changsmark £32 AT 1 et a1 ChiE lneanon,  SEV20LE B5SPM el
w pacingta 2ty
[ 1 Aoy Eg EA5440-14-05 BOE Plannirg Cnangaman 0% aben e holaspad "9 paas 2EEEM =
< >
1-3of 3mecords

Saveand Closz " Cse | iz Rl Rrpan
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The markup will open on a new dialogue box.

{22 6654401 -14-05.PDF - Windaws Intemet Explorer

ST

i
| 1

I nind

b ORI LTI
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m

===

-

FHFAEIAE

i = 2B
¥ L.
.';'.‘I'lmn:markl‘-'l'.'l:l.

';}lmlzmark #02

4 m 3

andy Bell 0520/ 2016 D359
P

Aeduce wesp hole spacng to 2.5
m

e 11! LT ——

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: B22ta Ng
Folder: 5A16-T72066\Drawings

f—

2 Ok

] | £65440-14-93 POF
I 5202016 BTN 5T B

Beaia Mg

o=
————
—

a [ 6s5440-14-0a PO 42
I /202006 1000 0 47 K8

M’T: e g
el

—
] [ stada-14-08 e
N /20200 BSGAD AN 3 MB

=40

5030670 v3

@511 Na 3 Road

Om @ | emwe Reports

City Permit # SA16-T22065
Cito Addrocs or Location: 6211 Mo 2 Read

Site Image: Na image exists
Consultant: Beata Mg

[ Email: g m
Fhone: GI42TB4157

Consultant’s Cell Phane:

Coordinator:
Coord Email:
AdminisTators:

Drawing Status:

Beata Mg
bra@Erichmend .o
Tyson Florence EPlans Dav

Aoplicant Resubmit
Start-5/19/20168:47:21 AM | End: 11,/25/2016 8:47-21
AM

o, srm_avi_hem, herel, install config.mpd
Erablad for this projact
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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.

:'},\ DEV - Richmond ePlans - Windows Internet Explorer |__‘___v _H__EJ___ I _5?\
— -
%ichmond

Markups attached to 685440-14-05 FDF

Markup Name Author Date

Jlanning AndyBal 5/20)2016 35353

Select All for View

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 Items report. To do so, click “View Full Report” in the Changemark or Correction Items
dialogue box.

& https//eplansdsv. rchmond.ca/ProjectDoxWeb Ui/ Uses/Workf low Review/ Workfl owChangemarklnstanc esVi - Windows Internet Explorer o | =]

Workflow Review Changemarks:
Refresh Rmview Cycle Al 5 Groug: |A1
Srew 3 oo

RESCLVED? FILEIMAGE DEFARTM. CrLE UPDATED BY FLE NAME PAREHUP FEME CHANGENARK SUBIECT CHANGEMARY DETALS CHANGEMAR APPUCANT RESPONSE COCRDINATOR, CHANC

: - o G . $/20/2016 355 P CThanga incarportad nd
2 Flanners oy & 54401405 F Planiing cemark 202018 3550 g
0 Cey Flannees 1 Ancy Sel SR 105 PO knnng Changemark #01 S@mamsasEom Sraning 3l re-cplossed
0 iy Plannses 1 Ay Ball 453401405 P0F parwing Changarmark 202 o
] CyPmners. 1 Anciy el BS30IL0SEDF  lagnin Thangemark 403 fduccwecphole O™ SAOAMIEISCAM S9OSR0 modfisd
< >
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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.

N 4t Jotr b bl & [100% vl | Fing 1 =N
ML File with report data
>
B e N L ) POF
Changemarks Report MHTML {web archive)
Excel
Project Name: SA16-722066 TIFE file
Workflow Started: 05/19/2016 847 AM o

Report Generated: 06/14/2016 11:05 AM

Confirm if minimum road width is met at tl
location.

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

dialogue box.

CED AppLICANT RESUBMIT

*

Resoures Review Infermation Workflow Report

City Bylaws
« Bylaw No. 8751 Subdivizsion and Develoomaznt Bylaw
= Bylaw No. 7222: Residential Lot (viehicular] Access Regulaton
- Bylaw No. BO57: Tree Protecton
= Bylaw No. B441: Watercourse Protaction and Crozzing Bylaw

Other Helpful Lirks
- Enginezring Desion Specfications

= MMCD Supplemantary Spec: and Datailod Dranings
= Surqey Reguirsments

Task Instructions
Applicant Resubmit Task for the Staff Review Frocsss

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

[ iewed By Status iewer C

Arndy Bell ; N Pleaze revise drawings according fo
Ciy Planners abel@rchmond.ca Comections Required markups.

Task Instructions
01 have all ions per the and checklist items

11 have uploaded al corrected plans using the SAME fie names

|| Close eFarm
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Step 2: Respond to Changemarks and Correction Items

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.

‘2 herpey/eplansdev.rich mond.ca/Project Do W ebUL UserWordflowRevi ews/WorldflowChang emarkinstancesi - Windows intemet Eeplorer | =B @
Woaorkflow Review Changemarks:
IJ Rwdrach Raiew Cyela a1 - Greup- &l
Show o
FEEDLVEDT DERAATMENT (=113 UPDATED EY FLE NAVE MAREUP HAME CHANGEMARE SUEIECT T ANGELIERE DETAILE THANGEIANRL EEPLCANT RESFONIE COORDIA.. W
m} ty Flanners 1 Ancty Bell SES440-14-115 BOIF . Changermerk & SEVEILG 355 P | Change imsmipmated and draing
e re-ugioaded| 156
oy Pamnirs L Racky 2 50140550 Hasnirn Chanpamark #12 i L i
Oy Pamner L ity 3 L4540 14-G5. T i Chenpema #33 S e b padngts S5 P fe
£ >
1-3of Eracorss
Sawa and Closa || [ || Wiew Full Aggart

Click “Save and Close” when you have entered responses to all Changemark comments.

@ https//eplansdev.ichmend.ca/ProjectDaWeb Ul User MiarkflowReviews WorkfionChangemarkinstanc esVi - Windows Internet Explorer

o |[&= &=
Workflow Review Changemarks:
sresn RedewCrdr A Groue: A1
e ; - oo
RESCLVED? FILEIMAGE DEPARTM. OrCLE UPJATEC 8Y FLENAME TARRKUF NAME CHANGENAR SUBECT CHANGEMARY DETALS CHANGEMAR. APPUCANT RESPONSE COCROINATOR CHANG
o CoyFlnners 1 Ay Sel DO 1405 FO iznnng Trangemark #71 18 355 B T
| CryPlanners 1 Andy Esll E65840-38-05 P02 parein: Changarmad 207 ol & 535 %
0 © Coyftmnes 1 Ancy el EATAA0-L45 D fnnnz Changemark 03 z:;a;_u WoSp hORIPAING T 5onoaie 3o E‘?;E:-_\_;::\:-:ﬂ;: =
< >
1-30t3 raconds

J P

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.”

= Apphcant Resubrmit - Windows Internet Bplorer ===

C+9 :
L

Reseurces Review [nfomatian Waorkllow Fepon

City Bylams
- Bylaw Mo. 751 Subdivision and Developeent Bylaw
v Byllzw Mo fial Lot Nahicuiar) Socesz Ragulation

¥

i
= Bylaw Mo 8241 Whanarcourse Frovaciion and Croeaing Sylaw

Orther Helptul Links
= Engincering Dasign Specfications
= WWCD Supplsmentary Spacs and Detailed Drawng:
= Sureey Requirzmants

Task Instructions
Applicant Resubmit Task for the Saff Revisw Process

Wiew Changemark liems (3] | | View/Edit Checkist ltems (0)

Department Reviewsed By Status Reviewsr Commeanta Bpplicant Commant
Drawings revised
Andy Bel Please revizs drawings according to and resubmited.

City Planners abel@richmond ca Cormreclions Required markuee.

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

1| have uploaded all corrected plans using the SAME fie names

Resubrit Complate || Closs eForm v

FI5% 0w
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Step 5: Complete and Close Task
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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.

‘= Applicant Resubmit - Windows Internzt Balorer

ck
4+

Resources Review [Infomation WarkTlew Repoin
City Bylaws

awr Mo, £751: Suledivision and Daval cpreart Blaw
A3 ahicur) =

™

52 Frotecion and Croesing Slaw
Oher Helpful Links
= Enginsering Darign Specifications

= MUCD Supplsmartary Spacs ard Detailed Drawings
= Sureey Reguinzments

Task inetructions
Applicant Resubmit Task for the Staff Review Protess

view Changemark ltems (3) | | Wiew/Edit Checkist kems: ()

Department Reviewed By Status Heviewer Comments

City Planners ahelgr‘ij:ﬁ:olnd.:a Comreclions Reguired E.!gﬁ:""’p;:"m drawings according to

Instructions
e tompleied al comections per the changemarks and checklist Rems

ghe uplosded all corrected planz veing the SAME fie names

Resubmit Compleie Cloge eForm

=lte ==

fal

Applicant Comments

Drawings revised
and resubmitied.

9. Approval

5% v

When the drawing review is approved by all reviewers, both the Applicant 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.

5030670 v3
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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 for the following purposes:

* Email Correspondence: Parties involved in the permit can email each other though Topics and
Notes. ePlan will automatically send the email to the recipient.

* Partial Approval Notice: Partial approval notices from the City will be sent via Topics and Notes.

* Request for Information: Either the City or the Applicant may request information or clarification
through Topics and Notes.

* Telephone Conversations: For decisions made through telephone conversations, records of the
conversation can be made in Topics and Notes. This information will become available to all parties
involved in the permit, and will be kept on record through ePlan.

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 “Notes” button within the SA Permit Page.

SA16.722063 [ B | Forunard | [ ity Pormiva | [Prarae | [ 21] [#8] [0 Lf.q
Main Conkact: Beacs Mg | 15 Reporss | B3 Warkflow Parals | ) tnfuff| 47 Moses | )
x| 11111 2nd Ave - May 18 Test
I GA16-T22063 Pacmit Tnfe Repraria
[l Dramings {5 Files - 5 Niae
[ Decvrrmsnis City Fermit ¥ SALE TEZ063
L Approucd {5 Files - 5 Niewd Site Addwecs or Lecation: 11111 Ird fed - May 13 Test
site Images o imags evirts
Cansuttant: Beats Np
Consuttant's Emaik bsamEnaE
Phanes (4278415

5030670 v3

Consuliant'c Call Fhane:

Coordinatorn
Coord Emai
Adrninisdrabar:

Drawing Status

StartfEnd:
Pass-Throughs
Verdoning:

|oraddocuEichmond.c3

Tyvan Flzrarcs E2ans D

Sity Azmieed

htmi_inztal

ILconfig

18 11EG0 AW | Ench L1/18/2010 11E09 A

ot
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A Topics dialogue box will open. This dialogue box contains a report of all Topics that have been
opened for the permit. To add a new topic, click “Add Topic”

@ DEV - Richmond eFlans - Windows Internet Explorer E@
—
_‘=/F€icwmond e winte
View Topics

Permit#: SALG-722066
Owmner: Beats My

G ) )

Topic + Action Status Category Author Date Updated
Clarificstion requested on letdowe Incstian % & @ EmailComespordence Beats Ng 5302005
71423 P
[ J— WA am  Request for nformnation Andy Bell 5/30/2015
srgher =

2:23:45 Bt

Request for Information Andy Bell 5/30/2018

B arert A 23258 M

1]

Request for Information Andy Bell 5/30/2015

= HiA -
e / 22745 I

The dialogue box 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.

= DEV - Richmond ePlans - Windows Internet Explorer E'
.:/ﬁimmond R
Attach a Topic to: SALS-T22085
Owner. Beatz Mg

Authon Sasta Mg Categary: Dates 5/30/2016

ral Correspondzncs
Fartial Approval Motice
Reguest for Information
git[Rgl=chone Conversation !’

Save | | Save & Prepare Email
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Once you have entered the subject title and content of the Topic, click either “Save” or “Save & Prepare
Email”.
(= DEV - Richmond ePlans - Windows [nternet Explorer EI@

—

Jicwmond e wircoy

Attach a Topic to: SA15-722065
Dwner Bestz Ng

Author Seats Mg Category: | Email Comespondsncs ~ Date: 5/30/2016
Subjock: | Door Location
Site Address or Location:
Corsider shifting locstion of prmay accsss door towsrds the north to provide more dearanes for ~
mechanics egquipment.
hd
El Sawe B Propare Email

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”.

(= DEY - Richmond ePlans - Windows Internet Explorer | [L=) E‘

j F;{i‘ckl'mond ——

Toam mail for Projact: £416 712066
Email types Topic/Ners Metification
Topic Categary: Email Conespendence

Subject: * [Deor Lecaticn

Bady:

Consider shifting Iocation of primary sccess Jooe towards the NOMth 10 provide mars desrance for mechanical equipment.

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

[=]

Name

H-D TRO4 Dema Usar
B[]
=0

Page 1 of 1 16 tems|
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The dialogue box will update to confirm that the email has been sent. Click “Close Window” to exit.

\":}" DEV - Richmend ePlans - Windows Internet Explorer = \AELH 22|

J/E;hmond

Email has been sent
Mall has been sent to the following users:

1. Beatz Ng- bng@richmond.ca

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: | SA16-722066 Information on originator and
Author: | Beata Ng = permit of interest

Subject: | Clarification requested on letdown location

Category: | Email Correspondence

Project Access (Topic Access Login to ProjectDox Topic content
e ———

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

If you do not have access to the specified folder. please contact 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 || = @

e~

Jich"nond e Wi

View Chosen Topic & Notes

D
Permit #: SAL0-T12000 | Ownern Ses1a Mg Category Author Date Updated
Email 5/31/20L6
Clarficaton reguasted on letdown IDCation : Beals Hg

Comezpordence, 402:57 PM

It appears that tha aisting latdown location may confict with the trafic signal box Alaaza canfim final design lecatin of traffic
signal bawtn snmure thers i no confiict with lstcown location Letcown can be shittsd narth i requirsd

Close Topic by choosing an Athion Coder o

e notes have been crested yet.
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Enter your response into the comment box provided. Once your response is complete, click “Save” or

“Save & Prepare Email”.

2 DEV - Richmond ePlans - Windows Internet Explorer

—

%ichmo nd

Add Note fo Topic

Clrese Windewy

I Author: 32312 Mg | Owner 22313 Ng | Permit &2 SAID-TZ2088

ICCALIDN T0 F000MIMadane.

Tramic signal Do l0Cation has Not Cnangsd sInde The pravicls submizsion Please aodjust isxdown

Tepic Subject Clsrification raguestad on lesdown location

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.

It appears that the existing letdown location may conflict with the traffic sigral box. Flease confimm final design location of trafiic signal bosc to ensur

ePlan Applicant User Guide

& https.//eplansdev.richmand.ca/projectdox/Topics_Notes.aspx?SessionID=&TopicddD=638&FilelD=0
_.——\
—/ Richmond -
View Chosen Topic & Notes
Permit #: SA16-722066 | Owner: Beata Ng Category Author Date Updated
. Email 5/31/2016
Clanfication requested on l=tdown location E ionderer Beata Ng 20257 PM

It appears that the existing letdown location may conflict with the traffic signal box, Please confirm final design laocation of traffic
signal box to ensure there is ne conflict with letdown location, Letdown can be shifted north if required.

Close Topic by chocsing an Action Code: (

x # AuthorBeats Ng | Date Updated: 5/31/2016 4:14:41 PM

Traffic signal bow location has not changed since the previous submission, Please adjust letdewn location to accommodate,

5030670 v3
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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.richmond.ca/projectdox/Topics_Notes.aspx?Session! D=8&TopiclD=63&FilelD=0
—
%chmond
View Chosen Topic & Notes

Add Note | | View Topics|  Print |

Permit #: SA1G6-722066 | Owner: 3zatz Ng Category Author Date Updated
A : Email v 5/31/2016
Clanfication requestad on lstdown location Conspcndenss Beata Ng 40257 BM

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

Close Topic by choosing an Acgon Cod=: - v l

Closed

X & AuthorBeataNg | Date Updated: 5/31/2016 Mg Reiclved

Traffic cignal box location has not changad since the previous submission. Please adjust Iztdown location to accommaodata

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. Loginto ePlan

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

Active City Permits

2 recontly entered project(s) out of 2 for Beata Ng {beata ng@Hommailoom| Procs Enter To Searche —
| City Permat Number Options Descriptian City Conrdinator Status Peemit App Date |
08 0311 No 3Roaa Sexain Applcare Uplosd 5/19/2018 847:22 AM
| AR [i K] L1111 2m9 Ave - Moy 18 Tasr 2 Cracdnck City Approwed /1842016 102006 AM
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3. Click on the “Reports” tab in the SA Permit Page
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SA16-722066
Main Contact: Beata Ng
] 5311 No 3 Ramd
I SAL6-222066 Permit Info
) Dmming:
(38 Docisnenis City Pecmit & SA16-722066
Site Address or Location: #3110 3 Aoas
Site Imags: No image exits
Consuttant: SaataNg
Consultant's Emaik baata ng@-ovnal com
Phone: €042764257
Consuttant's Coll Phome:
Coordinaton:
Coord Email: ang@ richmond.ca
Admintstrators: Tyzon Florsrca £plan: Dav
Drawing Status: Applicant Upiosd
Start/End: As_v:ms.‘xs/;:':e 84722 AM | End:11/19/2018 84721
Pass-Through! MO, W, 3VE, M, it J 7513, conAg..mpd
Versioning: Enabid for thiz projecs

& Back | [ Formard b awnnuim[i‘_]ﬂ'

"gn.,--“Qmu\-r-uu“Ohr-”Q

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

SAl16-722066

Main Contact: Bezta Mg
Espand currert | Collazen | Gl

- 5A16-722066

3 Drawings (3 Files - 0New)
s .l Documents |1 Files - 0 Mew)
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6911 No 3 Road

Permit Info Reports
Aurailabls reparts:
View Report Hame Report Type Report Description
"li ‘Current Project - All Emals Sent Detailed Rep. Praoject All Emails Sent Dietailed Report
‘I_J. Curent Project - All Emals Sant Summary Re.. Projec All Emiails Sent Summarny Report
B CumentProject - All Files Report Project All Uploaded Files Resor:
-du Current Project - All Group Users Projec &l Project Group Users
‘I_J._ Lurrent Project - All Uploaded Files with Shee... Projec All Uploaded Files with Sheet Sizes
% CumentPrgec - files Viewed Sy Date Projec: Files Wiewed By Date
& ‘Current Project - Folders Entered By Date Project Folders Entered By Dats
‘;J. ‘Current Project - Project Markups Listing Project All File Maroups Lsting
‘& Current Project - Unpublished Flas Project Unpublished Flas
M, curentProjec - Users Entered By Dats Projecc Users Entersd 3y Date
‘IJ. FrojectFlow - Changemarks Workflow  The Changemarks Report displays all changemarks for 3 workfow.
B, Erojctflow - Checkdint Tsm: Wardflow  The Checklict Report dicplays all chacict items for 3 workdiow
s FrojectFlow - Department Review STatus Worflow  Tne Deparment Revizw ST3tUs Report diSplays The status of 3l .
ProjectFlow - Workflow Rowting Sio Wordflow  The Workfiow Routing Sip Repore displays the sequential routs..
] ] [» [m Fage 1 of 124 itams]
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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”.

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

initiated to date.

ePlan Applicant User Guide

‘2 hitps/feplansdev.richmond.ca/projectdox/ReportViewer.aspx?ReportPath= Reparts/Projectlow - Wo - Windows Intzmet Explorer

Werflou Instance | SA18-71306 - Sanvicing Agreemant Dlan Roviow - 5/18/3008 S147:23 /M . |

WA e b b 6 M%) Jenditiee B —
=, ...
Workflow Routing Slip Report
Project Name: SA16-TI2DE6
Workflow Started: 05N 92016 347 AM
Report Generated: 05/26/2015 D4:16 PM
Task Name » Status * Cycle = Date Assigned + Date Accepted = Déte Complgted = Group Name =
Submitter Irfo Update Completed 0 DSM92016 847 AM | OSASEDIS S97AM | DSH32016 9:38 AM D“W“m“r;i':ﬂmm‘m
Appiicant Upload Task Completed 0 D5M9/2015 S30 AM | DS20P01611:32AM | 05202018 1135 AM | Applicant.-Civl Consultant
Prascresn Feview Task Compleizd 0 DS/Z02016 1135 4 | DS202016 11537 &M | OS202016 1138 AM D“*'“”'C;“r;i‘:apﬂm““
Prescresn Comections Task Completed o] DS22016 11:33 &M 0520206 1:45PM 05202016 2:34 PM Applicant-Crsd Conguttant
Dresrmen Review Task Completad D DEMNA0ME 2PN | 0S20PMME 234PM | DSZ0MMME 234 P D"“"““&“&;ﬂ”&‘“““
Azsign Reviswars Task - Staff Review Complatad 1 DE/202015 234 PM | OS2020ME 234PM | DS2020M6 2:55 PM mmmm"g“r;xg"m‘m
City Planrers Department Review cycle #1 Completed 1 05202015 2E5PM | OS2020ME 250PM | DSI202016 3:58 PM City Plarners
Review Compiete Task - Staff Review Completsd 1 D5/Z0/2016 359 PM | 05202016 359PM | DS202016 400 PM D“Whmm‘g"éﬂﬂﬂm‘m
cant Resubmit Task Accepted 1 D5/Z02016 400 2M | O0S20ZDNE 400 M Applicant-Civl Gansuitant
Total Workflow
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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 Development Applications 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 madification 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;

* 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;

* 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.

5030670 v3 48



ePlan Applicant User Guide

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:

* 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, fithess 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 madifications 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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