Reviewer Manual

ePlan Submittal for Project Dox

City of Lincoln & Lancaster County

Planning Department
Updated October 2018

It is recommended to use Internet Explorer as your browser when accessing ProjectDox.

Purpose Statement

This Manual provides basic documentation on the steps involved in using ProjectDox software for the City-County Planning Department’s ePlan
Submittal process. The ePlan Submittal process replaces the paper-based review of all Planning applications with a computer-based approach. This
process relies upon digital documents using pdfs and GIS vector files. ePlan Submittal will allow everyone participating in the review process to enter
their comments and exchange ideas within a secure digital environment.

This manual has been prepared for use by the Project Reviewers as a general reference guide. There are text descriptions and screen images of the
step-by step tasks necessary to complete a project review using ProjectDox. It is not designed to present every detail on every element of the process.
Rather it offers a basic foundation for learning the process and as a subsequent point of reference as applications are being submitted and reviewed.

Overview

The ePlan Submittal process has been designed to both simplify and speed the review of Planning Department applications. To accomplish this goal
requires expeditious communications between the Planning Department, the Reviewing Agencies, and the Application Contact.
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Project Notification
Reviewers will receive email notification of a review task for an application. They will be notified via e-mail for each round of
review a project may undergo. The e-mail will look similar to this:

Plan Review Task Assignment

Attention Rachel:
You have been assigned a task on Project: SP18002

You have 10 calendar days to complete your review. Please log in to ProjectDox using the links below to
begin your task.

Project: SP15002

Project Name: | Test For Project Dox

Task: Department Review
Project Contact: |[Rachel Jones (rjones@lincoln.ne.gov, 4024417603)

Project Access | Login to ProjectDox

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

Please do not reply to this email.




Logging In

. Log into Project Dox by clicking the link in the e-mail or going to http://lincoln.ne.gov/city/plan/dev/eplan/eplan.htm and
clicking on “Log in to Project Dox”.

. User name is your email address.

. If this is your first time logging in, use the temporary password included in the email notification for initial login. Enter
requested information to set up a user account. At that time, create a new password to use after the initial log in.

Note: Initial log in requires the installation of ProjectDox components. See ePlan Submittal website (lincoln.ne.gov
keyword = eplan) for instructions.

Project

July 5, 2018

Welcome to the Portal

Your session has ended.

E-mail:

Password:

Forgot password?

Install ProjectDox Components

You need an account to submit and manage applications. Don't have an account?




Completing a Review

The Home page has two tabs, Tasks and Projects. The Tasks tab lists pending tasks assigned to you. The Projects tab lists the
projects you have entered recently. You can also access a project by clicking the link for the project number on the Tasks tab.
The lists on each tab can be filtered by searching in the boxes for “Contains...” under each column header. For example, the

results are filtered in the screenshot below by project SP18002.

A task with a red due date box is overdue and should be prioritized over other reviews.

Accept Your Task

1. Click on the task as shown circled below. You must first accept your review task before you can make any markups.
Click “OK” in the dialog box that opens asking if you want to accept the task. The Review task window will open.

2. Before you can put comments in the Review task window, you must first review the documents. Click on the project link to
open the project, view documents, and make any markups.

Project

City of Lincoln and Lancaster County

Tasks (PF) Projects

.’J Refresh ﬂ:\ Save Settings :} Reset Settings  Quick Filter: | Select One hd

OPTIONS PROJECT

2 matching records

Step 1: Click on and
Accept Task

INSTANCE GROUP ASSIGNMENT...

v Contains... W Contains... W Contains...
SP18002 - Planning

Template - 7/3/2018 Law Department
2:08:47 PM

FirstinGroup

SP18002 - Planning .
Template - 7/3/2018  Development Review 1 iiq, a1
2:08:47 PM g

Step 2: Open Project to Review

STATUS

v Contains...

Pending

Pending

Home | Q All Tasks ~ Create Project Profile | Logout (3)

PRICRITY DUE DATE CREATED

W Contains... V' Contains... v On... -

Low :ﬁm SRIELY 7/3/2018 3:11:31 PM

7/5/2018 2:28:00 PM  7/3/2018 2:28:42 PM




Project Page

Take a look at the files that have been uploaded by opening the Application Plans, Text Documents, and/or GIS-CAD folders. These
folders contain the documents you are being asked to review. You can make text comments and draw on these documents using

Markups. (See Page 13 for information on Markups)

Viewing Files
To view uploaded files, click on the thumbnail image or file name link.

SP18002

Main Contact:

Folder: S5P18002\Application Plans (PDF) Test For

View Folders Upload Files Of @

3 of 3 files Current Sort: | - Select - V|
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Comparing Two Files (Available in Internet Explorer ONLY)

The compare feature allows a graphical comparison of two files. Check the boxes next to the two thumbnail images to be
compared. Then click on the compare tool icon.

SP18002

Main Contact:

Folder: SP18002\Application Plans (PDF) Test For

View Folders Upload Files On @

3 of 3 files Curren | - Select - W |
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The comparison toolbar appears at the bottom of the viewing window. The toolbar contains several commands for different
comparison options. The slider tool is used to change the transparency of the two files for clearer viewing of the differences.
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Comparison Toolbar Options:

Overlay - Both versions are overlaid and both files display in their original colors.

Overlay Differences - The compare file version opens overlaid on the open file. The open file displays in red (deleted
portions), the compare file displays in green (added portions). Unchanged portions appear in grey.

Side-by-Side - Both versions are displayed in a split screen.

Additions - Only added areas (areas not present in the open version that are in the compare version) are displayed in green.

Deletions - Only deleted areas (areas present in the open version that are not in the compare version) are displayed in red.
Unchanged - Only areas that are present in both the compare and open versions are displayed in grey.
Open File (only) - Only the file that was opened first is displayed.

Compare File (only) - Only the file that was opened for compare is displayed.




When using the overlay views, hot keys can be used to nudge and re-scale a compare file to an open file, allowing interactive
small adjustments to align the files more precisely.

Hold down the Control key (<Ctrl>) while pressing the hot keys to nudge the compare file into place.

<«> (left arrow) Nudge position left

<—> (right arrow) Nudge position right
<1> (up arrow) Nudge position up
<4> (down arrow> Nudge position down
<+> (plus key) Nudge scale up

<-> (munus key) Nudge scale down

The “Overlay Differences” viewing option is shown above.




Aligning Files for Comparison (Available in Internet Explorer ONLY)

Files that have been drawn at different scales can be aligned for overlay comparison. The Set Alighment Point tool assists you with
this. It allows you to define identical locations on each file that are used as common alighment points when the two files are
overlaid.

1. Check the boxes next to the two thumbnail images to be compared.

[

2. Click the Compare tool icon: 9

3. Set the Alignment points on the first document:

[-]

Use the Zoom tool to magnify and area that includes two points that can be found on BOTH files.
+

Select Open File (Only) from the Compare toolbar:

Click the Set Alignment Points button:
Left click point one.
Move the mouse across the document to the second point, a blue line should appear. Left click the second point.

4. Set the Alignment points on the second document:

-]

Select the exact same points on the second file that you chose on the first file.

B &

6. It may be necessary to further nudge the files into place for proper comparison (see previous page).

Select Compare File (Only) from the Compare toolbar:

5. Select the Overlay or Overlay Differences option on the Compare toolbar:




Markups

In the document, click the Markup tool in the upper left hand corner of the screen: B
Select “New”.

Markup tools will pop up on the left hand side of the screen. Use these tools to draw, add text, arrows, bubbles and
comments to the document.

Once you have created all your markups, click on the save icon to save the markups under your name: E]
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File History

Click on the View History tool El to open the “File Details, Versioning & History” window.

= [ Exhibit A.pdf V2

7/3/2018 2:08:32 PM, 265 KB

Rachel Jones

083 W

P rOj ec t Close Window

City of Lincoln and Lancaster County

File Details, Versioning & History - Exhibit A.pdf V2

Go to version: [Standard Mode | Compare Mode

J

History Main

Event Message User Date

FileView Rachel Jones 7/5/2018 1:53:56 PM
FileViewCompare Exhibit A.pdf compared with Exhibit.. Rachel Jones 7/5/2018 9:28:44 AM
FileHistoryView Rachel Jones 7/5/2018 9:28:39 AM
FileHistoryView Rachel Jones 7/5/2018 9:28:37 AM
FileView Rachel Jones 7/5/2018 9:28:08 AM
FileHistoryView Rachel Jones 7/5/2018 9:28:05 AM
FileUploadVersion Rachel Jones 71372018 2:08:32 PM
FileUpload Rachel Jones 7/3/2018 2:08:32 PM

Page 1 of 1 (8 items)




File History- Standard Mode

To view the file, click the thumbnail image or the file name link. When multiple versions of a file exist, select the desired version
number from the “Go to version:” dropdown and click the thumbnail image or the file name link. Note: the file name link also
indicates the version to be viewed.

If markups are associated with the file, the markup icon 3. will be available below the thumbnail image. Click this icon to select

the markups you would like to view.

) . ) .
Files can be downloaded to your computer if the download icon — is present.

File History - Compare Mode

When multiple versions exist for a file, select “Compare Mode” to view thumbnails images of the available versions.
Select the check boxes for the two versions to be compared. Click “Compare” to view the two files in Compare Mode in the file
viewer.

Project

City of Lincoln and Lancaster County

File Details, Versioning & History - Exhibit A.pdf V2

Go to version: [Standard Maode | Compare Mode]

D Version 1 D Version 2

Compare




Completing the eForm

The next step after reviewing and creating a markup is for reviewers to complete their individual review section of the eForm.

1. Navigate to the Review task window. If you closed the window, you can reopen it by clicking on your Review task link again.

& My Law Department Review - Internet Explorer
@ https://pdoxt.lincoln.ne.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspxwflowTasklD=1253

L}
1/2

Review Information Resources Discussion Board

Project Name: SP18002
Project Description: Test For Project Dox
Coordinator: Rachel Jones
Review Cycle: 1
Workflow/Activity Name: Planning Workflow/Department Review
Current User Login: Rachel Jones (rfjenes@lincoln.ne.gov)

Task Instructions

Upon acceptance of task, please review the required drawings and provide any applicable comments and status.

View/Edit Changemark Items (2) ‘

My Review

Department: Law Department

; . Rachel Jones
Reviewed By: rjones@lincoln.ne.gov

Save For Later || Close |




2. In the Review task window, choose a status and put text comments in the box provided. You can refer to your comments from a
previous round of review by clicking the + next to Review Cycle History. If you want to review others’ comments, you must
open the Department Review Status Report (see instructions on Page 20). Click “Complete Review” to submit.

2 My Law Department Review - Internet Explorer
@ https://pdoxt.lincoln.ne.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowT askD=1253

Coordinator: Rachel Jones
Review Cycle: 1
Workflow/Activity Name: Planning Workflow/Department Review
Current User Login: Rachel Jones (rjones@linceoln.ne.gov)

Task Instructions
Upon acceptance of task, please review the required drawings and provide any applicable comments and status.

View/Edit Changemark Items (2) |

My Review

Department: Law Department

Rachel Jones

Reviewed By: ones@lincoln.ne.gov

Review Status: \Corrections Required V|

Reviewer Comments: Corrections are needed. See markups on Sheet 2.

+ Review Cycle History

Complete Review || Save For Later H Close |




Reassigning a Task

If you need to reassign your review task to another person in your department, please contact the project planner for assistance.




Modifying Your Comments After Submitting a Review

You have the option to change your recommendation or text comments after you have already completed and submitted a review.
NOTE: If all reviews have been completed by all reviewers, the system will automatically move the project on to the next task and
you will not be able to modify your review.

In the Task List for the project, check the box for “Show all tasks for all users”. Re-accept your task by clicking on the back arrow
icon next to it. Your task window will re-open, allowing you to make any necessary changes.

Task List

E, Start Workflow g,-_'j Refresh Q— Save Settings ék Reset Settings  Quick Filter: | Select One

D Show all tasks for all users

OPTIONS TASK PROJECT GROUP STATUS PRIORITY

W Contains... W Contains... v Contains... V' Contains... vV Contains...

Planner Review
Department Review  SP18002 Planner Review Completed Low
cycle #1

Law Department
Department Review SP18002 Law Department Pending

cycle #1

Development Review

Manager Development Review
Department Review SP18002 Manager

cycle #1

7

Pending

1 -3 of 3 records

Workflow Instances

COORDINATOR GROUP VERSION STARTE




Subsequent Rounds of Review

Based on your comments, you may be re-routed for new round(s) of review. You will receive a notification email and a new
Department Review task will appear in your Task List.

Under the View/Edit Changemark Items button on your Review e-Form, you can view your previous markups (changemarks) and
change the status from “Unresolved” to “Resolved” for tracking purposes, if a particular comment has been addressed. It is
recommended but not necessary to update the status of your changemarks.

View/Edit Changemark ltems (1) |

After changing the status, be sure to click the green Save button off to the right, then click Save once more.

Workflow Review Changemark Viewer

C: Refresh ﬂlSave Settings Review Cycle: |AII V| Group: | Planner Review

STATUS FILE IMAGE DEPARTMENT UPDATED BY FILE NAME MARKUP NAME CHANGEMARK SUBJECT

v Contains... L v Contains... v Contains... v Contains... ' Contains... v Con

Rachel Jones Street Name Correct

Planner Review Exhibit A.pdf
Resolved




Quick Review

This feature allows the coordinating planner to request a review outside the normal workflow. Reviewers may receive such a request
from time to time. The reviewer will be notified by email of the request.

1. Click on your Quick Review Response task and accept it.

Task List

EL start Workflow S Refresh @ Save Settings B Reset Settings  Quick Filter:|SeIect One

Show all tasks for all users

OPTIONS TASK PROJECT ASSIGNED... GROUP STATUS PRIORITY DUE DATE CREATED

V' quick W Contains... W Contains... V' Contains... W Contains... V' Contains... V' Contains... v On... -

Assign Quick oy
O Review SP18002 Rachel Jones Planner Completed L. Medium ;ﬁ/ZDlS 3:09:31

Responders

O«B QiR:;CEEEE\'iE‘1" SP18002 Kasey Simonson  Law Department  Pending gﬁ/20183:29:00 ;/M3/2018 Gl

2 matching records




The Quick Review Response window opens. You can access all the files that you have been assigned to review directly from
within this window. The planner may have written instructions to you which appear towards the top of the window under
Selected Cycle Comments/Instructions. Scroll down and open/review the documents. Put your general comments in the
Responder Comments box at the top of the window. You MUST also put a comment in the box next to each of the documents -
“OK” is sufficient at a minimum. Click “Complete” when you are finished to send your comments to the planner.

°
ProjectFlow
Quick avolve

Task Instructions

gpon a:cetplance of task, please review the required drawings and provide any applicable comments and status. Please review the enclosed sureties and final plat and prepare the Subdivision
\greement.

Requested By: Rachel Jones (rjones@lincoln.ne.gov)

Instance Name: SP18002 - Planning Template - 7/3/2018 3:09:31 PM N —
Cycle: 1

Soected Cycle Pl jew the enclosed sureties and final plat and the Subdivisi 1

Comments/Instruction: lease revie\ e enclosed sureties and Tinal plat and prepare the Subdivision Agl'eemen .

Responder Comments

GROUP NAME FULL NAME TASK STATUS RESPONDER COMMENTS

Sureties are acceptable. Subdivision agreement sent on 7/5 ‘

File Comments | \

Your overall comments go here |

- | | Law Memo.pdf

GROUP NAME FULL NAME EMAIL TASK STATUS RESPONDER COMMENTS

oK

Law Department Rachel Jones flones@lincoln.ne.gov Accepted

- mEiny’  Perks Comected Memopdf | Put a comment for each document
SN,

GROUP NAME FULL NAME TASK STATUS RESPONDER COMMENTS

oK

1-50f5 records

j Complete H Save For Later H Close \




Reports

Several reports are available to reviewers. To view a report, navigate to the applicable project. Click “Project Reports” in the top
right corner of the project screen.

Project LINCOLN ~ . 7 R .

City of Lincoln and Lancaster County NEBRASKA o oy
SP18002 g All Tasks | Create Project Profile | Logout (%)

Main Contact: Project Reports | Jroject Tasks @] 4] = | Codes Edit

Expand current | Collapse | {2 Test For Project Dox

[=- SP18002
—|_3l Application Plans (PDF)
i~ GIS-CAD
[ Text Documents

Task List
Bl start Workflow & Refresh @\ Save Settings # Reset Settings  Quick Filter:| Select One ]

i~ Miscellaneous Documents [ Show all tasks for all users

-~ Law Dept
OPTIONS TASK PROJECT GROUP STATUS PRIORITY DUE DATE CREATED

" Contains... V' Contains... V' Contains... ¥ Contains... V' Contains... V' Contains... V' On..

- & Batch Stamp Task SP18002 Flanner Pending L. Medium 7/2/2018 2:11:01 PM

1-1of 1 records

Workflow Instances

NAME COORDINATOR GROUP VERSION STARTED COMPLETED

- SP18002 - Planning
é*a Template - 6/29/2018 Planner Initial Version (Version 1) 6/29/2018 1:57:46 PM
1:57:46 PM

1-1of1records




The report you will likely use most often is “Department Review Status” which is the former Agency Review Report showing all
reviewer comments submitted to date in a matrix format.

Project

City of Lincoln and Lancaster County

SP18002 Q All Tasks | Create Project Profile = Logout

Main Contact: Project Reports | Project Tasks Q4 = Codes
Expand current | Collapse| 4] Test For Project Dox

=-5P18002

{1l Application Plans (PDF) View Report Name Report Type Report Description
il GIS-CAD

i Current Project - All Emails Sent Detailed Report Project All Emails Sent Detailed Report
{3l Text Documents

L8 Final Approved Plans Current Project - All Emails Sent Summary Report Project All Emails Sent Summary Report
(3 Miscellaneous Documents Current Project - All Events Report Project Logged Events For a Project By Date

-l Law Dept Current Project - All Files Report Project All Uploaded Files Report

Current Project - All Group Users Project All Project Group Users

Current Project - All Uploaded Files with Sheet Sizes Project All Uploaded Files with Sheet Sizes

Current Project - Discussion Board Report Project Discussion Board Report

Current Project - Files Viewed By Date Project Files Viewed By Date

Current Project - Folders Entered By Date Project Folders Entered By Date

Current Project - Preject Markups Listing Project All File Markups Listing

Current Project - Unpublished Files Project Unpublished Files

Current Project - Users Entered By Date Project Users Entered By Date

ProjectFlow - Changemarks Workflow The Changemarks Report displays all changemarks for a workflow.

ProjectFlow - Checklist Items Workflow The Checklist Report displays all checklist items for a workflow.

ProjectFlow - Department Review Status Workflow The Department Review Status Report displays the status of all reviews for a workflow.

ProjectFlow - Discussion Board Plan Review Report Workflow Discussion Board Plan Review Report

ProjectFlow - Parallel Review - Department Review Sta... Workflow Displays the status of all reviews for each of the sub-workflows in a parallel review.

ProjectFlow - Parallel Review - Workflow Routing Slip Workflow Displays the sequential route of all tasks for each of the sub-workflows in the parallel review.

ProjectFlow - Review Details Report Workflow Lists the review comments, checklist and changemark details for a workflow instance review cy...

ProjectFlow - Timesheet Logs Workflow Displays a list of all timesheet values entered in a specific project

L =] > ||} Page 1 of 2 (21 items)




Tips - New Features

e Elimination of “Miscellaneous Documents” and “Resubmittal Requests” folders: Instead of reviewers
uploading files related to their review into the Miscellaneous Documents folder, applicants are granted
permission at the end of a review cycle to view markups and any other comment documents directly within
the Application Plans and Text Documents folders. L.E.S., Parks and Recreation, and other reviewers who
create documents that the applicant needs to view should upload into the Text Documents folder.

Reviewers’ recommendation and text comments will be automatically viewable by the applicant. This is a
change with the ProjectDox upgrade. Therefore, please be sure that your comments are clear and
understandable to the applicant.




