Applicant Upload Task

Quick Reference
Updated October 1, 2018

Project

City of Lincoln and Lancaster County

Click on the Application
Tacks (FF). |EERIEE Upload Task link for the
3 Refresh G\ Save Setings Quick Fler: St One. V| appropriate project. You
will be prompted to
ok s : accept the task. Click OK
¥ Contains... + Contains... when prom pted to
Applicant Uplond Task $P18002 continue on to the eForm.

Review Information Resources

Project Name: SP18002
Preject Description: Test For Project Dox
Coordinator: Rachel Jones
Workflow/Activity Name: Planning Workflow/Applicant Upload

Current User Login: Missy Minner (mminner@lincoln.ne.gov)

You are able to upload
your project files directly
from the eForm. Click the

appropriate folder from

the list to open the File
upload dialog. (Your
Select destination folder for files folder list may look
" & sa0m slightly different.)

3 application Plans (PDF)

Task Instructions

1. Select the appropriate folder and select files to upload 2. Click "Upload Complete - Notify Planner” (bottom of page)

Project: SP18002

3 cis-cap
3 Text Documents
L3 Final Approved Plans

eous Documents

[ Upload Task Complete (I have uploaded all required drawings and/or documents)




Review Information | Resaurces Click Browse for Files.

Navigate to the files on

your server and select
them.

2 httpsy/pdoxt.incoln.ne.gov/ProjectDox/HtmiSUpload.aspx?noRefresh=trueéiFolderD=887 - Internet Explorer m][E] o] e [

@ hitps:/pdost lincoln.ne.gov/ProjectDox/HtmiSUpload.aspxinoRefresh=trueBFoldeD=887 a

Project

City of Lincoln and Lancaster County
Folder: 5P18002\Application Plans (PDF)

Upload Files Upload URL

Click Upload Files.

Browse For Files Browse For Files Upload Files

Browse for files or drag files into this area.

If you need to upload additional files to other folders, close this window to return to the
eform. Select the folder to which you will upload files and repeat the steps above.

When all files have been
uploaded, select the
check box for “Upload

77
[ Upload Task Complete (I have uploaded all required drawings and/or documents) Ta-Sk Com p I ete -

When you check the
Upload Task Complete
box, the “Upload
Complete - Notify
Planner” button will
become available. Click
this button to complete
your task.

Please note, the Planner will not receive your files until you click this button to complete
your task.

It is VERY IMPORTANT that you complete your task to keep the application moving
through on schedule.
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