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City of Phoenix Electronic Plan Review (EPR)

PLANNING & DEVELOPMENT DEPARTMENT How to View Changemarks in Projectdox

Plan review changemarks (correction requests) can be viewed in several ways using the
ProjectDox system. This guide provides three options for viewing changemarks. Users must
have access to the ProjectDox projects to use these methods.

I.  Project Report: List of changemarks with plan sheet file name and description of requested
change.

Il.  EForm: The EForm can be accessed by accepting the assigned “Task” in ProjectDox. (This
method can only be used by the ProjectDox user who originally submitted the plan
review project.)

lll.  Individual Sheet Review: Manual process of looking at each plan sheet file. This process
can also be used to view individual plan sheets and their changemarks after identifying them

using one of the methods listed above.

l. Project Report

1. Log into the ProjectDox system and find your project by clicking on the “Task (PD)” button on
the left side of the screen.

2. Click on the project name link to access the project home page.

ProjectDox )

Home || Q All Tasks | | Create Project | All Reports Profile | Logout
~
Project Name Task Attached To Status  Priority Due date Created On Updated On Updated By
APBLICANT Pending ;mafzms 1:42:15 ;:;3!2018 1:42:15

3. Inthe project home page, click on the “Project Reports” button.

Project @

1803805-LPRR Home || Q, All Tasks || Create Project | All Reports Profile | Logout | (3)

Main Contact: 2515641 Project Tasks B

Expand current | Collapse | 4l Interior Remodel - Doctor's Office

[~ 1803805-LPRR [[] Show Al Tasks For All Users
Task Attached To  Status  Priority Due date  Created On Updated On Updated By
ApplicantResubmit ~ APPLICANT Pending 10/3/2018 1:42:15 PM 10/3/2018 1:42:15 PM
- APPROVED PLA
14 { = M Page 1 of 1
Page 1 of 5

For more information or for a copy of this publication in an alternate format, contact Planning & Development at
602-262-7811 voice or TTY use 7-1-1.
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4. A window will open with several report choices. Click on the " jcon next to “PDS — Project
Markups Listing”.

View | Report Name Report Type Report Description

' Curremt Project - All Emails Sent Detailed Report Project All Emalls Sent Detalled Report

L= Current Project - All Emails Sent Summary Report Project All Emails Sent Summary Report

A Current Projact - All Evarnis Report Braject Logged Events For a Broject By Date
ig ent Project - All Files Report Project All Uploaded Files Report

nt Project - All Group Users Project All Project Group Users

ig nt Project - All Uploaded Files with Sheet Sizes Project All Uploaded Files with Sheet Sizes
1= nt Project - Discussion Board Repon Expanded Project Discussion Board Report
g Current Project - Discussion Board Raport Prajact Discussion Board Repart
'a Curent Ig it - Files Viewed By Cate Project Files Viewed 8y Date
i@ Current ig :ct - Folders Entered By Date Project Folders Entered By Date
¥ Currant Project - Project Markugs Listing Praject Al File Markups Listing
B Current Project - Ungublished Files Praject Unpubdizhed Files
g Current Project - Users Entersd By Oate Project Users Entered By Date
8 Workdiow - Checfist Report (Not Mat ltems Only) Workfow Checidist Raport (Not Met Itams Only)
L= Workfiow - Checidist Repont Workfiow Chechdist Report (Met and Not Met)
iQ ‘Wordlow - Department Review Status Workfiow Department Review Status
I8 Workiow - Routing Siip Warddow Workdiow Reouting Slip
i PDS - Project Comments Detail Praject All Project Comments Detail
PDS - Project Markups Listing Praject All File Markups Listing
g PDE - Projects (KIVA-EPR) - Entarad Project ALL
" 4 L3 L] Page 1 of 1 (20 items)

5. After clicking on the view icon, a report will generate summarizing all plan review
changemark comments plus the reviewer name and email address for each comment. The
report can be exported by selecting the desired format from the save menu.

1< 1 of 1 | O © 100% V] = Find | Next

Project @

Excel

Current Project - Project Markups L
1805100-LPRM

PowerPaint

Review Cycle Markup Name Date § POF |\lamel Email File Name
1 NEC 10/04/2018 NE Ilodrl'quez E2.2.pdf
) TIFF file N ]
Use NEC codes for electrical outlet friguez@phoenix.gov
spacing.
MHTML {web archive)

CSY (comma delimited)

¥ML file with report data

Data Feed
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1. EForm

1. Log in to the ProjectDox system and find your project by clicking on the “Task (PD)” button on
the left side of the screen.

2. Click on the “ApplicantResubmit” task link underneath the “Task” column.

Project @

Home | Q All Tasks || Create Project || All Reports Profile | | Logout @
~
Project Name Task Attached To Status  Priority Due date Created On Updated On Updated By
12803805-LPRR I ApplicantResubmit IAPPUCANT Pending ;C;;BHZUW 814215 ;(;,;3&018 1:42:15

3. A popup box will appear. Click “OK” to launch the EForm.

Message from webpage x
o Do you want to accept this task?
Cancel

4. After the EForm generates, scroll down to the “Changemarks” section of the EForm. All
changemarks for the plan will be displayed. To review the changemarks on the individual
sheets, click the markup discipline you want to view under the “Markup” column.

=

W‘ CHANGEMARKS - Review Cycle: LIKd

Filter Changemarks by Keyword: SEARCH_ SHOW ALL

s Click Here to Load Changemarks. .

Resolved Cycle  Department File Description Details Applicant Response

Update separation requirements per
003_CP0.1 PROJ building code.
' |m|e AND CODE INFO.par |2€ IBC #03

Note: When using the EForm for reviewing changemarks, Do Not complete the
“ApplicantResubmit” task until corrected drawings have been uploaded. Completing this

task will send the project back to the city.
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1", Individual Drawings

1. Log into the ProjectDox system and find your project by clicking on the “Task (PD)” button on
the left side of the screen.

2. Click on the project name link to access the project home page.

Project @

Home | Q All Tasks || Create Project || All Reports Profile | | Logout
Projects
~
Project Name Task Attached To Status  Priority Due date Created On Updated On Updated By
I‘I 803805-1PRR IAgglica-:Resuhmit APPLICANT Pending ;CI\);B,-’ZUWB 14215 ;(;,;3&018 1:42:15

3. Click on the “DRAWINGS” link on the left side of the screen.

=+ 1803805-LPRR

- CHECKLISTS (1 Files - 0 Mew)
:m (G0 Files - 0 Mew)

~[ 3 SUPPORTING DOCUMEMNTS {14 Files - 0 New)
~[_J REFEREMCE DEAWIMGS (59 Files - 0 Maw)
-~ APPROVED PLAM SET

A,
4. To access markup layers on a plan sheet, click on the £* iconto the right of the drawing
thumbnail.

e [ c22001

¥ 10/3/2018 83730 AN, 1T ME

" 1 ) i Steven Rodrigue
Lo 8 il
o — B O il@' ke

5. A screen will pop-up, check the “View” box to choose the layer(s) you want to view and then
click the “View/Edit” button to open the file.

ProjectDox(" §

Close Window

Markups attached to plan layout1.pdf

Delete View Edit Markup Name Author Date
X @ iy IBC Steven Rodriguez 10/5/2018 73642 AM & & O

View,/Edit Clear All Select All for View
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6. The drawing will open with the selected markup layers. Click on an individual changemark
(1) and the associated comments will be displayed in the window below (2) the changemark
names. Comments can also be viewed by placing the mouse cursor over the changemark
thumbnail located on the drawing (3).

| plan layout1 pdf V1 D -
" || S FIVAECIEAr)

| |
« » = 2
M Y YY B
mlcz |

ELEC RM.

Steven Rodriguez 10/05/2018 07:36 AM
Remove swing doors. (2)

--------- 0 replies ---------

-

N
X‘H HESTAIRS

T —

opR—o—F QA |

Note: Markup layers can contain both changemarks (correction requests) and approved
as noted comments. Check each project folder to verify if the plan reviewer has added
changemarks to the plan checklist or supporting documents. This process can be used
to view the reviewers comments. The “Project Markup Listing” report can identify
individual plan files which contain changemark comments.



