
ePs Applicant User Guide 

To navigate to the correct jurisdiction select either “Do a Plan Review” or “Exchange Sites” 
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Registration 

 

Note:  You must validate 

your account by respond-

ing to an email sent to you 

by ePs.  

Complete the required information 

and select “Register”. 
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Introduction 

Welcome to e Plan Solutions, Inc. (ePs) plan review web portal.  The following is intended to provide 

new users with information regarding the application.  Should you need additional information please contact 

us at support@eplansolution.com or by phone at 678-898-0610.  We are constantly striving to provide the best 

user experience possible.  If you should have suggestions and or problems, please contact us. 

ePs is a web based application for the purpose of on-line plan submittal, review and permitting by gov-

ernment entities.  The application includes project pages detailing the documents associated with the project, a 

communication link for the project in order to improve collaboration between designers and reviewers, report-

ing capabilities for project reports, and versioning for document management.    

Documents uploaded can be of any file type, however, plan review documents should be in the pdf 
format. 

Admin – Admin designates a Government User who has rights to all pages and can change information 

with regard to departments and other  Users. 

Comment – Comment refers to communication between Users.  Comments may include, but are not 

limited to general comments, phone memorandums, meeting minutes, site visits, inspections and email.   All 

Users have access to the project comments. 

CDC – Construction Document Compilation, The CDC’s are the groups of files organized by type to 

be uploaded for review.  (i.e. C3.0-3.2 Grading Plans). See page 3. 

Document – Document refers to any file type that may be uploaded.  This includes, but is not limited 

to .doc, .xls, .dwf, .pdf. etc. 

File Set – A file set is a group of documents that have been submitted for review. 

Government User – Government Users have access to more portions of the application (file details, re-

porting etc.) 

Project Details – Information about a project.  Generally this information is required to be input prior to 

uploading documents.  Information may or may not be required from both Users and Government Users.  

Project Page – The project page contains the information associated with each project.  Within the pro-

ject page is the project details, project files, project comments, and project bonds. 

User – A User is typically an applicant, designer or owner.  They are limited to the project page of the 

application. 

Overview 

Terminology 

mailto:support@eplansolution.com
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(S) Submittal Open: Indicates that 

the project is ready for a user to cre-

ate a new set of drawings 

(F) Open to Files: The project has a sub-

mittal that is still accepting file uploads. 

(U) Under Review: The most recent sub-

mittal is currently under review by the 

municipality. 

 (I) Invalid: Projects that have not 

yet been approved as a valid project 

(A) Approved: This  project has 

been approved. 

(C) Closed:  This project is no 

longer active. 

Project Status Indicators 

Construction Document Compilation 

Construction document compilation (CDC’s) are groups of similar plans that are uploaded for review.  

These can be created thru the “Sheet Set Manger” or grouped using drag and drop methodology with Design 

Review.  Note CDS's should be in PDF  format.

Drag and drop files 

from Windows Ex-

plorer into  “List 

View” in Autodesk 

Design Review. 

Using “Sheet Set Manager” allows 

the  CDC’s to be organized and 

according to the group type and 

printed in sets.   

Sheet Set Manager Manual Generation of CDC’s 
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Construction Document Compilation 
Best Practices 

Individual sheets should be compiled with similar sheets into one file to facilitate the plan review proc-

ess.  Due to varying sizes of projects, there is no set standard for submission of the compilations.  Below are 

some examples of a projects files names and the documents that contain.  ePs sorts the documents using alpha 

numeric sequencing and this should be considered when uploading your documents.   

What is in a Name? 

File names used during the plan review process 

should be chosen with care and provide informa-

tion to the plan reviewer to facilitate the plan 

review process. 

Things to remember………… 

File names should indicate the type(s) of draw-

ings contained within the file.  

File names should indicate the number of draw-

ings in the file.  

File names should be named so that the files 

sort correctly in the submittal set.  ePs using 

alpha numeric sorting to sort the documents. 

Things to avoid….. 

The date,  your project number, extra informa-

tion that does not contain information listed 

above.  

File Grouping 

Architectural  (22 sheets)- Contains all A drawing series 

Structural (2 sheets) Contains all Structural drawing series 

003 Electrical Lighting Plan 

004 Electrical Details 

C01.1 Site Plan 

C02.1 - 2.4 Erosion Control Details 

File Name Examples 

In this example the C02.1- 2.4 indicates 

the number or drawings and also sorts 

the files in the correct order. 

File name is explicit in stating the con-

tents of the documents in the file.  

Building plans should be separated by 

discipline. 
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After creating a user profile and logging in, a new project can be created.  Selecting “New Project” navigates 

to the project information page.  Complete the required information and submit.  The Plan Review Coordina-

tor will review the information and either validate the information or request additional information.  Once 

the project has been validated, you will be ready to upload your documents for review.  

Creating a New Project 

Indicates a “Hold” has been placed on your project.  To see 

the description of the “Hold” select the project. 

Select “New Project” to create a 

new project for review. 

Select Your Custom RSS Feed to subscribe to ePs RSS 

feed that will inform you of updates to your projects. 

See Page 11.  ePs uses RSS communication to inform 

users or their projects.  It is important to subscribe to 

the feed to keep up to date with the REAL TIME 

status and project events.  
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NOTE:  Lat/Long is required to input  in decimal 

format (ex. 34.128; -84.59582) 

Starred and Bold fields are required input. 

Select the project type.  Note: Selecting the wrong 

project type may delay the review process.  

Project Application 

Land Lot, District and Section can be ob-

tained from jurisdtional GIS websites 

Speed Toggle 

Select Submit to complete the process and move to payment. 
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Project has not been validated.  Until the project infor-

mation can be validated by the Plan Review Coordinator, 

the designer/applicant does not have access to upload 

files.  

 

Creating a New Project 

Prior to uploading documents, users must use PayPal to pay for the project.  Once the project 

has been paid for, ePs will validate the project for Jurisdiction to review and validate.  
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Once all the documents have been 

uploaded, they are now ready to be 

submitted for review.  Select “Submit 

for Reviiew” to initiate the review 

process.  Once completed, the de-

signer cannot upload additional 

documents.   

Documents are sorted Al-

pha Numeric. Use sheet 

number then name to cor-

rectly sort the drawings. 

Uploading Files for Review 

Selecting “Manage Files” navigates to the file upload 

page.  Select “Upload Files” and navigate to the file 

locations.  Select the “Files” and then select “Open”.  

File uploading should start immediately after returning 

to the “Upload Page”.   

To Clear the selection select “All OK” to clear a specific 

file select “OK” 
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Once all the documents have been 

uploaded, they are now ready to be 

submitted for review.  Select “Submit 

for Reviiew” to initiate the review 

process.  Once completed, the de-

signer cannot upload additional 

documents.   

Documents are sorted Al-

pha Numeric. Use sheet 

number then name to cor-

rectly sort the drawings. 

Uploading Files for Review 
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You can download all files 

and select “Checklist” from 

the project page once the 

files have been released to 

you by the Plan Review Co-

ordinator. 

Addressing Comments 

When a project status returns to  “S” Submittal Open, the 

project has either passed or failed review.  If the project 

has failed review, the checklist items and associated 

CDC’s are available to view and download.    

Project status changes are available thru the RSS feeds. 

A “Red” dot located on the file type images indicates 

that comments exist within the named file.  

“There are no entries” indicates that the reviewing juris-

diction has not made a comment for item passing or for 

item failing review 
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View entire comment 

Select “New Comment” to add a 

communication.  

Project Communicator 

Select in “box” to begin typing. 

Select “Submit” to save commu-

nication.  

Open Files 

“Open Files” allow users to upload documents that may not be part of a submittal set or need to be transmitted to and 

from the municipality to facilitate plan review.  The “Open Files” tab acts similar to a folder on the computer.   

Delete a file 

Add a file 
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Keeping up with Your Project thru RSS 

From your Home Page, select “Your Custom RSS Feed.   

The url is the subscription address.  This can be copied to 

Outlook 2007 and newer or used in other RSS Reader appli-

cations such as “Feed Demon”. 

For “Outlook”, select “RSS Feeds, “Add a New RSS Feed”, 

paste url (control v), then select “Add”. 

The RSS feed will allow users to keep track of all projects thru one simple feed.  The feed will transmit 

information concerning Project Status, Project Comment and Changes to the “Open  Files” Tab.   

 

This feed replaces the existing need to subscribe to the feeds for the individual projects.  If the user has 

already subscribed to the project feed, they can delete the feed from their reader.  
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Providing Access to Your Project to Others 

Expand Project Details by selecting the + icon 

Select Permissions.   

Enter the individuals email address and select “Grant”.  

The selected individual will receive an email stating they 

have been granted access to the project.  If they do not 

have an ePs User Account, they will be prompted to create 

one.  

You can remove access to the project by selecting 

“Revoke”/   

Note:  Granting access to your project to an individual will 

allow full access to User rights on the project page.  




