PDX ePlans Guide for View Only Users

As a Design Professional or Sub Contractor working with an electronic set of plans, you
may need access to ProjectDox. The ‘View Only’ group feature within ProjectDox will allow you
to view drawings and files, see markups (Changemarks) on the drawings, and run reports. Your
Project Coordinator or a member of the ePlans team can invite users to ProjectDox as an
‘Applicant Associate’ with ‘View Only’ access using a tool called ‘Group Management’. The
Group Management feature only appears on eForms in projects created after the ProjectDox
9.2 upgrade. Information needed to add ‘View Only Applicant Associates’ are a first name, last
name, and email address.

Note: Are you using Internet Explorer as your browser? If you are using IE for
your browser, you will need to download the ActiveX component to view drawings. Please
refer tothe installation instructions on Page 2.

LOGGING IN FOR THE FIRST TIME

1. An invite to ProjectDox will be sent to the email address provided to the ePlans project
team, or your Project Coordinator.

2. If you are a new ProjectDox user, you will receive a temporary password to log in. If you are an
existing user, you will receive a direct link to log in and open the project.

CITY OF PORTLAND, OREGON
£ PLANS

Invitation

Hello Chris Customer:

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

Login: Chris.Customer20@gmail.com ProjectDox@portlandoregon.gov

t -
Temporary Pagsword: | 95AT6CT ome

Project: Training Team Project CITY.OF PORTLAND, OREGON
@ st Site

Group: Applicant
Project Owner: Angie Tomlinson
Owner's Email: Angie.Tomlinson@portlandoregon.gov

Login to ProjectDox Hello Chris,

You have been invited to the participate in the plan review for project: ACME 9 - Webinar, as a member of
Centact the Projest Ovner or a Project Administrater if you have questions regarding this pry the Applicanl Associates group

Your login is: chriscustomer20@gmail.com

Example 1 Invitation for new user.
To access this project, please click on "Open Project” below.

To access this project

Example 2 Invitation for existing user.

AT

7/26/2021 Page 1 of 8




3. If you are using IE, you will need to download the ActiveX components from the login page.

Electronic Plan Review E

The City of Portland ensures meaningful access to city
programs, services, and activities to comply with Civil
Rights Title VI and ADA Title Il laws and reasonably

cITY OF Po RTLAN D' OREGON provides: translation, interpretation, modifications, v

accommodations, alternative formats, auxiliary aids
¢ PLANS
r L

E-mail: |y0ur.email@portlandoregon.gov |

Password: | |

Login

Forgot your
password?

& 2020 Avolve Software. ProjectDiox (Verzion 9.1.8.5) is a trademark of Avolve Software. All rights
reserved.

avolver

To install ProjectDox To create a desktop shortout To add ProjectDox

P roj eCt companers % drag & drop icon doyaurievorites

Click here . onyour desktop Click here

INSTALLING PROJECTDOX COMPONENTS
ProjectDox requires the installation of ActiveX controls to be able to perform certain actions:
uploading files, downloading files, viewing files, and viewing help information. There are two
ways users can install the controls:
a. The link to an MSI file for installing the ActiveX controls is available from the login
screen.

e If the user’s network requires administrative access to download ActiveX
controls, the user will NOT be prompted, nor will the MSI on the login screen
install. The user will need to contact their network administrator to get access to
download these controls.

e [f using the MSI from the login page, the user can accept the defaults to run the
MSI and install the controls.

b. If not using the MSI, then after logging in to the site, the user will be prompted by the
browser to install the ActiveX control (yellow bar at top of the screen or at the bottom
of the screen, depending on system version) when attempting to view help
information, or uploading, downloading or viewing files.

4. The Login Page for ProjectDox will display, allowing you to enter your login email and your
temporary password.
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Electronic Plan Review

CITY OF PORTLAND, OREGON

reserved.

To install ProjectDax
components

Project

Click here

The City of Portland ensures meaningful access ta city #
programs, services, and activities to comply with Civil
Rights Title VI and ADA Title Il laws and reasonably
provides: translation, interpretation, modifications,
accommodations, alternative formats, auxiliary aids

© 2020 Avolve Software. ProjectDos (Wersion 9.1.8.5} is a trademark of Avolve Software. All rights

E-mail: |your‘emai\@port\andcregon.gov ‘
Password: | ‘
Login
Forgot your
password?
——
avolve

To creste & desktop shortcut

W/ drag & dropicon
Ay, onvour desktop

To add ProjectDax
to your favarites

Click here

5. Once you successfully log in, you will be taken to your user profile, where you will need to
reset your password, create a security question and answer, and enter some additional

information.

Your password must be between 8-12 characters with at least 1 upper case letter, 1

lower case letter, and 1 number. Special characters are not allowed.

Profile Information

All highlighted yellow fields are
required.

Change Password:

Contact
Information

* Rnqurad fiaid
First Name: *
Emai: *

Titha: *
Company. *
Address 1

Address 2

StatedProvince:*
Phana: *
Mobile:

Stamps

Language:"

M s

Canfirm new password:

Walcome to FrojeciDox.

Since you curendy have a lemparany passwond, you will need 1o change it 4o a permanent password and (if you have not done so)
erfer 8 security question and answer. This quesSion/answer will be something that anly you krow, and will erable you fo reset
your password if you ever forget what i is.

Password Reset Question & Answer:

Securily quastion: *

Bspurity anewer: *

User Motadata Project

ship

Group

Debbie Last Mama: * Developar

debiie. developedigmail.com i

[ Fosini Gode

Fax:

Pagar:
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NAVIGATING PROJECTDOX

1. The Home page will display with all projects you have access to loaded in main view.

2. Select the Projects tab to see your projects. Select All to see all projects. Note — you will
only have access to view projects you have been invited to. Select the Project Name to

open the project.

CITY OF PORTLAND, OREGON
" PLANS
Homa || ) | Drajeet|Eneer pvojuct narm AnTasks | & || Logout | iE
——
Teesh Prajects
Fiefresh  Sawe Settings All Ik-ent SH:VH.!.:-'_‘:'-E recards
ACTION PROJECT DESCRIPTION OWNER STETUS CREATE DATE
I - [* [v [ [+ |
El -'-B I_E @ r%-_ ACME T ACMET - Training Ferry Techmician Technical Prescreen  2/19/21 1028 AM
-..-.] a = @ f} ACME § ACME & Terry Techmiiar Techinical Prasoreen P12 1030 AM
) B O & ACME & Trairivg progect Kurt Abe Bpphcant Uplosd 218721 213 PM
et I B=1 e s S
B @E@®S iE ACME 2. Trairveg proseet Terry Tachaiciar SN Schae T 812 AM
— i Regubimi
_.:l ,-_a i; @ i‘_ 54 TR 30300 ;‘;‘E:M":ET;:S Standard Wardlow i Teplaion Appicant Upicad H1EA3 B3 B
B - 12 of 12 reconds b | APrev | (102

ACCESSING YOUR PROJECT REPORTS

1. Select your project link in the Project column to access the Project reports, drawings, and

files.
CITY OF PORTLAND, OREGON
£ PLANS
Home || ©F | Drajeck|Enter project nor AnTasks | & || Logout | G
Prajects
miresh  Save Setting All | Recemt 5‘-:vu.!"'-'_:i recards
ACTION PROJECT DESCRIPTIOM OWNER STATUS CREATE DATE
I [* [+ [ [v |
El '.';':} !_E @ ET ACMET ACME T - Training Terry Technician Technical Prescreen 2719721 1028 AM
Bl E QS amee ACME & Tairy Techmiciar Technical Prasorar 21521 10:20 AM
I &) B O S BCME & Trairivng progect Kurt Abe Apphchnt Uplosd  2/18/21 213 PM
= & BE = s A Second Soreen ari
= ¥) El @ i ACME 3. Trairersg propect i oty it LTI 2 AM
| ;) -E @ il' 3 OTESTHR X ;ZJ-'EQT;:;: Standard Waridlaw o TN Appiicant Upload 11521 333 BM
B - 12 of 12 records b= | A Prew 1§22
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2. Select the Reports tab.

CITY OF PORTLAND, OREGON
9 ¢ PLANS
Homa (O} Project Ecror project nam &I Tasks L  Logout ﬂ
——
Main C -
Repons Applica Trakning Videss: Applicant Training Videos n Contact: Chrs Customesy

Hirbes sh Save !
ACTIOMN REPORT NAME REPORT TYFE REPORT DESCRIPTION

i Plar Rirview - Rissiire Dalsils PesjnciFlow Diapliys thi Workfios Reuling Sip with a 5l of neview commants

6 Py Frier - Workficaw: Rosating 38 PeojictFlos Displays the seauental mouting and times for compleied or cumend plan

i Laski

Iz ProjeciFioes - & Fmview linms PeojnctFlow Tha Changamarks Regor dapleys sl changsmicts for s worklow

L1 ProjeciFiow - Changmmarks Workiow Tha Changamarcs Fegor depleys ol changsmaris for a workow,

L] Quick Bewew - Dalals ProjoctFiow Ml Quick mview commenis and resp [ ] e

3. The report page will load and display all the available reports for your project.

4. Select the reporticon (i | to open a report. Helpful reports include:

¢ Plan Review — Workflow Routing Slip: Displays the sequential route of all tasks for the

workflow.

e Plan Review — All Unresolved Comments: Lists the review comments, Checklist and

Changemark details for a workflow instance review cycle.

e Plan Review — Changemarks Report: Displays all Changemark corrections comments from

each review group.

¢ Plan Review — Department Review Status Report: Displays the status of all reviews for a

workflow.

e Current Project — All Uploaded Files with Sheet Sizes: All uploaded files with sheet sizes
within this project. Make sure sheet sizes are the same size to assist with the batch stamp

process.

5. To export reports to Excel or other file formats, select the file icon and select the file
format.

Workfipw: | 20-000500-000-00-A% - Aesdemtial Permit-Standard - 4872001 1:16:07 PM Wirw Raport

1] < 0 a1 P ]| @] 1060% - B . Find | Mast

Plan Review - Department Review Stat

Project Mame: Applicant Training Videos
Workflow Started: 04082021 01216 PM [
Report Generated: 0S/DS2021 85:29 PM

CYCLE  DEPARTMENT ETATUIS

Lific Safety

Flasieig s Todiing Approeed HHTHL i meh &rch
B 1 HESEnvioemeisl Review Mo Revaw Regaired

ILif: Safery metions. Fequined

Plazreng and Forang Asnipa Chly

BES Errvisormncalal Revicw Appieed
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DRAWINGS AND FILES

Drawings and documents can be found in the files tab of your project home page.
e Select the Drawings or Documents folder to see files uploaded by your team

members.

CITY OF PORTLAMD, OREGON
# PLANS

Home

Q

Project: | Enter project name

All Tasks

X

Tesid | Files fo  Rey ACME 4: ACME 4. Training project
Refresh
Upload Files A B R (T 0 of O files (0 selected)
FILE NAME STATUS ~ REVIEWED UPLOADED DATE
— K [¥icontoin] ¥| [ ¥icommim] ¥i0r ]

Logout 0

IEWING MARKUPS

Drawings with markups (known as Changemarks) left by reviewers will have a red exclamation

T : #!
point icon in the reviewed tab.
CITY OF PORTLAND, OREGON
 PLANS
Home || O | Propee ARTasks | | A Logew | IE)
T Files ACME 4. Testing Main Contact: Cheis Custamar
& Ha [+ 18 of 18 fles (0 selected)
: yoon FILE NAME STHTUS REVIEWED  UPLOADED  DATE
Dirawangs (18- 1 M) . ¥ ¥ [ [ |
-'.--: i ’ ﬁ:l 1 " Chig Cughamar 1:'?1 s g
hmerts = ; ik e e, HINZ1 TS
‘@ 3 - s Lustomer Al
:@ 20 Cepla an #1 Chris Customer i'j}.u g
ATy . o VM2ITAS T
To view the markup:
. #!
1. Select the icon.

2. Select the markups you want to see.
3. Select View/Edit.

w
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File Markups x

‘ Markups attached to Drawings.pdf

VIEW  EDIT DELETE  MAR.. AUTHOR MARKUP DATE

O g LSKA Robin Reviewer  7/8/21 7:00 AM

| View/Edit |Clnse

The drawing will load, with the markups located directly on the area for correction. Read the markup text
from the panel on the right.

E_h' Awvrmis »  Fevies w Fwisct v Meamm v

AEET ENLARGED (ETAIR 2 PLANS) & EECTIONE pdf W1
P —— = e

T
ABE ENUARGED (STAF 2 PLANS & SECTIONS pd' '

> sgo —8— A i -

Questions? Please email us. We are here to support and help with ProjectDox!

ePlans Team Email:
TClePlans@portlandoregon.gov
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