GENERAL PROJECT REQUIREMENTS CHECKLIST

This is a general list of the requirements on any permit submittal. For the
requirements on specific types of permits, please visit the Building
Inspections webpage to access the list of forms and checklists pertaining to

City of Dallas each permittype.

PRE-SUBMITTAL RESOURCES

Depending on each project, the City of Dallas Development process may involve different steps
from beginning to end. Below is a list of resources that will help you in taking the initial steps for
a successful permit submittal. Not every project requires to undergo these processes; however,
it is recommended to review this information to understand which may apply to your project as
they may impact the timelines.

Know your zoning district. By using the Zoning Map, you can identify the zoning district of
your property.

Know your zoning district regulations and verify whether the zoning district allows the
proposed use by consulting the Dallas Development Code or the Planned Development
District Requlations

Request a zoning verification letter submitting a Request for Zoning Verification
application [optional]

Request a zoning consultation via email to biadmin@dallascityhall.com or visit our offices
at 320 E. Jefferson Blvd. Dallas TX. 75203 Room 118, walk-ins welcome on a first-come,
first-served basis.

Request a pre-development meeting submitting a Predevelopment Meeting application to
DEVpredevelopmentmeeting@dallascityhall.com [optional, but recommended for
commercial and multifamily developments]

If a zoning change is required, submit your application to the Current Planning Division in
the Planning and Urban Design Department.

If property is in a Conservation District, submit your Conservation District Work Review
Application and Checklist to our Conservation District Division. Consult our complete list
of Conservation Districts and maps.

If property is in a Historic District Overlay or has Historic Designation, contact the Office
of Historic Preservation to submit an Application for a Certificate of Appropriateness.

If platting is required, submit your Platting Application to our Subdivision Department.
Consult the Platting Guidelines and the Plat Submittal Dates.

To request the abandonment of right-of-way abutting your property, contact the Real
Estate Division of the Public Works Department and consult the Abandonment Guidelines.
Know if a permit is required by reading Section 301 of the City of Dallas Administrative
Procedures for the Construction Codes

PERMIT SUBMITTAL

The City of Dallas primarily accepts permit submittals via our Electronic Platform Project Dox. You
will need to configure your computer and create an account following these instructions .
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https://dallascityhall.com/departments/sustainabledevelopment/Pages/formsdept.aspx
https://dallascityhall.com/departments/sustainabledevelopment/Pages/formsdept.aspx
https://gis.dallascityhall.com/ZoningWeb/
https://codelibrary.amlegal.com/codes/dallas/latest/dallas_tx/0-0-0-1
https://dallascityhall.com/departments/city-attorney/Pages/articles-data.aspx
https://dallascityhall.com/departments/city-attorney/Pages/articles-data.aspx
https://dallascityhall.com/departments/sustainabledevelopment/DCH%20documents/pdf/RequestLetter_ZoningVerification.pdf
https://dallascityhall.com/departments/sustainabledevelopment/DCH%20documents/pdf/RequestLetter_ZoningVerification.pdf
mailto:biadmin@dallascityhall.com
https://www.google.com/maps/place/320+E+Jefferson+Blvd,+Dallas,+TX+75203/@32.7447981,-96.8191107,17z/data=!3m1!4b1!4m5!3m4!1s0x864e9990d3c41fed:0x6cf6fb56312bc031!8m2!3d32.7447981!4d-96.8191107
https://dallascityhall.com/departments/sustainabledevelopment/strategic_business_unit/DCH%20Documents/PreDev%20Application%20and%20Checklist%20Revised%2004.05.2022.pdf
mailto:DEVpredevelopmentmeeting@dallascityhall.com
https://dallascityhall.com/departments/sustainabledevelopment/planning/DCH%20Documents/April_2019_combined.pdf
https://dallascityhall.com/departments/pnv/Pages/current-planning.aspx
https://dallascityhall.com/departments/pnv/Pages/default.aspx
https://dallascityhall.com/departments/sustainabledevelopment/planning/DCH%20Documents/conservation%20districts/CD_Work_Review_Application_and_Checklist.pdf
https://dallascityhall.com/departments/sustainabledevelopment/planning/DCH%20Documents/conservation%20districts/CD_Work_Review_Application_and_Checklist.pdf
https://dallascityhall.com/departments/pnv/Pages/Conservation-Districts.aspx
https://dallascityhall.com/departments/pnv/Pages/Con-Ordinances.aspx
https://dallascityhall.com/departments/pnv/Pages/Con-Ordinances.aspx
https://dallascityhall.com/departments/sustainabledevelopment/historicpreservation/Pages/default.aspx
https://dallascityhall.com/departments/sustainabledevelopment/historicpreservation/Pages/default.aspx
https://dallascityhall.com/departments/sustainabledevelopment/historicpreservation/HP%20Documents/Applications%20Page/CA%20Application%20and%20CHECKLIST.pdf
https://dallascityhall.com/departments/sustainabledevelopment/subdivision/DCH%20Documents/PLAT%20APPLICATION%20RevisedDR_7.2.19_KEVINTEST.doc
https://dallascityhall.com/departments/sustainabledevelopment/subdivision/Pages/default.aspx
https://dallascityhall.com/departments/sustainabledevelopment/subdivision/DCH%20Documents/PLAT%20GUIDELINES%20January%202022.doc
https://dallascityhall.com/departments/sustainabledevelopment/subdivision/DCH%20Documents/2022%20Plat%20Submittal%20Calendar%20%28public%20release%29.docx
https://dallascityhall.com/departments/public-works/realestate/Pages/newly-created/default.aspx
https://dallascityhall.com/departments/public-works/realestate/Pages/newly-created/default.aspx
https://dallascityhall.com/departments/public-works/realestate/DCH%20Documents/ENG_Abandonment_Checklist_Revised-9-15-2020-(Final).pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Chapter%2052%20Amendments.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Chapter%2052%20Amendments.pdf
https://plansubmittal.dallascityhall.com/ProjectDoxPortalWebUI/Login
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/City%20of%20Dallas%20Electronic%20Plan%20Review%20Instruction_2021.pdf

Consult our How-to Guide for e-Plan Submittals for specific instructions on how start your permit
application. For assistance on your submittal, please send your questions to
biprojectdox@dallascityhall.com, or call our call center at (214)948-4480. In this section you will
find general information on how to submit for your building permit.

e **Coming 2023: pre-application consultations will be available at the Oak Cliff Municipal
Center***

e For projects undergoing a platting process, or requiring full Civil Engineering Review,
submit via Project Dox the required Engineering Paving and Drainage and
Water/Wastewater plans. Contact the Engineering Division, and consult the Engineering
Release Work Flow Chart to learn when a full engineering submittal is required.

o Complete your Building Permit Application

e Ensure you have all required construction documents and plans, drawn to standard scale
and legible. For specific information on plans required, consult the list of forms and
checklists according to the type of permit being applied for.

¢ Know if your plans require a design professional’s seal by reading Section 301.4.7.3 of
the City of Dallas Administrative Procedures for the Construction Codes, the Texas Board
of Architectural Examiners Flow Chart, and the Texas Board of Professional Engineers
Flow Chart

e Complete a Certificate of Occupancy application [required for commercial projects only]

e Learn if your project is subject to the Parkland Dedication by reviewing the Parkland
Dedication Flowchart, and complete the Parkland Dedication Fee Worksheet

e Submit your permit application, construction documents and plans to your Project Dox
account.

e Submit your Fire Alarm and/or Fire Sprinkler plans for review.

e Pay permit and plan review fees according to the type of permit being applied for.

INSPECTIONS

After a building permit and/or a Certificate of Occupancy have been issued, our field inspectors
are required to inspect work in progress for conformity with approved plans and the City codes.
In addition, inspectors ensure the City's site management requirements are met.

e Find your Building Inspection District using the Bl Districts Map

¢ Find the work that requires inspection and the corresponding three-digit code using the
Inspections Code Directory

e Schedule your required inspection by calling (214)670-5313 or schedule an inspection
Online. For question on how to schedule inspections, contact your corresponding District
Inspection Office

OTHER USEFUL RESOURCES

e 2021 Dallas Development Guide
e Landscape Tree Manual

o Dallas Green and Energy Codes
e Online Records

CITY OF DALLAS | DEVELOPMENT SERVICES- STRATEGIC BUSINESS UNIT 05.13.2022_V1


https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Documents/EPlan%20Rev/Permit%20Application%20-%20Submit%20Application.pdf
mailto:biprojectdox@dallascityhall.com
https://plansubmittal.dallascityhall.com/ProjectDoxPortalWebUI/Login
https://dallascityhall.com/departments/sustainabledevelopment/Engineering/Pages/default.aspx
https://dallascityhall.com/departments/sustainabledevelopment/Engineering/DCH%20Documents/General%20Manuals/Engineering_Release_Work_Flow.pdf
https://dallascityhall.com/departments/sustainabledevelopment/Engineering/DCH%20Documents/General%20Manuals/Engineering_Release_Work_Flow.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Building%20Permit%20Application.pdf
https://dallascityhall.com/departments/sustainabledevelopment/Pages/formsdept.aspx
https://dallascityhall.com/departments/sustainabledevelopment/Pages/formsdept.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Chapter%2052%20Amendments.pdf
https://www.tbae.texas.gov/Content/documents/LawsEnforcement/ArchRequiredFlowChart.pdf
https://www.tbae.texas.gov/Content/documents/LawsEnforcement/ArchRequiredFlowChart.pdf
https://pels.texas.gov/downloads/TBPELSDiagrammatic.pdf
https://pels.texas.gov/downloads/TBPELSDiagrammatic.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_CO%20Application_05-30-2017.pdf
https://dallascityhall.com/departments/sustainabledevelopment/strategic_business_unit/DCH%20Documents/ParkDedication_Master_Published_6.21.19.pdf
https://dallascityhall.com/departments/sustainabledevelopment/strategic_business_unit/DCH%20Documents/Park_Land_Dedication/Park_Briefing_Diagram_Publishedx.pdf
https://dallascityhall.com/departments/sustainabledevelopment/strategic_business_unit/DCH%20Documents/Park_Land_Dedication/Park_Briefing_Diagram_Publishedx.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Park%20Land%20Dedication%20Worksheet.pdf
https://plansubmittal.dallascityhall.com/ProjectDoxPortalWebUI/Login
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/fire_alarm_faqs.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/fire_sprinkler_faqs.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_Fee%20Schedule.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/DCH%20documents/pdf/BI_DistrictsMap.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/code_directory.aspx
https://developdallas.dallascityhall.com/
https://developdallas.dallascityhall.com/
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/contacts_locations.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/contacts_locations.aspx
https://dallascityhall.com/departments/sustainabledevelopment/strategic_business_unit/DCH%20Documents/2021_DallasDevelopmentGuide.pdf
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/landscape-and-tree-manual.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/DallasEnergy-GreenBldg.aspx
https://dallascityhall.com/departments/sustainabledevelopment/buildinginspection/Pages/online-records.aspx

BEST PRACTICES

Project Description: To ensure project gets routed to the proper department, on the application submittal of
the Online Application for a building project please begin the description of work with one of the following
phrases which most resembles your permit type: Q-Team Review, Commercial New, Commercial Remodel,
Commercial Addition, Residential New, Residential Addition, Residential Addition/Remodel, Residential Remodel.

Single Page Files: All drawing files shall be single page files. No multi-page drawing files will be accepted.
Batch Stamp Location: All drawings must have a clear area for City approved stamp.

Correct File Orientation: Drawing and document files need to be uploaded in the correct orientation.
(Landscape).

Uploading Plans: Before submitting the plans to the City, please review the uploaded plans for correct
orientation. If the thumbnail of the plans or documents are not shown, delete the file and try uploading again.

File Naming Standard: Please follow our file naming convention.

File Name Limits: Please limit the number of characters in the file name to 20 characters or less, no special
characters please, and abbreviations are okay.

Drawing Scale: A scale bar is required on all drawings.
Drawing Layers: Clean and purge all extraneous layers from the drawings.

Revised Sheets: All revised sheets that are uploaded must be named the same as the original file to allow
for versioning.

Revisions: Ensure that all revisions are clouded, include a narrative of what those changes are.

Respond to Plan Review Comments: Plan Review comments can come in two ways:

e Change mark — which is a page specific correction.
e Checklist Item — general information that could be information-only or require a correction.

Both of these correction items will require a response from the Applicant on how the item was corrected.
This is similar to a narrative response but, comes in the electronic form which opens when accepting the task.
Please ask if you have any questions.

Payments: The task to pay fees will direct the applicant to a payment portal to pay the fees. The applicant
must return to their project in PDOX and complete the fee task after they receive confirmation from the
payment portal that the fee was accepted as payment.

Updating Team Members: A project team member can be removed or added from the system when the City
is notified through the team email within the project.

Automatic Sign Outs: The system will time automatically sign you out after 120 minutes of inactivity. Please
save and save often!

Internal City of Dallas ProjectDox IT assistance:
Biprojectdox@dallas.gov
(214)-948-4480
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The first communications received from ProjectDox after submitting an™ application are two emails

titled: Invitation and Applicant Upload Task Assignment. The first is just an informational email.

The second email asks the applicant to upload the required documents (Plans and any other
required document) to start the review process.

1st email

Invitation

Hello John Doe:

You have been invited to the project listed below.

Your Login: john.doe@hotmai.com
Project Name: 1809121001

Project Description

Login to ProjectDox

Applicant Upload Task Assignment 2nd email

Attention John:
You have been assigned a task on Project: 1809121001

Please Login to ProjectDox to begin your task

Project: 1809121001
Task: Applicant Upload
Project Access

Once in ProjectDox, click on Application Upload Task, under the Task List pane, to upload your plans and any additional documents.

Contact the City of Dallas at (214)-948-44580 or biadmin@dallascityhall.com if you have questions regarding this project

Please do not reply to this email.

2. The Login to ProjectDox link in the Applicant Upload Task Assignment email will open the login
window for the applicant to log into the system.

3. After logging in, two things can occur:

a.

If popup blocker is active on the browser, the web portal of the project will show up. Notice

the project # is on the left pane on the portal and the Applicant Upload Task is in the Task

List.
Project

1809121001

Main Contact:

sze| U

‘ Poject Number
fles -0 New)

- 1800121001

New house on block #2

Task List

B st

Show all tasks for all users

flow &3 Refresh G Save Settings

OPTIONS THSK PROJECT INSTANCE GROUP ASSIGNMENTTY.. STATUS PRIORITY
¥ Contains.. ¥ Contains.. ¥ Contains.. ¥ Contains.. ¥ Contains.. ¥ Contains..
1809121001 - Master
oB » A K 1809121001 Permit-9/13/2018  Applicant FirstinGroup Panding I Medium
1041:17 AM
1-10f 1 records
Workflow Instances
NAME COGRDINATOR GROUP STATE VERSION STARTED
i 2Nt MERER R, NBEGICHNT i Active Initial Version (Version 1) 9/13/2018 3:41:18 PM

1-10f 1 records
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b.

If popup blocker is not active on the browser, a message will popup asking if you want to
accept the task. Click on No, the project web portal will show up. Notice the project # is on

the left pane on the portal and the Applicant Upload Task is in the Task List.

Project

1809121001

Main Contact:

= sz New house on block #2

= 1s09121001 M Poject Number

Task List
[, Start Workflow & Refresh @A Save Settings
Show all tasks for all users
OPTIONS TASK PROJECT INSTANCE

7 Contains...

1808121001 - Master
Permit - 8/13/2018
10:41:17 AM

7 Contains. ¥ Contains.

0B » Applicant Upload Task 1809121001

1-10f 1 records

Workflow Instances
NAME COGRDINATOR GROUP

& :\ig@tz\ua| - Master Permit - 9/13/2018 104717 p_pee

1-10f 1 records

GROUP ASSIGNMENT TY...
¥ Contains, ¥ Contains..
Applicant FirstinGroug

STATE VERSION

Active Initial Yersion (Version 1)

PRIQRITY
7 Contains...

b Medium

STARTED

9/13/2018 3:41:16 PM

Required documents. All permits require a set of documents that must be downloaded, fill out and

upload it back into the system along with plans. These documents are located in the Submission
Requirements folder.

Follow these steps to download the required documents and upload them back into the system.

a.Click on the Submission Requirements folder.

Project

1809121001
Main Contact:
Expand current | Collapse| {2 New house on block #2

= 1809121001

Coversheet (1 Files - 0 New)

Task List

S (3 Files - 3 New)
{3 Documents

w3 Submission Requirem | start Workflow # Refresh g\ Save Settings

1 Show all tasks for all users

ents {1 Files - 0 New)

Reviewer Attachments

3 Quick Review OPTIONS TASK PROJECT
W Contains... 7 Contains...
0O«B Applicant Upload Task 1809121001

1-10f1 records
Workflow Instances
NAME
(]

) 1809121001 - Master Permit - 9/13/2018 10:41:17
AM

1-10of 1 records

b.For each individual file listed, do the following:

INSTAMCE
7 Contains..
1809121001 - Master

Permit - 9/13/2018
10:41:17 AM

COORDINATOR GROUP

Facilitator

¢

l. Select the file and click on the download arrow. Make sure the checkbox located left

of the file name is selected.
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Project

1809121001

Main Contact:
Folder: 1809121001\Submission Requirements

New house on block #2

View Folders Upload Files On @

= e Task List

H B UBhEER B o
. [@ — [E EB \2! & ‘ @‘ EL Start Workflow SRefresh ﬁl

E [C] Show all tasks for all users
7/25/2018 2:02:34 PM, 1.1 ME
Gael Baughman OPTIONS TASK

B 083 6k
f ¥ Contains...
Q +« E'=C:) Applicant Uploac
1-1o0f 1 records
Workflow Instances
NAME

e 1809121001 - Master Permit
% AM

1-1of 1records

Depending on the browser, the download and Save window will pop up.

Project

1809121001

Main Contact:

Folder: 1809121001\Submission Requirements New house on block #2
View Folders Upload Files ong @

1081 files Correm sart: Task List

=] 2 S B & o
il o & 2 3® 06 [E, Start Workflow & Refresh g™ Save Settings

[ et commBida FinishOut .. [ Show all tasks for all users

= 7/25/2018 2:02:34 PM, 1.1 ME
ot Beahiman OPTIONS TASK PROJECT INSTANCE GROUP
i 59

; B 0 8RR

 Contains.. ¥ Contains... W Contains... 7 Cont
& 1809121001 - Master
Q0 « Applicant Upload Task 1809121001 Permit - /13/2018 Applicar
10:41:17 AM
1-10f 1 records

Workflow Instances

NAME COORDINATOR GROUP.

R‘)Mmm - Master Permit - 9/13/2018 104117 £

g
&%
1-10f 1 records

Do you want te open or save BI_CommBldg_FinishOut_Chklist_11-01-2016.pdf (1.06 MB) from wseprstst01.city.dallastx.cod?
Open Swve |v | Concel |

Save the file on your computer or other media (an USB drive for example).
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Project

1809121001
Main Contact:

Folder:

View Folders. Upload Files

fof i fles

o
HE ORlaB

Task List

[ Show all tasks for all users

EL Start Workdiow €3 Refresh g Save Settings

Do you want to open or save Bl CommBldg_FinishOut_Chidist_1

OPTIONS TASK PROJECT INSTANCE GROUP ASSIGNMENT
7 Contains.. 7 Contains.. = Contains... 7 Contains.. 7 Cantains..
- @ 1809121001 - Master
O«B Applicant Upload Task 1809121001 Permit-0/12/2018  Applicant FirstinGroup
04117 AM
1-10f1 records
Workflow Instances
NAME COORDINATOR GROUP STATE Ve
&, 1309121001 - Master Permit- /1372018 104117 ey o i
1-10f1 records
Save

. pdf (1.06 pr

& saveAs
« v A4 HE > ThisPC > Deskiop »
Organize v New folder
ons A Neme - Date modified

Open Records R

POSSE TABLES
o
@ OneDrive
=
~ I This PC s
> [ Desktop. =
[ Documents =
b Downloads
he!
D Music -
=] Pictures -
B videos
i, Windows (C:)

= USB DISK (D)
= aic Wsch 10070 ¥

21| My EBS shared drive
1" PM training attendees (8-30-2018).poif
% StarTex Power History.pdf

Customer Time
WDDriveUtilitiesSetup._for_web_2.0.0.26
€IS Ticket 623533 pdf
CoD(Business)-Avolve Meeting Minutes
IT_Committee - Shortcut

Javier Ramon-Cover Letter.pdf

Javier Ramon-Rsume.pdf

Vacation Balances.pdf

Type

File folder

File folder

Adobe Acrobat D...
Adobe Acrobat D.
Shortcut

Adobe Acrobat D...
Adobe Acrobat D.
Shortcut

Adobe Acrobat D...

M Adobe Acrobat D.

M Adobe Acrobat D...

v O

800KB
242 KB

1KB
61KB
131KB

3KB
116 KB
41KB
20KB

File name:

Bl_Commeldg_FinishOut_Chklist_11-01-2016.pdf

Save as type: | Adobe Acrobat Document (*.pdf)

A Hide Folders

Save

Cancel

Depending on the software that is installed on the computer, you can either: edit

the file and save it back into the computer or media, or, print it/fill out/scan and
save it back into the computer or media.

Once the file is filled out and saved back on the computer or media, the document

must be uploaded back into the system inside the Documents folder.

VI.
the session.

If the editing process took time, it’s most likely that the system logged you out from

If you need to log in, continue to next step; (1), otherwise continue to step 5.
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2) Click on the Projects tab. (If the background color of the tab is white, this

means it is selected)

Project

Tasks (PF) Projects

Recent Projects s Refresh él\ Save Settings

PROJECT OPTIONS
W Contains..

1809121001 B 4=
1809101062 B 4=

3) If you find your project, go to next step (4), otherwise click on All Projects

and, under PROJECT, enter the project number and press Enter.
Project

Tasks ) | Profects

T T
o

4) Click on your project number.
Project

Tasks (PF) | Projects

All Projects i Refresh g Save Settings B\ Reset Settings

PROJECT OPTIONS
v 1809121|
mmpie0121001 RO=

1-1of 1 records

5. Upload the required documents and plans. Click on Application Upload Task.

Applct Upload A T A
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Project

1809121001

Main Conta

New house on block #2

= 1809121001
(= ¢

Task List

{5 Refresh G Save Setiings

sks for all users

OPTIONS TASK PROJECT INSTANCE GROUP ASSIGNMENT TY.. STATUS PRICRITY
v Contains. ¥ Contains. Contains. v Contains. Contains... Contains.
81, - Master
1809121001 018 Applicant FirstinGroup Pending b Medium
Workflow Instances
NAME COORDINATOR GROUP STATE VERSION STARTED
& yﬁg'zmm - Master Permit - 9/13/2018 104107 e Adtive Initial Version (Version 1) 9/13/2018 34118 PM
1-10of 1 records

6. Maximize the window and open the section related to the project number.

ProjectFlow %
avolve

Permit Information | Fee Balance | Review Information | Resources

Name 1809121001
Deseription New house on block #2
Status Applicant Upload
Location 1500 MARILLA ST Ste:7TH
Contact
Email
Phone 2149434152
Posse Job ID 116474436

Task Instructions
(S:e\ec(‘ appr? riate de'smatu))n folder then select files to upload to selected folder. Repeat until all required submission files are uploaded. TO START REVIEW PROCESS: Please select "Upload Complete - Notify Dallas" enabled by first selecting checkbox "Upload Task
omplete”. (bottom of page

Project: 1809121001

Select destination folder for files:

~ & 1809121001

3 pocuments

3 submission Requirements (1 Files - 0 New)

3 Approved
O3 Revie

tachments

3 Quick Review

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

|[ Close

7. Forrequirement documents select the Documents folder and for plans select the Drawings folder.
For demonstration purposes, | will upload plans in this example, but the same process applies for
uploading required documents into the Documents folder.

Click on Drawings folder to upload your plans.
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Project: 1809121001

Select destination folder for files:

T & 1809121001

O3 coversheet (1 Files - 0 New)

3 prawings «

3 pocuments

3 submission Requirements (1 Files - 0 New)
3 Approved

3 Reviewer Attachments

3 qQuick Review
Click on Select Files to Upload.

Project: 1809121001

Select your files to upload to this folder:

*I Select Files to Upload | View Folders

3 1209121001\ Drawings

traditional method.

On the upload window you can use one of two methods to upload files; drag and drop or the

a. Drag and drop. Notice that more than one file can be selected at once, so you can select all
documents (required documents or plans) at once.

D o y
A Not secure | hitps://wseprstst01.city.dallast.cod/ProjectDox/Ht

Folder: 1809121001 Dravings
Upload Files  Upload URL
Browse For Files

Browse for files or drag fles into this area.

Browse For Files

Upload Files

= | DAOAS\Applicant Upload - V1

Home  Share  View
« © 4 > USBDISK(D:) » OAS > Applicant Upload - V1 vt
Neme size
"' A2-22nd loor Proposed Adeition 317k8
= 001 - COVER pa 197K8
= Pictures = Co04- ST paf 1,703KB
E-Plan Rev
ons

Open Records Requests

POSSE TABLES

= USBDISK (D)
= gis (\scty10\Zoning) ()

= USBDISK (D)
T Positions
oas

b. Traditional. Click on Browse and select all documents (required documents or plans) to be
uploaded and click on Open. Notice that more than one file can be selected at once.
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-D httpsi//wsept 7

A Not secure | hitps:/fwseprstst01.city.dallastx.cod/Project Dox/HtmISUpload.aspx?noRefresh=true&FolderlD=3819

Project

Folder: 180912100 1\Drawings

Upload Files  Upload URL

Browse For Files Browse For Files Upload Files
Browse for files or drag files into this
[ Open X
- “ 4 | ThisPC » USBDISK(D:) > OAS » Applicant Upload - V1 v| @] | search Applicant Upload - V1~ o |
Organize v New folder - m @
D Music A Name Date modified Type Size L
[ Pictures = A2-22nd floor Proposed Addition 100380.. Adobe Acrobat D...
B videos " C001 - COVER pdf Adobe Acrobat D...
i Windows (C) = Co04 - SITE.pdf Adobe Acrobat D...

m USB DISK (D)
= gis (Wfsctyl\Zc

= USBDISK (D:)
IT Positions
oAs
OAS UAT Test
Open Records R
PowerShell scrip
sals
WDDriveUtilities

¥ WDDriveUtilities

¥ Network
[ CCS0001-BSRAH v
File name: |"A2-2 2nd floor Proposed Addition 100380704.pdf" "C001 - COVER.pdf" "C004 - SITE.pdlf" | | Custom Fites v

10. Uploading progress window. After selecting all files, a window with a list of selected files will show
up. Click on Upload Files to proceed.

L] https://wseprstst01.city.dallastx.cod/ProjectDox/HtmI5Upload.aspx?noRefresh=true&FolderlD=3819 - Google Chrome

2 FolderlD

A Not secure | hitps://wseprstst01.city.dallastx.cod/Pro

°

Project

Folder: 1809121001\Drawings
Upload Files Upload URL

Browse For Files Browse For Files Upload Files

Browse for files or drag files into this area.

@ A2-2 2nd floor Proposed Addition 100380704.pdf

[}

C001 - COVER.pdf

O CO004 - SITE.pdf
0 of 3 uploaded Hide Details

0B/4.12MB

11. The upload process will open a window with a list of files that have been uploaded. Click on Close to
return to the previous window (applicant upload window).
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5 = DAY @ wpesaepntsionay. si J = E
A Notseare | pe waeprtsd1 cty dasaste cod ' 1
Project e oot e e b e
i 1. A2-2 2nd floor Proposed Addition 100380704.pdf
Upload Fles  Upload URL 2 Co0n - CovRpdt
. 3. C004 - SITEpdf
Browse For Files Browae fox s Uphass ries

Corfiag o 2eag Flas

12. Notice the Project section of the applicant upload window has changed. If any of the files have been
uploaded by mistake, you can remove them by clicking on the red X.
Project: 1809121001

Select your files to upload to this folder:

Select Files to Upload | ‘ View Folders

T [ 1209121001\Drawings
2 a2-2 2nd floor Proposed Addition 100380704.pdf X
2 coo1 - coverpdf X

2 coo4 - simepaf X

13. Now click on View folders. Notice Document folder displays the total number of files imported
inside the parenthesis ().

Project: 1809121001

Select destination folder for files:

T & 1809121001
3 coversheet (1 Files - 0 New)
3 prawings (3 Files - 2 New) *
3 pocuments
3 submission Requirements (1 Files - 0 New)
3 approved
3 Reviewer Attachments

O3 quick Review
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14. Go down to the end of the window.

(& hitps:/fwseprststO].city.dallaste.cod/PwflowTaskiD=2589 - Applicant Upload - Internet Explorer - 0O X

ProjectFlow

Permit Information Fee Balance Review Information Resources

Name 1809121001
Description New house on block #2
Status Applicant Upload
Location 1500 MARILLA ST Ste:7TH
Contact
Email
Phone 2149484152
Posse Job ID 116474436

Task Instructions

Select appropriate destination folder then select files to upload to selected folder. Repeat until all required submission files are uploaded.
TO START REVIEW PROCESS: Please select "Upload Complete - Notify Dallas" enabled by first selecting checkbox "Upload Task
Complete”. (bottom of page)

Close v

15. Verify that all drawings and required documents are there and select the checkbox Upload Task
Complete (I have uploaded all required drawings and/or documents) and click on the Upload
Complete — Notify the City of Dallas button.

Task Instructions

Select appropriate destination folder then select files to upload to selected folder. Repeat until all required submission files are uploaded.
TO START REVIEW PROCESS: Please select "Upload Complete - Notify Dallas" enabled by first selecting checkbox "Upload Task
Complete". (bottom of page)

Project: 1809121001

Select destination folder for files:

T & 1809121001
3 Coversheet (1 Files - 0 New)

3 prawings (2 Files - 2 New)

3 pocuments (1 Files - 1 New)

(3 submission Requirements {1 Files - 0 New)
3 Approved
3 Reviewer Attachments

3 quick Review

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

mm)p> | Upload Complete - Notify the Gity of Dallas | [ Close |

16. Once you receive the following message, proceed to close it.

10



D City of Dallas

Congratulations! You have completed the Submission of your plans.
The City will perform a Prescreen Review at this time.

Close

17. An email message will be delivered to you indicating that the application upload task is complete,
and the application is in the pre-screen process.

Project

Applicant Upload Complete

Attention John:

Thank you for completing your APPLICANT UPLOAD task on Project: 1809121001. Your request is now in the PRE-SCREEN stage. You
cannot upload additional information at this stage. We will pre-screen your request for the minimum application requirements and ePlans
submission standards.

Contact the City of Dallas at (214)-948-4480 or biadmin@dallascityhall.com if you have questions regarding this project.

Please do not reply to this email.
At this time your application is under pre-screening and there is no action required on your part,

except to wait for another email communication from ProjectDox to continue with the next step (Step
11) of the workflow.

18. No matter if all required documents are in order or more information is needed, an email
communication will be sent to the applicant indicating process success or more information is
needed. For the purpose of this tutorial, the prescreen process succeeded.

19. After the prescreen process succeeds, an email communication will be sent to the applicant
indicating that initial fees must be paid before continuing with the review process.

11
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Project

Project Fees Due Notification

Attention John:

Thank you for using the City of Dallas Electronic Plan Review System.

In order for your permit to move on to the next step in the process, please remit payment for the permit fee. You may pay on-line or in person

at the City of Dallas Building Department.
To pay for fees online, please login to ProjectDox and click on the "Fee Payment” task.

After fees are paid your permit will move to the next step in the review process.

Project: 1809121001

Task: Initial Fee Payment

Project Access

Contact the City of Dallas at (214)-948-4480 or biadmin@dallascityhall.com if you have questions regarding this project.

Please do not reply to this email.

20. Click on either links; ProjectDox or Project Access on the email to start the Initial Fess Payment

process.

Project

1809121001
Main Contact:
Expand current | ir] New house on black #2
=~ 1802121001
; t {1 Files - 0 New) .
Task List

ngs (3 Files - 3 New)

-3 Documents (1 Files - 1 New)
EL Start Workflow s Refresh @\ Save Settings

ion Requirements (1 Files - 0 Maw)
ed Show all tasks for all users
Attachments

-~ Quick Review OPTIONS TASK PROJECT

W Contains... 7 Contains...

O B * Initial Fee Payment 1209121001

1-10f1 records

21. Click OK on the next question.

Message from webpage bt

o Do you want to accept this task?

INSTANCE

7 Centains..

1809121001 - Master
Permit - 9/13/2018
10:41:17 AM

12
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22. Proceed to enter your credit card information and click Pay.

Payment Entry - Microsoft Edge - o X

&) certificate error  wststpossed city.dallasbcod/Test/Payment/Zproject=116474436&returmurl=https %3A%2F%2F wseprststo1 city.dallast.cods2F ProjectDoxwebU

Your amount due is: $450.00 USD

Card Holder Name
Card Holder Street Address
Card Holder ZIP Code

Card Holder Phone Number (digits only)

| 1234567890 ‘

Card Holder Email Address
Credit Card Number (digits only)

Card Type

Expiration Date
(MMYYYY, digits
only)

Security Code

Pay

Payment Page 1.0.0.0 © 2018 - City of Dallas

23. The following message will appear while the transaction is being processed.

Please Wait...

Your payment has been submitted. Please do not press "Pay”
again or close your browser. It may take a few minutes to process
your payment.

24. When the transaction is finished, you will receive a series of confirmation messages:

a. ProjectDox. Initial Payment Window.

13
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ProjectFlow @
avolve

Name 1809121001
Description New house on block #2

Status Prescreen
Location 1500 MARILLA 5T Ste:7TH
Contact
Emall
Phone 2119184152
Posse Job ID 116474426

Task Instructions
NEED INSTRUCTIONS

Payment Receipt URL: Click to view receipt
Payment Status: success

Payment ion ID: Scdeetdd-chbe-4b05-83cF
Payment Project: 116474436

Payment Receipts: 00034384

Thank you for your payment to the Gty of Dallas Ruilding Inspection Please see above for a link fo a printable receipt

11 have paid all outstanding fees

Close

b. Email confirmation. The applicant will receive an email with the link to view a receipt.
Notice there will be a permit # in the email.

Thank you for your VISA payment of $450 .00 to City of Dallas Building Inspection, made at
Friday, September 14, 2018 11:59 AM for payment of fees applied to project #116474436-
001.

If you would like a printable receipt for your payment, please click here
hitps:/iwststpossel1/Test/Payment/Home/PaymentSuccess?
project=1164744368&transactionlD=5c4ee1d4-cbbe-4b65-83cf-59a0fc228df6

The receipt numbers and permit numbers covered by your payment include

Receipt No Permit No_-
00034384 1809121001

c. Click on the link to view the receipt. Note that the web browser will alert you again to open
the web page. Proceed with the instructions on step 15 above to view the receipt.

14
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Payment Success

Your payment has been made successfully. You may print this receipt for your records.

City of Dallas

Inspection

220 E. Jeferson, Rm #118
214-948-4480
Date: 9/14/2018 11:59:47 AM

Receipt Number: 00034384
File Number: 1809121001
Project: 116474436
Sequence: 1
8721 UNKNOWN PAYCLASS $450.00
Payment Total $450.00

Transaction Total $450.00

VISA Tendered: $450.90

Thank you for your payment.
Have a nice day!

Payment Page 1.0.0.0 © 2018 - City of Dallas

25. On the Project Dox Initial Payment Window, click on checkbox | have paid all outstanding fees and
click on the Fees Paid button.

ProjectFlow

Permit Information | FeeBalance | Review Information | Resources

Name 1809121001
Description New house on block #2.

Status Prescreen

Location 1500 MARILLA ST Ste:7TH

Contact
Email
Phone 2149484152

Posse Job ID 116474436

Task Instructions
NEED INSTRUCTIONS

Payment Receipt URL: Click to view receipt...

Payment Status: success

Payment Transaction ID: 5c4ee1d4-cbbe-4b65-83cf-59a0fc228df6
Payment Project: 116474436

Payment Receipts: 00034384

Thank you for your payment to the City of Dallas Building Inspection. Please see above for a link to a printable receipt.

| have paid all outstanding fees. «

- [Fessrai]

15
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26. Click OK on the next message.

This site says...

Completing this task signifies all fees have been paid. Are you
sure you want to complete the task?

Ok Cancel

27. At this time your application is under review and there is no action required on your part except to
wait for another email communication from ProjectDox to continue with the next step (Step 22) of
the workflow.

28. During the review process two outcomes can occur; Waiting for Information or Approved. No
matter the outcome, an email communication will be sent to the applicant for either; asking for
additional information or, if approved, to pay any final outstanding fees (if any).

29. For the purpose of this exercise, we will assume the review process was approved and additional
fees are outstanding. The applicant will receive a communication email similar to:

Project

Project Fees Due Notification

Attention John:

Thank you for using the City of Dallas Electronic Plan Review System.

In order for your permit o move on to the next step in the process, please remit payment for the permit fee. You may pay on-line or in person
at the City of Dallas Building Department.

To pay for fees online, please login to ProjectDox and click on the "Fee Payment" task.

After fees are paid your permit will move to the next step in the review process.

Project: | 1809121001
Task: Final Fee Payment

Project Access

Contact the City of Dallas at {214)-948-4480 or biadmin @dallascitvhall com if you have questions regarding this project.

Please do not reply to this email.

30. Repeat steps 15 through 20 above to pay outstanding fees and receive a confirmation message.

16
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31. At this time your application is complete, and a final email will be sent to the applicant asking to log
in and download the approved plans.

Project

Approved Plans Ready for Download Motification

Attention John:

Congratulations, your approved plans are ready for download for Project 1809121001.

In order to download your approved plans Login to ProjectDox and dewnload your plans from the Approved
Plans and Approved Supporting Docs folders.

Project: 1809121001

Project Access | Login o ProjectDox

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

Please do not reply to this email.

32. Review step 3-b above for instructions on how to download files from a folder. The only
difference here is that step 3-b explains how to download the files from the Submission
Requirements folder, the approved plans will be in the Approved folder instead.

Project

1809121001

Main Contact:

ir] New house on block #2

( t (1 Files - 0 New) i
-0 Drawings (3 Files - 3 New) Task List
-l Documents (1 Files - 1 New)
-l Submission Requirements (1 Files - 0 New) E]a, Start Workflow S Refresh
- Approved -~ [ Show all tasks for all users
-l Reviewer Attachments
-l Quick Review

Workflow Instances
NAME
%, 1809121001 - Master Permit - 9/13/2018 1041:17

)]

1-10of 1 records

33. After downloading the drawings, you can logout from the system.

17
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