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[bookmark: _Toc220592050][bookmark: _Toc220592210][bookmark: _Toc223011073]Introduction
Reading and following the instructions in this user guide will make the electronic plan submission and review process more efficient for all participants. While there is a learning curve with every new system, we hope your experience is a good one.

[bookmark: _Toc220592051][bookmark: _Toc220592211][bookmark: _Toc223011074]What is ProjectDox?
ProjectDox is an electronic plan review (ePlan) product from Avolve Software, which is a web-based workflow and collaboration system that allows everyone to communicate electronically throughout the plan review process. This provides an alternative to printing and mailing paper documents.

Unlike the paper-based system, ePlans provides the following benefits:
Upload documents from the convenience of your office – 24 hours a day, 7 days a week.
Resubmission of corrected documents from the convenience of your office.
View plan reviewer markups as an overlay over the electronic plans to provide better direction and clarity when plan corrections are required.
Once the review is complete, receive immediate notification and access to your reviewed and stamped plans.


[bookmark: _Toc220592052][bookmark: _Toc220592212][bookmark: _Toc223011075]Overview
The electronic plan review process replaces the paper-based plan review process with tools that enable electronic collaboration between the applicant and the plan reviewer. The information within the permit application is used to create a new project in ProjectDox. After a new project is created, an invitation email is sent to the applicant. There is no need to set up an account ahead of time. If the applicant is new, an account will be created and then a welcome email will be sent to the applicant.

[bookmark: _Toc223011076]What is a workflow?
The electronic plan review process within ProjectDox is managed by a “workflow,” which is the behind-the-scenes process that automatically moves the project from one step to another.

The picture below illustrates the workflow at a high level.
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The major workflow tasks outlined in the picture above are:
The applicant will upload all required sprinkler documents.
The department coordinator will check the uploaded sprinkler documents to ensure they adhere to naming convention, sheet size, orientation, missing documents, etc.
If any issues are found during the check process, the applicant must fix and then upload any corrections or missing documents.
The department coordinator will assign the project to a department plan reviewer who will review all drawings, hydraulic calculations, and data sheets for code compliance.
If any issues are found during the plan review process, the applicant must fix any code violations and then upload all required corrections.
Once the plan review process is done and meets code requirements, the applicant can retrieve the permit and stamped drawings.
NOTE: The stamped set of drawings is a copy of the original drawings. The original set of drawings is not altered or embellished in any way.

[bookmark: _Toc223011077]What is a step?
Each activity within the workflow is referred to as a “step.” Each step must be completed before the next one can begin. Each step is automatically set up to be completed by a specific group. The three groups are as follows:
1. SFMD Applicant – this is the applicant who should be you.
1. SFMD Plan Reviewer – this is a sprinkler plan reviewer/inspector employed at the Minnesota Department of Public Safety State Fire Marshal division.
1. SFMD Project Coordinator – this is a support staff employed at the Minnesota Department of Public Safety State Fire Marshal division.

[bookmark: _Toc223011078]What is a task?
Each time a step completes, it becomes a “task,” and an email notification is sent to the next group. This user guide provides instructions to complete the four applicant tasks listed below:
1. Applicant Upload Task – this is the first step in the workflow where the applicant must upload sprinkler documents before a plan review can begin. 
1. Applicant Prescreen Corrections Task – this is the second step in the workflow if the sprinkler documents do not meet the submission guidelines section of this user guide. 
1. Applicant Resubmit Task – this is the third step in the workflow if the sprinkler documents failed to meet code requirements during a plan review.
1. Applicant Download Task – this is the last step in the workflow once the plan review is completed and no code violations were found during the plan review.


[bookmark: _Toc223011079]Setting up workstation

[bookmark: _Toc223011080]Configure workstation
Since ProjectDox is an electronic plan review product that is web-based, there is not much set up needed. ProjectDox supports any HTML 5 web browser, such as Microsoft Edge, Google Chrome, or Mozilla Firefox.
ProjectDox uses pop-up windows. If your web browser blocks pop-up windows, make sure to add the URL listed below to your web browser’s allowed pop-up list:
https://mn-us.avolvecloud.com/projectdox/
To ensure that you receive email notifications, make sure to add the email address listed below to your email client’s safe senders list:
noreply.DLI@avolvecloud.com

[bookmark: _Toc223011081]User credentials
If you are new to ProjectDox, you cannot create a user account ahead of time. A user account is created when your first project is created. You will receive a welcoming email from the system to finish setting up your user account. Follow the steps in the initial log in subsection of the getting started section.

[bookmark: _Toc223011082]Troubleshooting
If ProjectDox does not appear nor behave as described in any of the task sections of this user guide, it could be related to your web browser’s pop-up blocker preventing the system from opening a new window.


[bookmark: _Toc223011083]Getting started

[bookmark: _Toc223011084]Initial log in
If the applicant is new to ProjectDox, they will receive an email notification inviting them to finish setting up their user account. Below illustrates the steps needed to complete this.

[bookmark: _Toc223011085]Part 1 – email notification
The applicant will receive a welcoming email notification the very first time they are invited to join like shown in the picture below. Note the verification code listed and then click on the “Login” link within the email.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011086]Part 2 – verification code
Take the verification code form the email and enter it into the textbox by either copying and pasting it or typing it in and then click on the “Continue” button as shown in the picture below.

[image: ]

[bookmark: _Toc223011087]Part 3 – create password
Create a password by entering it into the two boxes before clicking on the “Update” button as shown in the picture below.

[image: Graphical user interface, application, Teams
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[bookmark: _Toc223011088]Part 4 – logging in
Enter your email address and then newly created password before clicking on the “Login” button as shown in the picture below.

[image: Graphical user interface, application, Word
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[bookmark: _Toc223011089]Part 5 – personal information
Fill out all the boxes marked with the red asterisks, enter your current password, and then click on the “Save” button as shown in the picture below.

[image: Graphical user interface, table
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[bookmark: _Toc223011090]Part 6 – dashboard
Go to the navigating dashboard and homepage section below.

[bookmark: _Toc223011091]Subsequent log ins
If the applicant is not new to ProjectDox, they can log back into their user account at any time.

[bookmark: _Toc223011092]Part 1 – logging in
Enter your email address and password before clicking on the “Login” button as shown in the picture below.
[image: Graphical user interface, application, Word
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[bookmark: _Toc223011093]Part 2 – dashboard
Go to the navigating dashboard and homepage section below.

[bookmark: _Toc223011094]Navigating dashboard and homepage

[bookmark: _Toc223011095]Part 1: dashboard
In the picture below, this is the default ProjectDox dashboard you will see after logging in. The numbered list below relates to the numbers in the picture:
1. Clicking on that image will bring you back to this ProjectDox dashboard.
1. Clicking on that image will allow you to manage your profile and/or update your password.
1. Clicking on that link will log you out of ProjectDox.
1. Clicking on that icon will refresh the projects list.
1. Clicking on that link will open the project.
1. Clicking on that column or any other column will sort the list.
1. Clicking on that button will accept and/or open the task.
1. Clicking on that button will view all your projects from a different view; refer to part two below.

[image: Graphical user interface, application, Teams
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[bookmark: _Toc223011096]Part 2: homepage
In the picture below, this is the ProjectDox homepage you will see after clicking on the “View All Projects” button from the ProjectDox dashboard. The numbered list below relates to the numbers in the picture:
1. Clicking on that image will bring you to the ProjectDox dashboard; refer to part one above.
1. Clicking on that button will bring you back to this ProjectDox homepage.
1. Clicking on that button will display all your tasks from a new pop-up window. You can also refer to the sixth item within this list.
1. Clicking on that button will allow you to manage your profile and/or update your password.
1. Clicking on that button will log you out of ProjectDox.
1. Clicking on that tab will display all your tasks.
1. Clicking on that tab will display all your projects.
1. Clicking on any of those icons will open the project directly to that tab.
1. Clicking on that link will open the project.
1. Clicking on that column or any other column will sort the list. Clicking on the gear icon will customize the list like hiding a column, sorting by multiple columns, or reordering the columns.
1. Clicking on the icon will change the filtering type. Typing in the textbox will filter the list down.
[image: Graphical user interface, application
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[bookmark: _Toc223011097]Resetting password
On the “Login” page, click on the “Forgot password?” link. On the “Password Reset Code” page, enter your email address, click on the “Go” button, check your email, click on the link, copy the code, enter a password, done.

[bookmark: _Toc223011098]Part 1: forgot password
On the “Login” page, click on the “Forgot password?” link as shown in the picture below.

[image: Graphical user interface, text, application, Word
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[bookmark: _Toc223011099]Part 2: request code
Enter your user account’s email address in the textbox and then click on the “Go” button as shown in the picture below.

[image: Graphical user interface, text, application
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[bookmark: _Toc223011100]Part 3: request sent
Go to your emails as stated in the picture below.

[image: ]

[bookmark: _Toc223011101]Part 4: check email
Note the verification code listed within the email like shown in the picture below.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011102]Part 5: verification code
Take the verification code form the email and enter it into the textbox by either copying and pasting it or typing it in and then click on the “Continue” button as shown in the picture below.

[image: ]

[bookmark: _Toc223011103]Part 6: create password
Create a password by entering it into the two boxes before clicking on the “Update” button as shown in the picture below.

[image: Diagram
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[bookmark: _Toc223011104]Part 7: logging in
Go to the subsequent login section above.


[bookmark: _Toc223011105]Submission guidelines

[bookmark: _Toc223011106]Required documents
There is a section about what a submittal should include listed within our division policy called sprinkler protection plan review | Minnesota Department of Public Safety. The electronic submittal should include one set as multiple sets will not be needed.

[bookmark: _Toc223011107]Folder structure
These are the five folders within a project:
1. The “Drawings” folder will show up right away in the workflow since you must upload all drawing files to this folder.
1. The “Documents” folder will show up right away in the workflow since you must upload any non-drawing and any non-hydraulic calculation files to this folder.
1. The “Hydraulic Calculations” folder will show up right away in the workflow since you must upload all hydraulic calculation files to this folder.
1. The “SFMD Permit Documents” folder will show up later in the workflow since this folder will hold a copy of the permit letter once the review is completed.
1. The “SFMD Reviewed Drawings” folder will show up later in the workflow since this folder will hold a copy of the drawings from the “Drawings” folder with a stamp affixed to them. 

[bookmark: _Toc223011108]File requirements
All file types must be in a PDF format.

For the file requirements:
Drawing files must be a single sheet in landscape orientation.
Hydraulic calculation files must be separated by remote area.

[bookmark: _Toc223011109]Drawing sizes
The following sheet sizes are acceptable for drawings:
48-inch wide by 36-inch high (48” x 36”).
42-inch wide by 30-inch high (42” x 30”).
36-inch wide by 24-inch high (36” x 24”).
17-inch wide by 11-inch high (17” x 11”).

When providing drawings for sprinkler-head for sprinkler-head or pipe-size for pipe-size replacements, the drawings do not have to be to scale; however, they should illustrate your intentions.

[bookmark: _Toc223011110]Stamp location
The SFMD plan reviewer will electronically stamp the drawings at the conclusion of the review.
The standard stamp location is in the lower right-hand corner.
The stamp size is 4-inch wide by 2.25-inch high (4” x 2.25”).
The stamp is designed to accommodate a 2.5-inch horizontal title block along the bottom with a 1-inch border.

[bookmark: _Toc223011111]Naming standards
The file name for drawings should include a discipline identifier, sheet number, and a brief name.
The discipline identifier can be SFM (for State Fire Marshal) or SP (for Fire Sprinkler).
The sheet number can range from 001 to 999.
The brief name should be meaningful to its contents.
For example:
SFM_001_COVER-SHEET
SFM_002_FIRST-FLOOR
SP_001_COVER-SHEET
SP_002_FIRST-FLOOR
Note:
The file name should not exceed 60 characters in length.


[bookmark: _Toc223011112]Applicant upload task
After a new project is created, the applicant upload task is the first step in the workflow. To complete this task, the applicant must upload all necessary project files, such as drawings, data sheets, hydraulic calculations.

After the applicant completes this task, it will move to the prescreen task, which is completed by the SFM coordinator, to ensure the files meet the submission guidelines section of this user guide.

The 10 parts below illustrate how to complete this task.

[bookmark: _Toc223011113]Part 1: email notifications
You will receive two email notifications – one for the project invitation and one for the task assignment.

[bookmark: _Toc223011114]Part 1.1: email notification about project invitation
When you are added to a new or existing project, you will be notified through email as shown in the picture below. No action is needed until you receive the email notification about task assignment.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011115]Part 1.2: email notification about task assignment
After the project is started and project files are ready to be uploaded, you will be notified through email as shown in the picture below. Action is needed to upload project files.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011116]Part 2: logging in
If you are not currently signed into your ProjectDox user account when receiving the task assignment email notification, go to the log in page as shown in the picture below and then:
1. Enter your email address and password.
1. Click on the “Login” button.

[image: ]

[bookmark: _Toc223011117]Part 3: accepting task
On the dashboard, click on the “Open” button under the “Tasks” column to accept and begin the task as shown in the picture below.

[image: Graphical user interface, application
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[bookmark: _Toc223011118]Part 4: e-form pop-up window
A new pop-up window will appear as shown in the picture below. This window is called the e-form. The e-form includes steps on how to complete the task.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011119]Part 5: uploading project files from the e-form window
You must upload all required project files into the three predefined folders as outlined in the picture below. There are three subparts below – one for drawings, one for hydraulic calculations, and one for documents. The three subparts below are similar but require different files.

[image: Timeline
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[bookmark: _Toc223011120]Part 5.1: uploading files to the drawings folder
Any drawing related files must be uploaded to the drawings folder.
For hydraulic calculations, go to part 5.2 below.
For documents, go to part 5.3 below.

[bookmark: _Toc223011121]Part 5.1.1: selecting the drawings folder
To upload drawing files to the drawings folder, click on the “Upload Drawings” button as shown in the picture below.

[image: Graphical user interface, text, application, Teams
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[bookmark: _Toc223011122]Part 5.1.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the drawing files from your file explorer window or use the “Browse For Files” button.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011123]Part 5.1.3: computer’s file explorer dialog
There are two methods to add drawing files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the drawing files are on your computer.
1. Select all applicable drawing files.
1. Click on the “Open” button to select them.

[image: Graphical user interface, application
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[bookmark: _Toc223011124]Part 5.1.4: upload files
After adding all applicable drawing files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011125]Part 5.1.5: uploaded files
Once the drawing files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional drawing files, go to part 5.1.1 above. Back in the e-form, you can view all files uploaded to the drawings folder as shown in the picture below. You can also remove any uploaded file added in error.

[image: Graphical user interface, application
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[bookmark: _Toc223011126]Part 5.2: uploading files to the hydraulic calculations folder
Any hydraulic calculation related files must be uploaded to the hydraulic calculations folder.
For drawings, go to part 5.1 above.
For documents, go to part 5.3 below.

[bookmark: _Toc223011127]Part 5.2.1: selecting the hydraulic calculations folder
To upload hydraulic calculation files to the hydraulic calculations folder, click on the “Upload Hydraulic Calculations” button as shown in the picture below.

[image: Graphical user interface, text, application
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[bookmark: _Toc223011128]Part 5.2.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the hydraulic calculation files from your file explorer window or use the “Browse For Files” button.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011129]Part 5.2.3: computer’s file explorer dialog
There are two methods to add hydraulic calculation files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the hydraulic calculation files are on your computer.
1. Select all applicable hydraulic calculation files.
1. Click on the “Open” button to select them.


[image: Graphical user interface, application
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[bookmark: _Toc223011130]Part 5.2.4: upload files
After adding all applicable hydraulic calculation files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: Graphical user interface, application, email
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[bookmark: _Toc223011131]Part 5.2.5: uploaded files
Once the hydraulic calculation files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional hydraulic calculation files, go to part 5.2.1 above. Back in the e-form, you can view all files uploaded to the hydraulic calculations folder as shown in the picture below. You can also remove any uploaded file added in error.

[image: Diagram
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[bookmark: _Toc223011132]Part 5.3: uploading files to the documents folder
Any file that does not go into the drawings folder and the hydraulic calculations folder must be uploaded to the documents folder, such as data sheets, FM Global report, and owner’s information certificate.
For drawings, go to part 5.1 above.
For hydraulic calculations, go to part 5.2 above.

[bookmark: _Toc223011133]Part 5.3.1: selecting the documents folder
To upload miscellaneous files (i.e., data sheets, FM Global report, owner’s information certificate) to the documents folder, click on the “Upload Documents” button as shown in the picture below.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011134]Part 5.3.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the miscellaneous files from your file explorer window or use the “Browse For Files” button.

[image: Graphical user interface, text, application, email
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[bookmark: _Toc223011135]Part 5.3.3: computer’s file explorer dialog
There are two methods to add miscellaneous files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the miscellaneous files are on your computer.
1. Select all applicable miscellaneous files.
1. Click on the “Open” button to select them.


[image: ]

[bookmark: _Toc223011136]Part 5.3.4: upload files
After adding all applicable miscellaneous files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: Graphical user interface, application
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[bookmark: _Toc223011137]Part 5.3.5: uploaded files
Once the miscellaneous files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional files, go to part 5.3.1 above. Back in the e-form, you can view all files uploaded to the documents folder as shown in the picture below. You can also remove any uploaded file added in error.
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[bookmark: _Toc223011138]Part 6: completing task
After all project files are uploaded, you must complete the task to move it to the next step. As shown in the picture below:
1. Read and then check the checkbox.
1. Click on the “Submit” button.

[image: ]

[bookmark: _Toc223011139]Part 7: dashboard
From the dashboard, the task is completed and will disappear from your “Tasks” column as shown in the picture below.

[image: Graphical user interface, application
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[bookmark: _Toc223011140]Part 8: logging out
If you do not need to complete any other tasks, you can log out by clicking on the “Logout” button as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011141]Part 9: email notification about upload completed
After the task is completed, you will receive an email notification as shown in the picture below of all the uploaded files.

[image: Graphical user interface, text, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011142]Part 10: next step
The SFM coordinator will begin the prescreen review process to determine if the files meet the submission guidelines section of this user guide.
If the files do not meet the requirements of that section, the applicant must fix any issues identified by the SFM coordinator. An example is demonstrated in the applicant prescreen corrections task section.
If the files meet the requirements of that section, the project will move to the plan review process. An SFM plan reviewer will be assigned to the project, and it will be reviewed for code compliance in the order it was received. You will be notified through email when this happens as shown in the picture below.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]



[bookmark: _Toc223011143]Applicant prescreen corrections task
If any issues were found during the prescreen review process, then the applicant prescreen corrections task is the second step in the workflow. To complete this task, the applicant must correct any issues identified by the SFM coordinator. The most common issues will be related to file naming convention or missing files.

After the applicant completes this task, it will move to another cycle of the prescreen task, which is completed by the SFM coordinator, to ensure the files meet the submission guidelines of this user guide.

The 10 parts below illustrate how to complete this task.

[bookmark: _Toc223011144]Part 1: email notification about task assignment
After a cycle of the prescreen review process is completed with issues found, you will be notified through email as shown in the picture below. Action is needed to fix the issues.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011145]Part 2: logging in
If you are not currently signed into your ProjectDox user account when receiving the task assignment email notification, go to the log in page as shown in the picture below and then:
1. Enter your email address and password.
1. Click on the “Login” button.

[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011146]Part 3: accepting task
On the dashboard, click on the “Open” button under the “Tasks” column to accept and begin the task as shown in the picture below.

[image: ]

[bookmark: _Toc223011147]Part 4: e-form pop-up window
A new pop-up window, which is called the e-form, will appear as shown in the picture below. The e-form includes steps on how to complete the task.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011148]Part 5: reviewing comments and uploading missing project file from the e-form window
You should review the comments made by the SFM coordinator to determine what issues must be fixed. Since this task could have several reasons why it failed the prescreen review, we will give an example of a missing file as stated in the picture below. 

[image: Graphical user interface

AI-generated content may be incorrect.]

[bookmark: _Toc223011149]Part 5.1: review comments
Any issues found during the prescreen review process will show up in the review comments.

[bookmark: _Toc223011150]Part 5.1.1: reviewing comments
To view the review comments, click on the “Review Comments” button as shown in the picture below.

[image: Graphical user interface, text, application, Teams

AI-generated content may be incorrect.]

[bookmark: _Toc223011151]Part 5.1.2: e-form’s comment pop-up window
A new pop-up window will appear as shown in the picture below. Within that window:
1. Read all comments.
1. If a response is needed, add one.
1. Once done, click on the “Close Window” link.

[image: Table

AI-generated content may be incorrect.]

[bookmark: _Toc223011152]Part 5.2: uploading missing file to the documents folder
This example requires the applicant to upload a file to the documents folder that was missing during the initial upload.

[bookmark: _Toc223011153]Part 5.2.1: selecting the documents folder
To upload the missing file to the documents folder for this example as shown in the picture below:	Comment by Le, Nathan (He/Him/His) (DPS): Should I add something like this side note?
To fix file names, you will need to remove them from the project, rename them on your computer, and then reupload them as a new file.
If you need to upload revisions, ...
1. Make sure to select the “New Files” tab.
Click on the “Upload Documents” button.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011154]Part 5.2.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the files from your file explorer window or use the “Browse For Files” button.

[image: ]

[bookmark: _Toc223011155]Part 5.2.3: computer’s file explorer dialog
There are two methods to add files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the files are on your computer.
1. Select all applicable files.
1. Click on the “Open” button to select them.

[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011156]Part 5.2.4: upload file
After adding all applicable files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011157]Part 5.2.5: uploaded file
Once the files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional, go to part 5.2.1 above. Back in the e-form, you can view all files uploaded to the hydraulic calculations folder as shown in the picture below. You can also remove any uploaded file added in error.

[image: A picture containing application

AI-generated content may be incorrect.]

[bookmark: _Toc223011158]Part 6: completing task
After fixing all issues noted by the SFM coordinator, you must complete the task to move it to the next step. As shown in the picture below:
1. Read and then check the checkbox.
1. Click on the “Submit” button.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011159]Part 7: dashboard
From the dashboard, the task is completed and will disappear from your “Tasks” column as shown in the picture below.

[image: ]

[bookmark: _Toc223011160]Part 8: logging out
If you do not need to complete any other tasks, you can log out by clicking on the “Logout” button as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011161]Part 9: email notification about upload completed
After the task is completed, you will receive an email notification as shown in the picture below of all the uploaded files.

[image: ]

[bookmark: _Toc223011162]Part 10: next step
The SFM coordinator will begin another cycle of the prescreen review process to determine if the files meet the submission guidelines section of this user guide.
If the files do not meet the requirements of that section, the applicant must fix any issues identified by the SFM coordinator. An example is demonstrated in this section.
If the files meet the requirements of that section, the project will move to the plan review process. An SFM plan reviewer will be assigned to the project, and it will be reviewed for code compliance in the order it was received. You will be notified through email when this happens as shown in the picture below.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]



[bookmark: _Toc223011163]Applicant resubmit task
If any code violations were found during the plan review process, then the applicant resubmit task is the third step in the workflow. To complete this task, the applicant must correct all code violations identified by the SFM plan reviewer.

After the applicant completes this task, it will move to the prescreen task, which is completed by the SFM coordinator, to ensure the files meet the submission guidelines section of this user guide. After a quick look, it will move to another cycle of the SFMD fire plan reviewer department review task, which is completed by the assigned SFM plan reviewer, to ensure the project complies with applicable fire safety and fire protection laws, rules, and standards.

The 10 parts below illustrate how to complete this task.

[bookmark: _Toc223011164]Part 1: email notification about task assignment
After a cycle of the plan review process is completed with code violations found, you will be notified through email as shown in the picture below. Action is needed to fix the code violations.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011165]Part 2: logging in
If you are not currently signed into your ProjectDox user account when receiving the task assignment email notification, go to the log in page as shown in the picture below and then:
1. Enter your email address and password.
1. Click on the “Login” button.

[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011166]Part 3: accepting task
On the dashboard, click on the “Open” button under the “Tasks” column to accept and begin the task as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011167]Part 4: e-form pop-up window
A new pop-up window, which is called the e-form, will appear as shown in the picture below. The e-form includes steps on how to complete the task.

[image: Text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011168]Part 5: reviewing comments and uploading revised project files from the e-form window
You should review the comments made by the SFM plan reviewer to determine what code violations must be fixed. Since this task could have several reasons why it failed the plan review, we will give an example of uploading revisions for one drawing file and one hydraulic calculation file that was marked up by the SFM plan reviewer as stated in the picture below.

[image: Text

AI-generated content may be incorrect.]

[bookmark: _Toc223011169]Part 5.1: review comments
Any code violations found during the plan review process will show up in the review comments.

[bookmark: _Toc223011170]Part 5.1.1: reviewing comments
To view the review comments, click on the “Review Comments” button as shown in the picture below.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011171]Part 5.1.2: e-form’s comment pop-up window
A new pop-up window will appear as shown in the picture below. Within that window:
1. Read all comments.
1. If a response is needed, add one.
1. Once done, click on the “Close Window” link.

[image: A picture containing graphical user interface

AI-generated content may be incorrect.]

[bookmark: _Toc223011172]Part 5.2: uploading corrected file to the drawings folder
This example requires the applicant to upload a revised drawing file to the drawings folder after fixing the code violation.

[bookmark: _Toc223011173]Part 5.2.1: selecting the drawings folder
In this example, a revised file must be uploaded to the drawings folder; therefore, in the picture below:
1. Make sure to select the “Versioned Files” tab.
1. Either click on the “Yes” or “No” buttons depending on the situation. In this example, the file name is the same, so we will click on the “Yes” button. If the file name is different, we would click on the “No” button, which would then display another pop-up window where you can select the file from the project files before picking the new file from your computer.
1. Click on the “Upload Drawings” button.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011174]Part 5.2.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the files from your file explorer window or use the “Browse For Files” button.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011175]Part 5.2.3: computer’s file explorer dialog
There are two methods to add files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the drawing files are on your computer.
1. Select all applicable drawing files.
1. Click on the “Open” button to select them.


[image: ]

[bookmark: _Toc223011176]Part 5.2.4: upload file
After adding all applicable drawing files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011177]Part 5.2.5: uploaded file
Once the drawing files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional drawing files, go to part 5.2.1 above. Back in the e-form, you can view all revised files uploaded to the drawings folder as shown in the picture below.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011178]Part 5.3: uploading corrected file to the hydraulic calculations folder
This example requires the applicant to upload a revised hydraulic calculation file to the hydraulic calculations folder after fixing the code violation.

[bookmark: _Toc223011179]Part 5.3.1: selecting the hydraulic calculations folder
In this example, a revised file must be uploaded to the hydraulic calculations folder; therefore, in the picture below:
1. Make sure to select the “Versioned Files” tab.
1. Either click on the “Yes” or “No” buttons depending on the situation. For this example, the file name is the same, so we will click on the “Yes” button. If the file name is different, we would click on the “No” button, which would then display another pop-up window where you can select the file from the project files before picking the new file from your computer.
1. Click on the “Upload Hydraulic Calculations” button.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011180]Part 5.3.2: e-form’s folder pop-up window
A new pop-up window will appear as shown in the picture below. We will call this the e-form’s folder pop-up window. You can either drag and drop the files from your file explorer window or use the “Browse For Files” button.

[image: ]

[bookmark: _Toc223011181]Part 5.3.3: computer’s file explorer dialog
There are two methods to add files to the e-form’s folder pop-up window:
1. You can drag and drop them, or
1. You can click on the “Browse For Files” button.
Since both methods are similar, we will demonstrate using the second method as shown in the picture below. Once the file explorer is visible:
1. Navigate to the location where the hydraulic calculation files are on your computer.
1. Select all applicable hydraulic calculation files.
1. Click on the “Open” button to select them.


[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011182]Part 5.3.4: upload file
After adding all applicable hydraulic calculation files to the e-form’s folder pop-up window, make sure to click on the “Start Upload” button to upload them as shown in the picture below.

[image: ]

[bookmark: _Toc223011183]Part 5.3.5: uploaded file
Once the hydraulic calculation files finish uploading, the e-form’s folder pop-up window will automatically close. If you need to add additional hydraulic calculation files, go to part 5.3.1 above. Back in the e-form, you can view all revised files uploaded to the hydraulic calculations folder as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011184]Part 6: completing task
After fixing all code violations identified by the SFM plan reviewer, you must complete the task to move it to the next step. As shown in the picture below:
1. Read each checkbox and then check them.
1. Click on the “Submit” button.

[image: ]

[bookmark: _Toc223011185]Part 7: dashboard
From the dashboard, the task is completed and will disappear from your “Tasks” column as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011186]Part 8: logging out
If you do not need to complete any other tasks, you can log out by clicking on the “Logout” button as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011187]Part 9: email notification about upload completed
After the task is completed, you will receive an email notification as shown in the picture below of all the uploaded files.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011188]Part 10: next step
The SFM coordinator will begin another cycle of the prescreen review process to determine if the files meet the submission guidelines section of this user guide.
If the files do not meet the requirements of that section, the applicant must fix any issues identified by the SFM coordinator. An example is demonstrated in the applicant prescreen corrections task section.
If the files meet the requirements of that section, the project will move to another cycle of the plan review process where the assigned SFM plan reviewer will review the submittal for code compliance. You will be notified through email when this happens as shown in the picture below.	Comment by Le, Nathan (He/Him/His) (DPS): TODO: Need to validate this. I do not remember if the system sends the applicant an email when the coordinator “accepts” the prescreen like it does for the initial prescreen. I do not recall ever seeing an email, so I should be able to remove this and not include the screenshot of that email since it does not exist.	Comment by Le, Nathan (He/Him/His) (DPS): I am sure the system does not send another email, so I will remove this and state that.





[bookmark: _Toc223011189]Applicant download task
After the plan review is completed and no mandatory code violations are found, this applicant download task is the last step in the workflow. No action is needed to accept it; however, you will need to download the stamped drawings and permit whenever you have time. This task allows access to the project files to download those stamped drawings and permit.

IMPORTANT NOTE: The State Fire Marshal (SFM) is a division under the Department of Public Safety (DPS); therefore, due to our retention policy, the project files can only be accessed for a period of seven years before they are removed.

The five parts below illustrate how to complete this task. You can repeat parts two through five anytime you need to re-download the stamped drawings and permit within the seven-year period.

[bookmark: _Toc223011190]Part 1: email notification about download ready
If you are added to an existing project, you will see an email like the one shown in part 1.1 of the applicant upload task section; go ahead and proceed with the next part below.

Once the project is completed and no mandatory discrepancies are found, the stamped drawings and permit can be downloaded. You will be notified through email as shown in the picture below.
[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011191]Part 2: logging in
If you are not currently signed into your ProjectDox user account when receiving the task assignment email notification, go to the log in page as shown in the picture below and then:
1. Enter your email address and password.
1. Click on the “Login” button.

[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011192]Part 3: opening project
On the dashboard, you have three options:
1. Click on the project name link under the “Project” column. After clicking on the link, the project will open in the “Status” tab. You can now proceed to the next part below.
1. Click on the “Open” button under the “Tasks” column. After clicking on the button, a new pop-up window will appear. You must click on the “Access Project Files” button before proceeding to the next part below.
1. Click on the “View All Projects” button. After clicking on the button, you will see a different view from the dashboard’s view, but it will still look similar. You can either click on the project name link or any of the icons under the “Action” column to open the project before proceeding to the next part below.

We will illustrate using the first option as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011193]Part 4: downloading results
There are three subparts below – one for the stamped drawings, one for the permit letter, and one for the review comments. The process for both the stamped drawings and permit letter are similar, but the stamped drawings involve downloading multiple files while the permit letter involves downloading one file.

[bookmark: _Toc223011194]Part 4.1: downloading stamped drawings
This demonstrates downloading two or more files from the “SFMD Reviewed Drawings” folder; however, it can be applied to any of the other folders when downloading multiple files. See part 4.2 below for a demonstration of downloading one file.

[bookmark: _Toc223011195]Part 4.1.1: selecting files
As shown in the picture below, follow these directions:
1. Click on the “Files” tab.
1. Click on the “SFMD Reviewed Drawings” folder.
1. Click the select all checkbox to select all files.
1. Click the download icon.
1. A pop-up message will appear notifying you that the files are being packaged.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011196]Part 4.1.2: download files
Once the files are packaged, a pop-up dialog will appear as shown in the picture below. Click on the “Download ZIP” button to begin the download.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011197]Part 4.1.3: downloaded file
The file will appear in your browser’s download history as shown in the picture below. Once the file has been downloaded:
1. Click on the web browser’s download icon.
Click on the folder icon to open the location where the file was saved on your computer.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011198]Part 4.1.4: computer’s file explorer
If you skipped the last part above, navigate to the location where the file was downloaded to as shown in the picture below. Next, we need to extract the contents of the ZIP file by doing the following:
1. Click on the ZIP file to select it.
1. Click on the “Extract all” button.

[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011199]Part 4.1.5: extracting archive files
A dialog window will appear as shown in the picture below:
1. Enter the folder path where you want the files within the archive to be extracted to.
1. Click on the “Extract” button.
You can also click on the “Show extracted files when complete” checkbox, which will open a file explorer window to that location; otherwise, you can navigate there yourself.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011200]Part 4.1.6: extracted archive files
As shown in the picture below, the files were extracted.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011201]Part 4.1.7: viewing stamped drawings
Since all the drawing files were stamped, we will only open one of them to view the stamp. As shown in the picture below, the drawing was stamped.

[image: A picture containing diagram

AI-generated content may be incorrect.]

IMPORTANT NOTE: As of January 2026, the logo shown in the picture above is outdated since our logo recently changed and we are in the process of updating that stamp.

[bookmark: _Toc223011202]Part 4.2: downloading permit letter
This demonstrates downloading one file from the “SFMD Permit Documents” folder; however, it can be applied to any of the other folders when downloading one file. See part 4.1 above for a demonstration of downloading multiple files.

[bookmark: _Toc223011203]Part 4.2.1: selecting file
As shown in the picture below, follow these directions:
1. Click on the “Files” tab.
1. Click on the “SFMD Permit Documents” folder.
1. Click the checkbox next to the file to select it.
1. Click on the download icon.
1. A pop-up message will appear notifying you that the file is being packaged. That message is not applicable in this scenario since files are packaged into an archive when two or more files are selected.

[image: Graphical user interface, text, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011204]Part 4.2.2: downloaded file


[image: Graphical user interface, application, Word

AI-generated content may be incorrect.]

[bookmark: _Toc223011205]Part 4.2.3: computer’s file explorer


[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011206]Part 4.2.4: moved permit letter
If needed, you can move the permit letter to the location where you have your project files as shown in the picture below.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011207]Part 4.2.5: viewing permit letter
Since there is only one permit letter, we will open that file as shown in the picture below.

[image: Letter

AI-generated content may be incorrect.]

IMPORTANT NOTE: The permit letter shown in the picture above could change designs.

[bookmark: _Toc223011208]Part 4.3: downloading review comments
This demonstrates retrieving the review comments report.

[bookmark: _Toc223011209]Part 4.3.1: project reports
As shown in the picture below, follow these directions:
1. Click on the “Reports” tab.
1. Click on the “Plan Review - Review Comments” link.

[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011210]Part 4.3.2: pop-up window
A new pop-up window will appear as shown in the picture below. Next:
1. Click on the save icon drop-down menu.
1. Click on one of the options in the drop-down list to save the report as that file type.
1. Repeat the two directions above for each of the other file types you want to download.

[image: Graphical user interface, application

AI-generated content may be incorrect.]

[bookmark: _Toc223011211]Part 4.3.3: computer’s file explorer


[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011212]Part 4.3.4: moved reports


[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011213]Part 4.3.5: viewing report


[image: Graphical user interface, text, application, email

AI-generated content may be incorrect.]

[bookmark: _Toc223011214]Part 5: logging out
If you do not need to complete any other tasks, you can log out by clicking on the “Logout” button as shown in the picture below.

[image: Graphical user interface, application

AI-generated content may be incorrect.]
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NFPA standards and Minnesota Statute 299M. Please note that this permit DOES NOT relieve the contractor from

compliance with appropriate federal, state or local regulations concerning this installation. Also check with the .
local building official for any local requirements.

Ryan Kunst
State Fire Safety Supervisor
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Welcome to Online Submission!
Before gaining access, you must confirm your account.
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Your logi
Verification codk
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Welcome to the State of Minnesota ePlans Portal
Login

E-mail: qpublic@yopmail.com

Password:

Forgot password? C

You need an account to access your projects. Contact the Jurisdiction if you don't have
an account login

December 9, 2025

The Minnesota Department of Labor and Industry and the State Fire

Marshal make every effort to produce and publish the most current and
accurate information possible. No warranties, expressed or implied, are
provided for the data herein, its use, or its interpretation. Utilization of
this website indicates understanding and acceptance of this statement.

Quick Help for ProjectDox

Need help using ProjectDox? Start here! The videos below provide quick, step-by-
step guidance to help you navigate the system with ease. You'll also find Watch
Video links throughout ProjectDox for on-the-spot help with specific features.

Featured Tutorials:

Get Started Learn the basics of ProjectDox and how to begin using the
platform.

Password Reset & Login Help Tips for accessing your account and
resetting your password.

Accept a Task Understand how to accept tasks assigned to you,
Download Approved Files via Email Instructions for accessing approved
documents directly from email notifications.

Download Approved Files via Home Page Learn how to locate and
download approved files from within the ProjectDox interface.
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Country *  United States
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Postal Coderzip Code * 55101
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Marshal make every effort to produce and publish the most current and
accurate information possible. No warranties, expressed or implied, are
provided for the data herein, its use, or its interpretation. Utilization of
this website indicates understanding and acceptance of this statement.
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k Help for ProjectDox

Need help using ProjectDox? Start here! The videos below provide quick, step-by-
step guidance to help you navigate the system with ease. You'll also find Watch
Video links throughout ProjectDox for on-the-spot help with specific features.

Featured Tutorials:

- Get Started Learn the basics of ProjectDox and how to begin using the
platform.

- Password Reset & Login Help Tips for accessing your account and
resetting your password.

« Accept a Task Understand how to accept tasks assigned to you

- Download Approved Files via Email Instructions for accessing approved
documents directly from email notifications.

- Download Approved Files via Home Page Learn how to locate and
download approved files from within the ProjectDox interface.
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1. Enter your email address to reset your password

2. You will receive an email with a verification code and a link to reset the password
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Hello, a request to reset your password has been received

TIP: Set New Password Now
Your verification code will expire quickly. If it has expired, you can
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not requested a password reset then continue to use your account
‘with your existing password.
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To set a new password, please click on *Login” below.
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Invitation

You have been invited to the project listed below.

Your Login: | gpublic@yopmail.com

Project: | SFM-25025 (Test Project)

Description: | NorthPoint Logistics (Demo Project)
Login to ProjectDox

‘Contact the Poject Ouner o & Project Adiniststor if you have question regaraing tis project. Plesse do not reply to tis email.
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You have been assigned a task on Project: SFM-25025 (Test Project) NorthPoint Logistics (Demo Project)
Please follow the e-plan guidelines found on the State Fire Marshal website when uploading drawings and documents.
Please Login to ProjectDox to begin your task
Project: | SFM-25025 (Test Project)
Task:  Applicant Upload
Project Access | Login to ProjectDox
If you do not have access to the specified folder, please contact the Project Administrator.
Please do not reply to this email.
v
. >
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ProjectDox Dashboard December 9, 2025

My Projects
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Project)
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Task Informat Resources
Task Information

ProjectName:  SFM-25025 (Test roject

Project Descriptions NorthPoint Logistics (Demo Project)
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Current User Login: Quinn Pubic (qpublic@yopmal.com)
Task Due Date: [No due date]

Task Instructions
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After you have successfully uploaded all required plans and documents, please cick the (Upload Complete) buttan.

STEP 10f 3 Select and upload your drawing and supporting document files into this project, as required

File Upload for: SFM-25025 (Test Project) @

Please click appropriately for the type of files you are uploading,
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Uploaded files
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Confirmation @

Selection i required.
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STEP 3 of 3: Click the "Submit” button below to complete your task

[t ] [compionr]





image21.jpeg
Folder: SFM-25025 (Test Project)\Drawings

Browse For Files | or drag files into area below,

Orange il are new uploads:
Blue fles are new version uploads @ Ready to start upload
Red files appear to be ssme a3 previously uploaded (will likely be discarded) 4 Remove, fix re-select o start upload.




image22.jpeg
Organize v

> @ Na

e pee>om- B
»

| 75« ProjectDoxUserGuide v83 > Projects > SPRINKLER-PLANS-OR-DRAWINGS

New folder

O Name Date modified

AKLER-PLANS-.. o

@& shv-oo1 normHPOINT-LOGISTICS OFFICE pat o 10/14/2025 242 PM ‘Adobe Acrobat .

@& shv-o02 noRTHPOINT-LOGISTICS STORAGE-AREA-Tpe @ 10/14/2025 242 PM ‘Adobe Acrobat D.

@& shv-o0s noRTHPOINT-LOGISTICS STORAGE-AREA2pe @ 10/14/2025 242 PM ‘Adobe Acrobat D.

@

®

Fil e [5FU 01 HORTHPOINT LOGITCS OFFCE pf “SFM- 09 NORTHPOINTLOGSTCS STORAGE S |

Custo)

Files (000 3df* 906,

Cancel





image23.jpeg
Folder: SFM-25025 (Test Project)\Drawings

[ Browse ForFles | ordragfes ntoarea below

Total: 0/3
B SFM-001_NORTHPOINT-LOGISTICS_OFFICE.pdf a71k8 %
[

I SFM-002_ NORTHPOINT-LOGISTICS_STORAGE-AREA-1.pdf ws7eef %
[

B SFM-003_NORTHPOINT-LOGISTICS_STORAGE-AREA-2.pdf “ff %
[

Clicking on this icon will deselect that file

Orange files are new uploads:
Blue files are new version uploads & Ready to start upload

Red files appear to be ssme a3 previously uploaded (will iely be discarded) 4 Remove, fix re-select o start upload.




image24.jpeg
Files uploaded

STEP 10f 3: Select and upload your drawin’ as required

File Upload for: SFM-25025 (Test Project)

Please click appropriately for the type of files you are uploading

Upload Drawings. Upload Documents Upload Hydraulic Calculations

Select folder to open file st

B Drowings 6 -0 New)

Clicking on this
icon will remove
that uploaded file.

] SFM-001_NORTHPOINT-LOGISTICS OFFICEpdf  [i

] SFM-002_NORTHPOINT-LOGISTICS_STORAGE-AREA-1.pdlf

E] SFM-003 NORTHPOINT-LOGISTICS_STORAGE-AREA-2.pdf

Documents

Hydraulic Calculations




image25.jpeg
1asK Instructons

After you have successfully uploaded all required plans and documents, please click the (Upload Complete) button.
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After you have successfully uploaded all required plans and documents, please click the (Upload Complete) button.
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Hello Quinn,

Files received:
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SFM-001_NORTHPOINT-LOGISTICS_OFFICE.pdf
NORTHPOINT-LOGISTICS_REMOTE-AREA-1.pdf
NORTHPOINT-LOGISTICS_REMOTE-AREA-3.pdf
NORTHPOINT-LOGISTICS_REMOTE-AREA-2.pdf
SPRINKLER_HEAD_TFP120_201909.pdf
RISER_MANIFOLD_TFP963_201808.pdf
SPRINKLER_HEAD_TFP110_201808.pdf

10. SPRINKLER_HEAD_TFP610.pdf
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Please do not reply to this email.

The following files have been received for project - SFM-25025 (Test Project) : NorthPoint Logisties
(Demo Project)

Tue 12/9/2025 3:48 PM
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SFMD PreScreen Approved Notification

Please do not reply to this email. This message is automatically generated.

The plans/documents were successfully uploaded for Project: SFM-25025 (Test Project) - NorthPoint Logistics (Demo Project).

Your project is now in the plan review queue and will be reviewed based on date rec
changes that may be required

‘ed. You will be notified via e-mail of status changes and of any additional

Project: | SFM-25025 (Test Project)

Description: | NorthPoint Logistics (Demo Project)

Project Access | Login to ProjectDox

I you do not have access to the specified project, please contact the Project Administrator.

by —————————— s
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SFMD Document Upload Resubmit Request Task Assignment

Attention Public:

The construction documents submitted for Project: SFM-25025 (Test Project) NorthPoint Logistics (Demo Project) have not
passed a prescreen review. You may review comments and requirements by accessing the ProjectDox site. Resubmission request
are typically related to file naming conventions or missing documents.

When plans and/or documents are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-
submittal

Project: SFM-25025 (Test Project)

Description: | NorthPoint Logistics (Demo Project)

Task: Prescreen Corrections

Project Access | Login to ProjectDox

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

Please do not reply to this email.

by ———————— s
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UPLOAD COMPLETED

Hello Quinn,

The following files have been received for project - SFM-25025 (Test Project) : NorthPoint Logistics
(Demo Project)

Files received:
1. NORTHPOINT-LOGISTICS_OWNERS-CERT.pdf

Please do not reply to this emil,
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SFMD Resubmit Incomplete Task Assignment

Attention Quinn:
Your plan review resubmittals for Project: SFM-25025 (Test Project) NorthPoint Logistics (Demo Project) does not meet the
requirements for the plan review resubmittal. You may review correction comments and requirements by accessing the ProjectDox
site

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow the instructions provided
for re-submittal

Please be advised when re-submitting plans and or documents:

« Allcorrections must be uploaded using the same file names as the original submittal

Project: | SFM-25025 (Test Project)

Task: | Applicant Resubmil
Project Access | Login to ProjectDox

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

Please do not reply to this email.
P — ——————————————— e s
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Orange files are new uploads:
Blue files are new version uploads & Ready to start upload
Red files appear to be ssme a3 previously uploaded (will likely be discarded) 4 Remove, fix re-select o start upload.




image69.jpeg
Version Upload for: SFM-25025 (Test Py

Select "Versioned Fies" to upload files as new Verawir upuaies ro mes pies
Select "New Files" to upload any additional new fle nto this project as reqt

Versioned New Files

* “name-v2,pdf* is not an “exact" file name match to "name.pdf"

Please click appropriately for the type of files you are ploading.

Select folder to open file fst,

successfully

ested.

Are the files you are uploading named
exactly the same* as the prior versions? e

ey

Upload Drawings. Uplodd Documents

Upload Hydraulic Calculations

Uploaded files:

Drawings (3 -4 New)
» I Documents (6 - 6 New)
~ I Hydraulic Calculations (3 - 4 New)

B NORTHPOINT-LOGISTICS REMOTEAREA-

E] NORTHPOINT-LOGISTICS_REMOTE

B NORTHPOINT-LOGISTICS_REMOTE-AREA-3.pdf New

[] SFMD Permit Documents @

[submit | [cose |





image70.jpeg
STEP 3 0f 4: Check all to confirm you have completed this task and are now ready to submit

Confirmation @

“I have uploaded the revised drawings and/or documents required a5 a result of the review into the appropriate folder in the project using the SAME file names
as the original file. | am reacly to complete my assigned task and resubmit back to the jurisdiction for further review. “Required

“I have reviewed and addressed, including responses where appropriate, il Review Comments ltems accessed by clicking on the “Review Comments” button

above. “Required.

R SY

STEP 4 0f 4: Click the "Submit” button below to complet&your task @

b4

i




image71.jpeg
ePLANS-

& Profile Quinn Public | Logout

ProjectDox Dashboard December 9, 2025

My Projects

PROJECT DESCRIPTION

NorthPoint Logistics (Demo
Project)

LOCATION STATUS

TASKS (0)

SEM-25025 (Test Project) Applicant Corrections

1-10f 1 records

View All Projects




image72.jpeg
ePLANS-
& Profile @ mﬂ

ProjectDox Dashboard December 9, 2025

My Projects
PROJECT DESCRIPTION LOCATION STATUS TASKS ©0)
SEM-25025 (Test Project) E‘,?,jg‘g)‘”"‘ Logistics (Do Applicant Corrections

1-10f 1 records [« | [ |

View All Projects




image73.jpeg
File  Message Developer Help Acrobat @ Tell me what you want to do

W~ = B O~ © € > o shretoTeams

Upload confirmation for SFM-25025 (Test Project)

& zo0

‘ S Reply | € Reply Al

> o ][]

noreply.DLI@avolvecloud.com
To. qpublic@yopmail.com

() Gl hre o downlond pictures. To hlp prtectyour prvacy, Outook prevented Stomstic downlaad of some icures it meseage,

UPLOAD COMPLETED

Hello Quinn,

The following files have been received for project - SFM-25025 (Test Project) : NorthPoint Logistics
(Demo Project)

Files received:

1. SFM-002_NORTHPOINT-LOGISTICS_STORAGE-AREA-1.pdf
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Please do not reply to this emil.
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