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Course 
Objectives

• Understand the electronic submission and review 
process 

• Create plans and documents that meet 
submission standards for electronic plan review

• Login and navigate the ProjectDox site

• Accept and complete assigned tasks

• Submit plans and documents for review

• Track the progress of projects and respond to 
comments 

• Download approved plan set   

At the end of this course, participants will be able to:
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VALUE to the customer/public

• Available 24/7/365

• Reduce printing costs

• Save time and travel submitting and receiving updates online

• Easy access to final plan set for download

• Automatic file versioning

• Online information access & performance tracking

• Design community access to redlines

Benefits
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Initial Submission
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Initial Submission 
- Browsers
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Initial Submission – Browser Requirements
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Initial Submission –
Application

• Paper applications can be submitted 4 ways:

• In Person: Department of Safety and 
Inspections (DSI)

• Mail: DSI – 375 Jackson St, Suite 220, St. Paul

• Fax: (651) 266-9124 

• Email

• Building Plan Review:

DSI-BuildingPlanReview@ci.stpaul.mn.us

• Site Plan Review:

SitePlanReview@ci.stpaul.mn.us

mailto:DSI-BuildingPlanReview@ci.stpaul.mn.us
mailto:SitePlanReview@ci.stpaul.mn.us
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Initial Submission –
Application Process

• Upon application acceptance, first 
time users will receive an email 
from ProjectDox with their 
account and access information 
to the site.

• Follow the instructions to submit 
initial plans and documents for 
review.

• Use the Help Guide for assistance.
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Non-IE Browser IE Browser

Initial Submission – Log On
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Initial Submission – 1st Time Non-portal User

• First time users must complete new 
password, reset security question, and 
any additional required information.

• New password created will be used for 
all future access to site.

• Password reset answer should be easy 
for you to remember but difficult for 
someone else to guess.
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Initial Submission – Homepage
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Saint Paul – Jurisdiction Standards
Drawings

• Single page files, landscape 
mode, in these formats:

DWG, DWF, DGN, PDF

Documents

• Single or multi-page files, 
normally portrait mode, in these 
formats:

DOC, DOCX, PDF

All files:

• Filename length <=70 characters

• Follow established file naming standards:

Page Number - Discipline Type Character (A-Z) - Sheet Number (000-999) - Sheet Description

• Submission of revised files must use original file names
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Initial Submission – Upload via eForm
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Initial Submission – Upload via eForm
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Initial Submission – Upload via eForm
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Initial Submission – Upload via eForm
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Initial Submission – Upload and Submit
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Initial Submission – Upload and Submit
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• Click Upload Complete – Notify 
Jurisdiction

Initial Submission - Complete Submission
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Initial Submission - Complete Submission
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Initial Submission - Complete Submission
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• System sends email confirmation of 
submission receipt.

Initial Submission - Complete Submission
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Prescreen Corrections
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Prescreen Corrections - Email

• Jurisdiction does Prescreen prior to 
Formal Review

• If corrections are needed, task is 
assigned and system notifies applicant 
via email.
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• Home Page Tasks tab

Prescreen Corrections – Non Email Access
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• Project Page Task List

Prescreen Corrections – Non Email Access
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Prescreen Corrections - eForm
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Prescreen Corrections – Checklist Items
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Prescreen Corrections – Checklist Items
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Prescreen Corrections - Discussion



© 2020 Avolve Software Corp.  All Rights Reserved.

Prescreen Corrections - Discussion
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Prescreen Corrections – Upload Files
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Prescreen Corrections – Task Complete
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Prescreen Corrections
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Design Review
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Project Status – What’s Going On?

• Departments are reviewing your submission during this time.

• No action is required on your part until you receive notification.

• You can easily check the status of your project at any time.
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Project Status – Home Page

• Home page - Project tab – Status column
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Project Stats - Reports
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Applicant Resubmit
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Applicant Resubmit - Email
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Perform the below steps to 
complete the task:

• Review and respond to 
comments provided.

• Upload revised files (as needed) 
to the appropriate folders. Use 
original file names.

Applicant Resubmit - eForm
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Applicant Resubmit - Changemarks

• View comments in 
Changemark Details 

• Click link to markup: 
this will open the 
viewer and display 
changemarks for the 
file.
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Applicant Resubmit - Changemarks
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Applicant Resubmit - Changemarks

• Respond in the 
Applicant Response 
column.
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Applicant Resubmit – Checklist Items

• Double-click to enter 
Applicant Response, 
repeat for all applicable 
rows. 

• Click to save changes to 
grid. 

• Click to save page. 

• Click to close.

• Optional - Click View Full 
Report button to 
download a copy of the 
report.



© 2020 Avolve Software Corp.  All Rights Reserved.

• After addressing Changemark 
and Checklist items, return to 
eForm.

• Check the boxes to indicate 
Task Instructions completed.

• Click the Complete button to 
complete the task. The 
submission returns to 
jurisdiction for review.

Applicant Resubmit - eForm
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Retrieve Final Documents
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Retrieve Final Documents – Fee Payment

• Email notification that files are 
ready for download once all 
fees are paid.

• Options to pay:
1. Online 

portal https://online.stpaul.gov
2. In Office : 

375 Jackson Street, Suite 220
Saint Paul, MN 55010
651-266-8989
Monday-Friday 7:30 am - 4:30 pm

3. Through secured fax: 651-266-9124 

https://online.stpaul.gov/
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Retrieve Final Documents – Notification

• Email notification that files are 
ready for download
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Retrieve Final Documents - Download
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Retrieve Final Documents - Download
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Retrieve Final Documents – Save
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Retrieve Final Documents – Save
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Course Objectives - Review

You should now be able to:

• Understand the electronic submission and review process 

• Create plans and documents that meet submission standards for electronic 
plan review

• Login and navigate the ProjectDox site

• Accept and complete assigned tasks

• Submit plans and documents for review

• Track the progress of projects and respond to comments 

• Download approved plan set   
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Q & A
Follow up questions can be sent to:
DSITechnology@ci.stpaul.mn.us
651.266.1926

mailto:DSITechnology@ci.stpaul.mn.us

