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aﬁ{ User Guide: ePermits and ePlans

Building Inspections | City of Savage | 6000 McColl Drive, Savage, MN 55378 | Office: 952-882-2650

The City of Savage launched electronic application submission and plan review process for permits in 2022. This document
provides general information on how to apply for a permit using ePermits and ePlan.

Questions/Contact:
e (City of Savage Building Inspections
e Monday — Friday 8 a.m. to 4:30 p.m.
e 952-882-2650
e Savageinpections@cityofsavage.com

USING ePERMITS

Step 1: Visit ePermits website

Go to epermits.logis.org OR cityofsavage.com Government > Department/Divisions > Community Development >
Building Inspections > ePermits

Step 2: Start application
Click on “Apply for Permit” on the left side.

ST City of Savage
952) 882-2650
(
/-) savageinspections@cityofsavage.com

Home Permits Search Cart (0)

- Account Logi

Home

Welcome to the City of Savage Online ePermits

Apply for Permit

Obtain permits to purchase online

Contractor Login (required) / Owner Login (optional):

e Please login to begin the process. If you do not have an ePermits account, please register your
Pay for a p\an review permit previously applied for which " d ¢ E il ¢ d d
has been approved account and create an Email account and password.

Pay fo eview Permit

Search for Permit
Search by address or permit number » ePermits are available for common residential projects that do not require plans to be submitted for review.

When you find your permit, you can also: » ePermits can be purchased by owner-occupied property owners or licensed contractors hired by a property
owner.
¢ View inspection results for the permit

e View scheduled inspections for the permit o There is a 3% service charge for all credit card payments including ePermits.
¢ Schedule inspections for the permit

¢ Pay for approved permit

Step 3: Register
For 1% time customers — Register for an ePermits account (first time only).
Click “Register for an account” below the login.
Register for the correct account type. Options:
1. Contractor — company applying for permit.
Company must be registered with City of Savage. If company does not appear in drop down list, email building
inspections at savageinspections@cityofsavage.com to have your company added.
2. Plan Submitter — an admin position submitting the plans on behalf of contractor or homeowner.
3. Owner — homeowner and/or property owner.
If creation was successful “Your account was successfully created” green bar.
For returning customers — Log in by clicking “Login” at the top right.
For homeowners — for permits without plan review, it’s possible to skip registration.
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savageinspections@cityofsavage.com

%
]

- Home Permits Search

Permits

Account Login

Email: | | Required

Password:

Forgot password
Register for an account

] Required

Owners do not have to register but you will not have access to all features of this site.

0 [ 1am an owner and do not want o register |

Step 4: Choose permit
Choose the permit you want to apply for.
If your permit is not listed, email building inspections at savageinspections@cityofsavage.com.

Step 5: Review requirements
Each permit has detailed permit requirements. Read the declaration and click “I Agree — Apply for Permit” (blue
button).

1 Agree - Apply for Permit

Step 6: Information input
Fill in the required fields.
Important: If your contractor company or address is not in the system, contact Building Inspections.
Important: Use an email checked frequently. Email updates will be sent regarding the permit.

Permit Application - Address

| Permit: Roof
¢ Address Enter the location of the site where the work will be performed.
e Applicant
Street Name: ‘ N
Unit: ‘ -

Step 7: Pay fee (if applicable)
If the permit requires a fee, click “Add to Cart” then “Checkout”.

Important: For permits requiring plan review, the S25 non-refundable deposit must be paid up front and will be
deducted from the total permit fee. Permit review will not begin until payment is received.
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To pay, click “PayPal” in red box (Note: You do not actually need a PayPal account); if you desire additional permits,
click “Continue Shopping”.

Shopping Cart

Items in your cart

Roof $104.60 Delete
6000 Mccoll Dr

Total:  $104.60

Continue Shopping

Checkout

Payments can be made through PayPal using a credit

complete your purchase.

SEA% -
) City of Savage
5&1@ g

/ savageinspections@cityofsavage.com

el Home Permits Search Your History Cart (0) Account Logout

Order Summary

Your order has been processed!
An email containing your purchase information has been sent to you.

Print and post the permits at the job site.

| Purchase Information

Step 8: Email
When permit is processed, you will receive an email from epermits@Iogis.org.

Projects not requiring plan review can stop here. Projects requiring plan review should continue to the ePlans
steps on the next page.
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USING ePLANS (PROJECTDOX)

Must complete steps 1-8 above to submit an application. Please wait 5 minutes for the application to process.

Step 9 (continued from ePermits): Email
Projects requiring plan review will receive emails from donotreply@cityofsavage.com. One is called “ProjectDox
Applicant Upload Task Assignment”. For first time users, you will receive a second email called “ProjectDox
Invitation” with a temporary password.

ePlans & v

Hello

You have been invited to the participate in the plan review for project: SA

TIP: Are you a New User?
First complete your account setup (required), if you haven't
already. Open the separate invite email you received, or to request a
new password click here and then select "forgot password".

Your login is: savagepdoxtest@gmail.com

To

ject, please click on "Open Project" below.

Tg access this project

Step 10: Visit Pdox website
Go to eplans.cityofsavage.com OR use the link provided in the “Login” emails from Step 9.
For first time users: at the bottom of the “ProjectDox Invitation” email will be a temporary password. Use the

temporary password to log in. After entering the site, you will be re-directed to “User Profile” to reset your password,
create a security question, and enter contact info.

Profile Information

Change Password: Password Reset Question & Answer:
Curent password Secuiity question

d dog's name?

New password: Sacurity answer. <Answer has been encrypted=

Confirm new password:

Password must contain at keast one digit. one upper case letter, one lower case letter, must not confain speciol charocters and must be between B and 10 chavacters

Contact Information

First Name: Last Name: *

State/Province: v Postal Code:
Phane:
Mabile: Vahuation:

Language:® |en v

Click “Save” at the bottom of the page

Step 11: Home page
Navigate to the ProjectDox home page by using the top menu bar.
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ePlans & i

‘ Home 9’ Project: |Enter project name
Step 12: Select task

The home screen can be viewed with tasks lists or project lists. Switch views by clicking the tabs on the top left.
ePlans  wi

ACTION TASK PROJECT GROUP STATUS PRIORITY DUE DATE CREATED
Te T T T= Tw T

Home || Q | Project: & ect na AliTasks | | & | Logout | @

All || Overdue | Priority Show| 14 ¥ | records

Tasks = immediate action required to proceed.

If you have a task, the city is waiting for your action to proceed. Find the task “Upload and Submit” and click “Accept”
or “Complete” on the left under ACTION.

Tasks F Statu: Report: SA028982: 6000 Mccoll Dr - Building/Commercial/Industrial Main (

Step 13: Upload and Submit window opens
After clicking “Accept”, a separate window will open.
Important: Enable pop-up windows on your browser.

All || Overdue | Priority Sh

TASK PROJECT GROUP STATUS PRIORITY DUE DATE CREATED

B [ v v - v I+

SA028982 Applicant Accepted Medium 5/25/22 12:45 PM 5/18/22 12:45 PM

‘ Resources Task Information Permit Information Contractor Information Fees and Payment Information

City of Savage Building Inspections website

Watch Video

Fees above are only estimates. No payment is needed at this time.

Select and upload your Plans and Forms into this project, as required.

o See cityofsavage.com for additional information on requirements for permit submittal.

Scroll down to “File Upload” section.

Disclaimer — Fees are estimates, subject to change. No payment is needed at this time.
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FILE UPLOAD REQUIREMENTS

Before uploading electronic plans and documents, it is important to follow the standards below:

File Types
e Plans and Survey/Site Plans — Each sheet or page must be uploaded as a separate PDF file and must be to scale.
Plans and surveys will be rejected if uploaded as a multi-page file (e.g., five-page PDF document) or documents are
not accurately drawn to scale.
e Documents — Supporting documents required as part of your application submission, other than drawing files,
(e.g., energy calculations, letters, reports, etc.) can be uploaded as a separate multi-page document. Searchable
PDF files are preferred for supporting documents.

Page Sizes
e Residential Surveys — no larger than 11” x 17”

e Residential Plans and Drawings — no larger than 24” x 36”
e Commercial Plans, Drawings and Surveys — no larger than 30” x 42”

Stamp Reserve Area
Each plan and drawing sheet must reserve a 2” x 2” blank area on the upper right corner of the drawing for the city’s
electronic approval stamp.

File Naming Standards
File uploads must follow the naming standards for the type of permit:

v" File names should reflect the file’s content
v" Limit the file name to 50 characters or less

v" Do use “&” (ampersand), “.” (period), and “-“ (dashes).
v" Do NOT use any other special characters including “_”

o n

(underscore), %, #, or “,” (commas), etc.

Residential Permits and New Single Family Attached and Detached Homes (1-2 units)
Below is the required file name format, which includes the following 4 data elements that make up the file name:

Example
File Name Names of Project
for Permit Your Plan Address
or Drawing

Final
Upload File
Name

Type of Permit Applied For

Example Names

Project . .
of Your Plan or J Final Upload File Name
. " Address
Drawing Page
_ _ Construction Plan 7450 149 St Pool Construction Plan 7450 149 St
Above Ground S_F’:I;?mmg Pool/Hot Pool Fence Plan 7450 149 St Pool Fence Plan 7450 149 St
Impervious 7450 149 St | Pool Impervious Calculations 7450 149 St
| Landscape Plan 7450 149 St Pool Landscape Plan 7450 149 St
Floor Plan 7450 149 St Addition Floor Plan 7450 149 St
Addition/ Porch Addition
Elevation Plan 7450 149 St Addition Elevation Plan 7450 149 St
Alteration/ Remodel Remodel Kitchen Plan 7450 149 St Remodel Kitchen Plan 7450 149 St
Basement/ Lower-Level Finish Basement Floor Plan 7450 149 St Basement Finish Floor Plan 7450 149 St
Deck (Includes New, Replacement Deck Drawing 7450 149 St Deck Drawing 7450 149 St
and/ar Renair)
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Footing Plan

7450 149 St

Deck Footing Plan 7450 149 St

Foundation Drain Tile Drain Tile Construction Plan 7450 149 St | Drain Tile Construction Plan 7450 149 St
Foundation Repair Foundat-lo Building Plan 7450 149 St Foundation Repair Building Plan 7450 149
n Repair St
Garage/Accessory Structure Garage Elevation Plan 7450 149 St Garage Elevation Plan 7450 149 St

Foundation Plan 7450 149 St Garage Foundation Plan 7450 149 St
Framing Plan 7450 149 St Garage Framing Plan 7450 149 ST
In-Ground Swimming Pool Pool Construction Plan 7450 149 St Pool Construction Plan 7450 149 St
Fence Plan 7450 149 St Pool Fence Plan 7450 149 St
Impervious 7450 149 St Pool Impervious Calculations 7450 149
Calculations St
Landscape Plan 7450 149 St Pool Landscape Plan 7450 149 St
New Single-Family Detached IS:;nng:ii; Floor Plan 7450 149 St Single-Family Floor Plan 7450 149 St
. 7450 149 St | Single-Family Foundation Plan 7450 149
Foundation Plan St
Elevation Plan 7450 149 St | Single-Family Elevation Plan 7450 149 St
Detail Sheet 7450 149 St | Single-Family Detallsfheet Plan 7450 149
Twi 7450 149 St
New Single-Family Attached H:>vr1|1ne Floor Plan Twin Home Floor Plan 7450 149 St
Foundation Plan 7450 149 St | Twin Home Foundation Plan 7450 149 St
Elevation Plan 7450 149 St Twin Home Elevation Plan 7450 149 St
. 7450 149 St Twin Home Detail Sheet Plan 7450 149
Detail Sheet st
Retaining Wall Re;c;::ng Engineer Plan 7450149 5t Retaining Wall Engineer Plan7450 149 St
. 7450 149 St Retaining Wall Construction Plan 7450
Construction Plan
149 St
Solar Solar Layout Plan 7450 149 St Solar Plan 7450 149 St
Window/Door Changing Size or Window Construction Plan 7450149 5t Window Plan 7450 149 St

Egress Window

Egress Drawing

| 7450 149 St

| Window Egress Drawing 7450 159 St

*These are generic examples of what your plan sheets may be called.

Commercial and New Multi-Family Naming Standards

Below is the required file name format, which includes the following 4 data elements that make up the file name:

Discipline

Plan Type [EJ

Letter

Plan Discipline

Letter

Type

Final

Upload File

Name

Sheet

Number

Final Upload File Name

Architectural A 000-999 Cover Sheet 4505 124 St A1.0 Cover Sheet 4505 124 St
Architectural A 000-999 First Floor Plan 4505 124 st A2.1 Floor Plan — Level 1 4505 124 St
Architectural A 000-999 Elevation 4505 124 st A3.0 West Elevation 4505 124 St
Civil C 000-999 Grading 4505 124 St €0.01 Grading & Erosion 4505 124 St
Civil C 000-999 Utility 4505 124 St C0.02 Utility Plan 4505 124 St
Demolition D 000-999 Demo 4505 124 5t D1.0 Site Removals 4505 124 St
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Equipment Q 000-999 Conveyor 4505 124 st Q1.1 Salt Conveyor 4505 124 St
Fire F 000-999 | Fire Truck Access | 4505124 St F1.1 Fire Truck Access 4505 124 St
Fire Protection FP 000-999 Fire Alarm 4505 124 st FP0.01 Fire Alarm Floor 1 4503 124 St
Fire Suppression FS 000-999 | Fire Suppression | 4505124 St FS0.01 Fire Sprinklers 4505 124 St
Geotechnical G 000-999 Soil Map 4505 124 St G100 Soil Map 4505 124 St
Interior I 000-999 Wayfinding 4505 124 St 10.01 Wayfinding Signage 4505 124 St
Lighting L 000-999 Photometrics 4505 124 St L1,1 Photometrics 4505 124 St
Mechanical M 000-999 Mechanical 4505 124 st M1.1 Mechanical Units 4505 124 St
Plumbing P 000-999 Plumbing 4505 124 St P100 Plumbing Fixtures 4505 124 St
Site Plan SP 000-999 Site Plan 4505 124 st SP1Site Plan 1°t Phase 4505 124 St
Structural S 000-999 Framing Plan 4505 124 St S Framing plan — South 4505 124 St
Survey V 000-999 Survey 4505 124 St V1.0 Certificate of Survey 4505 124 St
Telecomm T 000-999 Antenna 4505 124 St T1.1 Ground Equipment 4505 124 St
Tree Preservation TP 000-999 Tree Survey 4505 124 St TP Tree Planting Schedule 4505 124 St
Other: 0 000-999 Site Furniture 4505 124 st 01.1 Furniture — Entrance 4505 124 St

All plans are displayed by filename and sorted in numeric — alphabetical order. It is important to follow the below naming
standards throughout your entire project.

Please refer to list of submittal requirements in project checklists — you MUST submit the required items to make your
submittal complete.

There are three folders to upload into:
1. Plans
2. Documents
3. Proposed Survey/Site Plan

Select and upload your Plans and Forms into this project, as required.

e See cityofsavage.com for additional information on requirements for permit submittal.

2]

Please click appropriately for the type of files you are uploading. ~ Watch Video

Document

Upload Proposed Survey-Site Plan

Upload Plans Upload

Click on a folder. Another window will open. Click “Browse for Files” or drag files into the area.

ePlans & s Close Window

Folder: SA028985\Plans

Browse For Files = d drag files into this area Start Upload

Step 14: Choose document.
Important: Must adhere to file type, size, page, and naming standards above.

Upload the documents by clicking “Start Upload” on the right.
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Important: Must “Start Upload” unless documents are not saved.
ePlans & wi

Folder: \Plans

Close Window

Browse For Files | or drag files into this area.

Start Upload
[ 7 Pennsylva Ave Deck Plans 1.pc 0B/1.64MB X
(]
0 of 1 uploaded Hide Details
0B/1.64MB

Back on the “Upload and & ' nit” window, either add more documents or confirm upload is complete by checking box at

bottom of screen and clicking “Upload Complete — Submit”. The checkbox must be checked before the Submit button is
able to be clicked.

STEP 2 of 3: Check all to confirm you have completed this task and are now ready to submit

Confirmation @

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

a

*| have reviewed and uploaded all the required documents as detailed in the checklist (where applicable). | understand the project will be ret

*| understand that plans marked as copyrighted may be viewed, but not copied, by the public. Security information is not available for viewir
the public and will be provided only to the permit applicant or others as authorized by the permit applicant, and to the government officials

security or trade secret information at the time the plans are provided to the city. If | do not identify security or trade secret information at th
information. *Required

STEP 2 of 3: click the "Submit" button below to complete your task

If successfully submitted, you will receive a green pop up.

Thank you for your submission. You will
receive an email confirming your

submission and start of the Prescreen
process

Step 15: Email confirmation

If successfully submitted, you will receive an email from donotreply@cityofsavage.com with an upload
confirmation.
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ePlans & s

Hello

The following files have been received for project - SA
Building/Commercial/Industrial

Files received:

1. 00 Civilo01 1234

Ave.pdf

Ave

STO P . City staff will review your application. This step may take several business days.

Step 16: Revisions

Resubmit plans: If additional or revised information is required, you will receive an email from ProjectDox.

Use the same process as outlined above to re-submit plans.

Respond to changes: If revised information is requested, staff will add responses. This task is called

“Respond and Resubmit”.

Tasks Files Status Info Reports Discuss Reviews SA r - Plumbing/Commercial/Industrial
Start New Workflow
Refresh  Save Settings Reset Settings
ACTION TASK PROJECT GROUP STATUS
v Y Y Y
Applicant Pending

@ Respond and Resubmit Task SA

Accept the task. This opens the “Respond and Resubmit” task window.
Click “Review Comments” to review what needs to be updated.

Resources Task Information Permit Information Contractor Information Fees and Payment Information

Review Results

City of Savage Building_Inspections website

Respond to any comments, as needed

(2]

Unresolved Comments: 1

Info Only Comments: 0

Files with Masktps: 0
Plag Review: Review Comments

Type your response in the yellow box on the right.

Export to Excel

City of Savage ePermits and ePlans User Guide Updated 5/20/2022
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Important: All unresolved comments need a typed response.

Dept:  Show All v | Status: | Show All ~  Response: Show All v | Search: | Enter keywor.
Type: Show Al V| Cyde: | Show Al v Time:  Show All v
Watch Vide
B3 (0 selected) Add Comment t / Ask Questifn Please enter your responses @
Ref# 1 Engineering 5/18/22 9:14 PM Cycle

rreschied Show Dimensions of entire building. Show cantilevers, bay windows, egress window well locations and elevations

Library Comment

Close the review comments window.
Back on the “Respond and Resubmit” window, upload new documents.

Upload any new or updated files into this project

(2]

Select "Versioned Files" to upload files as new version updates for files previously subr
Select "New Files" to upload any additional new file into this project as requested.

Versioned Files New Files

Are your updated files named exactly

the same* as the prior versions? Yes No

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

Select folder to open file list.
4 Plans (1 - 0 New)

Documents

Important: choose if updated files are named exactly the same as prior versions. Yes/No. This will determine
the upload process.

Check confirmations at bottom of “Respond and Resubmit” window.
Click “Submit”.

Check all to confirm you have completed this task and are now ready to submit

Q

*I have reviewed and addressed, including responses where appropriate, all Review Comments Items accessed by clicking on the “Review Comments'

*I have uploaded the revised drawings and/or documents required as a result of the review into the appropriate folder in the project. | am ready to cc

Click the "Submit" button below to complete your task

@ Close

Important: This cycle of respond and resubmit will repeat until all changes are made.

Step 17 - Final Payment
When plans are approved, applicant will receive a task and email from donotreply@cityofsavage.com for
“Final Payment Task Assignment”.
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ePlans # i
Plans Approved, Payment Required

Attention

Your permit application has been approved for Project: SA028985. However, required fees have not been paid.
make required payments.

Note, you will be unable to download your permit document and approved plan until payment is received.

If you have specific questions, please call 952-882-2650.

Please do not reply to this email.

‘ Tasks ‘ Files Status Info Reports Discuss S § r - Plumbing/Commercial/Industrial

Start New Workflow

Refresh ~ Save Settings Reset Settings

ACTION TASK PROJECT GROUP
A 4 A 4 A 4
Final Payment Task SAI Applicant

Pay fee in ePermits or via alternative method.

Confirm fees are paid by checking the confirmation and clicking “Submit”.

Check all to confirm you have completed this task and are now ready to submit

o

All fees have been paid *Required

Click the "Submit" button below to complete your task

CIose

Step 18 — Download Approved Plans
Once plans are ready, applicant will receive an email from donotreply@cityofsavage.com with title “SA00000 update
— Approved Plans Available”.

ePlans & wix

Hello Admin Test,
Congratulations, your approved plans are ready for download.

In order to download your approved files, click on "Download" below.

it To access your approved plans » _ _
for SAI - Building/Commercial/Industrial
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Click “Download”.

Log into Projectdox via Eplans.cityofsavage.com OR use the link provided in the “Login” emails from Step 9.

Click on “Files” tab on top left.

Tasks (e Status Info Reports Discuss Reviews SAl

Start New Workflow

Refresh ~ Save Settings  Reset Settings

ACTION TASK PROJECT GROUP
Open “Approved” folder.
Tasks Files Status Reports Discuss
Refresh

Upload Files

Plans (1 - 0 New)

Documents

[a

| A

I
D

City Approved Plans (1 - 0 New

Download or print approved plans. Download a source file by clicking the check box next to a file and then click the

download checked files icon.

@l e Bs & [& | G

FILE NAME

R ¥

O

Questions/Contact:

City of Savage Building Inspections

Phone: 952-882-2650

Email: savageinspections@cityofsavage.com
Monday — Friday 8 a.m. to 4:30 p.m.

Ave Deck Plans 1.pdf
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