IT“;’ OF MARKAI‘« Frequently Asked Questions

This are the most frequently encountered questions received from new users of ePLAN. Detailed instructions
on using the ePLAN Portal and Digital Review Software can be found in our Applicant Handbook as well as our
Quick Reference sheets, available at www.markham.ca >> Business & Development >> Building Permits >>
ePLAN Guides and Tutorials.

Q1: “When I press the “ePLAN Upload Attachments/Drawings/Etc.” on the projects details page nothing
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Q4: My permit has been issued and | don’t know how to find / download the Approved Permit Plans and
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Q1l: “When I press the “ePLAN Upload Attachments/Drawings/Etc.” on the projects details page
nothing happens”
1. This issue occurs when the browser being used by the applicant has a pop up blocker enabled.
2. To disable the pop-up blocker please follow the following steps:
a. Internet Explorer: Tools > Internet Options > Privacy > Deselect “Turn on pop-up blocker”.

b. Google Chrome: Select the “Pop-up blocked” icon in the top right and select “Always allow pop-
ups from https://www.markham.ca”.
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Q2: “lcan’t upload drawings or documents to the digital review environment”

Log into the ePLAN and go to the project details.

2. Select the ePLAN Upload Attachments/Drawings/Etc button ( SEESEEESEEEEEES )which will open the
digital review environment. Note: The $100 Pre-Application Fee MUST be paid before the option of
uploading becomes available.

Next select the Workflow Portal button located in the top right.

Check to see if there is an “Applicant Upload” “Applicant Prescreen Corrections” or the “Applicant
Resubmit” task. If the project is currently being reviewed by examiners or admin the applicant cannot
upload documents or drawings.

ProjectFlow Task List
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Applicant Upload | gy - Markham Waiting for

Building - 3/29/2018 3:11:51 3/27/2018 31157
- Lask 3/27/2018 3:11:25 Aacceptance PM PM
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5. Please refer to the ePLAN Quick Reference — Uploading Files document (beginning at Step # 6) for
detailed instructions on how to upload your documents and drawings and complete your task.
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Q3: “l have uploaded my drawings and documents, what do | do next?”

1. In order for the application to be cycled to the City of Markham staff to begin your review, you must
remember to complete your task.

2. Your task can be found by selecting the Workflow Portal button once you have accessed the digital
review environment.

42 Back | Forward o | Projects | (i Site Wide Reports | Profile| 21| #h| @ | Logeut| | | Admin |
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3. Now select the “Applicant Upload Task” to open the eForm.
ProjectFlow Task List

(0 Refresh

Show all tasks for all users

TASK PROJECT INSTANCE GROUP

18.110460.000.00.AL

pplicant Upload - Markham Building :
A 18.110460.000.00.AL ~ 3/6/2018 2:51:27 Applicant
PM
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4. The eForm (pop-up window) will now appear and allow you to complete the task. Click the checkboxes
and finally select the “Document Upload Complete” button. If you do not complete the task your project will

not be reviewed.
PPLICANT UPLOAL ProjectFlow @ avolve

Permit Information  Contact Information  Folder Info.

Permit Number 18 110480 000 00 AL
Folder RSN 1304739
Permit Type Alterations
Sub Type Commercial
Work Type Alteration {Interior/Exterior)

Task Instructions
After you have successiully uploaded all required plans and documents, please click the (Upload Complete) butlon.

have reviewed the City of Markham's Applicant Handbook.
| have revi the City of Markham's i
e requirements,

have uploaded all required drawings and/or documents.
and confirm that all upleaded files are in compliance with

Document Upload Complete | Complete Later
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Q4: My permit has been issued and | don’t know how to find / download the Approved Permit Plans
and Permit Placard.

1. The approved permit package and permit placard can be accessed through the project details button.
Select the Details button of the issued permit.

111 Upper

17 102235000 Duke Cres . ..

00 AL 303 ISSUEd 2670672017
Markham

2. Once the Details page has loaded, scroll down to the “Attachment Details” section and select the “View
Button” for the file you would like to view/download.

Attachment Details

Show 10 v entries

Attachment ]2 Attachment Details Uploaded On View

Description

Approval Document Permit Placard Apr03, 2018 11:29:19 View

Approved Permit

Plans Apr 03, 2018 11:29:30 View

Approved Permit Plan

Showing 1 to 2 of 2 entries Previous Next

Upload Attachments\Drawings\Etc

3. Selecting the View button will give you the option to “Open” or “Save” the attachments (depending on the
browser you are using) to your computer for your records. Note: some browsers (Internet Explorer) will
download the file to your default folder and will not prompt you with the pop-up below.

Do you want to open or save Guard Detail180403112918.pdf from opal.markham.ca? Open Save n Cancel

If you require further clarification, please refer to the ePLAN Quick Reference — Downloading Files document
for a detailed description of these steps.
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