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Uploading to Digital Plan Room ACA User Guide

Accela Citizen Access — Uploading to
Digital Plans Room

1. To upload Plan documents

A. In My Record, the record required uploading of plans will be listed with the Actions
column identified as Upload Plans

m Buildi C ity D lop t Licenses Public Works Enforcement Fire General Information Request

Dashboard | My Records I My Account Advanced Search
Building

Showing 1-10 of 15 | Download results | Add to collection | Add o cart | Copy Fecord

4654 FLATBUSH
Ave, SARASOTA, FL
34233 Pearl
Dahmen
4654 FLATEUSH
P T . Fesidentizl New Ave, SARASOTA, FL - -
D 01/17/2023 RES-NEW-232-000045 Censtruction Permit e 22333 1 Pear] Ready to Issue
Dahmen

4654 FLATBUSH
Ave, SARASOTA, FL

O oyagoz  FoSROOF23- Residential Roofing Permit  xx Inspection Phase Amendment

Residential New

D 12/132/2022 RES-NEW-22-000221 Construction Permit Test 24333 ; Pearl Pending Amendment
Dahmen
1001 SARASOTA
— ) CENTER Blvd,
[ 12713/2022 RES-NEW-22-000222 E‘;f"sdt'm";'fll:‘;‘e‘mt Test SARASOTA, FL Submitted amendment
34240 ¢ Pearl
Dahmen
4654 FLATBUSH
P COM-NEW-22- Commercial New — Ave, SARASOTA, FL - - e Arcandrent
O 12087202 g0159 Construction Permit test 34233 : Pear] Lepeconiied snemens
Dahmen
4654 FLATEUSH
nar e MR Residential New Ave, SARASOTA, FL b Armendrmens
D 11/14/2022 RES-MEW-22-000192 Construction Permit TEst 34233 : pear] Submitted endment
Dahmen
4654 FLATBUSH
119/ COM- - 0000 Commercizl Accessory er AVE, SARASOTA, FL -
[0 oa/1s/2022 COM-ACC-22-000018 o o it This is 3 test record. 34333 ;1 Pear] Ready to Issue
Dahmen
4654 FLATEUSH
18/ COM- -37-0000 Commercizl Addition AVE, SARASCTA, FL el
D 04/1%/2022 COM-ADD-22-000021 Permit TEST 22333 1 Pearl Pending
Dahmen

B. Click on the Action link to open the Digital Plans Room (DPR).
C. DPR Step 1: Information

a. Note that the required documents are listed.

b. Add the description of the documents and click Continue.
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Digital Plan Room
Record: RES-NEW-22-000193
Address: 4654 FLATBUSH Ave, SARASOTA FL 34233

status: [T

Record Details Sumamany Uploads 1ssues Canditions Notes Approved

@HNeed help

Step 1: Information

Review packages are a set of plans and decuments submitted for a review cycle,

Plan Review Cycle 1

Requirements
Description: &

Enter & description of the plans or documents you ane uploading. .. @'B‘m Door Test

This document is required,

() Construction Drawings

This document is required.

() Drainage Plan

This docwment is required.

(%) Energy Calculations Form

Thiz decument is required.

D. DPR Step 2: Add & Process Files

Continue

a. Add the documents by dragging and dropping the file or uploading by

browsing your computer files.
Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once ali files are added, the Upload and Validate button is displayed. Click on it to validate the files

and add them to your review package. When all of the desired files are uploaded and validated, click the Pracess Files button to prepare your files for
review.

Note: Please do not combine plans and documents of various types into 2 single PDF document.

Requirements

© Blower Door Test
Drag and drop files here
or This document is required.
m ) Construction Drawings
This decument is required,

) Drainage Plan

This decument is required.

@ Energy Calculations Form

This document is required.

name Description Type status Uplosdsa By UplosdedDate g
No results found!
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b. When all the files have been added, click the Upload and Validate
button.

Step 2: Add & Process Files

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it to validate the flles
and add them to your review package, When all of the desired files are uploaded and validated, click the Process Files button to prepare your files for
review,

Nete: Please do not combine plans and documents of various types inte a single PDF document.
Requirements

(%) Blower Door Test
Drag and drop files here
or

Blower Door Test w

This documaent is required.

(%) Construction Drawings
This documaent is required.

Blow Door Test.pdf ® Orai Plan

This documaent is required.

Construction Drawings.pdf © Energy Calculations Form

Description... This docurnent is required.
Drainage Plan ~
Drainage Plan.pdf
Description...
Energy Calculations Form »
Energy Calculations Form, pdf
Des
Upload and Validate:

c. The files will be added, and the status will say Validated (during the
upload, the status will say Validating). When validation is completed
click the Process Files button.

HName Description Type Status Uploaded By uf'“"“’ i Signature
Energy .
Energy Calculations Form.pdr cateutations R AIALI Pearl Dahmen 11/14/2022 P |

Foem

Drainage Plan.pdr EI:I:“‘U“ [ © vaLinaTen JECHRRESUTE 11/14/2022 |
o ¥ e Censtruction m T e -
Construetion Drawings. par S, Pearl Dahmen 11/14/2022 A |
: Blower Doar =
Blow Door Testpd ezt © VALIDATED JCEPUECOnR Pl |

Process Files

While the files are processing, a pop-up window will appear showing the
progress of the upload.
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File processing b4

Your files are being processed into sheets and title block information is being extracted. This process
can take several minutes to complete. You can navigate away from this page and return if desired.

We will notify you via email when the process is completed and provide a link for you to return and
complete the remaining steps to finalize your review package.

Note: Your review package is not complete and will not be routed for review until you complete the
remaining steps.

Close

When complete, the status of the file will say Processed. Click Continue.

Uploaded Date
-

Name Description Type Status Uploaded By Signatura
Survey.pdf Survey Pezrl Dzhmen 12/7/2022 P |
P . Product s J—

Proof of [nsurance. pdf b PROCESSED -SSR S P 11/14/2022 s
Approvals

Survey.pdf Survay Pearl Dahmen 11/14/2022 |

Site Plan.pdf Site Plan Pearl Dzhmen 11/14/2022 P |

Floor Plan.pdf T b PROCESSED [JERREL STy 11/14/2022 |

Survey.pdf Survey b PROCESSED [J-SRRE S 11/14/2022 S0
Eneray P

Energy Calculations Form.pdf calculations [ Enaeteeas) Fead Dahmen 11/14/2022 P |
Form

Drainage Plan. pcf Einees Pearl Dzhmen 11/14/2022 P |

Construction Drawings. pdf Construction  IFEREERSY  bearl Dahmen 11/14/2022 2 1
Drawings

Blow Door Test.pdf Blovier Door (T EaEa) Peerl Dhmen 11/14/2022 P |

Your files have been processed, you can proceed now to verify your sheets.

Continue

E. DPR Step 3: Version Sheets.

If versioning information is needed, message will appear to add sheet
numbers. Add sheet numbers and click Continue.
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An error has occurred.
Sheet number is required. Please check that all the plan sheets have a sheet number assigned.

Digital Plan Room ©Need help
Record: RES-NEW-22-000193
Address: 4654 FLATBUSH Ave, SARASOTA FL 34233

Status: (777

Record Detals Summary

Step 3: Version Plan Sheets
at automatically populated for each title block
ou will need to manually enter that

belo
the

@ show only error sheets

@ Drainage Plan.pdf ( Page: 1)

[

 Construction Drawings.pdf ( rage: 1)

F. DPR Step 4: Review
Review the information and documents in the DPR. If anything needs to be

changed or corrected, click for that section. When the review & edit are
complete, click Finish.

Digital Pian Raom
Recard: RES-NEW-22-000183
Address: 4554 FLATBUSH Ave, SARASOTA FL 34233

Status: [T

Finish

A message saying Success. Your review package has been received appears,
and the Digital Plans Room status (at top of page) says Submitted.
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Home Community Development Licenses Public Works Enforcement Fire General Information Request

Create an Application Search Applications Schedule an Inspection

Success.
Your review package has been received.

Digital Plan Room
Record: RES-NEW-22-000193
Address: 4654 FLATBUSH Ave, SARASOTA FL 34233

Record Details Summary Uplozds Issues Cenditions Motes Approved

Review Package Details

Review Cycle 1

Status: Submitted
Date created: 11/14/2022, 12:04:37 PM
Date submitted: 11/14/2022, 1:36:21 PM

Name Description Type Status Uplaaded By Uploaded Date  Signature
Blowr Door Test.pef Blower Door Test Pezrl Dahmen 11/14/2022
Construction Drawings. pdf Construction Drawings Fearl Dahmen 11/14/2022
Drainage Plan.pdf Drainage Plan v PROCESSED LSRN 11/1¢/2022
Energy Caleulstions Form.pdf Enargy Calculations Fezr Dahmen 11/14/2022
Survey.pdf Survey pearl Dahmen 11/14/2022
Floor Plan.pdf Floor Plan Fearl Dahmen 11/14/2022
Site Plan. pdf Site Plan Fearl Dahmen 11/14/2022
Survey.pdf Survey Pearl Dahmen 11/14/2022
Proof of Insurance. pdf Product Approvals ok PROCESSED [EESCL NS 117114/2022
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