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Foreword

The digital submittal and review process will enable Maricopa County personnel to continue servicing our
Citizens, while utilizing the latest advances in technology to improve our efficiency, performance, and
productivity. Our goal is to meet and exceed our customer’s expectations.
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Before You Begin...

Ovetrview

A digital submittal simply stated, is an “...onkine paperless permit application process.” Documents such as permit

applications, deeds, plans, reports, etc., are submitted in digital form through Planning & Development’s

web portal. The digitized documents are then received, reviewed, and processed by Maricopa County One
Stop Shop (OSS) partners.

Submit...

| \
£
|4 iy

Maricopa County Maricopa County
Homeowners, Agents, One Stop Shop
& Contractors (OSS) Partners

Currently, our County homeowners, agents, and contractors allocate considerable time, money, and

personnel to the permit application process. Digital submission offers the opportunity to reallocate these

resources and reduce cost. The complete process which includes application pre-submittal, application

acceptance, project review, re-submittals, fee payments, official permit approval, and inspection scheduling,

will be conveniently and efficiently handled through the web.

Online Permit Process Overview, Nine Stages:

I.
II.
III.
IV.

V.

VL

VII.

VIIL
IX.

Register with Online Permit Manager (new users only)

Login to Online Permit Manager and initiate a building permit tracking number

Install ProjectDox® Components (new users only)

Login to ProjectDox®, upload your files (drawings/documents) and submit the eForm
(application).

Monitor your project folder for review comments from the Maricopa County OSS partners. Review
comments may include re-submittal requests.

Resubmit your documents or drawings, if and only if you are asked to do so by the Maricopa County
OSS partners.

Pay your fees

Download and print your approved set of plans and official building permit

Schedule the inspection(s) as appropriate for your project



http://www.maricopa.gov/planning/OnlineServices/OnlinePermitManager.aspx
https://www.velocityhall.com/secure/vchlogin/index.cfm?SetMsg=NewUser&CFID=3381100&CFTOKEN=64335173&jsessionid=1DC03A3416C965F4C13D2E588856686D
https://pndwww2.maricopa.gov/projectdox/index.aspx?
https://www.velocityhall.com/accela/velohall/index.cfm?CITY=MARICOPA%20COUNTY&STATE=ARIZONA
https://www.velocityhall.com/accela/velohall/index.cfm?CITY=MARICOPA%20COUNTY&STATE=ARIZONA

Before You Begin...

Tools and Skills

This document will guide you through the Online Permit Application process. Below you will find a list of
skills necessary for utilizing this submission method. Please carefully review the minimum skill requirements.

Minimum Skill Requirements:

" Must have basic internet navigation skills
*  Must have the ability to scan a document and save it in PDF (Adobe Acrobat) format

In addition, you must have:

* An email account

* An accessible high speed internet connection

* The ability to print a document

* Drawings must be in . DWG, .DGN, .DWF, .DXF, .PDF, TIFF or .PLT format

*  Other documents may be in .PDF format

* Adobe PDF reader (available at http://www.adobe.com/products/acrobat/readstep2.html)

Customer Support:

You may contact our customer service team by email, if you have any questions or concerns concerning the

use of the Online Permit Application process at: pdcustomerservice@mail.maricopa.gov

In order to submit your building plans, they will need to be in a digital format. If you are working with a professional architect
or engineer, your project plans are most likely already in this format. If not, they can be scanned and saved to your computer’s
hard drive for later uploading.



http://www.adobe.com/products/acrobat/readstep2.html
mailto:pdcustomerservice@mail.maricopa.gov

Getting Started

Accessing the Website
Let’s begin by accessing the Maricopa County Planning & Development website located at:

http://www.maricopa.gov/planning
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Online Services allow you to register as a first time user, apply for a permit, review the permit
status, and schedule an inspection, in addition to the numerous other options listed under this
“em= category.

From the Planning & Development Department website:
Step 1 — Select the Online Services option
Step 2 — Select Online Permit Manager

Step 3 — The Online Permit Manager page will display general information relative to e i
the Online Permit Application process. Please review the information. When you are '
ready to continue, select the Online Permit Manager link.

The Online Permit Manager link will launch the Permit Manager home page.

Thumbnail image is seen to the right.



http://www.maricopa.gov/planning
https://www.velocityhall.com/accela/velohall/index.cfm?CITY=MARICOPA%20COUNTY&STATE=ARIZONA

Permit Manger

Registration

The Permit Manager home page, accessed through the Citizen Access Portal, is your gateway to establishing
an account and applying for a permit. You may review steps 1-3 on the previous page to recall how to reach
this site.

Step 4 — First time users will be required to register. Upon completing step 5, you

T @ will be given the option to login or register. You only need to register one time!

b

Step 5 — From the Permit Manager home page select :T Apply for a Permit

AMCCELA CITIZEN ACCESS™
Permit Manager SACCELA>
Login

Step 6 — From the Login screen select Register here to register

Step 7 -- Complete the New User Registration form. You will be typing your own email
and choosing a password. This information will be used for future login purposes.
Please store this information where it can be easily retrieved, should you need a
reminder.

Step 8 — Read and acknowledge the Privacy Statement

Step 9 — Read and acknowledge the Terms and Conditions
a. Choosing “I agree” indicates that you accept the terms and conditions.

b. If you choose to select “I disagree”, the registration process will be cancelled. However, you will be
returned to Step 7 and given the opportunity to re-register.



https://www.velocityhall.com/secure/vchlogin/index.cfm?SetMsg=NewUser&CFID=3453161&CFTOKEN=56264985&jsessionid=B3DAAC78CB0A247B5937977EC4204852
https://www.velocityhall.com/secure/vchregister/index.cfm?FUSEACTION=START&CFID=3448890&CFTOKEN=96007043&jsessionid=CCEB2C92BF310DBE0C2C06BDFF2221C1

Permit Manger

Registration continued

Step 10 - Permit Manger displays the Registration Confirmation Page and simultaneously emails a
confirmation to your email address on file. The confirmation will contain the subject heading Accela Citizen
Access Registration.

Sample confirmation email:

testl961@live.com [~ Sorthy. Search your e-mail P

Inbox (1) I Support@accela.com Accela Citizen Access Registration 11:16 AM

[ - FCinme Bwime [ ARICELAS i [ TR I P e |

The email will contain:
1. arecord of your username and password
ii. alink to the Citizen Access Portal/Permit Manager home page http://www.velocityhall.com
iii.  alink to the Permit Manager Login Screen http://www.velocityhall.com/myaccount/

Accela Citizen Access Registration
From: Support@accela.com

Thank you for registering with Accela Citizen Access. Your account has been created with the following information:

Username: Yooooooooooood@sample.com
Password: x00000000¢

Please store this information where it can be easily retrieved should you need a reminder.
If you would like to access Accela Citizen Access Permit Manager, go to:

http:/wnww velocityhall. com
If you would like to review your online permits, to re-print permit and receipt printouts, or to update your account information, visit us at:
hittp:/fwww velocityhall com/myaccounty

If you would like to contact us, please send an email to Support@accela.com, or callus at 1-559-627-1959ext 5.
Thanks for using Accela Citizen Access.

Sincerely,
Accela Citizen Access Customer Service

ok
(@ ! utomated email notification. Please do not reply to this email. Sample
é . 017.
_

Use your registered account to submit future online permit applications.

Congratulations! You have successfully registered.

The next step is to apply for an online permit.



http://www.velocityhall.com/
http://www.velocityhall.com/myaccount/

Permit Manger

Logging In

After you have completed the registration process and established an account, you are ready to begin the
Online Permit Application process. To accomplish this task, go to the Citizen Access Portal to launch the
Permit Manager Login screen. Review steps 1-4 if you need assistance or you may use the link embedded in
the Accela Citizen Access Registration confirmation email.

AGELLA EINEIN ACELSS
Permit Manager
\eRlEOme T ManCoRa Courty. Arzons

From the Online Permit Manager home page:

Techaical Suppest

Step 11 — Select the following link %T" Apply for a Permit to go to the login screen

Step 12 — At the login screen (see below), enter your email address and password. You may refer to your
registration confirmation email, should you need a reminder.

Step 13 — Click Login

ACCELA CITIZEN ACCESS™

Horne Back
Permit Manager <ACCEL/>
Login
You must be a registered user to access that page.
Email Address: Password:
Login I

First time users, Reqister here. It's free and easy!
Already registered? Login here using your e-mail address and password.

Forgot your password?
Enter anly your email address above and click Login for your hint.



https://www.velocityhall.com/accela/velohall/index.cfm?CITY=MARICOPA%20COUNTY&STATE=ARIZONA
https://www.velocityhall.com/secure/vchlogin/index.cfm?SetMsg=NewUser&CFID=3453161&CFTOKEN=56264985&jsessionid=B3DAAC78CB0A247B5937977EC4204852

Permit Manger

Applying for a Permit

Initialization of the Online Permit Application will require the following seven steps:

Step 1 of 7 — Site Address

a.  You will be asked to enter your building project’s site address

b. Select Next when finished

Permit Manager

Welcome to Maricopa County, Arizana

Maricopa County Planning & Development

Step 1 of 7: Site Address

Search mode

|dentify the address of the site where the wark is to be permitted. The system will
then ask you to select your validated address from a list of close matches.

Street Mumber Direction Street Mame

| =

City/Carnrnunity

|MARICOPA CNTY =l

Next -+ Clear

If the system is unable to validate your address, you will receive the following message:

g Mo matching addresses were found. Please change your search criteria.

Therefore, in order continue with the process, you must

reenter the following default address:

1 N Project

&
materey

Street Mumber Direction Street Mame Suffix
|1 |N j |F'ruject | j
City/Community
[MARICOPA CNTY =
Example
Mext - ] Clear ]




Permit Manger

Applying for a Permit continued

Step 1 of 7 — Site Address continuned

. . Step 1 of 7: Site Address
c.  Once validated, the address will appear as a
hyperlink. Click on the hyperlink to move to Step 2.  [ELICEEREIN
Flease select an address below to continue...

o PROJECT, MARICOPA CHTY, A7

ACCELA CITIZEN ACCESS™

Permit Manager

Step 2 of 7 — Legal Description e
Welcome to Maricopa County, Arizona
Maricopa County Planning & Development|
a.  Read through the acknowledgements and select “Agree” By oy Pl Doyt e ot o 8 s s

Step 2 of 7: Legal Declaration

to continue.

ACKNOWLEDGEMENTS

b. To decline the acknowledgement, choose “Disagree”.
However, this will void the Online Application process.

appiication contaring fae or incorrect information, with the nter
ement of ARS Titke 32, & falsification pursuant ARS section

Agree Disagree ke

4, Permits shall automatically EXPIRE and becore void if work i not commenced
within 180 days, or f work is suspended cr an nspection s not dbtained within 180
days

retionary sppravals cr plan
' of a Sirrple Permit the
requrred for the wark
joked n writing until such tme as

legalize other un-permitted
oper cccupanc itonal g units, or unauthorzed laed
wse kegally established. All Simple Permits are subject o review and
¥ the Department
_Agres Disagres |

Special Instructions for Homeowners/Agents and Contractors

\
T&/—
.

Periut Manager

Nelcome to Maricopa County, Arizona

Homeowners /Agents — When applying for a permit, you must select
“Homeowner” as the license type and enter the word “Owner” for the

Maricopa County Planning & Development

License Number

license number.

aricopa County Planning & Development

License Number  License Type Action

Contractors — Must supply their actual license number and license type.

Numb 0

Enter License Numbes Information:




Permit Manger

Applying for a Permit continued
Step 3 of 7 — Permit Type

a. Enter a complete and accurate description of work in the designated field. Your work description

will be compared to your site plan, building plans and other supporting documents for uniformity.
b. Select your permit type and sub type for your project, from the drop down boxes.

c. Click Next when finished

Description of Work Examples

Description of wark Single family residence with B' high =l

to be perforrmed ChU perimeter fencing, 120 linear ft.
Description of work Single family residence with basement ;l
to be performed and in-ground swimmming pool with gas
heater.
I
Description of wark Single family residence with above =

to be performed ground 500 gallon propane tank, B high
CMU perimeter fencing, 120 linear ft.

Description of wark Single family residence with 24'x 24' =]
to be performed detached garage |

Please note that that it is very important for the applicant to state the scope of the project in the
“Description of work...” field.




Permit Manger

Applying for a Permit continued

Step 4 of 7 — Work Items = o

From the Work Items page, Permit Manager
select Next to continue to step 5. et tofancona oty Arzona

Maricopa County Planning & Development

Step 4 of 7: Work Items

Maricopa County Planning & Development

Permit Address 1M PROJECT
MARICOPA CNTY, AZ
Description of wark to be performed This is a test only!

Permit Type Residential Permit
Permit Sub Type NEW RES:MEW RESIDENTIAL

Fee ltems
*indicates required fields

Description alue

Nete: It may take aver a minute after you click the Next' bulton for the system to process the information you
ertered with the agency and to retrisve the next set ot data for the permit spplication

Next -

ACCELA CITIZEN ACCESS™

Home Back

Step 5 of 7 — Review Application
Permit Manager

Welcome to Mancopa County, Anzona

a. Verify your project information. This is your last

opportunity to make changes.

. . . . . Step 5 of 7: Review Application
b. Disregard the fee items at this time. This ’

Check the following information carefully as it will appear on your permit exactly as

informatlon Will be I‘CVlCWCd and updated by our :I,»:::'.Zlyou wish to make a correction to the work items, press the back button on your
staff, once the project has been accepted.

Permit Address 1 N PROJECT
MARICOPA CNTY, AZ
P P it . Work Description This is a test only!
FOCESE Ferm
C. SClCCt — foress TEIME_ to continue Permit Type Residential Permit
Permit Sub Type NEW RES:NEW RESIDENTIAL

d. The credit card transaction will not take place until o
our staff has determined that you have a complete
submittal package. Once our staff has reviewed Ucense  Hameouner
your submittal and determined that it meets our
minimum requirements, you will be sent an email :"Mm - —

notification instructing you how and when to pay .
Ul

your upfront submittal fee. o
Credit Card Payment

Step 6 of 7 — Payment (This step will not display.)

Our staff must first review and accept your submittal. Proceed directly to step 7.




Permit Manger

Applying for a Permit continued
Step 7 of 7 — Issuance

You have reached the seventh and final step in the initiation of the Online Permit Application. Please take a
moment to record the project reference number (e.g. B2008xxxxx) displayed on the screen. Although the
step is titled “Issuance”, this does not imply that a building permit has been issued. Official permit issuance

will occur later in the process. Issuance at this step indicates that a building permit tracking number has
been created.

| (i}

Home Back

Permit Manager

Welcome to Maricopa Caunty, Arizona

WMaricopa County Planning & Development

Step 7 of 7: Issuance
Maricopa County Planning & Development

ftEase write this number dommefary our future references:

Permit Manager
B200807158
Couldrit see the printouts
because of browser
°
AdditonaT OISR 6 The agency: problem? Gk here.
|
Status: PENDING Helpl
Click here ta returno
Perimit Manager home
View printable permit page:
Click here to view the printable permit Return home
. y . Click here to go ta My
View printable declarations Accout page:
Click here to view the printable conditions and declarations Wy Account
View printable receipt Click here ta if you are

ready to log out:
Click here to view the printable receipt

Logout

View printable inspection list (@
— - ’t
. Ob-
;/ "

As you complete the above steps and enter the next phase of the process, you will receive an email
invitation from the permit project electronic plan check system called ProjectDox®. This next process will
allow you to upload your documents and drawings, complete your eForm (electronic application), and
manage your project submittal. ProjectDox® is the key interface that will facilitate the digital submission
process.

Congratulations! You have successfully znitiated the Online Permit Application.
You may now logout of Permit Manger and await an email invitation from ProjectDox®. It will arrive soon!

Note: The online permit application process is not yet complete. After receiving the email
invitation from ProjectDox®, you must log in and complete the process. Please continue reading
the following chapters of this guide.




ProjectDox®

ProjectDox® Email Invitation

Upon completing the steps in Permit Manger you will receive an automatic email invitation from the permit

project electronic plan check system (ProjectDox®) with the

subject line titled ProjectDox Invitation. The

invitation email will contain specific instructions how to proceed with the Online Permit Application

Process. The email will also contain the project reference number (building permit tracking number) that
should match your records. Follow the instructions on your invitation email, carefully.

Sample Inbox View

B Blnbox
ﬁ Adobe

= Date: Yesterday

Mail « ||[2 Inbox Search Inbox
Favorite Folders ¥ || V% 1 @ From Subject Receivel
Mail Folders S
; EF
2] Al Mail Ttems -
E@Mailbox-Enzo Arias - PLANDEVX S — P e
{8 Deleted Items e - :
@ Drafts [11] (=3 magicsve@mail. maricopa.gov Magic T3D Motification For Incident Call 192543 Tue 11

Sample Email View

Permit Project Plan Check Invitation

Hello |

. Click the Project Access link below

. Enter your User Login and Temporary Password

. Click on the Project link on the "My Projects” page

. Click on the "Drawings” folder

Click the "Upload Files" button and follow the instructions to upload your CAD g
. Your drawings have now been submitted for plan check review

onEmwn S

CAD Drawing files supported are: DWG, .DGN, .DWF, DXF, PDF, TIFF, PLT,

User Login:

Project Permit #: B200807158
Plan Check Coordinator: Hugh Iseman
Plan Check C 's Email: a qov

0j

Contact the Plan Check Coordinator if you have questions regarding this project. Please do not reply to this email.

Welcome to the permit project electronic plan check system. This project invitation has been sent to you in response to your construction permit request. A permit project has
been created to allow you to electronically upload your CAD drawings for permit plan check review. To access your new permit project, follow this instructions below:

Project

Your user login & temporary
password will appear here.

From the invitation email, clicking the Project Permit Access Link will

take you to the ProjectDox® Web Portal (a.k.a. the ProjectDox®
Login screen).

Project Permit#: B200807158

Plan Check Coordinator: Hugh Iseman

Plan Check Coordinator's Email:  hughiseman@imail.mar

ink ]

B [Dm'e 1 Permit Acce



https://pndwww2.maricopa.gov/projectdox/index.aspx?

ProjectDox®
Installing ProjectDox® Components

Recommendation — Before you log in to ProjectDox® for the first time, download the ProjectDox
Components.msi file to receive all necessary client-side components. Click the Install ProjectDox

Components link. Once the components have been downloaded, you will not need to repeat this action.

@%W E-mail frour_email@mail.email com

Password |
Forootvour password?
: @ 2008 Avolve Softare,
Project ) ) ) ) avolve
Frojectbox (Version 7.0) is a trademank of Avabve Sottware. All rights resenved. Sefiwaes

To create a desktop shortout, elick and
Install ProjectDox Components drag the ison below to your desdop. Click here to add ProjectDox
: %4 to your Favorites

ProjectDox® Login

Enter your user login and temporary password on the ProjectDox® Web Portal. Your ProjectDox® email
invitation will contain your login information. Once you have logged in, the contact information page will
automatically display on the very first login attempt. Your objective is to complete the required fields and
change your temporary password. After you have changed your temporary password to a permanent
password, you will be taken to the main Projects View and allowed to continue with the digital submission

process.

[ 4= Back |[Forwara < |[Projects Qﬂﬂw

Seftings for TEST TESTNA

Welcome to ProjectDox.

Since you currently have a temporary password, you will need to change it to a permanent password and (if you have not done s0)
enter a security question and answer. This question/answer will be something that only you know, and will enable you to reset
your password if you ever forget what itis

After you have changed your password you will be taken to the main Projects View.

Change Password: Password Reset Ouestion & Answer:

Newpassword* | Security question* |
Confirm new password™ | Security answer” |

Comtact information:

FirstName: * [TEST TEST LastName: * [NA
Email F HTML format ©
Titte:* |

Company.* |
Address 1~ |
Address 2; |

ciy* |

State” I =1 Zip Code™ |



https://pndwww2.maricopa.gov/projectdox/index.aspx?

ProjectDox®

Main Projects View

This is the main projects view, also known as the “My Projects Page.” Step 3 of the email instructions tell
you to “click on the project link.” The project link is the project reference number (building permit tracking
number) you initiated in Permit Manager. If you do not know your reference number, then refer to your
email invitation.

The next task is to upload your project relevant documents and drawings. Begin by clicking the project
reference number (building permit tracking number) you wish to work on. If this is your first time working
in ProjectDox®, then you will only have one project reference number displayed. As you continue to
submit online permit requests, their corresponding reference numbers will list on this page, as shown.

'a ProjectDox - Microsoft Internet Explorer - |U|}_|

Planning & DevelopmentiDt
ProjectDox Web Portal s« Maricopa (,;qumy rizona

| &= Back | Forward < || projects | profite |@_] @ [ Logout

Active projects fol

Press Enter to search:

Project Options Description Owner Status
8200806743 042 B200806743 10/10/2008 7:02:11 AM Hugh Iseman [None]

[ =] B200806939 10/21/2008 2:45:42 PM Hugh Iseman [None]
( i) @ B200807158 11/4/2008 10:32:15 AM Hugh Iseman [None]
(i) @ B200807180 11/4/2008 2:14:43 PM Hugh Iseman [None]
Submission 'T I .
) For Maricopa
. dates and times
Your submitted County use only
(active) projects For Maricopa

will be listed here. County use only

(building permit
tracking number)

This example illustrates a customer that has initiated four projects. We are going to work with sample
project B200807158 (see pages 13 and 14). Hence, to begin the process for project B200807158, you would
click on B200807158.




ProjectDox®
Upload CAD Drawings and Documents

The Applicant folder contains three subfolders: 1) Submitted Documents; 2) Submitted Drawings; 3)
Approved Documents and Drawings. Expand the Applicant folder to see and begin working with the three
subfolders. Initially you will not see the third subfolder (Approved Documents and Drawings).

Expand current | Collapse | Expand current | Callapss | u
El- B200807 158 - B200807158

Applicant £+ Applicant

|_] Submitted Documents

3 Submitted Drawings

|_] Approved Documents and Drawings

Before After

®

==

This page allows you to upload the appropriate documents (deeds, reports, etc.) and drawings.

/} ProjectDox - Microsoft Internet Explorer 10l =|
@ Die S - m Planning& De\-‘elopméh y £

;i !W ProjectDox Web Portal = Maricopa/County, rizona
B200807158 | = Back || Forward = || Projects || Profile |

| B Task List | | € info | | £7) lNotes | | [ Email |

Expand current | Collapse | u

=3 320080?158 Project Name: B200807 158
E"L_?ﬂmm : Description: B200807158 11/4/2008 10:32:15 AM

i~ Submitted Docurnents Project Image: Mo image exists
3 Submitted Drawings \ Location:
3 Approved Documents and Dranqg Contact:
Uploading
a ProjectDox - Microsoft Internet Explorer
) i 7 3 . . . . .
@m w The process of uploading your files is quite easy, outlined by steps 4,
B200807158 5, and 6 of your email instructions.

Faolder: B200207 158 Applicant'Submitted Drawings

a. The process begins by clicking on the subfolder titled
Mo files currently exist in Submitted Drawings. . .
“Submitted Drawings”, as seen above.
To upload fileg into this folder
(13 Click the Upload button below .
¢2) Follow the instructions in the ActiveX pop-up b. Next, select the Upload Files button
i nd o

Large files may take a few minutes to be
processed. Click the Refresh button at the top
of the page to refresh your file list view.

View Folders | | Upload Files




ProjectDox®

Uploading continued
Select files for uploading 2|
Lookin: [ 4, x|« ®@erE-
[Hacad.enr
B eF.dug
Thumbs.db
0_BLDGdemoplan.dwg  Elludes.bmp
0_floorplan.dwg
1_ceilingplan.dig
0_roofplan.dwg
0_buldingelevation.dwg
1_buidingwalltypes. dwg
{25453 _extwalldet dwg
Ja6.0.
1_siteplan.dwg
File name: [p0.dug | pen
Files of type: [0 Fies 279 =l Cancel
o
Drag-n-Drop files of folders, or right-click inside box.
Files (1) Size (1,265KE)
IP:iTechnology\Digital Test Drawings|Commercial CustomiAlAg.dwg 1,296,269 bytes
[setect Files | [ Select Folders | [Upload URL | | [Upload Ilow—‘
1 \[f]

3 ProjectDox - Microsoft Internet Explorer

P

B200807158

B200807 158 Applicant'Submitted Drawings

L] im] (o [}
Current Sort: |- Select - vl
E el

[ A0.cwg
11452002 11:48 AM

Enzo Arias

B

| View Folders | ‘ Upload Files |

a

Expand current | Callapse |

= B200807158
EHE Applicant

3 Submitted Documents
[d Subritted Drawings M
- Approved Documents an nos

Search your files and select the drawing you wish to upload. You
may load more than one file if necessary. It is strongly
recommended that you save all drawings into one file, instead of

submitting multiple drawing files.

Once you have chosen your drawings and the file name appears in
the window, as shown to the left, select Upload Now.

Do not select Upload Now until you are certain that these are the
cotrect files. You cannot undo this transaction!

A thumbnail of the drawing file now appears in ProjectDox®
within the Submitted Drawings folder. To view the downloaded file,
you may click on the thumbnail. Repeat the process outlined above,

if necessary.

Click View Folders to return to the folders screen

The foldets screen now lists “1 Files — 1 New” in the Submitted

Drawing subfolder.

Repeat these steps when uploading your documents (deeds, reports,
etc.) to the Submitted Documents subfolder.




ProjectDox®

Launch eForm

By this stage you have successfully uploaded the drawings and documents for your project. The last step
to initializing an Online Permit Application is completing an eForm. The eForm contains four documents
requiring your approval or completion.

Planning & Developmen D

ProjectDox \\ eb Portal s« Maricopa G’ount)

Step 1- TO lOCétC the eForm I & Back HForwanl = HPr0|ects HProﬂle I. -mm
click the Task List button Jm@ Task List I l € mnfo l ‘ ta Hotes | l Email |

Project Name:  »> B200807158

Description: B200807158 11/4/2008 10:32:15 AM
Project Image: Mo image exists

Location:

Contact:

Planning & Dev elopment Der

ProjectDox \i eb Portal

= Maricopa C’oul'l.t}

| = Back || Forward = || Projects || Profile |- - - m

| B Task List | | € Info | |¢a Hotes | |E Email |

My Task List KEnowledge View Reports

Select the Knowledge Aew from the list below

There are no workflove items reguiring
an action from you.

*ou do not have access to any Knowledge
“iens .

Step 2 — Click Application PnD eForm to

launch

Submit eForm or Start Workflow

Select the eForm or Process to start from the list below

E‘ Application - PrD eForm

PrnD Application eFomm with Enwvironmental Services General Application Form attached. - Checklists for
prereviewsrs also gitached.




ProjectDox®

Complete eForm

You must thoroughly answer all the sections of the eForm. You have the option to save your work and
return to it later, by selecting the “Save for Later” button. You may also print a hard copy of the eForm for
your records, by selecting the “Print Form” button.

eForm Contents:

* Applicant’s Acknowledgement of Financial Responsibility
*  Development Disclaimer
* Environmental Services General Application

* Planning and Development Building Activity Application Form

Once you have completed the eForm and have acknowledged the disclaimer that states, “1 have uploaded
my documents and drawings, completed my application(s), and I am Ready to Submit’, you will be
able to Submit the eForm.

" 1 have uploaded my documents and drawings, completed my
application(s], and I am Ready to Submit.

Save for Later I Print Form I ﬂ

¥ 1 have uploaded my documents and drawings, completed my
applicatign(s), and I am Ready to Submit.

Save for Later | Print Form | ﬂ

d Upon completion of these tasks, your online building permit request will be transmitted to

é C'X b I Maricopa County for pre-submittal review.

Important Notice

Do not press the submit button until you have uploaded your documents and drawings. &
Pressing submit should be your last action. If you accidentally select submit without A’WM/
having uploaded your documents and drawings, you will need to restart the entire

process. Restarting includes reapplying through the Citizen Access Portal located on the

Maricopa County Planning & Development website located at: http://www.maricopa.gov/planning.



http://www.maricopa.gov/planning

Process Recap

Checklist

The following list will recap the primary tasks that are necessary to initiate and submit an online building
permit request.

V' Prepare documents and drawings in the acceptable digital format

v" Register with Online Permit Manager (new users only)

v" Receive email confirmation from Accela Citizen Access Registration (new users only)
v" Login to Permit Manger and initiate a building permit reference number

v' Receive ProjectDox® email invitation

\
v" Install ProjectDox® Components (new users only)

v" Login to ProjectDox® O , 0 :
v" Access your project link and Applicant folder /

v" Upload files (drawings and documents)

v" Locate, complete, and submit eForm (application, acknowledgement, and disclaimer)

v' Await Pre-Submittal Review response from the Maricopa County OSS

Upon completion of these tasks, your online building permit request will be transmitted to Maricopa County
for Pre-Submittal Review. During Pre-Submittal Review, our specialists will evaluate and determine if your
application packet (eForm, drawings, and documents) is in compliance with the minimum submittal
standards. The Online Permit Application process bears the exact stringent submission requirements as

does the traditional “walk-in” permit application process. Application packets that meet the minimum
submittal requirement will be accepted and routed for formal review. You will receive an email

conformation with instruction how to pay the initial fee online.

Application packets that do not meet our minimum requirements will not be accepted. However, you will

receive an email notification requesting that you “correct all items referenced in the ProjectDox®
checklist(s) and resubmit” within 10 business days. In other words, you have an opportunity to review the
comments left by our staff, make the necessary corrections, and resubmit the files through ProjectDox®.



https://www.velocityhall.com/secure/vchregister/index.cfm?FUSEACTION=START&CFID=3449131&CFTOKEN=11216389&jsessionid=EAB36385D1181BDDD2F393546947F33E
https://pndwww2.maricopa.gov/projectdox/index.aspx?

Re-submittals

Ovetrview

The re-submittal process is designed to allow applicants the opportunity to make the necessary corrections
to their original Online Permit Application packet, which includes the drawings, documents, and eForm. All
paper and Online Permit Application requests are carefully screened by our personnel. Only those submittal
packets that meet the minimum requirements will be accepted and processed. Reasons for submission
rejection include but are not limited to:

e Missing documents (e.g. deeds, reports) e Incomplete application (eForm)

e Residential site plan missing:

o Distance to shared well o Septic locations
o FEasements o Scale

o Labeled driveway o Set-backs

o Parcel / owner block o Vicinity map

e Residential building plan missing:

o Load calculations o Summary of livable, garage, patios

o Elevations with height dimensions and porches

o Roof and floor framing plans

o Cross sections and connection details for both longitudinal and transverse

If for example, your residential site plan was missing the “labeled driveway” and was not accepted in the initial
submission, then you would have the opportunity to make the necessary corrections on your original CAD

13

drawing and upload the “updated” file to your ProjectDox® Applicant/Submitted Drawing subfolder. The

procedure to uploading a re-submittal is the same as uploading the original drawings and documents. See
Chapter titled CAD Drawing and Documents for steps to uploading files.

Important Notice: When uploading your re-submittals, it is critical that you maintain and

reuse the original file names.
‘b'mnm/




Re-submittals

My Task List

Q: How do I know if I have to make a correction and resubmit?

A: The ProjectDox® My Task List field will contain a “submitter resubmit notification”.

<3 ProjectDox - Microsoft Internet Explorer

Active projects for TU 29 (pdoxtestuser29@mail.maricopa.goy)

Project Options Description Owner Status
B2002 Lora Test [i =] Tedst PDF Project Hugh Izerman [Mong]
B200E8Testa o @ Test Praject for Mew Single Family Resident Hugh Iseman [Mang]

Lora PDF Test3 [i =] dest folder LoraS at origination of project Lora Benedict [Mane]
Lora's Test Project i el Test Froject Hugh Iserman [Mang]
Test of Mew App 0F= Test9-8-2008 Huih [serman [Mone]
TP Residential Accessary [i] @ Tatal Project Residential Accessory Hugh [seman [Mone]
TP Residential Additions 0F= Total Project Residential Additions 5-15-2008 Hudh lserman [Maone]
IE@:EE Page 1 0f2 (12 iterns)

My Task List
Tazk Project Priority Pesigned Cue Date
@ application - B200807158 _TP_WH 1 11/18/2008 124342008

Submitter Resubmit mNotity

Comections andfor additions requested. You hawe 10 business days to reply.

L
=
&0 (B M

The My Task List field will only display items that require the applicant’s attention. Hence, if this field is blank,
you have “no tasks to complete”. If the field is populated as we see in the illustration above, then you have a
“task to complete.” Let’s zoom in closely to the task and read its contents.

My Task List
Task P zigned Oue Date
fa Application - B200807158] TIM9R005 12032003

Submitter Resubmit Motify

Caomections andsor additions requested. %ou hawve 10 business days to reply.

In this example the task indicates “corrections and /or additions requested.” The task was assigned to you on
11/19/2008. Your due date to complete and resubmit the cotrections/additions is on or before 12/03/2008.




Re-submittals

My Task List continued
Completing your task will require the following steps:

Step 1 — Click on the Application i
ep 1CK on ¢ Application icon My Task List

to begin the process. This will launch _
Tash Fezigned Oue Date

the eForm that you had previously

’ L@ Appiication - P> B200807158 11192008 120342005
submitted.

Submitter Resubmit Motify

Comections andior additions requested. You hawve 10 business days to reply.

Step 2 — Once the eForm has launched, ; Application - PnD eForm - Microsoft Internet Explorer
click the View link to display the Pre-

Review Checklist. Corrections and/or additions requested. You have 10 business days to reply.

The Pre-Review Checklist will be a vital Pre-Review_Checklist_szosorss iew ™ 1CB% 336 P

tool for you to determine what corrections and/or additions need to be made and resubmitted. The Pre-
Review Checklist is a long form, so please review it thoroughly.

Sample:

The top of the Pre-Review Checklist contains an area for you to leave your comments.

Pre-Review, ON E
Building Activity,
Residential Site Plan ST@P
and Residential Building Plan SHOP

h“‘COA
-y

tV| £ 5 I1I
0Ut~1'€k

PnD Permit Tracking #:

B200807158
" 1st Pre-Submittal Review |  2nd Pre-Submittal Review
Customer Comments
Reply by Applicant to Maricopa County - D

The Environmental Services division can leave you specific comments or instructions.

Environmental Services
1st Pre-Submittal Review

Pre-Submittal Reviswver:
TU 23 Date Reviewed: [11/19/2005

1~ No Septic Required

 Correct Application/Supplemental

& Provide additional information/Correct items

© Correct Application/Supplemental and Provide Additional information/Correct ltems
© PASS - Application meets submittal requirements

Comments
Septic: Dimensions from the Manufactured Home needs added to the Site Plan D




Re-submittals

My Task List continued

The Planning and Development division can leave you specific comments or instructions.

Planning and Development
1st Pre-Submittal Review
P.rrlj-?uhmma\ Rewiewwver: [ W

 Correct Application/Supplemental
& Provide additional information/Correct items

 Correct Application/Supplemental and Provide Additional information/Correct ltems
© PASS - Application meets submittal requirements

Comments
See tems below D

Towards the bottom of the form you will find the Building Activity Checklist and the Residential Site Plan
Checklist. Cortrections and/or additions will be highlighted in blue. In this example you are being asked to

“supply proof of ownership /copy of official recorded deed” and the “septic dimensions from the
manufactured home needs added to the site plan.”

PLANNING AND DEVELOPMENT SECTION
Building Activity Checklist

Required Documents YasMo
1. Completed Application

Comments

Comments Here H
2. Proof of ownership I copy Commerts Here - Please Supply.

of official recorded deed CYes & No O NA

(Primary structure only)

3 Supplemental Information Commerts Here H
Form @Yes € No ©NA

®Yes € No O NA

Residential Site Plan Checklist

12 [T Dedicated street access including street name

1. 7 North Arrow

Comments Here D Comments Here D

=] 7]
5. 7 Use of adjacent parcels — vacant residential, etc. (all sides) 16. I© Distance to shared well, property and septic tank / field (if
Comments Here applicable)

D Comments Here D

U
6. " Parcel Dimensions, all sides
Comments Here D
Comments Here - See Environmental Comments
[

Your task is to make these corrections and/or additions, and
resubmit your packet for a second Pre-Submittal Review.




Re-submittals

My Task List continued

Once you have made the corrections and/or additions to your files, you must upload the files to your
ProjectDox® Applicant folder, as follows:

Sanple S cenario

You have been asked to submit a deed and to make corrections to the site plan.

B200807158

Step 1 — Go to the Applicant folders and click the

Expand current | Collapse | 48

subfolder titled “Submitted Documents™ = B200507150

&£z Applicant

3 Subrnitted Documents (1 Files - O Mew)
- Submitied Drawings (1 Files - D Mew)

Step 2 - Click | upload Files

x|

Step 3 — Search your files and select the deed

—

2

Step 4 — Click | Upload How  to upload the deed S --

Do not select Upload Now until you are

camon®) certain that this is the correct file. You

cannot undo this transaction!

Step 5 — Now upload the corrected site plan to the “Submitted Drawings” subfolder, following the same
process listed above.

Important Notice

When uploading your re-submittal drawing, it is critical that you maintain the original file

& | 1 name. For example, if on your first pre-submittal the site plan was named “‘site_plan_1”, then
*fDO“ 'fl if you resubmit this plan with a correction, you must maintain the same file name.
[ ]

(&




Re-submittals
My Task List continued

Upon completion of step 5, you have uploaded your corrected and/or additional files. There ate two more

forms (eForm & Pre-Review ChecKklist) to resubmit.

Planning & DevelopmentDEpartment
ProjectDox Web Portal s Maricopaégmuy Arizons

Step 6 — Launch your “My Task List” field by selecting the
Task List button located in the upper right hand corner.

nAananaTara

Planning & Developmentie
ProjectDox Web Portal s Maricopa-i’oqulty

Step 7 . Click on the | 4 Back H Forward = H Fr'roiecls H.Prolile |
‘ B Task List | | € Wnfo ‘ |@ Hotes ‘ |@ Email ‘

Application icon

My Task List | Knowledge View Reports I

Task | Priority | Assigned | Due Date |
[
f [l #pplication - 0 _ B200807 158 1 G008 1263/2008
i Submitter Resubmit Natify

Seleot the Knowledge Mew from the list below I

| Application - PnD eForm - Microsoft Internet Explorer

Step 8 - Once the CFOtm haS lﬂunched, Click the VieW hnk to Open Corrections and/or additions requested. You have 10 business days to reply.

the PIC—RCViCW ChCCkﬁSt‘ Pre-Review_Checl B200807158 Yiew 11/19/2008 2:36 PM

a. Leave comments in the “Customer Comments’ section of the Pre-Review Checklist

b. Scroll to the bottom and | S4bmit | the Pre-Review Checklist

Step 9 — Review the eForm for accuracy and click Re-Submit, to complete the task.

¥ 1 have uploaded my documents and drawings, completed my application(s), and I am Ready to Re-Submit.

mm

Re- Submit I Save for Later I Frint Form I
&
é ‘_eat I You have successfully resubmitted your application packet.
@Ob.




Reference Information

Hypetlinks and Phone Numbers

For your convenience Maricopa County partner agencies are now co-located

and serving you Monday through Friday, 8:00 am to 4:30 pm.

E 501 N 44" Strcet 2 floon)

i
STEOP rhocnix, Arizona 85008
SHOP s02-506-3301

Department Web Site

Phone

Planning and Development

www.maricopa.gov/planning

602-506-3301

Environmental Services

WWW.maricopa.gov/envsve

602-506-6616

Air Quality Www.maricopa.gov/aq 602-506-6010
Flood Control www.fcd.maricopa.gov 602-506-1501
MCDOT www.mcdot.maricopa.gov 602-506-8600
To get to Maricopa County’s www.velocityhall.com NA
Permit Manager Home Page
Maricopa County Permit www.velocityhall.com/myaccount NA
Manager Login Screen
Maricopa County pndwww2.maricopa.gov/projectdox/ NA
ProjectDox® Web Portal
Planning and Development pdcustomerservice(@mail. maricopa.gov NA

Customer Service



http://www.maricopa.gov/planning
http://www.maricopa.gov/envsvc
http://www.maricopa.gov/aq
http://www.fcd.maricopa.gov/
http://www.mcdot.maricopa.gov/
http://www.velocityhall.com/
http://www.velocityhall.com/myaccount
https://pndwww2.maricopa.gov/projectdox/
mailto:pdcustomerservice@mail.maricopa.gov

