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What is ePlanReview? 
ePlanReview is the City of Boise’s electronic 
plan review program. 

Planning & Development Services 
customers can submit projects 
electronically. City departments and other 
agencies can review projects 
simultaneously, which helps reduce review 
time frames and lets customers skip a trip to 
City Hall. 

http://pds.cityofboise.org/ePlanReview  

 

Setup Requirements 
ePlanReview is a free service. It is a web-based program and no special software is 
needed. However, there are some requirements: 

• Activate your ePlanReview Account 
Applicants need an ePlanReview account. After submitting the application in 
PDS Online, you’ll receive an email with a temporary password and directions for 
setting up an ePlanReview account. To keep your information secure, be sure to 
change your password after logging in for the first time. 

 
• Disable Pop-Up Blockers 

ePlanReview displays plans in pop-up windows, so you'll need to disable your 
browser’s pop-up blocker before using the system.  
 

Getting Started

Why are there two logins? 
PDS Online and ePlanReview are two 
different websites and each requires 
a separate login. See the “What’s the 
Difference” section for details. 

http://pds.cityofboise.org/ePlanReview
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• Install ProjectDox Components (if using Internet Explorer) 
We use ProjectDox software to review plans. At the ePlanReview login screen 
(Fig. 1), click the “Install ProjectDox Components” link at the bottom left of the 
screen. This installs the ActiveX components needed to run the program. 
Note: If you do not have “Administrator” rights to your computer, you may need 
to contact your IT staff for help with this step. 
 

 
 

• Other Browsers 
Version 9.1 of ePlanReview can now be used in a variety of browsers. Full 
functions are available and have been tested by the City of Boise in Internet 
Explorer 11, Microsoft Edge, and Google Chrome. Other browsers may work as 
well, but have not been internally tested. If you are using an alternate browser 
and experiencing difficulties, please try switching to one of the tested browsers 
listed above. 

 

 

Submit Application (eApply) 
eApply: Submitting an application is the first step of electronic plan review. The eApply 
section of our PDS Online website makes it easy to submit data and track previous 
applications. Applications are listed at pds.cityofboise.org. Simply select the desired 
application to get started. 

• PDS Online Account 
Applicants must have a free PDS Online 
account. After registering, you can type 
within the application fields, save the 
data and keep a record of all your 
applications.  

 
Need Help? 
Call the permit desk at (208) 608-7070 if 
you need help signing up. 

Submit Application

https://pds.cityofboise.org/home/documents/
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• Additional Forms 

Applications are listed at 
pds.cityofboise.org. They are 
numbered and grouped together by 
discipline. Each application has a 
check-list of required submittal items. 
 

• Are You the Primary Contact? 
Are you the person responsible for 
uploading files and communicating 
with the City? Make sure you mark 
yourself as the project's “Primary Contact” on the application form, or you won’t 
receive our emails and be given rights to upload files. 
 

• Submittal Standards 
To pass prescreen review, all plans and documents must meet the requirements 
listed in the Electronic Plan Review Submittal Standards. Incomplete documents 
will not be accepted. 
More information is available at pds.cityofboise.org/ePlanReview. 
 

• Submit Online 
Submitting your application online isn't just easier, it's also faster. 
Your data goes directly to our database, and a case is created 
as soon as you hit the "Submit" button. We don't have to manually 
create the case and type in your information. 
 

 

After receiving the application, we'll send an email with the case number and a link to 
upload files. You'll have temporary rights to upload files. After submitting the files, your 
rights change to “read only.” 

If it's your first time using ePlanReview, you'll also get a temporary password so you can 
log in and set up your ePlanReview account. 

 

 

 

Upload Files

http://pds.cityofboise.org/
https://pds.cityofboise.org/media/464072/pdox86_electronic_standards_full_050718.pdf
http://pds.cityofboise.org/ePlanReview
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Upload Files 
 

The applicant’s first step is to upload all required drawings and documents for their 
project. Follow the links within your invitation email to access the case. 

Please review and follow the Electronic Plan Review Submittal Standards.  
Documents that do not meet standards will not be accepted and may be deleted in the 
system. 
 

                  

Select the Drawings folder to begin your upload. 

• Plans and Drawings 
 File names must meet the requirements outlined in the Submittal Standards 

document 
 Each plan sheet must be uploaded as a separate file 
 Plans must use “Landscape” orientation 
 Files must be .pdf format 
 All drawings must reserve a space on the bottom right corner for City 

approval stamps 
 Upload plans into the “Drawings” folder 

 

http://pds.cityofboise.org/media/464072/electronic_standards_full.pdf
https://pds.cityofboise.org/media/464072/pdox86_electronic_standards_full_050718.pdf
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A pop-up window will open 
allowing you to search your 
computer for files. 

 

 

 

 

Select all appropriate files, 
then click “Open” to copy 
them over. 

 

 

 

 

 

 

Select “Upload Files” to transfer 
the selected files into the 
ePlanReview program. 
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Once all the files have 
been uploaded, close the 
upload window. 

 

 

 

 

 

Select “View Folders” to access the Document Folder. 
Repeat the upload steps until all required documents 
have been uploaded.  

 

• Documents 
 Files must be .pdf format 
 Upload into the “Documents” folder 
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Submit Files 
After uploading files, you need to formally submit them for review by completing the 
"Applicant Upload Task.” Click on the task name and confirm that you wish to accept 
the task. 

 

Accepting the “Applicant Upload Task” will open a pop-up window. Check the box to 
confirm you have completed the upload.  

Select “Upload Complete – SUBMIT PLANS” to send the files to City of Boise for review. 
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• Important! You must complete the “Applicant Upload Task” to submit files. We 
cannot begin our review until you complete this task. 
 

• Note: You won't be able to upload additional files after completing the task. 

Once you confirm that your account says “no tasks are available at this time,” you can 
log out. 

 

 

Applicant will now wait for notification from the City of Boise, either for corrections 
needed or that pre-screen has passed and fees are now due 

 

Prescreen Review 
Prior to acceptance, we perform a cursory review of the application and plans to 
ensure they meet all submittal requirements. 

• All files must meet the requirements specified in the Electronic Plan Review 
Submittal Standards. Electronic files that do not meet these requirements will not 
pass prescreen review. 

 

If Corrections are required, the Applicant will receive an email notification to complete 
the “Prescreen Corrections Task.” Follow the links within your email to access the case. 

Accept the “Prescreen Corrections Task” to view comments. Select the affirmative 
response to open the task window. 

 

  

https://pds.cityofboise.org/media/464072/pdox86_electronic_standards_full_050718.pdf
https://pds.cityofboise.org/media/464072/pdox86_electronic_standards_full_050718.pdf
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The Applicant can view the checklist items (Residential Only) and/or a response 
comment to the reviewer as needed. 

Follow the upload instructions detailed on page 6 to upload any corrected or 
additional files, or upload directly from your task.  

Select the check box, then “RESUBMIT PLANS” once all corrections have been made 
and the files uploaded. This will put you back in the que for another prescreen review. 

              

• Note: You won't be able to upload additional files after completing the task. 
• Note: This “Correction Task” can cycle through multiple times until the submittal is 

complete 
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Fees Due 
Fees are calculated after the project passes prescreen review. All fees must be paid 
before we can begin reviewing plans. 

Follow either of the ePay links in the email notification to pay the application fee online. 
Once paid, your project will be routed for review 

• Applicable Fees 
Building Plan Review fees must be paid prior to the start of review. Final permit 
fees are due prior to obtaining the approved plans. 
 

• Payment Options 
All fees can be paid online with a credit card or an electronic check transfer. 
 

• ePay: pds.cityofboise.org/epay 
 

Plan Review 
After your prescreen is approved and you have paid your intake fees, 
we can begin our review. Planning & Development Services, other City 
departments and outside agencies will review the plans 
simultaneously. 

Plan reviewers will mark changes, corrections or red lines on the plans 
electronically. 

 

  

Plan Review

http://pds.cityofboise.org/epay
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Project Status 
During an active review, the Applicant has a few options to check the project’s status. 

Option #1 – Select Project Reports to access helpful reports. Below are the three most 
helpful.  

• ProjectFlow – Changemarks – Creates a PDF document listing all changemarks. 
This can be send out to your drafters or engineers, or used as a guide for 
publishing the full-size file.  

• ProjectFlow – Department Review Status – Displays the status of all reviews 
• ProjectFlow – Workflow Routing Slip Reviews – Displays the sequential route of all 

tasks, including passed or corrections required review status 
 

Option #2 – View progress with the PDS Online searchable database. Simply input your 
permit number to get started. Here is the link: 
http://pdsonline.cityofboise.org/pdsonline/Permits.aspx?id=0  

After you enter your permit number and hit Search, select your permit number from the 
list to access more features. 

 

With the permit open, select Activities to see the progress. 

 

http://pdsonline.cityofboise.org/pdsonline/Permits.aspx?id=0
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Resubmittals 
If the plans do not pass review, we'll ask for corrections. 

As the Applicant, you will receive an email notification once the first review has been 
completed. If corrections are required, you will receive a notice to complete the 
“Applicant Resubmit Task.”  

Note: You cannot upload any new documents until all departments have finished their 
reviews and you have received your “Applicant Resubmit Task.” 

Don't forget! Applicants must complete the “Applicant Resubmit Task” to submit the 
corrected files. We cannot begin our review until you complete the task. 

 

Select “Applicant Resubmit Task” to view the correction items. 
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Select “View Changemark Items” to get a list of corrections required. 
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Applicant can now respond to reviewer comments directly if desired. 

 

 

Scroll to the right to access the “Applicant Respond” field. Click on the grey field below 
the filter icon to add a response comment. When done, select the green “Save,” then 
“Save” on the left and “Close” to complete. 

 

 

The Applicant can also print a list of changemarks for further review and/or open the 
files directly by selecting the file or the view full report button. 
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Full report view: 

 
 
 

Once all changemarks 
have been addressed and 
files are uploaded, check 
both “Task Instruction” 
boxes, then select 
“RESUBMIT PLANS” to return 
the project to City of Boise 
for additional review.  

 

Note: This “Applicant 
Resubmit Task” can cycle 
through multiple times until 
the review is approved. 
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Permit Required: Once the review is approved, the Applicant will receive an email 
notification with instructions on how to get the permit issued.  

 

Download Plans  

Once the permit fees have been paid in full and all associated 
permits have been issued the Applicant will receive an email 
notification with instruction on how to download the approved 
plans. 

Download and Print Approved Plans: The architect/applicant must 
download the approved plans and documents and provide a full-size copy of the 
approved plans and documents to the contractor. An approved paper plan set must 
be on the job site at all times during construction. 
 
 

 

 

 

Click on the Approved Drawings Folder   

Project Approval
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Select the Check Box icon in the 
top row to select all files. You 
can also select them individually 
if you prefer.  

 

 
 

 
 
 
Select the Download icon to compress files into a zip folder, select the affirmative when 
prompted.  

       

 
 

 

Select Download Zip File to transfer files to your PC 
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Need Help? 
 
Visit our website at pds.cityofboise.org/ePlanReview. 

http://pds.cityofboise.org/ePlanReview
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