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Check Folder Info
Fields

Are the info
fields correct /
completely filled
out?

No

Fill out info fields

Navigate to Permit
Folder

Are there
any incorrect
Properties or
Collaborators

Added?

Check Properties
& Folder People
against
Application

Are all the
Properties or
Collaborators added
to
folder?

Add missing
Properties or
Collaborators to
Folder

e Clear reference
file #4 from
folder tab

¢ Generate initial
invoice

Is this
project related
to a Planning or
PW permit?

Yes

Establish parent-
child relationship

between folders per
guidelines

Delete incorrect
properties or
collaborators

Does this project
Have an associated
Building permit?

Yes

Make folder a child
of the Building
folder

Is project
initiated as
ePlan?

* Check
ProjectDox

Should it be
converted
to ePlan?

* Add ePlan

Applicant to People

Tab (if missing)

Check attachment tab
for required
documents for
processng

Is the submittal
complete?

Send Applicant email
with initial invoice and
inform them of next
steps.

» Send Applicant

* Change EPR folder

initial invoice info field to ‘Yes’

Send Applicant email with
initial invoice and letting
them know the project was
converted to an ePlan
project

Wait for
applicant to
pay the fees

Have the

Send applicant email fees been paid?

with initial invoice and
items they still need to
submit

Is ProjectDox
Project still in
Applicant Upload
Stage?

Wait for
Applicant to
complete
their steps in
ProjectDox

Begin Pre-Screen Review

Did the applicant
submit the
missing items?

No as an emai
from ProjectDox
sent to
Assign Project
Team?

Wait for
Applicant to

submit
missing items

Complete Assign Project
Team task and begin Pre-
Screen Review




