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EPR Systems

WEB Portal/PDD
Online

ProjectDox

Permitting
System

For Staff Only

Plan Review Application
Online Fee Payment
Scheduling Inspection

Upload Plans/Docs
Markups/Resubmit

Download Approved Plans
Email Engine (Task Completion)

Permits
Holds/Flags/Conditions
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New EPR Systems

 Plan Review Application )

* Upload Plans/Docs (combined files)
Shape PHX * Online Fee Payment

Customer Portal * Markups/Resubmit

 Download Approved Plans

» Schedule Inspections )

* Permits
« Holds/Flags/Conditions

Shape PHX

For Staff Only

Bluebeam  Staff Review
For Staff Only
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Prior to submitting civil plans, ensure the following items are complete (if
applicable):

» Approval from Site/Zoning will be needed for all Self-Certified reviews

Prior to submitting building plans, ensure the following items are complete (if
applicable):

» Salvage permit is closed out with inspections staff
» Grading and/or storm water plan is approved

=
» Right of way bonds are posted for off-site work éw
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Pre-Log Requirements

» Use the most current application, Self-Cert forms and
checklists

» Self-Cert Application must have both pages uploaded
even if sign-offs are not completed

» EPR staff can obtain sign-offs and complete the Water
and Sewer Service Info Request Form

» If any plumbing is being revised or installed, a Water
Sewer Info Request Form must be uploaded but can be
left blank for EPR Team to complete

PLANMING & DEVELOPMENT
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SHAPE
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City of Phosnix Planning and Devalopment Department

Self-Certification C Permit Application — Page 2 0f 2 TRTIDOC/00482
Building # Buikding Area Building Valuation  Construction Type  Occupancy Type

" Self-Certification Professional is te obtain PAD Clearances (below) prier to projoct submittal™

Site Davelopment Counter Clearance

Site Review:

Project Number _ ¢ — & 1 3 1

Site Plan Approved: @{as [0 Mo [ Mot Required

Zoning Approved: (EVes [J Mo [ Mot Required

Site Inspection Required:  [] Yes [JNo Je-Ferivr

Other Requirements: ) [ Yes 1Mo [] Not Required
Staff Initials; 15~ pate: _ = /| %[

Traffic Review: .
Updated Tenant Parking: Ezl{pproved [ Mot Required
Otkher Raquirements: O ves [IMNo li;l Not Required

Staff Initials: _ [~ & pate: 2/ 1% [ 2os

Civil Permitting and Water Services Counter Clearance

Bonds Posted: %] Yes [ No [ Not Required

Civil Permils Purchased: m Yes [ No [J Not Required

Other Requirements: W S\ ermAS Comghe® ] ves [INo [ Mot Required

Address Approved: BYes [ No Correct Address:
AFP Project: ] Yes ] No
Staff Initials: Date:

e e Self-Certification Program
DEPARTMENT Water and Sewer Service Information Request Form

A

Date: 032015

Requestor Name: Mike Stanlay __ Phone: 602523-4906

Company: Gensler ] Fax: 6025234849
KIVA Project No: as:
Address: 29822 N. Cave Creek Rd., Phoenix, AZ 85331 APN: APN 211-88-382

*Name and identification is required for map attachments*
Staff Use QnfyT ) MAPS CANNOT BE EMAILED

Reguestor Name: SR ) 7_

Ip/DL:" / Ly
Staff Name: I/ M te: i

The information provided on this form and the attachment is based on record drawings
submitted by others including other city departments. Users of this information are
cautioned that independent verification of actual conditions may be necessary.

Attachment: [_]

Existing Water Service

Tap Investigation Required: ﬁl No Yes Date: 3'/_ 29/_‘ 15—z
- — (8

Tap Size: _“ _ Meter Size: \ Comment:

Tap Size: Meter Size: Comment:

TapSize: _ Mater Size: _ Commaent:

Note: _

Existing Sewer Service

Tap Size: ﬂQ* Comment:

Tap Size: ~ Comment: _ S

Note:

This publication ean be made available in akernate formats (Braille, large print or digital media) upon request
Cantact the Planning & Development Department at (B02) 262-T811 voica or (B02) 534-5500 TTY.

54861 Cort Water Sewer Info Request doc TRTIDOCO0sS
W Bdnd - o SIS 2 e 13

Example of
Sign-Offs



Commercial/Civil
Projects
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How to Get Started ﬁﬂﬂ":fw

» Visit the EPR Webpage:

www.phoenix.gov/pdd/onlineservices/electronic-plan-review

» Announcements
» Submittal Guidelines
» How-to Documents


http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
http://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
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How to Documents - ProjectDox

@ City of Phoenix Search Phoenix.gov Q Ax English @ Mode

Residents - Businesses Explore Phoenix City Administration - News - Calendar -~

» Planning and Development >  Site Development > SitePlanning » Electronic Plan Review

ONTHIS

= Planning and Development Electronic Plan Review a EPRWenI - - - - .
v <=1 Submittal Guideline Links:
+ Video Tuf

Planning and Zoning Electronic Plan Review requires applicants to interact with two separate systems, the Web portal and

the ProjectDox system. Separate logins are required for each of the two systems. The same email How To Links

address and password can be used for both.

Scroll Down Scroll Down

Civil Plan Reviews

. Getting Started -
EPR Web Portal Making a Payment

+  Simplified Guidelines [

Landscape Reviews

Stormwater Post-Construction

Program Goto EPR Web Portal eto fill out a new application or pay fees. ) o . How tomake fee DavInent =
+  Plan submittal guidelines [

Residential Building +  Start new plan review application

"""""""""""""" **Once you have reviewed the +  Internet Explorer 9 and Less Setup 3 »  How to complete the fee payment task in ProjectDox [3

‘Commercial and Multifamily Building +  Returntoasaved plan review application

Tools and Resources +  Make payment for a plan review or permit Plan Smeittal GUidelineS and . I LETIeE EXD|O!’8I’ 10/11 Setup m;

you are ready to begin Click EPR _ . .
Web Portal +  Electronic Plan Review workflow at a glance [ Plan COrrectlonlApprOVal

Visit the EPR web portal
............ +  Electronic Plan Review permit types [

Careers L\/\/\/\l «  Howto view project comments [

+ Howto create user IDs [

ContactUs .
Projed Dox. « How to view correction request change marks [
Godirectly to Project Dox 2. (You must already have a sign-in, an account, and completed online application.) . - - .
+ Upload plan set and associated documents Sme Ittlng a Project ¢ How to print markups D"
s submit projectiorelect ronic plan review, «  How to submit your corrected drawings [

+  How to submit an application [*

+  View markups
« How to download approved plans [

+ How to upload drawings/documentation [=

. How to View Tasks [ « How to submit an EPR Plan Revision [%

+ Howtoinvite auser[

Project Reports

« How to view project status [

« How to view department review status [




How to Get Started

PDD Online Peymits  5earch  Permit Inspections  Electronic Plan Review  Online Payments

PDD Onlne

OFACIAL WEBE SITE OF THE
City of Phoenix

Click on Electronic
Plan Review
This will take you to the
next screen

P&D Cnline - Electronic Plan Review - My EPR

Recently Saved Applications

PLANNING & DEVELOPMENT
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My Profile My Permits Shopping Cart{0) Log Off

PDD Online is an interactive
businesses to quickly and easily

£b application that allows residents and
§gply for city of Phoenix permits.

Users may apply for, provide documé
offered by the city of Phoenix Planning &'W

gtion and pay for various permits that are
gvelopment Department.

Manual

RESIDENTIAL PHOTOVOLTAIC - SOLAR APP+

The SclarAPP+ permit process requires photoveltaic plans to be submitted thr SolarAPP+ at

https:/isolarapp.nrel.govi.

The applicant must receive approval documentation from SelarAPP+ prior to applying fol
of Phoenix SolarAPP+ permit listed below.

For more information on the SolarAPP+ permitting process, please click here.

Separate permit is required from the Phoenix Fire Department for solar photoveltaic installation.
For more information, please click here.

Solar App+ - Photovoltaic Permit
FIRE

(Contractor must be licensed by Phoenix Fire Department)

Fire Alarm Dialer

Fire Alarm System Modification

Fire Alarm System Prgm/Connect Only
Sprkler Sys Mod No Hard Lid or Flex Head
Sprkler 5ys Mod w/Hard Lid or Flex Head
Sprkler 5ys Mod w/Hard Lid and Flex Head
Underground Fireline Stubout

COMMERCIAL

(triplex, fourplex, apartments, condominiums, and commercial properties)

Electrical, Adding Branch Circuit
Electrical, Repair Vandalized Equip
Electrical, Shut Down Preventative Maint
Electrical, Utility Clearance Only

Elevator Modernization or Alteration

Gas Pipe Repair

Plumbing, Domestic Water Repipe
Replace One Split System AIC

Water Heater Replacement, Electric Comm
Water Heater Replacement, Gas Comm

Two Login Accounts

1.  P&D Online Creation/Login nttps:/apps-
secure.phoenix.qov/PDD/EPR

2. ProjectDox Login (password will be
sent once first application is submitted)

P&D Online Permits  Search  Permit Inspections  Electronic Plan Review Online Payments

OFFICIAL WEB SITE OF THE
City of Phoenix

City of Phoenix Planning & Development Department Electronic Plan
Review System

P&D Online - Electronic Plan Review

‘Etart 3 New Apglication ProjeciDox Electronic Plan Review System

Choose What You Want To Do

ProjectDox Electronic Plan Review
System

Plan Review Application and Fee
Payments

Choose The Appropriate Link 2



https://apps-secure.phoenix.gov/PDD/EPR
https://apps-secure.phoenix.gov/PDD/EPR
https://apps-secure.phoenix.gov/PDD/EPR
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Online Application Example

P&D Online Permits Search Permitinspections Electronic Plan Review Online Payments Welcome! steven.rodriguez@phoenix.gov My Profile My EPR Log Off

@ Oc'::;l ;;: S;i::;::ﬁx P&D Online - Electronic Plan Review - Plan Type Picker

Guidelines >> Plan Type >> Checklists >> Project Address >> Apply >=> Confirm >> Submit

What type of plan are you submitting? To verify you have

_entered your Self-Cert
information, click ‘My
Profile’

What type of Civil Plan are you submitting?

Commercial

What type of Commercial Plan are you submitting?

G&D

Would you like to submit as a Self-Cenrtified Plan Review Application?

MNext
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Online Application Example

Self Certification Number/Name update

( OFACIAL WEB SITE OF THE .
@ City of Phoenix PDD Online

alma.r.quintana@phoenix.gov

Change Password
Back To User Administration

Admin Features

Locked Out Email Verified Send Password Email
First Name Last Name
Alma CQuintana
Address
City State Zip
[ Arizona v

Organization Name
City of Phoenix

Business Phone
(602)534-5933

Cell Phone

Self Certification Number

Self Certification Last Name

—p Update Profile
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Online Application

Complete Online Submittal Application

» |f you do not get the Self-Certification option when
completing the on-line application

Contact EPR Triage Team at 602-534-5933 (7~
or epr.support@phoenix.gov Ity

@é@



mailto:epr.support@phoenix.gov

ProjectDox - Upload PRESERVE
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» Prior to uploading, name files using the information in the EPR Submittal
Guidelines
» Files names must have:

» 3 digit number sheet number and abbreviated sheet name
» Match the plan Index

» Not exceed 30 characters including spaces

» Resubmittals: Sheets must be named exactly as the original sheet
(corrected sheets will Version once uploaded~V?2 )

pdf V2

Example: Index: Sheet Index ProjectDox File Name: 001 CS Covr Sht
G C?Vef Sheet 002 A1.0 SitePIn
ALO _|Site Plan 003 E1.0 Elec FIr PIn
E1.0 Electrical Floor Plan 004 E2.0 Line Dgrm
E2.0 Electrical One Line Diagram 005 S1.0 Struc Dt
S1.0 Structural Details




ProjectDox — Upload cont’d % PRESERVE
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> Provide 4” X 4” blanks area in lower right corner of cover sheet

» Upload into appropriate folder

» Drawings — Upload plan sheets to be reviewed (each sheet must be a
separate file)

» Supporting Documents — Upload all calculations, specs and supporting
documents

» Reference Drawings — Upload plans for reference (i.e. City approved site

plan or grading plan)
**If files are uploaded incorrectly, you have access to delete them only at the initial upload using the
delete [k button**

Complete the “ApplicantUpload_Confirmation” task to submit project
(Hint: Expand the E-form to select Upload Complete:  upicadcompiete )

» An Automatic email notification will be sent out if the task is not completed
within 24 hours




PLANNING & DEVELOPMENT

PRESERVE
SHAPE

ProjectDox — How to Search
BUILD®

**Note: The Search icon next to the Home button is not user friendly. Do Not Use the magnifying glass icon

1. Click Projects Home
1a. All
2. Use the filters under the corresponding Column Title
a. Project - Query by plan review number
b. Description — Query by customer’s project description
c. Status — Query by Status (Pre-log, Create PR - Kiva, Plan Review, etc)
d. Create Date — Query by date of last Task creation
3. Clicking the link provided will open the plan review
Project (&)
1 @ - —— e ot | [ Artasts | ineports | [ & | togout | @) [ A
S 1a
moecr @ LocaTion pescrmon | o s © cm o= d l

2 _ 20081267 [¥ v v [ v
= _ 3 Fire 2020 POOK MARSUF CLASS P&D Dapartment Aeniew A 12723 11Z7 Al

1 -1 of 1 records
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Tasks Files nfo Reports 2505041-LPRN: GMS5 Concrete, TM 2

| Show All Tasks For All Users

Task Attached To Status Priority Due date

ApplicantResubmit APPLICANT Pending



Step-by-Step
Instructions
online

https://www.phoenix.gov/pdd/online

services/electronic-plan-review

Includes Account Creation via PDD
Online, Creating an application, and
Submitting Documents through
ProjectDox.

**Website was updated and video
might be slightly different on the
website layout

Check out our
full EPR Tutorial
Video Series
Here!

ON THIS PAGE...

EPR Web Portal

Video Tutorials

&
4 Submittal Guideline Links:
Jd



https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.youtube.com/watch?v=eYmAXcef4Z4&embeds_euri=https%3A%2F%2Fwww.phoenix.gov%2F&feature=emb_logo
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ProjectDox — Tasks and
Responsible Parties

ProjectDox Task List in Order
Responsible Party

1. ApplicantUpload_Confirmation ... .. ... e Applicant
2. PrelogRevIeW. ... ..o City of Phoenix (COP) Pre-log Staff
3. (PrelogCorrectionRequest — if Prelog is rejected)...........ooowueeeeeeeeeeieieeeeeeeieeeeeee e Applicant
4. (PrelogQREVIEW). ... ... e e e e ettt e e, COP Pre-log Staff
9. CreatePR _KIVA. ... COP EPR Administrative Staff
B. FeePayment. .. Applicant
7. VerifyFeePayment. ... .. ..o COP EPR Administrative Staff
8. (FeePaymentCorrection — if fees still have notbeenpaid)...................ccoiiiiiiiiiiiiiiin.., Applicant
9. (VerifyFeePayment)..................c..coo e COP EPR Administrative Staff
10. ScheduleActivities. ... ... ... COP EPR Administrative Staff

11. DepartmentReVview. . ..., Plan Review Staff



ProjectDox — Tasks and
Responsible Parties cont’d

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.

REVIEW A . . COP EPR Administrative Staff
ReviewComplete. ... ..o COP EPR Administrative Staff
APPlICaNtRESUDMIL. . .. .. e e Applicant
ResubmitReceived. ... ... ... COP EPR Administrative Staff
(ApplicantResubmit — if resubmitisrefected)...............oeemie e Applicant
(ResubmitReceiveq) ............c.c.oreeee e, COP EPR Administrative Staff
DepartmentReVIEW. ... Plan Review Staff
REVIEW A .. COP EPR Administrative Staff
ReviewComplete. ... ... COP EPR Administrative Staff
FinalFeePayment. ... e Applicant
VerifyFinalFeePayment. ... COP EPR Administrative Staff
(FinalFeePaymentCorrection —if outstanding fees or permitting requirements)..... COP EPR Admin Staff
(VerifyFinalFeePayment) ...............cooveeemeie e, COP EPR Administrative Staff

25. BatchStamps) . ... COP EPR Administrative Staff

PLANMING & DEVELOPMENT
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ProjectDox — Fee Payment PRESERVE
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Payment can be made:

»PDD Online (fastest route):
v’ https://apps-secure.phoenix.gov/PDD/Payments
> Email:

v’ payments.submittals@phoenix.qgov

**Email should include: Plan review number, contact information, and best
time to call*™ **Do Not Provide any Card Information **

»Phone: 602-534-5934 last call at 4pm


https://apps-secure.phoenix.gov/PDD/Payments
https://apps-secure.phoenix.gov/PDD/Payments
https://apps-secure.phoenix.gov/PDD/Payments
https://apps-secure.phoenix.gov/PDD/Payments
mailto:payments.submittals@phoenix.gov
mailto:payments.submittals@phoenix.gov
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Applicant must complete the “FeePayment” after payment
Plan review staff performs a thorough review of plans and documents

Commonly Missed Items:
»Plans missing registrant seal and/or Self-Certification stamp
v’ EVERY sheet must contain both a registrant seal and Self-Certification stamp
»Cover Sheet must include owner/contractor notice and must have the signed statement: “I
hereby certify that these drawings are prepared by me, under my supervision, or reviewed by me
and to the best of my professional knowledge conform to the Phoenix Building Construction Code”
»Every plan sheet including Cover Sheet must include the Self-Certified Statement

Self-Certified By : _(insert name of Self-Certified Professional and Date)

*Plans were prepared by or under the direct supervision of, or reviewed by the Self-Certified Professional,
*Plans are completed,

*The plans are, as of the date of submission in compliance with the City of Phoenix building, civil, site and zoning
codes, ordinances, and all other applicable laws.

» Missing documents from the Self-Certification Program Submittal Checklist

Within 5 business days of payment, the customer will be notified of any missing items or if permit is ready for purchase
»Additional fees may be assessed for each additional hour it takes to complete the intake review
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Payment and Approved Plans BUILD®

« Payment Options: online, phone, email, or in-person.

» Note: If a new water/sewer service or right of way bond is required,
the applicant will need to contact the Civil Permitting/Water
Services Counter to complete the transaction (602) 262-6551 or
cws.permits@phoenix.gov

* The “FinalFeePayment” task must be completed once all permit fees have
been paid to initiate the batch stamping process. Allow up to 24 hours to o 4
view the Approved plan set.

» ProjectDox will send an email notifying the applicant when approved plans
are available for download.

» Plans must be downloaded and printed for jobsite
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Complete new online submittal application
» Select Revision to Approved plan under plan type
» In the “Scope of the Project” state “Revision to (add original plan number
& type)” and explain the nature of the revision.
Upload all applicable revised checklist, plans, and supporting documents
** New Self Certified application with nature of the revision will be needed

Complete “ApplicantUpload _Confirmation” task in ProjectDox to initiate the
prelog process.

After payment is made and FeePayment task is completed, city staff performs
a limited cursory screening of plans and documents

Allow to 3-5 business days to process (excludes PrelLog process)



PLANMING & DEVELOPMENT
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PDD Online Application and ProjectDox are two different systems

— Though fees are paid in PDD Online App, the FeePayment task must be
completed in ProjectDox

Tasks must be completed after every step / )
* k% 1 1 H . * k% /
Project is not reviewable until complete ’ / /
> Upload Remembper:

» Fee payment

> Resubmittal \

Revised and corrected plans must have EXACT SAME file name as the original
so it “versions” and plans are comparable

For EPR “How to Documents” visit:

> https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review



https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
https://www.phoenix.gov/pdd/onlineservices/electronic-plan-review
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AUDIT

Random Audit Guidelines Automatic Audit Guidelines
» Alllandscape, civil grading and drainage, and parking |+ Projects over 5 acres
lot plans up to 5 acres « Landscape plans for projects located in the Downtown
* Mo audit fee assessed Code or Walkable Urban Code as established by the
+ Generally, a 10% chance of audit Phoenix Zoning Ordinance

« Civil grading and drainage/concrete combination plans

« Audit fee is equal to half plan review fee per Planning &
Development Fee Schedule

> |Inspections can still take place but if there are any corrections, these
changes must also be made on site.

» Final inspections cannot be scheduled nor the CofO/CofC be issued
until the audit is approved and provided to the inspector(s)




Residential Projects
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How to Get Started

> Visit the Shape PHX Webpage: www.phoenix.gov/pdd/SHAPE-PHX

* Customer Portal - https://shapephx.phoenix.gov/s/

> FAQs
» Submittal Guidelines
» How-to Documents

B


http://www.phoenix.gov/pdd/SHAPE-PHX
http://www.phoenix.gov/pdd/SHAPE-PHX
http://www.phoenix.gov/pdd/SHAPE-PHX
https://shapephx.phoenix.gov/s/

PLANNING & DEVELOPMENT
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Shape PHX | City of Phoenix https://www.phoenix.gov/administration/departments/pdd/tools-resources/shape-phx.html

City of Phoenix official website MakeaPayment? Reportanissue® Public Records City Careers
@ City of Phoenix Search Phoenix.gov Q A% English © Mode SHAPE PHX Portal Homepage Overview
sk SHAPE
5
Residents v Businesses v Explore Phoenix City Administration v News Calendar v Y% .PHX

Contact us at:

How to Create a SHAPE PHX Account

R

> Administration > CityDepartments > PlanningandDevelopment >  ToolsandResources Shape PHX
SCT'O” Down

= Planning and Development
s ha pe P Hx Videos How to Apply and Submit a Zoning Application

Overview @ by CityofPhoenixAZ «?{-SPHAPE 1
+*

Site Development functions from anywhere. SHAPE PHX is a transformative project that replaces numerous “ SHAPE

Planning & Development Department applications with a consolidated, secure and % P H x
Residential Building

transparent application that supports Planning, Zoning, Historic Preservation, Plan Review,

Playlist - 15 videos - 5233 views

Planning and Zoning The SHAPE PHX customer portal is available 24/7 and allows users to perform multiple

vist e v mu portan i ([T

How to Apply and Submit a Permit Application

R

Contact us at:

Commercial and Multifamily Building Permitting and Inspections

Tools and Resources [ 6:12]

Where Do | Start?
PAnINg did 200
Visit SHAPE PHX < 2J «  Planning Hearing Officer
Shape PHX

How to Check Application Status

Site Development A SHAPE
? s Pre-Applications - GPA/Rezoning/Text Amendment ¥ PHX. AW‘:::L:','&:,,,”
Technical (TRT) Decuments: Residential Building . e et
Policies, Processes, « Rezoning @
Interpretations The followingare noway ~ Commercial and Multifamily Building T AR
- extAmendmen How to Share and Revoke Application Records
Maps « Single Family Resid  ToolsandResources . .
g y = Zoning Adjustments Jog SHAPE ——
" " - Where Do Start? X § ) i X . i - L . . 45 PHX. aepiication Record
-‘ Please note: Commercial permits, plan review and inspections (including all Building, Civil, Fire and Site Planning), Annual Cunbomer Portal Permissions
Shape PHX Facilities Program (AFP), and residential subdivisions as well as commercial and residential photovoltaic projects will m
Technical (TRT) Documents: continue to work through PDD Online mand ProjectDox @ programs. )
Policies, Processes, How to View Mark-ups

Interpretations

Maps
Codes and Ordinances

Submit Construction-Related Review SHAPE PHX Submittal Electronic Plan Review Submittal Watch Easy to Follow SHAPE PHX
Complaints Requirements Guidelines Instructions on YouTube

Temporary Assembly Permits

Appeals and Code Medification
Requests

Fees, Valuations and Assurances

i ?
Online Scheduling QueStlons'
n n H
g If you have technical questions or issues regarding the SHAPE PHX Portal, please email the SHAPE PHX Team at shapephx@phoenix.gov @. S H A P E P H X H t V - Y
Topies -2 et oW to ideos - YouTube
Registrationand Licensing If you have questions related to the application process or permit status, please visit our Contact Us page to communicate with our

Development Center staff.


https://www.phoenix.gov/administration/departments/pdd/tools-resources/shape-phx.html
https://www.youtube.com/playlist?list=PL22YB12L5NbSW3_Rl6OuuIDEONZhI61xe
https://www.youtube.com/playlist?list=PL22YB12L5NbSW3_Rl6OuuIDEONZhI61xe
https://www.youtube.com/playlist?list=PL22YB12L5NbSW3_Rl6OuuIDEONZhI61xe
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File Requirements File Name Examples and Resubmitted Files
Construction Plans:

» Construction_Plans_V1, resubmitted V2, V3
Supporting Documents: Required Self-
Certification forms, calculations, reports, and
certificates are to be consolidated into single
file, multi-sheet PDF and named according to

their content.
 Required Self-Certification Forms:

» Only PDF Files - All construction plan sets
are to be consolidated into a single file,
multi-sheet PDF

» All files must be unlocked and
unprotected, no digital signature
certifications allowed, and all layers must
be merged or flattened

 All construction plans must use TrueType . Self-Cert_Forms V1

fonts. « Struc_Calcs V1

« Recommended fonts include Arial, Times  Geotech Report V1
New Roman, Courier, and Helvetica. Reference Documents: Other documents that

« Supporting Documents are to be are included with submittal but do not need

consolidated into a single file, multi-sheet formal review or stamping

PDF, separated by content. (i.e IECC q Examples:

Reports, Geotechnical Reports, Special * Appr G&D_REF

Inspection Forms, Self-Certified Required « Appr_Site REF

Documents) « County Permit REF

* Email_From_Reviewer REF




Shape Phx — Start-Up

PLANNING & DEVELOPMENT

PRESERVE
SHAPE
BUILD®

T -PHX.
A APPLYFORPERMIT  APPLY FORNEW LICENSE REPORTANISSUE  REQUESTS MORE ~ Q  Ses

2.

Apply For New
Operating
Permit

Apply For Apply For New Apply For Code

Permit License Modification

Welcome to SHAPE PHX Portal FULL BALANCE

The new SHAPE PHX Portal

lanning and Development Department online services for the residents of City of Phoenix. Please see some Balance

nefpful information/igs for us

nt to your Permit He[pful Links

W WIth the related reference

t Fee Data (D)

Impact

.
Balance: 30.0

Submit Code

Enforcement
Complaint

SEARCH/PAY F..

PHXEN

Sign in with your email address

Sign in with your social account

1. Please be sure that you are logged into your account prior to applying for the permit.

There is limited access to all options when you are not signed in.

2. Click ‘Apply For Permit’ when you are ready to submit for your Residential project.

Submitting your SHAPE PHX permit | Planning and Development Department - YouTube



https://www.youtube.com/watch?v=9nktzcYIIhk
https://www.youtube.com/watch?v=9nktzcYIIhk
https://www.youtube.com/watch?v=9nktzcYIIhk
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Shape Phx - Uploa

f APPLYFORPERMIT ~ APPLYFORNEWLICENSE ~REPORTANISSUE ~ REQUESTS MORE v Q  Sea Balance: $0.00  SamBuilding  Logout . . . . . . " )
Your Application Progress Construction and Trades Residential Permit Application
Permit Application .
4 5 Appllcant App“cant Cancel Next
. .
Cancel Select Permit Type m —
Please select the Permit type that you want to create ; Do not use the back button at this time to modify application. If changes need to be made, a new application must be
started
Address
Applicant * Search Contacts Q
Contractor Search Accounts... Q
Permit Details
Pri 1 who is responsible for the work documented on the permit.
Registered Contractor Search Registered Contractors.. Q
—»3 : Project Details Arizon, pproves the contractor to perform the work docu
Select this permit type if your scope of work includes general residential construction,

Owner is Contractor

including custom homes, additions or remodels, Detached Structures, fence installation,
of miscellaneous repairs/replacements etc.

Construction and Trades For City Use Only

Residential S K I P

Select Your Work
Items

3. Choose the Permit Type
4. C||Ck INeXt’ Work Item Details
5. Complete 1-9 of the application process

Submit Documents

Confirmation

T < **To Discard Entire Application



Shape Phx - Upload

Your Application Progress

B Applicant

=,
&

ﬁ% Address

@ Permit Details
(&

o Project Details

For City Use Only

Select Your Work Items

Pian Submission Type

Construction and Trades Residential Permit Application
Project Details

I Do not use the back button at this time to modify application. If changes need to be made, a new application must be
started

Self Certified Professional - Electronic Plan Review

Save Progress & Exit

Self Certified Registration number [ scp-0d

I Q, Show more results for “scp-00"

=y SCP-00158
I Ryan Weed

SCP-00220
Andrew Ogas

SCP-00264

Pater No

ject Valuation §'§ SCP-00174
2 .

W

'y ScP-00387

W Jim smith

* Once you confirm all information
is complete, you will receive a
notification that the permit
application has been submitted with
the permit reference number.

Step 4 — Project Details

PLANNING & DEVELOPMENT

PRESERVE
SHAPE
BUILD@®

 Self Certified information is added
* Plan Submission Type = Self Certified Professional — Electronic Plan Review
» Self Certified Registration number — SCP-00###

scp-0d

Q_  Show more results for "scp-00"

‘_’ SCP-00158

@ Ryan Weed

‘_l SCP-00220

f APPLYFORPERMIT APPLYFORNEWLICENSE REPORTANISSUE  MORE v

Your Application Progress  Construction and Trades Residential Permit Application

Confirmation

o Applicant
o Address 102200301.
o Project Details

Your Permit Application has been submitted and is now being processed. Your reference number is CTR-

Select Your Work
Items

Balance: $0.00  Sam Building  Logout

Back To Home




Shape PHX - Plan Revisions

** Permit Work Type =
Revision to Approved Plan

** Building from Standard
Plan = No

** Parent Permit = Issued
CTR number

Your Application Progress

o Applicant
o Address
e Permit Details

Project Details
For City Use Only

Select Your Work
Items

Work Item Details
Submit Documents

Confirmation

Discard Application

Permit Details

Permit Type

Parent Permit

Parent Permit Numbe:

Standard Plan Options

Elevations

Construction and Trades Residential Permit Application

Construction and Trades Residential

Revision to Approved Plan

Residential

Single Family

Single Family

—None—

Save Progress & Exit

_Efj[_

Lll"l:'--

|

Iy

PLANNING & DEVELOPMENT

PRESERVE
SHAPE
BUILD®
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Shape PHX — Fee Payment

Payment can be made:

* Shape PHX Customer Portal (fastest route) ~ ~
 https://shapephx.phoenix.gov/s/ g

e Email
e payments.submittals@phoenix.gov

**Email should include: Plan review number, contact information, and
best time to call*™ **Do Not Provide any Card Information **

Phone
e 602-534-5934 l|ast call at 4PM


https://shapephx.phoenix.gov/s/
https://shapephx.phoenix.gov/s/
mailto:payments.submittals@phoenix.gov
mailto:payments.submittals@phoenix.gov
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Shape PHX — Fee Payment

@M APPLYFORPERMIT ~ APPLYFORNEWLICENSE ~REPORTAMNISSUE ~ REQUESTS  MORE v Q Balance: $581.00  Johy8

> Pending balance of all projects can be found on the
Apply For Code [  Submit Code homepage in two locations.

Modification AR

Cuimnplaint

Apply For New
Operating
Permit

Apply For New

License

Welcome to SHAPE PHX Portal FULL BALANCE  SEARC

sidents of Cily of Phoenix. P!

Balance

Click ‘Pay Now’ when you are ready to make a

. 145-10-023, PHOENIX
152200003

‘-\:IEZCCC“‘!?”E;“N PHOENIX $431.00 payme nt.

CONSTRUCTION AND TRADES — RESIDENTIAL

@ﬁ APPLY FOR PERMIT APPLY FOR NEW LICENSE REPORT AN ISSUE REQUESTS MORE ~ Q s Balance: $§581.00  John Buildir
Back
Y ill b directed t t to view total
ou wi € redirected to your cart to view totals.
your total balance due.

My Cart

You also have the option to remove a permit from My Summary
~ Civil Permit: CVR-152200003 (View Permit) f'lj[ljjm“ CVR $150.00
your cart if you are not ready to pay. | ¢ ®

Amount
Residential Driveway Permit $150.00 $431.00
Subtotal (1 item): $150.00

Ready to CO ntl n ue to payment? CI ick IProceed to + Construction and Trades Residential Permit: CTR-102200047 (View Permit) Remove o )
Checkout’

Residential Plan Review Fee $431.00

Subtotal (1 item): $431.00

How to make a payment in the Shape PHX portal | Planning and Development Department - YouTube Procead to Chacknut I



https://www.youtube.com/watch?v=2LaL0H6obaA
https://www.youtube.com/watch?v=2LaL0H6obaA
https://www.youtube.com/watch?v=2LaL0H6obaA

* You will have two options to pay online: Chase
S hape P HX - CreditCard Pay or Chase ACH Pay

Fee Payme nt * Once that is selected, you will then enter the card

information.

@ *N APPLYFORPERMIT ~ APPLY FORNEWLICENSE ~REPORTANISSUE ~ REQUESTS MORE v Q. Sear Balance: $247.00  SamBuilding Logo (l i

ity of Phoenix

I Review the Payment Total Amount here. Choose your payment methad, enter the details and click Pay Nowe.

Privacy Exit
$247.00
Make a Payment - permit
CHASE O Bold fields with * are required.
PAYMENT INFORMATION A
CONTACTUS
Cart Description®: Payment Reference:
& Share My Screen with a City Employes ‘ Cart #%: X-2022-05-06_02-53-32

PAYMENT DETAILS
Payment Amount*: Payment Date:

$247.00 May-06-2022

New Account®:
@ Credit/Debit Card

visa @2 B ==
Card Number*:

PLANNING & DEVELOPMENT

PRESERVE o
SHAPE e B
BUILD®




S * Once payment is processed, you will receive a confirmation
h a pe P HX — message which includes:

* Confirmation/Receipt number

F ee P ay m e nt * Additional confirmation notice to provided email

* Options to retrieve the receipt (View, Print, or E-mail)

Payment Confirmation

> WITIENT Nas Deen received Confirmation Number

R-0219105

An e-mail confirmation has been sent to samisbldgphx@gmail.com

View Receipt  Print Receipt  E-mail Receipt

Back To Home

Dan't see what you are looking for?

PLANMING & DEVELOPMENT

PRESERVE
SHAPE

CONTACT US

BUILD@®



AUDIT

Building Plans Audit Guidelines

Random Audit Guidelines

Automatic Audit Guidelines

= All projects not subject to automatic audit

Requires a structural peer review by a city-approved
structural peer reviewer

Requires electrical peer review by a city-approved
electrical peer reviewer for installation or modifications
to electrical systems that exceed 400 amperes or the
available fault current exceeds 22,000 amperes.

No audit fee assessed

Generally, a 10% chance of audit

Remodels — 25,000 sf and above!

Shell buildings — 25,000 sf and above’

New buildings — 10,000 sf and above’

All new E and | occupancies?

All new A occupancies with an occupant load of 300 or
more?

All medical marijuana facilities

All ambulatory care facilities

All standard plans

Mo structural or electrical peer review required

Audit fee is equal to half plan review fee per Planning &
Development Fee Schedule

! Aggregate area of all buildings

? New = new building, addition, change of occupancy or initial
tenant improvement

> |Inspections can still take place but if there are any corrections, these
changes must also be made on site.

» Final inspections cannot be scheduled nor the CofO/CofC be issued
until the audit is approved and provided to the inspector(s)

PLANNING & DEVELOPMENT

PRESERVE
SHAPE
BUILD®



Questions?
EPR Triage Team

Email: epr.support@phoenix.qov

Phone: 602-534-5933

PROJECTDOX/SHAPE PHX
SUPPORT and CIVIL INTAKE

Logan C. Wood

logan.wood@phoenix.gov
Principal Engineering Technician

Alma R. Quintana
alma.r.quintana@phoenix.gov
Chief Engineering
Technician

BUILDING INTAKE

Commercial

Veronica Gutierrez
veronica.gutierrez@phoenix.gov
Building Code Examiner
602-534-7890

Residential
Lilia L. Kollo

lilia.kollo@phoenix.gov
Construction Permit Spec |
602-534-7930

SITE PLANNING REVIEW
(Setbacks & Lot Coverage)

Pdd.siteplanning@phoenix.gov
602-534-6592

PLANNING & DEVELOPMENT

PRESERVE
SHAPE
BUILD@®



mailto:logan.wood@phoenix.gov
mailto:veronica.gutierrez@phoenix.gov
mailto:lilia.kollo@phoenix.gov
mailto:Pdd.siteplanning@phoenix.gov
mailto:alma.r.quintana@phoenix.gov

	Slide Number 1
	EPR Systems
	New EPR Systems
	Pre-Submittal Requirements
	Pre-Log Requirements
	Example of Sign-Offs
	Commercial/Civil Projects
	How to Get Started
	How to Documents - ProjectDox
	How to Get Started
	Online Application Example
	Online Application Example �Self Certification Number/Name update
	Online Application
	ProjectDox - Upload
	ProjectDox – Upload cont’d
	ProjectDox – How to Search
	ProjectDox – Task Tab
	Step-by-Step Instructions online
	ProjectDox – Tasks and Responsible Parties
	ProjectDox – Tasks and Responsible Parties cont’d
	ProjectDox – Fee Payment
	ProjectDox – Department Review
	ProjectDox – Final Fee Payment and Approved Plans
	EPR ProjectDox – Plan Revisions
	Key Points to Remember
	Slide Number 26
	Residential Projects
	How to Get Started
	How to Videos
	Shape Phx – File Requirements
	Shape Phx – Start-Up
	Shape Phx - Upload
	Shape Phx - Upload
	Shape PHX – Plan Revisions
	Shape PHX – Fee Payment
	Shape PHX – Fee Payment
	Shape PHX – Fee Payment
	Shape PHX – Fee Payment
	Slide Number 39
	Slide Number 40

