W‘E IDIAN,@ How to Use Citizen Access and ePlan Review

Welcome to Citizen Access and ePlan Review! Providing citizens, businesses, and visitors

Citizen Access
e Login into your existing account
or Register for an Account
e New Users, once registered, check
your email to activate your account

Create Permit

e  Click Building Services tab

e  Click Apply for a Permit

e Choose Permit Type

e Enter all required information

e Pay fees

You are temporarily finished in Citizen
Access & will login into ePlan Review.

For Mechanical, Electrical, and Plumbing permits, skip to step 6

access to services online, 24 hours a day, 7 days a week.

:> https://citizenportal.meridiancity.org/CitizenAccess/Default.aspx

m Address/Parcel VE"@ Building Services City Clerk Easement Planning Surety Water

Advanced Search

We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a

week.

Login

User Name or E-mail:

These online services are efficient and reduce processing time. We trust this will provide you with a new, higher level of

service that makes living and working in our community a more enjoyable experience.

Password:

To use all the services we provide, you must create a free user account. With an account, you will be able to submit for a
permit or application, pay fees, view and track information, and schedule inspections on line.

To use this convenience:

- you can pay with an eCheck for an extra $2.50,

- or you can pay with a credit card for an extra 3% + $1.00.

For questions involving Building Services permits, please call 208-887-2211.

For questions involving Planning applications, please call 208-884-5533.

@ [] Remember me on this computer

ePlan Review => https://eplanreview.meridiancity.org/ProjectDox/index.aspx

e  You will receive an email from ePlan Review for all your tasks - check your spam filters
e Install ProjectDox Components (one-time install— This is Browser Specific and may not

be required)

e Login into your existing account or Register for an Account

e  Click Task List, Accept Task, Complete Task - Scroll and click SUBMIT after each task

e Upload Plans to Drawing folder and Documents to Documents folder - all submittals
MUST meet the Standard Naming Convention in the Submittal Standards

e Click on View/Edit Changemark or Checklist Items to see Full report of Changemark/

Checklist items requested

*|f you have Corrections or Resubmittals this process will repeat until approved

e Once plans are approved, you will receive an email that fees are due
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https://eplanreview.meridiancity.org/ProjectDox/index.aspx
https://citizenportal.meridiancity.org/CitizenAccess/Default.aspx

Paying Fees

Login into and Click Building Services tab

Scroll and click Records - Find your Permit

Under Action click Pay Fees Due

Click checkout to pay fees

You will receive an email that Approved plans are
ready to Download and Print

Date Permit Number Permit Type

03/15/2019 New Single Family Residential

Project Name

Status

In Progress

&

You are temporarily finished in Citizen Access & will need

to login into ePlan Review.

ePlan Review
Login and Download Approved Plans from the Approved

folder

* Hard copies of Approved plans are required on site in order

for us to conduct inspections

Schedule an Inspection

Login and Click Building Services tab -- refer to Step 1 or 4

in this handout

Scroll down to General Search area

Enter permit number and click search

Click Record Info

From the drop-down menu, choose Inspections
Click Schedule or Request and Inspection
Select inspection type

Provide all required information

Click Finish

®©

* Reinspection fees will be applied if you are not ready for a
scheduled inspection

If you need additional assistance, please call 208-887-2211
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To add ProjectDox
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Permit R-NEW-2019-0406:
New Single Family Residential
Record Status: Inspection Phase

Record Info + Payments

Permit Details

Processing Status

Related Permits

Attachments

Inspections

Valuation Calculator

T

Community Development: 33 E. Broadway Ave., Suite 102, Meridian ID 83642

®

Inspections

To see the Inspector's Comments, do the follo'
- Click on "View Detail" next to the inspectic
- Click on "View Result Comments".
- If the inspector left a comment, it willbe v

All inspections shall be scheduled, cancelled, o
during the day. Specific times or "AM/PM" requ
AM/PM in your Additional Notes section. All ins

Please see updated}lnspection Process memo:

Residential Inspection Process

Upcoming

You have not added any inspections.




