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IPermits Registration
STEP 1: CREATE A LICENSED COMPANY PROFILE

NOTE:
e If you are not an engineer or master electrician, skip to Step 2 on page 7 to
create a non-licensed user profile.

e A company and its users must be registered for iPermits before an
application can be submitted. If your company is already registered, please
skip the iPermits registration process and go to page 8 to Step 1: CREATE
AN APPLICATION.

To create a licensed user company profile, the applicant must complete an
iPermits Acknowledgement form and submit it either in person or via email to:

hpcelectricalsection@houstontx.gov — Electrical license
Engineer licenses contact 832.394.8850

The form must be notarized if submitting via email. All fields are required unless
otherwise noted.

Once the application is processed, you will receive an email from the City of Houston
with instructions to create the profile.

Welcome to iPermits.
i Please enter your user name and

password. Then press the submit To create an
button iPermits login
account,

Please note: The user password is case sensitive .
please click on
User Name: ( ] Password: [ Enter your password @) Fl rst TI me

Submit login request User

Alternate User Actions

I First Time User? Click here to Register I

Forgot your User Name or Password? Click here
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https://edocs.publicworks.houstontx.gov/division-files/planning-and-development-services-division/enforcement/sign-administration/4934-sign-administration-ipermits-acknowledgement-form.html
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IPermits Registration
STEP 2: CREATE A USER PROFILE

Please help us identify the appropriate user registration Please answer the
process. following questions to
create an iPermits account.

Are you associated with an electrical, plumbing, mechanical, fire alarm, fire line,
sign, or sprinlker trade contractor?

OYes QNo

Are you associated with a Texas state licensed engineering firm?

OYes ©No

Do you have a City of Houston iPermits advanced payment account?

QOYes QNo

Press Submit to begin the 'Non-License related’ or Homeowner user registration
process.

T an Licancad Llear . . . .
Create a User PrOfIIe For a NDocumlentwasIastsaved:lJulslnov\.f or FIII OUt the requlred |nf0rmat|0n tO

Homeowner create a user profile for a Non-

Licensed User.
Please read the following information before proceeding

+ Fields marked with “** are required.
* Once the user profile is created, your User ID and Password will be sent to the email
address provided below.

User Information

Email Address:* ( )
Email Confirmation:* ( )
Password:* Confirm:*

Individual Name

First Name: Middle: (Middle.. ) Last: [ Last Name )

Customer/Contractor/User State Issued Identification
Information

Identification Number:* [ ) State: [ TEXAS v)

Note: This is normally the user's State issued driver's license number

Mailing Address
Address Type:* (O PO Box QO Street
No.* Fraction*® Dir.* Street Name*
( ) v] ( v] [ )
Type* Dir.* Unit Id* Unit#*
( v) [ v | v] )
City State Zip Code Zip Plus

( I I I )
Phone Number:* ('} FaxNumber: (]

Company Name: | ]

| Submit Add I
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

Contra

iPermits

ctor Menu

iPermits Online Service Menu

Project / Permit Applications

Select the desired Customer /

I { Building Permit Applications ]

License No.

Office of the City Engineer Plan Review
Application

{ Utility Capacity Reservation Application ]

Project inquiry - based on a project
no.

[ Schedule Inspection ]

Check the Status of Plan Review or Inspection
Report on a Project

[ - Use this entry for sales-... ¥ ]

Review your recent shopping cart entries

Purchase a trade permit

cart

Annual Invoice Statements/Bills

Make an Advance Payment Account Deposit

[ Pay for a Houston Permitting Center shopping }

User Profile ¥

Logout I"

BCE - Project Application Review

Begin a new application

This page allows you to view Electronic Plan Review applications that are attached to your user profile.

Select the date range that you would like to search. If no date range is selected the search will default to the last year's activity.

6/29/2022 = 6/29/2023 B

nclude Inactive Projects Include Finaled Projects

(]

Include Voided D

Refresh List

Existing Applications

Application No Date
00271301 06/22/2023
06/22/2023 Commercial

00271299

Application Type

One-Stop Residential

Owner Name

TEST FOR PROJECTDOX 9.2

UPGRADE

TEST FOR PROJECTDOX 9.2
UPGRADE

Street Address

911 WASHINGTON AVE # 9.2PD

Plan review is incomplete

911 WASHINGTON AVE # 9.2PD

Plan review is incomplete

Sul

SOLAR PANEL V 9.2

Log into your iPermits
Portal account.

Under the iPermits
Online Service Menu,
click on Building
Permit Application
button.

To submit a new
application, click on
the Begin New
Application button.
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

Building Applications

Click the button to Toggle the dropdown menus.

[ |

Click on Residential
Applications.

Building Applications

Click the button to Toggle the dropdown menus.

Commercial Applications

Residential Applications

New Single Family Homes or New Duplex Homes
I Residential Addition/Remodel/Other Building Permit Application I

Minor Residential Repairs per Spec List

Piers & Bulkheads

Fire Alarm

Sprinkler

New Residential Model Home Repeat

Plan Revision Application for an Existing ILMS Project

Deferred Submittal Application for an Existing ILMS Project

— o oo e Je e

Complete Building Demalition

Click the Residential
Addition/Remodel/Oth
er Residential
Building Permit
Application button.

SOLAR PANEL V 9.2 7
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

Residential One-Stop Building Project Application - Address Search
ADDRESS SEARCH OR ASSIGNMENT Complete the street

number, abbreviated as

All Building permit applications will be associated with a specific address. Using the below search feature, enter the physical address of where
9 permit ape pectlc ace ° P Street No, and Street
the work will be performed.
Name fields. Then click
For address related assistance please email hpcaddressing.team@houstontx.gov or call 832.394.8899. During the application process you will
also be offered the opportunity to submit the application. the Searc h fo r Ad d ress

button.

Note:
Do not enter street directions, (e.g., N., S., W, etc))
Do not enter street types (e.g., Rd., Dr, etc)

Do not enter street
Number () steetName () directions (e.g. N, S, E,

W) nor street types (e.qg.
Dr., Rd., Ave., etc.) into

the address search.

If your street name does not appear on the list, contact the City of Houston Addressing
team via email at Hpcaddressing.team@houstontx.gov for assistance.

If your Street Name does not appear on the list, contact the City of Houston HPC-Addressing at 832-394-8899 or hpcaddressing.team@houstontx.gov for assistance.

Qualified Street Names

Click on the correct

Address street name from the
I wasHToN Ave | generated list to
continue.

The needed street name is not listed.
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

From the generated list, click on the correct street number to continue.

If the street number is not listed, click on the button The needed property address is not
listed and contact the Addressing section at Hpcaddressing.team@Houstontx.gov for
assistance.

Click on the Back button to return to the list of qualified addresses.

Residential One-Stop Building Project Application - Address Search

Your Property Address inquiry has qualified the following Addresses. Click on the appropriate Address.

Suite, Floor, Building Number Not Listed:

If your exact address (including the Space) does not appear in the list, click one that matches your Street Number.

Street Number Not Listed:

If your Street Number does not appear in the list, contact the City of Houston.

Qualified Addresses

Address Name on situs
902 WASHINGTON AVE 77002 AMTRAK(NATIONAL RAILROAD PASSENGER CORP ) =
908 1/2 WASHINGTON AVE 77002
909 WASHINGTON AVE SWA 77002 STORM WATER, APPLICATION
910 WASHINGTON AVE UNIT 77002 Erad
910 WASHINGTON AVE UNIT 0319 77002 *PROJECTDOX MARCH PRODUCTION TEST MARCH 201
] » .

The needed street name is not listed. I

Search address on map

SOLAR PANEL V 9.2 9 Fall 2024
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

B Choose the County in which the project is located.

Note: if other parts of the project address are changed, the address verification process is
triggered.

B Describe the proposed development under the Project Information.

B Include “Solar Panel” in the description box.

e

Application list

One-Stop Residential Building Permit Application - Page 1 of 2

Instructions

Complete this page in its entirety and click the Save & Continue button to proceed to page 2 of the application.
Please note an Unsworn (deed restriction) Declaration must also be submitted as part of the Building Permit
Application package.

Applications without the declaration will not be processed.

For Address Assistance, please contact the Addressing Team or phone 832-394-8899.
For General Inquiries, please contact Commercial Plan Review or phone 832-394-8810.

Application

Owner, Tenant, or Business Name

Entity Name Type: (O Individual @ Corporation or Firm
Corporation or Firm Name

[ **TEST PROJECT ]

Project Address

No. Fraction Dir. Street Name Type Dir. Unit Id Unit#
(v ) (2 ¥) [ v) [(WASHINGTON ] ((AVENUE v ) ) )
City Zip Code * Zip Plus County *

( ] (77002 ) (o000 ) [ Please Select v]
Key Map * # of Stories *

( ) )

Complete the following fields for new construction only.

Subdivision* Block/Lot* Tract*

( ) ) )

Project Information

Describe the proposed development * Is this building application new construction related or
Describe the proposed development does the job scope increase the building's square
footage in any way?
28 Yes() NoQ

SOLAR PANEL V 9.2 10 Fall 2024



Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

Choose the Type of Structure.

Select Solar Panel Installation under Scope of Project.

If SolarApp+ Instillation indicate yes and provide SolarApp+ project information.

Once all required fields are completed, click the Save & Continue button to go to the

next page.

Structure Type & Project Scope*

Structure Type

[ Single-Family Residence v ]

Project Scope

[ Solar Panel Installati v ]

Is the project a qualifying SolarApp+ installation on an existing structure?
Please indicate (Yes () or No ()

Applicant Name & Address Information

Last/First/Middle
?ﬂty Name Type: @ Individual () Corporation or Firm

Last First Middle
((ILMS-PROJECTDOX ] (PROJECTD ] (IPERMITS
Address

Street # Fraction Pre-Dir Street Name

(‘1002 J v) ¥ ) [(WASHINGTON

Type Space

((AVENUE v )

City State: Zip Code Zip Plus Phone:*
((HousToN )| (77002 ] (o000 ] ((832)394-9011 )
Phone: Email *

[ ) - ] [ ken.porter@houstontx.gov ]

Relationship to project

[ Please Select v ]

Owner Name & Address Information

Please note: Owner Information must be provided unless you indicate that the applicant is the owner.
Last/First/Middle
Entity Name Type: @ Individual (O Corporation or Firm

Last First Middle

[ Last Name ] [ First Name ] [ Middle Name
Address

Street # Fraction Pre-Dir Street Name

( ] ) [ )

Type Space

( v] )

City State: Zip Code Zip Plus Phone:
( ) (o ] ) (O -
Contact: Phone: Email

( ) - )

SOLAR PANEL V 9.2 11
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Application Process

RESIDENTIAL BUILDING PERMIT APPLICATION

Enter the required information on Page 2. Once complete, click the Save & Continue button
located at the bottom of the page.

G 0

Application list Application Page 1 Application Page 2 Document Attz

One-Stop Residential Building Permit Application - Page 2 of 2

Please read the following information before proceeding

+ Fields marked with “** are required.
* Submittal of false information will result in invalidation of the application.

Application

Application Number: 00272653 Date: 06/29/2023
Project Address: (971 1/2 WASHINGTON AVE ]
Project Scope: Solar Panel, Single Family Residential Al
Present Occupancy: [ R-3 Residential, Single Family Residence or Duplex v

Proposed Occupancy: (_________ +]
Construction Type: [ Material Type V v)
Fire Rating: (B Fire Rating ¥)

Describe the proposed | SOLAR PANEL TEST

development *:

MDI Project MDI Registration No Certificate Requested Green Building Type
() Yes(O) No [ ) O /e None () No () Leed (1) GBI ()
GHBA

Enter the required Square footage Values

New or Added: | N/A ) (5g.Ft)

Remodled or Altered: (] (Sq.Ft)
Total Work Area: [ ) (SqFt)

Project Manager Name & Address Information

Last/First/Middle
Enter or Copy One of the Following to the Project Manager Information. () Applicant () Owner
Entity Name Type: @ Individual (O Corporation or Firm

Last First Middle

((Last Name ) (First Name ) (Middic Name

Address

Street # Fraction Pre-Dir Street Name

( ) (

“
<

Type Space
( )] ( )

City: State:  Zip Code: Zip Plus: Phone*:

[ [ ) ) (O -—)

Phone: Contact:* Email *:

- ) C )

General Contractor Name & Address Information

Last/First/Middle

Enter or Copy One of the Following to the General Contractor Information. (O Applicant () Owner
(O Project Manager

Entity Name Type: © Individual (O Corporation or Firm

Last First Middle

((Last Name ] [[First Name ) ((Middle Name
Address

Street # Fraction Pre-Dir Street Name

( ) v) | v)

Type Space

( ¥) ( )

City: State: Zip Code: Zip Plus: Phone:
( ] ( ) ) - )
Phone: Contact: Email:

([ ) )

SOLAR PANEL V 9.2
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Application Process
RESIDENTIAL BUILDING PERMIT APPLICATION

() &} 0 Please upload the
Application list Application Page 1 Application Page 2 Document Attached Generate PDF DeC | arati 0 n FO r m here .

Select the appropriate declaration button based on Property Ownership of your application, complete the document, and
upload it to this page

Individual Owned Declaration of support Business Entity Owned Declaration of support

When preparing the declaration of support document please ensure that you include Application No: 00272653

Attach Documents / Finalize Application DO NOT UPLOAD
BUILDING PLANS ON
Project Application Information THIS PAGE.

Application No: 00272653 R1 SR PU

Upload Additional Documents
Required Attachments Include . . .
« Declaration in support of application for City of Houston building permit C“Ck the FI n al 1ze

Application button to
This page is for application related information; Please do not upload building plans or .
cons:'uition docEr:ent: t ‘ - °F Create a proJeCt nu mber-

Please Note:

PDF is the City's preferred file format but we also accept the various Microsoft office file formats (DOC, DOCX, PPT,
PPTX, XLS, XLSX) as well as GIF, JPG, PNG, JPEG, TIFF, TXT AND ZIP files.

Select files... Drop files here to upload

Note: Uploading documents does not finalize the application

Create Supplemental Applications or Sub_Projects for Multiple Tenants or Projects

If your project contains multiple buildings, multiple tenant spaces, multiple sites, multiple addresses, or multiple
structures, then additional applications are required. Click below to create the applications for Sub-Applications or
Projects. Please include an accurate valuation for the exact scope of work identified on each separate application.

Application Status

turn to the second pa finalize Application

SOLAR PANEL V 9.2 13 Fall 2024



Pay the Fees

CRECIT CARD OR E-CHECK

iPermits Shopping Cart Maintenance

Sales Order Payment Selection

Shopping Cart No:

03240071

Created:

06/27/2023

Create a New ILMS Shopping Cart

Return to Shopping Cart List Maintenance

The following Sales Order(s) are pending paymen
Check the selection box of the ones that you wish "
pay at this time.

Select Sales Orders for Payment

Sales Order Type Date Holds Appvd Customer / Cantrac'tol of Record (Permit Upd?1
emailed to) Requir
03532221 Plan Review Deposit 27-JUN-2023 No Holds

911 WASHINGTON AVE # 9.2PD

Recalculate

View the payment transmittal
Charge This to My APA Account

redit Card or Electronic Check

ILMS Shopping Cart Online Payment Processing

Payment Selection

Return to Shopping Cart Maintenance

Shopping Cart No:

Created: We need to collect the following data before your
payment can be processed. Please enter the appropriate
Payment payer name and address. Depending on the type of
Processed: purchase, this data will be printed on the City issued
:] permit documents. Consequently, data accuracy is
[:] important.
CC Holder Type: @Q Individual () Corporation or Firm
Last Name First Name Middle Name
(ILMS-PROJECTDOX ) (PROJECTD ) (IPERMITS )
Billing Address:
House # Fraction Pre-Dir Street Name
(1002 ] ) v)  ((WASHINGTON )
Type Space
(AVENUE v) )
Billing Zip Code:
Ecode Zip plus
(77002 ] (L0000 )

Shopping Cart Amount Due | $189.84

Update Payer Information

Continue the Credit Card/Electronic Check Payment Process

Please Note: Electronic Check payments cannot be submitted after 8:30 PM.

SOLAR PANEL V 9.2 14

On the Shopping Cart
Maintenance screen,
check the box of
permit(s) to be paid. Then
click the Make Online
Payment via Credit
Card or Electronic
Check button. You will be
taken to Chase website
to complete the online
payment.

If application needs to be
updated, select sales
order number and click
“Delete This Sales
Order.”

Enter the payer
information and click on
the Continue the Credit
Card/Electronic Check
Payment Process button.

You will be transferred to
the J.P Morgan payment
website to complete
transaction.
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ProjectDox Set Up

NEW USER ACCOUNT

De: <DoNotReplyHOTXP @avolvecloud.com>
Date: jue, 29 de jun. de 2023 9:58 a. m.
Subject: Welcome to Online Submission

To:

Welcome to Online Submission!
Before gaining access, you must confirm your account.
TIP: Set New Password Now

Your verification code will expire quickly. If it has expired, you can
click on Login and request another to be sent by email.

Your login: g @gmail.com
Verification code: 5567F3 good until 6/29/2023 1:58:53 PM

To set a new password, please click on "Login" below
“ To confirm account and set your password

Please do not reply to this email.

Once the plan review deposit has been paid, an
invitation (see above) will be sent to the
applicant to upload plans into ProjectDox®. For

new users, the invitation will contain a temporary
password. Subsequent invitations will not contain

a password.

First time users should note:

ProjectDox® uses pop-up windows.
Configure your browser’s pop-up blocker
to allow for pop-ups for the ProjectDox®
site. If you log in but no ProjectDox®
window appears, a pop- up blocker is
likely still installed.

Solar Panel V 9.2

Click on the Install ProjectDox®
Components link on the login page for easy
downloading and installation of ActiveX
controls

The login page also has a link for adding a
desktop shortcut to the ProjectDox® site, and a
link for adding it to your favorites.

Depending upon your organization’s security
settings, a network administrator or IT
department may need to complete the steps
required for system set up.

Fall 2024



Navigation Basics
NEW USER ACCOUNT

@t From the invitation, click on the Login to ProjectDox®
ReComa 1 e S link or Project Access link to open the login page using
e s e e T your default web browser. You can also type or paste
Pagat : . the ProjectDox® URL into another web browser.

Login

og o Enter your email address and verification code and click
the Login button. (The password is case sensitive.)

HOUSTON
PUBLIC WORKS
Hauston Permitting Cente

@ Home X Profile

My Profile @ You will be taken to your User
Profile, where you must complete the

required yellow felds:

In order to start your application request, please verify your profile information

Change your password
Create a security question
and answer

To be able to save changes in your Personal Information you must provide your Current Password

First Name *
Last Name - Contact information
Email * . .
ehone - ) Click the Save button to continue

onto the home page.

The Phone field is required in XXX-X00CXXXX format
Additional Phone X

| Have a Company * O Yes O No

Address 1"
The Address 1 fleld is required
Address 2
Country = (Mot Specified v
The Country field is required
Province/State = v
City *

The City field is reguired

Postal Code/Zip Code *
The Postal CodesZip Code field is required

Current Password *

Save Cancel

Login into ProjectDox® a second time (and every time after that); you will use the permanent
password that you entered in your Profile page.

If you ever forget your password, click on the Forgot Your Password? link. You input
email address and a verification code will be emailed.

Solar Panel V 9.2 16 Fall 2024



Navigation Basics

HOUSTON
PUBLIC WORKS
Houston Permitting Cente

& Profile
| Logout

ProjectDox Dashboard July 14, 2023

My Projects 9
PROJECT NESCRIPTION LOCATION STATUS TASKS (1)

23064214 HARRIS First Submission Pending Open Applicant Upload

1-1 of 1 records

View All Projects

Once projectdox user profile has been updated the applicant will be direct to the
ProjectDox dashboard screen. All projects affiliated with the projectdox account will be
displayed. To continue to the projectdox home screen select the desired project
number.

Solar Panel V 9.2 17 Fall 2024



Navigation Basics
HOME PAGE LAYOUT

Onousron
PUBLIC W_ORllcime'
Home Q Project: | Enter project name F X Logout e

Standard Task List WI

Refresh  Save Settings All || Recent Showrecmds

ACTION PROJECT LOCATION DESCRIPTION OWNER STATUS CREATE DATE

':D @ ﬁ 23008203 TEST Commercial Building First Submission Pending 5/16/23 233 PM

C?) @ ﬁ 23008202 FT BEND TEST OCE #10 Office of City Engineer First Submission Pending 5/15/23 433 PM

‘::‘/) @ ﬁ 23008201 TEST OCE #8 Office of City Engineer First Submission Pending 5/15/23 428 PM

':L’/) @ ﬁ 23008198 Houston - Cycle #2 Commercial Building In Review 5/15/23 4:03 PM
The ProjectDox® home page is divided into The Tasks section of the home page is
two main sections. The Projects section is All your Active Task List, which displays all
Projects List, which displays basic your outstanding tasks on projects for
information about every project you have which you are the main applicant. The
been invited into as a main applicant and as Active Task List can be sorted by clicking
a project member. on the column header. Both the Projects

List and Task List are set to display a
limited number of entries at a time. Use

The most recently accessed projects are these buttons

listed, with the most recent at the top. Select
the All button to view a list of all your
projects.

The Projects List can be sorted by clicking
on the header of the column. You can search
for words contained in these columns
through the Press Enter to Search field.

Solar Panel V 9.2 18 Fall 2024



Navigation Basics
HOME PAGE TOOLBAR

HOUSTON
PUBLIC WORKS
Hauston Permitting Center
I Home I Q IPI’OjeCt: Enter project name I All Tasks E Logout e

Standard Task List Tasks Projects

Your primary navigation buttons are located in the upper right corner of the home page.

» The Home button will take you back to the home page.
= The Profile button will take you to your User Profile, where you can edit your personal information or
change your password.
The Search button allows you to search for a project based on the key information entered in the Project
Info Page, or it allows you to search for keywords within a project.

The Help button takes you to the ProjectDox® Help site. Use the index or search functions to find
instructions on specific aspects of ProjectDox®

= The Logout button logs you out of ProjectDox®.

The All Tasks button shows any tasks requiring action from the applicant in a separate pop-

up window. From the Home screen on the
Projects tab, you can view your
projects and perform the following
actions
/ View Pending Tasks
) Project Status
0 HOUSTON Project Reports
Houston Permiting Center ® Project Info
Home | Q| Prect e ™ View Uploaded files (Files
can also be uploaded through
Standard Task List '3:1'.: this screen)
All || Recent Showrecards

Refresh  Save Settings
ACTION PROJECT LOCATION DESCRIPTION OWNER STATUS CREATE DATE
v v v v Y v |
TEST Commercial Building First Submission Pending  5/16/23 2:33 PM

Fall 2024
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Standards
FILE TYPES AND BORDERS

Prior to upload, ensure that all files comply with the following standards. Failure to meet
the City’s standards may delay your review.

REQUIRED FILES
e A fully completed commercial application for plan review
e Pre-requisite check list must be included with the application

FILE TYPE STANDARDS
e DOC, DOCX, and PDF files are accepted for calculations, reports, and other
supporting documentation (i.e. non-drawing files)
¢ Flat Files recommended (no layer). Vector PDF and JPEG files will be acceptable for
drawings.

BORDER STANDARDS
e 17 clear border with a 4 %" title block
e Reserve 2 2" W X 3 2" H area on the upper right corner of the drawing (as shown
below) for the approval stamp.
e The City of Houston requires that plans be uploaded in an approved format, to scale,
with a minimum output dimension of 24” x 36”.

MARKUP NAME AND COLOR STANDARDS

Standard markup names and colors will be used for each reviewing discipline for easy
identification. A markup can have more than one changemark. Changemarks are created to
quickly identify a markup and associated comments.

-
er
M
W
o
0
e
Drawings should be uploaded in landscape mode.
Solar Panel V 9.2 Fall 2024
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Upload Your Files

FIRST SUBMISSION

From the projectdox Dashboard or from the home

screen select the project number.

HOUSTON
PUBLIC WORKS
Mouston Permiteg Cente

X Protile
| Logout
ProjectDox Dashboard July 14, 2023
-
My Projects i
PROJECT NESORIDTION LOCATION STATUS TASKS (1)
23064214 HARRIS First Submission Pending Open  Applicant Upload
1 -1 of 1 records E
View All Projects
HOUSTON
PUBLIC WORKS
Farualinn Pee oty Conter
Home Q Project Enter project name Al Tasks &  Logowt o
Projects
e yve e Al Recent Show| 28 v |records
ACTION PROJECT LOCATION DESCRIPTION OWNER STATUS CREATE DATE
IE [+ [ oice [r ¥ snsno2s
Howston - Cycle 22 m In Reveew 515723 403 PM

Solar Panel V 9.2
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Upload Your Files

FIRST SUBMISSION

HOUSTON
PUBLIC WORKS
Housten Prernitting Contar

ask Files Statu nfo Reports 24052792: O
Fefresh
I Upload Files I & 4 &
FILE MAI
Cover Sheet (1 - 0 New)
. v
P Documents
¥ B Drawings
Drawings for Reference Only
Reviewer Attachments
Approved
Quick Review
Solar Panel V 9.2 24

Under the Files Tab
are the folders
where documents
and/or drawings are
uploaded.

The Documents &
Drawings folders
can be expanded by
selecting the arrow.

To upload select the
appropriate folder
and then select
Upload files.
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Upload Your Files

FIRST SUBMISSION

HOUSTON P
@:::::Ee,‘m;‘cim e By default, up to 200 files or
Folder: 23008192\Drawings for Reference Only 1OGB’ whichever comes first
rdragfuesmmmm. Surt Upload can be uploaded at the same
time.

Click Browse for Files or Drag
files into the Upload window.

Once all files have been
selected or dragged, Click Start
Upload.

To upload files into a different
folder, repeat the process until
all drawings and documents are
uploaded into their respective
fles sre new uplosds folders.

Blue files are new version uploads
Red files appear to be same as previously uploaded (will likely be discarded)

HOUSTON
PUBLIC WORKS Close Window
Houston Permitting Center

Folder: 23008192\Drawings for Reference Only
Browse For Files | or drag files into this area. Start Upload
E 0B/T0.39KE X

0 of 1 uploaded Hide Details

0OB/70.39KB

Select your files to upload to this folde:  Watch video

Select Files to Upload View Folders

- Drawings (2 - 2 New)
B 22086980-survey.pdf i

B 23006153- A.00T.pef i

Solar Panel V 9.2 25 Fall 2024



Upload Your Files

FIRST SUBMISSION

HOUSTON
PUBLIC WORKS
Houston Permitting Center

Home Q Project: |Enter project name All Tasks 5
ks Files Statu o Reports Discuss Reviews 23008197: Houston - Cycle #1 Main Contact: PROJECTDOX ILM
Refresh
Upload Files A0 BEEy Mg [R | B 10 files (1 selected)
FILE NAME STATUS REVIEWED
Cover Sheet (1 - 0 New)
I ; v
= Documents
v IQ) Coversheet_Revised.pdf I,,Q

Drawings (4 - 4 New)
Drawings for Reference Only
Reviewer Attachments
Approved

Quick Review

Once files are uploaded into a folder, the
files will be visible. Next to each file is the file
name, upload date and time, file size, and
name of the user who uploaded that file.

If a file is uploaded into the wrong folder,
select the check box next to the file name
and then select the delete icon.

Individuals invited into a project will not
have this ability and should contact the
main applicant to delete files.

To upload files into another folder, click on
the folder. Repeat the process until all
drawings and documents are uploaded into
their respective folder.

Reports  Discuss  Reviews 23008197: Houstan - Cycle 1
@0 By My [+ 10f 1 files (1 select
FILE NAME
I ~

v @ Coversheet_Revised.pdf
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Completing the Submittal

APPLICANT UPLOAD

After uploading files, the project now needs to be submitted for review. Go
to the Tasks tab and under action select Accept. The Applicant upload e-

form will open in another window.

HOUSTON
PUBLIC WORKS
Houston Permitting Center

Proceed to Step 2 of 3

If you are ready to submit select
the checkbox that confirms you
have uploaded all required

ok | Files  Stitus  Jnfo  Reports S DA drawings and/or documents.

el ReEassy Step 3 0of 3

AETION U e GR.. ST.. Select the submit button. By
I [v [v [v selecting the project will now be in

R 23064214 Applicant
Upioad

review. Please note once
submitted no additional files can
be uploaded.

Pending

@
Selection is reguired

. | have uploaded all required drawings and/or documents.

Check all to confirm you have completed this task and are now ready to submit

Click the "Submit” button below to complete your task

Submit

Complete Later
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Completing the Submittal

APPLICANT UPLOAD

Through the eForm, the main applicant can invite individuals into the project.
Enter the individual's name and email address and then click on the Invite user.
An email will be sent to the user to create an account.

Invited users will have the ability to upload and view files, but cannot complete a
task (i.e., no access to the eForm). Invited project members will also receive the
same email notification that the main applicant receives as the project moves

through the workflow.

1}

Select the destination folder to upload your files:  Watch video

Select arrow next to folder to expand folder list.

Cover Sheet (1 - 0 Mew)

» [ Documents

v I Drawings (2 - 2 New)
Drawings for Reference Only

Reviewer Attachments

ProjectFlow
mmm 0 I've
Task Information Permit Info HOLD Data Resources nvite User
Project Name: 23008192
Project Description: TEST 8.2
Workflow: Commercial-Residential Workflow 2
Task Due Date: 6/12/23 238 PM
Select and upload your drawing and supporting document fil
Task Information Permit Info HOLD Data Resources Invite User

@
Invite to Group: |Owner_Agent_Contractors ~
First Name: |
Last Name: |

Applicant Email: |

Invite User

Approved

Quick Review

Selection is required.

[ I have uploaded all required drawings and/or documents.

Check all te confirm you have completed this task and are now ready to submit

Complete Later
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Pre-Screen Review
PROCESS OVERVIEW

During the pre-screen review, the uploaded If items are missing or corrections are
files will be reviewed for completeness and required, a Corrections Complete task

compliance with the standards. notification will be emailed to you with
instructions on how to resubmit to fix the

If you have met the submittal requirements, Issues.
you will receive a Prescreen Approved
email and your submittal is ready for the The review coordinator can provide
formal review process. The City’s Review information about the submittal issues or
Coordinator (RC) group will assign the add comments to the check list and can
formal review to all required disciplines and also attach supporting documents for you
departments. to review.

HOUSTON

e g o

PreScreen Correction Resubmit Request Task Assignment

Attention

Your plan review submission for Project: 22053815 has not met the minimum requirements for acceptance. You may review correction comments and
requirements by accessing the ProjectDox site.

When corrected plans and/or documents are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-submittal.

Please be advised when re-submitting plans and/or documents:

* All corrections must be uploaded using the same file names as the original submittal
* Once corrections have been uploaded for review, no additional submissions will be accepted unless requested
* Please make corrections within 180 days of this notice to prevent your application from expiring.

Project: 22053815
Description: INSTALL STAND-BY GENERATOR
Task: Prescreen Resubmit

Project Access | Login to ProjectDox
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Review of Plans
PROCESS OVERVIEW

The following steps outline how to review the comments, submit corrections, and
complete the assigned Prescreen Resubmit Task:
1. Log in to ProjectDox®.
2. From the Home page select project number
3. Click on Review Tab:
a) Applicants may review provided comments and provide responses as required.
b) Ensure that responses have been provided in applicant response column

@ HOUSTON
PUBLIC WORKS
Houston Permittiag Center

Home Q Project: | Enter project name All Tasks 2 Logout o
Reviews 24053124: 106 SF WATER KIOSK REPLACEMENT 21 1BC Main Contac
Dept: ‘ Show Al V| Status: | Show All v | Response: | Show All V‘ Search: | Enter ke
Type: ‘ Show All v | Cycle: | Show All v Time: | Show All V‘

fa B
H7 (0 selected) Please enter your responses @

Ref# 1 Permit Tech Ashley Harris 6/7/24 9:05 AM
Letters of Availability- Sewer and water letters are required for new construction, change in
Unresolved ;
occupancy, and/or an increase or decrease of capacity for any new or existing development
""""" WATER RECEIPTS ARE NOT ACCEPTABLE. PLEASE INCLUDE LETTERS ONLY FOR
REVIE

Comiment For more information on Letters of Availability please contact the Impact fee Administration at
Phone: 832.394.8888
Email: wertechs@houstontx.gov
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Review of Plans
APPLICANT RESUBMIT TASK

HOUSTON
PUBLIC WORKS
Houston Parmitting Canter

Tasks Status fo Reports Reviews 24053124:
Refresh
Upload Files @ g B
FILE NA
Cover Sheet (1 - 0 New)
I v c-
¥ L Documents @
» I Drawings Severs
Drawings for Reference Only (1 - 0 New)

Reviewer Attachments

Approved

Quick Review

Once ready to resubmit
corrected drawings and/or
documents go to the files tab.
Select the appropriate folder and
begin to upload files.

Once files are uploaded the
prescreen Resubmit task will
need to be accepted. Once
accepted this will open the E-
form window. From the e-form
proceed to steps 3 & 4 to submit.

(2]

Response has been provided for all comments and files have been uploaded (if requested)

Click the "Submit” button below to complete your task

Check all to confirm you have completed this task and are now ready to submit

Save for Later
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Download and Print

APPROVED PLAN SET

After final payment is made, you will receive an email indicating that you may access your approved drawings
and documents. You may do so through the email notification or from your Projectdox account (see below.)

Project

Hello PS,
Congratulations, your approved plans are ready for download

To download your approved files, click on "Download™ below. You
will be redirected to your Project portal and you will enter your

you to select a location on your local computer to download and
save your approved plans.

To access your approved plans
I“"“'nd for BLD-1234 : Corner Shop

Please do not reply to this email.

To Download your Approved Plans. Click
on your ™7 Files icon.

HOUSTON
PUBLIC WORKS
Houston Permitting Center

Standard Task List ~ Tasks Projects

Home Q Project: | 22000121 All Tasks || All R

Refresh  Save Settings

All || Recent | Archivi

ACTION PROJECT LOCATION DESCRIPTION OWNER STATUS
¥ 22000121 v [ [ v
1.11.23 START TO FINISH
200012 Commercial Building ~ Approve
22000121 HARRIS COMM MVG ommercial Building pproved Q

To download the entire folder, select the box at the top of the thumbnails.
When your selection is complete, click on the download icon.

A single zip file will be created. Click the Download Zip file button to continue. Select Save or Save As

in the pop-up window.

HOUSTON
PUBLIC WORKS
Houstan Permitting Center

Download Files x

Home

Files retrieaved from: 2200012 1\Approved

» [l Documents |

% Drawings (400 - 0 New)
Drawings for Reference Only

Reviewer Attachments

Approved (1265 - 0 New)

Quick Review

All selected files have been compiled into a single ZIP file.

I Download ZIP (4928.61KB) I

Tasks | Files | Stats  Info  Reports  Discuss  Reviews 22000121: 1.11.23 START TO FINISH COMM MVG
Refrech
Upload Files ii [0 I3 B (% Ok 1268 of 1266 files (1268 selected)
| Dounload checked files
Cover Sheet (1 - 0 New)
I
0 New)

v] ED ce 1703604700001 pe
v| ED 1703604700002, pat
v] ED ce 1703604700003 pe

v| ED k1703604700004 pat

Close

The approved plan set must be printed at a minimum size of 24”x36” and kept on the jobsite throughout the
duration of construction.
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Plan Review Revision
APPLICATION PROCESS

The process of setting up a revision is similar to setting up a new project on the iPermits Portal.

Project / Permit Applications

‘[ Building Permit Applications

Begin a new application

BCE - Project Application Review

Residential Applications

New Single Family Homes or New Duplex Homes

Residential Addition/Remodel/Other Building Permit Application

Minor Residential Repairs per Spec List

Piers & Bulkheads

Fire Alarm

Sprinkler

New Residential Model Home Repeat

Plan Revision Application for an Existing ILMS Project

Deferred Submittal Application for an Existing ILMS Project

Plan Revision Project Lookup

Please enter the project number that needs revision

IProject # ( )

Solar Panel V 9.2 33

Logon to iPermits and click on
Building Permit Applications.

On the next screen click on Begin
New Application.

Click on RESIDENTIAL
Applications. From the list of
available applications, please
select the “Plan Revision
Application for an Existing ILMS
Project”.

Enter your project number of the
plans you wish to submit for a
revision.
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Plan Review Revision
APPLICATION PROCESS

Plan Revision Project Verification

Please review and confirm this is the project requiring revision

Project Number:
Address:
Description:
Applicant Name:
Submittal(s):
Approval Date:
Plan Location:

23007436
911 WASHINGTON AVE # BLD 2

ONE-STOP ADDITION & REMODEL, SINGLE FAMILY RESIDENTIAL

IPERMITS PORTAL, PROJECTDOX ILMS
These plans were submitted: 01/24/2023

These plans were approved for permitting on: 01/24/2023

Plans were returned to applicant on 01/24/2023

Begin the plan revision project application process

Select the “Begin the
plan revision project
application process”
button.

Project/Situs Information

Answer the following 6

Project Number:
Name on Situs:
Property Address:
City/State/Zip:
Project Use:
Estimated Valuation:

23007436 Application Number: 00247323
*TEST - NATOYA

911 WASHINGTON AVE # BLD 2

HOUSTON, TX 77002

ONE-STOP ADDITION & REMODEL, SINGLE FAMILY RESIDENTIAL
$31,100 Improvement Square Footage:

Are you adding additional scope of work not originally covered in the project?

(O Yes Q No

Are you adding square footage to the original foot print or lease space?

O Yes © No

Are you adding any additional impervious cover above the originally approved design?

(O Yes Q No

Are you changing the original occupancy classification or use of the building?

O YesQ No

Is the revision limited to 1 or 2 trades and three or fewer sheets? If so, based on the fees paid to date, you qualify for a minimum fee review

O Yes ©Q No

Are you adding more than 15% ($4,665) of additional cost valuation to the original cost of improvements

(O Yes Q No

You qualify for a Project Revision.

1

guestions to find out of
you qualify for the
revision.

If you answer “Yes” to
any of the questions
from 1to 4 or 6, you
do not qualify for a
revision.

You will have to start a
new building permit
application for the
proposed scope of
work.
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Plan Review Revision Payment
CRECIT CARD OR E-CHECK

Select Sales Orders for Payment

Customer / Contractor of Record (Permit Update

Sales Order Type Date Holds Appvd emailed to) Required

03402675 Plan Review Deposit 01-FEB-2023 No Holds
911 WASHINGTON AVE

Recalculate
View the payment transmittal

Charge This to My APA Account

Make Online Payment via Credit Card or Electronic Check

CC Holder Type: @ Individual () Corporation or Firm
Last Name First Name Middle Name

({IPERMITS PORTAL ] ([ PROJECTDOX ] (ims

Billing Address:

House # Fraction Pre-Dir Street Name

(‘1002 J v] ¥ ] [ WASHINGTON

Type Space
(CAVENUE v) ]
Billing Zip Code:

Zip code Zip plus
(77002 ] (o000 )

Shopping Cart Amount Due | §52.57

Update Payer Information

[ Continue the Credit Card/Electronic Check Payment Process ]I

Please Note: Electronic Check payments cannot be submitted after 8:30 PM.

Solar Panel V 9.2 35

On the Shopping Cart
Maintenance screen, check
the box of permit(s) to be
paid. Then click the Make
Online Payment via Credit
Card or Electronic Check
button. You will be taken to
J.P Morgan website to
complete the online
payment.

If application needs to be
updated, select sales order
number and click “Delete
This Sales Order.”

Enter the payer information
and click on the Continue the
Credit Card/Electronic Check
Payment Process button.

You will be transferred to the
J.P Morgan payment website
to complete the transaction. A
receipt will be emailed to you
from J.P Morgan. You may
need to check your spam or
junk folder.
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RN
7' HOUSTON

PERMITTING CENTER

1002 Washington Avenue
Houston, Texas 77002

832.394.8810

solarpanels @houstontx.gov
www.houstonpermittingcenter.org
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