
 
 

Instructions for Plan Submittals in Eprocess360 
 
 
1. Log into Eprocess360 
 
2. Create New Building Permit Application 
 

 

 
3. Follow the description of the project below 
 
 Choose the correct descriptors from each area that opens up as you check boxes. 

 

Community Development Department 

Building & Safety Division 
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4. Enter Project Details for the following items only: 

 Street Address – if a temporary address type in “99991 Temporary” 
 Project Name (for example: Neighborhood Name, Neighborhood #, Division) 
 Enter Declared Valuation 
 Detailed Description of Work  
 Fill out the Additional Questions section as applicable 
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5. Enter Applicant Information 

 Applicant 
 Owner 
 Additional Contacts – Professional (Choose Engineer- *this is set as default) 
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6. Upload submittal documents and plans 

a. Make sure you separate all the disciplines 
b. Make sure the plans are separate from the calculations (t-24 and structural for example) 
c. Click on “Add File” 
 
 
 
 
 
 
 
 
 

d. Submittal is not complete until all documents are submitted – the “Complete and Submit” button 
will turn bright red when all documents are uploaded and file type described. 

 

 
 
7. Submit application 

 

 

 

 

 

a. Please note the timeline for review statement is a generic statement. Refer to the handouts for timelines of plan 
review based on your project and valuation.   


