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What is ProjectDox? 
ProjectDox is the City of Gainesville’s development review solution. This software allows 
developers & contractors to electronically submit and monitor development projects as 
they go through the city’s review for planning, zoning, building and utility compliance.  

 
General PC Set-up 

• Supported Browsers:  
o Chrome 
o Edge 
o Safari 

• Must turn off browser pop-up blocker 

 
Logging in 
Enter your email address and password and click Login 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• If you have forgotten your password, select the Forgot Password option and you will 
be sent a code to reset your password 
 

ePlan Review Applicant Guide 
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Preparing your Digital Plans 
A quality submittal will result in an accurate and timely review process.  

• Plan sheets must meet the city’s PDF Submission Policy Guidelines as shown below 
 

PDF Submission Policy Guidelines 
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Submitting Files & Applicant Upload Task  
Once logged into ProjectDox, you will land on the Tasks & Active Projects screen. 
 

 
 
 
 
 
 
 
You can accept your task by clicking the Accept button or the Applicant Upload Task 
 
*Once you have accepted your task it will change to Complete. This DOES NOT mean your 
task is complete. It means your task is to be completed.  

 
 
Once you have accepted your task, the eform will open 

• If you are having trouble completing your task, you can click Watch video for more 
instructions 
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Step 1 of 3: Upload Files 
Select the desired folder’s name to open it. The folder list may vary depending on your 
project scope and type. 

 
 
 
 
 
 
 
 

• Once you have opened a folder, you can Select Files to Upload 
 
 
 
 
 
 
 
 
 
 

• Select Browse For Files and select the appropriate files from your device 
 
 
 
 
 
 
 
 
 
 
 
 

• You will receive an error if a file doesn’t meet the PDF Submission Policy 
• Select Remove/Get Report to remove the file(s) and see submission issues  
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• When files are ready for upload, select Start Upload 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 2 of 3: Confirmation 
Check the box to confirm that all required drawings and documents have been uploaded. 
Once you submit, you will no longer have upload access.  
 
 
 
 
 
 
 
 
 

Step 3 of 3: Submit 
Click the submit button to complete your task. The jurisdiction will not receive your 
documents for review until this step is complete.  
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Project Review 
Prior to the approval of your project, you may receive a new task to provide additional 
information and/or make corrections to the plans submitted.  

 
• Prescreen Corrections – if you receive a prescreen corrections email notification, 

this signifies that you have not met sufficiency review and additional information is 
needed to start the review process. 
 

• Applicant Resubmit – if you receive an applicant resubmit email notification, this 
signifies that all departments have reviewed, and corrections are needed.  

 
Log in to ProjectDox and accept your task to view staff feedback. Accepting your task will 
open the eform below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can view the status of each review and see reviewer’s contact information here 
 
Select Review Comments to view and respond to comments. This will open the Review 
Comments Grid.  
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Review Comments Grid 
All review comments will be found here for centralized communication.  

 
 
 
 
 
 
 
 
 
 
Unresolved comments will appear in RED and must be responded to and corrected.  
Resolved comments will appear in GREEN and have already been corrected.  
Info Only comments will appear in BLUE and do not require a response. 
 

Applicant Response 
Applicant responses are REQUIRED and can be submitted in a variety of ways.  
 

1. Directly in the Review Comments Grid  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Responses can be typed directly 
into the review comments grid. 
Clicking outside of the text box will 
automatically save your response. 
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2. Directly from a plan sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responses can be typed directly on the plan sheet in the Your response section above 

 
 

This icon represents Changeviews – meaning a correction is being requested   
and a new plan sheet should be provided.  
 
 

  
 
 

 

 
3. Export to Excel  
Comments can be reviewed and responded to offline and imported back in 
 
 
 
 
 
 
 

BLUE text on your plan sheet is informational only 
and does not require a correction or response 
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Versioning Revised Files 
Revised files should be named identical to the previous version. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If they are not, you may map the file name manually by selecting No above 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be prompted to select the file with the new name to version the file correctly. 
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Project Navigation 
There are several tabs to help you navigate and manage your project 
 
 
 
 

• Tasks – will show you any active tasks you have associated with this project 
• Files – contains separate folders for project uploads 
• Status – displays current status of the project and workflow routing report 
• Info – contains project information  
• Reports – provides access to all reports associated with the project 

 
Project Approval 
When your plans are reviewed and approved, they will be stamped and filed in the 
Approved folder in ProjectDox. When this happens, you will be issued a notice of approval 
via email and will then be able to download and print the approved plans and documents.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• In the Approved folder, select the files you wish to download and click the icon 

o Approved plans are also available for download in CitizenServe 
• Approved plans must be printed and available at the project site 

 


