
For questions, please reference the 'Help' tab on the EDMS home page.



Guide Intent 

 This User’s Guide is intended to assist DFCM employees 

in understanding how to use the DFCM EDMS.  The 

following user types will be referenced throughout the 

User Guide… 

 PM – DFCM Project Manager 

 AD – DFCM Administrator 

 DP – Design Professional 

 BO – DFCM Building Official 

 PR – Assigned Plan Reviewer 

 IN – Code Inspector 

 



Table of Contents 

General Steps: 

1. Begin a new project (PM) 

2. Accept application (AD) 

3. Upload documents (DP) 

4. Verify complete submittal (PM) 

5. Assign plan reviewers (BO) 

6. Perform review (PR) 

7. Revise & resubmit (DP) 

8. Issue permit (BO) 

9. Perform inspections (IN) 

10. Issue final or C.O. (BO) 

 

 

Miscellaneous Items: 

A. EDMS Process 

B. Help menu 

C. Change password 

D. See all projects 

E. Check current status 

F. Access/create reports 

G. Archiving 

 



1. Begin a New Project 



Application for Project 

 The DFCM Project Manager (PM) logs into the EDMS. 

 



Application for Project 

 The default screen displays all active projects currently assigned to 

that PM. Click on “Permit Requests” in the upper left tab to submit 

a new permit request. 

 



Application for Project 

 This screen lists permit requests that have not yet been accepted by 

the Administrator. Click on the "+ New Application" button on the 

right side of the screen. 



Application for Project 

 The PM then needs to fill out the permit application and click on 

the "Submit" button once the application is completed. 



Application for Project 

 After submitting the application the PM needs to list the Project 

Contact (typically the architect) for the project. Once completed an 

automatic email notification will be sent to the DFCM Administrator 

(i.e. Gail Youngblood). 
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2. Accept Application 



Application Reviewed 

 The DFCM Administrator will receive an automated email once the 

permit request has been completed notifying them to review the 

request. 

 



Application Reviewed 

 The DFCM Administrator should follow the login steps as said 

above to log into the EDMS and access the permit request screen. 

 



Application Reviewed 

 Click on the project number for the permit request in question and 

review the permit application for completeness. 
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Application Reviewed 

 If complete click on the "Accept Permit Request" button at the bottom of the 

screen. An automatic email will then. be sent out to the Project Contact 

notifying them that they can now upload the construction documents to the 

system. 
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3. Upload Documents 



First Submittal 

 The Project Contact and PM will receive an automated email once 

the permit request has been accepted by the DFCM Administrator. 

 



First Submittal 

 The Project Contact should now log into the EDMS and type in 

their email address and temporary password they received from the 

system. A permanent password will be provided after logging in the 

first time. 

 



First Submittal 

 Once logged into the system you will see a list of projects assigned 

to you. Click on the DFCM number for the project in question. 

 

1st 
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First Submittal 

 The first screen you will see includes the building permit application. 

If any of this information is incorrect you can update it by clicking the 

"Edit Application" button at the bottom of the screen. 

 



First Submittal 

 To upload the construction documents to the EDMS click on the 

"Submittals" button at the top of the screen and then click on the 

"View/Upload Submittal" button under the "Action" tab. 
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First Submittal 

 To add a new submittal click on the "+ New Submittal" button on 

the right-hand side of the screen. In this screen you can now 

upload the construction documents. Each set of submittals that are 

uploaded to the EDMS may be accompanied with a transmittal 

letter listing the items that are uploaded. 

 



First Submittal 

 After uploading all necessary documents for that 

particular submittal (i.e. plans, calculations, 

specifications, energy/geotechnical reports, etc.) please 

click on the checkbox noting that the submittal is 

complete. If this is not done the system will think that 

additional items need to be uploaded to that particular 

submittal and the process cannot be completed. 

 

 The next page shows the submittals screen and the 

page after that shows the submittal confirmation 

screen. 
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First Submittal 

 After the submittals have been uploaded the system will 

automatically take the Project Contact to the "Deferred 

Submittals" screen. At this point all deferred submittals 

should be noted. If deferred submittals do not apply to 

this project the "Not Applicable" button should be 

selected. 

 

 The next page shows the Deferred Submittals screen. 

Note the blue progress-bar showing the first step 

(submittals) is complete.   
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shows the submittals 

step is complete.  



First Submittal 

 After the deferred submittals have been noted the 

system will automatically take the Project Contact to the 

"Special Inspections" screen. At this point all special 

inspections and structural tests required for the project 

should be noted. If special inspections/testing do not 

apply to this project the "Not Applicable" button should 

be selected. 

 

 The next page shows the Special Inspections screen. 

Notice the blue progress-bar has updated to show the 

current step. 



Check the boxes of any required Special Inspections 1st 

2nd  



First Submittal 

 After the special inspections/tests have been uploaded 

the system will automatically take the Project Contact to 

the "Structural Observations" screen. At this point all 

structural observations should be noted. If observations 

do not apply to this project the "Not Applicable" button 

should be selected. 

 

 The next page shows the Structural Observations 

screen. Notice again the progress-bar.  

 



1st 
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First Submittal 

 Once each of these four steps have been completed (1. 

Uploading submittal; 2. Listing deferred submittals; 3. 

Listing special inspections; and 4. Listing structural 

observations) the screen will notify you that the 

submittal was successfully uploaded and an automated 

email will be sent to the DFCM PM informing them that 

these files are now in the system. 

 

 The next page shows the submittal confirmation 

screen. 
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4. Verify Complete Submittal 



First Submittal Review 

 After the submittals have been uploaded the PM will 

receive an automated email notifying them to review 

the submittals for completeness. 

 



First Submittal Review 

 The PM then logs into the EDMS and selects the project in 

question. 

 



First Submittal Review 

 To review the submittals click on the "Submittals" button 

at the top of the screen and then click on the 

"View/Upload Submittal" button under the "Action" tab. 
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First Submittal Review 

 The PM should review each of the items uploaded by 

the Project Contact and verify that a complete submittal 

has been provided. 

 Once it has been confirmed that all documents required 

by the Building Official have been uploaded click on the 

"Submittal Complete" button at the bottom of the 

screen. At this point an automatic email is sent to the 

Building Official informing them that reviewers can now 

be assigned to this project. 
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5. Assign Plan Reviewers 



Assign Plan Reviewers 

 After the PM has verified that all submittals have been 

uploaded an automated email will be sent to the 

Building Official notifying them that the project is ready 

to be reviewed. 

 The Building Official logs into the EDMS and selects the 

appropriate project. 



Assign Plan Reviewers 

 Click on the "Add/Edit Users" tab at the upper left-hand portion of 

the screen and then add the appropriate reviewers from the drop-

down menu at the bottom of the screen. At this point an 

automated email will be sent to each reviewer notifying them of 

their assignment. 

 The next two pages show the process 
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6. Perform Review 



Plan Review 

 After the Building Official has assigned the Reviewers for the 

project an automated email will be sent out notifying the Reviewers 

of their assignment. 

 The Reviewers then log into the EDMS and click on the project in 

question. 
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Plan Review 

 All submittals can be found when clicking on the 

"Submittals" button at the top of the screen and then 

on the "View/Upload Submittal" button under the 

"Action" tab. Submittals can be reviewed using Adobe 

Acrobat, Bluebeam®, or other software. 

 

 The next page shows the submittals view screen. 
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Plan Review 

 Plan review comments are then uploaded to the system by clicking on the 

"View/Upload Submittal" button under the "Action" tab and then on the "+ 

New Comment" button in the upper left-hand portion of the screen. Either 

MSWord or PDF documents can be uploaded to the system. 

 



Plan Review 

 When uploading comments please note the review you have performed 

(i.e. Building Code, Structural, Fire, etc.) and the specific submittal number 

the comments are in relation to. 
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Plan Review 

 After clicking on the "Upload Files" button at the bottom of the page an 

automatic email will be sent to the Project Contact notifying them that 

comments in relation to their submittal need to be addressed. 
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7. Revise and Resubmit 



Resubmittal 

 Once comments from the Reviewers have been 

uploaded to the EDMS an automated email is sent out 

to the Project Contact and copied to the DFCM PM 

notifying them of issues that need to be resolved. 

 



Resubmittal 

 The Project Contact then logs into the EDMS and uploads written 

responses to the plan review comments as well as any necessary revisions, 

similar to Step #3. Please note that only revised sheets should be uploaded 

in subsequent submittals. 

 



1st 
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Resubmittal 

 Steps 6 & 7 are repeated until all plan review comments 

have been addressed. 
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8. Issue Permit 



Permitted 

 If a "conformed" set of construction documents needs to be provided prior 

to issuing the building permit Reviewers must note this prior to 

"Approving" their review. This is done similar to when the reviewer uploads 

a review, except the appropriate check boxes must be checked by the 

Reviewer. 

 



Permitted 

 Once the Building Official receives notice that all reviews have been 

"Approved" they will place the building permit stamp on the final 

construction documents and upload the "Approved" plans to the EDMS. 
Cont. on next page  
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Permitted 

 An automated email is then sent to the DFCM PM and 

Project Contact notifying them that the "Approved" 

documents are posted on the EDMS. The PM should 

ensure that the Contractor has one full-size hard copy 

of all "Approved" submittals onsite at all times during 

construction. 
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9. Perform Inspections 



Perform Inspections 

 The CIF logs into the EDMS and clicks on the "Inspections" tab at 

the top of the page and then on the project in question. 

 Sometime prior to commencing construction the DFCM 

Administrator will assign a Code Inspection Firm (CIF) to the project 

and grant them access to the system. 

 

1st 
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Perform Inspections 

 The first step is to click on the "Distribution List" tab and to input the 

emails of the persons that should be receiving code inspection and special 

inspection reports throughout the project (i.e. Building Official, PM, Project 

Contact, Contractor, etc.). 
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Perform Inspections 

 To upload a code inspection report click on the gold "Code Inspection 

Reports" tab and then select the particular file. The system will send out 

automatic emails to each member of the distribution list with a PDF of the 

report attached. 

 

1st 
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Perform Inspections 

 Special inspection and testing reports are uploaded 

similarly but by clicking on the gold "Special Inspection 

Reports" tab at the top of the screen. 

 



Perform Inspections 

 Similar to the steps listed above to upload reports, however the reports are 

marked as 'Final Reports' and allow for the Building Official to upload a 

Certificate of Occupancy in Step #10.  

 

1st 
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10. Issue Final or C.O. 



CO Issued 

 A "final" code inspection report and special inspection report is 

required before the building official can issue a Certificate of 

Occupancy (CO). These reports are added as noted in the end step 

9, i.e. the "final" report is selected from the drop-down list under 

the "Type" tab. 

 

 Prior to issuing a CO, all listed deferred submittals and structural 

observations reports will need to have been submitted to the 

EDMS similar to the original construction documents and approved 

by the assigned reviewers. 

 

 The next page shows the process of issuing a CO.  



1st 
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CO Issued 

 Once everything is complete the Building Official 

uploads the signed "Certificate of Occupancy" form to 

the EDMS. 
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A.  EDMS Process 
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 Help can be found within the system itself. The help menu contains 

the written instructions that are found in this guide.  

B.  Help Menu 
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C.  Change Password 

 Passwords can be changed from the “Profile” page after login. Type 

in the old password and the new password, then press “Update.”  
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D.  See All Projects 

 The report menu can be used to see all the projects. Click “Report Menu” 

and then based on the logon credentials different options will appear in 

the box below. Select “Admin” in the left list and “All Projects” in the right 

list. Now all the projects will be displayed.  
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E.  Check Current Status 

 The status can be found on the Projects main view page, it details what is 

happening with the project. The status changes automatically as the project 

progresses. It can help with knowing what process comes next.    
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F.  Access/Create Reports 

 Reports can be created by using the “Report Menu” button on the Projects 

page. Click “Report Menu” and it will bring up a box. Select the type of 

report from the right-hand list and the Projects page will change to reflect 

the new report.  

3rd  
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G.  Archiving 

 The EDMS offers the ability to Zip the project files and download them all 

in one folder for archiving. From the individual project view click “Zip and 

Download (Custom)”. Continued on next page 



Archiving 

 After clicking on “Zip and Download (Custom) a page allowing the 

downloads to be selected will appear. Check the boxes of the files to 

download then click “Download as Zip.” Depending on the internet browser 

you may have to click “Save”. Check the Downloads folder on the computer 

to find the downloaded folder.   
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