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 Apply for an Electronic Plan (E-Plan) Check with Public Works 

Step 1: Submit an Inquiry 

To initiate a request to submit for e-plan check, you must email pwa-projectdox@santa-ana.org with the 

subject line indicating project address and plan check type. Ex. Project Address - Streets 

Please make sure to also include the following information.  

Note: All fields are required to advance the process – do not delete or modify. 

Applicant Contact Info 

First Name: Test 

Last Name: Engineer 

Company:  Company A 

Email: CosaTestAvolve@gmail.com 

Phone:  XXX-XXX-XXXX 

Project Info 

Project/Site Address: TEST Mapping 081324 

Customer’s Project Reference #: TEST Mapping  

Project Description: TEST Mapping 

 

 

 

 

 

 

Step 2: Create Your Account 

 

Once you submit your inquiry, Public Works Staff will review. If your inquiry has been approved, you will be 

invited to create an account with Avolve-ProjectDox.  

mailto:pwa-projectdox@santa-ana.org
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Once logged in, you will be prompted to change your password. 

Step 3: Upload Your Plans 

You will receive an email to access the project that the Coordinator has created to upload your documents. 
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You will also receive an email to upload and submit your plans. 

 

 



Page 4  Revised: 8/13/24 
 

When logged in, you will see the following on your dashboard. 

 

Click the Accept button to start the task of uploading and submitting your plans. 

A new window will appear with three steps:  

1) Upload your plans  

2) Confirm plans have been uploaded 

3) Click Submit 

 

Please make sure to upload the correct required initial documents depending on the Mapping project type. 

Follow below “Initial Submittal Documents” requirements: 

 

Agreements 

Initial Submittal Documents: 

1. Draft Agreement. 

2. A title report current within 60 days. 

3. A copy of each document referenced in the exhibits such as deeds, records of survey, parcel map, etc. 

4. Improvement Plan associated area. 

5. Initial review fee payment. 

 

Easement Dedication 

Initial Submittal Documents: 

1. Legal Description and Plat. 

2. A title report current within 60 days. 

3. A copy of each document referenced in the exhibits such as deeds, records of survey, parcel map, etc. 

4. Improvement Plan associated with the easement. 

5. Initial review fee payment. 
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Lot Line Adjustment 

Initial Submittal Documents: 

1. Lot Line Adjustment documents processed by the Planning and Building Agency. 

2. A title report current within 60 days. 

3. A copy of each document referenced in the exhibits such as deeds, records of survey, parcel map, etc. 

4. Draft Grant Deeds to record after the Lot Line Adjustment. 

5. Draft Reciprocal Easement Agreement (If applicable). 

6. Initial review fee payment. 

 

Voluntary Lot Merger 

Initial Submittal Documents: 

1. Voluntary Lot Merger documents processed by the Planning and Building Agency. 

2. A title report current within 60 days. 

3. A copy of each document referenced in the exhibits such as deeds, records of survey, parcel map, etc. 

4. Initial review fee payment. 

 

Street Vacation 

Initial Submittal Documents: 

1. Completed application. 

2. Documents listed in the application. 

3. Street Vacation processing fee. 

 

Subdivision (Final Tract and Parcel) Maps 

Initial Submittal Documents: 

1. Approved Tentative Map. 

2. Subdivision Map. 

3. Grading Plan. 

4. Utility Plan. 

5. Street Improvement Plan. 

6. Fire Master Plan 

7. A title report current within 60 days. 

8. A copy of each document referenced in the exhibits such as deeds, records of survey, parcel map, etc. 

9. A letter stating the cost for the setting of the survey monuments, prepared by the Land Surveyor or Civil 

Engineer authorized to practice Land Surveying in the State of California. 

10. Improvement Security Estimate for all public improvements. 

11. Initial review fee payment. 
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When you click on Upload Documents, a new window will appear. 
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IMPORTANT: All plans and documents need to be in PDF format. 

Please refer to the City website for plan guidelines. 

Once completed, you will receive an email confirming the upload of your plans/Documents. 
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Step 4: Prescreen Review / Initial Payment  

Once the Coordinator has completed the prescreen review, you will be notified to come to the City counter to 

do initial payment.  

IMPORTANT: Please keep track of the Miscellaneous Cash Transaction Number (MCT #) for payment 

verification purposes. 
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After you have completed in-person payment, please confirm payment online.  

Click the Accept button to start task.  

A new window will appear.  

Click on Add Comment and input the MCT #.  

 

Then, click on Initial Fees Paid to complete the task. 

Step 5: E-Plan Check Begins 

After initial payment has been received, the Coordinator will start assigning reviewers to begin the e-plan 

check at the City. 

You will receive an email notifying you the prescreen review has completed and that the e-plan check is in 

progress. 
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Step 6: E-Plan Check Ends / Final Payment 

When the e-plan check has completed, you will receive an email to come to the City counter to pay final plan 

check fees  

 

IMPORTANT: Please keep track of the Miscellaneous Cash Transaction Number (MCT #) for payment 

verification purposes. 

Please confirm payment online to receive digitally approved plans. 

Click the Accept button to start task.  

A window will appear with three steps:  

1) Add comment regarding final payment 

2) Confirm that all fees have been paid 

3) Click Submit 
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In the Comment section, input MCT # to confirm final payment. 

 

Step 7: Approved Documents 

You will receive an email stating that your Documents are approved. 

The Documents will be in the Approved folder. 

 

 


