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H OW TO APPL | CANT U PLOAD (Projects created before April 19, 2019 - Tasks PD)

After submitting an application request, you will receive the APPLICANT UPLOAD task which requires you to
upload drawings and documents into ePlans. Read our building permit application requirements to find out which
drawings and documents need to be uploaded.

Step 1: Open your project:

e Click on your project number from your “Current Projects” list. If your project is not listed, click on the
“my tasks/projects” button and find your project number in the projects tab.
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Step 2: Upload the required drawings & documents into the folders by clicking on the folder name
All drawings and documents must comply with the ePlans Submission standards.
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Click “upload files” and then “browse for files” on your device. Once your files are selected, click
“upload files”

Folder: BPA-3292\Drawings

Upload Files Upload URL

Ne files currently exist in Drawings.

. Browse For
To upload files into this folder Browse For Files . Upload Files

(1) Click the UF"C'ad button below Browse for files or drag files into this area.
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be
processed, Click the Refresh button at the top of
the page to refresh your file list view.

View Foldersf§l | Upload Files



http://www7.mississauga.ca/Departments/PB/BUILDINGPERMITAPPLICATIONREQUIREMENTS.pdf
http://www7.mississauga.ca/Departments/PB/BUILDINGPERMITAPPLICATIONREQUIREMENTS.pdf
http://www7.mississauga.ca/Departments/PB/ePlansHelp/eplansubmissionstandards.pdf
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Step 3: Click on the task name and click “OK” to accept. This will open your task in a new window
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Step 4: Complete the task. Check the boxes and click “Upload Complete”

Review Information Permit Information Contact Information Resources Checklist Report (0) Routing Slip
Review Cocrdinator EPlans Test Admin, ekl e
Review Cycle 0 o
Workflow/Activity Name BuildingReview_| You must click “UPLOAD
@ Activity Instructions Please upload d COMPLETE” to send the
information back to us. Only
Current User Logon KIRA W ( kira_a

use “save and close” if you

want to save what you have

| have reviewed my drawings for compliance with Mississauga eFlan Submis

| have uploaded my drawings and documents to the DRAWINGS folder and DOCUMENTS folder.

ou have successfully uploaded all required plans/documents please select (Upload Complete) button.

Save And Close

You have successfully completed your applicant upload task.

Your request will now enter the pre-screening stage (3-5* business days). *Pre-screen time subject to change.
Staff will pre-screen your request to determine if it meets the minimum application requirements and eplans submission standards.

If your submission meets our submission standards and application requirements, you will receive a FEE PAYMENT email notification.

If your submission does not meet our submission standards and application requirements, you will receive a PRESCREEN
CORRECTIONS email notification.


http://www7.mississauga.ca/Departments/PB/ePlansHelp/V9PD/FEEPAYMENT.pdf
http://www7.mississauga.ca/Departments/PB/ePlansHelp/V9PD/PSCORRECTIONS.pdf
http://www7.mississauga.ca/Departments/PB/ePlansHelp/V9PD/PSCORRECTIONS.pdf

