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HOW TO: PRESCREEN CORRECTIONS (Projects created before April 19, 2019 – Tasks PD) 

If you have received an email titled “ePlans “ePlans “ePlans “ePlans ----    PrePrePrePre----screening Corrections Notice”screening Corrections Notice”screening Corrections Notice”screening Corrections Notice”, you have been assigned 

the PRE-SCREEN CORRECTIONS task. This means 

• Your submission does not meet the minimum requirements for acceptance.  

• You have to make corrections and/or provide clarification or additional information. 

• Your request cannot move forward until you provide the requested information. 

Step 1Step 1Step 1Step 1: : : : Log in & open your project: 

• 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.  

 

Step 2: Step 2: Step 2: Step 2: Click on the task name. This will open your task in a new window.  

    
    

SSSStep 3:tep 3:tep 3:tep 3: Click on “view intake checklist” to view the required corrections 
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Step Step Step Step 4444: : : : UPLOADUPLOADUPLOADUPLOAD additional/corrected drawings & documents as requested. See “how to – 

applicant upload” for assistance. 

 

Step 5Step 5Step 5Step 5:::: Return to the “intake checklist” and input an APPLICANT REPONSEAPPLICANT REPONSEAPPLICANT REPONSEAPPLICANT REPONSE for each correction 

item and click “save and close 

 

Step Step Step Step 6666: : : : Complete the task. Check the box and click “Upload Complete” 

 
You must click “CORRECTIONS 

COMPLETE” to send the information 

back to us. Only use “save and close” 

if you want to save what you have 

done so far and revisit this task later 


