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@ DENVER WATER

Existing Customers Login & Portal Introduction

3 DENVER WATER - Existing customers will sign into
the Plan Review Portal by using

Sign in with your email address existing credentials.

[D) DENVER WATER

Sign in with your email address

Click Sign in when the users
--------------- % email and password have been
entered.

DCon't have an account?



[D) DENVER WATER

@ Home @ Troining

Plan Review portal

Training

|48

—

Lo

Assessment

—

CoBaborate with us!

Plan Reviews

In Training, users will
find the necessary
resources to support
the assessment.

D) DENVER WATER

@ Home M Troining @ Assessment @ PonReviews D Help

Plan Review portal

Training Assessment

@ DENVER WATER

Welcome to the new Plan Review
Portal! This one-stop shop allows
users to engage in training, take the
assessment and securely submit Plan
Review documents and collaborate
with the Plan Review Coordinators.

Plan Reviews

Collaborate with us!
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@ Plon Reviews P Help

Plan Review portal

Training Assessment Plan Reviews

Collaborate with us!

y submit your Pan

5
Oln Assessment, users will

find the assessment that
is required prior to
submitting a Plan Review.

[D) DENVER WATER €Q oroee- 3 [

@ vome M@ foining & g r— B Help

HOME

Plan Review portal

Training Assessment Plan Reviews @

In Plan Reviews, users will be able
to add a New Plan Review Project,
Request Existing Project Access and
continuously collaborate with Plan
Review Coordinators through the
Plan Review Process.

totaking « Our oquirod Collaborate with us!




@ DENVER WATER

[D) DENVER WATER Q omoee- 3 B

@ Home Training @ Assessment @ Plan Reviews B Help

HOME

Plan Review portal

Training Assessment Plan Reviews

AR

Users can click Plan Review
documents to submit or view
existing projects.

D) penver warer [t E SR

@ Fonfmdows O Help

PLAN REVIEWS Prior to adding a New
Wlcommist Wie kook forward to collotsoreting with you on your plan reviews: Click the "4 utton to get stortsd. T ——— Plan Review Project or
Requesting Access to an
oo evel agreement Existing Project the user
will be directed to the Plan
Pre-submitial 24 Reviews Home Page where
Fins Subrmitial oy they can see the current
e fn processing times for each

stage of the Plan Review
Process.



Add a New Plan Review is intended for design engineers that are starting a new project.
This is where the user will initiate a new project review request.

Existing Plan Review Project Access is intended for when the engineer is looking to
collaborate with another design engineer on a project.

) DENVER WATER

@ Home O Training Users will either select
Add a New Plan Review
Project or Request
Existing Project Access.

@ Add  New Plon i Project | D fequest exsting Project Accass

D) DENVER WATER Qo B
@ Home [ Training [ Assessment @ PlonRoviews P Help

PLAN REVIEWS

Welcome! We lack forward to collabarating with you an your plan reviews. Click the *Add a New Plan Review Project” butian to get started,

©Add o New Plon Review Project R Request Existing Project Access.

service Level Agreement

Pro-submittal 7day

First Submittal

< 10.A’

Subsequent Subrmittal

a DENVER WATER

When users select
Add a New Plan
Review Project, they
will be directed to an
Add New Project
popup window.



a DENVER WATER

Add New Project X @

Users will add their Project Name,
Project Description, Vicinity,
address, or intersection. Then click Save.

Please enter the following information and then click Save.

Project Name:

Example Project

Project Descripsor The Project Description
Project Description: N dropdown menu will appear,
.

and users will need to select the
best option that fits the project.

Commercial — Commercial

Multifamily

Vicinity, address, or intersection: Mied-use

30th & Fairfax Residential

Inigation

Other

=

D) DENVER WATER (¢] I

@ Home G Training

PLAN REVIEWS

® A 0 New Plon Review Project D Request Existing Project Access

Service Level Agresment
When users select
Request Existing
Project Access, they will
be directed to a Request
Existing Plan Review
Project Access

popup window.

Pre-submittos !

‘Subsequant SuBmitto:




a DENVER WATER

Request Existing Plan Review Project Access

To request access, enter a description of the project you would like
access to. Our plan review coordinators will process your request and

will be touch when they are finished.

Project Description:

=

When submitting a request to an Existing Plan Review
Project users should provide a Denver Water project
ID number, project name and any additional
information about the request. Upon review, an alert
will be sent via email to inform the user if the request
was approved or denied.

I Example emails of approved or rejected requests. I

[EXTERNAL]: Denver Water - Plan Review Portal - Plan Review Project Access Requ
» Forward | B

i & Reply | % Repiy A
o noreply@denverwater.org © & repy | & mepl
Te Wed 8/16/2023 1:5

Rhere are problems with Raw this Message is displayed, <Iick here 1o view It in & web Browser

D) DENVERWATER  camormasrorg consct s Pruacy ooy

Denver Water - Plan Review Portal - Plan Review Project Access
Request - Approved

Dear

On 8162023 you submitted a Plan Review project access request with the following
description:

We are pleased 10 inform you that your request nas been accepled, The project hat which
you have been granted access 1o is called
project in your list

and you can now find this

Sincerely

[EXTERNAL]: Denver Water - Plan Review Portal - Plan Review Project Access Requ

-  Reply % Reply AN ¥ Forwand
o noreply@den ter.org @ | ) Reply > Reply arwars &
To Wed 8/16/2023 1:16 PM

there are problems with how this message is displayed, dick here to view it in a web browser.

[D) DENVER WATER

DenverWaterorg Contact Us  Privacy Policy

Denver Water - Plan Review Portal - Plan Review Project Access
Request - Rejected

Dear

On 8/16/2023 you submitted a Plan Review project access request with the following
descriplion.

‘We are sory, your request has been rejected for the following reason

Sincerely,

If the request is accepted the email will provide the project
name and the project will now appear in the user's project
list in the Plan View Portal.

If the request is rejected the email will provide the reason for rejection.



@ DENVER WATER

D) pENvER warEr 0 ooe

@ 433 o Naw Plan Review Project | @ Request Faisting Project Access

Whether the user added a New

Plan Review Project, or their

access was accepted for an Existing e
Project the project will now show I
in the Project Header. The Project

Header contains the project name

and the project status. ! Exampio projoct |

= Project Details

Sarvice Lovel Agrosment

Subsequent Submittal doy:

Required Plans
~ Returned Plans
_, View Review Progress

Messages
B &l

ontact

D) DENVER WATER [t B

@ PlonRoviews [ Hoip

ck the "Add & New Plan R

® Ac @ New Plan Review Project. | - @ Request existing Project Access

Sorvico Lovel Agrooment

Pro-submital o)

First Submitial

Subsequent Subrmitiol e
xample project
Click on Project Details
to locate all attributes
associated with the . e &
project. The attributes will
be updated as the project :';'::““
progresses through the Description a
Plan Review Process. created
stats
status oate

Vicinity, addrass, of intarsection
Praject Type

Project Arsa

Entity

Project Scope

Required Plans

B oocuredpors

View Review Pronress

10



@ DENVER WATER

Denver Water’s Plan Review Process is five phases that will be completed in sequential order and will be covered in steps 14-18,
Note that step 14 is optional.

@

Clicking into Required Plans
and selecting Pre-Design
Layout will take the user to
phase 1 of the Plan Review
Process. This part of the
process is for conceptual
reviews and is optional. For
this review to be beneficial it
is encouraged to include site
Fire Flow Requirements. In
order to submit the review
drop documents listed in the
designated area. Note

that only one document is
needed to initiate the review
and all Pre-Design Layout
submissions will lead to a
meeting. If the user does not
need a Pre-Design Layout,
please move on to
Pre-Submittal Review.

Example Project

i=  Project Details

15 Clicking into Required
Plans and selecting Pre=

Submittal Review will take
the user to phase 2 of the
Plan Review Process.
Pre-Submittal Review is a
preliminary review that
includes verification of CAD
Standards, Easement
Requirements, and accuracy
of Denver Water's asset
locations. Once the
Pre-Submittal Review has
been reviewed by Denver
Water the status of the
project will be update to Plan
returned to user and
can be found in Returned
Plans.

Required Plans ~
(&)
Drop files here or to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.
Maximum file size: | GB.
¥ No files found.
When ready to submit Pre-Design Layout (Optional) click here.
[0) penvER waTer H
@ bome @ B Help

Exomple Project

= Project Details

Required Plans

11

Documents for Pre-Submittal will

1. Full Design layout in AutoCAD
subtab-users will add their CAD
zip file.

2. Multi-sheet PDF with CAD layers
subtab- users will add their PDF

A Returned Plans

—s View Review Progress

G Messoges

file.

3. Conditional Approval Letter
subtab- this subtab is only
required for Master Meter and
Read and Bill distributor areas.

4. Additional Documents subtab-
this subtab is for any documents

be housed in the subtabs to the left:

12 to browse for files.

Drop files here or
Allowed fils types: FOF, XLSX, DOCX, MSG, DWF, 2, TXT.
Maximur i size: 1 G

H No files found.

that pertain to the user's project.

When ready to submit Pre-Submittal Review click here.
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Example Project

I= Project Details

Clicking into Required Plans and Required Plons
selecting Formal Plan Submittal
will take the user to phase 3 of the
Plan Review Process. This submittal ~Design Lay ~Sub - Formai Pian Submittal
is sent to all review disciplines within
Denver Water, which is the longest m
review time. i N N
Drop files here or to browse for files
wed file types: PDF. XLSX 1SG. DWF, ZP, TXT
Maximum G8.
\ Documents for Formal Plan Submittal will
be housed in the subtabs to the left:
und
1 Formal Comment Response Letter
2. Full Design Layout in AutoCAD
3. Multi-sheet PDF with CAD Layers
% Retumed Plans 4. Multi-sheet PDF with fire and P.E. Stamp
= 5. Fire Line/Domestic/Irrigation Connection
Demand Form
6.  Fixture Count Worksheet
—v  View Review Progress 7.  Easement Package
P 8. Additional Documents — as needed.
*as the user progresses through the process, when the Required Plans section is open the view will automatically default to the correct tab.
When ready to submit Formal Plan Submittal click here.
example
E Project Details v
17 Required Plans .

Clicking into Required Plans and
selecting Subsequent Plan Pre-sul

Submittal will take the user to
e oot ot e
Process. Subsequent Submittal

Reviews will be required until
all outstanding comments have Full desig
been addressed. *Typically, A4 Recorded Easemant Documents D

there are 3 Subsequent Review Additional Documents Drop files here or &re to browse for files.
Cycles. \ Allowed fila typas: PDF, XLSX, DOCX, MSG, DWF, ZI, TXT.

Maximum file size: | GE.

equired *

D s for Subseq Plan
will be housed in the subtabs to the left:
1. Comment Response
2. Multi-sheet PDF with CAD Layers
3. Full design layout in AutoCAD
4,
5

I No files found

All Recorded Easement Documents
Additional Documents

*The Subsequent Plan Submittals tab will be used repeatedly for all subsequent submittals.

When ready to submit Subsequent Plan Submittals click here.

12



@ DENVER WATER

exumfle

i= Project Details

Required Plans
Phase 5 of the Plan Review
Process is Project Approval
once the users design has
C been viewed and accepted @ Returned Plans
18 ] without design comments
the user will receive a
status update of
“Approved.”
The Plan Review
Coordinator will email the
final approved plans and
next steps for construction.

View Review Progress

Ul
<

*|f at any point during the review process your submittal is deemed incomplete, the status will be changed to
“Rejected” and your Plan Review Coordinator will send you a message through the portal. This message will
inform you why your submittal was rejected. If you have any follow-up questions, please email your plan
review coordinator.

@ DENVER WATER DenverWater.org Contact Us Privacy Policy

Denver Water - Plan Review Portal - Plan Review Project 12345 - Status
Update

Dear

¢ Example of an
Plan Review project 12345 has had its status updated to Approved Approval Email.
Sincerely

13



@ DENVER WATER

D) DENVER waTER

Example Project

Project Datails

19 - Required Plans )
In Returned plans
the user will [B) Retumed Plans i
receive comments,
redlines and any Pre-Datign Loyeut
other review
from the Denver Muti-sh —
Water Review Canditional Ap
Team. Acaitionol oo
"
_y  View Review Progress ’
@ Messages .

Plan Review Coerdinator Contact Information

D) DENvVER waTER

Sorvice Lavel Agreament

Fra-submittal

First Sutmi

Subsecuent Subrmi

Example Project

i

20 = Projectostals

View Review
Progress is a
high-level

Required Plans

timeline of the
user's project.
All status
changes will be . View Raview Progress
displayed in this
tah, which will
inform the user
where they are o ra
at in the process.

[B) Resured Plans

@ Mesioges

14
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a DENVER WATER

[5) DENVER waTER 0 DB

Fre-submitial
First Submittol

Subsequent Submittal

( 21 ) Exampia Project

In Messages the
user’s Plan Review
Coordinator will
communicate
important
information B Loourned lans
through this tab.

The user will

receive an email L View Review Progress
alert when a
message is
transmitted . a

Froject Details

Required Plans .

Messages ”

*Note that the user won't be able to send messages back to their Plan Review Coordinator in the portal.
The user should contact their Coordinator via email.

mn  Plon Review Coordinator Contact information

a DENVER WATER DenverWaterorg Contact Us  Privacy Policy

Denver Water - Plan Review Portal - Plan Review Project 12345 - New
Message

Example of a New

Dear : —
Message email.

You have a new message in the online plan review portal for plan 12345. Please log in to
view

Sincerely,

This email was sent by
Denver Water

1600 West 12th Ave
Denver, CO 80204
303-893-2444
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) DENVER WATER Qe DB

Exomple Project

Project Details

Required Plans

( 22 )
[7) Returned Plans

In the Plan Review =
Coordinator Contact

Information tab the user View Review Progress
will find who the Plan
Review Coordinator is on
the project and their g Messoges ;
contact information. The

Plan Review Coordinator’s
information will appear
when they are assigned to
the project.

Plan Review Coordinator Contact Infarmation

2 4 =

Unassigred

16



@ DENVER WATER

New Customers Login & Portal Introduction

a DENVER WATER

Sign in with your email address

[mail Address
Password

Eorgot your password?

New customers will
click Sign up now.

Users will enter their email and
then click Send verification
code. A verification code will be
sent to the email provided.

[D) DENVER WATER

Send verification code

17
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< Cancel

a DENVER WATER

Verification code has been sent to your inbox. Please copy it
to the input box below

Users will verify their email
by clicking the verification
code from the email and
then click Verify Code.

18

D DENVER WATER DenverWater.org Contact Us  Privacy Policy

Confirm New Password
Denver Water - Plan Review Portal Account - Change Email - Verification
Code

Name

G | Examiple of @
Verification Email.

Firm

To complete the change email process, please enter this verification code: 610729

B | -

< Cancel

D) DENVER WATER

E-mail address verified. You can now continue

.

o

Change e-mail

For users to make an account they
will need to provide a password,
their name and name of the firm

and then click Create.

John Doe

_Firm
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D) DENVER WATER

@ Home @ froining

@ Plon Reviews

O Heip

Q omo- T B

HOME

Plan Review portal

Training

|

| AN

- o5

Assessment

Welcome to the new Plan Review
Portal! This one-stop shop allows
users to engage in training, take the
assessment, securely submit Plan
Review documents and collaborate
with the Plan Review Coordinators.

Plan Reviews

Cotiaborate with us!

D) DENVER WATER

@ Assessment

@ Pian Reviaws

B wop

In Training, users will
find the necessary
resources to support
the assessment.

Plan Review portal

Training

19

Assessment Plan Reviews

H

Coliaborate with us!
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D) DENVER WATER Q oo OB

® Home [0 Troining

HOME

Plan Review portal

Training Assessment Plan Reviews

L‘;

Collaborate with us!

submit your

7
Oln Assessment, users will

find the assessment that
is required prior to
submitting a Plan Review.

D) DENVER WATER Q o 1 B

@ Home @ Training

20

Plan Review portal

Training Assessment Plan Reviews 0

In Plan Reviews, users will be able
to add a New Plan Review Project,
Request Existing Project Access and
continuously collaborate with Plan
Review Coordinators through the
Plan Review Process.

Coliaborate with us!




D) DENVER WATER Q owoe- 3 B

@ Home raining @ Assessment @ Plan Reviews D Help

HOME

Plan Review portal

Training Assessment

Collaborate with us!

D) pENVER WaATER Q= b

t @ MonReviews D Help

@ DENVER WATER

Users can click Plan Review
documents to submit or view
existing projects.

PLAN REVIEWS

ok fonward 10 collaborating with you on your plan reviews

service Level Agresment

Subssquant Submitial

Prior to adding a New

Plan Review Project or
Requesting Access to an
Existing Project the user
will be directed to the Plan
Reviews Home Page where
they can see the current
processing times for each

21

stage of the Plan Review
Process.
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D) oenvER warer

@ rome T Training

PLAN REVIEWS

a DENVER WATER

Add a New Plan Review is intended for design engineers that are starting a new project.
This is where the user will initiate a new project review request.

Existing Plan Review Project Access is intended for when the engineer is looking to
collaborate with another design engineer on a project.

Users will either select
Add a New Plan Review
Project or Request
Existing Project Access.

B kI Nw P R Project | @ e g Project Acosss.

Subsequent Submittal

D) penver waTER

@ Home [0 Troining [ Assessment @ PlanReviews [ Help

PLAN REVIEWS

Welcome! We lock forward to collabiorating with you on your pian reviews. Click the Add a New Plan Review Project’ button to get started,

@ Add aNew Pian Review Project @ Request Existing Project Access.

Service Lovel Agreement

Pre-submittal

First submittal

Q- B

Subsequent Submitial 7day

When users select
Add a New Plan
Review Project, they
will be directed to an
Add New Project
popup window.



a DENVER WATER

Add New Project X @

Users will add their Project Name,

ing information and then click Save. Project Description, Vicinity,
address, or intersection. Then click Save.

Please enter the follo

Project Name:

Example Project

The Project Description
Project Description: N dropdown menu will appear,
Commercial Commencial and users will need to select the
Y i _—t
. best option that fits the project.
Multifamily
Vicinity, address, or intersection: Mined use
30th & Fairfax Residential
Inrigation
COrther
m
D) DENVER WATER Qo B

@ Home @ T

D Help

PLAN REVIEWS

Welcomel We ook fo

Project” button to get sta

@ Add o New Pion Review Project | Request Existing Project Accass

Service Lovel Agreement

When users Request
Existing Project Access,
they will be directed to a
Request Existing Plan
Review Project Access
popup window.

Pro-submittal 7 days

First Submittal

Subsequent submittal days

23



a DENVER WATER

Request Existing Plan Review Project Access

To request access, enter a description of the project you would like

vill be touch when they are finished

Project Description:

access to. Our plan review coordinators will process your request and

Submit Request

X

When submitting a request to an Existing Plan
Review Project users should provide a Denver
Water project ID number, project name, and any
additional information about their request. Upon
review, an alert will be sent via email to inform
the user if the request was approved or denied.

I Example emails of approved or rejected requests. I

[EXTERNAL]: Denver Water - Plan Review Portal - Plan Review Project Access Requ
= “ "
0 noreply@denverwater.org @ | © Reply ) Reply All | = Forword | | B
To Wed 8,

(@) it there are problems with how this message is displayed, dlick here to view it in a web browser,

DenverWaterorg Contact Us  Privacy Policy

D) DENVER WATER

Denver Water - Plan Review Portal - Plan Review Project Access
Request - Approved

Dear

On 8/16/2023 you submitted a Plan Review project access request with the following
description:

We are pleased to inform you that your request has been accepted. The project that which
you have been granted access to is called and you can now find this

project in your list.

Sincerely,

[EXTERNAL]: Denver Water - Plan Review Portal - Plan Review Project Access Requ...
o noreply@denverwater.org © | O Reply | € Replyan > Forward &
To Wed 8/16/2023 1:16 PM

G) If there are problems with how this message is displayed, click here to view it in a web browser.

[D) DENVER WATER

DenverWater.org Contact Us  Privacy Policy

Denver Water - Plan Review Portal - Plan Review Project Access
Request - Rejected

Dear

On 8/16/2023 you submitted a Plan Review project access request with the following
description

We are sorry, your request has been rejected for the following reason

Sincerely,

If the request is accepted the email will provide the project
name and the project will now appear in the user's project
list in the Plan View Portal.

24

If the request is rejected the email will provide the reason for rejection.




@ DENVER WATER

D) penver warer Qo OB

1 Add o Hewr Plon Reiaw Project | - @ Requast Existing Project Access

Whether the user added a New
Plan Review Project, or their

access was accepted for an Existing s
Project the project will now show
in the Project Header. The Project
Header contains the project name
and the project status. Exmple Profest

Service Level agreement

Project Details

Required Flons

B Femsarions

. View Review Progress

Messages
a g

Plan Review Coordinator Cantact Information

D) DENVER WATER Q- OB

Welcome! We look forward te collaborating with you on your plan reviews. Click the *Add a New Plan Re

Project” button to get started "
© Add o Now Plan ReviewProject | @ Request existing Project Access

Service Lovel Agreement -

Pro-submittal

First submittal

Subsequent Submittal 7days

Example Project -
Click on Project Details
to locate all attributes

associated with the Erciecipetils -
project. The attributes will
] Projectid
be updated as the project e S
progresses through the Description Commercia
Plan Review Process. Croated 2023
status Plan Created

Status Date nhj2023
Vicinity, address, or intersection 30th & Fairfax
Plan Review Coordinator

Projoct Type

Project Area

Entity

Project Scope

[ Reauired Plans

B Returned Plans

25



a DENVER WATER

Denver Water’s Plan Review Process is five phases that will be completed in sequential order and will be covered in steps 16-20.
Note that step 16 is optional.

®

Clicking into Required Plans
and selecting Pre-Design
Layout will take the user to
phase 1 of the Plan Review

Example Project

=  Project Details

Process. This part of the
process is for conceptual Required Plans N
reviews and is optional. For

this review to be beneficial it

is encouraged to include site ‘ Ersostion Leyot (Opdonal) Pre-Submittal Review

Fire Flow Requirements. In raEndinescshai do ok oton o R o G the proposed tin development. These iter ok 4 but may aid in a more th rensa
order to submit the review review

drop documents listed in the
designated area. Note

that only one document is
needed to initiate the review
and all Pre-Design Layout
submissions will lead to a
meeting. If the user does not
need a Pre-Design Layout,
please move on to
Pre-Submittal Review.

Drop files here or ¢ < to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.

Maximum file size: 1 GB.

1 No files found.

When ready to submit Pre-Design Layout (Optional) click here.

Clicking into Required DENVER WATER John [
@ g q D 0o e

Plans and selecting Pre-
Submittal Review will take
the user to phase 2 of the
Plan Review Process.
Pre-Submittal Review is a Example Project N
preliminary review that
includes verification of CAD

ome [ Traning &

@ PlanReviews ) Hoip

=  Project Details v
Standards, Easement
Requirements, and accuracy
of Denver Water’s asset Required Plans "

locations. Once the

Submittal Review has been
reviewed by Denver Water
the status of the project
will be update to Plan Muli-sheat PDF w
returned to user and Concitional Approvad Lattar

can be found in Returned additionol Documents \ Documents for Pre-Submittal will |

Pra-Dasign Layout (Optional)

CAD Layers

Drop files here or ciick here to browse for files.
be housed in the subtabs to the left- | aiuea i ypes ror. xtsx. oocx. mse. o, z, Txr

1. Full Design layout in AutoCAD Maximum file size:1GB.
subtab-users will add their CAD
zip file.

2. Multi-sheet PDF with CAD layers 8 No files found.
subtab- users will add their PDF
file.

@ ReturnedPlans 3. Conditional Approval Letter v

subtab- this subtab is only

required for Master Meter and
=y ViewReview Progress Read and Bill distributor areas. “

' 4. Additional Documents subtab-
this subtab is for any documents

[ Messages that pertain to the user's project. "

Plans.

Required *

When ready to submit Pre-Submittal Review click here.

26



@ DENVER WATER

Clicking into Required Plans and
selecting Formal Plan Submittal

will take the user to phase 3 of the
Plan Review Process. This submittal
is sent to all review disciplines within
Denver Water, which is the longest
review time.

Example Project

Project Details

example

Required Plans

Drop files here or to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF. ZIP, TXT.

orksheef Maximum file size:1 GB.

Documents for Formal Plan Submittal will
be housed in the subtabs to the left-

Formal Comment Response Letter
Full Design Layout in AutoCAD

Multi-sheet PDF with CAD Layers
Multi-sheet PDF with fire and P.E. Stamp
Fire Line/Domestic/Irrigation Connection
Demand Form

Fixture Count Worksheet

Easement Package

8.  Additional Documents — as needed.

Returned Plans

Ll o o

il

View Review Progress 7.

*as the user progresses through the process, when the Required Plans section is open the view will automatically default to the correct tab.

When ready to submit Formal Plan Submitted click here.

Project Details

19

Clicking into Required Plans and
selecting Subsequent Plan
Submittal will take the user to
phase 4 of the Plan Review
Process. Subsequent Submittal
Reviews will be required until

all outstanding comments have
been addressed. *Typically,
there are 3 Subsequent Review
Cycles.

Required Plans

rmal Pian Submittal

Drop files here or to browse for files
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT

Maximum file size: | G8.

D for Subseq Plan
will be housed in the subtabs to the left-
Comment Response
Multi-sheet PDF with CAD Layers
Full design layout in AutoCAD

K No files found.

All Recorded Easement Documents
Additional Documents

Ll o s B

*The Subsequent Plan Submittals tab will be used repeatedly for all subsequent submittals.

When ready to submit Subsequent Plan Submittals click here.

27



@ DENVER WATER

exumfle

i=— Project Details

Required Plans
Phase 5 of the Plan Review
Process is Project Approval
once the users design has
O been viewed and accepted @ Returned Plans
20 ) without design comments
the user will receive a
status update of
“Approved.”
The Plan Review
Coordinator will email the
final approved plans and
next steps for construction.

— View Review Progress

*If at any point during the review process your submittal is deemed incomplete, the status will be changed to
“Rejected” and your Plan Review Coordinator will send you a message through the portal. This message will
inform you why your submittal was rejected. If you have any follow-up questions, please email your plan
review coordinator.

D) DENVERWATER Denvertatororg  Contact U Privacy Poly

Denver Water - Plan Review Portal - Plan Review Project 12345 - Status

Update
Dear

. ¢ Example of an
Plan Review project 12345 has had its status updated to Approved Approval Email
Sincerely

28
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In Returned plans
the user will
receive comments,
redlines, and any
other review
documents

from the Denver
Water Review
Team.

Exampie Project

Project Detoils

=, Roquired Plans

@ DENVER WATER

D) DENVER WATER

Returned Plans

E

acrional Dacurments

29
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View Review
Progress is a
high-level
timeline of the
user's project.
All status
changes will be
displayed in this
tab which will
inform the user
where they are

at in the process.

Requited

& No files found,

—. View Review Progress

Messages
B e

Plon Review Coordinator Contoct Information

sarvics Lovel Agresment

Fro-rubrmiteol
First submitial sary

Subsequent Submittal 7 oy

Example Project

= Project Details

. Required Plans

[B Rewmed Pians R

—2  ViewReview Progress




a DENVER WATER

) penver warer (1] IE

Pre-sutenittal :
First Submittos day

Subsequent Subenitial

23 Exampla Prajsct

In Messages the
user’s Plan Review
Coordinator will

Project Details

. Required Plans .
communicate

important
information " N
through this tab. —

The user wiill

receive an email —;  View Review Progress )
alert when a
message is
transmitted . =]

Massages -

*Mote that the user won't be able to send messages back to their Plan Review Coordinator in the portal.
The user should contact their Coordinator via email.

Plan Review Coordinater Contact Information .

D) DENVER WATER i
® Home @ Training @ sment @ PlanReviews O Help
Pro-submitcal
FirstSubmittal
Subsequent submital
Example Project -
Project Details ~
[ Required Plans o
Returned Plans.
In the Plan Review B rom . v
Coordinator Contact
Information tab the user View Review Progress »

will find who the Plan

Review Coordinator is on

the project and their g Messages ) o
contact information. The
Plan Review Coordinator’s

information will appear Plan Review Coordinator Contact Information .
when they are assigned to
the project. i ) ,_

N ) -

Unassigned

30



@ DENVER WATER

DCIP and Irrigation Customers

a DENVER WATER } DCIP or Irrigation/Landscaping

customers will sign into the
Sign in with your email address Plan Review Portal by using
existing credentials.

[D) DENVER WATER ‘ e

Sign in with your email address

Click Sign in when the users
email, and password has been
entered.

31



D) DENVER WATER

@ Home [ Truining

Plan Review portal

Training

@ PlanReviews D Heip

Assessment

Plan Reviews

Collaborate with us!

32

D) DENVER WATER

@ Home @ Training @&

Plan Review portal

Training

D Pian Reviews B Help

Assessment

Lq.

Plan Reviews

Collaborate with us!

Wate

@ DENVER WATER

Welcome to the new Plan Review
Portal! This one-stop shop allows
users to engage in training, take the
assessment, securely submit Plan
Review documents, and collaborate
with the Plan Review Coordinators.

In Plan Reviews, users will be able
to add a New Plan Review Project,
Request Existing Project Access, and
continuously collaborate with Plan
Review Coordinators through the
Plan Review Process.



@ DENVER WATER

D) DENVER WATER Qv B

Plan Review portal

F p 1 ko th assessment

Plan Reviews

Training

Click Plan Review documents
for the user to apply for an
exception to bypass the
assessment and continue to the
users Plan Review Projects.

Collaborate with us!

oly subMIt your Pian Review docurm

D) penver water Q orovee- 3 B

@ PlonReviews 0 Helg

Unavailoble

) pos y

{ 6 ) If the user is working on
a Distributor Capital
Improvement Project or
an Irrigation/Landscape
plan they can apply for an
exception to bypass the

required assessment by
clicking the hyperlink.

Users will be prompted to an
Application for DCIP and
Irrigation Exception popup
window where users will need to
click Submit Request.

Application for DCIP and Irrigation Exception

ordinators. Gnce th
be notiic

roquest you wil then ol their decision by email

[rm—r—

33
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a DENVER WATER DenverWater.org Contact Us  Privacy Policy

Denver Water - Plan Review Portal - DCIP and Irrigation Exception
Request - Approved

Dear

Your request for the DCIP and irrigation exception submitted on 11/6/2023 has been
accepted. You may now access Plan Reviews without having to take an assessment. Note
that if you are currently signed into the site, you will need to sign out and then sign back in

again to see the update.

Sincerely,
watersalesplanreview2@denverwater.or

@ DENVER WATER DenverWater.org Contact Us  Privacy Policy

Denver Water - Plan Review Portal - DCIP and Irrigation Exception
Request - Rejected

Dear

We are sorry, your request for the DCIP and irrigation exception submitted on 11/6/2023

has been rejected for the following reason:

Sincerely,

watersalesplanreview2@denverwater.orq

@ DENVER WATER

Users will be notified that their
request has been submitted and
can close the popup window.
Users will be notified about their
exception via email.

—

The user will get an email
notification if the request was
accepted.

The user will get an email
notification if the request was
rejected and the reason for rejection|




D) DENVER WATER

@ Plan Reviews

D Hel

PLAN REVIEWS

Welcome! We loo

ward ta collaborating with yo

i plan reviews. Click the "Add a Nex

view Project” button to get started.

® Add @ New Plan Review Project | Request Exsting Project Accass

Service Lovel agreement
Pre-submittal 7days
First Submittal 10 days

Subsequent Submittal days

D) DENVER WATER

® Home [ Tr

PLAN REVIEWS

Welcome! We lok forward to collaborating with you o

Service Level Agre

Pre-submittal 7days

First submittal 10 days

Subsequent Submittal 7days

r plan reviews. Click the "Add a Ner

an Review Project” button to get sta

Add New Project

Please enter the following information and then click Save.

Project Name:

Example Project

Project Description:
Commercial

If other, pe in anott

Vicinity, address, or intersection:

30th & Fairfax

Sancel m

—

35

@ Add a New Plan Review Project

Omr.—u S

B Request Existing Project Access

Users will add their Project Name,

Project Description, and Vic

ity,

address, or intersections, and click Save.

10

a DENVER WATER

Prior to adding a New

Plan Review Project or
Requesting Access to an
Existing Project the user
will be directed to the Plan
Reviews Home Page were
they can see the current
processing times for each
stage of the Plan Review
Process.

Users will select
Add a New Plan
Review Project.

Project Description:

Commercial
Multifamily
Mixed-use
Residential
Irrigation

Other

The Project Description
dropdown menu will appear,

and users will need to select the
best option that fits the project.




@ DENVER WATER

D) pENvVER waTER Q- O

@ PlanReviews O Help

on your plan reviews. Click the "Add a New Plan Review Project” button to get started.

When the user added a New

Plan Review Project the project

will now show in the Project pre-submital
Header. The Project Header I
contains the project name and

the project status.

Service Level Agreement

Subsequent Submitial 7days

Project Details

[ Roauied pions g
@ Returned Plans “
_.  ViewReview Progress o
Messages
a & v
Plan Review Coordinator Contact Information o
D) DENVER WATER OB

@ Traini @ assessmont @ PlanReviews B

Welcome! We look forward to collaborating with you on yeur plan revi

ws. Click the “Add a New Plan Review Project” button to get started,

© Add.a New Pian Review Project | R Request Existing Project Access

service Level Agreement

Pre-submittal doys
First Submittal 10 days
Subsequent Submittal 7 days

Example Project
Click on Project Details . .
to locate all attributes
associated with the
project. The attributes will

Project Details

P Projoctid
be updated as the project o [
progresses through the Description Commercial
Plan Review Process. Greated Whj2023
Status Pian Created
StatuzDate 2023
Vicinity, addrass, o ntarsoction 30t & Fairiax

Flan Review Coordinator
Project Type

Project Area

Entity

Project seope

36
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14

Clicking into Required Plans
and selecting Pre-Design
Layout. Consolidated Mutual
customers will only need to
submit a PDF. All other
Districts will submit a PDF
and AutoCAD file. All
DCIP/Irrigation customers can
disregard all other fields.

DENVER WATER

Example Project

Project Details

Required Plans

o-Submittal Review

Pre-Design Layout (Optional) 2

D) DENVER WATER

(&)
Drop files here or k here to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.
Maximum file size: 1 GB.

B No files found.

When ready to submit Pre-Design Layout click here.

e O Traini nt @ PlanReviews [ Heip

Example Project -

Project Details v

15 =, Required Plans B
In Returned plans
the user will [B Retumed Plans .
receive comments
and any Pre-Design Layout (Optional)
other review
from their Multi-sheet PDF with CAD Layers * o o o,
Plan Review Condiional Approval Letter
Coordinator. Additional Bocuments

Required

37

-, View Review Progress




a DENVER WATER

D) DENVER WATER

Service Lovel Agresment -

Pro-submittal aoy
First Submittal 0 days

Subsequent submittal oy

Example Project

Froject Details v

16

View Review
Progress is a
high-level
timeline of the [ Retured Plans . »
user's project.
All status
changes will be
displayed in this
tab which will
inform the user
where they are ; ®
atin the process.

Required Plans o

g ViewReview Progress ~

D) oenver water (2] Ok

Pro-submitial 2y

First Subrmittal

17 Example Project

In Messages the
user’s Plan Review
Coordinator will
communicate
important
information B retuarcion
through this tab. =
The user will

receive an email Ly View Review Progress
alert when a
message is
Transmitted. a

Project Details

% Required Plans .

Messoges .

*Note that the user won't be able to send messages back to their Plan Review Coordinator in the portal.
The user should contact their Coordinator via email.

Plan Review Coordinator Contact information

38



D) oenver water o

Excmple Project
= ProjectDetolls

Required Plans

18

In the Plan Review
Coordinator Contact
Information tab the user B view Review Progress
will find who the Plan :

Review Coordinator is on

the project and their g Mossoges
contact information. The

[y RetumedPlons

a DENVER WATER

Plan Review Coordinator’s
information will appear e
when they are assigned to
the project.

39




@ DENVER WATER

File Upload via Plan Review Portal

Captial Project -

Project Details v

Users will upload their required files into Required Plans. Users will need to submit required files during
Phase 1 (optional), Phase 2, Phase 3, and Phase 4 of the Plan Review Process. Users will also be able to v
find files that their Plan Review Coordinator has sent to them in Returned Plans.

Required Plans

j Returned Plans

v
_;  View Review Progress o
[ Messages o
Plan Review Coordinator Contact Information y
Housed in Required Plans users will be able to find four tabs for the first four phases of the Plan Review Process. Please note the
user may only see Phase 1- Pre-Design Layout (Optional) and Phase 2- Pre-Submittal Review initially. This is to ensure the user
submits their plans in sequential order. Users will need to select the tab that corresponds with which phase of the process they are
in. Once the user has selected the corresponding tab, they will use the sub-tabs listed in the tab to upload required files.
Required Plans S

I Pre-Design Layout (Optional) Pre-Submittal Review Formal Plan Submittal

Commer

Full design layout in Autof
All Recorded Easement Documents —

al Documents Drop files here or k to browse for files.

Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT

Maximum file size: | GB.

Requi

T No files found.

40



Required Plans

@ Pre-Design Layout (Optional)

Full design layout in AUtoCAD * T

Multi-sheet PDF with CAD Layers *
Conditional Approval Letter

Additional Documents

The subtab will appear blue when
selected. The user will submit
corresponding files within
the corresponding subtab.

@ DENVER WATER

ign layout in AUtoCAD prepared in oc:

Drop files here or click here to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.

Maximum file size: 1 GB.
Users will be able to drop files here or click

“click here” to submit files.

W No files found.

Full design layout in AutoCAD prepared in accordance with current Denver Water CAD Standards External Requirements

Pending

D

Drop files here or click here to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.
Maximum file size: 1 GB.

Full design layout in AutoCAD.docx
DOCX -
125 KB

Users will see their selected files listed with a Pending status. To ensure the files are uploaded
successfully, the user will need to click Upload Files or click Reset to start the uploading process over.

Pending Uploads - Click the Upload Files button to submit them.

Upload Files

41



@ DENVER WATER

®

Validation X

Please provide the following files:

* Pre-Submittal R

Multi-sheet PDF

jith CAD Layers

=1

Users will see one of two popup windows upon
uploading their files. One will indicate if any
required files are missing and the other will
indicate that all files were uploaded successfully.
If all files were submitted successfully the user
will click close. If the user still needs to upload
files, click close and go back to step one of the
process.

¢

File upload job completed

Full design layout in AutoCAD.docx

12.5 KB of 12.5 KB uploaded
Complete

Multi-Sheet PDF with CAD LAYERS.pdf

26.8 KB of 26.8 KB uploaded
Complete

Note the user must wait
until all files are uploaded
completely before clicking

close.

42




a DENVER WATER

®

Captial Project

Project Details A~

Project Id
Name Gaptial Project

Description

Created
| status |
Status Date Users can see the status of their project in Project
Vicinity, address, or intersection 13th and rant Details after uploading required files and refreshing the
Plan Review Coordinater web browser. The project status will be Plan Received
Project Type when upload is successful.

Project Area
Entity

Project Scope

- View Review Progress
=g - 9 ~

Users can also see the progress of their project in View Review Progress after refreshing the
web browser.

@ Thank you for submitting your plan review project. After the
project is assigned to a Denver Water Plan Review Coordinator, they
ed to providinga
9
ase contact our

will be in touc

vith next

thorough review of your project.Ple
wait times above.f you have any q

see our current proce:

tersal

nverwater.org

Pre-Design Layout (Optional) Pre-Submittal Review

Nater's CAD Standards. Please ensure all layer information is intact in the PDF plan set

Multi-sheet PDF with CAD layers in com h Denver

~ Full design layout in AutoCAD *

~ Multi-sheet PDF with CAD Layers

Conditienal Approval Letter
o
Drop files here or click here to browse for files.
Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT,
Maximum file size: | GB.

Additional Documents

Required *

> LAYERS.pdf s x
KB o /
14
If users need to remove a file from the portal it
can be done with one simple click.

Pre-Design Layout (Optional) Pre-Submittal Review

s intact in the PDF plan

sure all

Water's CAD Standc

heet POF with CAD lay

+ Full design layout in AutoCAD *

¥ Multi- PDF with CAD Layers

Conditional Approval Letter

&

ck here to browse for files

Additional Documents
Drop files here or c

Allowed file types: PDF, XLSX, DOCX, MSG, DWF, ZIP, TXT.

Maximunm file size: 1 GB.

Required *

Jiti-Sheet PDF with CAD LAYERS.pc If the user needs to download the files from .
2e8xe the portal, it can be done with one simple click.
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Browser Support

PLAN REVIEWS

Notice - Some content on this page including uploading and downloading plans cannot be

viewed on small displays such as the one you are using. If you are on a mobile device, try
rotating your device to landscape view or use a different device with a larger display.

Plan Review Portal Dashboard Overview

@ DENVER WATER

The new Plan Review Portal is best supported on a
Desktop browser. When using small displays this error
message will appear and viewing content within the
portal will be limited.

D) DENVER WATER

@ Home W lmining 2 Assessment @ Plon Reviews B nelp

Plan Review portal

Training Assessment Plan Reviews

8 prioe 10 taking . ed Coliaborate with us!

D) DENVER WATER

@ Home ssment @ PlonReviews 3 Help

@ Trainng @

Plan Review portal

Training Assessment Plan Reviews

CoBiaborate with us!
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The Plan Review Portal
Dashboard can be used to quickly
access Training, Assessment, Plan
Reviews, and Help from any
screen within the portal. The
Home button will navigate the
user to the current screen.

Housed in the dashboard
the user can find profile
information. Here the user
can Edit Profile, Change
Email, Reset Password,
Cancel Account and Sign
out.




Edit Profile in Dashboard

When the user needs to update
their name or firm, they can do
this through Edit Profile in three
easy steps. Step 1 is to click on
Edit Profile.

Change Email

Q -

&, Editprofile

& Reset Password

& Close Account

[+ sign Out

D) DENVER WATER

Sign i with your email address

D) oenver water

When the user needs to update their
email, they can do this through Change
Email in four easy steps. Step 1 is to
click on Change Email.

Step 2 the user will enter their
email and password.

O

45

Step 1 will prompt
the user to Step 2.
Here the user will
be able to update
their new email.
Once the email is
entered the user
will click Send
verification code.

D) DENVERWATER  sonversatorcrg contact s ruacy Potcy

Denver Water - Plan Review Portal Account - Change Email -
Verification Code

@ DENVER WATER

Step 3 the user will be
able to update their
name and firm.

Once the information is
updated the user will
click continue and will
be returned to the
homepage.

To complete the change email process, please enter this verification code: 394180

I ]

Example of a
Verification email.

This email was sent by . Yoo #mC
Domranvioas AYina&

303-893-2444




< Cancel

) [D) DENVER WATER

Verification code has been sent to your inbox. Please copy it
to the input box below

Step 3 a verification code will be
sent to the email provided. The
user will enter the verification
code and click verify code.

@ DENVER WATER

Yoy e

Thanks for verifying your account!

Your code is: 456656
Sincerely,

Plan Review Portol - DEV

~+~ [D) DENVER WATER

Reset Password in Dashboard

O John ~

2 Edit Profile

@ Change Email

2= Close Account

[> signOut

Step 2 is to enter
the email
associated with
portal then the user
will click Send
verification code.

46

Example of a
verification email.

< Cancel

D) DENVER WATER

P\ L

’

< Cancel

@ DENVER WATER

E-mail address verified. You can now continue.

Step 4 the
user will
click
Continue.

If the user needs to
change the email to verify ™

the account, then click

Change e-mail

Change e-mail.

When the user needs to update their
password, they can do this through
Reset Password in five easy steps. Step
1is to click on Reset Password.

|  Email Address

Send verification cod

Continue



F X o0 2

< Cancel

) [D) DENVER WATER

Verification code has been sent to your inbox. Please copy it
to the input box below

Yty code

‘Thanks for verifying your

Your code is: 456656

N

O
' < Cancel

@ DENVER WATER

account!

* [D) DENVER WATER

@ DENVER WATER

Step 3 a verification code will be
sent to the email provided. The
user will enter the verification
code and click verify code.
N\

v

< Cancel

E)) DENVER WATER

E-mail address verified. You can now continue.

Step 4 the
user will
click
Continue.

Example of a
verification email.

If the user needs to
change the email to verify S—
the account, then click

Change e-mail.

nge e-mail

Step 5 the user will
update their password

w_

ssssssssses

and click continue. After
completing Step 5 the
user will be returned to
the homepage.

Continue

47




a DENVER WATER

Close Account in Dashboard

O John ~
. . taitprofie I
@ Change Email
& Reset Password

2* Close Account

(> Ssign Out

When the user needs to close the
account, they can do this through
Close Account in two easy steps.
Step 1 is to click on Close Account.

D) DENVER WATER (1]

CLOSE ACCOUNT

Contiem secount elosure

Step 2 the user B
will click Yes and
the account will
be closed.

@

a DENVER WATER DenverWater.org Contact Us Privacy Policy

Denver Water - Plan Review Portal Account - Closed

O O Example of a
Closed Account

email

We have processed your request to close your Denver Water Plan Review portal account.

This email was sent by
Denver Water

303-893-2444

48



@ DENVER WATER

Sign Out in Dashboard

D) DENVER WATER ahel £ B
@ ome. Wuing @ Awessre @ ponomina 9 e _
HOME € 4
) The user can Sign out of the
Plan Review portal = | portal by clicking Sign Out.
Training Assessment Plan Reviews

N v
i\ 1
G

.0

prior to taking
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