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Version Control

Version Date Author Summary of Changes
0.0 October 30, 2024 Susan L Holland Initial draft
0.1 November 20, 2024 Susan L Holland Clarified roles and steps
0.2 December 20, 2024 Susan L Holland Added notes for resubmitting reviews
0.3 January 2, 2024 Susan L Holland Added version control
Updated screenshots
Updated summary
Added business process diagram
Reviewed instructions
Verified links
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Reviews

Summary
In EP&L, each application has a workflow with steps and actions. A Submittal is an action in the workflow that collects the Reviews appropriate
for that application.

When the Review Coordinator has received the Submittal during the application QC, the Reviews are automatically assigned to teams. (See
Review Coordinator SOP for more details.)

Teams assign the Review(s) to specific reviewers according to their team process. During this process the application itself is assigned to the
appropriate point of contact, also known as the Lead Reviewer. This Lead Reviewer monitors the application and ensures the workflow keeps
moving forward.
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Business Process Diagram
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*** Note: Application Services remains assigned to the application for BUILDING only.
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0. Navigation & Assignment
OA: My Reviews Summary app

1. Team accesses the My Reviews Summary app

L] ] i Bl Faverite Apps /% MyRecent Cases :

= o Cwrnprmam e - e
_— \ABITSTHMMEI0N  Besisess censn

* My Inspections - Maragement
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I
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[ Butsets Lute Frr—
My Reviews: Heni Ll [ — L 335
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Sl e Beven ; < cooecase i
" v monsesaam [ 93 Mg
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. y ¢ CODEMIIS AN cogeCase MEens
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2. Select any of the icons at the top to see reviews:
a. Reviews to Complete displays all reviews assigned
to you
b. Upcoming Due displays your reviews due today
through next 5 business days
c. Overdue displays your reviews due prior to today e
d. Multiple Resubmittals displays your reviews on
version 3 or greater
e. My Team'’s Reviews displays I! 85 O n 1 8 0 99
i. Your incomplete reviews if you are not a ——— — ——  ——  ———
team lead
ii. Team'’s incomplete reviews if you are a
team lead

SOP — Reviews
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I. -
*¢s» Manage My Reviews
-

Albemarle County, VA - EP&L Train (Last1

CLEAR ALL

Due Date >
Team >
Assigned To >
3. Alist of pre-filtered reviews displays
. . Parent Record T >
4. Adjust filters on the left as needed arentrecond ype
a. Select Clear All to start with no filters
b. Select Apply to use selected filters parent Record Class >
Parent Record Number >
Project name >
Submittal Type >
Review Type >
| APPLY I
SOP — Reviews
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OB: Assign to a Reviewer

1. To assign the review:

a. Hover over a card and select
b. Select a name from the list to assign this review to
a specific person

Note: Your list may be limited based on your permissions.

Select person icon

Manage My Reviews  Search

Due Date

Team

Assigned To.

Parent Recerd Type

L

CLEARALL INCOMPLETE REVIEWS ~ COMPLETED REVIEWS.

> [ Showing 1 - 4 of 4 Reviews

& Planning - Natural Resource Conservation Service (NRCS) - 0SA-2024-00005 - Due: 11/12/2025 - In Review

>

1352 ALLISTER GRN CHARLOTTESVILLE, VA 22501 men emsen ayeement - Open Spece Agreement
> y

@ Planning - Natural Resource Conservation Service (NRCS) - 0SA-2024-00004 + Due: 11/12/2025 « In Review
5 7393 ARROWHEAD VALLEY RO GHARLGTTESVILLE, VA Dmen Spsce Agreement  Dpen Spece Agreerment

22903

Select assignee

o
1
c il Version
ASSIQI’I To...
2% Planning - Conservation T...

@ Scott Clark

il Version
Montana Hill
@ Susan Holland

James Van Vranken
suommtal Version

Results 50 v

DueDate v =

(e
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0C: Open a Review

)
1. Assigned reviewer selects 4 to open the review

Note: If the review is no longer visible, check the filters.

Dise Dsse
]
[ e
0 ow
]

Assgred To

B

Parert Record Type

10000o0o0o0O):

Simieh

MOOAPLETEREVIENE  COMPLETED REVIEWS

1]
]
Z
t
“

[ Shawing 1 - 26 of 29 Reviews

m Building « BLDC-000 38-2023 » Due: 02/07,/2023 « In Review

VE}A Cheshine &v Nagervile, IL 60340 Eulding (Hon-Rasidertal) - Addtien 1

DV/D52023 Euilding Raview {Non-Residential) In Raview

(D) Enineering - GRADE-I0D1 52-2023  Due: 021 3/2023 - In Review

1200 Canglenun O Mapamile, IL 80540

Gitandie .,: Posnbcinariti
o Building « POOLR-000144-2023 = Dise 021372023 » In Review

1818 Cranshire Ln Magervile, IL 60565 Pl (Rasigeiil) - 1 Grodifsd

0 Business Licensing - REST-000047-2023 » Due: 02/Z2/2023 + In Review

00 % Engle 51 Naganiie, L 60540 Rastairam - Full Service
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0D: Assign Application to Lead Reviewer

1. In the review, select

2. Select Open Permit or Plan Summary

3. Once in the permit or plan application:
a. Select Details in the left menu
b. Select Assigned To dropdown
c. Select Name of Lead Reviewer
d. Select Save

Note: This application will now appear in the assignee’s Hub
on the "My Permits” or “My Plans” card. It will remain there
until the application is completed.

Open Permit or Plan Summary

SH B i H - I - -

3434 CARROLL CREEK RD KESWICK, VA 22947

14 Days overdue

EREVIEW FILES (0) ATTACHMENTS (5) CORRECTIONS (0) RECOMMENDATIONS (0)

Assign Lead Reviewer

(3434 CARROLL CREEK RD KESWICK, VA 22947)

Feea Due
B Addrionalinfe o
£ worktow

& Unkad Records

(-
B contact= 12}
= Deseription

§ Feestt)

ST

= - New v1 - In Review

Actions.

o7 Open Permit Summary

CONDITIONS (0 REVIEW SUMMARY(1) INTERNAL NOTES (0) PERMIT SUMMARY Emall Review Coordinstor

Emall Reviewers

Email Contacts

fenee

Apslicaton Dste

s Project T o

X7 aarron X = issue Date
=

X - IJ X - u Explration Date

Steven Sweat
Last Inspection Date

Alberie Karina-Plun

Finaled Date
Alex Morrison

[5 S~ = S = e

Allela Gigel Certificate of Occ

Allen Mosley
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1. Bluebeam Studio Session

1. Select the Studio Session link to launch the associated
Bluebeam Studio Session. There you can access, review, and
markup electronic files.

Note: If your review does not require or you do not have a Studio
Session, proceed to Step 2: Review Actions

BN - BRI - §9% sl IS Review V1 - In Review - Studio Session 595-710-456

2. Inthe Open Bluebeam Revu popup:
a. Check Always open these types of links...
b. Select Open Bluebeam Revu

Open Bhuebearm Rl

B O aseoyn open Sune typer of iy

m He msoated s

3. Markup the file using the Bluebeam tools
4.  When complete, close the session. (Markups are saved
automatically.)

B

m
W =
*x

1

SOP — Reviews
Version 0.3

11




2. Review Actions

2A. eReview Files

1.

On the review, select the tab eReview Files

Review Management ~  Search

VA - EP&L Train (L 11/13/2023)

- i - 5 Mt Wb lieiis 1 - I Review - Studio 95-710-456
LORA LN CHARLOTTESVILLE, VA 22911

J£ Days Until Due

EREVIEW FILES (1) ATTA 'CORRECTIONS (0) REVIEW S

Latest Version = i
Uplesaded » Iploaded By Recommended Status

28, 1043 A0 Suman Holland Hane.

2.

3.

If using Bluebeam:
a. Follow steps in 1: Bluebeam Studio Session to
review and mark up the document

If not using Bluebeam:

a. Select the o next to each document
. Select the link to download and view the document
c.  Note: This will NOT display markups made in
Bluebeam by other users

Bluebeam

Review v1 - In Review + Studio Session 595-710-456

Not Bluebeam

Review Management ~ Search

VA - EP&L Train

11/13/2024)

€BACKTO PREVIOUS PAGE

= Review v1 - In Review - Studio 6

EREVIEW FILES (1) ATTACHMENTS (1) CORRECTIONS (0) REVIEW INTERNAL NOTES (0) AL

LaestVarsion = W M Initial Site Plan-Na.. X

O Fiecategory File Name ersion Uploaded + Jploa:

By Recommendad Status DETALS VERSIONS

[0 nmaisnerian Initial Site Plan-Napkin House-202412-.. @ 1 121820241043 M Susan Holand nNore

initial Site: Plan-Napkin Housc 202412181 pdf
;]

SOP — Reviews
Version 0.3
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4. For CORRECT documents:

»

a. Select s for that document
b. Change status to:
i. Approved or
i. None (use only if doc review is NOT
needed)

Lotesi Vorwion = Allow e CE5 splosd o =
UPDATE —
c.  Select e : : st

Gonceatusl Plana oy 20241117 x1odf

HER

Note: If ALL documents are marked as Approved or None,
proceed to 2B: Attachments.

ot recent Hecorded Plaslalong 22024-11:12 vljsg

SOP — Reviews
Version 0.3 13



Toggle & Update Status

Review Coordinator  Sea

© 57202400007 - Review New Files (4)
1234 CARTER ST CROZET, VA 22¢

Due Today

EREVEWRILES(6)  ATTACHMENTS(] SUBMITTA INTERNAL NOTES (0 PLAN SUMMARY

endiaiiid w °
st 1 it

12N 007 A0 Amatorevew

Matative ong £202411.12 v1 ong V202 ke A

pm—

5. For INCORRECT documents:
a. Toggle on Allow new CSS Uploads

AR N

Mos: recent Recorded Plarls)

02:2024-1112 1 Jog ' VW20 807 A Suasn Hetang Amatog Revien

3

b. Select s for incorrect document(s)

i. Change status to Request for

Resubmittal _—
ii. Enter Resubmittal Instl"uctions Initial Site Plan-Napkin House-2024-12-18

File is currently in an active Bluebeam Studio  -¥1.pdf
Session.

iii. Toggle on Needs Customer Attention to il
alert the applicant in Civic Access

-
iv. Select

Recommended Status

Request For er:u bmittal -
P————
30/150
c. Select
i. Select Email Contacts to inform applicant

that documents need attention canceL
Email Contacts

Review Coordinator

@ Needs Customer Attention

00007 - Review New Files {4)
ROZET, VA 22932 Action
5 Openian summary

AToNeTST) S NTERNALNOTES (D) PLAN SUMMARY @ snooze Task

rietome Versen Uplesded s —
Mo Conceptus! Plans-duminy-202411-12_41 ol ' s s AtngBedon
Wew  Owner consentio submitang 620247112 v ang ' stz o swatngentan

M) Memiveang 2021112 vieng ' R &

Nw Mast ecent Resasded Platie)-png 220201112 11 fog 1 ot oA
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2B. Attachments

Review Management Search

Albemarle County, VA - EPEL Train (Last refreshed 11/13/2024)

©BACK TO PREVIOUS PAGE

SH SDP-2024-00073 - Building - Site Development Plan Review v1 « In Review - 5
1777 FLORA LN CHARLOTTESVILLE, VA 22911
1. Use this tab to review, edit, delete or add non-pdf files that 32 Doy Ui Due

EREVIEW FILES (1) ATTACHMENTS (1) CORRECTIONS (0} REVIEW SUMMARY(1) INTERNAL NOTES (0) PLAN SUMMARY

cannot be opened in Bluebeam Wil

ko Catogary File Name Astachmant Graup

Uplaaced slaaded By Nates

Signature_Susan,bollond_12/18/2024.p3 1211820241042 A S Halland Uploaded via £33

SOP — Reviews
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2C. Corrections

1. Add Corrections: Select if corrections are needed.

Note: Corrections stop the review from being approved and
generate a V2 of this submittal.

If no corrections are needed, proceed to 2D: Review Summary.

d Ln Naparville, IL

ADD CORRECTION

2. Select *to display all available corrections

a. Select O on one or more in list

b. Select m

Add Comections

[0 results (2 of & selected)

Electrical Valuation « Gemeral Correction

o ’

Electrical Certification of Valuation

General - General Correction
O

Used for general corrections

Project Valuation - General Correction
o

Certification of Valuation

All Categories E

SOP — Reviews
Version 0.3
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3. Select
a.
b.
C.
d.

on a correction to:
Update the order
Mark as resolved
Add corrective action
Add comments

4. Click when done

Edit Correc

Correction Type

Project Valuation

Category
General Correction

B Resakeed

Comiplete a "Certification of Construction Valuation™ form

Certifscation of Valuation

5. Use the Resolved toggle as each condition is resolved

Note: This will most likely occur in later versions of a
resubmitted review.

L 60563 - Bullding

0 - Electnical Valuation - General Correction

1 = Project Valuation = General Correction

SOP — Reviews
Version 0.3
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2D. Review Summary

Review Management

VA - EPL Train (L 11/13/2024)

©BACK 10 PREVIOUS PAGE

SH SDP-2024-00073 - Building - Site Development Plan Review v1 - In Review - Studio Session 595-710-456

1777 FLORA LN CHARLOTTESVILLE, VA 22911

32 pays until Due

1. Select Review Summary: R I e s S

a. Select review card to expand it and see all other —
reviews in the submittal

PLAN SUMMARY

| Site Development Plan Review V1 + 0 of 8 Reviews Complete - 0 of 8 Reviews Failed I

4
b. Select to launch an item review or the entire
workflow 01162025 ez

In Review
@ Housing -« In Review
121072024 o2nar2028 0 [
@D suilding - Susan Holland - In Review
U|;ﬂ|.’2025 02/18/2025 o rue

@) Architectural Review Board - Susan Holland - In Review

SOP — Reviews
Version 0.3 18




2E. Internal Notes

1. Select Add Note to add more information to a review.
Viewable by staff only.

Note: While internal notes cannot be viewed by applicants,
they can be subject to a FOIA request.

Review Management
Albemarle County, VA - EP&L Train {Last refreshed 11/13/2024)
DACKTO FREVIOUS PAGE
§H) SDP-2024-00073 + Building + Site Development Plan Review v1 + In Review + Studio Session 595-710-456
1777 FLORA LN CHARLOTTESVILLE, VA 22911
32 Days until Due

EREVIEW FILES (1) ATTAGHMENTS (1) CORREGTIONS (0) REVIEW SUMMARY(1) INTERNAL NOTES (0) PLAN SUMMARY
—_

ADD NOTE

2. In the popup, enter a title and the note

a. Select

Add Note

Mote Title

Mote Tor Inspectors

19/50

Created Date Created Time
11/04/2024 E 10 : 48 AM

Be sure 1o check..... /7

SOP — Reviews
Version 0.3
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2F. Parent Summary

1. Select Permit Summary or Plan Summary to see basic
information about the parent record.

Review Management Search

Albemarle County, VA - EPEL Train (Last refreshed 11/13/2024)

©BALK 10 PREVIOUS PAGE

SH) SDP-2024-00073 + Building - Site Development Plan Review v1 « In Review - Siudio Session 595-710-456
1777 FLORA LN CHARLOTTESVILLE, VA 22911

32 pays until Due

EREVIEW FILES (1) ATTACHMENTS (1) CORRECTIONS (o) REVIEW SUMMARY(1) INTERNAL NOTES (0) PLAN SUMMARY

Gaae e o
SDP-2024-00073 02/18/2025
P akion
5000
[—— .
Susan Holland Site Development Plan - Site Development Plan - Initial

1777 FLORA LN CHARLOTTESVILLE, ¥4 22511

Beserpice

Susan Holland. Applicant: Lara Groft, Praperty Owner: Lara Groft. Primary Contact

o

Osq fi

/2024

2G. Overflow Menu

1. Select * for the overflow menu to:
a. Open the Permit or Plan application
Email the lead reviewer assigned to the application
Email other reviewers
Email contacts

ano

Review Management Search

y, VA - EPEL Train (L )

©BACKTD PREVIOUS PAGE

SH SDP-2024-00073 - Building - Site Development Plan Review v1 - In Review - Studio Session 595-710-456

1777 FLORA LN CHARLOTTESVILLE, VA 22911

Q9

Days Until Due

EREVIEW FILES (1} ATTACHMENTS (1) o s (0) IEW ARY(T) ) PLAN SUMMARY

SDP-2074-00071 02/18/2075
$0.00
Renm Coraran P Ty Gazz
Susan Holland Site Develooment Plan - Site Develooment Plan - Initizl

ook
1271872024

Osq. M

Actions...

Open Plan Summary

[

Emall Review Coardinator

<]

Emall Reviewers

K

Email Cartasts

B

SOP — Reviews
Version 0.3
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3. Complete Review

1. Select on the review

2. Inthe Update Item Review popup:
a. Select the appropriate status
i. Approved: Review passes
ii. Requires Re-submit: User needs to
update documents and/or make other
changes
iii. Not Required: This review was not
required. Also toggle on “Not Required”
b. Enter comments if needed

c. Select m

Note: The review status is automatically updated on the

Update item review

e

Approved

—

B Mot Required

CANCEL | SAVE

workflow action
SOP — Reviews
Version 0.3 21




3. When all reviews have been completed, then the
Lead Reviewer can access and complete the (FINAL)
review

4. Lead Reviewer updates the status of their review
a. Ifall reviews are Approved, the submittal is
closed with an Approved status
b. If one or more Requires Re-submit, the
submittal is given a Requires Re-submit
status.

Note: The Bluebeam session is automatically closed
when the Lead Reviewer completes their review. The
applicant can now see all markups, corrections, and
comments in Civic Access.

Update item review

SOP — Reviews
Version 0.3

22




4. Resubmitted Reviews

VA - EPSL Train (L 11/13/2024)

SOP 202400072 (1667 BLACK GAT RD KESWICK, VA 22947)

5 Summary

B oetsis -
1. When a submittal has a status of Requires Resubmit, . o

a Version 2 (v2) of the submittal is created in the & rmti e
workflow. 3 vt

= ) Review o :

@ Administrative Action
Sacuens remaining

© Site Development Plan Review

© Site Deveiopment Plan Review v2 B ]

lopment Plan Review v.1 + 3 of 3 Reviews Completed M v i

& Linked Reconds.

© i

B conents (2

§ Foos ()

0218/2025 127182024

2. When the applicant has completed their updates and
resubmitted, the application proceeds through the
Review Coordinator QC review as though it is a new
application.

When the Review Coordinator receives the new See “Review Coordinator SOP”

submittal, the reviews are automatically assigned to

teams. A new Bluebeam session is started. All reviews
then start again at 1: Bluebeam Studio Session.

SOP — Reviews
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Appendix

Tyler Documentation
e My Reviews Summary User Guide

e Manage My Reviews User Guide

SOP — Reviews
Version 0.3
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https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/MyReviewsSummaryUserGuide-2023.pdf
https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/ManageMyReviewsUserGuide-2023.pdf

