PIMA COUNTY REGIONAL FLOOD CONTROL DISTRICT
ADMINISTRATIVE PROCEDURE

POLICY NO.: Administrative Procedure, ADM-218 EFFECTIVE DATE: December 12, 2008

POLICY: A procedure for Administrative Staff to process submittals received from the Development
Services Department or Floodplain Management Division.

PURPOSE: An internal procedure for providing standards to ensure that submittals are uniformly
processed utilizing the Development Review Access database and ‘PERMITS’ Plus
program for the purpose of tracking the submittal status, as well as storing and distributing
review results.

PROCEDURE:

In Processing — Development Reviews

Development Plans or Plats

1.

no

4.

The RFCD Development Review Section receives the Development Review package from the
Development Services Department, Subdivision Coordinator (picked up and hand-delivered to
the Admin Staff by the Staff Support person).

Admin Staff will date and time stamp the transmittal sheet.

Admin Staff opens the Development Review Access database (Figure 1, page 5) at I:\Data\PD-
Division\Development Review Section\Development Review Access Database and enters the
project information: Project Number, Project Name, Project Type and Review Number, Tax
Code, Reviewer (or if not assigned, the word Any), Date Received, Due Date and Status
(always Active before a review). Add comments to respective area if appropriate.

Admin Staff will place the package in the staging area (the plastic bin on the metal cart kept in
the Admin Staff office) for the Reviewer or for assignment to a Reviewer by the Section
Manager.

Quality Assurance (QA) Electronic Email

1.

2.

Admin staff receives the QA email from the Development Services Department Subdivision
Coordinator.

Admin Staff opens the Development Review Access database (Figure 1, page 5) at I:\Data\PD-
Division\Development Review Section\Development Review Access Database and enters the
QA project information: Project Number, Project Name, Project Type and Review Number,
Tax Code, Reviewer (or if not assigned to a Reviewer, enter the word Any), Date Received,
Date In Review, Due Date (included in the Development Services Department email) and
Status (always Active before a review). Add comments to respective area if appropriate.
Admin staff will enter the date on the QA email received, as the date In Review on the
Development Review Access database (Figure 1, page 5) and change the Status in ‘PERMITS’
Plus from Active to In Review (Figures 2 through 13, page 5).

Admin Staff will forward the email to the Section Manager and the Reviewer, (usually the
person who completed the previous review for that project).
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Improvement Plans

1.

N

Admin Staff receives the Development Review package from Development Services
Department, Floodplain Management Division or directly from the Applicant.

Admin Staff will date and time stamp the transmittal sheet.

A green Floodplain Use Permit (FPUP) Application accompanies plans from Floodplain
Management Division with an FPUP number.

Admin Staff opens the Development Review Access database (Figure 1, page 5) at I:\Data\PD-
Division\Development Review Section\Development Review Access Database and enters the
project information: Project Number, Project Name, Project Type and Review Number, Tax
Code, Reviewer (or if not assigned to a Reviewer, enter the word Any), Date Received, Due
Date (10 business days from date of receipt) and Status (always Active before a review). Add
comments to respective area if appropriate. Use the Floodplain Use Permit Number for the
Project Number, if appropriate. If no Project Number or Permit Number is provided, use an
alphabetical system.

Admin Staff will place the package in the staging area (the plastic bin on the metal cart kept in
the Admin Staff office) for the Reviewer or for the assignment to a Reviewer by the Section
Manager.

Out Processing — Development Reviews

Development Plans or Plats

1.

The Reviewer will take a project from the staging area and enter the date In Review on the
Active Reviews chart (kept in front of the plastic bin on the metal cart in the Admin Staff
office). Admin Staff will update the Active Reviews chart on a daily basis and enter the date
In Review on the Development Review Access database (Figure 1, page 5) and change the
Status in ‘PERMITS’ Plus from Active to In Review (Figures 2 through 13, page 5).

The Reviewer emails the completed comment memorandum to the Admin Staff, along with a
record of the review time spent on the project in hours and/or minutes. The project is named as
follows: Project Number _Project Name_(TypeReviewNumber) Monthday-year. For example:
P1208-075_ Moreno Brothers Plastering_(DP1) Oct08-08.

If the comment memorandum contains “Improvement Plans Requested”” in RED in the Subject
line under project name and number:

a. Admin Staff enters this request on the Development Review Access spreadsheet at
I:\Data\PD-Division\Development Review Section\Development Review Access
Database in the Comments column.

b. Admin Staff sends separate email to the Development Services Admin Support staff
stating: “RFCD requests a copy of the IP for this project”.

Admin Staff will proofread the memorandum, edit if appropriate and add the Reviewer’s
signature.
Admin Staff will process the completed review comment memorandum as follows:

a. Save in Word format at I:\Data\PD-Division\Development Review Section\Edited
Project Review Comments\Development Reviews\P12XX.

b. Update the project status in the Workflow Status box (Figure 14, page 9) and select
either Approved or Denied.

c. Copy the text in Word format and paste the comment memorandum in the Comments
section in Workflow (Figure 15, page 9), prefaced with the words REGIONAL FLOOD
CONTROL DISTRICT.

Page 2 of 12 Revised 1/20/2009



d. Enter the Reviewer’s work hours and/or minutes in the Record Hours section (Figure
15, page 9). Note minutes are entered in 15 minute increments.

e. Save in PDF format at I:\Data\PD-Division\Development Review Section\

Project Review-PDFs\P12XX.

f. Save in PDF format at C:\Dev Reviews. The comment memorandum must be saved
with the established Development Services Department protocols for ‘PERMITS’ Plus
file names as follows: Project Type-Review Number REVIEW DIVISION Month-Day-
Year. For example: DP-1 REVIEW RFCD 3-07-08 (Figure 23, page 11). The purpose
of saving the comment memorandum to the C:\drive is to enable the signed PDF
document to be uploaded in ‘PERMITS’ Plus to OfficeDoc.

g. Upload the comment memorandum from the C:\ drive to OfficeDoc (Figures 18 through
26, page 10).

Admin Staff will email the PDF version of the comment memorandum from the I:\ drive to:

a. The person(s) indicated in the cc: list at the bottom of the email.

b. Fax or mail copies, if the email address has not been provided. Please note if the email
address is not provided, the fax number or address can be found on the Development
Services Department application in the project file.

Admin Staff will update the Development Review Access database (Figure 1, page 5) at
I:\Data\PD-Division\Development Review Section\Development Review Access Database and
select either Approved or Denied in the Status column.

Quality Assurance (QA) Electronic Email

1.

2.

3.

The Reviewer emails the completed QA comment memorandum to the Admin Staff, along with
a record of the review time spent on the project in hours and/or minutes. The project is named
as follows: Project Number_Project Name_(TypeReviewNumber) Monthday-year. For
example: P1208-075_Moreno Brothers Plastering_(QA DP1) Oct08-08.

Admin Staff will proofread the QA comment memorandum, edit if appropriate and add the
Reviewer’s signature.

Admin Staff will process the completed QA comment memorandum as follows:

a. Save in Word format at I:\Data\PD-Division\Development Review Section\Edited
Project Review Comments\Development Reviews\P12XX.

b. Update the project status in the Workflow Status box (Figure 14, page 9) and select
either Approved or Denied.

c. Copy the text in Word format and paste the QA comment memorandum in the
Comments section in Workflow (Figure 15, page 9), prefaced with the words
REGIONAL FLOOD CONTROL DISTRICT.

d. Enter the Reviewer’s work hours and/or minutes in the Record Hours section (Figure
14, page 9). Note minutes are entered in 15 minute increments.

e. Save in PDF format at I:\Data\PD-Division\Development Review Section\Project
Review-PDFs\P12XX.

f. Save in PDF format at C:\Dev Reviews. The QA comment memorandum must be saved
with the established Development Services protocols for ‘PERMITS’ Plus file names:
QA Type-Review Number ROUTING DIVISION Month-Day-Year. For example:
QA DP-1 ROUTING RFCD 3-07-08 (Figure 23, page 11).

g. Upload the comment memorandum from the C:\ drive to OfficeDoc (Figures 18 through
26, page 10).

4. Admin Staff will email the PDF version of the QA comment memorandum from the 1:\ drive

to:
a. The person(s) indicated in the cc: list at the bottom of the email.
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b. Fax or mail copies, if the email address has not been provided. Please note if the email
address is not provided, the fax number or address can be found on the Development
Services Department application in the project file.

5. Admin Staff will update the Development Review Access database (Figure 1, page 5) at
I:\Data\PD-Division\Development Review Section\Development Review Access
Database and select either Approved or Denied in the Status column.

Improvement Plans

1. The Reviewer may prepare a comment letter or may mark up the plan set and return it to the

2.

applicant without a letter. If the Reviewer prepares a comment letter:

a. The Reviewer emails the completed comment letter to the Admin Staff. The project is
named according to established protocols as follows: Project Number_Project
Name_(TypeReviewNumber) Monthday-year. For example: P1208-075_Moreno
Brothers Plastering_(1P1)_Oct08-08.

b. Admin Staff will proofread the letter, edit if appropriate and add the Reviewer’s
signature.

c. Admin Staff saves the completed review comment letter in:

i. Word format at I:\Data\PD-Division\Development Review Section\Edited
Project Review Comments\Development Reviews\P12XX (or FPUP No. or
Miscellaneous Project Files).

ii. PDF format at I:\Data\PD-Division\Development Review Section\Project
Review-PDFs\P12XX (or FPUP No. or Miscellaneous Project Files).

d. Admin Staff will email the PDF version of the comment letter from the I:\ drive to:

i. The person(s) indicated in the cc: list at the bottom of the email.

ii. Fax or mail copies, if the email address has not been provided. Please note if the
email address is not provided, the fax number or address can be found on the
Development Services Department application in the project file.

e. Admin Staff will update the Development Review Access database (Figure 1, page 5) at
I:\Data\PD- Division\Development Review Section\Development Review Access
Database and select either Approved or Denied in the Status column.

If the Reviewer marks up the plan set and does not prepare a comment letter, the Reviewer will
notify Admin Staff of the project status, and Admin Staff will update the Development Review
Access database (Figure 1, page 5) at I:\Data\PD-Division\Development Review
Section\Development Review Access Database and select either Approved or Denied in the
Status column.

Processing for Drainage Reports-CDs

1.
2.

3.
4.

Admin Staff receives the CD from Engineer of Record.

Admin Staff logs in the CD on the Development Review Access database (Figure 1, page 5) at
I:\Data\PD-Division\Development Review Section\Development Review Access Database.
Enter the Project information: Project Number, Project Name, Project Type and Review
Number, Reviewer, Date Received, Due Date (5 business days from date of receipt) and Status
(always Active before a review). Note, this due date should be on or before the QA Routing
due date (check Development Review Access database for verification). Add comments to
respective area if appropriate.

Admin Staff will hand deliver the CD to the Support Staff for review.

Support Staff will check the CD for content to verify it is the same as the approved Drainage
Report.
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~No

Support Staff will save the drainage report to I:\Data\PD-Division\Development Review
Section\Development Review Drainage Reports and Project Files\P12XX-PROJECTS and
update the Excel spreadsheet at I:\Data\PD-Division\Development Review Section\PDD
Drainage Report CD Tracking Sheet.

Support Staff will email the Admin Staff whether the CD has been Approved or Denied.
Admin Staff will forward a copy of the email to the assigned Reviewer.

Admin Staff will update the Development Review Access database (Figure 1, page 5) at
I:\Data\PD-Division\Development Review Section\Development Review Access Database and
select either Approved or Denied in the Status column.

Development Review Access Database

Microsoft Access BEE]

Edit View Insert Format Records Tools  Window Help  Adobe PDF Type a questian for help =

: Date inReview v | Arial 210 x| B 7 O[S A

i - -1l Bz U] AL P F — |
AN NN A AN ENETS RN A W === RN |
~
Praject Mumber| Project Mame Project Type| Taxcode Reviewer | Riparian| Date Rec'd|Date in Review| Due Date | Gompleted|Date Completed] Status | Comment &
| |P1208-071 Eastside Assembly of Goc 10P 136-11-021F  Jim 97472008 9A8/2008 104272008 10/3£2008 Denied
| _|P1208-072 NWC River Road & La Chd 1DP 101-13-2800  Patticia 97472008 9/30/2008  10/4/2008 1072£2008 Approve
| |P1208-073 Jaynes Station Ranch TP 101-10-014E  Felipe O 9/3/200% 9/16/2008  10/3/2008 10732008 Denied
| b |P1208-074 La Posada Apartments Es 10P 304-22.2410  Felipe 941772008 1041 7,/2008 1041772008 Denied
| |P1208-074 La Posada Apartments Ec 2DP 304-22-2410  Felipe 4] 1141372008 12/2/2008 12111/2008 12/15/2008 Approve
| |P1208-075 Marena Brathers Plasterin 1DP 140-40-0450  Felipe 9/15/2008 9/29/2008 10A10/2008 107972008 Denied
| | P1208-084 27 Wash TP 222-21-0100  Jim 9/19/2008 10/20/2008 10/30/2008 Denied
| |P1208-087 Sammy's Mexican Grill  1DP 222-16-1070 | Felipe O 10/3/2008 10/23/2008  11/3/2008 10/30/2008 Denied
| |P1208-088 Hacienda Del Sol Guest R 1DP 108-13-3050  Felipe ] 104372008 1143/2008  11/15/2008 11/12/2008 Denied
| |P1208-088 Hacienda del Sol Guest R WawRq 108-13-3050  Felipe O 12/572008 127242008 12f26/2008 [ Active DetentiondF
| | P1208-088 Hacienda del Sol Guest R 2DP 108-13-3050  Felipe O 1241772008 1/16/2009 ] Active
| |P1208-089 Saguaro Ridge 1T 219-260090  Patricia O 10/3/2008 114442008 11/7/2008 11/18/2008 Denied
| |P1208-089 Saguaro Ridge Estates | WawRg 000-00-0000  Patricia O 1241672008 1243172008 O Active
| |P1208-080 Aura Valley Hardware 20P 208-28-1870  Patricia 3] 10/7/72008 114472008 114102008 Denied
| | P1208-091 Carnbella 1P 108-23-0890  Felipe ] 10/9/2008 10/23/2008  11/5/2008 114172008 Denied IP regueste
| |P1205-055 Sunget Mesa 1TP 22521-006E | Jim O 10/28/200% 11482008 11/28/2008 1222008 Denied
| | P1208-096 Swan & Skyline Plaza 1FR 108-03-7780 | Jim O 1073072008 124/2/2008  12/2/2008 12/8£2008 Denied
| |P1208-097 TEP Canoa Ranch Substa 10P 304-69-0460  Felipe 11/6/2008, 11/25/2008  12/5/2008 12/5£2008 Denied
| |P1208-088 Hidden Canyon Estates  1TP 114-18-001K_ Patticia 12A11/2008 14772009 [ Active
| | P1208-029 Green Valley Memory Car 1DP 304-18-9250  Jim 11/24/2008 12A18/2008 12/22/2008 1/5/2009 Denied
| |P1208-100 Cat Mountain Plaza 1FR 000-00-0000  Felipe O 11/24/2008 1216/2008 12/22/2008 12/30/2008 Denied
| |P1208-101 Acaderny Village Rev#2 1DP 205-74-3170  Jim 12/8/2008, 14772009 ] Active
| |P1208-102 Lazy C Ranch 1P 214-47-0500  Ann 12A11/2008 12A7/2008 12A19/2008 1241972008 Apprave
|| P1208-601 Shamrock Center SDP 104016590 Patricia O 10/31/2008 11A14/2008 1171372008 Denied
| |P1208-601 Shamrock Center 2SDP 104016390 Patricia O 12/3/2008 12/3/2008 12/3/2008 Denied
| | P1208-601 Shamrock Center 3SDP 104016390 Patricia 3] 127472008 124442008 12/4£2008 Approve
| |P1208-601 Shamrock Center DRCD 1040165390 Justin 12/572008 12/19/2008 12/5£2008 Approve
| | P1208-604 Rawhide Feed Stors SDP 000-00-0000  Patricia O 120172008 12/2/2008  12/10/2008 12/9/2008 Denied
| | P1255-006 Maountain View Ranch Phz Imp 305040124 | Suzie 9/13/2007 8/25/2007 Denied
| |P1298-096 Mountain Yiew Ranch Phs DRAJd 305-04-012A  Sheina O 10/5/2007 9/19/2007 Cancele  To be resut
# [l Cl
— - ] fhd
< >
Datasheet Yiew UM

Figure 1 — Development Review Access Database

Steps to Open ‘PERMITS’ Plus Program:

1.

Logonto ‘PERMITS’ Plus as follows:
From the Main Menu Desktop Screen, select the ‘PERMITS’ Plus shortcut icon and double
click to open the program.

‘PERMITS’ Plus Login Screen:
a. Type in the User ID and click OK.
b. Type in the Password and click OK.

"PERMITS' Plus Login
‘ Enter Your 'PERMITS’ Plus User Id: ICDELLAH il
‘ Pazsword: I ”””” | (1].9
Database: | COUNTY LOGIN |
LCancel Login |

Figure 2 — ‘PERMITS’ Plus Login Screen
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] [MENU COUNTY BUSINESS OPERATIONS] 'PERMITS Plus

PERMITS' Plus®©32-Bif O mm . jesebs, b, Al Rights Rrserind
|Lmmcee PR COUNT . A2 [ e G e 390 | Warsom o« 611 |

Figure 3 — To begin ‘PERMITS’ Plus click on the Find A/P/D’s (Activities, Projects and
Developments) button, then click on the List by Numbers.

" Activities, Projects and Developments

1FindAPD | 2 Parcel| 3 Address | 4 C/AZE/D |

Activities / Projects / Developments
==
ToolBar
< o
1]« «] Fecord: 1 of 1 » [w|]
Search By
|V(:' APD Mumber ¢ Address (" Parcel  Mame  License Mumber ¢ Title ¢ Location € Alt_Key |
> A/F/D Number >= |P1207-098 <= =
Search Print
e
|nS N l
Slatus:| | A,EEJ =l |Enl3|ed_DateL| —ILastjAPDs E it
Type:| Llsctlzt:ssl ;IBetweenI A Show Address r
: Attachments
SubType:I =l DEDtZI | andl R el Select Multiples 7
Eategol}':l = Division:l Select Range: T
Back Stop r

Figure 4 — Type in the Project Number at the A/P/D Number > = window (example: P1207-098),

click on the Search button; double-click on the highlighted project number (under
Activities/Projects/Developments heading).
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W, Type: DEVPLAN Yers: 2710 DEVELOPMENT PLAN (Project)

Project : [F1207058 Lozatior: [ARIVACA RENCH RD
Status; [PENDING APPLICANT: [BAKER & ASSOCIATES ENGINEERING, INC Back] Vien
Date: [11726/2007 | Haticel[THIE PROJECT IS ON & PRIVATE WELL ] Bsckstop [
Title: [ERIVACA BOYS RANCH
E%wmﬁéﬂ@ﬁm%m@
Sereen) Deso | People] Fees ] Inp Doc | Cond | LIEMN] Loc | Relate JImages B ekl
Figure 5 — Click on the Wrkflw icon.
W, Special Alerts For P1208-019
F1208018 8lerts |

| Motice

for $10.109 must be

prici 1o approval of the G uali Liting for the:

Figure 6 —Note: Occasionally a Special Alerts screen will appear before the Wrkflw screen. If

this happens click on the “Continue” button. The Alerts Screen disappears and the
Workflow Screen appears.

PERMITS' Plus - WorkFlow

"’ Workflow: P1207-098 - QA DP Routing - Id:123693
ToolBar Drder lw ﬂ > > = 0 E Q Coptions X
|« Office Wik Left To Fight [~
oj@ [E[B[E = e I v [

Egit || Back Back Stop [~
Criteria: [CDELLAR) Default

OIF | Activity ‘Workflow Status
P1207-098 | Closed
P1207-038 | Closed
P1207-098 | Closed

ubdivisior
Workflow Description Start Date | End Date
Development Plan - DEVREY | 11/26/2007 | 01/29/2008
2nd Submittal - Development | 03/12/2008 | 04,/08/2008
2nd Submittal - Landscaping 03/12/2008 | 03/24/2008

[Padhessingl DG W[Diocument [{andseaping [ FFCD | Fiparian | Transport || Zoning

- I

Workflow [ Folder Detail:

1 Selection Criteria | 2 Save/Recall Criteria | 3Soit DldEll 4 Column l]rdell
Workflow —| [ Selection Criteria:
Critical

Inglude:
ey Nonter [F070%__ o [P | e o
Permnits User |d: Active
Division 0Off track Only: [~
el

Cluxed:: 1)04/28/2008 | 04/28/2008 i
Membe[ iR Approved | 1| 05/01/2008 | 05/01/2008 | Devfl
Lo ey iw;wﬁmm%ﬂm
Figure 7 — Double-click on the appropriate Figure 8 — Double-click on the RFCD folder.
Active project number to be updated.

Page 7 of 12 Revised 1/20/2009



W, Workflow:P1207-054 - Folder:RFCD - DevRev X

[Folder—

FRFCD |

Critc:al

Active

=

NonCritical
i j Befresh
Descriptiar; |Heview Floodplain Plares | Update I
Status: IAC“\"B j Actual Scheduled
Prior Task must be conpleted: [ | Giart Date; | 04/19/2008 04/15/2008
Recard Hours End Dfale 04/15/2008 | 04/15/2008 | Edit Falder h
Comments ToalBa] Duration: 0

Hous R/0: | 0:00 / 0:00 | 0.00

W

12

Back | Exit

Figure 9 — Click on the Edit Folder button.

WorkFlow Division Member Maintenance.

. Workflow Folder:RFCD - DevRev
Group Page Totals .
Critical Tasks NonCritical Tasks | TotalDays [ Total Howrs | [ WFedt
e ] [ e e [
IRFCO I
| Tack Description | Crilicall Status | tember | Daysl Tabl
» EReview Floodplain Plans [es [ ANM | i) 1]
Task
Inzert
Add
Delete
P I _’I Refrash
Task Detail:
|Review Floodplain Plans | Select Update I
o ] iniial Status: [Active ~||_Ede
Division [FCH | [ANN MOYNIHAN I[ Select <
Lritical X Da}esljl Hours: El Pricr Task in list must be completed: [~
Script Trigger. IUndEfinEd - Task Id:IUndefined LI e
ﬁlou;{ RFCD vI =

Figure 10 — Click on the 2" Select button.

AMMETTE PLICATO
FCR Ay
FCR BILL ZIMMERMAMN
FCR CARLA DAMFORTH
FCR CLAIRE
FCR JIM COLLAMORE
FCR L'vMNMN ORCHARD
FCR ariza Rice
FCR Patricia Gilbert
FCR SHEIMA POOL
FCR STEPHAMIE MAMCINE
FCR SUZIE BOHNET

Division:

Member: IANN MOYHNIHAN

Permits Flus Uger 1D: |AMOYHIHAN
Huourly R ate: Over Time Rate: W listP

ﬂ

Figure 11 — Select the Reviewer’s name from the list, click on the Ok checkmark.
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. Workflow Folder:RFCD - DevRev

Group Page Totals

Critical Tasks —— HonCritical Tasks Total Days — [~ Total Hours . Wedit
l - ‘ l = | |—| s | ’—l L |

IRFCD |

[ Task Description | Critical [ Status [ Member [Days]  Tab

Figure 12 — Click the Update button (validating
the Reviewer’s name) then click the Exit button.

¥ | Review Floodplain Plars res  |Approved | ANN ) 1
Task
Ingert
fiod
Delete
L | o | e
[ Task Detail:
|Review Floodplain Plans J[select [ um¢
e il ] Iniil Status: [Fpproved =
Division [FCA ] [ANN MOYNIHAN [ seleet |
Citical @ Dags] 0] Hours[ 8] Prior Task in list must be complete: [
Script Trigger [Ondefined =] Taskld]Undefined - i P

. Workflow:P1208-074 - Folder:RFCD - DevRev X

+RFCD I | Folder
d Aclive

Critical

HonCritical

q j Refrach |
Description: |H3""EW Flaodplain Plans |

§tatus:l|" Review j Actual Scheduled
Frier Task must be completed: [ | Start Date: | 1240372008 11/12/2008

Fecord Hours End Date: | 120372008 1171242008 Edit Folder I

Comments TaoBar Duration 1]

1}
Hourz R/0 0:00 /| 0:00 0.00
Back | | Exit

Figure 13 — Click on the Status box drop down
arrow and select In Review. Click Update. Close
out of ‘PERMITS’ Plus by clicking on the Back
icon.

'

Note:  Re-open ‘PERMITS’ Plus when Reviewer emails you the completed comment memorandum (see
Figure 2, page 5) proceed to Figure 14 for Out Processing — Development Reviews.

W, Workflow:P1208-052 - Folder:RFCD - DevRev

IRFCD |

Off | Te| Critical | Status Con | Days | Division Member Description

4] | a
Descriptiar [Review Floadplain Plans | Lipdate I
) 5o [Active =l Aclual Schedued

Frior Task must be completed: [© | Giart Date; | 06/18/2008 06/18/2008

0671872008 061872008 i
Aecord Hours End Date Edit Folder I

|:> Comments TQD\BJ Duration:

0 0
Hours R/0: | o:00 /0 0:00 0.00
Back| [ Exit

Figure 14 — Click on the Status box drop down arrow
and select either Approved or Denied. Click on the

Comments button.

Workflow Comments
@ Mo Records on File. Do you wish to add one?
s Mo |

A query box will open — click “Yes’.

Page 9 of 12

W, WorkFlow Task Comments Maintenance.
I Type I Date Entered I Userld I Firzt Line Of Comment Add New
Delete
FRefresh

I
ﬂ j E it

(]

" Comments Detail:
IPuhIic hd _ [View
Comment Text: X Pubic
REGIONAL FLOOD CONTROL DISTRICT| = X Private
% Frirt
% Folder
j "Sort by Date:
® Ascending
Entered Date: | | || © Descending

Figure 15 - Click on the drop down arrow

under Comments Detail heading; and select the
word Public. Paste copy of Development Review
Memorandum in the Comment Text box; click
Update button and click on the Exit icon.
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w. Workflow:P1208-052 - Folder:RFCD - DevRev

+RFCD |

Description: [Review Floodplain Plans

Status [Active 3| Actual Schediied
Frior Task must be completed: [ | Stat Date: | 0641872008 0641872008

EndDate: | 06/18/2008 06/18/2008 Edit Folder I
[1]

Duration:
wof e
Eack] |_Exit

]
HowsR/0: | 00 /| o:on [ 000
Figure 16 — Click on the Record Hours button.

I, Type: DEVPLAN Vers: 210 DEVELOPMENT PLAN (Proect) X
Froect: {P1207-03% Localion:|AHWAEAHANEH il D|ﬁ|@
Bar Eat

e [FERDING EFRUNT,[ACER & 3STCATES ENGIEERING, N
Dae 112007 | ke RELECT 5 00 AFAATE WELL Bk [
T EFACA B FANCH

o

ﬁﬂﬁﬂﬁ@ﬁm%%
s

Deso | Bemle rp | Doc | Cood{ LAY Low | Rkt meges

(1840

Figure 18 — Exit back to Figure 5 screen,
page 7 and click on Office Doc button to
process document in the C:\ drive.

W, Importing a File

® Innport File
() Create a Pointer Tag Orly

i Browse

W, WorkFlow Time Clock
User D Date 0/T | Start Time | End Time | Elapsed | Date Entered N
Delete
Refresh
113
Ezit
L o =
Your User |d [CDELLAR | Date: 121772008 \ [ Over Time
[Start Time: ~— [[EndTime: — | [ Elapsed Time:
Hour ™ [ Minutes ™ ["amom ™~ 7 | | ["Hour™ | [ Mirutes [ am/om ™| | [ Hour Minutes: |
Iu - |u - Iamv Iu 3| Iu > |am. |:|‘
[ Motations: -

Figure 17 — Enter hours and/or minutes; click
on the Update button, and click the Exit button.

N PERAOFC X
Documents for, F1207-038 dbiaut |
Oocumerts on il 41T ypes] Document Bpalcation Types

OEVPLANFOFRECLTR (424080 a|Power Paint FRT .
e I |

OP1 REVIEW ADDR 120407 doc

DR REVIEWAZ STATE FRE 122707y |Mlbck el FTH

DP-1 REVIEW DEQ 120307 n WebPage HHT |
DP-1 REVIEW DO SERY 120407 doc j B
] Select | Delele | [mpat | NewDoc | FiberBy | Eat
I

Figure 19 — Under the Document/Application
Types heading click on Adobe Reader PDF,
and then click on the Import button.

- |Of X

mport File: |

sFle:|
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Figure 20 — Click on the Browse button.

Open

Open
|:> Look jn: I 3 PermPlus32 j - &F BB
[ ackoP:
|2 Uninstall
|auTs
€
s
My Documents
I___.
1
Iy Computer
File name: I".F‘DF j Open I
Files of type: IAdobe Figader".PDF) j Carcel

™ Dpen as read-only

h‘?

My Documents

Lack jn I@ C§ on Clert' [C] _ j ] £ B

|06y Reviews
DDncuments and Settings
Depson 3170

| tntel

30 1160

Dngram Files

L winDows

File name: Ix PDF

Open I
Cancel

Files of type:

Lol L

[8dabe Reader FDF)
I™ Open as readorly

Figure 21 — Go to Look in: PermPlus32
screen and click on the drop down arrow.

Figure 22 — Select C:\ drive, and then click
on the Dev Reviews folder (see Informational

Note).

Informational Note for Figure 22: The PDD Admin Staff computer is set up in a Dev Reviews folder

on the C:\ drive, as shown in Figure 22. When using a different computer you will not have access to
this folder, therefore a new folder must be made on the C:\ drive in order to import the comment

memorandum to Office Doc.

Open

&

My Recent
Docurments

‘é‘%

Desktop

¢

My Documents

@

My Computer

by Metwark

RX

Look in | ) Dev Reviews

= [~

-,"_-. DP-3 REVIEW RFCD 7-21-03
-,E DP-3 REVIEW RFCD 8-21-03
-,E DP-3 REVIEW RFCD 9-03-03
-,E DP-3 REVIEW RFCD 9-09-03
-,"; DP-3 REVIEW RFCD 9-16-03
z: DP-3 REVIEW RFCD 11-17-08
7'_—~ DP-3 REVIEW RFCD 12-3-08
7'_—~ DP-4 REVIEW RFCD 1-14-08.doc
Z DP-4 REVIEW RFCD 1-15-08.doc
-,E DF-4 REVIEW RFCD 1-29-06.doc
-,E DPF-4 REVIEW RFCD 1-30-08.doc
-,"_-. DP-4 REVIEW RFCD 3-20-08.doc
-,E DP-4 REVIEW RFCD 3-25-08.doc
-,E DP-4 REVIEW RFCD 4-14-08.doc
-,E DP-4 Review RFCD 9-2-03

| DP-4 Review RFCD 9-4-
= DP-4 Review RFCD 12-1
=L DP-5 REWIEW RFCD 3-1
=% DP-5 REWIEW RFCD 7-2
. DP-5 REWIEW RFCD 8-1
L DP-5 REWIEW RFCD 11-
5 DP-7 REWIEW RFCD 1-2
L DR Add-2 REVIEW RFCL
DR Adden-2 REVIEW RF
=L FP-1 REVIEW RFCD 2-1
=L FP-1 REVIEW RFCD 2-1
=L FP-1 REVIEW RFCD 2-1
=L FP-1 REWIEW RFCD 4-1
= FP-1 REVIEW RFCD 73
=L FP-1 REVIEW RFCD 7-7

< | >
File name: |DP-3 REVIEW RFCD 111708 v [Coeen ]
Files of type: | Adobe POF Files [* pe] v [ cance |

Figure 23 — Select the review comment memorandum from the C:\drive and import it to the “Office
Doc” folder in Wrkflw in ‘PERMITS’ Plus. (This file is named according to the
established Development Services Department protocols: Project type-Review Number
REVIEW RFCD Month-Day-Year. For example: DP-3 REVIEW RFCD 11-17-08).
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W, Importing a File _ |01 X

(® ImportFile
() Create a Painter Tag Only

¢ Bromge

| mport File: ‘C\Dev Reviews\DP-2 REVIEW RFCD 31408 pe |

s File: ‘DP-Z REVIEW RFCD 31404 pt |

Ok Ext |

Figure 24 — Click on the Ok button.

W PERMOFC
Documents for: F1208-064

@ Corfitm, Tport; C:\Dev Reviews|DP-2 REVIEW RFCD 3-14-08.pdf ?

PERATTS Pl

e Ho
o] |

u

Figure 25 — Click the Yes button to confirm
import.

About I

Adobe Reader Documents an File

Documentdpplication Types

DP-1REVIEW TUCSON WATER D8-08-08.t | MS Wword ooT -
DP-1 REVIEW USPO 09-22-08 kf WS Word Doc

DP-1 REWIEW 'whw'M 8-27-08 doc M Excel L

DP-1 REVIEW ZOMING 9-03-08.doc el

DP-2 & TRAMSMITTAL 12-29-08 dac t35 Phato Editor JPG

DP-2 REVIEW RFCD 3-14-08.pdf | NotePad TT ~|

Al Select Delete

Hew Doc Eilter By E xit |

Figure 26 —Next to Documents for: you will see the Project Number and in the list under Adobe
Reader Documents on File heading you will see the imported project by Project Type-Number
REVIEW DIVISION Month-Day-Year. Exit out of ‘PERMITS’ Plus.
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