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This document is a high-level quick reference guide. It is not 
intended to replace training or provide in-depth instruction. 

Prescreen Review 

After the Applicant has uploaded and submitted drawings and documents, 
the Coordinator receives a Prescreen Review task to review the submission. 
The Task will be accepted from the Tasks tab on the home screen. After 
reviewing the uploaded files inside of the files tab of the project, it may be 
determined that additional information is needed from the applicant’s 
submittal. The Coordinator can add Review Comments and select Return to 
Applicant.  If the submittal requirements are accepted (no further updates 
or missing files are needed), the Coordinator selects Accepted for Review.   

Review Comments: To add comments, select the Review Comments button 
as shown below.  

 

 

 

 

 

 

The Review Comments window will open allowing you to provide feedback 
to the Applicant. (1) 

Click Add Comments to comment in an open text field box. (2) 

Clicking Add Checklist Items provides a list of pre-defined, often used 
comments to select from.(3) 

You may add as many of each comment type as necessary.(4) 

If a response to a comment is not required of the Applicant, click the 
Informational Only checkbox. 
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Return to Applicant: Advances the workflow and sends the Prescreen 
Corrections task to the applicant for submittal correction. 

 

Accepted for Review: Advances the workflow to Assign Reviewers to begin 
the review.   

 

Completing Prescreen Reviews with Corrections 

Before you can move on to the Assign Reviewers step, you must ensure that 
all Comments and Checklist items are resolved or you will get the following 
notification: 

**Note previous steps can be taken in multiple cycles until all submittal 
requirements are met 

 

After Confirming that an unresolved items has been resolved, change the 
status to Resolved by using the drop-down selection below: 
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Assign Reviewers  

The Coordinator determines who should be assigned to the review by 
selecting the Department(s) (review groups) from the list. Update 
Assignment Type, Priority, and Due Date if necessary.  Click on Begin Review 
to complete the task and move the workflow to Department Review. 

 

 

 

Review Complete (corrections required) 

After all assigned department reviews have been completed, the Review 
Complete task is assigned to the Coordinator Group. The step allows the 
designated person to: 

• Perform a quality check on the review(s) 
• Return the task back to an individual or group reviewer to make 

corrections to their review (updated status, comments, add/remove 
markups) prior to sending the review to the Applicant or through 
final processing 
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Internal Corrections – Assign the Review Back to a User 

1) Place a checkmark next to the name of the group that needs to be 
assigned the corrections 

2) Click the Add/Edit button to add a reason 
3) From the Send Back To dropdown field, select who to return the 

review to. Options are to return to the individual reviewer or the 
review department (Group) 

4) Click the Assign Internal Corrections button to notify the selected 
review department  

 

a. The plan reviewer receives a task where comments by 
Coordinator can be reviewed. The QA Response text box is 
provided to allow the plan reviewer to respond 

b. The plan reviewer makes corrections and completes the 
review 

c. Once the review is complete, it returns to the Review 
Complete step 

This cycle can be repeated as many times as required.  Comments 
added to the QA Response and QA Request fields only display to the 
selected reviewer that accepts the task. 

 

Resubmit Review 

The Applicant’s completion of the Respond and Resubmit task sends a 
notification and task to the Coordinator group for the Resubmit Review 
task. This task allows the Coordinator to review the submission, start a new 
review cycle or return the task to the applicant for incomplete resubmittals.   

Return to Applicant – if the resubmittal is incomplete, the Coordinator has 
the option to add Review Comments and return to  Applicant.  

 

 

If the applicant resubmittal is complete, then the Coordinator confirms the 
assigned departments and clicks New Cycle button to start the next review 
cycle.  

 

(1) (2) (3) 

(4) 
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Review Complete (ready for approval) 

When all department reviews have been approved, the Coordinator options 
change to Assign Internal Corrections or Approved.  Clicking Approved will 
complete the department review and move the workflow to Final Payment 
Verification.

 

 

Final Payment Verification 

In preparation for the final approval process, the Coordinator will check if all 
fees have been paid and/or add Review Comments and Return to Applicant. 
If all necessary fees have been paid, it’s time to stamp the plans.   

 

**Note that fee payment is done outside of ProjectDox.  At this step the 
Coordinator does not have access to add Review Comments.  You will use 
the discussion board formlet for communication instead. 
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Batch Stamp 

For this task, the Coordinator selects the (1) files that need to be stamped  

Chooses the (2) Batch Stamp Template and 

(3) Stamp from the drop down menus and  

Clicks on the (4) Stamp Files button to start the batch stamp files process.  

They must click on (5) Complete to finish their task.   

 

Upon completion of the batch stamp process, the applicant is notified that 
the plans/documents are ready to download. 

REMINDER: The Online Help for ProjectDox is available here: 
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