ATTENTION

IMPORTANT ANNOUNCEMENT

STARTING FRIDAY, NOVEMBER 1, 2024, THE BUILDING DEPARTMENT WILL START
USING NEW SOFTWARE FOR PERMITS PROCESSING AND INSPECTIONS.

PLAN REVIEW

cap government

/ NEW PERMITS \

Visit, https://cap.geocivix.com/secure/, to apply for your permit.

e Make sure to register to proceed with permit application submittal.
e You may follow the instructions provided to apply for your permit in the
‘Electronic Plan Submission Instructions’.

J

FOR UPLOADING DOCUMENTS ON EXISTING PROJECTS, PLEASE GO TO
HTTPS://CAP.GEOCIVIX.COM/SECURE/, AND REGISTER TO LINK YOUR PERMIT TO YOUR ACCOUNT. AS
REVIEWERS WILL NOT BE ABLE TO REVIEW USING OpenGov.

ALL INSPECTION REQUESTS MUST BE SENT TO:

INSPECTION@BISCAYNEPARKFL.GOV
Requests must be submitted a day prior to the day of inspection by 4PM.

We expect the change will make the process clearer and easier for future applications.


https://cap.geocivix.com/secure/
https://cap.geocivix.com/secure/
mailto:INSPECTION@BISCAYNEPARKFL.GOV
https://cap.geocivix.com/secure/

Updated: 08/26/2020
INSTRUCTIONS FOR ELECTRONIC PLAN SUBMISSION

1. Go to https://cap.idtplans.com/secure/ and click on the Register icon as indicated by
the red arrow using Microsoft Explorer or Microsoft Edge as your browser.

Home Register Inspections~  Support

PLAN REVIEW

cap government
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2. Enter required information for registration. Check “accept” and click ‘Submit’ button
at bottom of page.

3. You should then get an e-mail with the subject line ‘CAP account activation’. Open
up the e-mail and click on the provided link to activate your account.

4. Enter e-mail and password that was used for account registration as your sign in.
Once you are logged in, you are now ready to submit your plans electronically.

5. Click on ‘Submit a Project for Review’ button at the middle of page.

PLAN REVIEW
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https://cap.idtplans.com/secure/
https://cap.idtplans.com/secure/

10.

11.

Select ‘Miami-Dade’ from County pull-down menu at the middle of page.

Next select ‘Village of El Portal’ from Jurisdiction pull-down menu right below
County.

Then ‘Building Code Review’ from Application Category pull-down menu right below
Jurisdiction should have been automatically selected.

‘Express Review’ from Application Type pull-down menu right below Application
Category should have been automatically selected.

Fill-in Project or Subdivision Name right below Application Type. For example, ABC
Condominium Association.

Then click on ‘Save and Continue’ button, which will bring you to the next screen
entitled ‘Express Review Checklist’.

Plan Review Submittal

Application Upload Files Confirm and Submit

Project Overview

@ County = Miami-Dade v
@ Jurisdiction Village of Biscayne Park v
(@ Application Category Building Code Review V| @ Help me choose

(@ Project or Subdivision Name | HOME ADDRESS & PROJECT TYPE

Save and Continue ‘
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12. Go through ‘Express Review Checklist’ and make sure that all boxes are checked
off. Also, on the right side of each checklist item, there is an option to add
comments. If comments are added, be sure to click ‘Add comment’ button to save
and enter your comments. Then click ‘Save and Continue’ to move to the next
screen.

& Carmelo Pifano ~

Home Sitev Plan Review~ Inspections~ Directory~ Support @ Q

Application hioad Files

Express Review Checklist & Print Che

Check All (By checking each box, you acknowledge that you have read and understand all possible
requirements.)

All plan sheets must be submitted in proper landscape orientation W Add a comment
Plan sheets shall be titled clearly. W Add a comment
Additional information, separate from the plan sheets, shall be submitted as separate pdf files (ex
Stormwater Management Plan, Owner Affidavits, Traffic Studies, Com Checks, etc.) ¥ Add a comment
Plan sets should start with a cover sheet that contains an index of drawings W Add a comment

In each review cycle, the applicant shall respond to each issue generated by staff that remains open
Please give specific responses to the open issues, not generic responses such as "see plan" or "corrected"
M Add a comment

Any resubmittal requires the submission of the COMPLETE set of plans, not only the affected sheets AND
= also a cover letter that specifies the details of the revision W Add a comment

A
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13. Next you will advance to the next screen ‘Project Details’. Select “100%
Construction Documents’ from Phase Submittal pull-down menu starting at the
middle of page. Type in building complex or sub-division name for ‘Facility Name’,
which is the next line below Phase Submittal. For next line, leave ‘Project Number’
blank, which the building department will provide you with a permit application
number. Select ‘FBC2017’ from Building Code pull-down menu, which is below
Project Number. Then type in architect or engineer name for next line below
Building Code. For next line below Architect or Engineer Name, select date on
plans from the calendar pop-up for Plans Dated. Lastly for next line below Plans
Dated, type in project description or work description in the text box provide (be sure
to be as detailed as possible to provide plan reviewers with full scope of work).

Home Site~ Plan Review~ Inspections~

Plan Review Submittal

Application

Project Details

© Phase Submittal 100% Construction Documents v

© Facility Name Type in building complex or sub-division name

© Project Number Leave blank - the building department will provide you with a permit application number

@ Building Code FBC2017 ~
@ Architect or Engineer Name Type in architect or engineer name
© Plans Dated Select Date
@ Project Description [ Source BB E - = e
Font ~ | Size

A-B-|B|I|U =

Type in project description or work description in the text box provide (be
sure to be as detail as possible to provide plan reviewers with full
scope of work).

body span strong em

Save and Continue
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14. If all information is correct under ‘Confirm Your Application’ check box at bottom of
screen then click ‘Confirm’ button.

& Camelo Pifano ~

Home Site» Plan Review~ Inspections» Directory» Support e Q

Plan Review Submittal

Application Uplo

=1

Please review your application below for accuracy and use the edit button to make comections if necessary.

Miami-Dade (Corporate) Office Broward Office Palm Beach Office
Gp 343 Aimeria Avenue 100 SE 12th Street 1910 North Florida Mango Road
Coral Gables, FL 33134 Fort Lauderdale, FL 33316 West Palm Beach, FL 33409
Phone: 305.448.1711 Phone; 954.888.9882 Phone: 561.508.0615
cap government
‘ Project Overview #427006
Project Title: ABC Condominium Association Jurisdiction: Village of El Portal
Application Type: Express Review State: FL
Workflow: Express Workflow County: Miami-Dade

T
| Project Details |

Phase Submittal: 100% Construction Documents Facility Name:

Project Number: Building Code: FBC2017
Architect or Engineer Name: Plans Dated:

Project Description:

1, acting as agent for the owner/developer/organization hereby submit the above application for review. |
derstand that failure to address any item listed above shall result in the application not meeting the
imum submission requirements and said application shall be returned to me for revision and resubmission

prior to review
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15. For the next screen ‘Document Upload’ click on ‘Upload files’ towards bottom of
screen. It will then take you to a ‘Select files’ pop-up box where you can click on
‘Add Files’ to upload all submittal documents for review. Be sure to include
completed Building Permit Application, Proof of Ownership, Executed Contract,
Condo/Homeowners Association Approval Letter (if applicable), any applicable
affidavits, a completed contractor reqistration packet (if needed), and complete
100% construction documents to be reviewed. Any missing documents will result in
rejection of electronic plan submission. After files are added, click on ‘Start Upload’
button on the same ‘Select files’ pop-up box and allow system to process upload.
Keep in mind only PDF documents can be accepted. Afterwards, it will take back to
‘Document Upload’ screen where you can upload more files, delete files, save and
continue later and invite consultant to upload files (these options are on the bottom
of screen).

Plan Review Submittal

Upload Files

The files displayed here have been uploaded successfully. Use the buttons below to add more files, remove files, or invite a consultant to
participate in the upload process. Once you've completed your upload please confirm your document submittal by pressing "Save and Continue'
at the bottom of the page.

@ No files have been uploaded.

. Upload files @ Delete selected B Save and continue later & Invite consultant to upload © Help
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& Carmelo Pifano ~

cap government

Home Siter PlanReview~ Inspections~ Directory~ Support e Q

Plan Review Submittal

Upload Files

This page will allow you to upload your project documents. Use the @ button to browse your network for the files to upload and then click the
"Upload" button to begin transferring your documents.

Acceptable file formats: (pdf).

Select files submittal Guidelines

Add files to the upload queue and click the start button.

Following these guidelines as closely as possible will enable the

Filename Size Status
review team to process your submittal as quickly as possible. Files that
- are not named appropriately are difficult to navigate and will result in
extended review times.
PDF Only

Standardized Drawing File Naming Convention Example
Drag files here.

& Add Files | ¢ Start Upload ob 0% i
O /dd Fies B¢ Start Lploa your drawing files should match the index of drawings typically found

on the cover sheet

=
Be sure to include completed Building Permit Application, Proof of
Ownership, Executed Contract, Condo/Homeowners Association Approval
Letter (if applicable), any applicable affidavits, a completed contractor
registration packet (if needed), and complete 100% construction documents
to be reviewed. Any missing documents will result in rejection of electronic
plan submission.

& Carmelo Pifano ~

Home Site~ PlanReview~ Inspections~ Directory~  Support @ Q

Plan Review Submittal

Upload Files

This page will allow you to upload your project documents. Use the @ button to browse your network for the files to upload and then click the
"Upload" button to begin transferring your documents.

Acceptable file formats: (pdf).

+ Select files Submittal Guidelines

Add files to the upload queue and click the start button.

Following these guidelines as closely as possible will enable the
review team to process your submittal as quickly as possible. Files that
011 A1.1 - SITE PLAN.pdf 2 mb 0% @|* arenotnamed appropriately are difficult to navigate and will result in
extended review times.

Filename Size Status

013 A2.2 - FLOOR PLAN.pdf 211 kb 0% @
Standardized Drawing File Naming Convention Example
088 P2.5 PLUMBING DETAILS.pdf 125 kb 0% @
@AddFiles || ¢ Start Upload 2.3 mb 0%

your drawing files should match the index of drawings typically found
on the cover sheet
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16. If step 15 is completed, then click ‘Save and Continue’ button to move to next
screen.

Home Sitev Plan Review~ Inspections~ Directory~ Support

Plan Review Submittal

Upload Files

The files displayed here have been uploaded successfully. Use the buttons below to add more files, remove files, or invite a consultant to
participate in the upload process. Once you've completed your upload please confirm your document submittal by pressing "Save and Continue”
at the bottom of the page

Documents Uploaded Uploaded On

B Save and continue later &+ Invite consultant to upload @ Help

‘

17. Finally, click ‘Confirm and Submit for Review’ button, which will be followed by a
pop-up box at the top of your screen. Click ‘Confirm’ button. Congratulations you
have submitted your project. Please remember to check your email that you
registered with for any updates regarding your submission. Follow button prompts
at the middle of screen to ‘Return to the Submittal Overview’, ‘Submit Another

Project’ and ‘View the Project’.

& Carmelo Pifano

Home Sitev Plan Review~ Inspections~ Directory~ Support @ Q

Plan Review Submittal

Confirm and Submit

4\ Please confirm your submittal package by clicking the "Submit For Review" button below
Once you confirm your submittal, an automatic notification email will be sent to the review agency and the review process will begin

A
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Electronic Plans & Documents Submittal Naming Convention

. All drawings and supporting documents in the application package must be in PDF format.

. PDF files shall have all security settings unrestricted (non-encrypted, or password protected)
allowing for markups from reviewers.

. Adobe Portfolio PDF types are not accepted. Compressed zip files are not accepted.

. File names shall not contain large spaces or special characters such as: parenthesis, double
periods, question marks, etc.

. Plans and drawings must be submitted as one multi-page PDF per discipline. The PDF file
shall be digitally signed on the first page per Florida Rules 5J-17.062 for licensed surveyors,
61G1 for registered architects, and 61G15 for professional engineers. Only one digital
signature is required per PDF document (on the first page if it contains an index of drawings),
but the license image and date shall be required on all plan sheets.

. The PDF files shall be named as the following examples. If document is not in this list, use a
clear descriptive name for the file.

- Permit Application

- Property Survey

- Elevation Certificate

- Demolition plans

- Civil plans

- Landscaping plans

- Architectural plans

- Life safety plans

- Structural plans

- Electrical plans

- Mechanical Plans

- Plumbing plans

- Fire protection plans

Do not add addresses, sheet numbers, or additional text, i.e. “600 NE 114st - Architectural

A%

7.

L.pdf.”

Calculations, NOA’s, Application, and supporting documents must be submitted as

multiple page PDF’s. Name these files accordingly. Some examples:



NOA-number-type
Energy Calculations
Structural Calculations

8. For reworks, the corrected files shall be named the same as the original, followed by
“Rework 1,” etc. All changes in plans must be properly clouded.

0. For revisions after permit issuance, a new application for revision named “Revision to

permit #.....” must be submitted as a new permit application. The revised files shall be named
the same as the original, followed by “Revision 1,” etc.
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