City and County of San Francisco

Electronic Plan Review (EPR)
Applicant Procedure

3/21/2022



CCSF Permit Center

Office of the City Administration

Electronic Plan Review (EPR) Procedure for Applicants
Purpose

This procedure facilitates the City and County of San Francisco’s (CCSF’s) electronic plan review process
using Bluebeam Studio Projects and Sessions. This document will introduce the Applicant to the steps
required to submit, view, coordinate and respond to CCSF’'s EPR comments in Bluebeam Studio Sessions
from the start of the project through submittal to the CCSF.

Please note that if the Applicant chooses to use the optional EPR workflow for plan review, special software
will be needed. Following this procedure requires: 1) Optical Character Recognition (OCR) function on
scanned documents, and 2) Page Labeling function for the preparation of drawing documents. i.e.
Bluebeam Revu or Bluebeam Revu eXtreme 20, 2019, 2018, or 2017. Screenshots and instructions
typically use Bluebeam 2019.
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Section A — Registration Process

1.0 Using this Procedure

Note: This workflow is for customers comfortable using Bluebeam & Bluebeam Studio software. For
customers that have no access to Bluebeam (Apple Macintosh users), an alternative workflow also
exists for some procedure elements. Noteworthy workflow steps explained in this procedure include:
creating a Bluebeam Studio Account, prepping PDF files for submittal/resubmittal using Bluebeam,
submitting files, and Applicant response to CCSF review comments inside a Bluebeam Session.

Prior to each submittal to CCSF, the Applicant must first format all PDF plans and documents following
the steps outlined in this procedure.

The Applicant will then submit formatted plans and documents electronically. The Electronic Plan
Review (EPR) Support Staff generates a Bluebeam Studio Project specific to the Project’'s Permit
Application digital submission. The Bluebeam Studio Project serves as CCSF’s online storage location
for all digital files related to the Permit Application. The EPR Support Staff will then perform a QAQC
verification of the documents.

Once the Applicant’s submittal files have been accepted, the EPR Support Staff creates a Bluebeam
Studio Session for the City and County of San Francisco (CCSF) review. The Bluebeam Studio
Review Session is an online location for digital plan review.

Once the initial CCSF electronic review is complete, the Applicant will receive an email invitation to join
the Bluebeam Studio Session to review and incorporate CCSF review comments.

2.0 Account Setup for Bluebeam Studio

Note: For the Applicant to use EPR in Bluebeam, the Applicant must use Bluebeam Studio and create
a Bluebeam Studio account. Bluebeam Studio is a cloud-enabled system that is built into Bluebeam,
that allows CCSF to store files and perform simultaneous plan review of PDFs with the Applicant.
Using Studio requires the creation of a Studio Account. Although the Studio Account will not be
needed until review reconciliation, it should be the very first item completed within this procedure.

Account setup does not require a paid version of Bluebeam.

2.1 Create a New Studio Account

2.1.1 Locate and click the “Studio” button E

2.1.2  Within the Studio tab click the “Sign In” button
Bluebeam Studio account

8l to sign in or to create a new

Note: When creating an account for the first time, be sure to enter the Display Name in
the following manner:

First Last — Company (ex: Mary Smith — XYZ Architects). If Applicant cannot list a
company name, add the word “Applicant” instead (ex: Mary Smith — Applicant).

2.2 Set Required User Naming Conventions for Studio Account

Note: Applicant name information shall abide by the following protocol:
First Last — Company (ex: Mary Smith — XYZ Architects). If Applicant cannot list a
company name, add the word “Applicant” instead (ex: Mary Smith — Applicant).

CCSF Electronic Plan Review Process 3/21/2022
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2.2.1 Once an Applicant has signed into Bluebeam, the user Display Name must be correctly
entered in the following locations within the Preferences Dialog (found in the Revu pull-
down menu, or press Ctrl + K)
2.2.1.1 Bluebeam Preferences dialog: The “User” field, located in the “General’ tab
Preferences

General Options Document Navigation Grid & Snap Spelling

Interface

User. | Mary Smith - XYZ Architectd]

Tools
Language: = English (US)
Studio
Theme: | Dark
Window

Tab Truncation: | Start

2.2.1.2 Bluebeam Preferences dialog: The “Display Name” field, located in the “Studio”
tab in the “Server” section

Preferences

General Options Servers

Interface
Current Server. Sign Out

Tools

Display Name: | Mary Smith — XYZ Architectd]

Studio

Window

2.2.2 Inaweb browser, enter “studio.bluebeam.com” and log in with the Bluebeam Studio
login username and password.

2.2.21 Select the “My Profile” tab on the left
2.2.2.2 Verify the name located in the “Default Name” box
2.2.2.3 Correct the name and click the “Update Profile” button

2.23 Log out and then back into Bluebeam Studio once all changes have been made

CCSF Electronic Plan Review Process 3/21/2022
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Section B — Document Submission Process

3.0 Prepare Drawing Documents for Submittals

Note: All documents, including drawing documents, that require CCSF review and/or review comments
must be PDF file type. Follow the steps outlined in this procedure to prepare applicable PDF files prior
to submittal to CCSF.

Many of the steps for preparing a PDF documents require a paid version of Bluebeam.

3.1 Resources for Best Practice PDF Creation from Authoring Software

Note: Applicant is to ensure all best practices for PDF creation are used as applicable.

3.11
3.1.2

3.1.4

CCSF Exhibit F: General PDF Creation Guidelines.

PDF creation guidelines: found in the “Format your PDFs” section within the “How to
create PDFs of your plans or addenda” page on the CCSF City (sf.gov) website:
https://sf.gov/information/how-create-pdfs-your-plans-or-addenda

A note on Cross-Hatch fills:

Avoid the use of dense crossed-line fills within drawings, as use of dense (i.e. less than
1/8” apart on the plotted page) cross-line hatching can lead to rendering issues on
PDFs. Dot patterns, earth patterns, and brick patterns are okay, as lines within those
hatch patterns do not typically cross. Solid fill patterns are also generally okay if the
solid pattern is not made from crossed lines. Use parallel lines instead.

A note on Digital Signatures:

Do not add certificate-type digital signatures on submittal documents. Files submitted to
CCSF must be unlocked/unrestricted to editing, and applying a digital signature restricts
changes to the file. Use only scanned graphic-type signatures if required.

3.2 Document Naming Conventions for Document Submittals

3.21

Ensure all documents are named per Appendix 1 (found at the end of this document)
and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately
from this document). Naming instructions can also found in the “Name your PDFs”
section of the “How to create PDFs” page on the CCSF City (sf.gov) website:
https://sf.gov/information/how-create-pdfs-your-plans-or-addenda

3.3 Sheet Count and Drawing Index

Note: This aligns with CCSF procedures. Ensure set is coordinated prior to creating PDF of
document.

3.3.1

In drafting software, list total sheet count on drawing sheet index page

CCSF Electronic Plan Review Process 3/21/2022
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a

DRAWING INDEX
ARCHITECTURAL
A0.0 COVER SHEET
AO0.1 SITE PLAN -- EXISTING
A0.2 SITE PLAN -- PROPOSED
A1.0 FLOOR PLANS -- EXISTING
A1.1 FLOOR PLANS -- EXISTING
A2.0 FLOOR PLANS -- PROPOSED
e A2.1 FLOOR PLANS -- PROPOSED
1 A30 CONTEXTUAL ELEVATION -- EXISTING
A3.1 CONTEXTUAL ELEVATION -- PROPOSED
A3.2 NORTH ELEVATIONS -- EXISTING & PROPOSED
hd A3.3 SOUTH ELEVATIONS -- EXISTING &PROPOSED
A3.4 EAST ELEVATION -- EXISTING
T ] A3.5 EAST ELEVATION -- PROPOSED
| ] INDEX sheet Count 18 ‘ A3.6 WEST ELEVATION -- EXISTING
A3.7 WEST ELEVATION -- PROPOSED
[ A3.8 SECTIONS -- EXISTING
A3.9 SECTIONS -- PROPOSED
A10.0 PROPERTY PHOTOS

3.4 Blank Areas on Cover Page and in Title Block for Stamps

Note: Each drawing page must have a space reserved for CCSF approval stamps as specified in the
“How to create PDFs of your plans or addenda” section of the CCSF City (sf.gov) website. Areas
stated here are just examples, to be superseded by direction of blank space areas on the CCSF City
(sf.gov) website. See https://sf.gov/information/how-create-pdfs-your-plans-or-addenda for full
instructions. Areas defined must be completely blank.

3.4.1  Provide a blank area within the title block. This reserved blank area must be in the same
location for every page in the plan set.

3.4.2 Provide an additional blank area adjacent to the title block on the drawing set cover
page (on the same page containing the Address, Description, and Index List)

Visitacion Valley Branch Library @ ;

201 Lekand Ave,, San Franchwo, CA 9114

8-1/2"x11”
Blank Area

CCSF Electronic Plan Review Process 3/21/2022
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3.5 Document Size and Volumes

3.5.1 Iffile size exceeds 350MB, the document shall be broken up into volumes by discipline
or consistent number of sheets.

3.6 Document Scale

3.6.1 PDF Drawings shall be plotted/printed at Full 1:1 Scale from authoring software. Do not
“Scale to Fit” or reduce the PDF page size to be smaller than the original printed page
size.

3.7 Scanned Document Prep

Note: Scanned documents are slow to regenerate in Bluebeam — typically defined as taking
more than 5 seconds per-page to regenerate. All scanned documents or pages that are slow to
regenerate are required to go through this scanned document preparation section. It is not
recommended that documents are scanned dots (raster) — ideally they should be “printed” lines
(vector). See below.

M ——— ' [_—'i_ . — !
JAN | [= i JAN
0000 @ 5iO0i00sel

Printed document Scanned Document

3.7.1  Open the scanned PDF file
3.7.2 From the File Menu (located at the top of the Bluebeam screen), select “Export”
3.7.3 Click “JPEG”

Revu File Edit View Document Batch Tools
! New PDF... C‘B
New PDF from Template...
Open Ctr+0 Force Review ID: 677-185-318 Name

Open Recent

g ..-07:09 9 -.-0928

=| New Studio Project...
Create

Combine...

Close All Ctrl+Shift+w

Save As... Ctrl+Shift+S

Publish As

Email Templates
Export > Archive as PDF/A
Print... ctri+P TIFF

JPEG

PNG

GIF

BMP

CCSF Electronic Plan Review Process 3/21/2022
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3.7.4  Browser window will open
3.7.5 Browse to save to a local folder (ideally a new folder). Note the folder location
3.7.6 Select “Save”

3.8 Convert JPG Image files Back to PDF
3.8.1  From the File menu, select “Create”

File Edit View Document Batch Tools
New PDF..
New PDF from Template...
Open Ctrl+0 orce Review ID: 677-185-318 Nam

...-07-09 ...-09-28
MNew Studio Project... l:l El ;

Create > From File Ctrl+N

Combine... From Multiple Files

Open Recent

h
Close Ctrl+F4 /. From Scanner or Camera

Close All Ctrl+Shift+W ¢ Layered PDF
PDF Package

Save As... Ctrl+Shift+S

Publish As

Email Templates

3.8.2 Click “From Multiple Files”
3.8.3 Browser window will open

Orgenize v Mew folder = 0 @

't Favorites
B Desktop
& Downloads
%] Recent Places
Working Folder
610_100CDDWG | | 610 100CDDWG | | 610100CDDWG | | 610100CDDWG | 610.100CDDWG | 610100CD DWG
00000000_Bluebeam Studie Implem Page 025,jpg Page 026,jpg Page027jpg Page 028.jpg Page 029,jpg Page030,jpg
60299953 - CDCR level Il Dorms - Sh
60306382 - Ironwood State Prison
LAUSD

4 Libraries
= Documents
& Music
& Pictures

B8 videos

610.100CDDWG | | 610_100CDDWG |  610100CDDWG | | 610.100CDDWG | 610.100CDDWG | 610100CD DWG
Page 03Ljpg Page032jpg Page033jpg Page 034.pg Page 035,pg Page036,pg

I

18 Computer
Lg% Marletplace (A:) 610_100CD DWG 610_100CD DWG
&, 05Dk () N Page 037 jpg Page038.jpg -
File name: "610_100CD DWG Page 00L.jpg" '610_100CD DWG Page 002 pg” '610_100CD DWG Page 003 pg’ "610.100CD [ ~

Cancel

3.8.4 Locate folder containing JPEGs saved from previous section
3.8.5 Selectimage files

3.8.6 Select Open

3.8.7 Stapler dialog will open

CCSF Electronic Plan Review Process 3/21/2022
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Select “Advanced...” Button

Step 1: Add source folders and files

Step 3: Set Output Folder

©) Use source file folder

@ Pick Custom Folder C:\Users'kohalmys'\Downloads

Filename Path Application Laj+.
[7] 610100 DWG Pa... CAlesrekohame\D... - mageCanverer 1
610_100CD DWG Pa... Ci\Users\kohalmys\D... ImageConverter 1
A || 610_100CD DWG Pa... CAUsers‘kohalmys\D.. ImageConverter n
610_100CD DWG Pa... Ch\Users‘kohalmys\D... ImageConverter 1
¥ || 610_100CD DWG Pa... C:\Users‘kohalmys\D... ImageConverter 1
€10_100CD DWG Pa... Ci\Users‘kehalmys\D... ImageConverter T
N ol
Add Folder 1 Include Subfolders
Step 2: Select Output
- G
() One Output File Per Document Advanced...

(&=

3.8.9 Select 96 dpi from the resolution image drop down

3.8.10 Select OK

ave As File Type

Image Compression

(7) Photographs (JPEG
(@) Graphics (ZIP)
(7) [Default]

JPEG Quality:

Post Process

["|Enable lanage

Default Save As Type: |PDF Files (* pdf)

Default Color Settings:  True Color {24 bit)

Resolution Line Merge
Line: @ Print () Draft [] Line Merge
Image: _ dpi | Blend Mode: |Mormal (none) =
Tmage Anti-Aliasing Opacity: 100 % h
OK | [ cancel | [ Hep
= =

CCSF Electronic Plan Review Process
Applicant Procedure
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3.8.11 Add a file name to the “One Output File” field
3.8.12 Select “Use source file folder”

Step 1: Add source folders and files

Filename Path Application La ~
E] £10_100CD DWG Fa..  C\Userskohalmys\D . ImageConverter "
610_100CD DWG Pa... C:)\Users\kohalmys\D... ImageConverter 1"
A | 610_100CD DWG Pa.. CiUsers'kohalmys'\D.. ImageConverter n
€10_100CD DWG Pa... CiUsers‘kohalmys\D... ImageConverter n
¥ | 610_100CD DWG Pa... C\Users'kohalmys\D... ImageConverter 1
610_100CD DWG Pa.. CUsers'kohalmys\D... ImageConverter n_
m ¢

1

Step 2: Select Output
I ) One Output File Scanned Drawings |pat -
©) One Output File Per Document

Step 3: Set Output Folder

@ Use source file folder

70 Pick Custom Folder C\Ussrs'kohalmysDownloads =)

3.8.13 Click OK
3.9 Run Optical Character Recognition (OCR) on Scanned PDF files

Note: this OCR Section requires the Bluebeam eXtreme software version. It is optional
for Applicants who do not have the eXtreme version of Bluebeam.

3.9.1  From the “Batch” pull-down menu, select “OCR”

Revu File Edit View Document Batch Tools Window Help

B E =8 & JIo% a0 e Qa0 oA

['3 Rotate Pages.

B
@] Vv Name: Scanned Drawings Pages: 38
[”] . D Split Documents.

File Access - Scanned Dra
oA

Headers & Footers

v Recents 5
> B Stamps Sign & Seal
> £ 2018-10-12 100% Sub Apply Stamp

> fj New folder Link

Security.

OR RESIDENTIAL REN

> [ Current Task Orders Chmnare Do anents

o ® M@ B8 @ [

> 3 October Invoices Overlay Pages.

> [ signatures Slip Sheet
> [ pownloads

PROJECT DATA

OCR

> [ Session Documents

Script

Reduce File Size
Repair PDF.

CCSF Electronic Plan Review Process 3/21/2022
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3.9.2 Confirm All Pages are selected

3.9.3 Set Document Type to CAD Drawings

3.94 Check “Detect Vertical Text”

3.9.5 Check “Detect text in pictures and drawings”

OCR

Fileg

Name Pages

Scanned Drawings.pdf All Pages (1-38)

Add v Save... Load...

Options

Language: | English
Document Type: | CAD Drawings
Optimize For:

Correct Skew

Page Chun

Max Vector Siz

Cancel

3.9.6 Uncheck all other options
3.9.7 Click OK

3.10 Create Page Labels in Thumbnails

3.10.1 From any page, zoom into the area containing the sheet’'s page number and label
3.10.2 Go to Thumbnails icon
3.10.3 Click the Create Page Labels icon to the right of the Thumbnails drop-down

Thumbnails -

CCSF Electronic Plan Review Process 3/21/2022
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3.10.4 Select Page Range > Select All Pages
3.10.5 Select Page Region > Click Select

Create Page Labels...

Options
Bookmarks

® Page Region Select

Fage Range

Pages: AllPages(1-60) ~ of60

Cancel

3.10.6 Select Region of Page Label > Sheet Number

Note: Draw a window around the Sheet Number as big as possible while staying inside
the titleblock lines. Avoid selecting additional text besides the Sheet Number. Notice the
window being sketched within the area highlighted with the red box.

A
R TITLE SHEET, INDEX
] TO DRAWINGS AND

NOTES

PROECT NO.: PROECT ARCH: HA
B —— DRAWN: ART CHECKED: HA
— T1.0
— [™™ os/118 [T 45

3.10.7 Enter a space, a hyphen, and a space after [Region 1]
3.10.8 Click add to select a second region for the bookmark

[ AutoMark (3 |
Selection:
[Region1] =
Preview:
T1.0

3.10.9 Select Region of Page Label > Sheet Name

CCSF Electronic Plan Review Process 3/21/2022
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Note: Draw a window around the Sheet Title as big as possible while staying inside the
titleblock lines. Avoid selecting additional text besides the Sheet Name. Notice the
window being sketched within the area highlighted with the red box.

LA

A

SHEET TTLE:

TITLE SHEET, INDEX
TO DRAWINGS AND
NOTES

PROJECT NO. PROVECT ARCH: HA

DRAWN: ART CHECKED- HA

SHEET MUMEER

T10

DATE

09/11/18 | 45

3.10.10 Review AutoMark Preview and Click OK. Page Labels will generate

e

AutcMark

==

Selection:

Preview:

|Region1] - [Region2]

IT'I.D TITLE SHEET, INDEX TO DRAWINGS AND NOTES I

=3

b

3.10.11 Review in the Thumbnails tab to verify the sheet number and sheet name have been
captured properly

Thumbnails ~ L

A4.1PARTIAL NE

20 MULTI-FURF... A-3.0 DEMO AND .. A-3.1 PARTIAL DE...

A-5.0 EXISTING D A-5.1 NEW ELEVA "ARTIAL BUI A-6.1 BUILDING SE A-70GRID LIGHTI 5-0.1 GENERAL N

3.10.12 If incorrect, double left-click and change incorrect title(s), or redo Page Labels

CCSF Electronic Plan Review Process 3/21/2022
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3.11 Create Bookmarks

Note: Bookmarks can be created directly from Page Labels. Verify all Page Labels are complete
and correct before creating Bookmarks

3.11.1 Go to Bookmarks Tab IEI

3.11.2 Click the “Create Bookmarks” icon
3.11.3 Select Page Labels and verify Page Range > Click OK

Create

Options

& Page Labels

Page Region Select

Page Scale:  Fit Page

Fage Range

Pages: | All Pages (1 - 60) w | of 60

3.11.4 Page Label content will appear in the Bookmarks tab
3.11.5 Click the Bookmarks icon and select “Audit Bookmarks” from drop-down menu to
confirm no broken bookmarks are found

Revu File Edit View Document Batch
5 [RN= [
[a] ~| Name:0310_DDDWG Pages:45 |[™

+

= | Bookmarks -

H [;° SaveColiapse st

oo [] Audit Bookmarks TO DRAWINGS AND NOTES

oo r
-]

Export Bookmarks

Audit Bookmarks
. RN PR

Structures

3.12 Nesting Bookmarks

Note: Before Nesting Bookmarks, verify all Bookmarks contain correct page label names
matching the names in the Thumbnails (which match drawing sheet numbers & labels)

3.12.1 Go to ‘Bookmarks’ Tab
3.12.2 Select the first sheet in each section

CCSF Electronic Plan Review Process 3/21/2022
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3.12.3 Right-click > Click “Add” > Select “Add Before...”

£ Bookmarks ~ [;° []
AR[=

o T1.0 TITLE SHEET, INDEX TO DRAWINGS AND NOTES
oo CHITECTURAL

STRUCTURAL
El MECHANI

©"""T "PPLICABLE CODES, ABEREVIATIONS AND SHEET INDEX

Add Before.
Add T

Add Child...

LIGHTING DEMOLITION PLAN
POWE NAL AND FIRE ALARM REMODEL PLAN

Action

Properties LIGHTING REMODEL PLAN

E-4.3 BLACKBOX HOUSE AND SPECIALITY LIGHTING REMODEL PLAN
E-6.1 SINGLE LINE DIAGRAM, LOAD ULATIONS ND PANEL SCHEDULES

E-7.1 LIGHTING CONTROL RISER DIAGRAN

3.12.4 Name new bookmark by section - Example: ELECTRICAL

3.12.5 Select all “E” sheets and nest by pulling the documents over to the right under the

ELECTRICAL bookmark

MECHANICAL
[ ELEC

ITLE-24 DOCUMENTS

IGHT FIXTURE SCHEDULE AND CATALOGS
E-1.4 LIGHT FIXTURE CATALOGS
E-2.1 ELECTRICAL OVERALL FLOOR PLAN

MULTIPURPOSE AND BLA( POWER, SIGNAL AND FIRE ALARM

MULT-PURPOSE AND BLAI LIGHTING DEMOLITION PLAN

E-4.1 MULTI-PURPOSE AND BLACKBOX POWER, SIGNAL AND FIRE ALARM REMODEL PLAN

E-4.2 MULTI-PURPOSE AND BLACK { LIGHTING REMODEL PLAN
LACKBOX HOUSE AND SPECIALITY LIGHTING REMODEL PLAN

E-6.1 SINGLE LINE DIAGRAM, LOAD CALCULATIONS ND PANEL SCHEDULES

E-7.1 LIGHTING CONTROL RISER DIAGRAMS

E-] LECTRICAL DETAILS

E-7.3 ELECTRICAL DETAILS

E-7.4 ELECTRICAL DETAILS

E-8.1 BLACKBOX EMERGENCY LIGHTING PHOTOMETRICS

3.12.6 Repeat for all disciplines and other applicable documents (i.e.. specifications which

contain bookmarked sections)

Bookmarks

=]
COVER
ENGINEER 5
TABLE OF CONTENTS

: 11 - TITLE SAMPLE 1
SECTION - TITLE SAMPLE 1

SECTION - TITLE SAMPLE 3

ion 01

SECTION 012 - PRODUCT SUBSTITUTION PROCEDURES
SECTION 012 - TESTS AND INSPECTIONS
SECTION - PROJECT RE D DOCUMENTS

SECTION - PRODUCT DATA AND SUBM

SECTION 01 SCHEDULE OF VALUES
SECTION 014 — QUALITY CONTROL
SECTION 01 - TEMPORARY ND ENCLOSURES
SECTION - PRODUCT STOR/ AND HANDLING

SECTION 017100 - CLEANING

CCSF Electronic Plan Review Process
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3.13 Set Scale on Floor Plans

Note: In addition to PDF plotting at Full 1:1 Scale, all Floor Plan Sheets should contain an appropriate
measurement Scale that is stored in the PDF page.

3.13.1 Locate the Floor Plans
3.13.2 Verify a scale is listed in the title of the Floor Plan. Applicants must include a scale
identification on all Floor Plans

MAIN LEVEL FLOOR PLAN
@| s =1-0"_]

3.13.3 Within the “Measurements” panel E locate the Page Scale section

Measurements

‘*‘*ﬂﬂ"@h@"@“@

~ Scale

Store Scale in Page
Separate Vertical Scale
Independent Units
0.25 |lin ~ = 1-0" [ft' «
Precision

1 v

Calibrate

3.13.4 Set Precision to 1/2
3.13.5 Manually enter the Scale to match the Scale of the Floor Plan, or select the scale from
the “Preset” Scales (Bluebeam 2019)

Measurements v . Measurements
] Y e K

v Scale

o 1Y i Vie b
v Page Scale A
Page: A2.1.3-MAIN LEVEL FINISH...

Scale: Calibrate

e Preset Custom +/ Store Scale in Page

Ay Separate Vertical Scale
1/32° =10°

Independent Units
18| |lin v = 10" ft o
v 18 =10 Precision

M
M VTS L hd

1/16* =10

22 3/32°=10"
Precision:

1A=l Calibrate

/0% — 1.0

Bluebeam 2019

CCSF Electronic Plan Review Process
Applicant Procedure
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3.13.6 Once the scale has been applied on a page, that scale is stored in the page. In
Bluebeam 2018, the “Store Scale in Page” option is checked. In Bluebeam 2019, the
page scale is listed within the Thumbnail. Check “Page Scale” in the Bluebeam 2019
Label Options.

1]

Thumbnails v =v !

« Page Label

- i scaleﬂ

G0.0-COVER GO0.1 - DRAWIN. G0.2- REFERE AD.0-EXISTIN.
Scale Not Set Scale Not Set Tin=10f 1/8"=1-0"

A10-PROPD A201-RASF A21-MAINILF
1/8" = 10" /16" = 1'-0" 118" =1-0" 118" = 10"

s
E
2
e

3.13.7 Repeat for all Floor Plans

Note: Once a Scale is set on one page, it will become the default to set other pages in
Bluebeam 2018 - by checking “Store Scale in Page”. In Bluebeam 2019, use the “Apply
to Page Range” button to set multiple pages.

3.14 Remove Layers

3.14.1 Goto Layers Tab
3.14.2 Select layers listed

Note: To select all quickly, select the top layer of the list, hold the shift key and select
the bottom layer simultaneously.

CCSF Electronic Plan Review Process 3/21/2022
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Tt

Print Export

Show All

Markup Layer

Add Layer from Page
Add New La

New Layer Group
Rename

Delote

Export Layer to Page

Import Layer from Page

3.14.4 Uncheck all options
Delete Layer T h ﬂ‘

Delete Layer: 'Page 1", 'Page 10, "Page 11°, 'Page 12, 'Page 13', 'Page
14', 'Page 15, "Page 16", 'Page 17, 'Page 1%, Page 15, 'Page 2', 'Page
20°, 'Page 21, 'Page 22, 'Page 23, 'Page 24', 'Page 25, 'Page 26

This will remove |ayer(s) from page content and annotations. The content
and annotations can aleo be deleted.

Are you sure you want to delete layer?

[] Delete Layer Contert on Page
|| Delete Layer Annotations

== |

3.14.5 Click Delete

3.15 Create Drawing Call-Out Hyperlinks

Note: this Hyperlinks Section requires the Bluebeam eXtreme software version. It is optional for
Applicants who do not have the eXtreme version of Bluebeam.

CCSF Electronic Plan Review Process 3/21/2022
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3.15.2
3.15.3
3.15.4
3.155
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Batch Link

-

Select Files to Link

Files must contain searchable text. Right-click the open field to specify your own path

Y| Path
‘ L: Q:\DCS\Projects\PMCM\00000000_Bluebeam Studio Implementation\Bluebeam Implementation Clients\ CCSF

Click Next
Select Settings

([Add Open Fiies | | AddFiles |

Add Folders | [V Add subfolders

Select Filter Mode: “First from start”
From the Batch pull-down menu, select Link > New

Batch Tools

Window

Crop & Page Setup...

Rotate Pages...

Split Documents...

Headers & Footers...

Security...
Sign & Seal...
Apply Stamp...
Link

Compare Documents...

Overlay Pages...

Slip Sheet...

OCR

CCSF Electronic Plan Review Process

Applicant Procedure
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3.15.6 Select Filter Character. “Space”
3.15.7 Click OK

Batch Link

Generate Search Terms.

Batch Link searches for the term:
This list can be generated autor

Refine your search criteria via §

() Filename Search Term Setjj
() Page Region Selec Filter Mode:

(@) Page Label

Firstfrom start -

Filter Character | ' Space -
Manage Links =

Preview
[v] Search Terms ScanResult  "GENERAL SHEETS"

Search Term:  "GENERAL"

Setiing Details

Specify a Filter Mode and Filter Character
Firstfrom start keeps alltextto the left of the first
instance ofthe Filter Character

instance ofthe Filter Character

Selecta Filter Character from the list or enter one
manually

Firstfrom end: keeps all textto the right of the last

.

Link Options

=

3.15.8 Click Link Options

3.15.9 Check Include Appearance Properties
3.15.10 Select a light-yellow color

3.15.11 Set Style to Highlight

3.15.12 Click OK

Batch Link TR R T ARTY, WEDRA & TNTEN

Generate Search Terms

This list can be generated al f
Refine your search crteria via{ 15 Options

Batch Link searches for the terms below and links them to the comesponding destination.
o Eil P —

Manage Links

|| ) Flename
I (7 Page Region E Search Ogtions

@ Page Label Casze Sensitive Whole Words Onfy
i

Link Options:

Search Terms Use relative paths
Overlap behavior

Mairtain existing -

Include Appearance Properties
[ coor ()]
S

[ Fatten Highlight

CCSF Electronic Plan Review Process
Applicant Procedure
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3.15.13 Select Page Label

3.15.14 Click “Generate”

3.15.15 Search Terms will generate
3.15.16 Click run to create hyperlinks

[‘Batch Link VTN TO ARTY WO L T |

Generate Search Terms

Batch Link searches for the terms below and links them to the comesponding destination.
This list can be generated automatically using Filename, Page Region, or Page Label
Refine your search criteria via Settings. Click Generate to build your list.

() Filename Scan Preview -
y Scan Result: Settings
| Page Reg Select T1.0 TITLE SHEET. INDEX TO DRAWINGS
age 21 “T1.0"

Search Tem:
| [ Genet
fl Manage Links
Search Terms Destination ol "
i

T1.0 page 1in DWG_V3 pdf ‘g
ADA page 2in DWG_V3 pdf —

ADZ page 3in DWG_V3pdf

A20D page 4in DWG_V3 pdf

A30 page 5in DWG_V3.pdf N

A3 page §in DWG_V3pd N

A32 page 7in DWG_V3pdf

A40 page 8in DWG_V3pdf

HEEEEEEE

A4 page 3in DWG_V3 pdf

7 o
.
| (fun ] conen | |

= )

3.15.17 Once the hyperlinks are created, click “Finish and Close”

[ Batch Link Summaryr“.- r g

Batch Link Complete

142 Hypedinks Created
0 Hyperinks Deleted
I 0 Pages were skipped
I 0 Files could not be opened

M [Back | [FmshendCoss | | Detis |
| |

N S— —

3.16 Flatten Document

3.16.1 From the “Document” pull-down menu, select “Flatten” E

CCSF Electronic Plan Review Process 3/21/2022
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3.16.2 In the “Flatten Markups” dialog, check “All Markups”
3.16.3 Verify ‘Allow Markup Recovery (Unflatten)’ is unchecked
Flatten Markups

Files

&

Name N Pages

20_100CD Drawings.pdf All Pages (1 - 120)

Add

Options

Unflatten Flatten Cancel

3.16.4 Click Flatten
3.16.5 Save Documents

4.0 Prepare Additional Files for Submittals

Note: Additional document such as Specifications, Calculations, and other supporting files must be
prepared in addition to the drawings to allow for proper review by CCSF. Files requiring review and/or
comments by CCSF must be PDF file type. Reference files may be other typical file types (Word,
Excel, etc.)

Preparation for non-drawings PDFs typically does not require a paid version of Bluebeam.
4.1 Specifications Prep

4.1.1 Specifications shall contain bookmarks identifying Specification Divisions
4.1.2 Specifications shall be free of Layers
41.3 Specifications shall be Flattened

4.2 Other Supporting Document Prep

4.2.1 All additional supporting documents shall be free of Layers
4.2.2 All additional supporting documents shall be Flattened

5.0 Add CCSF Applicant Back Check Page

Note: Inserting the CCSF Applicant Back Check Page automatically adds the CCSF Custom Status
Menu. The Status Menu applied to the document allows the Applicant to track the review &
incorporation comments, and CCSF Reviewers to track OPEN and CLOSED comments.

CCSF Electronic Plan Review Process 3/21/2022
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IF THE CCSF APPLICANT BACK CHECK PAGE IS NOT PROPERLY ADDED, THE REVIEWER
BACK CHECK CANNOT BE PERFORMED PROPERLY

5.1 Locate & Download the CCSF Applicant Back Check Page

Note: The Back Check Page can be downloaded from the following location:
https://sf.gov/add-our-back-check-page-your-plans

E] CCSF_Bluebeam_BackcheckMen:
& https;/sf.gov,

A" Read aloud 7 Draw v Highlight ~ &

Add this page
to the end of
your plans

¢ adding it to
your plan set PDF file, yo dd the backcheck menu that

our plan reviewers need to co te your plan review.

Instructions

5.2 Insert Applicant Back Check Page
Note: This step requires a licensed version of Bluebeam

521 In Bluebeam, open the submittal files (all documents where CCSF Reviewers may
potentially add review comments)
522 Once all files are open, insert the Applicant Back Check Page as the last page in each

document
5.2.2.1 From the “Document” pull-down menu, select “Insert > Pages from Document”

Revu File Edit View Document Batch Tools Window Help

@ / 5 é @ Document Properties  Ctrl+D ﬁ - Z ;
[X PageSetup..
[E‘? Rotate Pages...  Ctrl+Shift+R

D_5555-DWG. [ v | Pages:180 [

@ v | Project: 5555_UCSD [Project |

E] Bookmarks v [ [|" ~ Insert > [ BlankPage.. Ctrl+Shift+N
El g H—j Extract Pages...  Ctrl+Shift+X [D Pages from Document...  Ctrl+Shift+l 7

BE O cene [D Replace Pages... Ctrl+Shift+Y From Scanner or Camera...
Note: If the “Open Project File” dialog appears, click “Open from Disk”. If “Insert

Pages” dialog opens, click the “Add” button

— Drawing Index — Split Document... Layered Pages...

CCSF Electronic Plan Review Process 3/21/2022
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5.2.2.2 Browse to the locate the CCSF Bluebeam Back Check Menu Page and open
the file
5.2.2.3 Inthe “Insert Pages” dialog, select “After” and check “Last Page” to insert the
cover page at the end of the document
Insert Pages X

InsertFiles

File Path Pages
va| | CCSF_Bluebeam BackcheckMenuPDF_3-Finalpdf — CUsers\. All(1of1) |

'S

v

Add
Options
["] Include Bookmarks [] Use Filename as Page Label
["] Include File Attachments
[] Merge Document Properties
[] Merge Layers

Into 'Document].pdf

() FirstPage
Q) Page: 1 of1

Cancel
5224 Click OK

5.2.3 Verify the Page has been added at the end of the document
524 Repeat for all submitted files that require Session review or addition of the back check
menu

6.0 Submit Documents to CCSF for Electronic Plan Review (EPR)

Note: Section 6.0 defines the submission process to CCSF (DBI, Planning, etc.). For submissions to
the Port of San Francisco, the applicant process uses Microsoft SharePoint. Applicants working on
projects sited on Port Property will interface with SharePoint for both document submission and
document retrieval throughout the permit process. Refer to the Port of SF website for instructions on
how to submit documents to the Port Permit Desk for Electronic Plan Review:
https://sfport.com/business/permit-services/electronicplanreview

6.1 Submitting files via the CCSF City website (sf.gov)

Note: Once the Applicant has prepared and correctly formatted the PDF files, the Applicant will
upload the files to the “Building Permits” section of the sf.gov website using the instructions
found within the “Apply for a Building Permit” and “How to create PDFs of your plans or
addenda” sf.gov webpages.

6.1.1  Ensure all documents are correctly formatted as defined within this procedure.
Improperly formatted documents will be rejected by CCSF

6.1.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each
submission document

CCSF Electronic Plan Review Process 3/21/2022
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6.1.3 Open a web browser, and enter the following web address:
https://sf.gov/topics/building-permits

6.1.4 Choose the appropriate permit type and/or scroll to locate the “Resources” areas for
Electronic Plan Review (EPR).

Note: Some permits, such as Over the Counter (OTC) permits, are not available to
submit online

6.1.5 Follow the instructions to verify Forms and Project Qualifications. The section contains
additional instructions for document creation, and an “Apply Now” button to submit
prepared documents

6.2 Submitting files directly into a Bluebeam Studio Session (as applicable)

Note: In most cases, the Applicant will submit files via the CCSF City (sf.gov) website, not
directly into Bluebeam Studio.

In rare cases CCSF may determine that the Applicant will upload directly to the Bluebeam
Session. The Applicant will receive, as part of their invitation & link to the Studio Session,
instructions to “resubmit the entire set of drawing plans by uploading the revised set to the
Session”. The Applicant should only attempt to submit directly to the Session if they receive
these specific instructions.

Uploading files directly to a Bluebeam Studio Session requires a paid version of Bluebeam.

Access to a Bluebeam Studio Session requires a Bluebeam Studio Account. Refer to the
“Account Setup for Bluebeam Studio” section located within this Procedure for instructions on
setting up a Studio account and required display name conventions for Studio accounts. The
Account and display name must be set prior to submitting.

In addition to a link, the Bluebeam Studio Session can also be joined using a (Bluebeam
Studio Project) Studio 1D, which will be included in the invite email. The Studio ID is a random
nine-digit code provided by CCSF. It is unrelated to the Application number or project address,
etc.

6.2.1 Ensure all documents are named and formatted as defined within this procedure.
Improperly formatted documents will be rejected by CCSF

6.2.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each
submission document

6.2.3 Open Bluebeam Software

6.2.4 Verify connection to Bluebeam Studio (i.e. the icon is “plugged in”)
6.2.5 Open the Bluebeam Studio Session

6.2.5.1 Refer to the sections titled “Joining the Bluebeam Studio Session via Email
Link” and/or “Joining a Bluebeam Studio Session via Session ID” located in the
“Incorporate CCSF Review Comments” Section of this document (Section 9.0)

CCSF Electronic Plan Review Process 3/21/2022
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6.2.6  Once the Session is opened, locate the “Documents” area in the Session tab

6.2.7 Click the “Add File” button within the “Documents” area

Studio v ||

199 Jones Street REVIEW - 470-731 m—>

My Status:

> Attendees ¥:

v Documents D

@ 2020-0103-4444_BLDG DWGS.pdf

@ 202005227714_AUTH AGENT.pdf

Note: If the “Add File” button is missing, it indicates the “Add Documents” Session
permission has not been granted to the email address used by the Applicant to sign into
Bluebeam Studio. Verify with the CCSF EPR Support Staff that the email address used
by the Applicant to access the Studio Session has the “Add Documents” Session
permission.

6.2.7.1 Browser window will open
6.2.7.2 Select the PDF file (Hold Ctrl or Shift to select Multiple files)
6.2.7.3 Select Open to add the files

6.2.8 Notify CCSF DBI Reviewer and EPR Support Staff

6.2.8.1 Once all submittal files have been successfully added to the Studio Session,
notify the DBI Plan Reviewer, as well as any applicable CCSF EPR Support
Staff of Bluebeam Session submittal via email. Do not use Bluebeam Alerts
to notify Reviewers or other CCSF Staff.

6.3 Submitting files directly into a Bluebeam Studio Project (as applicable)

Note: In most cases, the Applicant will submit files via the CCSF City (sf.gov) website, not
directly into Bluebeam Studio.

In rare cases CCSF may determine that the Applicant will upload directly to the Bluebeam
Project. The Applicant will receive an invitation to submit to the Studio Project and a link to the
Studio Project via email. This invitation will be separate from the invitation to join the Studio
Session.

Uploading files directly to a Bluebeam Studio Project requires a paid version of Bluebeam.

Access to a Bluebeam Studio Project requires a Bluebeam Studio Account. Refer to the
“Account Setup for Bluebeam Studio” section located within this Procedure for instructions on
setting up a Studio account and required display name conventions for Studio accounts. The
Account and display hame must be set prior to submitting.

A Bluebeam Studio Project can also be joined using a (Bluebeam Studio Project) Studio ID,
which will be included in the invite email. The Bluebeam Studio Project ID is a random nine-digit
code provided by CCSF. It is unrelated to the Application number or project address, etc.

CCSF Electronic Plan Review Process 3/21/2022
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6.3.1 Ensure all documents are named and formatted as defined within this procedure.
Improperly formatted documents will be rejected by CCSF

6.3.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each
submission document

6.3.3 Open Bluebeam Software

6.3.4 Verify connection to Bluebeam Studio (i.e. the icon is “plugged in”)
6.3.5 Open the Bluebeam Studio Project by clicking the link included in the email invitation

(provided by CCSF). As long as the Applicant is connected to Bluebeam Studio , the
link will open the Studio Project tab automatically.

6.3.6 If alink is not available or not working, the Applicant may also open the Studio Project
manually if they have been invited and have the Studio Project ID

Note: The Bluebeam Studio Project ID is a random nine-digit code provided by CCSF. It
is unrelated to the Application number or project address, etc.

6.3.6.1 Click the Studio Projects button
6.3.6.2 Under Studio drop-down menu select + . The “Join” dialog box appears.

— o X
2 40 B
Studio v H S O
All Projects + Y m o %
Ej New Project
(& Join Studio ID: || |
v 2019-1008-1357 VAN... 070-199-584
Corc
[q 2019-1008-1357 V... 285-134-138

p CCSF WORKING GROUP 513-876-919

DSA Sample Project  004-582-033

6.3.6.3 Enter the nine-digit Bluebeam Studio Project ID
6.3.6.4 Click OK. The Bluebeam Project tab will open

6.3.7 Once the Studio Project tab is open, locate the CCSF EPR folders. In the PERMIT
SUBMITTAL folder, locate the sub folder titled 3. DOCUMENTS FOR REVIEW
~ |5 ccsFepr
~ [ APERMIT SUBMITTAL
3 1.PERMIT FORMS
£33 2.RoUTING FORMS

£ 3.D0CUMENTS FOR REVIEW

~ [ B.APPROVED DOCUMENTS

£33 1.BUILDING PERMIT DOCUMENTS
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6.3.7.1 Right click on folder
6.3.7.2 Select Upload Files Icon

~ |3 ccsrerr
~ [ APERMIT SUBMITTAL
3 1.PERMIT FORMS

£33 2.RoUTING FORMS B3 New Folder

£5] 3.00CUMENTS FORREVIEW [ UploadFiles...
E‘ Upload Folder...

~ [} B.APPROVED DOCUMENTS

., Download Copy

B 1.BUILDING PERMIT DOCUME
Rename... F2

SR cut Ctrl+X
r[ﬁ Copy Ctri+C

X Delete.. Del

Properties...

6.3.7.3 Browser window will open
6.3.7.4 Select the file to upload (Hold Ctrl or Shift to select Multiple files)
6.3.7.5 Select Open to upload the files

6.3.8 Notify CCSF of Submittal

6.3.8.1 Once all submittal files have been successfully uploaded to Studio Project,
notify CCSF EPR Support Staff of Bluebeam Project submittal via email. Do
not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.

7.0 Intake of Applicant Submittal Files

Note: Once CCSF EPR Support Staff receives the Applicant submission, the EPR Support Staff will
perform a QAQC review of the submitted files. If document preparation is incomplete and/or not in
compliance with this procedure, EPR Support Staff will notify the Applicant and request an updated
resubmittal to CCSF.
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Section C — Plan Review Process

8.0 Initial Electronic Plan Review Process
Note: Once the initial review documents have been uploaded by the Applicant and have received
approval from CCSF EPR Support Staff, a notification will be sent out to CCSF Reviewers to begin the
plan review process. Review time starts when the documents are found to be satisfactory.
Departments reviewing include Planning, DBI (Department of Building Inspection), PUC (Public
Utilities Commission), PW (Public Works), DPH (Department of Public Health) and MOD (Mayor's
Office of Disability). Reviews may be performed sequentially or simultaneously.
Once the initial review phase is completed, the applicant will be invited into a Bluebeam Session to
incorporate comments. Applicants will respond, using the custom Status Menu, prior to resubmitting
revised documents. Once changes have been addressed by the Applicant, the Applicant will create
and upload subsequent submittal documents. Do not upload subsequent submittals until all CCSF
Reviewer stations/departments have completed their reviews.
Applicants that have no access to a free version of Bluebeam Revu (Apple Macintosh users) can work
directly with the CCSF DBI Reviewer and/or CCSF Support staff to receive PDF drawings via the SF
SecureShare file sharing service. Reference EPR Exhibits K1 and K2 when contacting CCSF for
additional information regarding using this service.
9.0 Incorporate CCSF Review Comments
Note: Once the CCSF initial document review has been completed, Applicant will be invited via email
into a Bluebeam Review Session to incorporate comments. Incorporating comments is a joint process
between the CCSF review team and the Applicant.
Incorporation response to Reviewer comments does not require a paid version of Bluebeam
Access to a Bluebeam Studio Session requires a Bluebeam Studio Account. Before joining the
Session, refer to the “Account Setup for Bluebeam Studio” section located within this Procedure for
instructions on setting up a Studio account and required name conventions for Studio accounts.
9.1 Joining the Bluebeam Studio Session via Email Link
9.1.1 Open Bluebeam Software
9.1.2 Ensure Bluebeam Studio is Connected (icon is “plugged in”)
Not Connected
Studio v =
2019-1008-1357 VAN NESS REVIEW - 285 [E—b
Connected
Studio v M poi
2019-1008-1357 VAN NESS REVIEW - 285 ED—> [_—i
9.1.3 Locate the Bluebeam Studio Session invitation email
9.1.4  Click the link within the invitation to connect to the Bluebeam Studio Session
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9.2 Joining a Bluebeam Studio Session via Session ID

9.21

922

923
924
925

926

Locate the Bluebeam Studio Session invitation email containing the nine-digit Bluebeam
Session ID (ex. 111-222-333)
Open Bluebeam Software

Connect to Bluebeam Studio and click the Session button E
Ensure Bluebeam Studio is Connected (icon is “plugged in”)
Within the Studio tab, locate and click the ‘plus’ button + . The “Join” dialog box appears

Studio v K gt

All Sessions + | Y

Enter the nine-digit Bluebeam Session ID and click “OK”

9.3 Navigating Documents & Review Comments

Note: For Bluebeam Studio Session layout, refer to Exhibit E: Bluebeam Studio Session Layout

9.3.1

93.2

Right-click on Session document. Select Open

Studio - M

2019-1126-1234 49 S. Van Ness REVIE m—)

My Status:

v Attendees

() Mike Jones - ...

{} John Doe - DBIM... Offline
() MaryEdwards-F... Offiine

v Documents ‘%C

] 2019-1126-1234_BDG PERMIT DWGS.pdf
@ Open
Properties
Open the Markups List Panel

Note: the Markups List panel is typically located on the bottom of the Bluebeam

software. In the “Window” pull-down menu, select “Panels > E Markups” or press
ALT+L to show the Markups list if it is hidden.
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9.3.3 Locate Reviewers’ markup comments in the Markups List

Note: The Markups List automatically tracks information for each Reviewer markup
placed on a PDF, including Date, Page Label, Author, Color, Comments and Status. By
default, it is found in the bottom panel.

Comments ~ Y

v swdiov EF [
B 2019-1126-1234 49 s.

Label exterior materials on facade,
| including Windows.

Label height of Parapet on drawings
« and in wall section.

File Access v

> MarkupsListv ¥ v g5 (O seach Show fire egress path from this door
9 suet . - to street.

v Label

Show new rooftop mechanical
systems installed on roof.

9.4 Filtering Comments

Note: The Filter feature within the Markups List allows a user to temporarily remove markup
comments — “filtering”, or removing those comments based upon specific parameters. One can
filter to only show a specific Author of comments, a specific page of comments, etc.

9.4.1 On the Markups list toolbar, click the Filter icon

Markups List v Y «

[5] Subject Y Date Page Label Y Author

~ Label exterior ma...
=3, callout 11/ 91:35: M A3.2-NORTH ELEVA... Joe Smith - DBI BLDG

Label height of P..
|:“;, Callout 91:52 M A3.2-NORTH ELEVA... Mike Jones - DBI STR

~ Show fire egress ..
3, cloud+ 6/20 v A3.2-NORTH ELEVA... Mary Edwards - FIRE Show fire
" 1o street,

9.4.2 Afilter icon then appears next to each column heading in the Markups list

MarkupsList v ¥ + @ Q_ Search

7

= [ Subject Y Date Y PageLabel Y Author Y color Y  Comments ~ Y

~  Label exterior ma...
&, callout 21 9 M A3.2 - NORTH ELEVA... Joe Smith- DBIBLDG E e rials on facade,

Label height of P.
4 callout 11/26/2019 1:52:10 PM A3.2-NORTH ELEVA... Mike Jones - DBI STR

Show fire egress ...
5 Cloud+ 1 8:2: M A3.2-NORTH ELEVA... Mary Edwards - FIRE ith from this door

9.4.3 Click the filter icon associated with the desired column and select the value to filter
9.44 Repeat as desired to filter by other values.

Note: While filters are active, the markups list shows only those markups that match the
selected filters. All other markups are hidden.

9.5 Applicant Response to CCSF Reviewers’ Comments — Incorporating Comments

Note: Applicants must respond to each and every comment to indicate a reconciliation action or
inaction to the reviewer.

CCSF Electronic Plan Review Process 3/21/2022
Applicant Procedure Page 29



CCSF Permit Center

Office of the City Administration

To notify the reviewer that the markup comment will be integrated into a revised document
submission, the Applicant will set the Status of the comment to “Incorporated”. There are two
ways to do this: Right-clicking on the comment, or double-clicking in the status column of the
comment.

Once the Applicant has updated/revised the drawings and other documents per the review
comments (prior to the subsequent submittal), the Applicant will use the Markups List “Status”
column to indicate to CCSF that the Reviewers’ comment has been incorporated

9.5.1 Incorporate Comments by Right-Clicking

9.5.1.1 Locate the Reviewer's comment (either on the page or in the Markups List)

Markups List v Y~

= [ subject [ Page Label Author Comments ~  Stats Ht

~  Label exterior ma...
O, Callout 11/26/2019 1:35:39 PM A3.2- NORTH ELEVA... Joe Smith - DBI BLDG materials on facade, INCORPORATED (per reply as needed)

~ Label height of P...
:.k Callout 11726 1:5210PM A3.2- NORTH ELEVA... Mike Jones - DBI STR eight of Parapet on drawings and

~ Show fire egress ...
3 Cloud+ 6/2019 1:48:22 PM A3.2- NORTH ELEVA... Mary Edwards - FIRE S ee path from this door to

MarkupsList v YV v @ Q  Search

[ Subject Date Page Label Author Comments Status
~ Label exterior ma..

0 callout 11/26/2019 1:35:39 PM A3.2-NORTH ELEVA... Joe Smith-DBIBLDG atel INCORPORATED (per rep|

Label height of P...
 callout 11/26/2019 1:52:10 PM A3.2-NORTH ELEVA... Mike Jones - DBISTR

Show e
(o | 11/26/2019 1:4822 PM A3.2-NORTH ELEVA... Mary Edwards - FIRE

9.5.1.3 From CCSF Back Check Status menu titled “*****Applicant’s response prior to
revised submittal*****” select “INCORPORATED (per reply as needed)’

*+*Applicant’s response prior to revised submittab*** > INCORPORATED (per reply as needed)
sxx*xPlan Reviewer Back Check*+#s > NOT INCORPORATED (per reply)
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9.5.1.4 Repeat until all comments have been incorporated completely

> Markupslistv Y v @& Q Search

7] Subject Date Page Label Author Comments A Status it

Label exterior ma.
£ oo N A2.2-NORTH ELEVA... "Jos Smith - D8I BLDG Label exterior materials on facade,
: including Windows

INCORPORATED (per reply as needed)

Label height of P.
Q4 caflout 2-NORTHELEVA... Mike Jones - DBISTR Label on drawings and INCORPORATED (per

in wa

Show fire egress
Q1 Cloud+ A3 NORTH ELEVA... Mary Edwards - FIRE ess path from this door to  INCORPORATED (per reply as needed)

Status

INCORPORATED (per reply as needed) ...

INCORPORATED (per reply as needed) ...

INCORPORATED (per reply as needed) ...

952 Incorporate Comments using the Status Column

9.5.2.1 Double-click on the comment inside of the status column and select
“INCORPORATED (per reply as needed)” from “*****Applicant’s response prior
to revised submittal*****”,

i= Page Label Author Comments Status

3.2-NORTH ELEVA... Mary Edwards - Fl. Show fire egress path from this door to street. INCORPORATED (per reply as needed) set by Mike Jones - DBI STR o

3.2-NORTHELEVA... Mike Jones-DBI Label height of Parapet on drawings and in wall section ‘Applicant’s response prior o revised submittal**+* > Ro
*Plan Reviewer Back Checl >

3.2-NORTHELEVA... Joe Smith - DBIB. Label exterior materials on facade, including Windows.

3.2-NORTHELEVA... John Doe - DBI M, Show new rooftop mechanical systems installed on roof.

*xxxx Applicant’s response prior to revised submittal*** > INCORPORATED (per reply as needed)
> NOT INCORPORATED (per reply)

*****Plan Reviewer Back Check*****

9.6 Add an additional “Reply” to comments

9.6.1 To add a comment/note related to a markup response, Right-click on the comment
(either on the page or in the Markups List) and select “Reply” from drop-down menu.
Type a response in the open text box stating how the comment has been addressed.
Clearly indicate the location and changes to be provided.

9.7 Applicant Response to CCSF Reviewers’ Comments — Not Incorporating Comments

Note: Applicants must respond (using the “Reply” function) to each comment to indicate a
reconciliation action or inaction to the reviewer.

To notify the reviewer that the markup comment will NOT be integrated into a revised document
submission, the Applicant will set the Status of the comment to “Not Incorporated”. There are
two ways to do this: Right-clicking on the comment or double-clicking in the status column of the
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comment. The Applicant must also add a response using the “Reply” function for each
unincorporated comment, to explain the reason for non-compliance / not integrating the
reviewer's comment into the revised submission.

9.7.1 Locate the Reviewer's comment

9.7.2 Double-click on the comment inside of the status column, and select “NOT
INCORPORATED (per reply)” from CCSF Back Check Status menu titled
ek Applicant’s response prior to revised submittal*****”

9.7.3 Right-click on the comment and select Set Status > “NOT INCORPORATED (per reply)”
from CCSF Back Check Status menu titled “*****Applicant’s response prior to revised
submittal*****”

> MarkupsList v Y/ v @8 Q Search

i= [ Subject Y Dpate Y  PageLabel Y  Author Y  color Y  Comments ~ Y staws

v Label exterior ma...
~ 5 callout 11/26/20191:3539 PM A3.2-NORTHELEVA... Joe Smith- DBIBLOG Label exterior materials on facade,
including Windows.
U, Re:Call.. 12/2/201911:50:49 AM A3.2-NORTH ELEVA... Mike Jones-DBISTR
pplicant’s response prior o revised submittal**** >

~ Label height of P...
=3 callout 11/26/20191:52:10 PM A3.2-NORTHELEVA... Mike Jones-DBISTR eviewer Back Check*++++ >

v Show fire egress ...
23, Cloud+ 11/26/2019 1:48:22 PM A3.2-NORTHELEVA... Mary Edwards - FIRE w fire egress pattffrom this door

v Show new roofto...
3 Callout 11/26/2019 1:51:08 PM A3.2-NORTH ELEVA... John Doe - DBI MECH w rooftop mechanical
systems installed on roof.

region containing markups #H BB B L@ v Nosae

**+** Applicant’s response prior to revised submittal**** > INCORPORATED (per reply as needed)
*xx%Plan Reviewer Back Check ¥+ > NOT INCORPORATED (per reply)

9.7.4  Add the required “Reply” comment to the response by right-clicking on the comment and
selecting “Reply” from the drop-down menu.

9.7.5 Type aresponse in the text box stating the reason that the comment was not
addressed. Clearly indicate the reasoning and explanation for non-compliance.

— e

File Access ~ H BB OBk Q e MoK o< ¥ O [ copyravete atesials on facade, ich

»  MarkupsList v W v 5 C
(= [F Subject Y Oste

v Label extetior ma.

all

v Label height of P.

3, Caliout

v Show fire egress
2, Cloud+

~ Show new roofto.
2 Caout

Modify wall {

entify railid
vide |
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9.8 Notify CCSF of Completed Comment Response

9.8.1 Once Applicant comment response is completed within the Studio Session, notify the
DBI Plan Reviewer, as well as any applicable CCSF EPR Support Staff, via email. Do
not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.

10.0 Subsequent Submittals

Note: Subsequent plan check submittals shall be submitted as entire sets of drawing plans —
responding to corrections requested in the prior review. The Applicant shall resubmit the entire
drawing set, even if markup comments/changes only appear on a few of the individual pages.

Once changes have been addressed by the Applicant, the Applicant will create and upload
subsequent submittals to the CCSF City Website or to Bluebeam Studio as directed by CCSF. After
EPR Support Staff have completed the intake review and found it to be satisfactory, EPR Support Staff
will send out a notification to the reviewers to begin the Subsequent Submittal review.

10.1 Submit Subsequent Files via the CCSF City Website (sf.gov)

10.1.1 Ensure all documents are named per Appendix 1 (found at the end of this document)
and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately
from this document). Naming instructions can also found in the “Name your PDFs”
section of the “How to create PDFs” page on the CCSF City (sf.gov) website:

https://sf.gov/information/how-create-pdfs-your-plans-or-addenda

10.1.2 Ensure all documents are correctly formatted as defined within this procedure.
Improperly formatted documents will be rejected by CCSF.

10.1.3 Open a web browser, and enter the following web address:
https://sf.gov/topics/building-permits

10.1.4 Choose the appropriate permit, and/or scroll to the Electronic Plan Review Resources
section. Follow the instructions to verify Forms and Project Qualifications. The section
contains additional instructions for revised documents, and a “Submit” button to submit
the prepared documents

10.2 Submit Subsequent Files Directly to a Studio Session or Project (if directed by CCSF)
Note: Refer to Section titled “Submit Documents to CCSF for EPR” for additional instructions

10.2.1 Ensure all documents are named per Appendix 1 (found at the end of this document)
and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately
from this document). Naming instructions can also found in the “Name your PDFs”
section of the “How to create PDFs” page on the CCSF City (sf.gov) website:

https://sf.gov/information/how-create-pdfs-your-plans-or-addenda

10.2.2 Ensure all documents are correctly formatted as defined within this procedure.
Improperly formatted documents will be rejected by CCSF.

10.2.3 Ensure that the CCSF Applicant Back Check Page has been added at the end of all
submittal documents

10.2.4 Open Bluebeam Software and ensure Bluebeam Studio is connected.

10.2.5 If submitting directly into a Studio Session

10.2.5.1 Join the Bluebeam Session. Refer to previous sections titled “Joining the
Bluebeam Studio Session via Email Link” and/or “Joining a Bluebeam Studio
Session via Session ID” for instructions
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10.2.5.2 Add the PDFs using the “Add File” button . Refer to the previous
“Submitting files directly into a Bluebeam Studio Session” Section of these
Procedures for instructions.

10.2.6 If Submitting directly into a Studio Project

10.2.6.1 Join the Bluebeam Project
10.2.6.2 Upload the documents into the DOCUMENTS FOR REVIEW folder

Note: Refer to the previous “Submitting files directly into a Bluebeam Studio
Project” Section of these Procedures for instructions on both joining the Studio
Project and Uploading documents.

10.2.7 Once the files are submitted, notify CCSF EPR Support Staff of Subsequent Submittal
via email. Do not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.

10.3 Intake of Applicant Subsequent Submittal files

Note: Once Applicant files have been submitted to CCSF, the CCSF EPR Support Staff will
perform a QAQC review of the submitted files. If document preparation is incomplete, EPR
Support Staff will notify the Applicant and request an updated resubmittal to CCSF.

When EPR Support Staff have completed the intake and QAQC review and found the submitted
files to be satisfactory, they will send out a notification to the CCSF reviewers to resume the
Subsequent Electronic Plan Review.

10.4 Subsequent Electronic Plan Review Process

Note: Once the Subsequent review documents have been uploaded and passed intake from the
CCSF EPR Support Staff, CCSF Reviewers will resume the plan review process.

After the Subsequent review phase has been completed, the applicant will be notified to rejoin
the Electronic Plan Review session to incorporate subsequent comments. The subsequent
electronic plan review session will almost always be the same session as the initial review
session. Refer to the “Joining the Bluebeam Studio Session” Section of these Procedures.

Applicants will respond to reviewer’'s comments using the custom Status menus in the Bluebeam
Markups List prior to resubmitting revised documents.

10.4.1 Create a Markup Alert to track Reviewer progress

Note: It is the Applicants’ responsibility to remain “active” during the subsequent review
process, as the Reviewers will not notify Applicants when subsequent comments are
made. Applicants may want to create Mark-up Alerts in Bluebeam to better track the
progress of Reviewers.

CCSF Electronic Plan Review Process 3/21/2022
Applicant Procedure Page 34



CCSF Permit Center
Office of the City Administration

10.4.1.1 From the Session list (before entering the Session), right-click the Session
name and select “Manage Notifications”

All Sessions i

A
Studio v M gl
Y
@

Joined  Not Joined (3)

=l CHADNTP Se... =
Open Session
Amphi...
Copy Session ID
VTP M...
Manage Notifications
) S&E...

Remove From List . 0224X...

10.4.1.2 A WebTab titled Studio Notifications Preferences will open in Bluebeam
10.4.1.3 In the Account Preferences section, check the box to “Send me an email with
Markup Alerts for all Sessions”

Account Preferences

Send me a daily digest of all Session and Project activity
Send me an email with Markup Alerts for all Sessions

Send me an email when an active Session is updated

Send me an email when an active Project is updated

10.4.1.4 Click “Apply” and close the WebTab

Once changes have been addressed by the Applicant, the Applicant will create and upload
additional subsequent submittals as required, until all submittal documents comply with CCSF
requirements.

11.0 Stamp-Out and Approval

Note: Each departments’ EPR Reviewer will apply an approval stamp to the document(s) once their
respective review is completed. Once all departments have reviewed and approved the documents,
the EPR Support Staff will be notified that the electronic plan review is complete, and the project is
approved. EPR Support Staff will then notify Permit Services that the documents are ready for final
issuance of permit. Once that process is completed, the Applicant will be notified of “Final Approval” of
the project by CCSF Permit Services. The Applicant will also receive a link to download the approved
files.
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Appendix 1: Document Naming Conventions for Applicant Submissions to CCSF DBI/ Planning

Note: All documents submitted to CCSF DBI / Planning must follow naming guidelines. The
descriptions and tables below identify the most common submissions.

1.0 CCSF Document Naming Components and Naming Structure
1.1 File Name Examples

e 001-FORM 3-8 202201014784.pdf

e 101-SITE DWGS-REV0 202201014784.pdf

e 202-BLDG SPEC-REV1-202201014784.pdf

e 303-BLDG CALCS-REV2 202201014784_ADD2 MEP.pdf
e 401-SITE REPORT Lighting-REV0 202201014784.pdf

e 501-LETTER PW to DBI-REV0 202201014784.pdf

[Number Prefix]-[Document type]-[Revision Number] [Application Number]_[Type / Count of Addenda]

Example of CCSF Session Documents:

-~ Documents

_pdf

003- BLDG FORM NRCC-ELC-RE
[@] 101-BLDG DWG-REV

[@] 103-BLDG DWG-REV

[@] 104-BLDG DWG-

[@] 106-BLDG DWGH

@ 111-BLDG DWG-REV ADDT Foundation.pdf
@ 112-BLDG DWG-REV1 ADD1 Foundation pdf

@ 301-BLDG CALC-Circuit Study-

[@] 302-BLDG CALC-Voltage Drop-RE
[@] 401-BLDG GEOTECH MEMO RE

1.2 File Name Component Summary
1.2.1  CCSF Submission File Names will always contain four to five parts:

o Number Prefix. The Number prefix serves two functions: to identify the type of
document (101 for Drawings, 201 for Specifications, etc.), and to provide an order for
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the type of document (201 = First Specification Doc; 202 = Second or Revised
Specification Doc).

¢ Document type. Typically one of the six standard document types: Forms, Drawings,
Specifications, Calculations, Reports and Letters

e A Revision number. The Initial Submission is considered “REV0”. Subsequent Revised
Submissions contain REV1, REV2, REV3, etc.

e Application number. If no Application number exists, substitute the street address of
the project.

e Type of Addenda & Count of Addenda. If applicable.
1.3 File Name Component Order

1.3.1  File name components will be in the following order:

o [Number Prefix]-[Document type]-[Revision Number] [Application Number]_[Type /
Count of Addenda]

If no Application number exists yet, substitute the street address of the project:

o [Number Prefix]-[Document type]-[Revision Number] [Street address]_[Type / Count of
Addenda]

1.4 Document Type Naming Conventions and Prefix Numbers
1.4.1 CCSF accepts six document types. Each type has a prefix identifier:

e Forms (FORMS) — 001, 002, 003, etc

e Drawings (DWGS) — 101, 102, 103, etc.

e Specifications (SPECS) — 201, 202, 203, etc.
e Calculations (CALCS) — 301, 302, 303, etc.
e Reports (REPORTS) — 401, 402, 403, etc.

e Letters (LETTERS) — 501, 502, 503, etc.

1.5 Permit-Type Naming Conventions

Note: For each document type, the Applicant must specify if they are for Site permits or Building
permits in the file name.

1.5.1 Site Permit Name Examples:

e Drawings: SITE DWGS
e Calculations: SITE CALCS
e Reports: SITE REPORTS

1.5.2 Building Permit Name Examples:

e Drawings: BLDG DWGS
e Calculations: BLDG CALCS
e Reports: BLDG REPORTS

1.6 Addenda Naming Conventions

1.6.1 Addenda must contain “BLDG ADD_[X]” as well as the addenda type included. CCSF
accepts the following types of addenda:

e Grading
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Mechanical, electrical and plumbing (MEP)

Final

1.7 Revision Number Naming Conventions

1.7.1

Include a revision number as “-REV[X]” with the X being the revision number (REV1,
REV2, etc.). Submittal first drafts include a “REV0” number.

2.0 Document Naming Table for CCSF DBI / Planning Submissions

2.1 Document Submissions for Planning or OCII — Initial Submissions

First Second Third Fourth Component Fifth Component File
Component Component Component P (as Applicable) Type
-REVO (as APPLICATION NUMBER, if applicable. If not ADDI[X df
001 -SITEFORMS  gpplicable) | applicable, use ADDRESS or PROPERTY NAME ~ADDIX] P
APPLICATION NUMBER, if applicable. If not
-REVO ADD[X .pdf
101 -SITE DWGS applicable, use ADDRESS or PROPERTY NAME ~ADDIX] P
APPLICATION NUMBER, if applicable. If not
-REVO ADD[X .pdf
201 -SITE SPECS applicable, use ADDRESS or PROPERTY NAME ~ADDIX] P
) -REVO APPLICATION NUMBER, if applicable. If not ADDI[X] .pdf
301 SITE CALCS applicable, use ADDRESS or PROPERTY NAME N
401 -SITE -REVO APPLICATION NUMBER, if applicable. If not ADD[X] pdf
REPORTS applicable, use ADDRESS or PROPERTY NAME N
501 -SITE -REVO APPLICATION NUMBER, if applicable. If not ADD[X] pdf
LETTERS applicable, use ADDRESS or PROPERTY NAME N
2.2 Document Submissions for Planning or OCII — Subsequent Submissions
First Second Third Fourth Component Fifth Component File
Component Component Component P (as Applicable) Type
002 003... | -SITE FORMS ;T;/\élv APPLICATION NUMBER _ADD[X] pdf
102 103.. | -SITE DWGS ;T;/\;l' APPLICATION NUMBER _ADD[X] pdf
202 203.. | -SITE SPECS ;T;/\;l' APPLICATION NUMBER _ADD[X] pdf
-REV1
302,303... = -SITE CALCS REVS... APPLICATION NUMBER _ADDI[X] -pdf
-SITE -REV1, ADDI[X] .pdf
402, 403... REPORTS REV2.. APPLICATION NUMBER ~
-SITE -REVI, ADDIX] pdf
502, 503... LETTERS REV2.. APPLICATION NUMBER ~
2.3 Document Submissions for Building — Initial Submissions
First Second Third Fourth Component Fifth Component File
Component Component Component P (as Applicable) Type
-BLDG - REVO (as APPLICATION NUMBER, if applicable. If not ADDI[X] pdf
001 FORMS applicable) applicable, use ADDRESS or PROPERTY NAME -
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APPLICATION NUMBER, if applicable. If not
-REVO ADD[X .pdf
101 -BLDG DWGS applicable, use ADDRESS or PROPERTY NAME ~APDIX] P
201 -BLDG _REVO AI_DPLICATION NUMBER, if applicable. If not _ADDIX] pdf
SPECS applicable, use ADDRESS or PROPERTY NAME
301 -BLDG -REVO APPLICATION NUMBER, if applicable. If not _ADD[X] pdf
CALCS applicable, use ADDRESS or PROPERTY NAME
401 -BLDG -REVO APPLICATION NUMBER, if applicable. If not _ADD[X] pdf
REPORTS applicable, use ADDRESS or PROPERTY NAME
501 -BLDG -REVO APPLICATION NUMBER, if applicable. If not _ADD[X] pdf
LETTERS applicable, use ADDRESS or PROPERTY NAME
2.4 Document Submissions for Building — Subsequent Submissions
First Second Third Fourth Component Fifth Component File
Component Component Component P (as Applicable) Type
-BLDG -REV1, APPLICATION NUMBER ADD[X] .pdf
002, 003... FORMS REV2. . !
-REV1,
102,103... | -BLDGDWGS = mrvy. APPLICATION NUMBER _ADD[X] pdf
-BLDG -REV1, APPLICATION NUMBER ADD[X] .pdf
202, 203... SPECS REV2. . !
-BLDG -REV1, ADD[X] pdf
302, 303... CALCS REV2... APPLICATION NUMBER —
-BLDG -REV1, ADD[X] pdf
402, 403... REPORTS REV2... APPLICATION NUMBER —
-BLDG -REV1, ADDI[X] .pdf
502, 503... LETTERS REV2... APPLICATION NUMBER —
2.5 Document Submissions for Building — Addendum Document Submissions
First Second Third Fourth Component Fifth Component File
Component Component Component P (as Applicable) Type
001. 002... -BLDG -RE\([X] (as AEPLICATION NUMBER, if applicable. If not _ADD[X] Grading pdf
’ FORMS applicable) applicable, use ADDRESS or PROPERTY NAME
-REV[X] APPLICATION NUMBER, if applicable. If not _ADD[X] pdf
101, 102... | -BLDG DWGS applicable, use ADDRESS or PROPERTY NAME Foundation
_BLDG -REV[X] APPLICATION NUMBER, if applicable. If not _ADD[X] pdf
201, 202... SPECS applicable, use ADDRESS or PROPERTY NAME Superstructure
301 302 -BLDG -REV[X] APPLICATION NUMBER, if applicable. If not ADD[X] pdf
’ CALCS applicable, use ADDRESS or PROPERTY NAME Architecture
401 402 -BLDG -REV[X] APPLICATION NUMBER, if applicable. If not ADDIX] pdf
’ REPORTS applicable, use ADDRESS or PROPERTY NAME MEP
501 502 -BLDG -REV[X] APPLICATION NUMBER, if applicable. If not ADD[X] pdf
’ LETTERS applicable, use ADDRESS or PROPERTY NAME Final
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Appendix 2: Document Naming Conventions for Applicant Submissions to Port of SF

Note: All documents submitted to Port must follow the below naming guidelines. Please note the Port
uses different naming conventions for permit submittals than the San Francisco Department of
Building Inspection. The descriptions and tables below identify the most common submissions.

1.0 Port of SF Document Naming Components and Naming Structure

1.1  File Name Examples

e B-2022_0001_BLDG DWGS-REVO.pdf

e B-2022-0001_BLDG CALCS-REV1.pdf

e B-2022-0001_BLDG ADD_1 Architecture_DWGS-REV1.pdf
e B-2022-0001_BLDG ADD_2 MEP_CALCS-REV1.pdf

1.2  File Name Component Summary
1.2.1  Port Submission File Names will always contain five parts:

e Permit Type. Building Permit or Encroachment

e Year. The year drawings associated with the permit were first accepted for review by
the Port Permit Desk.

e Unique 4-Digit Number. Provided by the Port Permit Desk. Note unlike DBI (which
nests addenda submittals under a project’s permit number) the Port issues a new
unique 4-digit permit number for each addendum issued.

e Document Type. The Port accepts three document types: Drawings, Calculations, and
Reports

e A Revision Number. Include a “REVO0” in all files of the Initial Submission. Subsequent
Revisions will be numbered “REV1”, “REV2”, etc.

1.3 File Name Component Order
1.3.1  File name components will be in the following order:
e [Permit Type]_[Year]_ [4-Digit Number]_[Document type]-[Revision Number]
1.3.2 If no Application number exists, substitute the street address of the project:
o [Permit Type] [Year]_ [Street Address] [Document Type]-[Revision Number]
1.4 Permit Type Naming Conventions
1.4.1 The Port accepts 2 Permit types:

e Building Permits (B)
e Encroachment Permit (E)

1.5 Document Type Naming Conventions
1.5.1 The Port accepts six document types.

e Forms (FORMS)

¢ Drawings (DWGS)

e Specifications (SPECS)
e Calculations (CALCS)

CCSF Electronic Plan Review Process 3/21/2022
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Reports (REPORTS)

Permit Type Naming Conventions

Note: For each document type, the Applicant must specify if they are for or Building Permits or
Encroachment Permits in the file name. (Note: the Port treats site permits as Building Permits)

1.5.3

1.6

1.6.1

Building Permit Name Examples:

Drawings: BLDG DWGS
Calculations: BLDG CALCS
Reports: BLDG REPORTS

Encroachment Permit Name Examples:

Drawings: ENCR DWGS
Calculations: ENCR CALCS
Reports: ENCR REPORTS

Addenda Naming Conventions

Addenda must contain “BLDG ADD_[X]” as well as the addenda type included. CCSF
and the Port accept the following types of addenda:

Grading
Foundation

Superstructure

Architecture

Mechanical, electrical and plumbing (MEP)

Final

1.7  Revision Number Naming Conventions

1.7.1

Include a revision number as “-REV[X]” with the X being the revision number (REV1,
REV2, etc.). Submittal first drafts include a “REV0” number.

2.0 Document Naming Table for Port of SF Submissions
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2.1 Documents for the Port of SF
First Second Third Component Fourth Fifth File

Component Component P Component Component* Type

Permit Type Year APPLICATION NUMBER, if applicable. If not -BLDG -REV[X] pdf
applicable, use ADDRESS or PROPERTY NAME FORMS

Permit Type Year APPLICATION NUMBER, if applicable. If not _BLDG DWGS -REV[X] pdf
applicable, use ADDRESS or PROPERTY NAME

Permit Type Year APPLICATION NUMBER, if applicable. If not -BLDG -REV[X] pdf
applicable, use ADDRESS or PROPERTY NAME SPECS

Permit Type Year APPLICATION NUMBER, if applicable. If not -BLDG -REVI[X] .pdf
applicable, use ADDRESS or PROPERTY NAME CALCS

Permit Type Year APPLICATION NUMBER, if applicable. If not -BLDG -REVI[X] .pdf
applicable, use ADDRESS or PROPERTY NAME REPORTS

Permit Type Year APPLICATION NUMBER, if applicable. If not -BLDG -REVI[X] .pdf
applicable, use ADDRESS or PROPERTY NAME LETTERS
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2.2 Addendum Documents for Port of SF

First Second . Fourth . Sixth File
Component | Component Third Component Component Fifth Component Component* | Type
Permit Type Year APPLICATION NUMBER, if _BLDG
applicable. If not applicable, use ADD_[X] CKEIC_:ZGRE\;V(SBRS‘I"S -REV[X] .pdf
ADDRESS or PROPERTY NAME Grading '

Permit Type Year APPLICATION NUMBER, if _BLDG _BLDG DWGS,
applicable. If not applicable, use ADD_[X] CALCS,REPORTS -REV[X] .pdf
ADDRESS or PROPERTY NAME Foundation

Permit Type Year APPLICATION NUMBER, if _BLDG _BLDG DWGS,
applicable. If not applicable, use ADD_[X] CALCS,REPORTS -REV[X] .pdf
ADDRESS or PROPERTY NAME Superstructure

Permit Type Year APPLICATION NUMBER, if _BLDG _BLDG DWGS, -REV[X]
applicable. If not applicable, use ADD_[X] CALCS,REPORTS .pdf
ADDRESS or PROPERTY NAME Architecture

Permit Type Year APPLICATION NUMBER, if _BLDG _BLDG DWGS, -REV[X]
applicable. If not applicable, use ADD_[X] CALCS,REPORTS .pdf
ADDRESS or PROPERTY NAME MEP

Permit Type Year APPLICATION NUMBER, if _BLDG _BLDG DWGS, -REV[X]
applicable. If not applicable, use ADD_[X] CALCS,REPORTS .pdf
ADDRESS or PROPERTY NAME Final
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Appendix 3: Bluebeam Versions and Use for Applicants

Applicants who choose to use Bluebeam in order to partake in the Electronic Plan Review process
should understand that some components of that process use a paid (licensed) version of Bluebeam,
and some components use a free (unlicensed) version of Bluebeam.

Breaking down the EPR workflow described in these Procedures into the three main components:
formatting PDFs, submitting/resubmitting files, and responding to Reviewers’ comments, it is important
to note which components use free or paid software:

e Formatting PDF Documents for submittal / resubmittal - Bluebeam Revu Standard or
Bluebeam Revu eXtreme (see table below)

e  Submitting / resubmitting documents via sf.gov website — Bluebeam not required.

e  Submitting / resubmitting documents via Studio Session or Studio Project — Any licensed
(paid) version of Bluebeam Revu

e Joining the Bluebeam Session and responding to Reviewers’ comments — any licensed (paid)
or unlicensed (free) version of Bluebeam Revu

Applicants or Applicant Subcontractors wishing to review and respond to in-Session CCSF Review
comments can do so using a free (unlicensed) version of Bluebeam. The free (unlicensed) version of
Bluebeam is simply an installed trial version where the trail has expired. Note that this functionality will
only be available when working on Session documents while inside a Bluebeam Session.

1.0 Identification of Paid (Licensed) or Free (Unlicensed) Versions

Note: The table below defines the need for a paid/free version of Bluebeam Revu. Items defined below
are specific to Procedure Items from this EPR Applicant Procedure.

Procedure Item Free or Paid / Notes
Bluebeam Version
2.0 Account Setup for Bluebeam Studio
2.1 Create a New Studio Account Free / Any Version
2.2 Set Required User Naming Conventions for Studio Account Free / Any Version
3.0 Prepare Drawing Documents for Submittals
3.1 Resources for Best Practice PDF Creation Not Applicable
3.2 Document Naming Conventions for Document Submittals Not Applicable
3.3 Sheet Count and Drawing Index Not Applicable
3.4 Blank Areas on Cover Page and in Title Block for Stamps Not Applicable
35 Document Size and Volumes Not Applicable
3.6 Document Scale Paid / Any Version
3.7 Scanned Document Prep Paid / Any Version
3.8 Convert JPG Image files Back to PDF Paid / Any Version
3.9 Run Optical Character Recognition on Scanned PDF files Paid / eXtreme only Step 3.9 is optional
3.10  Create Page Labels in Thumbnails Paid / Any Version
3.11  Create Bookmarks Paid / Any Version
3.12  Nesting Bookmarks Paid / Any Version
3.13 _ Set Scale on Floor Plans Paid / Any Version
3.14  Remove Layers Paid / Any Version
3.15  Create Drawing Call-Out Hyperlinks Paid / eXtreme only Step 3.15 is optional
3.16__ Flatten Document Paid / Any Version
4.0 Prepare Additional Files for Submittals
4.1 Specifications Prep Paid / Any Version
4.2 Other Supporting Document Prep Paid / Any Version
5.0 Submit Documents to CCSF for Electronic Plan Review
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5.1 Submitting files via the CCSF City website (sf.gov) Not Applicable
5.2 Submitting files directly into a Bluebeam Studio Session Paid / Any Version
5.3 Submitting files directly into a Bluebeam Studio Project Paid / Any Version
6.0 Intake of Applicant Submittal Files
7.0 Initial Electronic Plan Review Process
8.0 Incorporate CCSF Review Comments
8.1 Joining the Bluebeam Studio Session via Email Link Free / Any Version
8.2 Joining a Bluebeam Studio Session via Session 1D Free / Any Version
8.3 Navigating Documents & Review Comments Free / Any Version In Session only
8.4 Filtering Comments Free / Any Version In Session only
8.5 Applicant Response — Incorporating Comments Free / Any Version In Session only
8.6 Add an additional “Reply” to comments Free / Any Version In Session only
8.7 Applicant Response — Not Incorporating Comments Free / Any Version In Session only
9.0 Subsequent Submittals
9.1 Submit Subsequent Files via the CCSF City Website (sf.gov) Not Applicable
9.2 Submit Subsequent Files Directly to a Session or Project Paid / Any Version
9.3 Intake of Applicant Subsequent Submittal files Not Applicable
9.4 Subsequent Electronic Plan Review Process Free / Any Version In Session only
10.0 Stamp-Out and Approval

3/21/2022
Page 44

CCSF Electronic Plan Review Process
Applicant Procedure



	Table of Contents
	1.0 Using this Procedure
	2.0 Account Setup for Bluebeam Studio
	2.1 Create a New Studio Account
	2.1.1 Locate and click the “Studio” button
	2.1.2 Within the Studio tab click the “Sign In” button  to sign in or to create a new Bluebeam Studio account

	2.2 Set Required User Naming Conventions for Studio Account
	2.2.1 Once an Applicant has signed into Bluebeam, the user Display Name must be correctly entered in the following locations within the Preferences Dialog (found in the Revu pull-down menu, or press Ctrl + K)
	2.2.1.1 Bluebeam Preferences dialog: The “User” field, located in the “General” tab
	2.2.1.2 Bluebeam Preferences dialog: The “Display Name” field, located in the “Studio” tab in the “Server” section

	2.2.2 In a web browser, enter “studio.bluebeam.com” and log in with the Bluebeam Studio login username and password.
	2.2.2.1 Select the “My Profile” tab on the left
	2.2.2.2 Verify the name located in the “Default Name” box
	2.2.2.3 Correct the name and click the “Update Profile” button

	2.2.3 Log out and then back into Bluebeam Studio once all changes have been made


	3.0 Prepare Drawing Documents for Submittals
	3.1 Resources for Best Practice PDF Creation from Authoring Software
	3.1.1 CCSF Exhibit F: General PDF Creation Guidelines.
	3.1.2 PDF creation guidelines: found in the “Format your PDFs” section within the “How to create PDFs of your plans or addenda” page on the CCSF City (sf.gov) website: https://sf.gov/information/how-create-pdfs-your-plans-or-addenda
	3.1.3 A note on Cross-Hatch fills: Avoid the use of dense crossed-line fills within drawings, as use of dense (i.e. less than 1/8” apart on the plotted page) cross-line hatching can lead to rendering issues on PDFs. Dot patterns, earth patterns, and b...
	3.1.4 A note on Digital Signatures: Do not add certificate-type digital signatures on submittal documents. Files submitted to CCSF must be unlocked/unrestricted to editing, and applying a digital signature restricts changes to the file. Use only scann...

	3.2 Document Naming Conventions for Document Submittals
	3.2.1 Ensure all documents are named per Appendix 1 (found at the end of this document) and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately from this document). Naming instructions can also found in the “Name your PDFs”...

	3.3 Sheet Count and Drawing Index
	3.3.1 In drafting software, list total sheet count on drawing sheet index page
	3.3.2 Verify sheet count on the sheet index matches total PDF document sheet count.

	3.4 Blank Areas on Cover Page and in Title Block for Stamps
	3.4.1 Provide a blank area within the title block. This reserved blank area must be in the same location for every page in the plan set.
	3.4.2 Provide an additional blank area adjacent to the title block on the drawing set cover page (on the same page containing the Address, Description, and Index List)

	3.5 Document Size and Volumes
	3.5.1 If file size exceeds 350MB, the document shall be broken up into volumes by discipline or consistent number of sheets.

	3.6 Document Scale
	3.6.1 PDF Drawings shall be plotted/printed at Full 1:1 Scale from authoring software. Do not “Scale to Fit” or reduce the PDF page size to be smaller than the original printed page size.

	3.7 Scanned Document Prep
	3.7.1 Open the scanned PDF file
	3.7.2 From the File Menu (located at the top of the Bluebeam screen), select “Export”
	3.7.3 Click “JPEG”
	3.7.4 Browser window will open
	3.7.5 Browse to save to a local folder (ideally a new folder). Note the folder location
	3.7.6 Select “Save”

	3.8 Convert JPG Image files Back to PDF
	3.8.1 From the File menu, select “Create”
	3.8.2 Click “From Multiple Files”
	3.8.3 Browser window will open
	3.8.4 Locate folder containing JPEGs saved from previous section
	3.8.5 Select image files
	3.8.6 Select Open
	3.8.7 Stapler dialog will open
	3.8.8 Select “Advanced…” Button
	3.8.9 Select 96 dpi from the resolution image drop down
	3.8.10 Select OK
	3.8.11 Add a file name to the “One Output File”’ field
	3.8.12 Select “Use source file folder”
	3.8.13 Click OK

	3.9 Run Optical Character Recognition (OCR) on Scanned PDF files
	3.9.1 From the “Batch” pull-down menu, select “OCR”
	3.9.2 Confirm All Pages are selected
	3.9.3 Set Document Type to CAD Drawings
	3.9.4 Check “Detect Vertical Text”
	3.9.5 Check “Detect text in pictures and drawings”
	3.9.6 Uncheck all other options
	3.9.7 Click OK

	3.10 Create Page Labels in Thumbnails
	3.10.1 From any page, zoom into the area containing the sheet’s page number and label
	3.10.2 Go to Thumbnails icon
	3.10.3 Click the Create Page Labels icon to the right of the Thumbnails drop-down
	3.10.4 Select Page Range > Select All Pages
	3.10.5 Select Page Region > Click Select
	3.10.6 Select Region of Page Label > Sheet Number
	3.10.7 Enter a space, a hyphen, and a space after [Region 1]
	3.10.8 Click add to select a second region for the bookmark
	3.10.9 Select Region of Page Label > Sheet Name
	3.10.10 Review AutoMark Preview and Click OK. Page Labels will generate
	3.10.11 Review in the Thumbnails tab to verify the sheet number and sheet name have been captured properly
	3.10.12 If incorrect, double left-click and change incorrect title(s), or redo Page Labels

	3.11 Create Bookmarks
	3.11.1 Go to Bookmarks Tab
	3.11.2 Click the “Create Bookmarks” icon
	3.11.3 Select Page Labels and verify Page Range > Click OK
	3.11.4 Page Label content will appear in the Bookmarks tab
	3.11.5 Click the Bookmarks icon and select “Audit Bookmarks” from drop-down menu to confirm no broken bookmarks are found

	3.12 Nesting Bookmarks
	3.12.1 Go to ‘Bookmarks’ Tab
	3.12.2 Select the first sheet in each section
	3.12.3 Right-click > Click “Add” > Select “Add Before…”
	3.12.4 Name new bookmark by section - Example: ELECTRICAL
	3.12.5 Select all “E” sheets and nest by pulling the documents over to the right under the ELECTRICAL bookmark
	3.12.6 Repeat for all disciplines and other applicable documents (i.e.. specifications which contain bookmarked sections)

	3.13 Set Scale on Floor Plans
	3.13.1 Locate the Floor Plans
	3.13.2 Verify a scale is listed in the title of the Floor Plan. Applicants must include a scale identification on all Floor Plans
	3.13.3 Within the “Measurements” panel  locate the Page Scale section
	3.13.4 Set Precision to 1/2
	3.13.5 Manually enter the Scale to match the Scale of the Floor Plan, or select the scale from the “Preset” Scales (Bluebeam 2019)
	3.13.6 Once the scale has been applied on a page, that scale is stored in the page. In Bluebeam 2018, the “Store Scale in Page” option is checked. In Bluebeam 2019, the page scale is listed within the Thumbnail. Check “Page Scale” in the Bluebeam 2019...
	3.13.7 Repeat for all Floor Plans

	3.14 Remove Layers
	3.14.1 Go to Layers Tab
	3.14.2 Select layers listed
	3.14.3 Right-click on highlighted layers and select Delete from the drop-down menu
	3.14.4 Uncheck all options
	3.14.5 Click Delete

	3.15 Create Drawing Call-Out Hyperlinks
	3.15.1 Select “Add Open Files” uncheck any files that are not drawing files
	3.15.2 Click Next
	3.15.3 Select Settings
	3.15.4 Select Filter Mode: “First from start”
	3.15.5 From the Batch pull-down menu, select Link > New
	3.15.6 Select Filter Character. “’Space”
	3.15.7 Click OK
	3.15.8 Click Link Options
	3.15.9 Check Include Appearance Properties
	3.15.10 Select a light-yellow color
	3.15.11 Set Style to Highlight
	3.15.12 Click OK
	3.15.13 Select Page Label
	3.15.14 Click “Generate”
	3.15.15 Search Terms will generate
	3.15.16 Click run to create hyperlinks
	3.15.17 Once the hyperlinks are created, click “Finish and Close”

	3.16 Flatten Document
	3.16.1 From the “Document” pull-down menu, select “Flatten”
	3.16.2 In the “Flatten Markups” dialog, check “All Markups”
	3.16.3 Verify ‘Allow Markup Recovery (Unflatten)’ is unchecked
	3.16.4 Click Flatten
	3.16.5 Save Documents


	4.0 Prepare Additional Files for Submittals
	4.1 Specifications Prep
	4.1.1 Specifications shall contain bookmarks identifying Specification Divisions
	4.1.2 Specifications shall be free of Layers
	4.1.3 Specifications shall be Flattened

	4.2 Other Supporting Document Prep
	4.2.1 All additional supporting documents shall be free of Layers
	4.2.2 All additional supporting documents shall be Flattened


	5.0 Add CCSF Applicant Back Check Page
	5.1 Locate & Download the CCSF Applicant Back Check Page
	5.2 Insert Applicant Back Check Page
	5.2.1 In Bluebeam, open the submittal files (all documents where CCSF Reviewers may potentially add review comments)
	5.2.2 Once all files are open, insert the Applicant Back Check Page as the last page in each document
	5.2.2.1 From the “Document” pull-down menu, select “Insert > Pages from Document”
	5.2.2.2 Browse to the locate the CCSF Bluebeam Back Check Menu Page and open the file
	5.2.2.3 In the “Insert Pages” dialog, select “After” and check “Last Page” to insert the cover page at the end of the document
	5.2.2.4 Click OK

	5.2.3 Verify the Page has been added at the end of the document
	5.2.4 Repeat for all submitted files that require Session review or addition of the back check menu


	6.0 Submit Documents to CCSF for Electronic Plan Review (EPR)
	6.1 Submitting files via the CCSF City website (sf.gov)
	6.1.1 Ensure all documents are correctly formatted as defined within this procedure. Improperly formatted documents will be rejected by CCSF
	6.1.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each submission document
	6.1.3 Open a web browser, and enter the following web address: https://sf.gov/topics/building-permits
	6.1.4 Choose the appropriate permit type and/or scroll to locate the “Resources” areas for Electronic Plan Review (EPR).
	6.1.5 Follow the instructions to verify Forms and Project Qualifications. The section contains additional instructions for document creation, and an “Apply Now” button to submit prepared documents

	6.2 Submitting files directly into a Bluebeam Studio Session (as applicable)
	6.2.1 Ensure all documents are named and formatted as defined within this procedure. Improperly formatted documents will be rejected by CCSF
	6.2.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each submission document
	6.2.3 Open Bluebeam Software
	6.2.4 Verify connection to Bluebeam Studio  (i.e. the icon is “plugged in”)
	6.2.5 Open the Bluebeam Studio Session
	6.2.5.1 Refer to the sections titled “Joining the Bluebeam Studio Session via Email Link” and/or “Joining a Bluebeam Studio Session via Session ID” located in the “Incorporate CCSF Review Comments” Section of this document (Section 9.0)

	6.2.6 Once the Session is opened, locate the “Documents” area in the Session tab
	6.2.7 Click the “Add File” button  within the “Documents” area
	6.2.7.1 Browser window will open
	6.2.7.2 Select the PDF file (Hold Ctrl or Shift to select Multiple files)
	6.2.7.3 Select Open to add the files

	6.2.8 Notify CCSF DBI Reviewer and EPR Support Staff
	6.2.8.1 Once all submittal files have been successfully added to the Studio Session, notify the DBI Plan Reviewer, as well as any applicable CCSF EPR Support Staff of Bluebeam Session submittal via email. Do not use Bluebeam Alerts to notify Reviewers...


	6.3 Submitting files directly into a Bluebeam Studio Project (as applicable)
	6.3.1 Ensure all documents are named and formatted as defined within this procedure. Improperly formatted documents will be rejected by CCSF
	6.3.2 Ensure the CCSF Applicant Back Check Page has been added as the last page of each submission document
	6.3.3 Open Bluebeam Software
	6.3.4 Verify connection to Bluebeam Studio  (i.e. the icon is “plugged in”)
	6.3.5 Open the Bluebeam Studio Project by clicking the link included in the email invitation (provided by CCSF). As long as the Applicant is connected to Bluebeam Studio , the link will open the Studio Project tab automatically.
	6.3.6 If a link is not available or not working, the Applicant may also open the Studio Project manually if they have been invited and have the Studio Project ID
	6.3.6.1 Click the Studio Projects button
	6.3.6.2 Under Studio drop-down menu select + . The “Join” dialog box appears.
	6.3.6.3 Enter the nine-digit Bluebeam Studio Project ID
	6.3.6.4 Click OK. The Bluebeam Project tab will open

	6.3.7 Once the Studio Project tab is open, locate the CCSF EPR folders. In the PERMIT SUBMITTAL folder, locate the sub folder titled 3. DOCUMENTS FOR REVIEW
	6.3.7.1 Right click on folder
	6.3.7.2 Select Upload Files Icon
	6.3.7.3 Browser window will open
	6.3.7.4 Select the file to upload (Hold Ctrl or Shift to select Multiple files)
	6.3.7.5 Select Open to upload the files

	6.3.8 Notify CCSF of Submittal
	6.3.8.1 Once all submittal files have been successfully uploaded to Studio Project, notify CCSF EPR Support Staff of Bluebeam Project submittal via email. Do not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.



	7.0 Intake of Applicant Submittal Files
	8.0 Initial Electronic Plan Review Process
	9.0 Incorporate CCSF Review Comments
	9.1 Joining the Bluebeam Studio Session via Email Link
	9.1.1 Open Bluebeam Software
	9.1.2 Ensure Bluebeam Studio is Connected (icon is “plugged in”)
	9.1.3 Locate the Bluebeam Studio Session invitation email
	9.1.4 Click the link within the invitation to connect to the Bluebeam Studio Session

	9.2 Joining a Bluebeam Studio Session via Session ID
	9.2.1 Locate the Bluebeam Studio Session invitation email containing the nine-digit Bluebeam Session ID (ex. 111-222-333)
	9.2.2 Open Bluebeam Software
	9.2.3 Connect to Bluebeam Studio and click the Session button
	9.2.4 Ensure Bluebeam Studio is Connected (icon is “plugged in”)
	9.2.5 Within the Studio tab, locate and click the ‘plus’ button + . The “Join” dialog box appears
	9.2.6 Enter the nine-digit Bluebeam Session ID and click “OK”

	9.3 Navigating Documents & Review Comments
	9.3.1 Right-click on Session document. Select Open
	9.3.2 Open the Markups List Panel
	9.3.3 Locate Reviewers’ markup comments in the Markups List

	9.4 Filtering Comments
	9.4.1 On the Markups list toolbar, click the Filter icon
	9.4.2 A filter icon then appears next to each column heading in the Markups list
	9.4.3 Click the filter icon   associated with the desired column and select the value to filter
	9.4.4 Repeat as desired to filter by other values.

	9.5 Applicant Response to CCSF Reviewers’ Comments – Incorporating Comments
	9.5.1 Incorporate Comments by Right-Clicking
	9.5.1.1 Locate the Reviewer’s comment (either on the page or in the Markups List)
	9.5.1.2 Right-click on the comment and select the Set Status
	9.5.1.3 From CCSF Back Check Status menu titled “*****Applicant’s response prior to revised submittal*****” select “INCORPORATED (per reply as needed)”
	9.5.1.4 Repeat until all comments have been incorporated completely

	9.5.2 Incorporate Comments using the Status Column
	9.5.2.1 Double-click on the comment inside of the status column and select “INCORPORATED (per reply as needed)” from “*****Applicant’s response prior to revised submittal*****”.


	9.6 Add an additional “Reply” to comments
	9.6.1 To add a comment/note related to a markup response, Right-click on the comment (either on the page or in the Markups List) and select “Reply” from drop-down menu. Type a response in the open text box stating how the comment has been addressed. C...

	9.7 Applicant Response to CCSF Reviewers’ Comments – Not Incorporating Comments
	9.7.1 Locate the Reviewer’s comment
	9.7.2 Double-click on the comment inside of the status column, and select “NOT INCORPORATED (per reply)” from CCSF Back Check Status menu titled  “*****Applicant’s response prior to revised submittal*****”
	9.7.3 Right-click on the comment and select Set Status > “NOT INCORPORATED (per reply)” from CCSF Back Check Status menu titled “*****Applicant’s response prior to revised submittal*****”
	9.7.4 Add the required “Reply” comment to the response by right-clicking on the comment and selecting “Reply” from the drop-down menu.
	9.7.5 Type a response in the text box stating the reason that the comment was not addressed. Clearly indicate the reasoning and explanation for non-compliance.

	9.8 Notify CCSF of Completed Comment Response
	9.8.1 Once Applicant comment response is completed within the Studio Session, notify the DBI Plan Reviewer, as well as any applicable CCSF EPR Support Staff, via email. Do not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.


	10.0 Subsequent Submittals
	10.1 Submit Subsequent Files via the CCSF City Website (sf.gov)
	10.1.1 Ensure all documents are named per Appendix 1 (found at the end of this document) and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately from this document). Naming instructions can also found in the “Name your PDFs...
	https://sf.gov/information/how-create-pdfs-your-plans-or-addenda
	10.1.2 Ensure all documents are correctly formatted as defined within this procedure. Improperly formatted documents will be rejected by CCSF.
	10.1.3 Open a web browser, and enter the following web address: https://sf.gov/topics/building-permits
	10.1.4 Choose the appropriate permit, and/or scroll to the Electronic Plan Review Resources section. Follow the instructions to verify Forms and Project Qualifications. The section contains additional instructions for revised documents, and a “Submit”...

	10.2 Submit Subsequent Files Directly to a Studio Session or Project (if directed by CCSF)
	10.2.1 Ensure all documents are named per Appendix 1 (found at the end of this document) and/or Exhibit B: Document Naming Table for Applicant Submissions (found separately from this document). Naming instructions can also found in the “Name your PDFs...
	https://sf.gov/information/how-create-pdfs-your-plans-or-addenda
	10.2.2 Ensure all documents are correctly formatted as defined within this procedure. Improperly formatted documents will be rejected by CCSF.
	10.2.3 Ensure that the CCSF Applicant Back Check Page has been added at the end of all submittal documents
	10.2.4 Open Bluebeam Software and ensure Bluebeam Studio is connected.
	10.2.5 If submitting directly into a Studio Session
	10.2.5.1 Join the Bluebeam Session. Refer to previous sections titled “Joining the Bluebeam Studio Session via Email Link” and/or “Joining a Bluebeam Studio Session via Session ID” for instructions
	10.2.5.2 Add the PDFs using the “Add File” button . Refer to the previous “Submitting files directly into a Bluebeam Studio Session” Section of these Procedures for instructions.

	10.2.6 If Submitting directly into a Studio Project
	10.2.6.1 Join the Bluebeam Project
	10.2.6.2 Upload the documents into the DOCUMENTS FOR REVIEW folder

	10.2.7 Once the files are submitted, notify CCSF EPR Support Staff of Subsequent Submittal via email. Do not use Bluebeam Alerts to notify Reviewers or other CCSF Staff.

	10.3 Intake of Applicant Subsequent Submittal files
	10.4 Subsequent Electronic Plan Review Process
	10.4.1 Create a Markup Alert to track Reviewer progress
	10.4.1.1 From the Session list (before entering the Session), right-click the Session name and select “Manage Notifications”
	10.4.1.2 A WebTab titled Studio Notifications Preferences will open in Bluebeam
	10.4.1.3 In the Account Preferences section, check the box to “Send me an email with Markup Alerts for all Sessions”
	10.4.1.4 Click “Apply” and close the WebTab



	11.0 Stamp-Out and Approval
	Appendix 1: Document Naming Conventions for Applicant Submissions to CCSF DBI / Planning
	1.0 CCSF Document Naming Components and Naming Structure
	1.1 File Name Examples
	1.2 File Name Component Summary
	1.2.1 CCSF Submission File Names will always contain four to five parts:

	1.3 File Name Component Order
	1.3.1 File name components will be in the following order:

	1.4 Document Type Naming Conventions and Prefix Numbers
	1.4.1 CCSF accepts six document types. Each type has a prefix identifier:

	1.5 Permit-Type Naming Conventions
	1.5.1 Site Permit Name Examples:
	1.5.2 Building Permit Name Examples:

	1.6 Addenda Naming Conventions
	1.6.1 Addenda must contain “BLDG ADD_[X]” as well as the addenda type included. CCSF accepts the following types of addenda:

	1.7 Revision Number Naming Conventions
	1.7.1 Include a revision number as “-REV[X]” with the X being the revision number (REV1, REV2, etc.). Submittal first drafts include a “REV0” number.


	2.0 Document Naming Table for CCSF DBI / Planning Submissions
	2.1 Document Submissions for Planning or OCII – Initial Submissions
	2.2 Document Submissions for Planning or OCII – Subsequent Submissions
	2.3 Document Submissions for Building – Initial Submissions
	2.4 Document Submissions for Building – Subsequent Submissions
	2.5 Document Submissions for Building – Addendum Document Submissions

	Appendix 2: Document Naming Conventions for Applicant Submissions to Port of SF
	1.0 Port of SF Document Naming Components and Naming Structure
	1.1 File Name Examples
	1.2 File Name Component Summary
	1.2.1 Port Submission File Names will always contain five parts:

	1.3 File Name Component Order
	1.3.1 File name components will be in the following order:
	1.3.2 If no Application number exists, substitute the street address of the project:

	1.4 Permit Type Naming Conventions
	1.4.1 The Port accepts 2 Permit types:

	1.5 Document Type Naming Conventions
	1.5.1 The Port accepts six document types.
	1.5.2 Permit Type Naming Conventions
	1.5.3 Building Permit Name Examples:
	1.5.4 Encroachment Permit Name Examples:

	1.6 Addenda Naming Conventions
	1.6.1 Addenda must contain “BLDG ADD_[X]” as well as the addenda type included. CCSF and the Port accept the following types of addenda:

	1.7 Revision Number Naming Conventions
	1.7.1 Include a revision number as “-REV[X]” with the X being the revision number (REV1, REV2, etc.). Submittal first drafts include a “REV0” number.


	2.0 Document Naming Table for Port of SF Submissions
	2.1 Documents for the Port of SF
	2.2 Addendum Documents for Port of SF

	Appendix 3: Bluebeam Versions and Use for Applicants
	1.0 Identification of Paid (Licensed) or Free (Unlicensed) Versions

