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Part 1: ePlan Overview

SCC ePlan Review facilitates the complete processing of Building and Discretionary permits online utilizing pdf
files.

Your ePlan User Account is used for managing projects, uploading submittals, tracking status, and downloading
stamped/issued documents and permit inspection cards. Prints of issued documents and permit inspection cards
must be at the project site.

The process is outlined here and technical aspects are explained in this guide.

For additional help and submittal requirements, please see Planning Department, SCC ePlan, and ePlan Video

Series.

ePlan User Account

Sign In: scceplanreview.santacruzcounty.us

Step 1: Upload

Application (APP) Plans (PLN) Supplemental (SUP) Letter (LTR)
Checklist, Forms/Docs Complete Plan Set PLG230, Reports, Calcs, etc. PLG204 (Resubmittals only)

W

Step 2: Process

Application Fees (Intake & Final) Review Final Upload
Online or Planning Department Review, Approve, Stamp/Lock Update APP File - Receipts/Docs

W

Step 3: Print

Permit Inspection Card (ePlan link) Approved/Stamped Documents (ePlan link)
Applicant to download & print Applicant to download & Print full-size in Color
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https://cdi.santacruzcountyca.gov/Portals/35/CDI/UnifiedPermitCenter/Building/Forms%20%26%20Publications/ePlan/How%20to%20submit%20a%20project%20in%20ePlan.pdf
https://cdi.santacruzcountyca.gov/UPC.aspx
http://scceplanreview.santacruzcounty.us/
https://www.youtube.com/channel/UCvcSlgqggUFXtPLy4-xrOvA
https://www.youtube.com/channel/UCvcSlgqggUFXtPLy4-xrOvA

Part 2: ePlan Accounts & Information

Accounts are registered to one email address and is password protected; however, accounts can be used
simultaneously by multiple people. Each person who Signs In has complete control of the account and projects.
Confirmations and notices are sent to the registered email.

Account Registration & Editing
To register a new user account, click Sign In on SCC ePlan Review Home page.

SCC ePlan Review

SCC ePlan Home Sign In

Welcome to SCC ePlan Review

The ePlan portal facilitates the electronic submittal of PDF documents for both Building and Discretionary permit applications.

Click Register as a new user and enter account information.

SCC ePlan Sign In Register Account Edit -- John Doe

Create a new account.

Display Name

Email Display Name John Doe
First Name
FirstName  john
Password Last Name
Last Name
Company Name Doe
Sign In
Email Company Name John Doe Inc
Register as a new user @ '
9 Password Email
Forgot your password?
To Alter
confirm password
Password
Street 1Doe Way

Address

City Doeville
City

State  california
State  california

Zip Code
Zip Code 95010

Phone  123-456-7890

=

Phone

To edit an existing account, Sign In and click Account.

SCC ePlan Review

lJohn Doe Appointments Create Project Account Sign Out

|§| Search...

All Active Issued Archived BLDG DISC Open
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Transfer: Account & Project(s)

Accounts and projects can be transferred to a different account by County staff. Provide a transfer request on
company letterhead in pdf format to the Permit Technicians that clearly identifies both accounts, and whether to

transfer the account, or specific projects of an account (fees apply). If necessary, create an account prior to the
transfer request.

Account transfers will include all projects/data, and the original account is automatically deleted.

Forgot Your Password?
Click Sign In on SCC ePlan Review Home page.

SCC ePlan Review

SCC ePlan Home Sign In

Welcome to SCC ePlan Review

The ePlan portal facilitates the electronic submittal of PDF documents for both Building and Discretionary permit applications.

Click Forgot your Password? and enter the account email. An email will be sent with the link to open the Reset
Password page. A message to check your email will display whether you entered the email correctly or incorrectly.

SCC ePlan Sign In Forgot your password?

Enter your email.

Email

Password .
Email

Sign In

Register as a new user Email Link @
Forgot your pqssword?@ o

Fees & Payments
The Fees & Payments page explains fees and provides a link to Pay Fees.

Fees & Payments

Home Unified Permit Center Building Permits & Safety Fees & Payments Online Application Payments. DISCLAIMER
= e B visa = ; ; 1890 pm/ Ater 500

/ou may pay y heck,

card, or by MasterCard, Visa, Discover or America Express credit card. This is an
tornat " . P oot igh this interet service s provided

amount you pay. “as is", ith no warranties, express of implied, including the implied warranty of fitness

foe. 1t charged by the internat payment service provider for providing the for a particular purpose. Santa Cruz County, furthermore, does not guars
e ability to perform real-time internet transactions in an easy, secure and warrant e e ¥ 9 or
X ARt throug this ste Santa Cruz County
e liable for any damages, of any nature whatsosver, arising out of the use of, or the
==l inability to use this internet service

Glick here for general questions about electronic checks. Refund Policy: Click Here.

[ convenience Fee Schedule
Get a Fee Estimate EZ Permit Fees Pay Fees Creatt Card or Debit Card) 229%

Electronic Check S0

Questions & Contacts

Building Information: 831-454-2260 or email Planning.BuildingInfo@santacruzcountyca.gov.
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http://scceplanreview.santacruzcounty.us/
https://cdi.santacruzcountyca.gov/UPC/BuildingPermitsSafety/FeesPayments.aspx
mailto:Planning.BuildingInfo@santacruzcountyca.gov

Part 3: ePlan Standards

Upload all required forms and submittal documents to the ePlan portal (emails, usb, etc. not allowed). Some
ePlan standards may require use of pdf editors such as Adobe Acrobat Pro DC, Bluebeam Revu, or similar.

ePlan General Standards

1. ePlan Submittals: The color “red” is reserved the County use and stamps. For general County submittal

requirements, please the CDI Website.

2. Unrestricted/Unlocked Files: Submittals cannot be restricted/locked in any manner by digital signatures or

otherwise. The County must have full control of files to accomplish #4 below.

3. Professional Stamps & Sighatures: Stamps & signatures of California licensed Architects & Engineers must
be embedded using images or other methods. Restrictions imposed by digital signhatures are not allowed.

4. County Stamp/Lock: Approved documents are electronically stamped and locked with printing enabled.

The stampis 2.5 inches wide & 1.5 inches high; a stamp area in the title block will expedite processing.

5. PDF Format: PDFs must be converted from AutoCAD, Revit, ArchiCAD, etc. to retain the vector file format.
However, clean scans of documents produced by hand are allowed.

6. Flatten & Bookmark: Files must be flattened to remove layers and bookmarked for navigation.

Flattening Layers (Adobe Acrobat DC Pro)

CAD programs or other software may include layers when saving to PDF. Verify if layers exist and flatten them.

Adobe states “when you flatten a PDF you combine all of the contents into just one single layer.”

Once flattened,

the layers panel will be empty (no sheet/layer names). The visible content for each sheet is preserved, ensuring the

proper display and printing of each sheet.

Click the Layers icon to show the Layers panel and choose Flatten Layers from the Options menu.

® O m 6 —

Find text or tools Q ® {?J =

O

X

Share

Option =3 ... @

X Layers

C2.0,pdf [

Q2pdf | &= Sheets with layers [_

Layers icon %a

@ /a\
Find text or tools Q_ @ ‘?’ = @
x  Layers Optlon

C2.0pdf v List Layers for All Pages
C22pdf List Layers for Visible Pages

Reset to Initial Visibility

C3.0pdf

Expand All

Collapse All
Names will not exist
once flattened Apply Layer Overrides
Import as Layer...
Merge Layers...
Flatten Layers ——> =S|
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Bookmarking (Adobe Acrobat DC Pro)

Bookmarks are required to navigate documents. Bookmarks must be set to Fit Page and the names must match
the number & title of each plan sheet, or each document and key section of the Supplemental document.

® L #®m e -
bpics, or help Q @ @ E]

O X

Landscape

Organize bookmarks (main + sub-bookmarks)

=== Bookmark names = sheet number & title

x  Bookmarks B ®m - @
JyTe— ™\ E €— Bookmarkicon (click to show
Civil T ©
Structural H-
Electrical ® > Architectural
Plumbing Plan (Typical Unit) v Civil AT}
Mechanical Plan (Typical Unit) C1.0 Cover Sheet A
Energy Compliance C2.0 Site Plan i R
C21 Grading Planv

Tip: SCC ePlan video series shows various techniques of creating and editing bookmarks. Some are shown below.

Set Default Bookmark Zoom level is set to Fit Page. Once set, any bookmark you create will be Fit Page.

x  Bookmarks 28

New Bookmark Ctrl+B

> [Architectural

ew Bookmarks from Structure...
> Civil

> Structural
> Electrical

Hide AftéqUse

> Plumbing Plan (Typical Unit) Text Size

> Mechanical Plan (Typical Unit) Set Default Bookmark Zoom level

> Energy Compliance Go to Bookmark

Print Page(s)
>
Landscape Print Section(s)

Cut

Inherit Zoom
Current Page
Fit Page
Actual Size
Fit Width
Fit Visible

Change all bookmarks Zoom levels to Fit Page and retain the correct destination pages in one step!

r

Go to a page in this document X

Options

© Use Page Number

Page: || of 72

Keep page number unchanged

Zoom: Fit Page ~

<2 Match settings

Select all bookmarks, then B8[Options]>Properties...>Actions>Edit,
and set Zoom: Fit Page (see graphic)

ePlan | Part 3: ePlan Standards


https://www.youtube.com/channel/UCvcSlgqggUFXtPLy4-xrOvA

Part 4: ePlan Projects

Project - File Types
Every uploaded file must be bookmarked, layers flattened, and contain all sheets/documents required for
issuance. The process is outlined here and ePlan Video Series.

Application (APP): ePlan Submittal Checklist — PLG230 (1st page), application form, and other applicable
documents

Plans (PLN): Plans: architectural, structural, electrical, energy, etc.

Supplemental (SUP): Supplemental Documents Index - PLG235 (1st page) and any applicable documents such
as structural calculations, geotechnical reports, etc.

Letter (LTR): (resubmittals only) Building Resubmittal Response Form — PLG204 (1st page) and annotated
correction comments (no other content)

Project-User Home

Sign In and the User Home page provides access to all account options. All projects are accessed and managed
using filters and sorted by headers.

SCC ePlan Review

John Doe e Account display name Appointments Create Project Account Sign Out

|§| Search...
Al Active | Issued Archived BLDG DISC Open R = d3{iTE) Account

Permit Type v €= Filter by Create new project
Schedule appointment

Permit number link to status page
Searching filter for 'Active’ ALL | 19 Rdcord(s) found . . . .
9 4}Cllck headers to sort list Open or Archive projects I
*Intake Comments are for intake processing only. Intafe Comments are not Plan Chieck comments.
Upload
Project Permit# Type StF:n:s Intake Comments* Cycle| Created | Modified |Staff i
) 5/13/2021 | 8/14/2024 X
disc test_6703 DIsC OTH 1, Open 1 Open Archive

NS BONSCARNRN Open  arcrive )
et i Closed 1211:48 PM | 1:36:19 PM P
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https://cdi.santacruzcountyca.gov/Portals/35/CDI/UnifiedPermitCenter/Building/Forms%20%26%20Publications/ePlan/How%20to%20submit%20a%20project%20in%20ePlan.pdf
https://www.youtube.com/channel/UCvcSlgqggUFXtPLy4-xrOvA
http://www.sccoplanning.com/Portals/2/County/Planning/bldg/ePlan%20Submittal%20Checklist_PLG230.pdf
https://www.sccoplanning.com/Portals/2/County/Planning/bldg/Supplemental%20Documents%20Index_PLG235.pdf
https://www.sccoplanning.com/Portals/2/County/Planning/bldg/Building%20Resubmittal%20Response%20Form_PLG204.pdf

Project - Create Project
Once a projectis created it is added to the User Home. Click Create Project, make permit type selections, provide
name, and click Create.

John Doe Appointments Create Project Account Sign Out

|§| Search... T

All Active Issued Archived BLDG DISC Open

Create Project Folder Cancel Sign Out

Permit Type Building v

ADU - Accessory Dwelling Unit v
If type is not listed, select "OTH — Other”

No v

Project John Doe ADU

Name Remaining Characters = 88

ED

Project - File Uploads
To add files to a project, Open the project and click Upload.

John Doe Appointments Create Project Account Sign Out
IEI Search...

All Active Issued Archived BLDG DISC Open

Permit Type v

Searching filter for ‘Active’ ALL | 21 Record(s) found

*Intake Comments are for intake processing only. Intake Comments are not Plan Check comments.

Upload

Project Permit# Type
! YP Status

Intake Comments* Cycle| Created | Modified |Staff ¢

1, open
9/5/2025 | 9/5/2025 )
John Doe ADU_27257 BLDG ADU ;omk:j; 1 1-46:04 PM | 1:46:04 PM Open Archive

John Doe === Upload Projects Sign Outl
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On the Upload page, select a file type and Browse to add it to the queue, once all files are in the queue, click
Upload the files. Progress bars will show progress, and the project page will display once complete.

Select type of document to upload.

Click "BROWSE..." to select files to upload

BROWSE...

APP_Doe ADU- Application.pdf

PLN_Doe ADU - Plans.pdf

SUP_Doe ADU - Supplemental.pdf

KLrrvennd>

@ Browse to file & add to queue

@ Wait for progress bars to complete

Upload the Files e @ Click “Upload the files”

O Application O Plans upplementcl@ @ Select document type

Note: New projects mustinclude an Application (APP) file, plus at least one other file type (e.g. Plans (PLN) and/or
Supplemental (SUP)); once that combination exists, the green button allows notifications to be sent.

To request an intake completeness review, click the green Send New Permit Notification.

John Doe

-
.

-
Permit Application: Notification Ope'n,'

0.’
*

Step 2: Send notification or schedule an cppoint?ﬁqmt.

-

BLDG - ADU Uploaded
PLN_Plans_v1.pdf 9/5/2025 2:11:19 PM
Uploaded files
SUP_Supplemental_vl.pdf 9/5/2025 2:11:20 PM
APP_Application_vl.pdf 9/5/2025 2:1:21 PM

-

*e

Upload Projects Sign Out

Uploading documents alone does not constitute an official application submittal. To initiate the intake
completeness review, you must click the green "Send Notification” button.

Y DN TN CL T T T Il Notify Planning when submittal is ready for review.
{ -

Step I: Upload Submittal: Application fiIe‘,pIQus any applicable Plans and/or Supplemental files.
*

*
—8end Notification: Click the green button wh&# your submittal is complete (button activates once Step 1is satisfied).
-

-
Step 3: You will be notified to pay the required intake fees. Pc:\?n;ents can be made in-person during cashier counter hours or online.
*

Notification Sent

NO

NO

NO

Locked
Incomplete

€— Once sent a time stamp
Locked

Incomplete

Locked

Incomplete
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*Uploads are color coded and renamed. Files are prepended by type (APP, PLN, SUP, LTR), and appended by

review cycle (v1, v2, etc.). Once assigned a permit number, names will match the number (e.g. PLN_B-123456_v1).
The locked blue (current cycle) & green (previous cycle) files were accepted for review.

**Red files are incomplete and must be replaced; click Show Reason for requirements. Files cannot be deleted;
simply upload new files to replace them. Gray files are part of the upload history but are not part of a submittal.

John Doe Upload Projects Sign Out

Uploading documents alone does not constitute an official application submittal. To initiate the intake
completeness review, you must click the green "Send Notification” button.

Send New Permit Notification

Permit Application: Notification Sent

Step 1: Upload: Correct and reupload any red incomplete files, and any other files requested by staff.

Step 2: Send notification or schedule an appointment.
—Send Notification: Click the green button when your submittal is complete (button activates once Step 1is satisfied).

Step 3: You will be notified to pay the required intake fees. Payments can be made in-person during cashier counter hours or online.

BLDG - ADU Uploaded Notification Sent
PLN_Plans_vl.pdf 9/5/2025 2:11:19 PM 9/12/2025 1112:38 AM Locked
*k
{ sUP_supplemental _vl.pdf 9/5/2025 2:11:20 PM 9/12/2025 11:12:38 AM Locked
Incomplete
* -
APP_Application_vl.pdf 9/5/2025 2:11:21 PM 9/12/2025 1112:38 AM Locked
\ Incomplete

Project — Resubmittals
Once all agency reviews are complete, the Application Status changes to Resubmittal, the ePlan portalis

unlocked to allow uploads, and a notification is sent to the email registered to the ePlan account.

Revisions must address corrections for all agencies and be identified with clouding & delta markers. Each time a
file is uploaded, it must contain all sheets/documents needed for issuance, not just the new/revised portions.
Do not upload files unless they contain revisions.

The Letter file (with PLG-204 as 1st page) must include an annotated copy of all correction comments and explain
revision locations with sheet/drawing numbers. Do not include any other documents in this file.
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https://www2.santacruzcountyca.gov/PlanningapplicationStatus/
https://cdi.santacruzcountyca.gov/UPC/FormsPublications.aspx

Upload Cancel Sign Out

Cancel Top File Clear the Queue Upload the Files

Select type of document to upload.

Application ~ Plans ~ Supplemental © Letter (a completed PLG-204 must be attached as Ist Page)

Click "BROWSE..." to select files to upload

Once all necessary files are uploaded, you must notify CDI by clicking the green notification button. Staff will
assess the uploads and then email you that they were accepted for review or explain what is needed for
acceptance.

LT LRI TGN (T 1T Wl Notify Planning when submittal is ready for review.

Note: Text can be copied/pasted into text editing programs directly from the Application Status webpage. Simply
drag your cursor over the text to select it and then copy/paste into Word or another program.

Project - Approval

Approval notices are sent via the portal email and postal mail identifying any final fees and/or Final Items (e.g.
receipts or forms) to be added to Application (APP) file and then uploaded to the portal. If final documents are
required, the portalis set to only allow the final Application (APP) upload.

At permit issuance, downloads for the issued documents and permit inspection cards will appear in the Project
folder. Downloads are zip files containing printable PDF documents that are stamped and locked. One full size set
of these documents must be printed in color and available at the construction site. The applicantis responsible for
coordination of printed documents.

ISSUED_B-247- Click the green button to download a zip file containing the issued PLN and/or SUP documents for printing.

Printing: One full size color set of all documents must be available at the construction site.

[TV o COMERYY, | Click the green button to download a pdif file containing the issued permit card for printing.

Printing: Permit Card must be printed on one (1) double-sided, 8.5x14, 90 Ib. (minimum) card-stock paper and available at the construction
site.

Project — Changes (CCD) & Deferred (DEF)

These permit types amend the issued permit documentation. Only submit the revised PLN sheets and/or SUP
documents for review (not the complete documents). If the PLN/SUP file was not revised, do not upload it.

1. Create a new projectin the ePlan portal.

2. Upload the APP file with a submittal checklist (PLG230) and an application form (PLG205 or PLG206).

3. Cloud all revisions and mark with a delta symbol.
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http://www.sccoplanning.com/Portals/2/County/Planning/bldg/ePlan%20Submittal%20Checklist_PLG230.pdf
http://www.sccoplanning.com/Portals/2/County/Planning/bldg/Building%20Permit%20Construction%20Change%20Documents_PLG205.pdf
http://www.sccoplanning.com/Portals/2/County/Planning/bldg/Building%20Permit%20Deferred%20Submittal_PLG206.pdf

4. Upload a PLN (revised sheets only) and/or SUP (PLG235 and revised documents only) only if they contain
revisions. Maintain all unaffected content on the revised sheets.

a. CCD: Construction Change Documents Include a description of changes on the cover sheet;
coordinate documents (e.g. architectural, structural, electrical, etc.); update the sheet index,
consultant list, etc. as applicable; and incorporate any clarification marks added to sheets during
permitissuance.

b. DEF: Deferred Submittals typically submit the deferred items only (e.g. PV system, truss package,
product reports etc.) and any applicable engineer review letters or PLG300 forms. See PLG206.

5. Staff will provide review agencies with the issued permit files for reference. Do not upload them.
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https://www.sccoplanning.com/Portals/2/County/Planning/bldg/Supplemental%20Documents%20Index_PLG235.pdf
https://cdi.santacruzcountyca.gov/UPC/BuildingPermitsSafety/ApplyforaBuildingPermit/ChangestoIssuedPermits.aspx
https://cdi.santacruzcountyca.gov/UPC/BuildingPermitsSafety/ApplyforaBuildingPermit/DeferredSubmittals.aspx
https://www.sccoplanning.com/Portals/2/County/Planning/bldg/Consultant%20Plan%20Review_PLG300.pdf
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