Norcross Georgia / ePs Quick Start Guide — Trade Permit Walk-Thru
Step 1 — Register New Account

Visit the ePs Norcross website (eplansolution.com/norcrossga)
City of Norcross and ePlan Solutions Plan Submittal and Revii

City of Norcross and ePlan Solutions are providing an on-line application, plan submittal and review portal for the sut

you must first register for an account and additional information will follow upon account confirmation

ePlan Solutions will provide support for registered users via telephone and email (support@eplansolution.com)

Login to EPS...

Register new Account...

Select Register New Account. Complete the User information and submit. The User will receive two emails (1) to validate
your user account (2) to gain permission to send you email notification. If a User doesn’t receive both notifications, check
the spam or junk folders of the email application. If the email hasn’t shown up, contact support.

Step 2 — Create a New Project
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Select New Project and complete Step 1 and Step 2.
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On Step 3, from the drop-down menu, select “Trade Commercial / Residential”. Complete the remaining application below
the selection and instructions. Starred and Bolded items are required information.

Note: If you are unsure, you may update the project information after the project created.

Step 3- Pay for the Project

Once the project application is submitted, the project page will be created. Prior to uploading documents, applicants are
required to pay the ePs fee. Select the Fee Tab then Pay Now to complete the payment process.

3} Pay Now



https://eplansolution.com/norcrossga/index.html

Once payment has been made, a confirmation page will be displayed that will have a receipt and a link (the project ID) back

to your project.

Step 4a — Required Documents Step 4b — Upload Documents for Review
The following documents at a minimum are After payment has been made. Select the “Submittals” Tab and
required to receive your permit. upload the required documents.

Project Status @ : F Open to Files

e Business License

° Business License — Sub-Contractors Holds / Requirements (3) ~ Details  Open Files (0) Communication  Fees (30.00)  Inspections

e Contractor License submittals .
e Driver’s License
o
e General Contractor Affidavit
. B Not Ready For Review! This submittal is not ready for review for the following reasons
b Su b_co ntraCtor Affl d aVIt ® There ay'a no files uploaded; you must upload atlsast 1 file :
Type Size Create Date Name
No files exist in this submission.

After completing your uploads, select “Submit for Review”

Other ~

Step 5 — City Fees

The city will review the application and documents and create a fee in the Fees tab. Once payment of the City Fee has been

made the final processing of the permit will take place.

Total Account Balance: $100.00

$100.00 - Norcross Fee e
Example Fee

A copy of the permit will be uploaded to the Open Files tab of your project.

Step 6 — Download the Permit

A copy of the permit will be uploaded to the Open Files tab of your project.

Halds | Reguirements {3} ..::,-:.n... ittals | Communicaion  Fees ($100.00)  bnspections

Open Flles

Othor Fllas
Type  Sime Uplonded By

Ui, Adrrin

Help and Information
All the links provided on this sheet can be found at https://eplansolution.com/wordpress/

For additional support contact us by email at support@eplansolution.com Or by phone at 678-898-0610.
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