
Submitting A Facility 
For Plan Review



Submitting a Facility for Plan Review
Once Registered and Signed in

– Click on “Plan Review” then on “Create an Application”

– Read through the information, select 
that you have read and accepted the 
terms, and click “Continue Application”



Submitting a Facility for Plan Review

• Enter the Facility Information

– Please be sure to fill out ALL required 
information.

• Facility Name

• Detailed Description

• Facility Location



Submitting a Facility for Plan Review

• Enter the Applicant Information

– If you are the main contact, click 
“Select for Account” 

– If you want to add yourself as a 
new contact, click “Add New 
Contact”



• To enter an Applicant

– Click “Select from Account”
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– Select a Mailing Address for Applicant, click Continue. A Green Check Mark and “Contact Added 
Successfully” will appear if done correctly



Submitting a Facility for Plan Review
When you “Add New 
Contact”, a box will pop up 
to allow you to add a 
contact to the account.

• Fill out new Contact 
Information.

• You will have to add an 
Additional Contact 
Address, even if using the 
same address.



Submitting a Facility for Plan Review
• You can leave the Owner/Parent and Architect/Engineer/Certified Firm sections blank or 

fill them out. It is your choice, however the more information you provide, the better.

• Click “Continue Application”.



• Select “Bureau of Fire Services Plan 
Review”

• Enter Expenditures Amount

• Choose your Method of Payment. 
Once you continue, you can not 
modify your payment method.
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• Step 2 is just a Review Page. 

• Make any modifications you may need in 
this area by clicking “Edit” next to the 
section.

• Click “Continue Application”
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• Click “Open” to take you to Step 1 of the Associated Forms



Submitting a Facility for Plan Review

• EPC will already be populated 
from previous page

• Select your Facility Type

• Enter the nearest Fire 
Department to the Facility

• Select Plan Review Type

– Only select ONE Plan Review 
Type PER Application. 
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• Enter all the information you can on this 
page. The more information, the better.

• Select Construction Type from drop down 
menu

• Enter Sprinkler System information

• Payment Method will already be 
populated
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This is your Payment 
Amount Page, please 
read it over. It will 
tell you WHO to 
make the check out 
to, WHERE to send it, 
and the AMOUNT 
DUE
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• Uploading Plan Drawings

– Most Incomplete submittals happen 
because PDF’s are not:

• FULLY Flattened – No Layers or Comments

• In Landscape format

• Or there are no drawings at all.

After reading the Instructions, click “Add”
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A small box will open, select Add Select the document you wish to upload Select the document you wish to upload

*If you need to add more documents, select “Add”. Otherwise click “Continue”.
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Once all documents are uploaded

• Select the Document Type from 
the drop-down menu;

– Addendum
– BFS 12A
– Letters
– Miscellaneous
– Plans
– Project Inspection Report
– Specifications

** Plans and Letters are the most commonly selected**

• Enter a Description for each

• Click “Save” then “Continue 
Application”
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The bottom of the next page 
will list the documents.

The top of the next page will 
let you know the documents 
were uploaded successfully.

Click Continue Application
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This will take you to a 
final review page.

Look over all 
information, make any 
edits, then click 
“Continue 
Application”.
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Back at the Associated 
Forms page, click 
“Continue to Payment”
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You’ve successfully submitted a Facility for 
Plan Review.

At the bottom you will see two project 
numbers, one is a Parent Record (PR) and 
the other is the Bureau of Fire Services (BFS) 
project number. 

Only use the BFS project number when 
requesting status updates 

Select “Print Plan Review Summary/ 
Invoice” to generate an Invoice to submit 
your paper check.

Click on the Project Number to take you to 
the Project Records Page.
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By selecting the Record Info 
Drop-Down Menu you will be 
able to:

• Check the Status

• Upload any additional 
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This is what your invoice should look like.


