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Applicant Guide 
 

This  docum ent is  a  reference guide to a ss is t  App licants . It  is  not intended  to rep lace tra ining or p rovide 
in-dep th ins truction. 

The guide conta ins  ins tructions  on how to subm it a  Subd ivis ion or Site  Plan Applica tion in the eP lan 
sys tem . Applica tions  a re  subm itted  via  the eP lan porta l.  

Link 
https://middlesex-nj-us.avolvecloud.com/Portal 
 
ProjectDox Registration  
To use the ePlan system Applicants must register by creating an account prior to creating a Site Plan or Subdivision 
Application. 

 

Click the Create an account link. 
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Fill in the requiredinformation, including your new password.  Click Send  verification code. 
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Initial Login to ProjectDox 
 

Fill in the required information, including your new password.  Click Create My Account. 

 

 

 

Fill in the required information, including your new password.  Click Create My Account. 
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Key Concepts You Need to Know 
Workflow: Sequential set of tasks and activities starting from Upload and Submit to downloading the approved plans. 

Task: An assignment in the workflow process. 

eForm: Online electronic form designed to capture, validate, and submit data. 

Accepting a Task: Accepting a task is an important part of the electronic plan review process.  Accepting a task 
provides access to that task’s eForm.  The user who accepts the task is responsible for completing the associated 
actions, including uploading files and making necessary corrections requested by the jurisdiction. 

Completing a Task: The completion of a task confirms the fulfillment of the requested actions. Completing a task is the 
only way the County will receive notification that you are finished. Once a task is complete no further work may be 
done until another task is received and accepted.  
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Accessing the Site Plan and Subdivision Application Screen 
Acces s  the Applica tion screen by logging into the eP lan porta l a t https://middlesex-nj-
us.avolvecloud.com/Portal 

To crea te a  new Site Plan or Subdivis ion app licants  m us t be regis tered  and  have a  login user nam e 
and  pas sword ..  
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Creating the Application 

Select  a  va lue for the App lica tion Type from  the d ropdown lis t  to crea te  a  new Site  P lan or Subd ivis ion 
App lica tion. P rovide a  nam e for the app lica tion. P res s  the “Sta rt Applica tion Proces s” button to begin 
and  p roceed  to the Term s  And  Conditions .   

 

 
NOTE: An as te ris k ind ica te s  the  fie ld  is  require d . 
 

Fie lds  to be  Comple ted : 
Type * -  This  fie ld  is  used  to s elect the type of app lica tion. From  the d ropdown lis t  select  Site 

P lan Applica tion Form  or Subd ivis ion App lica tion Form .  
Nam e *  -  Crea te a  short  unique tit le  for your app lica tion us ing keywords  in the p lan t it le such 

a s  p roject nam e, descrip tion, or type of applica tion.  
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Accepting  the Terms And Conditions 

 
Review the Term s  And Cond itions  (T&C).  At the bottom  of the T&C check the box ind ica ting you 
have read , unders tand , and  agree to the term s  and  cond it ions .  P res s  the “Accept & Sta rt  My 
App lica tion” button to begin the app lica tion proces s .   
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Application  

The applica tion screen appea rs  a s  shown below.  
 

NOTE: An as te ris k ind ica te s  the  fie ld  is  require d . 
 

 
General Information Section 

Type  of App lica tion – Select  the App lica tion Type 
  
Is  this  a  new applica tion?  – Ind ica te  Yes  for new app lica tions  or No for a  resubm iss ion of an 

exis t ing app lica tion.  
 
For Subd ivis ion App lica tions , you have  3  op tions  lis te d  for the  Type  of App lica tion. 

 
For Site  P lan App lica tion, only the Site  Plan op tion exis ts . 
 

 
 

  Respond  to the ques tion “Is  this  a  new applica tion.” If you answer No, you will be p rom pted  to 
enter the County file num ber for the exis ting app lica tion. 
 
 

 
 



ePlan User Guide – Part 1 

P a g e  |  13  
 

 
Applicant Contact Information Section 

Copy Inform ation from p rofile  – Selecting this  checkbox transcribes  the inform ation from  the 
app licants  p rofile  to this  s ection. 

Firs t  Nam e  * – Enter the Firs t  Nam e of the app licant 
Las t  Nam e  * – Enter the Las t Nam e of the applicant 
Com pany * – Enter the Com pany Nam e of the app licant 
P hone  * – Enter the Phone Num ber of the applicant 
Em ail * – Enter the Em ail of the app licant 
Addres s  1  * – Enter the 1 s t Line of the Addres s  info of the app licant 
Addres s  2  * – Enter the 2nd Line of the Address  info of the  app licant 
City * – Enter the 2 nd  Line of the Addres s  info of the applicant 
Sta te  * – Enter the 2 nd Line of the Addres s  info of the applicant 
Zip  Code  * – Enter the 2 nd  Line of the Address  info of the  app licant 
Is  the  Applicant a ls o the  Owne r? – Selecting this  rad io button ind ica tes  the App licant is  the 

P roperty Owner.  
 
NOTE: If the  Applicant is  not the  P rope rty Owne r, the  App licant mus t upload  a  p rope rty 
authoriza tion a s  des cribed . (A link to the  form  is  p rovide d  in the  applica tion.) 
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Owner Contact Information Section 

Firs t  Nam e  * – Enter the Firs t  Nam e of the owner 
Las t  Nam e  * – Enter the Las t Nam e of the owner 
Com pany * – Enter the Com pany Nam e of the owner 
P hone  * – Enter the Phone Num ber of the  owner 
Em ail * – Enter the Em ail of the owner 
Addres s  1  * – Enter the 1 s t Line of the Addres s  info of the owner 
Addres s  2  * – Enter the 2nd Line of the Address  info of the  owner 
City * – Enter the 2 nd  Line of the Addres s  info of the owner 
Sta te  * – Enter the 2 nd Line of the Addres s  info of the owner 
Zip  Code  * – Enter the 2 nd  Line of the Address  info of the  owner 
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Attorney Contact Information Section 

Firs t  Nam e  * – Enter the Firs t  Nam e of the a ttorney 
Las t  Nam e  * – Enter the Las t Nam e of the a ttorney 
Com pany * – Enter the Com pany Nam e of the a ttorney 
P hone  * – Enter the Phone Num ber of the  a ttorney 
Em ail * – Enter the Em ail of the a ttorney 
Addres s  1  * – Enter the 1 s t Line of the Addres s  info of the a ttorney 
Addres s  2  * – Enter the 2nd Line of the Address  info of the  a ttorney 
City * – Enter the 2 nd  Line of the Addres s  info of the a ttorney 
Sta te  * – Enter the 2 nd Line of the Addres s  info of the a ttorney 
Zip  Code  * – Enter the 2 nd  Line of the Address  info of the  a ttorney 

 

 
 

 
 
 

Engineer Contact Information Section 
Firs t  Nam e  * – Enter the Firs t  Nam e of the engineer 
Las t  Nam e  * – Enter the Las t Nam e of the engineer 
Com pany * – Enter the Com pany Nam e of the engineer 
P hone  * – Enter the Phone Num ber of the  engineer 
Em ail * – Enter the Em ail of the engineer 
Addres s  1  * – Enter the 1 s t Line of the Addres s  info of the engineer 
Addres s  2  * – Enter the 2nd Line of the Address  info of the  engineer 
City * – Enter the 2 nd  Line of the Addres s  info of the engineer 
Sta te  * – Enter the 2 nd Line of the Addres s  info of the engineer 
Zip  Code  * – Enter the 2 nd  Line of the Address  info of the  engineer 



ePlan User Guide – Part 1 

P a g e  |  16  
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Site Information 

Municipa lity * – Select a  Municipa lity for the Property from  the d ropdown lis t 
Block and  Lot Num be r * – Select  a  b lock num ber for the P roperty based  on the Municipa lity 

from  the d ropdown lis t . (The form  accep ts  m ultip le  b locks , lots  and  m unicipa lit ies ) 
Se a rch Button – Click the Sea rch Button to see the lis t  of lot  num bers  for the b lock num ber 

s elected . 

 
Add  Se lecte d  Button – After s electing a  lot  num ber row hit ting the Add  Selected  Button will 
m ove  the b lock and  lot num ber to the entry box.  
Re m ove  Button – P res s ing the Rem ove Button rem oves  entries  from  the selection lis t . 
Re m ove  All All– P res s ing Rem ove All Button rem oves  a ll entries  from  the selection lis t 
 
Addres s   * – Enter the  Address  info for the s ite  (p rovide s treet  and  s treet  num ber even for 
vacant pa rcels .) 
Acre age  of Entire  Tract  * – Enter the acreage to the hundred th acre 
Curre nt Us e  * – Select  a  va lue from  the d ropdown lis t 
P ropos ed  Us e  * – Select  a  va lue from  the d ropdown lis t 
P a rking Space s   * – Identify the num ber of p roposed  pa rking spaces  
P ropos ed  Ne w Lots   * – Enter the num ber of p roposed  new lots  
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Exempt Subdivision 
Doe s  the  s ubd ivis ion conta in le s s  than four lots ?* – Select  No or Yes  
Doe s  the  s ubd ivis ion conta in le s s  than two acre s  or le s s ?* – Select  No or Yes  
Doe s  the  s ubdivis ion include  two hundred  fee t of frontage  or le s s  on or abutting a  County 
Road?* – Select  No or Yes  |  No rad io button  

 
 

Signatures and Fees 
I agree  - Selecting this  checkbox ind ica tes  you agree with verb iage above and p rovides  your 

electronic s igna ture . 
 
 

 

Button Action 
Save & Calculate Administrative Fees 

 
 



ePlan User Guide – Part 1 

P a g e  |  19  
 

 
Submit Request 
If nothing happens, one of the above sections is probably missing required information. Scroll through each section 
and look for any “Incompletes” on the right side of the form.  

You may pay online using a credit card by selecting the SmartPay CreditCard Payment radio button. 

Pressing the Submit Request button presents the following screen: 

 
 
 
 
  



ePlan User Guide – Part 1 

P a g e  |  2 0  
 

 
Submit 
Pressing the Submit button with the Payment Option radio button set to on presents the following screen  

 

 

Enter the requested information then press the Submit button. 
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Press the Print button to Print the invoice or select the Continue button to proceed. 

After Pressing the Continue button,  the following screen which will appear for several seconds  
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You can press the Continue button or after several seconds you are  returned to the following Dashboard Page  where 
you will see the project in the My Project view with a Task of Upload and Submit. 

If you select pay in person or by mail, submit a check to the Middlesex County Office of Planning. Checks must be 
made payable to the “Middlesex County Treasurer.”   (An e-check option will be available in the near future.) 
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Upload and Submit 
You will receive an email (Figure 1) with a link to start your Upload and Submit task.  Click Start Task within the email 
to open the ProjectDox login screen in your browser. Once logged in, your task eForm will open. 

You can also accept the task and open the eForm by clicking on Accept or clicking on the Upload and Submit link on 
the Home Page Tasks tab. 
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Step 1: To Upload, select the desired folder.  

 

 

Click Browse for Files or drag files into the upload window. Click Start Upload.  This step may be repeated to add 
additional files.  NOTE:  Documents and drawings (plans) must be labeled properly using the County’s file naming 
convention indicated in the form.  All plans must be uploaded one sheet at a time. 
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Step 2: Confirm all files have been uploaded. 

 

Step 3: Complete  your task by clicking Submit. 

 

Receipt of your upload will be confirmed by email. 

 

Prescreen Corrections Required 
If corrections are needed, you will receive an email notification for the Prescreen Corrections task. Click Start Task  
from your email or login to ProjectDox and accept the task.   
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Step 1: Respond to comments provided by the County. A summary of the comments will be listed. Click Review 
Comments. 

  

 

Review and respond to the comments. 

 

After making the requested corrections, type your response in the text field box. To ask the County a question click 
Add Comment/Ask Question. A response may be required to all comments.  

Step 2: Upload New or Versioned Files.  
• If you are uploading New Files, select the New Files tab and follow the same procedures as the initial upload 
• If there are versioned files, select the file naming option (Yes or No) 

o If Yes, follow the same procedures as initial upload 
o If No, select the new file that will be a new version of the existing file. ProjectDox will rename the file 

upon upload with the same name as prior version 
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Step 3 and 4: Confirm all requirements have been met and click Submit.   

 

Note:  If all review comments require a response and they have not been provided, you will see the following 
notification and will not be able to complete your task until required responses have been entered. 

 

The Prescreen Corrections task can be repeated as many times as necessary until all corrections have been submitted.  You 
will receive an email when your Prescreen review is accepted and the Completeness review begins. 

 

Completeness Corrections  
If corrections are needed, you will receive an email notification for the Completeness Corrections task. Click Start Task 
from your email or login to ProjectDox and accept the task.   
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Step 1: Respond to comments provided by the County. A summary of the number of comments will be listed. Click 
Review Comments. 

  

 

Review and respond to the comments. 

 

After making the requested corrections, type your response in the text field box. To ask a question click Add 
Comment/Ask Question. A response may be required to all comments.  

Step 2: Upload New or Versioned Files.  
• If there are New Files, select the New Files tab and follow the same procedures as the initial upload 
• If there are versioned files, select the file naming option (Yes or No) 

o If Yes, follow the same procedures as initial upload 
o If No, select the new file that will be a new version of the existing file. ProjectDox will rename the file 

upon upload with the same name as prior version 
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Step 3 and 4: Confirm all requirements have been met and click Submit.   

 

Note:  If all review comments require a response and they have not been provided, you will see the following 
notification and will not be able to complete your task until required responses have been entered. 

 

The Completeness Corrections task can be repeated as many times as necessary until all corrections have been submitted.  
You will receive an email when yourCompleteness Corrections  is accepted and review is beginning. 

 

Technical Review for Applications  
Once your application is deemed complete, County reviewers will prepare staff recommendations and schedule your 
application for a Development Review Committee (DRC) meeting. You will receive an email notification of the 
scheduled DRC meeting date and instructions for viewing the staff recommendations prior to the meeting.  

 

This Technical Review task and the remaining tasks of the ePlan development review process will be discussed in detail 
in Part 2 of the Users Guide.  Part 2 will be released in late March, prior to the April DRC meeting. 
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Appendix 
Workflow Diagram 
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