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Introduction  

ePLAN is the Town’s web-based electronic plan and document workflow solution. It replaces 

manual, email-based, or paper-based processes with a fully digital platform for building permit 

submissions, reviews, and approvals. Through a secure online portal, ePLAN creates a virtual 

project workspace where applicants and Town staff can collaborate in real time. This streamlines 

communication, improves productivity, and enhances transparency throughout the intake, review, 

and issuance stages.  

ePLAN- System Requirements 

Browser Settings 

• Supported Browsers: Latest versions of Chrome, Edge, or Safari 

• Pop-up Blocker: 

o Turn Off Pop-up Blocker for ePLAN site: 

o Chrome: 

▪ Settings > Privacy and Security > Site Settings > Pop-ups and redirects 

▪ Add ePLAN URL to Allowed sites (https://caledon-on-ca.avolvecloud.com/)  

o Edge: 

▪ Settings > Cookies and site permissions > Pop-ups and redirects 

▪ Add ePLAN URL 

o Safari: 

▪ Preferences > Websites > Pop-up Windows 

▪ Allow for ePLAN site  

Operating System 

• Windows: Windows 11 (64-bit) 

• Mac: macOS 15 or higher  

Processor 

• Windows: Intel i5 or i7 (4 cores or higher) 

• Mac: Apple M1 or M1 Pro  

Memory 

• Recommended: 32 GB RAM 

• Minimum: 16 GB RAM (if running only 3–5 applications simultaneously) 

Additional Applicant Requirements 

• Internet Speed: Minimum 50 Mbps for smooth uploads/downloads 

https://caledon-on-ca.avolvecloud.com/
(
https://caledon-on-ca.avolvecloud.com/
https://caledon-on-ca.avolvecloud.com/


 

 

• PDF Viewing: Install latest Adobe Acrobat Reader for markup compatibility 

• JavaScript & Cookies: Must be enabled 

• File Submission Standards: Check municipal guidelines 

 

Security: Ensure antivirus does not block ePLAN components 

 

Log into ePLAN  

https://caledon-on-ca.avolvecloud.com 

*** Only applicants who have received an email invitation can create a login 

and access ePLAN*** 

 

ePLAN- Email Notifications  

 

Sender Address: 

DoNotReplyCNON@avolvecloud.com 

(This is an automated email address. Do not reply to these emails.) 

Purpose: Applicants will receive email notifications at each step of the review process to keep them  

informed. 

https://caledon-on-ca.avolvecloud.com/


 

 

Best in Class Building ProjectDox Workflow 

 

Intake Process - Applicant Electronic Application Submission  

Submit Application Form 

 

User Role: Applicant 

Description: 

Applicant completes and submits the electronic application form only. A separate link will be provided 

to upload drawings. 

Application for a Permit to Construct or Demolish > BUILDING PERMIT GENERAL INFORMATION   

 

 

 

 

https://forms.caledon.ca/do.aspx?interviewID=E000024_BuildingServicesForm&lang=en&AppName=E000024_BuildingServicesForm


 

 

 

 

Module 1 Project invite & Upload 

1.1 Project Invite & First-Time Login- Applicant 

 

User Role: Applicant 

Notification: Project Invite Email 

Description: 

• Applicant receives invitation email 

• Completes first-time login 

 

Password Requirements: 

• 12–20 characters 

• Must include: 

o Uppercase letter 

o Lowercase letter 

o Number 

o Special character ($@$!%*#?&) 



 

 

 

   

1. Log into ePLAN https://caledon-on-ca.avolvecloud.com 
2. Click Create account  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://caledon-on-ca.avolvecloud.com/


 

 

3. Enter email address and click send verification code 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Enter verification code 

 

 

 

 

 

 

 

 

5. Complete Profile and click create account. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

You’ll be taken to the ProjectDox Dashboard. 

 

1.2 How to navigate ePLAN     

1.2.1 ePLAN Dashboard 

After you log into ePLAN, the Dashboard will open. 

A. Go to a Project Tab 

B. Select your project for specific task 

C. Click specific project to perform task 

 

1.2.2. ePLAN homepage 

A. Home: Return to the homepage. 

B. Project search field: Search for a project. 

C. Tasks tab: Contains tasks that you need to complete. 

D. Projects tab: Contains a list of all your projects. 

 

 



 

 

 

1.2.3 Projects Tab 

About the Action column 

       The Action column is a quick way to access a specific tab within a project, including the      

        projects: The highlighted section contains five icons, each representing the following    

        functions in sequence.  

A. Tasks 

B. Status 

C. Reports 

D. Information 

E. Files 

 

 

 

1.2.4 Open a project 

 

1. Select the project name. 

 

 

2. When you open a project, you’ll be able to access the tasks, files, status, info, reports and 

reports associated with the project. 

 



 

 

 

 

                              

1.3 Submission Standards  

 
BLANK SPACE 

 

The top-right corner of all drawings and documents must be reserved for the Town of 
Caledon’s electronic approval stamps. 

• Size: 3.5 inches (W) × 5.5 inches (H) 

• Drawings: Required on all sheets 

• Documents: Required on the first page only 

 
   FILE FORMAT  

    Drawings: 

• Single-page sheet only 

• Vector-based PDF format 

• Each drawing must be uploaded as a separate PDF 

• Layers must be flattened 

• Use greyscale, except for fire separations 

 

    Documents / Shop Drawings: 

• Multiple pages allowed 

• vector-based PDF format 

 

   FILE NAMING  

    Each drawing file name must begin with A Letter + three (3) numbers + drawing title 

    This ensures correct automatic sorting in ePLAN. Example A101-Site Plan.pdf 

 

    

1.4 Upload & Submit Task -Applicant 

User Role: Applicant 

Description: 



 

 

• Upload required drawings and documents 

• Refer File Naming Standards  

• Submit within 5 business days 

**    Files cannot be deleted after upload** 

 

 

 

 



 

 

 

 

 

1.5 Upload Confirmation 

User Role: Applicant 

Description: email confirms successful upload 

Module 2 Prescreen 

2.1 Pre-Screen Corrections Task-Applicant 

User Role: Applicant 



 

 

Description: Review & Respond Comment  

 

 

 

 



 

 

 

 

 

 



 

 

2.2 Invite Others view only 

 

 

2.3 Application Acceptance Letter  

User Role: Applicant 

Description: Applicant receives acceptance email 

Module 3 Department Review  

3.1 Review Started email notification 

User Role: Applicant 

Description: Notification that review has started 



 

 

 

3.2 Respond and Resubmit Task 

User Role: Applicant 

Description: 

• Review comments & Respond Comment 

• Upload revised files 

 



 

 

 

 

 

3.2 Review Comment and Drawing  

User Role: Applicant 

Description: Respond to each Review Comment and Resubmit  

 

3.3 External Sharing of Review Comments and Markup Drawings (Export/Import) 

User Role: Applicant 



 

 

Description: The applicant can review comments and either respond or export them to Excel. 

They can also share them with external users, who will have the ability to view the reviewed 

drawings. 

 

 

 

 

 

 



 

 

 

The Import Excel feature will automatically insert the responses. 

 

3.4 Resubmission-Versioning Drawings 

User Role: Applicant 

Description: After an application has gone through department review, Applicant may be 

required to Resubmit drawings.  

Are your updated files the same as the prior versions? 

• Yes: Proceed with upload as file names match the originals. 

• No: Uploaded files will be renamed in ePLAN to match the original file names.  

If you select "No", meaning their revised file(s) do not have the exact same PDF file 

name(s) as the originals, the "Upload File Versions" box will pop up. Use the "Select 

File" button(s) to select each revised file individually. 

 

 

 



 

 

 

 

 

 

 

 



 

 

Module 4 Pre-Issuance 

4.1 Outstanding Items & Fees 

Permit issuance is conditional upon the clearance of all outstanding fees, charges, and 

requirements 

 

Module 5 Approved 

5.1 Download Approved Plans 

User Role: Applicant 

Description: Download final approved Drawings  

 

 

 



 

 

Contact Support 

Email at buildingpermits@caledon.ca 

Appendix 

A. Monitor the Current Permit Workflow Stage with the Visual Tracker 

 



 

 

 

B. Workflow Routing Slip- View Timeline of Permit review stages 

 

Provides a timeline of how the permit application progresses through each review stage. 

 



 

 

 

 

 


