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FORMAT 

 
For detailed file requirements, refer to the Development Services ePLAN Submission Standards on 
our ePLAN Information page at www.markham.ca/ePLAN.  
 
Upload each drawing page as a separate Vector PDF file. Each file must be flattened to a single 
greyscale layer and oriented in landscape. 
 
Keep the top-right corner of all drawings and documents clear for the City of Markham’s electronic 
approval stamp. Refer to the ePLAN Submission Standards for the required stamp sizes. 
 
Drawings must be in Vector PDF format. Supporting documents, such as studies, reports, and forms, 
may include multiple pages in one file. 
 
Note: For a list of required files, refer to the Application-Specific Quick Reference Guide for 
your application type. 
 
FILENAME 

 
Drawing file names must begin with the sheet number and include a description or title (e.g., A1.0 
Site Plan). 
 
Do not rename resubmitted files. Use the exact same file name as the original upload. 
 
CHOOSING THE CORRECT FOLDER 

 
Files are categorized as either Drawings or 
Documents and should be uploaded to the 
applicable file folder. Further, the Drawings 
and Documents folders contain subfolders 
based on review disciplines. Please refer to 
the Development Services’ ePLAN Submission 
Standards for additional clarity. 
 

 
 
 
COMPLETING AN UPLOAD TASK 

 
You can upload files at the start of a project using an Applicant Upload task, or after a review cycle 
using an Applicant Resubmit task. Follow the same steps for either task: 
 
1. Go to the ePLAN login page and sign in to your account. 

2. Go to My Development Applications. 

www.markham.ca/ePLAN
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3. Find the application you want to upload files to. 

4. Click Details next to the application or permit. 

 

 

5. Click Upload/View Tasks/View Comments to open the ePLAN Digital Review Environment. Note: 
Your browser must allow pop-ups for ePLAN. 

 

 

6. In the ePLAN Digital Review Environment, you can upload required files and view comments from 
City of Markham staff. 

7. Make sure the Tasks tab is selected. 

8. Accept the task. Under Task in the ProjectFlow Task List, click Applicant Upload Task or Applicant 
Resubmit Task. 
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9. In the pop-up window, under Step 1 of 3, select Upload Drawings or Upload Documents. 

 

10. Select the folder where you want to upload the files. The File Upload window will open. 

a. Click Browse for Files. 

 

b. Select the files from your computer, then click Open. 

c. Note: You can upload a .zip file. The system will automatically unzip the files. 

d. For revised drawings or documents, use the exact same file name as the original upload. 

e. In the Upload Files dialog box, click Start Upload. 

 

f. When the upload is complete, a confirmation message will appear. New files appear in orange. 
Resubmitted files appear in blue when the same file name is used. Rejected files appear in 
red. 
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g. Repeat these steps for each folder you need to upload files to (Documents, Drawings, or 
Applicable Law). 

 

11. After you upload all required files to the correct folders, complete the task to notify City of 
Markham staff that your upload is finished. 

 

12. In Step 2 of the Applicant Upload Task, select both checkboxes. Then, in Step 3, click Submit at 
the bottom of the eForm to complete the task. 

 

 

Uploading Revised Files (Versions) 

 
You can upload revised PDF files when you have a Pre-Application Corrections or Applicant 
Resubmit task. In ePLAN, revised files are called “Versions.” 
 

1. Accept the task. Under Task in the ProjectFlow Task List, click Pre-Application Corrections or 
Applicant Resubmit. 
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2. In the pop-up window, under Step 2 of 4, make sure the Versioned Files tab is selected. 

 
 

a. If the revised file has exactly the same file name as the previous version, select Yes and 
follow the upload steps in the previous section. 

 
b. If the revised file name is different from the previous version, select No. 
 
c. After you select No, a pop-up window will open. Find the existing file you want to revise and 

click Select File. Then select the revised file from your computer. 
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d. After you select the revised file, it will appear in blue in the file list. When you are finished 
selecting files, click Start Upload. The upload window will close and return you to the task 
so you can complete it. 
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