
 

Electronic Plan Submittal 
Division of Industry Services 

SharePoint Instructions for Plan Submitters 
 

As of October 1, 2012, The Division of Industry Services (Formerly Safety & Buildings) will begin accepting plans 
electronically.   
 

Submitters must register for a State of WI/DOA account to access the Division of Industry Services ePlan Review Site.  Once 
registered, Submitters will be added to one or more Transaction ID folders within ePlan Review site, as appropriate.  Please 
note that registration for a State of WI/DOA is a one-time requirement – for instructions to register, please refer 
Appendix 1 of this document. 
 
Below are the steps for uploading documents to the Division of Industry Services ePlan Review Site. 
 

Step 1:  Login to site using the link provided in your ‘Welcome to SharePoint’ email or using 
the following link https://webapps.wi.gov/sites/dsps/planreview/default.aspx . 
When prompted, enter your State of WI/DOA username/password (see Appendix 1 if you 
don’t have an account).  Microsoft Internet Explorer is the preferred browser. 
 

Please note that you must preface your username with ‘wiext\ per the screen capture below: 
 

 

Are you are getting ‘Access Denied’?   
 
See the tips on next page and if problem 
persists, email 

DspsSbPlanSchedule@wi.gov 

https://webapps.wi.gov/sites/dsps/planreview/default.aspx
mailto:DspsSbPlanSchedule@wi.gov


 

Are you getting ‘Access Denied’?   

Please make sure that: 

 You are using Internet Explorer 

 You are entering ‘wiext\’ in front of your username 

 

Check setting to avoid page caching: 

 Check the setting in Internet Explorer under ‘Tools, ‘Internet Options’, ‘Browser History’/‘Settings’, and make sure ‘Check for 
Newer Versions of Pages’ is set to ‘Every Visit to Page’  

 Delete all Temporary Internet Files and History 
 
Add SharePoint to your trusted site list: 

 Click the Tools button, and then click Internet Options. 

 Click the Security tab, and then click a security zone (Local intranet, Trusted sites, or Restricted sites) 

 Click Sites. 

 If you clicked Local intranet in the previous step, click Advanced. 

 The website should be shown in the Add this website to the zone field. Click Add and add   http://wisapps.wi.gov to the 

trusted site and save. 

If the site is not a secure site (HTTPS), clear the Require server verification (https:) for all sites in this zone check box. 

 Click Close, and then click OK (or click OK twice if you clicked Local intranet in step 4). 

 
Also, please confirm you are using the correct password by attempting to log in under ‘Profile Management’ on the DOA/State of WI 
account management page:  
https://register.wisconsin.gov  

 

 

 

 

 

http://wisapps.wi.gov/
https://register.wisconsin.gov/


Step 2:  From the main page, click on the appropriate Facility Name, based on the 
Transaction ID, to upload your documents 
 

 
 
 
 
 
 
 
 
 
 
 
 



Step 3:  Uploading Files:  Multiple Files 
 
To upload multiple files, click on the ‘Documents’ tab under ‘Library Tools’.  From the ‘Documents’ ribbon, click the ‘Upload’, ‘Upload 
Multiple Documents’ option.      

 

  
 
 

 
 

Can’t see ‘Upload Multiple Documents’? 
 
If ‘Upload Multiple Documents’ does not 
appear as a menu option, please confirm 
that you are using Internet Explorer as your 
Web browser and that you have 
downloaded any ActiveX controls as 
prompted via a ‘yellow banner’ on the DSF 
SharePoint site. 

The ‘Upload Multiple Documents’ 
command will enable you to view and 
locate one or more files on your local 
PC/network.   
 
You may drag and drop files or use the 
‘Browse for Files..’ link to upload 
documents from your local PC/network. 
 
If you experience problems uploading large 
numbers of files at once, please break up 
the upload procedure into groups of 10-12 
files at a time.  
 



 
Specific notes regarding Plan Review files to upload 
 

 For file format, please use Adobe Acrobat .pdf 
 

 For drawing sheets, please create a separate .pdf file for each individual drawing sheet.  The 
individual drawing files should be combined as a single compressed .zip file prior to uploading to 
the SharePoint site.  To create the .zip file, please use the utility included in your computer’s 
operating system.  For those using Windows 7, the following link provides an overview on creating a 
.zip file  http://windows.microsoft.com/en-US/windows7/Compress-and-uncompress-files-zip-files  

 

 For a file naming convention, please use the transaction id, followed by an underscore, followed by 
the file type.  See the example filenames below: 

 
 

 
 

http://windows.microsoft.com/en-US/windows7/Compress-and-uncompress-files-zip-files


Step 4 (if applicable):  Revising previously uploaded Plan Review Files 
 
If you are asked to revise any of the previously uploaded documents, refer to Step 3 above.  Please note that a revised document should 
use the same filename as the original document to utilize version control within SharePoint. 
 
 
 
 

Please email DspsSbPlanSchedule@wi.gov with any questions/comments regarding this procedure.  
 

mailto:DspsSbPlanSchedule@wi.gov


 
 
 

Appendix 1:  Register for a username/password on http://register.wisconsin.gov .   
 
In order to access the DSPS ePlan Review site, Submitters must obtain a State of WI/DOA username/password from this site 
http://register.wisconsin.gov .  Once registered, Submitters will be provided a DOA credential under the Wisconsin External (wiext) 
domain.   This account is intended to provide users with access to multiple State of Wisconsin web applications, including the DSPS 
SharePoint site. 
 
 
To Begin, use the ‘Self Registration’ link 
 

 
 

Not sure if you already have DOA/State of 
WI account? 
 
Use the ‘Profile Management’ link to check 

http://register.wisconsin.gov/
http://register.wisconsin.gov/


After accepting the user agreement, complete the ‘Account Creation’ form. 
 
Indicate ‘SharePoint’ under the section entitled, ‘Systems You Will Access’ 
 

 
 
 
 

Once registered, please provide your 
SharePoint Login ID when submitting 
plan review requests via the Web 
Scheduler. 
 
Once you have been granted 
permission, you should receive an 
automated ‘Welcome to SharePoint’ 
email with a link to the site or you 
may refer to the site link provided on 
Page 1 of these instructions.  

 


