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City and County of Denver Public Works

E-Review Service – Quick Start
This document provides the information necessary to access the City and County of Denver Public Works FTP Site, upload plans, and download redlines or comments.
Step 1:  Open Internet Explorer ftp://169.133.254.10/ INCLUDEPICTURE "http://www.digicor.com.au/ie6.jpg" \* MERGEFORMAT 


 version 6.x or later.  Note that other browsers may function but are not explicitly supported by this service.  In the address bar, paste or type in the following address and hit enter or click the “( GO” button:  .
Step 2:  A Log On box should appear and look something like the screen shot below.  Enter the User name and Password provided to you by Public Works.  It is suggested that you click to “Save Password”.  Click Log On button.
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password:

after youlog on, you can add tis server to your Favorkes and return to i easiy.
) FTPdoes not encryptor encode passwords or data before sending them to the
server. To protect the securiy of your passwords and dats, use Web Folders
(WebDAY) instead
Learn mare about Lsing Web Folders
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Step 3:  It is suggested you bookmark this site to your Favorites.

Step 4:  Click on Folders Button at the top center of your window.  You will be able to see all folders in the FTP site but should only be able to access the one which is associated to your company or organization.

Step 5:  You should see two folders: 1) Deposit to CCD; 2) Retrieve from CCD.  These are used to upload submittals to and download redlines or comments from Public Works, respectively.
The window should look something like:
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Step 6: Now that you have accessed the FTP successfully, you can make your first submittal/upload or download documents placed their by Public Works staff.  Looking at the window above, you can copy/paste to/from the FTP Site like you would any other drive on your computer.  
Step 7: You should include, with every submittal, a transmittal of what you submitted.  We have a preformatted transmittal form that you can download (Microsoft® Word Format) and edit as needed for each submittal.  It is found at:  http://www.denvergov.org/DES_EngineeringSurvey/template325036.asp.
Step 8: Every time you make a submittal to Public Works, you MUST send a text-only email to denver.row@ci.denver.co.us to notify them.  It should indicate your company and what you have submitted and what the PWDES Project Number.  

Step 9: If Public Works has commented on (redlined) your submittal, they will copy the marked up file to the FTP site and then send you an email to notify you.  Otherwise, they will notify you of their approval.
Step 10: The system should be available 24/7 for you to make re-submittals at you convenience.
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