
DigEplan: Setup & Navigation
39 Steps
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STEP 1

From within the Accela Record Click on DigEplan Document List

STEP 2

Click on DigEplan Documents
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STEP 3

Login to DigEplan

The urst time yog access DiElp.an yog wi.. need to .oEinA 'fter that yog shog.d remain 
.oEEed in as .onE as yog4ve accessed DiElp.an in the .ast 8I hogrsA

STEP 4

The display window will open to the DigEplan Documents List
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STEP 5

Depending on your display window it may also appear like this with the folder 
icon

STEP 6

Verify User Settings: "Public" & Correct Department

Pt is advised that reviewers .eave the defag.t as kgb.ic and for interna. mar5gps chanEe that 
settinE on the individga. mar5gpA
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STEP 7

TO OPEN IN A NEW TAB: Select a document from the list below

STEP 8

TO OPEN IN A NEW TAB:  Click on Open document in new tab
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STEP 9

TO OPEN IN A NEW TAB: Depending on your display window instead of the 
icons you may see the 3 dots for the Toolbar menu. If so click on the Toolbar 
menu.

STEP 10

TO OPEN IN A NEW TAB: Select Open Document in New Tab
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STEP 11

NOTE: Dragging the divider bar will change whether the view is the
 consolidated drop downs or icons across the top

STEP 12

NOTE: Once the icons are not able to Gt across the top the 3 bar and 3 dot
 menus will appear
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STEP 13

UNDERSTANDINY PANEL VIEWS: Normal View

STEP 14

UNDERSTANDINY PANEL VIEWS: Normal View

Pn norma. view the .ist of a.. docgments and co.gmns wi.. be disp.ayed on the .eft and the 
se.ected docgment wi.. disp.ay on the riEht
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STEP 15

UNDERSTANDINY PANEL VIEWS: Full Screen List

STEP 16

UNDERSTANDINY PANEL VIEWS: Full Screen List

The view window on.y shows the docgment .ist and the informationa. co.gmnsA O:TlY 
C.ic5inE on the docgments wi.. not open the docgment disp.ay windowA 0og mgst switch 
the view to do soA
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STEP 17

UNDERSTANDINY PANEL VIEWS: Close Panel

STEP 18

UNDERSTANDINY PANEL VIEWS: Close Panel
Pn this view on.y the docgment is disp.ayedA To switch to a different docgment the pane. 
view wi.. need to be chanEed bac5 to either norma. view or fg.. screen .ist
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STEP 19

SETTINY UP TAB DISPLAM COLU:NS: Documents List

STEP 20

SETTINY UP TAB DISPLAM COLU:NS: Documents List

SwitchinE to zg.. Screen List wi.. ma5e this cgstomi-ation setgp easier
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STEP 21

SETTINY UP TAB DISPLAM COLU:NS: Documents List

C.ic5 on Co.gmns SettinEs

STEP 22

SETTINY UP TAB DISPLAM COLU:NS: Documents List

Chec5 the fo..owinE items
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STEP 23

SETTINY UP TAB DISPLAM COLU:NS: Documents List

S'Vl G C.ic5 on Save 'pp.ied zi.ters and RrogpinE

STEP 24

SETTINY UP TAB DISPLAM COLU:NS: Documents List

BeGorder the co.gmns by c.ic5inE and draEEinE to the desired spot
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STEP 25

SETTINY UP TAB DISPLAM COLU:NS: Documents List

xe.ow is an e,amp.e arranEementY OameM Thgmbnai.sM C.assiucation TypeM StatgsM Doc 
CateEoryM Sgbmission :rderM qar5gp CorrectionM Up.oaded Date

STEP 26

SETTINY UP TAB DISPLAM COLU:NS: Documents List

:nce co.gmns are arranEed c.ic5 on Co.gmns SettinEs
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STEP 27

SETTINY UP TAB DISPLAM COLU:NS: Documents List

C.ic5 on Save

STEP 28

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

C.ic5 on the '.. qar5gps Pcon
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STEP 29

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

SwitchinE to zg.. Screen List wi.. ma5e this cgstomi-ation setgp easier

STEP 30

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

C.ic5 on Co.gmns SettinEs
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STEP 31

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

Chec5 the items as shown be.owY 'gthorM Case qar5gp PDM CateEoryM CommentsM CorG
rections Be=giredM DepartmentM Doc OameM kaEe BeferenceM StatgsM Sgbmission OgmberM 
Type

STEP 32

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

C.ic5 on Save 'pp.ied zi.ters and RrogpinE
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STEP 33

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

BeGorder the co.gmns by c.ic5inE and draEEinE to the desired spot

STEP 34

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

xe.ow is an e,amp.e arranEementY Case qar5gp PDM DepartmentM 'gthorM TypeM CommentsM 
StatgsM CateEoryM Corrections Be=giredM kaEe BeferenceM Sgbmission :rderM Doc Oame

STEP 35

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

C.ic5 on Co.gmns SettinEs
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STEP 36

SETTINY UP TAB DISPLAM COLU:NS: All :arkups

C.ic5 on Save 'pp.ied zi.ters and RrogpinE

STEP 37

SETTINY UP TAB DISPLAM COLU:NS: Current Doc :arkups

C.ic5 on the Cgrrent Doc qar5gps Pcon
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STEP 38

SETTINY UP TAB DISPLAM COLU:NS: Current Doc :arkups

zo..ow the same steps as above for '.. qar5gps

STEP 39

Remember to Save Applied Filters and Yrouping
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