Digital Plan
Submittal System

How to Manage
User Accounts

Establish an Account

Each company is provided an administrative
access account to the Las Vegas Valley
Water District (District) Digital Plan
Submittal system.

Your company should identify one or more
account administrators, who are
responsible for adding, removing and
changing your company user accounts.




Account Authorization

To obtain an administrative account,
complete an Access Authorization letter
and submit to the Water District on your
company letterhead.

The letter template can be found on
LVVWD.com or at the Engineering
Services counter at the District's main
offices: 1001 S. Valley View Blvd.

First Time You Log In

The first time users log in to the Digital Plan
Submittal system, they will be asked to do
the following:

 Read and accept the Terms of Use

» Reset their password




The company administrator(s) logs into the Digital Plan Submittal
system and clicks “Manage Accounts.”

To add a new user for your company, click on the “Add
Account” button and provide required information.




Choose an access level for each user. “View” access
allows user to view information in the system but user is
unable to download documents. “View and Download”
access allows user to view and download documents.

To change a user’s access, select the desired access level
from the drop-down box in the “Privileges” column.




If someone forgets their password, the administrator can
reset the password by clicking the “Reset Password”
link. The system will e-mail the person a new password.




