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Submittals 

Accessing the Submittal Module 

Creating a Submittal Registry 

 Importing the registry 

 Adding Items one at a time 

Updating Submittal Items 

 Sending to Subcontractor 

 Attaching Documents 

Submitting to Architect 

 Creating a submittal package 

 Sending the package for review 

Reviewing the Package 

 Sending to Consultants 

 Updating the Status 

 Returning the package to the Contractors 

Completing the Package 

 Revise and Resubmit 

 Closing Items 
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Typical Submittal Process 
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otherwise GC/CM updating status in eB upon receipt of transmittal. 

This step and the next skipped if A/E approving in e-Builder.
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 4  e-Builder Training Guide 

Accessing the Submittal Module 

The following are the steps to accessing the submittal module: 

1. Select the Project you are accessing.  You can do so by select the project from the dropdown list on 
the home page or going to a tab and selecting the project. 

2. On the left side, click the Project Submittals link. 
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Submittal Module: Initial Setup 
 

 

 

 

  

Step 1: Initial Setup 

In the initial setup, the user will click on 

‘Settings’ in the Submittals project 

menu. The use will identify the 
‘Submittal Coordinator’. The Submittal 

Coordinator is who will ultimately 

review the submittal items for approval.  
 

There can be multiple ‘Submittal 

Coordinators’ assigned to the submittal 
module for a project. The ‘Submittal 

Coordinator’ must be a licensed e-

Builder user.  
 

Once the ‘Submittal Coordinator (s)’ is 

selected the user will click ‘Save’ to 
complete the task.  
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Creating a Submittal Registry 

Contractor will create a log of all the items to be submitted for the project.  This log can be created in 
Excel and imported into e-Builder or it can be entered into the system one by one. There are (2) 
methods of entering item and package information into the Submittals Module: 

 File Import 

 Manual Entry  

File Import 

If your import file column headers map the e-Builder field names, it will allow you to import your data 
without having to complete any field mappings.  The following are the e-Builder field names: 

 

 
 

 

 

 
  

Step 1: Click Import 

To start the process of importing a Submittal Register, the 

user will click the ‘Import’ button on the bottom right of the 

Submittal Register page.  

1 
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 Note: The file type must be in Microsoft  - .xls or xlsx 

 

 

 

 

 

 

 

 

Step 2: Browse for File 

Upon clicking the ‘Import’ button, the user will initiate the (3) step wizard for importing. The user will perform the following 

tasks in Step 1 of 3 in the wizard: 

 

 Click ‘Browse’ 

 Upon opening the window for selecting a file, the user will double click on the desired ‘Submittal Import’ file (i.e. .xls or 
.xlsx file.) 

 Once the file has been selected the user will click on the ‘Next’ button 

2 

Step 3: Browse for File 

Upon selecting the file, the user, in Step 2 of 3 in the 

wizard, will map the column headers in the 

appropriate fields: 

 

 Click the ‘Drop-Down’ menus that best 
match the column headers in your imported 

table. NOTE: Title of Item and its Category 
are required.)  

 

 Upon mapping your column headers, click 
‘Next’ to proceed to the final step. 

 

3 
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 Note: If there are any exceptions, you will want to make note of them, cancel the import, correct 
the exceptions in the file and then re-import the file in. 

 

  

Step 4: Check for Exceptions 

Upon completing the field mapping the user will reach step 4 of 4 of the wizard. It is in this step 
that the user will have visibility to any exceptions that may exist in the file being imported (i.e. 

empty rows, incorrect data type, etc.) 

 

4 
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Adding Submittal Items (Manual Entry) 
 
 

 

 
 
 

 
 
 
 
 

Step 1: Adding an Item 

To start the process of importing a Submittal Register, the user will click the 

‘Add Item’ button on the bottom right of the Submittal Register page.  

1 

Step 2A: Item Details 

To begin entering an item, the user will enter the ‘Title’ and ‘Category’ of 

item.  

2A 
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Step 2B: Date Details 

The user will enter ‘Target Dates’ for the item. Target dates represent when the items listed below are 

targeted for completion. Upon completing this task, the user will click the ‘Save’ button.  

2B 
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Creating a Submittal Package 

The submittal items managed for a project can be packaged in the e-Builder system. The packages can 
be categorized by trade or CSI code, depending on the needs of the user managing the items. Once a 
Submittal Package is created, items contained in the Submittal Register can be added to their 
perspective package and transmitted for a formal review.  

 

 
 
 
 
 

 
  

Step 1: Create Package 

To start the user will click on ‘Submittal Packages’ in the Submittals Project 

Menu. Once on the main page, the user will click ‘Create Package’ on the 

lower right of the screen.   

1 

Step 2: Package Details 

The user will enter the ‘Submittal Package Name’ and click the ‘Save’ button. Note: the package can be 

categorized utilizing both1995 or 2004 CSI Codes.   

2 
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Submittal Package: Add Submittal Item 

Upon creating the Submittal Package(s), the user can now associate Submittal Items to its respective 
Submittal Package. 

 

 

 

  

Step 1: Select Package 

From the ‘Submittal Package’ screen, the user will select the package for which an item 
will be added.  

Step 2: Add Item 

Once the user has accessed the package details page they are to click the ‘Add Items’ button on 

the bottom right of the screen. A screen will be displayed providing the user with (2) options: 

 Add Existing Item: Selected when the item that is to be attached is entered in the 
Submittal Register  

 Add New Items: Selected if a Submittal Item is entered into the system while adding 

the item to the package.  

1 

2 
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Step 3: Select Item 

Once the user has established an item in the register or entered a new item the item must be 
selected in the check box. Once the item is selected the user will click the ‘Add To Package’ 

button on the lower right of the page.  

3 
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Updating Submittal Items 

In preparation to send the item to the Architect for review, the Contractor has the ability to send the 
item to the Subcontractor to attach the documentation to be submitted or the Contractor can upload 
the documentation and attach it to the item.  

Attaching Documents 
If the Contractor has the documents to be submitted to the Architect, they have the ability of attaching 
the documents without sending the item to the Sub.  

 

 
 
 
  

Step 1: Attach Icon 

The user will select the document attachment icon to begin the process of 

attaching a document associated with the Submittal Item selected.  

1 

Step 2: Attach File 

The user will click the ‘Add’ 

button and the e-Builder 

Upload window will be 
displayed. The user will ‘ 

Browse for Files’ and upload 

to the submittal item 
window.  

 

Note: As documents are 
uploaded, utilizing the exact 

file name will execute 

Version Control.  

2 
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Adding Comments 
As submittal items are entered into the Submittal Module they are reviewed and as a result the 
reviewers will provide commentary throughout the review process. Adding comments can be done for 
all items from the Submittal Register screen.  
 

 

 
  

Step 1: Comment Icon 

The user will select the comments icon to begin the process of adding a 
comment associated with the Submittal Item selected.  

1 

Step 2: Add Comment 

The user enter the desired comment in 

the text box and click the ‘Add 

Comment’ button.  

2 
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Viewing / Adding / Editing Submittal Dates 
As submittal items are entered into the Submittal Module targeted dates are identified and actual dates 
are recorded. The dates can be tracked from the Submittal Register page.  
 

 

 

Step 1: Date Icon 

The user will select the date icon to review critical Submittal dates  

1 

Step 2: View / Enter/Edit 

Upon clicking the date icon, the date 

screen for the related submittal item 
will be displayed. It is here that the 

user will be able to perform one of 

the following tasks: 

 Initially establish Target 

Dates 

 View and Edit existing 
dates 

 View system generated 

Actual Dates. 

2 
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Submittal Review 

Once the Submittal Items and Submittal Packages are prepared and ready for review, the Contractor will 
initiate the review process.  

Submittal Package Review 

When sending the package for review it is placing the package in the Submittal Coordinator’s 
(Architect’s) court and request a response by a specific date.  

 

 
 

Step 1: Send for Review 

Once the user has selected the Submittal Package with the associated Submittal 

Item(s), the user will click on the ‘Send for Review’ button to send Submittal 
Package for review. 

Step 2: Select Coordinator / Due Date 

 The user will select the coordinator that will 
review the Submittal Package. 

 The user will select the Submittal Package 

Review Date.   

1 

2 
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Reviewing Submittal Package 

Once the package has been submitted by the Contractor for review it is in the Submittal Coordinator’s 
(Architect’s) court to review the data, update the status and respond to the Contractor.  The Submittal 
Coordinator will receive a notification that the package has been sent for review and the package details 
will display on the Submittal Coordinator home page. 

The Submittal Coordinator has the ability to send the package to the Consultants for review and 
comments.  The Consultants will be able to view and download the documents submitted by the 
Contractor, if they have comments or markup the document they have the ability to re-upload the 
document to the submittal item. 

Sending to Consultants      

From the Submittal Package Details screen: 

 

 

Step 1: Select Coordinator / Due Date 

 Select the item(s) you wish to forward to the Consultant 

 Click the Forward button. 

 

1 

Step 2: Select Recipient 

The user will enter the recipient 

details: 

 Forward To e-Builder User: 

Select the Role and eB 

User 
 Forward To External 

Recipient: Enter recipient’s 
email. 

 Respond By Date: 
Suggested deadline for the 

response.  
 The user will click 

‘Forward’ button. 

2 
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‘Held By’ Status 

Once a Submittal Item is in the Submittal Coordinator’s court the user has the option to click the 
‘Forward for Review’ button as displayed below. Typically this action is taken when the Submittal 
Coordinator requires a supplemental review by either an e-Builder user and or an external user such as a 
consultant.   
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The Submittal Coordinator ultimately remains the owner of the submittal item and has the ability to 
select the status of an item and send it back to the contractor at any time. A separate column in the 
Submittal Register labeled as ‘Held By’ indicates to whom the Submittal Coordinator has forwarded the 
Submittal Item to and enables the accurate tracking of who is simultaneously reviewing it. 

 

If a user needs to know which of the reviewers in the ‘Held By’ column has completed their review and 
or are still in the process of reviewing the ‘Reviewers’ link is clicked and it will provide that information.  
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Updating the Status 

Once the submittal item has been reviewed, the Architect should update the status of the item. 

From the Submittal Details screen:  

 

 
 
 
 
 

 
  

Step 1: Select Recipient 

 In the item row, go to the status column and select the status in the drop down list 

 

Step 2: Select Recipient 

 A popup will appear where you can enter your notes 

regarding this item. 

 Click ‘Save’ button. 

 

1 

2 
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Returning the Package to the Contractor 

Once all the statuses have been updated the package is ready to be sent back to the Contractor. 

From the Package Details screen: 

 

 

 
 

  

Step 1: Send To Contractor 

 Click on the Send to Contractor button. 

 It will automatically list the Contractor that sent the 
package to you as your Send To person. 

 If you wish to copy any internal and external users you 
have the ability to do so. 

 Enter your message. 

 Click Send to Contractor.   

 

1 
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Completing the Package 

Revise and Resubmit 

If the status of an item is Revise and Resubmit, the Contractor will need to create a revision to the 
package to resubmit the items that have been requested. 

From the Package Details screen: 

1. Select the item(s) to be revised. 
2. Click the Create Revision button 
3. Click Save to save the Revision package. 
4. Start the submittal processes over again. 
 

 Note: When a revision package is created, the last number in the package number is updated to reflect what 

revision number this revision is to that package. 
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Closing Items/Package 

If there are items that review has been complete by the Architect and no revision is needed, the 
Contractor can close the item if they agree with the response.  The Contractor should create revisions 
for all items that need to be revised before closing out the completed items. 

From the Package Details screen: 

1.  Click the Close button.  
2. Select Continue on the confirmation page.  

 

 
 

 

Step 1: Closing A Reviewed / Approved Submittal Item 

 Click checkbox to the left of the Submittal Item. 

 Click the ‘Close’ button on the upper right of the screen. 

 

1 

Step 2:  

 Click ‘Continue’ button to confirm the 
closing of the selected item. 

 

2 


