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Submittals

Accessing the Submittal Module

Creating a Submittal Registry

e Importing the registry
e Adding Items one at a time

Updating Submittal Items

e Sending to Subcontractor
e Attaching Documents

Submitting to Architect

e Creating a submittal package
e Sending the package for review

Reviewing the Package

e Sending to Consultants
e Updating the Status
e Returning the package to the Contractors

Completing the Package

e Revise and Resubmit
e (losing Items
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Typical Submittal Process

Actor: Contractor

Actor: Contractor

Actor: Contractor

Review all items
that must be
submitted to meet
contractual
obligations

Create Submittal
Items (if importing
enter in excel
spreadsheet)

Assign Submittal
Items to
responsible parties

Actor: q tractor

Assign due dates
for receiving items
from sub and
approval of items
from AJE

Actor: Contractor

Actor: Contractor

‘ Actor: Sub/Manufacturer ‘

Load (import or

.| manual entry)

All items
approved by
AIE?

submittal items in
e-Builder

Create submittal
package and
assign items to it

Send
documentation to
GC/CM

Actor: AIE

Actor: Contractor

Actor: tractor

Review submittal
package

Create Submittal
Transmittal to
send with mail
courier, when

appropriate

Send Submittal
Package for
Review

<_

Actor: Contractor

Mark all items

approved and

close submittal
package

Actor: Contractor

Actor: Contractor

Actor: Contractor

Mark those Items
Approved, if any

Modify
Unapproved
Content

Create Revision —
NEW package
created,
CURRENT
package closed

If A/E in e-Builder then A/E can update status of submittal items,
otherwise GC/CM updating status in eB upon receipt of transmittal.
This step and the next skipped if A/E approving in e-Builder.

NEW Package created, CURRENT
Package closed. NEW items can be
added to NEW Package, as needed.
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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.

Project Menu

> [£] Details

—= |

Forms
> [_% Issues
&% Processes
> || Documents
Schedule
> '—_" Cost
ﬁﬁ Contacts
E Calendar
A Bidding

» R Submittals

@ Webcam
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Submittal Module: Initial Setup

v "4 Submittals
Submittal Register
Submittal Packages

Update Dates

|Settings !
Cancel
Project: Bond Project Training Day 1

Complete Review Date Due Offset: 14 Step 1 Initial Set
ep 1. Initial setup
Offset Type: ® Calendar Days In the initial setup, the user will click on

‘Settings” in the Submittals project
menu. The wuse will identify the
‘Submittal Coordinator’. The Submittal

© Working Days

Specify Default Folder For Documents,  [Change folder] [Remove Folder]

Aftachments: Coordinator is who will ultimately
* Submittal Coordinator: Select From: | All Roles |z| review the submittal items for apprOVal.

Adam Schwartzman - Allen Shemll . .
Ben Willey B Brenda Turner Prejean There can be multlple ‘Submittal
Bennett Wiggins 3 Coordinators’ assigned to the submittal
Brian Peterson . N .
Clifton Thomas > module for a project. The ‘Submittal
Dave Roberts < Coordinator’ must be a licensed e-
Dietrich vonBiedenfeld Builder user.

Dorathy Bergeson
Gerson Acosta . . .
Glenn Jarrett - Once the ‘Submittal Coordinator (s)’ is

) selected the user will click ‘Save’ to
Who to Notify: @ | [Roles complete the task
Accounting Director =] :
Architect

Campus Manager

Capital Project Accountant
Compliance <
Construction Inspector
Construction Project Manager
Director Of Facilities Maintena
2B Admin =

»

m
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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:

e File Import

e 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:

[ Filter Submittal Items

Title:

Status:

Number:

Revision:

Submittal Package #:

Responsible Sub/Manufacturer:

Custom Field 1:

@ Al © Pending my review

Please select a status... -

Please select a custom E

Group By:| None Fage ]_ of Show |25 E| per page

[ | item Details | Title

v 4 Submittals

#. |Rev# Package % Spec Section

There are S8

Description:

Category:

Priority:

Spec Section:

Sub Section:

Custom Field 2:

Sub Section

Cpen [ Closed Draft [0 Overdue

Please select a category... |z|

Please select.. E

Please select a custom E
Clear Filter

Add to Package Add Item Delete Import

Category Status Held By

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.

Submittal Register

[

Submittal Packages
Update Dates

Settings
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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

XlIsx file.)

. Once the file has heen selected the user will click on the ‘Next’ hutton

J

Import Submittal Register for Bond Project Training Day 2 - Select Import File

Choose your Import File

* Import File: l Browse... '
Mote: Please select a xs or xisx file fo - ~

import. @ Choase File to Upload ﬂ @

@uv- Desktop » - | ¢y N eoren Deorion =3

Organize v New folder B 0 @
\ o = o
4 5.7 Favorites q [T "™ Libraries EI
) ‘ duﬁ

( Bl Desktop
& Downloads

1=l Recent Places

|| System Folder

R

Martin Aztiazarain
System Folder

4 [ Libraries -
@ [ | Computer
o (TS ¢ | System Folder
3 J’ Music

O Note: The file type must be in Microsoft - .xls or xIsx

Import Submittal Register for Bond Project Training Day 2 - Field Mappings Step 2 of 3
Submittal Item Built-In Fields Previous || Next | Cancel
* Title: Title [~] * Catagory: Category
Description: |z| Priority: |z|
Responsible Manufacturer/Sub- |Z| Commitment: |Z|
Contractor:
Spec Section: |Z| Sub Section: |z|
Date Due From Sub: |z| Date Received From Sub: |z|
Date Due Submit For Review: |Z| Date Due Review Complete: |z|
Date Due Return: |z| Date Returned:
Date Due Delivery: |Z| Date Delivered: |z|
Submittal Item Custom Fields
There are no submittal itefy custom fields.
Previous Cancel
| |
A B E F G H
roject Package Revision Status \
4 [Name Title Number Step 3: Browse for File
2 T Upon selecting the file, the user, in Step 2 of 3 in the
3 wizard, will map the column headers in the
4 appropriate fields:
5
6 H ‘ ,
7 e  Click the ‘Drop-Down’ menus that best
3 match the column headers in your imported
9 table. NOTE: Title of Item and its Category
10 are required.)
11
1? e  Upon mapping your column headers, click
14 ‘Next’ to proceed to the final step.

J
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Import Submittal Register for Bond Project Training Day 2 - Review

I Step 3 of 3|

Import File Summary
File Name:

Rows To Be Imported:

PPS Submittal Import.xls

Rows In File:

Rows With Exceptions:

Previous Import Cancel

Preview (Row 2) | Exceptions (00 :

Submittal Item Built-In Fields
Title:
Description:
Priority:
Spec Section:
Responsible Sub/Manufacturer:
Date Due From Sub:
Date Due Submit For Review:
Date Due Return:

Date Due Delivery:

Speakers

Normal

Category:

Commitment:

Sub Section:

Date Received From Sub:
Date Due Review Complete:
Date Returned:

Date Delivered:

Product Data

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.)

©® 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.

e-Builder Training Guide



Adding Submittal Items (Manual Entry)

‘ v "% Submittals ‘ Step 1: Adding an ltem
lSubmittaI Register | To start the process of importing gSubmittaI Regis.ter, the user will click the
‘Add Item’ button on the bottom right of the Submittal Register page.
Submittal Packages \_
Update Dates
Settings

[l Filter Submittal Items

® Al © Pending my review Cpen Closed Draft Qverdue
Title: Description:
Status: Please select a status.. - Category: | Please select a category... |z|
Number: Priority:
Revision: Spec Section:
Submittal Package #: - - |- Sub Section:
Rev:

Responsible Sub/Manufacturer:

Custom Field 1: Please select a custom . Custom Field 2: Pleaze select 3 custom .

Clear Filter

Item Details | Title #a Rev# Package # Spec Section Sub Section Category Status Held By

Add to Package Add Item Delete Import

There are no submittal items.

[m]
Details Save & Add New Save Cancel
Project Name: Bond Project Training Day 1 Project Number:
e [ — Suus. | N
Description:
Number: Submittal [tem Status:
Submittal Package: Priority: Please Select., ﬂ
Spec Section: Revision:
* Category: Please Select.. - Sub Section:
Please Select..
Responsible Sub/Manufacturer: As-Builts Commitment: Select a commitment...
Certification

Commissioning

Coordination Drawings

Mack Up

Operation / Maintenance Manual
Product Data

Samples

Shop Drawings

Subrnittals

Test ReEort

Step 2A: Item Details
To begin entering an item, the user will enter the ‘Title’ and ‘Category’ of
item.
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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.

Date Details

Target

Actual

Date Due From Subcontractor:
Submit For Review Due Date:
Review Complete Due Date: @

Consultant Respond By Date:

Return Due Date: B

Delivery Due Date:

i

i

Custom Fields

Date Received From Subcontractor: B
Date Submitted For Review: B
Date Review Completed: B

Consultant Review Complete Date: @

Date Returned: @

Date Delivered: B

There are no custom fields for this submittal item.

H

Save & Add New I Save I Cancel

10
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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.

v "4 Submittals

Submittal Register

| Submittal Packages : Step 1: Create Package

To start the user will click on ‘Submittal Packages’ in the Submittals Project
Update Dates Menu. Once on the main page, the user will click ‘Create Package’ on the
lower right of the screen.

Settings
Submittal Packages For Bond Project Training Day 1 E
[= Filter Submittal Packages
@ All © Pending My Review Open [ Closed Draft [ Overdue
Description:
Trade:
Submittal Package #: - - -
Rew:
Priority: Please Select.., |z|
Custom Field 1: Please Select... |z| Custom Field 2: Please Select... El
Clear Filter
Page 1|z| of  Show |10 E per page @
[ | Titles Description Package # Revision Number Status Held By

There are no Submittal Packages.

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.

Add Submittal Package

Details Save Cancel
Project: Bond Praoject Training Day 1

Project Number:

* Submittal Package Name: I Concrete I
Description:
Submittal Package #: 1- | 030000 - CONCRETE bl
Trade: Concrete
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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.

v "4, Submittals

Submittal Register

| E; EEE; E; kage I

Step 1: Select Package

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

Update Dates

Settings

[ Filter Submittal Packages

Description:
Trade:

Submittal Package #

@ all © pending My Review open [T closed prait [ overdue

Rev:

Priority: Please Select... |Z|
Custom Field 1: Please Select... |Z| Custom Field 2: Please Select... E
Clear Filter
Page |1 |z| of 1 Show |10 |z| per page! Create Package
[C] | Titlea Description Package # Revision Number Status Held By
ISubmittaI Package Mame Submittal Package 1-03 00 00-0 0 Draft

Submittal Package Overview | History

Project:

Title:

Description:
Submittal Package #:
Date Created:

Items Held By:

Baseline Start Range:

Items (0) | Documents (0) = Comments (0) | Custom Fields (0) | Revisions (0)

Group By: | None [z] Page [1[z] of show [25 [=] perpage - | MdItemsI Remove Items

T Hem Details  Title

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:
e  Add Existing Item: Selected when the item that is to be attached is entered in the
Submittal Register
e  Add New Items: Selected if a Submittal Item is entered into the system while adding
the item to the package.

Bond Pro)

Submittal Package Name Status: Draft
Submittal Package
1-03 00 00-0 Trade:

11.24.2013 6:24 PM Created By: Martin Aztiazarain

Baseline Finish Range:

Add to Package [*
#+ Rev# Spec Sectio Iy Status Held By
@ 2dd Existing Items
There are no submittal items |

© Add New Items

Add Cancel
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Step 3: Select Item

[ Filter Submittal §  button on the lower right of the page.

~N

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’

J

Description: Category. |Please select a category... =]
Title: Spec Section:
Number: Sub Section:
Responsible Priority: Please select...[ 7]
Sub/Manufacturer:
Custom Field 1: |Please select a custom field... El Custom Field 2: |Please select a custom field... El

Group By: Page of 1 Show per page

: Add to Package I

O] | Title #.  SpecSecti Sub Secti Category Status
I ] I Concrete Mix Design 1 Product Data NEW
13
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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.

Submittal Register for [eond Project Training Day 1

[l Filter Submittal Items

@ Al © Pending my review COpen [ Closed Draft [ Overdue
Title: Description:
Status: Please select a status... - Category: Please select a category... |z|
Number: Priority: Please select... |Z|
Revision: Spec Section:
Submittal Package #: - - |- Sub Section:
Rew:
Responsible Sub/Manufacturer:
Custom Field 1: Please select a custom |z| Custom Field 2: Please select a custom E

Clear Filter

Group By: | None |z| Page |1 |z| of 1 Show |25 |z| per page Send to Sub Add to Package Add Item Delete Import
[] §item Details | Title #. | Rev# Package # Spec Section Sub Section Category Status Held By
] lf QE Concrete Mix Design 1 0 Product Data NEW

Ifem Details

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.

Attach Documents from Bond Project Training \

Day 1 .
ay Step 2: Attach File
Project: | Bond Project Training Day 1 The user will click the ‘Add’
submital tem: | Concrete Mix Design button and the e-Builder
Upload window will be
1) Select Attachment Method . e
" N @ Upload and attach file(s) from your computer dISplayed. The user will

Attached Documents - Concrete Mix Design - #1 - . N

© Attach files from the e-Builder Dacument module for the Bond Project Browse for Files’” and upload

Training Day 1 project

File Name Attached By

to the submittal item
There are no documents attached to this submittall 2) Select Files to Upload from Your Computer  Switch to Individual File -
Upload Taol, window.

Tip: You can drag and drop multiple files into the white box on this page. Only checked
files will be uploaded.

- - Note: As documents are
rowse For Files... R
1 Riet Soarch Uph Nunber of ems - 0 Appros. Uplaad Time: uploaded, utilizing the exact
[~ Compress for Trdsfer | Total Upload Size: 0B T1=0min 56K = Omin . .

file name will execute
Version Control.

- J
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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.

Submittal Register for [sond Project Training Day 1 |z|
[ Filter Submittal Items
@ Al © Pending my review Open [ Closed Draft [ Overdue
Title: Description:
Status: Please select a status.., Category: Please select a category... E
Number: Priority: Please select... |z|
Revision: Spec Section:
Submittal Package #: Sub Section:
Rew:
Responsible Sub/Manufacturer:
Custom Field 1: Please select a custom |z| Custom Field 2: Please select a custom E
Clear Filter
Group By: | None |z| Page |1 |z| of 1 Show |25 |z| per page Send to Sub Add to Package Add Item Delete Import
[] §em Details |Title #. |Rev#  Package# Spec Section Sub Section Category Status Held By
] lf QE Concrete Mix Design 1 0 Product Data NEW

Item Details

|

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.

4
—+H

Comments - Concrete Mix Design (#1)

[x)

Add Comment
Comment:
Step 2: Add Comment
The user enter the desired comment in
the text box and click the °‘Add Private:
Comment’ button.
Comments

Check Spelling | Add Comment I Cancel

There are no comments for this submittal item.

15
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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.

Submittal Register for |Bond Project Training Day 1 |z|
[ Filter Submittal Items
@ Al © Pending my review Open [ Closed Draft [C] Overdue
Title: Description:
Status: | Please select a status... Category: ‘ Please select a category.. |z|
Number. Priority: | Please select..[ ]
Revision: Spec Section:
Submittal Package #: - Sub Section:
Rew:
Responsible Sub/Manufacturer:
Custom Field 1: Please select a custom :I Custom Field 2: Please select a custom | :
Clear Filter
Group By: Page of 1 Show : per page Send to Sub Add to Package Add Item Delete Import
[] | tem Details |Title #. |Rev#  Package# Spec Section Sub Section Category Status Held By
] lf QE Concrete Mix Design 1 0 Product Data NEW
Item Detail
Step 1: Date Icon
The user will select the date icon to review critical Submittal dates
= Date Details - Concrete Mix Design 3]
Target Actual
Date Due From Subcontractor: @ E Date Received From Subcontractor: E
Submit For Review Due Date: @ E Date Submitted For Review: @
Review Complete Due Date: @ E Date Review Completed: @
\ Consultant Respond By Date: a Consultant Review Complete Date:
. . a
Step 2: View / Enter/Edit
Upon clicking the date icon, the date Retum Due Date: @ = Date Returnec: ) &
screen for the related submittal item I - I -
. . . elivery Due Date: ate Delivered:
will be displayed. It is here that the o — —
user will be able to perform one of
the following tasks: Gas] cance
. Initially establish Target L
Dates
e View and Edit existing
dates
e View system generated

o

Actual Dates.

/

16
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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.

Submittal Package Overview | History 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 Edit
Package for review.

Project: Bond Projé
Title: Submittal Package Name Status: Draft
Description: Submittal Package
Submittal Package #: 1-03 00 00-0 Trade:
Date Created: 11.24.2013 6:24 PM Created By: Martin Aztiazarain

Items Held By:

Baseline Start Range:

Items (1) | Documents (0}

Group By: | None

Comments (0}

|z| Page 1E| of 1 Show |25 E| per page

Custom Fields (0) | Revisions (0)

Baseline Finish Range:

Send to Sub Add Items Remove Items

[C] JItem Details | Title #. |Rev# | SpecSection Sub Section Category Status Held By
0 ﬂm 'f'@ Concrete Mix Design 1 0 Product Data NEW
Send for Review Cancel
* gubmittal Coordinators: Martin Aztiazarain (e-Builder, Inc.) E
* Review Complete Due Date: 11202013 |
cc -- Roles -- - |

Accounting Director |;
Architect
Campus Manager .
Capital Project Accountant 2 Step 2: Select Coordinator / Due Date
Compli " . .
Consiruction nspector £ e The user will select the coordinator that will
Construction Project Manager review the Submittal Package.
Director Of Facilities Maintenance . .
&8 Admin 2 e  The user will select the Submittal Package

CC External Users Via Email:

=* Select folder for external user to
attach files:

Message:

External.User@External.com

Lookup

[Select folder]

As an external user please review the item and provide any feedback.

Review Date.

You can add additional email addresses one per line or separate them with a semicolon /",

17
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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:

Submittal Package Overview | History
Project: Bond Project Training Day 1
Title: Submittal Package Name
Description: Submittal Package

Submittal Package #:
Date Created:
Items Held By:

Baseline Start Range:

Items (1) | Documents (0)

Comments (0)

1-03 00 00-0

11.24.2013 6:24 PM

Martin Aztiazarain

Custom Fields (0)

Step 1: Select Coordinator / Due Date

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

Click the Forward button.

Revisions (0)

Status:

Trade:

Created By:

Baseline Finish Range:

Open

Martin Aztiazarain

Group By: | None |Z| Page 1 |Z| of 1 Show |25 E per page Update Status Send to Contractor | Forward I
[T | tem Details | Title #4+ |Rev#  SpecSection Sub Section Category Status Held By
‘Ql_\@ d : - - ;
Ll -~ b Concrete Mix Design 1 0 Product Data NEW Martin Aztiazarain
: Forward I Cancel
Project: Bond Project Training Day 1
Project Number: . \
1 Step 2: Select Recipient
%* Forward To: --Select a Role (Optional)-- E The user will enter the recipient
details:
—-Select Recipient-- E . Forward To e-Builder User:
Select the Role and eB

OR Enter external user (email) User
External User Lookup . Forward To External

Send Type:

* Respond By:

@ Action Required
© Notify only @

Recipient: Enter recipient’s
email.

Respond By Date:
Suggested deadline for the

response.

‘Forward’ button.
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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.

[ Filter Submittal Items

All '® Pending my review ¥ 0pen [ Closed I Draft [ Overdue
Title: Description:
Siatiy Please select a status... - Category: Please select 2 category... M
Mumber: Priority: Please select... ¥
Revision: Spec Section:
Submittal Package #: - | -Rew Sub Section:
Responsible Sub/Manufacturer: Submittal Coordinator: Please select... v
Custom Field 1: Please select a custom field, ¥ Reviewer:
Custom Field 2: Please select a custom field, ¥
Clear Filter
Group By: | Nene v| Page[1 v]or1 show[100 ¥ | perpage Update Status l Forward for Review f| | Add to Package | AddItem | Delete | Import
| | Item Details Title 2. |Rev? |Package?  |SpecSection | SubSection | Categary Status SLTAE] | b Reviewers
o Coordinator
Martin . .
v ¥ ¥ A -
@ PLUE Beate 720 20844130 Test Report NEW ey ertin Astizzarain Reviewers
i) 0 @QE B window openings 30 19-000115-0  wind loads test results Calculations NEW M Eg;mm artin Aztizzarain Reviewers
5] L@DQE @ Concrete pour sequence %0 20100000 031000 Shop Drawing | NEw = | Martin artin Aztiazarain Reviewers

Forward For Review

Forward for Review Cancel

Project: Training - Swire Properties

* Forward To: Escalante, Grace (Swire Properties Inc)
Gonzalez, Matalie (Swire Properties Inc)
Michael Ricard, Paul (NV5)

Mooney, Mark (Swire Properties Inc)
Myburgh, Charl (Swire Properties Inc)
Pradilla, Gustavo (Swire Properties Inc) <
Reodriguez, Johnny (Swire Properties Inc)

Schram, Joseph (NV3)

Sproul-GMAIL, Stephen (2-Builder, Inc.)

éElroul Stﬁlhen (e-Builder, Inc.)

and/or Enter external user (email)

Lookup You can add additional email addresses one per line or separate them with a semicolon 7",

Send Type: ® Action Required @
Motify Only @
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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.

B ltem Details Title #  Rev® Package® Sl’e‘m SubSection Category  Status :::::’i"::t'or Heid By Reviewers
] L[fQE FEW Temporary |5y 2022000 | 02200 Mock Up Revise ~ || Rick Quigley | Dan Calia, pwhitmore@e-Builder.net Reviewers

Shoring w/Cales

Sanitary Drainage

J @QE fWater 6 |0 1-02260-0 02268 Product Data | NEW ™ |§Dan Calia Dan Calia Reviewers
Piping/Specialities

| POE p“i’:;ifg' forWater 3 9 1o200 02268 Sample NEW Dan Moskowitz
J L[P QE Unit Pavers 8 |1 3-02760-1 02780 Shnp_ Approv ™ || Dan Calia Dan Calia Reviewers
Drawing

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.

B Item Details Title *  Rev# Package# PSS SubSection Category  Status  SUPmtal iRy [ F—
Section Coordinator
J l[_? QE FBU Temporary 5 |0 2-02200-0 02200 Mock Up Revise ™ | Rick Quigley Dan Calia, pwhitmore@e-Builder.net Reviewers

Shoring w/Cales

Sanitary Drainage
J L[P QE Water 6 |0 1-02260-0 02268 Product Data || NEW ™| Dan Calia Dan Calia Reviewers
Piping/Specialities

| POE P“I’:f;eg' forWater 17 9 10600 02268 Sample NEW Dan Moskowitz
J L[_P QE Unit Pavers g |1 3-02760-1 02780 Shnp. Approv ¥ | Dan Calia Dan Calia Reviewers
Drawing

-

%]

Reviewers for F&W Temporary Shoring w/Calcs

Date Requested Date Due Review Completed Date
Dan Calia Pam Whitmore 01.03.2014 01.10.2014
pwhitmore@e-Builder.net Pam Whitmore 01.03.2014 01.10.2014
Close
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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

Request Comment Generate Transmittal

Project: Bond Project Training Day 1 Project Number:
Title: Submittal Package Name Status: Open
Description: Submittal Package
Submittal Package #: 1-03 00 00-0 Trade:
Date Created: 11.24,2013 6:24 PM Created By: Martin Aztiazarain
Items Held By: Martin Aztiazarain
Baseline Start Range: Baseline Finish Range:

Items (1) | Documents (0) | Comments (0) = Custom Fields (0) | Revisions (0)

Group By:| None |Z| Page 1E| of 1 Show |25 |Z| per page Update Status Send to Cgntractor Forward
[T Item Details Title #.+ Rev#  SpecSection JSub Section Category Status Held By
| ﬁa l_“,J% Concrete Mix Design 1 0 Product Data | NEW + | IMartin Aztiazarain
Prefix  Status
NEW
. APP Approved
Step 2: Select Recipient PP
e Apopup will appear where you can enter your notes AAN  Approved As Noted
regarding this item. FRO  For Record Only
e  Click ‘Save’ button. ONH  OnHold
REJ Rejected
Mew Status: Approved RAR  Revise & Resubmit
Add Comment
Comment: i
Private:
Comments
There are no comments for this submittal item.
Check Spelling | Save I Cancel
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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:

(s

tep 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
Submittal Package Overview have the ability to do so.
e Enter your message.

. Click Send to Contractor. -
\ Request Comment Generate Transmittal
Project: Bond Project Training Day 1 Project Number:
Title: Submittal Package Name Status: Open

Description: Submittal Package

Submittal Package #: 1-03 00 00-0 Trade:

Date Created: 11.24.2013 6:24 PM Created By: Martin Aztiazarain

Items Held By: Martin Aztiazarain

Baseline Start Range: Baseline Finish Range:

Items (1) | Documents (0) | Comments (0) | Custom Fields (0) | Revisions (0)

Group By: Page of 1 Show n per page Update Status Forward

[ Item Details Title #+ Rev# | SpecSection Sub Section Category Status Held By

0 &0[ uJ% Concrete Mix Design i 0 Product Data | NEW - | Martin Aztiazarain

[ |

Send to Contractor I Cancel

Project: Bond Project Training Day 1

Project Number:

Title: Submittal Package Mame
* Send To: | Martin Aztiazarain :
c -- Roles - -
Accounting Director El
Architect

Campus Manager

Capital Project Accountant
Compliance <
Construction Inspector

Construction Project Manager

Director Of Facilities Maintenance

eB Admin <
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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.

Submittal Package Overview | History

Request Comment Update Dates Generate Transmittal Close Edit
Project: Bond Project Training Day 1 Project Number:
Title: Submittal Package Name Status: Revise & Resubmit
Description: Submittal Package
Submittal Package #: 1-03 00 00-0 Trade:
Date Created: 11.24.2013 6:24 PM Created By: Martin Aztiazarain
Items Held By: Martin Aztiazarain
Baseline Start Range: Baseline Finish Range:
Items (1) Documents (0) = Comments (0) = Custom Fields (0) | Revisions (0)
Group By: | None |z| Page |1 |Z| of 1 Show |25 |Z| per page Send for Review Send to Sub Remove Items
[T | item Details | Title #4+ |Rev#  Spec Section Sub Section Category Status Held By
[ 9 ' '—ls—. Concrete Mix Design 1 0 Product Data RAR Martin Aztiazarain
Add Submittal Package
Details Save | Cancel

Project: Bond Project Training Day 1

Project Number:

% submittal Package Name: Submittal Package Name
Description: Submittal Package
Submittal Package #: 1-030000 -1
Trade:
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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.

Submittal Package Details

Submittal Package Overview | History

Request Comment Update Dates ‘Generate Transmittal l Close l Edit

Project: Training - Swire Properties
Title: DWG_FAF_EH_1M_ST_Level 1M top and bottom Status: Open
Description: DWG_FAF_EH_1IM_ST_Level 1M top and bottom
Submittal Package #: 12-03 20 00-0 Trade: ST
Date Created: 09.20.2013 10:46 AM Created By: Martin Aztiazarain
Items Held By: Laurent Foury

] Step 1: Closing A Reviewed / Approved Submittal Item
Baseline Start Range: |  1004.2013 - 1004.2013 e Click checkbox to the left of the Submittal Item.
e Click the ‘Close’ button on the upper right of the screen.

A\
Itefns (2) Documents (0) | Comments (0) | Custom Fields (2) | Revisions (1)
Joup By:| None [=] psge (1[=] ot 1 show |25 [=] perpage Send for Review | Create Revision
Item Details | Title #+ Rev#  Spec Section Sub Section Category Status Held By
0 Lf : 3; B DWG_FAF_EH_1M_ST_00001_0_Level 1M top and bottom 57 0 032000 Shop Drawing RWC Laurent Foury
0 \? L ﬁ B DWG FAF EH 1M ST 00002 0 Level 1M top and bottom 65 0 03 20 00 Shop Drawing RAR
Submittal Package Details
Close Package
Are you sure you want to close the submittal package? All open submittal items in the Step 2: ) .
package will be closed. . Click ‘Continue’ button to confirm the
closing of the selected item.
AN
[Continue ] | No, Cancel
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