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About

Submittals is a log that tracks information required to be submitted by the CM Firm for SCA’s approval during the
contract. Information includes but is not limited to plans, reports, logs, tests, product data, material safety data sheets,
samples, drawings, diagrams, images, videos, and certificates.

Notes
While the Submittal process is consistent for all project types, the terms CM Firm and CM PM are specific to

Requirements projects. The CM Firm acts on behalf of the General Contractor and the CM PM is in the role of the
Project Officer.

Process Overview

The members of the CM Firm prepare a Submittal Log to the CM Firm PM and AEoR for approval. Once the log is
approved, the CM Firm provides Submittals to the Submittal Coordinator for administrative review. The Submittal is
assigned to the Official Reviewer who may accept the Submittal, send to a Secondary Reviewer, or place the Submittal
on hold for up to 30 days. Upon completion of the review cycle, the Official Reviewer will provide a response.

Three responses close the Submittal.
* No Exceptions Taken

¢ Make Corrections Noted

e Reviewed: No Action Taken

Two responses require the CM Firm to resubmit by starting a new review cycle.
e Revise and Resubmit
¢ Rejected: Not Approved

After a submittal has been completed, the CM Firm can request a new review cycle when new documentation needs to

be sent to the Official Reviewer. If the original reviewer approves this request, then the CM Firm will be able to upload
new documentation and submit to the Submittal Coordinator.
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Workflow Diagram
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Step-by-Step Instructions

Submittal Log
Create Submittal Item

Role Preceding Steps Outcome

CM Firm —> CSlI Codes are uploaded. —> The submittal item is created.

Steps
1. Go to 'Project Finder' > Navigate to the desired Program > Select the desired Subproject

Project Finder C00D015851-MC0001 - Q262 Elect:

“« NEW

T:: 3 ALLPROJECTS MY PROJECTS  RECENTPROJECTS  Q
Project Finder

# | SCADEVQA > Requirements > Mentor > AECOM > AECOM D—DELTAMNTRGIES]GDISEE?SELECT

Apps
Number Name
Q  search > Negative Test Subproject %
S C000015851-MC1003  Net Zero Test Subproject v
B]  Tasks
- CO00015851-MCO001 Q262 Electrical Systems r &
ﬁ Messages

() Geting Started

Vou last Iogged in Fridsy, January 21, 2022 st 10:00 AM Eastem Time (US & Canads) 1.9.31,65- DEVWEEKLY 4% kahua

2. Goto 'Apps' > Select 'Submittals'

C000D15851-MCO001 - Q262 Electrical Systems HIOMES T
@ Q Search Visit the kStore to explore more than 50 project management apps that work the way you want them 1o work.  Visit the kStore [
Recent. Document Management Other

=}

Project Finder

@ submittals Bu Bulletin A2, Community
Getting Started € Change in Conditions Contacts
Contacts [ Daily Reports File Manager
Q,  searcn
I ‘
Administration L IRA Getting Started
L6 DevLogs g2 Meetings W Lw
B s
B Installed Apps NC NCR &) Media Manager
No Notice of Direction Portfolio Manager
g Messages Cost Management. EE 9
@ Budget 2 RFis PM  PreConstruction Meeting ltems
() Gening Started
Expenses T3 Project Directary
A Issues TC TCR Pr  Properties
ﬁ% ‘Work Breakdown Index Management 5¢  Submittal Closeout Master Log

©  Locations

You lastlogged in F 193165+
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3. Select 'New' > Select Building/LLW > Enter 'CSI Code' and 'Submittal Name' > Click 'Save/Close'

Note: For projects with multiple buildings, enter the building ID associated with the selected LLW at the
beginning of the submittal name.

Submittals 00007 5851-MCO001 - Q262 Electrical Systems e i

&« E B | NewYSUBMITTALLOG v SUBMITTAL LOG v

Q  pefault v O & New View cNew [0 530X

m

Project Finder

[ Submittal Number Review Cycle CSICode CSIName  SubmitialName Stalus Response A FROJECT INFORMATION > SECTIONS
Apps PROJECT INFORMATION
Expense Contract MCODO1 - SCA GG 1
DETAILS
Q  searcn W L
LOG DATES & WORKFL
Building 1D COMMENTS
Bl ek Design Mumber / Package Number
Lw
@ . Architect SCA In House AEOR - SCA
e Sandbox
Contractor SCA Grp Test EXT-GC-1 - SCA GC
Subminals !

Submittal Coordinator

Official Reviewer

[

Getting Started

~ DETAILS

Field s roruirod
€SI Name

Submittal Name

Field s required.

v LOG DATES & WORKFLOW

GC Submission Date
DA Arrantancd .

Save /Close ~
0 Hem(s)

You last logged in Friday, January 21, 2022 t 10:00 AM Eastern Tim ) 1.9.31.65 - DEVWEEKLY ¥ kahua

4. If the submittal log has not been approved, the submittal will appear in the Submittal Log Approval view. Select
'Default' view > Change the view to 'Submittal Log Approval'

Submittals 00007 5851-MCO001 - Q262 Electrical Systems  /° e T
&« B [ NEW SUBMITTALLOG v
i':; Project Finder Q‘ -
o le CSiCode CSIName SubmittalName Stalus Response AssignedTo | Assigned Date
£ Manage Views
apps
> Default 2
Q. searcn Submittal Log Approval
Bl ek
§ Messages
Subminals

[

Getting Started

atiem(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastem Time (US & Canada) 1.9.31.65 - DEVWEEKLY ¥ kahua
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roval of Submittal Lo

Role

Preceding Steps

CM Firm

—> Submittal added for approval. —>

Outcome
The submittal log is sent to the
CM Firm PM for approval.

Steps
1.

[3 Submittals

Select 'Default ' > Change the view to 'Submittal Log Approval'

C000015851-MC0001 - Q262 Electrical Systems

; e

ternal REQMT-CM1
1

You last logged in today at 10:42 AM Eastern Time (US & Canada)

Project Finder

Apps

Search

Tasks

Messages

‘Submittals

Getting Started

&~ EH [@ NEW SUBMITTALLOG v
o[Fog
o " le | Division CSICode CSIName SubmittalName Status Response

£ Manage Views

> Default

Submittal Log Approval

0 ltemis)

AssignedTo  Assigned Date

1.9.29.59 - DEVWEEKLY

&

4k kahua

2. Select any submittal item > Select 'Submittal Log' > Select 'Request for Approval of Submittal Log'

[® Submittals

C000080190 - X468 C80190 New Bldg W Cellar

You last logged in Tuesday, January 4,

Project Finder

Apps

Search

Tasks

Messages

Submittals

Getting Started

E B NEW | SUBMITTAL LOG EDIT DELETE SUBMITTALLOG v

Q  submital Log»{ REQUEST FOR APPROVAL OF SUBMITTAL LOGQ 4 @& GC View (Please do not use the MARKUP function)

v PROJECT INFORMATION

[ csiCode CsI 6

o o ROU 3610 13809321 | kahu Expense Contract

Building ID

Design Number / Package Number

uw

Architect SCA In House AEoR -
SCA Sandbox

Contractor External Contractor A
JE Construction

Submittal Coordinator

Official Reviewer

v DETAILS
CSl Code 06100
€SI Name ROUGH CARPENTRY

Submittal Name  Samples

LOG DATES & WORKFLOW

GC Submission Date
PO Acceptance No

1 em(s) PO Acceptance Date

a14:42 PM Eastern Time (US & Canada)

e External Contractor A
E Constructir

GOURL

m o x

Preview

> SECTIONS

PROJECT INFORMATION
C000080190 - JE

Construction DETAILS

X468 - PS, @ 1302
EDWARD L GRANT
HIGHWAY - BRONX

LOG DATES & WORKFL

COMMENTS

1.9.31.61 - DEVWEEKLY

B

1% kahua
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3. Select 'Request for Approval of Submittal Log'

Submittals C000080190 - X468 C80190 New Bldg W Cellar /'
& B [ NEW SUBMITTALLOG v EDIT DELETE SUBMITTALLOG~  GOURL

£ Proectrinder (oW Request for Approval of Submittal Log X

o ¢ I0NS
T ATION

Oc¢ PLEASE CHECK IF YOU WANT TO REQUEST TO APPROVE THE SUBMITTAL LOG

-
Q,  search
KFL

B  Tosks
ﬁ Messages
@  submittals

() Getting Started

Request to Approve Submittal Log

1 item(s)

Tuesday, January 4, 2022 PM Eastem Time (US & Canada) 1.9.31.61 - DEVWEEKLY

Approve Submittal Log

Role Preceding Steps Outcome

The submittal log has been

submitted for approval. —> The submittal log is approved.

Order: CM Firm PM > AEoR 4

Steps
1. Navigate to Messages > Select Submittal Log approval message > Select 'Open in Kahua' link

B Messages 262 Electrical Systems /'

e = IL:k;ox A4 NEW DELETE COPY TO COMMUNICATIONS VIEW REPLY REPLY ALL FORWARD VIEW GD URL
— = Message Detail X
= View: test v
E Project Finder Q e e =
Details  Attachments
[J  FROM SUBJECT
Apps v DETAILS
[ External ReM‘\ Please review and approve the Submittal Log on C0000"
Q. search 1 item(s) Received 12/27/2021 4:28 PM
re
From External REQMT-CM1
To External REQMT-CM1-PM
é Tasks Ce External REQMT-CM1
Subject Please review and approve the Submittal Log
on C000015851-MC0001 Q262 Electrical
E Messages Systems
External,
a Submittals

Please review and approve the Submittal Log on Q262 Electrical
Getting Started Systems.
Submittal Link: Open In Kahua

e

This Message was sent to multiple recipients: External
REQMT-CM1-PM - SCA CM Firm 1; External REQMT-CM1 - SCACM
Firm 1

v ATTACHMENTS

You last logged in Thursday, April 22, 2021 at 8:59 AM Eastern Time (US & Canada) 1.9.29.59 - DEVWEEKLY ¥ kahua
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2. Switch to the Submittal Log Approval view (process shown above)

3. Select any submittal item > Select 'Submittal Log' > Select 'PO Approve Submittal Log' or 'AEoR Approve
Submittal Log'

[ submittals C000080190 - X468 CBO190 New Bldg W Cellar e SoLaO S
&« BE B |susMmITTALLOG SUBMITTALLOG v = GDURL H
Preview View Preview |@ X X
‘E: Project Finder e B v &
PO APPROVE SUBMITTAL LOG | DEBUG v PROJECT INFORMATION » SECTIONS
S Apps [ PROJECT INFORMATION
13093610 | 13809321 | kahu Expense Contract 000080190 - JE
Construction DETAILS
Q,  search Bikding D é;‘;i;;ﬁ’; :Noi LOG DATES & WORKFL
HIGHWAY - BRONX
COMMENTS
E Tasks Design Number / Package Number
Lw
Architect SCA In House AEOR -
é’ Messages SCA Sandbox
Contractor External Contractor A -
JE Construction
()  submittals Submittal Coordinator
' "
T s ~ DETAILS
Csi Code 06100
CSlI Name ROUGH CARPENTRY

Submittal Name ~Samples

v LOG DATES & WORKFLOW

GC Submission Date 3/21/2022

PO Acceptance No

1 Item(s)

d in Friday, January 7, 2022 a1 250 PM (US & Canada) 1.9.31.61 - DEVWEEKLY

4. Enter comment in PO Comment or AEoR Comment > Select 'PO Approve Submittal Log' or 'AEoOR Approve
Submittal Log'

B submittals 00015851-MC000 62 Electrical Systems
e =E] SUBMITTAL LOG v SUBMITTAL LOG v GD URL
i X
:E Project Finder Q Approve Submittal Log
O c IONS
Apps 1 KTION
0« PLEASE CHECK IF YOU WANT TO APPROVE THE SUBMITTAL LOG
Search O a
o\ e PO Comment o KFL
O a
@ Tasks |

B Messages
B Submittals

Ll) Getting Started

| PO Approve Submittal Log PO Reject Submittal Log

ru ™o

PO Acceptance Date 12/27/2021

3 ltem(s)

You last logged in Thursday, April 22, 2021 at %:5% AM Eastern Time (US & Canada) 1.9.29.59 - DEVWEEI ’f,f kahua
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Add Comment to Submittal

Role Preceding Steps Outcome
The submittal log has been

CM Firm PM, AEoR —> submitted for approval and —
needs to be returned.

A submittal is updated with a
comment.

Steps
1. Select the desired submittal > Select 'Comment’

[ submittals C000080190 - X468 CB0190 New Bidg W Cellar  #

&« B SUBMITTALLOG v SUBMITTALLOG v = GBURL 1
E rojectFinder Q SubmittalLog Approval v O & & PreviewView Preview |0 I X
[0 csiCode CSIName Submittal Name  Comments DEBUG 7 PROSECTIEHRATION » SECTIONS
Apps PROJECT INFORMATION
u] ROUGH CARPENTRY Samples 13093610 113809321 | kahu Expense Contract CO00080190 - JE
Construction DETAILS

Search Building ID X468 - PS. @ 1302
ECWARD L GRANT LOG DATES & WORKFL

HIGHWAY - BRONX
COMMENTS
Design Number / Package Number

Lw

Tasks

Messages SCA Sandbox

Contractor External Contractor A -
JE Construction
Submittals

Q
g Architect SCA In House AEOR -
B

Submittal Coordinator

() Getting Started

v DETAILS
CSi Code 06100
CSl Name ROUGH CARPENTRY

Submittal Name ~Samples

v LOG DATES & WORKFLOW

GC Submission Date 3/21/2022
PO Acceptance No
PO Acceptance Date

AEoR A:p( No
1 Item(s)

1.9.31.61 - DEVWEEKLY 45 kahua

2. Enter comment > Select 'Continue’

Submittals C000080190 - X468 C80190 New Bldg W Cellar  #

&« B SUBMITTALLOG v SUBMITTALLOG v = GBURL 1
E rojectFinder Q  submitial Log Approval v O o & PreviewView Preview [0 I X
[0 csiCode CSIName Submittal Name  Comments DEBUG  PROJECT INFORMATION > SECTIONS
Apps PROJECT INFORMATION
[J 06100  ROUGHCARPENTRY Samples 13093610 13809321 | kahu Expense Contract C0OD0B0190 - JE
Construction DETAILS

Search Building ID X468 - PS. @ 1302
EDWARD L GRANT LOG DATES & WORKFL

HIGHWAY - BRONX
COMMENTS

Tasks Design Number / Package Number

Messages SCA Sandbox
| External Contractor A -

JE Construction

Q
g SCA In House AEOR -
B

Submittals

() Getting Started %

CSIName ROUGH CARPENTRY

Submittal Name ~Samples

v LOG DATES & WORKFLOW

GC Submission Date 3/21/2022

PO Acceptance No

PO Acceptance Date

AEOR Acceptance No
Comment

1 tem(s)

1.9.31.61 - DEVWEEKLY 45 kahua




Reject Submittal Log

Role Preceding Steps Outcome
The submittal log has been

CM Firm PM, AEoR —> submitted for approval and —
needs to be returned.

The submittal log is returned
to the CM Firm.

Steps
1. Select any submittal item > Select 'Submittal Log' > Select 'PO Approve Submittal Log' or 'AEoR Approve
Submittal Log'

[ submittals C000080190 - X468 CB0190 New Bldg W Cellar  / e FOALOMY
&« B B |suBMITTALLOG SUBMITTALLOG v = GDURL H
% ProjectFinder Q- s ) & & PreviewView Preview @ I X
555 Apps [ PROJECT INFORMATION
- a 0 13093610 13809321 | kahu Expense Contract 000080190 - JE
Construction DETAILS
Q,  search Bikding D é;‘;i;;ﬁ’; :Noi LOG DATES & WORKFL
HIGHWAY - BRONX
COMMENTS
E Tasks Design Number / Package Number
uw
Architect SCA In House AEOR -
é’ Messages SCA Sandbox
Contractor External Contractor A -
JE Construction
()  submittals Submittal Coordinator

() Getting Started

v DETAILS
CSl Code 06100
CSl Name ROUGH CARPENTRY

Submittal Name ~Samples

v LOG DATES & WORKFLOW

GC Submission Date 3/21/2022

PO Acceptance No

1 Item(s)

You last logged in Friday, January 7, 2022 at 2:50 PM Eastern Time (US & Canada) 1.9.31.61 - DEVWEEKLY =] i;* kahua

2. Enter comment in PO Comment or AEoR Comment > Select 'PO Reject Submittal Log' or 'AEoR Reject Submittal
Log

[ submittals C000015851-MC0001 - Q262 Electrical Systems 2 TR AL
&« E B  SUBMITTALLOG v SUBMITTAL LOG v GO URL
i X
:E: Project Finder Q Approve Submittal Log X
Ot I0NS
Apps 1 ATION
0« PLEASE CHECK IF YOU WANT TO APPROVE THE SUBMITTAL LOG
[
Q Search PO Comment KFL
(|
@ Tasks r |
E Messages
Q Submittals

LI) Getting Started

| PO Approve Submittal Log PO Reject Submittal Log
i —— o

PO Acceptance Date 12/27/2021
3 ltem(s)

" o y o 3
You last logged in Thursday, April 22, 2021 at :59 AM Eastern Time (US & Canada) 1.9.29.59 - DEVWEEKLY ] % kahua
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Submittals
Update Approved Submittal

Role Preceding Steps Outcome

CM Firm s The Submittal is cretated but s The Submittal has been
has not been submitted. updated.

Steps
1. Select 'Submittal Log Approval' > Change view to 'Default’

D Submittals C000015851-MCO0001 - Q262 Electrical Systems

&« E B NEW SUBMITTALLOG v

s ]

Submittal Le proval
E Project Finder & 5 al Log Apl

Submittal Name = Comments

¥ Manage Views

Apps

Default

Search > Submittal Log Approva

Tasks

Messages

P Q@ O

Submittals

U}

You last logged in today at 10:42 AM Eastern Time (US & Canada)

Getting Started

0 tem(s)

2. Select Submittals > Select the desired Submittal > Select 'Edit'

[ Ssubmitals Electrical Systems

&« E B NEW SUBMITTAL LOG v DELETE SUBMITTAL LOG v G2 URL

@ mmo @ GC View (Please do not use the MARKUP function) Preview (@ {1 X
%o Project Finder

v PROJECT INFORMATION

[0 submittal Number Review Cycle Division CSICode CSIName Submittal > SECTIONS
Apps § PROJECT INFORMATION
O 01900001 001 o1 01900 Existing Premises Work  Daily log s; Expense Contract MC000T - SCA GG 1
a " Building ID Q262 - P:S. 262 - LarTs
e 04200-001 001 04 04200 UNIT MASONRY Brick Com UEENS
Q " . LOG DATES & WORKFL.
Design Number / Package Number  D0719286
O 02060-001 001 02 02060  BUILDING DEMOLITION Certificate. REVIEW CYCLE
w 115244 - ELECTRICAL
SYSTEMS
(S REVIEWERS
Architect SCA In House AEoR -
g SCA Sandbox ITEM DETAILS
Messages Contractor External REQMT-CM1 - CommMENTS
SCA CM Firm 1
D submias Submittal Coordinator
Official Reviewer
() Getting Started
~ DETAILS
Submittal Number 01900-001
Review Cycle 001
Division o1
Csl Code 01900
CSIName Existing
Premises Work
Submittal Name Daily log
sample for
hazardous
waste
Category
Type

Or Equal Substitution / Non-basis of Design  No

Per Spec / Basis of Desian No

3 ttem(s)

1.9.29.59 - DEVWEEKLY

You last logged in yesterday at 4:19 PM Eastern Time (US & Canada)
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3. Select 'Category', 'Type', and one of the three checkboxes

Q262 Electrical Systems Exthrmed REQMT CM1
<« E @ NEW SUBMITTALLOG v SUBMITTALLOG v | GDURL
Q  Defaut v O & GC Edit View (Please do not use the MARKUP function) Edt B I X
%o ProjectFinder . R
[ submittal Number Review Cycle | Division CSICode CSIName Submittal Official Reviewer > SECTIONS
Apps PROJECT INFORMATION
O o01900-001 001 01 01900 Existing Premises Work Dallylogsi L o
DETAILS
Q  search O o04200-001 001 04 04200 UNIT MASONRY Brick Com 06 DATES & WORKEL
Submittal Number ~ 01900-001
O 02060-001 001 02 02060  BUILDING DEMOLITION Certificate: Review Cycle ool REVIEW CYCLE
@ Tasks Division o1 N M DETALS
Sl Code 01900
L COMMENTS
Messages €Sl Name Existing Premises Work
Submittal Name  Daily log sample for hazardous waste
[ submittals .
() Getting Started Type .
O or Equal Substitution / Non-basis of Design
([ Per Spec / Basis of Design
(O Alternate Substitution
I status Draft
~ LOG DATES & WORKFLOW
GC Submission Date  12/28/2021
PO Acceptance Yes
PO Acceptance Date  12/28/2021
AEAD Annantanna vas
Save /Close ~
3 ltem(s)
You last legged in yesterday at 4:19 PM Eastern Time (US & Canada) E N B8 1.9.20.50 - DEVWEEKLY ® ¥ kahua

4. Select the pop-outicon in the 'REVIEW CYCLE' section> Select the '..." icon to upload a File > Select the file to
upload > Click 'Open' > Click 'Ok' > Click 'Done'

Note: The name of the uploaded file should start with the building ID (for example, Q262).

2 Submittals £000015851-MC0001 - Q262 Electrical Systems & e Extemal REQMIT-CM1
&~ BE B New GOURL H
- GC Edit View (Please do not use the MARKUP function) Edit L@ ooX
B Proectrinder G et v 8
[]  SubmittalNumber ReviewCycle =SectionTitle SubmittalTitle  Submittal Coordinator  Status, Lo s LI TG > SECTIONS
ap Review Cycle 001
ps PROJECT INFORMATION
] 05300001 ool METAL DECK Metal Deck Sample Draft €S| Code 05300
Section Title METAL DECK DETALS
S Submittal Title Metal Deck Sample REVIEW CYCLE
Category Sample ITEM DETAILS
Type Samples
L COMMENTS

O or Equal Substitution / Non-basis of Design

[ Alternate Substitution

Submittals

g Messages Per Spec / Basis of Design

Status Draft

O ceting sartea  REVIEW CYCLE
Review Cycle Step  Date  Person
m 001 Submit External REQMT-CM1 - SCA

~ ITEM DETAILS

Save/ Close ~

1 ltem(s)

Youlastlogged in Friday, March 26, 2021 at 5:43 PM Eastem Time (\
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2 submittals C000015851-MC0001 - Q262 Electrical Systems ~ / e ooz LRt

. [4
E Project Finder

Review Cycle Step  Date  Person Response Respanse Notes  File Upload

B oo Submit External REQMT-CM1 - SCA CM Firm 1

B tesks
g Messages

[ submittals

() etting started

Add Files

Completed

"> Submittal Doc.pdf 4 Submittal Doc.pdf V4

Comments:

C000015851-MC0001 - Q262 Electrical Systems ~ #

GC Edit View (Please do not use the MARKUP function) - Review Cycle

E Project Finder

a s
o Review Cycle Step  Date  Person Response Response Notes  File Upload File Title
ps N
a
. B o Submit External REQMT-CM1 - SCA CM Firm 1 Submittal Doc.pdf s
Q,  search
B tesks
g Messages
[+ submittals

Getting Started

G

1 tem(s)




5. Select 'Save / Close'

%\ Submittals C000015851-MC0001 - Q262 Electrical Systems ~ #*
&« B B omew WL §
GC Edit View (Please do not use the MARKUP function) it @ X
E Project Finder ® Lomw @ ¥ 8
[] Submiual Number Review Cycle Section Title Submiteal Title Submittal Coordinator  Status L L e L) » SECTIONS
Review Cycle 001
Apps PROJECT INFORMATION
O os300001 on METAL DECK Metal Deck Sample Draft CS| Code 05300
Section Title METAL DECK DETAILS
Q  search Submittal Title Metal Deck Sample REVIEW CYCLE
Catego Sample
et/ ; ITEM DETAILS
Type Samples
B e
[ or Equal Substitution / Non-basls of Design
g Messages Per Spec / Basis of Design

O Altemate Substitution

2>+ submittals Status Draft
() etting started + REVIEW CYCLE
B
Review Cycle Step  Date  Person
@ o Submit External REQMT-CM1 - SCA

~ ITEM DETAILS

[overco 1)

1 emis)

‘You last logged in Friday, March 26, 2021 at 5:43 PM Eastern Time (US & Canada) 1.9.27.137 - DEVWEEKLY =] £ kahua

Submit Submittal

Role Preceding Steps Outcome
Sends the Submittal to the
Submittal Coordinator.
o |f the CSI Code begins with 01
or 02, the Submittal
Coordinator is the CM Firm
PM.
o |f CSI Code begins with 03 to
e 16, the Submittal Coordinator
CM Firm — The Submittal is crgated but — is Submittal Coordinator
has not been submitted. . .
selected in the Portfolio
Manager Roster
o |f CSI Code begins with 03 to
16 and the AEoR and
Submittal Coordinator are
the same person, the
submittal is assigned to the
AEoR

Step
Select 'Submittals' > Select the desired Submittal > Click 'Submit'
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51-MC0001 - Q262 Electrical Systems

&~ E B NEW EDIT GOURL
GC View (Please do not use the MARKUP function) Preview [0 3 X
T ProectFinder e v &
[J Subminal Number Review Cycle Section Tile Submittal Title Subminal Coordinator  Staws P ROJECT INFORMATION » SECTIONS
HE PROJECT INFORMATION
[0 os300-001 METAL DECK Metal Deck Sample Draft Expense Cantract MCO001 - SCA GC 1
Building ID Q262 - PS. 262 - QUEENS DETAILS

Design Number / Package Number  D015286 REVIEW CYCLE
uw 115244 - ELECTRICAL SYSTEMS

Taken Architect SCA In House AEoR - SCA
Sandbox ITEM DETAILS

REVIEWERS

Contractor External REQMT-CM1 - SGA CM

Q
g Messages =il COMMENTS
E3

Submittal Coordinatar

Official Reviewer
— Y

v DETAILS
() etting started

Submittal Number 05300001
Review Cycle o001
Sl Code 05300
Section Title METAL DECK
Submittal Title Metal Deck Sample
Category Sample
Type Samples
Building ID Q262 - PS. 262 - QUEENS
O Equal Substitution / Non-basis of Design No
Per Spec/ Basis of Design Yes
Alternate Substitution No
Status Draft

~ REVIEW CYCLE

N O

1 emis)

You last

Submittal Coordinator - Assign Official Reviewer

Role Preceding Steps Outcome
The Official Reviewer is
assigned.

Submittal Coordinator —> The Submittal is submitted.

Step

1. Navigate to 'Tasks' > Select the task > Scroll down to the 'REVIEWERS' section > Select the Official Reviewer >
Click 'Send to Official Reviewer'

<« = hcie ¥ SHARE Y  DELEGATE HISTORY &
Q = view Defsut~ &  Submittal Coordinator Task View (Please do not use the MARKUP functio) « Task [ X
T Project Finder §
Type Samples
FROM SUBJECT ©r Equal Substitution / Non-basis of Design  No DR
Apps Per Spec / Basis of Design Yes FROJECT INFORMATION
External REQMT-CM1  Submintal Number: 04435-001 Submittal Coordinator Task on Q262 Flectrical Systems)
‘Alternate Substitution No
DETALS
Q,  search 1 Item(s) Status Pending Assignment
REVIEW CYCLE
g « REVIEW CYCLE e FEVIEWERS
*  Tasks HOLD
M ITEM DETAILS
Messages
Review Cycle Step  Date Person COMMENTS
M oeting stcied B o Submit  10/11/2021  External REQMT-CM1
 REVIEWERS *
SCA In House AEcR - SCA Sandbox ° -
nstructions To Official Reviewer
Response

Response Notes

~ HOLD

Hold Date

Held Reason

o ©

Page | 16



Submittal Coordinator — Return Submittal

Role Preceding Steps Outcome
A Submittal is received;
submittal Coordinator N however a.dditional' or . The Subrr'1ittal is returned to
corrected information is the CM Firm.
needed.
Step

1. Navigate to 'Tasks' > Select the task > Navigate to the 'COMMENTS' section > Enter comments > Click 'Return’

SCA DEVQA
&« = Amwe Vv  SHARE # | DELEGATE HISTORY
Q = View Default~ & Submittal Coordinator Task View (Please do not use the MARKUP function) « Task |0 X
?: Project Finder - .
FROM SUBJECT > SECTIONS
Apps  REVIEWERS PROJECT INFORMATION
External REQMT-CM1  Submittal Number: 05300-001 Submittal Coordinator Task on Q262 Electrieal Systems
DETAILS
Q  search 1 Item(s)
Official Reviewer . REVIEW CYCLE
P REVIEWERS
o structions To Official Reviewer L
ITEM DETAILS
Messages Response
Response Notes e Gt
d) Getting Started
v HOLD
Hold Date
Hold Reasen

v ITEM DETAILS

Submitting Vendor
Lead Time (Days)

v COMMENTS

@
5]

Please provide additional documentation

1.9.27.137 - DEVWEEKLY ] 4% kahua

You last logged in Wednesday, June 16, 2021 at 7:34 AM Eastern Time (US & Canadia)

Official Reviewer — Download/View Submittal File

Role Preceding Steps Outcome

. . The Submittal file is
Official Reviewer — leubmlttal with an attached —> downloaded to markup or

send to a Secondary Reviewer.

Step
Navigate to 'Tasks' > Select the task > Scroll down to the 'REVIEW CYCLE' section > Select the pop-out icon >

Select 'DOWNLOAD' > Click 'Save'

Page | 17




SCA UAT

R

G

You last |

?: Project Finder

e project Finder
Apps

Search

Tasks

Getting Started

logged in Tu

some
Q. search
P

P nesssses
(1) Goring trted

= e Vv SHARE 4  DELEGATE HISTORY #
Q T View:Default ~ &  Official Reviewer Task View (Please do not use the MARKUP function) Task |0 X
Submittal Title Metal Deck Sample
FROM SUBJECT > SECTIONS
Category Sample
PROJECT INFORMATION
l SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electric Type Samples
Or Equal Substitution / Non-basis of Design  No DETAILS
1 ltem(s) ) .
Per Spec / Basis of Design Ves REEN CICE
Alternate Substitution No
REVIEWERS
Status In Review
SECONDARY REVIEWE
v REVIEW CYCLE HOLD
ITEM DETAILS
& COMMENTS
eview Cycle  Step Date Person R REFERENCES

01 Submit  10/11/2021  External REQMT-CM1 - SCA CM Firm 1
B o Respond SCA In House AEGR - SCA Sandbox
“ REVIEWERS

Instructions To Official Reviewer

v SECONDARY REVIEWERS

m Place On Hold Submit Response Send To Secondary Reviewers

% kahua

SCA UAT

Official Reviewer Task View (Please do not use the MAR} m m 5

R
Review Cycle  Step Date Person Response  Re
st
. B o Submit  10/11/2021  External REQMT-CM1 - SCA CM Firm 1 Submittal Doc.pdf VIEW | DOWNLOAD
& oo Respond SCA In House AEOR - SCA Sandbox

You last logged in Tuesday, June 22, 2021 at 4:29 PM Eastern Time (
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Official Reviewer - Send to Secondari Reviewer

Role Preceding Steps Outcome
The Submittal is assigned but a The Submittal is sent to a
Official Reviewer —> response has not been —> Secondary Reviewer for
provided. response.
Step

Select 'Tasks' > Select the task > Scroll down to the 'SECONDARY REVIEWERS' section > Select 'Insert' > Select
'Secondary Reviewer' > Click 'Send to Secondary Reviewers'

SCA UAT
&« = actve V SHARE h:3 DELEGATE HISTORY k-4
Q = View Default~ & Official Reviewer Task View (Please do not use the MARKUP function) Task (0 X
?: Project Finder - . e
FROM SUBJECT DATE A; . > SECTIONS
Apps = PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electrical Systems  10/11/2 e
DETAILS
2 Not
Q  Search 1 Item(s)
REVIEW CYCLE
REVIEWERS
é Tatkn v SECONDARY REVIEWERS
SECONDARY REVIEWE.
HOLD
Messages . -
—n - ITEM DETAILS
(1) cetting started h 1 temly) & COMMENTS

REFERENCES

] Secondary Reviewer ate Sent  Date Due

* Thomas Everritt- Stellar @~

~ HOLD

 [TEM DETAILS

‘Submitting Vendor
Lead Time (Days) e
Place On Hold ‘Submit Response ‘Send To Secondary Reviewers
Add Responses to Official Response Notes

You last logged in Tuesday, June 22, 2021 at 4:29 PM Eastern Time (US & Canada) 1.9.27.137 - DEVWEEKLY ] % kahua

Secondari Reviewer - Resionse
Role Preceding Steps Outcome
Th ittal i i
. e Submittal is assigned but a Response provided to the
Secondary Reviewer —> response has not been . .
. Official Reviewer.
provided.
Steps

1. Select 'Tasks' > Select the task > Scroll down to the 'MY RESPONSE' section > Select 'UPLOAD' > Select the file to
upload > Click '‘Open' > Click 'OK'

Note: The name of the uploaded file should start with the building ID (for example, Q262).
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C0D001584¢ C0001 - X094 COVID Venti

&« v SHARE DELEGATE HISTORY
a e m &  Secondary Responder Task View Task (@ x
E roject Finder
Review Cycle  Step Date Person Respense Response Notes  File Upload
FROM SUBJECT > SECTIONS
Apps MATION
SCA In House AEoR  Submittal Number: 05300-001 Secondary Reviewer Task on Q262 El
-
Q,  search 1 ttem(s)
REVIEW CYELE
Official Reviewer SCA In House AEoR - SCA Sandbox REVIEWER
Instructions To Official Reviewer
Response
Response Hotes
Messages
o ~ MY RESPONSE
S vsers
Responder Thomas Everritt - Stellar
f2] contacts Date Sent  10/11/2021

Date Due  10/11/2021

G

Getting Started

] TYPE DESCRIPTION CONTRIBUTOR DATE MARKUP? INCLUDE ONSEND  INC

~ ITEM DETAILS

‘Submitting Vendor

Lead Time (Days)

~ COMMENTS

Intoday at 7:44 AM Eastem Ti

ahua

x
£

Add Files

Completed

pd

Submittal Doc - SR Response. pdf v

Comments

2. Enter the 'Secondary Response' > Click 'Respond'

&« Actve ¥ SHARE DELEGATE HISTORY
Q= View: Defauit = & Secondary Responder Task View Task @ X
f;- Project Finder -
ReviewCycle Step Date Person Response Response Notes File Upload
FROM SuBJECT » SECTIONS
Apps MATION
SCA In House AEoR  Submittal Number: 05300-001 Secondary Reviewer Task on 0262 Elect
X ~ REVIEWERS DETAILS
Q. seorch 1 ltem(s)
REVI
Official Reviewer SCA In House AEoR - SCA Sandbax e
Instructions To Official Reviewer
Response
Response Nates
Messages
~ MY RESPONSE
8 users
Responder Thomas Everritt - Stellar
Contacts Date Semt 1071172021

Date Due  10/11/2021

G

Getting Started . =
Response is in the attached file|

UPLOAD

0O Tvee DESCRIPTION CONTRIBUTOR  DATE

O  Supporting Document [ Submittal Doc - SR Response.pdf  Thomas Everritt

~ ITEM DETAILS

Submitting Vendor

Lead Time (Days)




Official Reviewer — Add Secondary Response to Official Response

Role Preceding Steps

Official Reviewer —> Submittal received. e

Outcome

Response is completed if the
Official Reviewer approves.

Steps

1. Select 'Tasks' > Select the task > Scroll down to the 'SECONDARY REVIEWERS' section > Select the pop-out icon >

Scroll to the right > Click the 'Add to Response' checkbox > Click 'Done’

Note. As needed, download the Secondary Responder's file to provide additional markup or upload as the

official response file. See the 'DOWNLOAD' link on the second image.

SCA UAT

e SCA In House AFoR

 SECONDARY REVIEWERS

-

N T s ey
‘Add Responses to Official Response Notes

(Please do not use the MARKUP function) - Secondary Revil

E Project Finder

Insert 1 ernie)
R
— [m] sent Date Due Response Date  Response Add to Response + DETAILS
SO
. O & 2m emzo 100z Resmnse-smlhaauachaﬂﬂle
Q  search

Date Sent 1011172021
Tasks
Date Due 10/11/2021
Response Date  10/11/2021
ﬁ Messages

d} Getting Started

Response
Reference
= T
=

O Tvee

VIEW DOWHLOAD

~ Supporting Document

&« = acve “  SHARE H  DELEGATE HISTORY
= . Official Reviewer Task View (Please do not use the MARKUP function] Task |0 X
Q View: Default (-]
Fr  Projectinder ReviewCycle | Siep | Date Person "
FROM suBJECT » SECTIONS
- & om Submit  10/11/2021 External REQMT-CM1 - SCA CM Firm 1 [
s JECT INFORMATION
| SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electric
@A om Respond SCA In House AEOR - SCA Sandbax DETAILS
Q. Search 1 ltem(s)
REVIEW CYCLE
 REVIEWERS REVIEWERS
Instructions To Official Revlewer o HOLD
ﬁ Messages
ITEM DETAILS
(1) Getting Started COMMENTS
REFERENCES

Insert 1 itemis) £

o 4) condary Reviewer DateSent  DateDue  ResponseDate R

.‘I nas Everrtt - Stela 1011/2021 10112021 10112021 R
~ HOLD

Official Reviewer Task View (Please do not use the MARE

Response is in the attached file

DESCRIPTION CONTI

[ Supporting Document () Submittal Doc - SR Response.pdf  Thom

» SECTIONS

DETAILS

‘You last logged in Tuesday, June 22, 2021 at 4:29 PM Eastern Time (US & Canada)
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2. Click 'Add Responses to Official Response Notes'

SCA UAT
&« = Acve ¥  SHARE Y  DELEGATE HISTORY
Q = View Defaun + &  Official Reviewer Task View (Please do not use the MARKUP function) Task |0 x
B profectrinder RevewCycle Swp  Date | Person "
FROM SUBJECT » SECTIONS
e Z oo Submit 10/11/2021  External REQMT-CM1 - SCA CM Firm 1
EH PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electrice
& om Respond SCA In House AEoR - SCA Sandbox DETAILS
Q  search 1 tems) .
REVIEW CYCLE
F  REVIEWERS REVIEWERS
= SECONDARY REVIEWE
Instructions To Official Revlewer HOLD
ﬁ Messages
- ITEM DETAILS
(1) Getting Started COMMENTS
REFERENCES

 SECONDARY REVIEWERS

ineart 1 itemis) [E]
o \Due  ResponseDate Response Add to Response
O [ 172021 1011172021 Responseis inthe attached e

~ HOLD

(=}

‘You last logged in Tuesday, June 22, 2021 at 4:29 PM Eastern Time (US & Canada) 1.9.27.137 - DEVWEEKLY =] % kahua

Official Reviewer — Response that Completes Workflow

Role Preceding Steps Outcome

Response is completed if the

Official Reviewer —> The Submittal is assigned. — . .
Official Reviewer approves.

Steps
1. Navigate to 'Tasks' > Select the task > Navigate to the 'REVIEWERS' section > Select the response of 'No
Exceptions Taken', 'Make Corrections Noted', or 'Reviewed: No Action Taken' > Enter the response notes

SCA UAT e SCA In House AEoR
&~ = e ¥  SHARE 1  DELEGATE HISTORY =
Q = View Defau~ &  Official Reviewer Task View (Please do not use the MARKUP function) Task |0 X
E Project Finder - B
A
FROM SUBJECT B > SECTIONS
HI Aeps Review Cycle | Step Date Person t PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 04435-001 Official Reviewer Task on Q262 Electri
B o Submit  10/11/2021 External REQMT-CM1 - SCA CM Firm 1 DETALS
Q Search SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electrice
REVIEW CYCLE
= | E )] Respond SCA In House AEOR - SCA Sandbax
tem{s) REVIEWERS
g Tasks SECONDARY REVIEWE
~ REVIEWERS oo
é Messages
ITEM DETAILS
(D) coning Started COMMENTS
REFERENCES

Respones Notes

Accepted|

* SECONDARY REVIEWERS

Insert 1 item(s) 7]
[m] Secondary Reviewer Date Sent Date Due = Response Date Response
~ HOLD

Hold D =)
[ Lo | oo | s s
5]

1.9.27.137 - DEVWEEKLY 2] 3 kahua

Youlastiogged in Tuesday, June 2: a1 4:29 PM Eastern Time (US & Canada)
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2. Scroll down to the 'REFERENCES' section > Select 'UPLOAD' > Select the file to upload > Click 'Open'

B Tasks
<« Actve Vv SHARE 1  DELEGATE HISTORY
Q View: Default = &  Official Reviewer Task View (Please do not use the MARKUP function) Task [0 X
E‘, ot u Secondary Reviewer Date Sent DateDue Response Date Response
FROM SUBJECT > SECTIONS
Apps PROJECT INFORMATION
SCAPlans Desk  Submittal Number: 04435-001 Official Reviewer Task on Q262 Electrics
~ HOLD DETAILS
Q_  search SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electrice
REVIEW CYCLE
2 item(s) 8 REVIEWERS
[§ Tesks SECONDARY REVIEWE
HOLD
Messages
TEM DETAILS
(1) Geting started ~ ITEMDETAILS o COMVENTS
REFERENCES

Submitting Vendor
Lead Time (Days)

v COMMENTS

v REFERENCES

UPLOAD  ADD KAHUA DOC

[] TYPE DESCRIPTION GCONTRIBUTOR DATE MARKUP? INCLUDE ON SEND

I T s

1.9.27.137 - DEVWEEKLY

ﬂ( kahua

Youlastlogged in Tuesday, June 22, 2021 at 4:29 PM Eastern Time (US & Canadsa)

This PC > Desktop

10/11/2021 Nuance Power PDF...
m -

enenpdf

main Nam b Hosting and

Desktop

File name: |Submittal D R Response pdf

3. Click 'Submit Response'
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E] Tasks

&« Aetwe ¥ SHARE DELEGATE HISTORY
€ = view Defaun v &  Official Reviewer Task View (Please do not use the MARKUP function) Task @ X
E Project Finder - v P
FROM SUBJECT » SECTIONS
PROJECT INFORMATION
" SCA Plans Desk  Submittal Number: 04435001 Official Reviewer Task on Q262 Electrice )

DETAILS

Search SCA Plans Desk  Submittal Number; 05300-001 Official Reviewer Task on Q262 Electrice
REVIEW CYCLE

2 tem(s) REVIEWERS

~ ITEM DETAILS

HOLD
Messages
Submitting Vendor ITEM DETAILS
Lead Time (Days)
(1) Getting started COMMENTS
REFERENCES

~ COMMENTS

 REFERENCES

UPLDAD  ADD KAHUA DOC

O Tvee DESCRIPTION CONTRIBUTOR
Supporting Document

O Supporting Document [ Submittal Doc - OR Response.pdi  SCA In House AEoR

Submit Response Send To Secondary Reviewers

You last t 4:29 PM Eastem Time (

Official Reviewer — Response that Requires New Cycle

Role Preceding Steps Outcome
Response is completed if the
Official Reviewer approves.

AEOR —> Submittal received.

Steps
1. Navigate to 'Tasks' > Select the task > Navigate to the 'REVIEWERS' section > Select the response of 'Revise
Resubmit' or 'Rejected: Not Approved' > Enter the response notes

SCA UAT
. = e ¥  SHARE H  DELEGATE HISTORY 8
Q = View: Defaurt~ = Official Reviewer Task View (Please do not use the MARKUP function) Task @ X
E Project Finder N B
FROM SUBJECT v REVIEW CYCLE > SECTIONS
Apps \ PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electric:
[E4 DETAILS
Q. search 1 Item(s)
Review Cycle Step Date Person Re REVIEW CYCLE
g @ oo Submit  10/11/2021  External REQMT-CM1 - SCA CM Firm le REVIEWERS
B SECONDARY REVIEWE
@ o Respond SCA In House AEOR - SCA Sandbox
HOLD
Messages
ITEM DETAILS
(D Getting Started ~ REVIEWERS ' CORMENTS
REFERENCES
Instructions To Offj@Reviewer
Reuise Resubmit -
Responaa Notea
Please make corrections noted in the uploaded file
T
v SECONDARY REVIEWERS
Insert 1 itemi(s) @
o Secondary Reviewer DateSent  DateDue  ResponseDate R
O [ " ThomasEverit-Stells 10/11/2021  10/11/2021 1071142021 R
m Place On Hold Submit Response Send To Secondary Reviewers
Add Responses to Official Response Notes

PM Eastern Time (US & Canada)




EI Tasks

Navigate to the 'REVIEW CYCLE' section > Scroll right > Select the '..." icon > Select the file to upload > Select
'Open' > Select 'Ok’

« hcive v | SHARE 4
= View: Default ~
?:: Project Finder a few: Detau a
FROM SUBJECT
Apps
SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on Q262 Electrice
Q  Search 1 Item(s)
P e
§ Messages

Getting Started

G

You last logged in Tuesday, June 22,2021 at me (US & Canada)

DELEGATE HISTORY H
Official Reviewer Task View (Please do not use the MARKUP function) Task @ X
Section Title METAL DECK » SECTIONS

Submittal Title Metal Deck Sample

PROJECT INFORMATION

Category Sample
Type Samples DETAILS
Or Equal Substitution / Non-basis of Design Mo REVIEW CYCLE
Per Spec/ Basis of Design Yes
REVIEWERS
Alternate Substitution No
Status 1 Revien SECONDARY REVIEWE
HOLD
~ REVIEW CYCLE TEM DETAILS
COMMENTS
[E4 REFERENCES

Response  Response Notes  File Upload File Title

@ cAacMFim1 Submittal Doc.pdf

[ usandbox

~ REVIEWERS o

Instructions To Official Reviewer

Revise Resubmit

Please make carrections noted n the uploaded file

m Place On Hold Submit Response Send To Secondary Reviewers

1.9.27.137 - DEVWEEKLY

#ﬁ‘ kahua

ThisPC > Desktop

Organize ~

#* Dropbox

4

OneDrive - Personal

OneDrive - Stellar Services, Inc
Stellar Services, Inc st
(pense Contract 10-07.pdf
8BS - Documents
cteneneSigned.pdf
Houston Airport System - ITRP - Proj
jn.pdf

Houston Airport System - ITRP - Stat

SCA Kahua Implementation - Docun sting and Onli...

& This pC
9 3D Objects
Desktop

i SOV PV 30
B CAMP 20210914 Submittal Requirements Upda

23-21.docx

File name:

3. Click 'Submit Response’
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v SHARE DELEGATE HISTORY

Active
Q T ViewDefaut~ &  Official Reviewer Task View (Please do not use the MARKUP function) Task (@ x
T ProjectFinder -
— e Section Title METAL DECK + SECTIONS
Submittal Title Metal Deck Sample
Apps PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 05300001 Official Reviewer Task on Q262 Elestrice Category Sample
T hemis) Type Samples RED
Q,  search em(s) ’ . -
Or Equal Substitution / Norv-basis of Design  Na REVIEW CYCLE
Per asis of Design ¥
Spec / Basis of Desigr L REVIEWERS
EP Atemae Substsion bo
- e SECONDARY REVIEWE
HOLD
Messages
~ REVIEW CYCLE ITEM DETAILS
(1) Getting started GO ENE
£ REFERENCES

Response Respanse Notes  File Upload
[@ cAcMFim1

[ 1 Sandbox Submittal Doc - OR Response.pdf ==

~ REVIEWERS

Instruetions To Dffiial Reviewer

Revise Resubmit

Please make corrections noted in the uploaded file

1

‘Add Responses 1o Official Response Notes

Resubmit Submittal

Role Preceding Steps Outcome
A Submittal cycle ends with a

CM Firm —> Response of Revise and —> The Submittal is resubmitted.
Resubmit

Steps
1. Select 'Submittals' > Select the Submittal > Click 'New Review Cycle' > Select 'EDIT'

2> submittals €000015851-MC0001 - Q262 Electrical Systems & e L L R ]
&« B B NEw EDT GOURL &
Q Defait v O T & iew (Please do not use the MARKUP function) Preview |0 I X
T Project Finder
[ Submittal Number Review Cycle = SectionTitle Submitial Tile  Submitta " ROJECTINFORMATION » SECTIONS
S Apps PROJECT INFORMATION
O o4435001 001 CASTSTONE Sample SCA Play Expense Contract MCO001 - SCA 6C 1
Building ID Q262-PS. 262 - QUEENS e
Q_  search [ os300-001 001 METAL DECK Metal Deck Sample SCA Plai
Design Number / Package Number  D019286 REVIEW CYCLE
Lw 115244 - ELECTRICAL SYSTEMS REVIEWERS
@ Architect SCA In House AEoR - SCA Sandbox
L) ITEM DETAILS
Contractor External REQMT-CM1 - SCA CM Firm °
1 COMMENTS
B Messages Submittal Coordinator SCA Plans Desk - SCA Sandbox
Official Reviewer SCA In House AEOR - SCA Sandbox
[ submittals
~ DETAILS
d) Getting Started
Submittal Number 05300-001
Review Cycle 001
¢si Code 05300
Section Title METAL DECK
Submittal Title Metal Deck Sample
Category Sample
Type Samples
Building ID Q262 - PS. 262 - QUEENS
Or Equal Substitution / Non-basis of Design  No
Per Spec / Basis of Design Yes
Alternate Substitution No
Status Returned
v REVIEW CYCLE
© @
New Review Cycle
2 ttemis)

ast logged in today at 8:14 AM E 37 - DEVWEEKLY %% kahua
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2. Scroll down to the new review cycle > Scroll Right to see the '..." icon > Select the '..." icon > Select 'SELECT FILE'
> select the file to upload > Select 'Open' > Select 'Ok’

2 submittals C000015851-MC000 262 Electrical Sys'
&« B B New GOURL H
i o
Q  Default v O ¥ & GC Edit View (Please do not use the MARKUP function) et B I X
E Project Finder Submittal Title Metal Deck Sample
[J  submittal Number Review Cycle ~Section Title ~Submittal Title Category Sample > SECTIONS
Apps Type Samples PROJECT INFORMATION
[0 04435001 001 CASTSTONE Sample
O or Equal Substitution / Non-basis of Design =
O os300001 002 METAL DECK  Metal Deck Sample
Q Search Per Spec / Basis of Design REVIEW CYCI
[ Alternate Substitution REVIEWERS
E ) Status Retumed \TEM DETAILS
COMMENTS
B messages v REVIEW CYCLE o
E  submittals I
Review Cycle  Step Date Person
d) Getting Started
& oo Submit  10/11/2021 External REQMT-CM1 - SCA CM F
@ oo Respond 10/11/2021 SCA In House AEGR - SCA Sandb '
@ ooz Submit External REQMT-CM1 - SCA CM F
v REVIEWERS
Response Revise Resubmit

Response Notes
Please make corrections noted in the uploaded file

v ITEM DETAILS

Save/Close ~
2 tem(s)

You last logged in today at 8:14 AM Eastern Time (US & Canada) =E N 3 1.9.27.137 - DEVWEEKLY [} #% kahua
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Submittals 000158571-MCO0001 - Q262 Electrical Systems ra

&« B B New EDIT GOURL H
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Category Sample
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~ REVIEW CYCLE
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Official Reviewer - Place Submittal Review on Hold

Role Preceding Steps Outcome
The review is placed on hold
for up to 30 days.

Official Reviewer —> The Submittal is assigned.

Step

Navigate to 'Tasks' > Select the task > Scroll down to the 'HOLD' section > Enter the hold information > Click
'Place on Hold'
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Official Reviewer — Bring On Hold Back to Review

Role Preceding Steps Outcome
Submittal review was placed Submittal review brought back
on hold. to the Official Reviewer.

Official Reviewer

Step

Navigate to 'Tasks' > Select the task > Click 'Back to Review'

House AEoR
SCA UAT i
&« = active ¥ | SHARE ¥ DELEGATE HISTORY ¥
Q T View: Default = &  Official OnHold Task View Task ([0 X
E Project Finder -
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Type Samples
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Per Spec / Basis of Design Yes
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Status. On Hold

~ REVIEW CYCLE
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View Completed Submittal File

Role Preceding Steps Outcome
View the documentation for
the completed submittal.

CM Firm, CM PM, AEoR —> Submittal is complete.

Step
Click on a completed submittal > Scroll down to References section > Click on the file to view > Click 'View'
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Role Preceding Steps

The submittal has been

CM Firm completed.

Outcome

The submittal is sent to the

original

the new cycle.

reviewer to approve

Step

In the Submittals application, select the desired submittal > Click 'Request New Review Cycle'
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Approve New Review Cycle

Role Outcome

The new review cycle request

Preceding Steps

Original Reviewer

The CM Firm has requested a
new review cycle.

—

is approved, and the CM Firm
can add an additional cycle.

Step

1. Go to Tasks > Select the Request New Review Cycle task > Select 'Approve'

Electrical Systems /'

Active ¥  SHARE H  DELEGATE HISTORY k=4
= - Request New Review Cycle Task
E Project Finder Q= View: Default = = q Y Task O X
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2. Click 'OK' to confirm
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Reject New Review Cycle

Role Preceding Steps
Original Reviewer, Submittal The CM Firm has requested a
Coordinator new review cycle.

—

Outcome

The new review cycle request

is rejected.

Steps

1. Go to Tasks > Select the Request New Review Cycle task > Select 'Reject

C000015851-MC0001 - Q262 Electrical Systems ~ #
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2. Enter a comment > Select 'Continue’
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Add Additional Review Cycle

Preceding Steps Outcome
The request for a new review
cycle has been approved by

the original reviewer.

Role

The CM Firm can update and

resubmit the submittal.

CM Firm

Step

In the Submittals application, select the submittal > Select 'Add Additional Cycle'
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Replace PDF of Completed Submittal

Role Preceding Steps Outcome
The documentation in the
References section is updated.

Official Reviewer —> Submittal is complete. —

Step
1. Inthe Submittals application, select the desired record > Select 'Replace PDF'
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2. Click 'OK' to confirm
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3. Goto Tasks > Select the Official Reviewer Replace PDF task > Update documentation in the References section

Note: To remove a file, click on the file description and then select 'Remove' at the top of the table. Add a file
by selecting 'Upload".
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Recall Submittal

Role Preceding Steps Outcome
The submittal has been
submitted by the CM Firm.

Official Reviewer, Submittal
Coordinator, Admin, —> OR
Moderator

The review cycle returns to the
previous step.

The CM Firm has requested
and added an additional cycle.

Step

In the Submittals application, select the desired submittal > Select 'Recall’' > Click 'OK' to confirm
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