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About

Submittals is a log that tracks information required to be submitted by the GC for SCAs 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.

Process Overview

The GC prepares a Submittal Log, submits to the PO and AEoR for approval. Once the log is approved, the GC initiates
the review cycle for each submittal, which includes supporting documentation, and submits 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

e Make Corrections Noted

e Reviewed: No Action Taken

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

After a submittal has been completed, the GC 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 GC will be able to upload new
documentation and submit to the Submittal Coordinator.
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Submittals Workflow Diagram
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Step-by-Step Instructions

GC Creates a Submittal Log

Go to Project Finder and select the desired contract.

fahua -

E Project Finder

ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

uﬂ
=0 Dashboard
(.3 > SCATraining > HardBid > Queens > District24 SELECT

5 Calendar
N Number  Name
Q Search
- C000080001 Q246-QUEENS - 39-20 48TH AVENUE (P.S. 199) TRAINING P..
1. Click Apps.

2. Click Submittals.

K kahua |« 8000 D96 TRA PRO : ool Renovatio
i Apps Recent Q' subm &
E Project Finder All Apps All Apps
a Calendar
Administration Submittals

Q, Ssearch

Cost Management

3. Click New at the top

(u / T80001- X096 TRAINING PROJECT #1- School Renovation () / Submittals

Submittals  Reports

m IMPORT SUBMITTAL LOG

Q  Defaut v (G =

4. Click the Default dropdown menu to change the log view.
5. Select Submittal Log Approval.



NOTE: You must be in this view to submit.

Submittals  Reports

m IMPORT SUBMITTALLOG

Q, | Defaut v | =

Review Cycle CSlCode CSIName Subm
2 Manage Views -

*  Default

Submittal Log Approval

6. Select the LLW. If the project has multiple LLWs, choose the appropriate one from the dropdown menu. You
might have to create the same submittal log for each LLW.

hew View wew 1 I X
& PROJECT INFCEMLATHN » SECTIONS
[ i 1 Ld !
[ rpemas Confirec! TG I Corabrucien o
O - 1 OO = P FUrpoda Dy = ] ETES Y '
Fasdzamag 101 W LR

Dhirtiag Muaviond J Facinafeh Fomdepy  Li20E1T

LLW POEOE - (T8 g PR Seian dafely

fheotaleci B SCA In Hoamae A AECR - MWY
-

i e e IO el Sl A

i b an
Fubamitilal CoorSmator
HH Do E e

7. Select the CSI Code from the dropdown menu.

8. Enter the Submittal Name.
Note: For projects with multiple buildings, enter the Building ID associated with the selected LLW at the
beginning of the submittal name.
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=~ DETANLS
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9. Click Save/Close or select Save/New from the dropdown menu to start the second line item.

Save / Close

Save / New

y Save

MATION

Import Excel File Submittal Log
You can create and upload a Submittals Excel file to save time.

8. Click the Import dropdown menu and select Export.
9. Name the file.
10. Save the file.

Q Submittals TEOOD1 - X096 TRAINING PROJECT #1- School Renovation &
£ [ =] NEW  pawoRT 10 TAL LOG EDIT DELETE HISTORY IMPORT v SUBMITTALLOG v  £3URL
€, Submimalleg 4 . B GC View (Please do not use the MARKUP function) Priny
e Project Finder IMPORT
[ subml . PROJECT INFORMATION
T — - "
= St Aa g .
q
E Calendar + © 4 [l v TREPC ¢ Desseg  CAMP - & Seaich CAMP
Qugiizs = s ke = W e
[ seach B This PC A hama Date i hEr 5 hE AEch - WvE:
B 30 O%jects [ P — : ' oft el ¥
w1 " " ™ " 1 Ao A= JE
é Tasis B Desking B Unernaenaliata st 212 1ot Excel W Bt
# Dogumants
@ Fron & Downlosds
e B Vi
= Pahares
[ Mestings B e
e Wonghews (L]
Dty Begsrts o SHAKE FOLDERS ()
= USERS [ SCAMOMERT) (G DCOURAMCY
HOME FOLDER
g - (5]
a DETA 0OSCA_APPST)IR)
o COMMION (5]
) Getting Staned o APPSR
i e | TR -]
Sarve as bypes ol File M) v
era 12 o
Sabittsl Log Sk Pra-Lsg Bubmisdsn
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11. Open and update the Excel file. You can only import 150 items at a time. If you are going to upload multiple
files, make sure that the ltem Number in Column A starts with the next number in the series. For example:
Your first file has items 00001 —00150. The second file should start with 00151 and go to 00300.

IMPORTANT:
e DO NOT change the cell formatting
e DO NOT add additional columns
e DO NOT re-arrange columns
e DO NOT re-name the excel sheet

AMED, FARDA, T

Comim
3 fn | B -
-4 5 Dutern -
- Syies - | [EFosmat=
s Ce Ly Ana
&1 fe
A B c o E F G W [ J ® L Y]
1 Mumber ww Cosote Descrigtion
2 "mon “tooos “oso Fees
3 "monz “Hooos ‘tunsn Permits
4 Tocas “h0s Tz Meeting:
5 "pooos “tooos Tz Submittal
6 ooy “tooos ‘o o
7 000 Toooh Bason Tamp Facile oy
u ooogr “booos T Wite Mgt
b
16
i1 !
12
1

12. SAVE AND CLOSE THE EXCEL FILE. You cannot import the file if it is still open.
13. In Kahua, click the Import dropdown menu and select Import.
14. Browse to the location of the file, select the file, and click Open.

D Bubenitialy i * « X056 TRAINING FROJECT #1: School Renovation
&« B @ NOW sPORT v AL LOG EEAT WESTORY WWPOAT v  SUDMITTAL LOS ~ o0 L
o3 > i ] une i i
& Q  Sebmmullogh unoo © O Wiew (Plessa do not ust the MARKUP function) er H
b et Finder
. EXPOSET aTeaT.
CHCede M L il W €+ PROMCT MPORMATION » SECTIONS
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B e # v TP ¢ Desiten » CRAF . & : dan Extasmad Gonirs
P Fapm 4 e = T B
ﬁ [T - -
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15. Click Import.

El Subemittals TBOGAT - X056 TRAINING PROJECT #1- Schood Aenovation
{— m|m @B NEW IMPORT w  SUBMITTAL LOG ~ EMNT DELETE HISTORY IMPOAT v SUBMITTAL LOG v D UL
a *
e Propeet viedes
=1
orame  TEOOG Subrmnal IoNS
g s
Ot ] v € & e [ & " x
i T M ey ChHode Whscription
B  cotendar 1 oo 20008 03080 Feen
¥ gooor 10008 03080 [r———
4 00003 000 01100 Laeenngt
Q see S pooos 00 [FETE Sbrmials
& s e nann w
7 oooos 10008 ops00 Taenp Facilen
If Tasks & ooooT 10008 01524 wante Mgt
s
&

16. CAMP will import the data. Do Not close the window

Import in progress... @

Filename  T800071Submittals.xlsx

17. CAMP will confirm Import has been completed. Click close.

IMPORT

Import Complete

Filename  T80003-Submittals xisx

C%m

NOTE: If there is an error in the data in the excel file CAMP will let you know. Fix the error and import again.

GC Submits the Log to the PO
You can edit a log line item before submitting by clicking the Edit button, make any changes, then click
Save/Close. When you’re ready to submit the Submittal Log to the PO:

18. Select any submittal item. Do not check the box!

19. Click the Submittal Log dropdown menu.
20. Select Request for Approval of Submittal Log.
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Submittals

m IMPORT
Q
O CcslCode  CSIN
O
O

Submittal Log Approva

01300

07900

Reports

SUBMITTALLOG

REQUEST FOR APPROVAL OF SUBMITTAL LOG

SUBMN

JOIN'

21. In the pop-up, click Request for Approval of Submittal Log.

PLLRSE e § ¥ ] 7T ST P AP el AT R L0

PO Approves the Submittal Log

e The PO will receive a message to review and approve the Submittal Log.
e Once the PO approves, the AE will receive a message informing them of the submittal log approval request.

1. To access the submittal log, open the Submittals app, or:
a. Navigate to Messages in the top right corner

b. Select the Submittal Log approval message.

c. Click the Open in Kahua link.

a

|/ Messages

Messages: Inbox

Q
O
O
O
O
O
O
[m]

Inbox v
From

Luke External Contractor D

Subject

Please review and approve the Submittal Log on T80004 X181 TRAINING PROJ ECT#

FORWARD DELETE

REPLY REPLY ALL

Please review and approve the Submittal Log on T80004 X181 TRAINING PROJECT #4 - SCHOOL REN...

External Contractor T- TT Construction, Amelia External Contractor U - UU Construction, Ava
External Contractor V - V'V Construction, Sophia External Contractor W - WW Construction,
Isabella External Contractor X - XX Construction, Mia External Contractor ¥ - Y¥ Construction,
Evelyn External Contractor Z - ZZ Construction, Harper External Contractor 0 - 0 Construction,
Acestes External Contractor 1 -1 Construction, Acastus External Contractor 2 - 2 Construction,
Achates External Contractor 3 - 2 Construction, Benjamin External Contractor N - NN
Construction, John Travolta - JT Construction, Luke External Contractor D

Matt SCA PO D New Project, New Pre Meeting
Subject  Please review and approve the Submittal Log on T80004 X181 TRAINING PROJECT #4-
Farida Ahmed X181 TRAINING PROJECT #4 - SCHOOL RENOVATION - Submittal 01060-001 is Recd SCHOOL RENOVATION
Farida Ahmed 01060-001 Submittal Coordinator Task on X181 TRAINING PROJECT #4 - SCHOOL R\ Matt,
Farida Ahmed X181 TRAINING PROJECT #4 - SCHOOL RENOVATION - Submittal 01060-001 s Recd :E:;:_‘;g: and spprove the Submittz| Log on X181 TRAINING PROJECT #4 - SCHOOL
~ Submittal Linkt Open In Kahua
Farida Ahmed Submittal 01060-001-001 Recalled in T80004 X181 TRAINING PROJECT #4 - SCHOG!

ATTACHMENTS

G Preview
> SECTIONS|

DETAILS
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2.  Click the Default dropdown menu and select the Submittal Log Approval view.

Submittals Reports

m IMPORT SUBMITTALLOG

Q, | Default v |C =

Review Cycle CSlCode CSlMame  Subm
£ Manage Views

> Default

Submittal Log Approval

3. Review the log by selecting a submittal line item.
4. If you wish to add a comment to the line item, click Comment at the top of the record.

Preview View

% PROJECT INFORMATION

5. Enter your comments for that individual item
6. Click Continue

Comment x L

Field is required.

7. To approve the entire Submittals Log, click on one of the Submittal items. Do not check the box!
8. Click the Submittal Log dropdown menu.
9. Click PO Approve Submittal Log.
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Submittals  Reports

SUBMITTALLOG

PO APPROVE SUBMITTAL LOG

10. In the popup window, enter your PO Comments.
11. Click PO Approve Submittal Log.
a. If the Submittal Log needs to be rejected/returned for further updates/edits, click the PO Rejects
Submittal Log. Comments/Reason for the return is required.

Approve Submittal Log

PLEASE CHECK IF YOU WANT TO APPROVE THE SUBMITTAL LOG

PO Comment

|
PO Approve Submittal Log |I PO Reject Submittal Log
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AE Approves the Submittal Log

The Submittal Log has been approved by the PO and is now assigned to the AE to approve.
Follow the steps for PO Approves the Submittal Log.

NOTE: Step #9: click AEoR Approve Submittal Log

Submittals  Reports

SUBMITTALLOG

Comments

| AEoR APPROVE SUBMITTAL LOG

GC Initiates the Submittals Review Cycle
NOTE: The GC can add additional line items to the Submittal log, which will start a separate Log review cycle on them.
1.

Navigate to the desired submittal and click the Submittal Log Approval dropdown menu.
2. Select Default. The approved log now resides in the Default list view.

Q. submittal Log Approval v (3 =

Submittal Name = Comments
£ Manage Views

D * Submittal Log Approval \LERS Joint Sealers

3. Select the Submittal line item to start its Review Cycle.
4. Click Edit.

= =

GC View (Please do not use the MARKUP function)

* PROJECT INFORMATION

5. Details section: Select the Category and Type from the dropdown menus
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6. Click one of the three checkboxes

Vv DETAILS

Submittal Number 01300-001
Review Cycle 001
Csl Code

01060 PERMITS, FEES, AND CERTIFICATES OF OCCUPANCY &)

CSI Name PERMITS, FEES, AND CERTIFICATES OF OCCUPANCY
Submittal Name

Permits

Category
Product Data

Type
As Built

|:] Or Equal Substitution / Non-basis of Design

Per Spec / Basis of Design

D Alternate Substitution

Status Draft

7. Review Cycle section: Required: Click the three dots “...” icon to upload the supporting documents.

v REVIEW CYCLE

Review Cycle  Step Date  Person Response Response Notes File Upload File Title

[ o001 Submit Drawing.pdf ==

8. Select the file to upload (the name of the uploaded file should start with the building ID (for example, Q262).
9. Click Open
10. Click Ok

T i
F
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11. Click Save / Close

M / C000080201A - Q246 - QUEENS - 39-20 48TH AVENUE (PS. 199) TRA

Save / Close Vv

v PROJECT INFORMATION

NOTE: You can click EDIT and make changes to the item before you click Submit.
12. Click Submit

Ex [

GC View (Please do not use the MARKUP function)

* PROJECT INFORMATION

The Submittal will now go to the following role, who will review the submittal and assign an Official Reviewer. You will
see the submittal status as Pending Assighment and who is responsible for the assignment.

Submittals  Reports

m IMPORT v SUBMITTAL LOG v >
Q  Defaut v C =
|:| Submittal Number ~ Review Cycle CSICode CSIName Submittal Name  Status Response Assigned To

D 01060-001 001 01060 PERMITS, FEES, AND CERTIFICATES OF OCCUPANCY  Permits Pending Assignment Matt SCA PO D - NYC SCA

e If the CSI Code begins with 01 or 02, the Submittal Coordinator is the PO
If CSI Code begins with 03 to 16, the Submittal Coordinator is Submittal Coordinator selected in the Portfolio

Manager Roster.

GC can also click Request Recall if they want the submittal item returned to them, if it has not been moved

forward in the process

Request Recall

GC View (Please do not use the MARKUP function)
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Review Cycle Submittal Coordinator

The Submittal Coordinator will receive a message informing them about the review cycle. The coordinator must select
an Official Reviewer for each submittal item in the review cycle.

1. Click Tasks in the top right
2. Select the task.

@ / Tasks ) ¥ L
Tasks: Active v <
Q  Active v B I Save | I Send To Official Reviewer I [ Return I o) o X
] Subject Submittal Coordinator Task View (Please do not use the MARKUP function) G Task
Luke External Contractor D| Submittal Number: 01060-001 Submittal Coordinator Task on X181 TRAIF{
¥ PROJECT INFORMATION » SECTIONS
Matt SCAPO D Replace PDFs on Submittal 01060-003-001 in T80014 X181 TRAINING PR
PROJECT INFORMA...
Expense Contract €000080004 - Stellar
Services DETAILS
3. Scroll down to the Reviewers section.
4. Select the Official Reviewer from the dropdown menu.
NOTE: The Official Reviewer must have access to CAMP and to the project.
5. Click Send to Official Reviewer at the top
Save Send To Official Reviewer Return
Submittal Coordinator Task View (Please do not use the MARKUP function)
A
Review Cycle  Step Date Person
[4 o001 Submit  4/25/2025  Luke External Contractor D - JJ Constructior
v REVIEWERS
Official Reviewer v
Instructions To Official Reviewer
Response
Response Notes
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6. If needed, the Review cycle can be returned for further clarification by clicking Return.

Official Reviewer Responds to Review Cycle

Once the Official Reviewer has reviewed the attachments from the GC and has (optionally) forwarded to a secondary
reviewer, they must respond to each Submittal line item.

1. Scroll down to Reviewers section and select a response from the dropdown menu:
a. Responses that complete the review cycle:
i. No Exceptions Taken.
ii. Make Corrections Noted.
iii. Reviewed: No Action Taken.
b. Responses that require a new review cycle:
i. Revise Resubmit.
ii. Rejected: Not Approved.
2. Enter the Response Notes

2 99+
@ / Tasks = b
Tasks: Active v
Q  Active v C I Save I I Place On Hold I I Submit Response I
Lo Subject Official Reviewer Task View (Please do not use the MARKUP function)
Matt SCA PO D Submittal Number: 01060-001 Official Reviewer Task on X181 TF v REVIEWERS
Matt SCA PO D Replace PDFs on Submittal 01060-003-001 in T80014 X181 TRA
Instructions To Official Reviewer Instructions to Official Reviewer
Response M
Response Notes
3. Click on the three dots, Click on select file and upload a supporting document
4. Click on Done to close the pop up
v REVIEW CYCLE
&z
Review Cycle  Step Date Person Response  Response Notes  File Upload File Title
& oo Submit 4/25/2025  Luke External Contractor D - JJ Construction Drawing.pdf
Z 001 Respond Matt SCA PO D - NYC SCA

5. REQUIRED: You must Upload the same document from the Review Cycle in the References Section at the bottom

v REFERENCES

= = UPLOAD

D v TYPE DESCRIPTION CONTRIBUTOR  DATE SIZE |

v Supporting Document
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6. Click Submit Response at the top

Save Place On Hold Submit Response |‘ Send To Secondary Reviewers Recall

Official Reviewer Task View (Please do not use the MARKUP function)

You will get a popup window asking to confirm your Response. Click OK.

Please Confirm

Please confirm your submission of the response 'No Exceptions
Taken' that will complete 01060-001-001 Permits.

Returned Submittal: GC Starts a New Review Cycle

The GC will receive an email message when the Official Reviewer returns a submittal item. The GC can start a New

Review Cycle for that item.

1. Go to Messages> Select the message> click Open in Kahua

Messages: Inbox v
m REPLY REPLY ALL FORWARD DELETE
Q  Inbox v C CAMP Submittal: 01060-005 Returned in Project T80002
[[] From Subject Project Number: T80002
Project: X087 TRAINING PROJECT #2 - School Renovation
D Kaylie SCA PO A CAMP Submittal: 01060-005 Returned in Project T80002 | Submittal Number: 01060-005
Submittal: Fees
|:| Kaylie SCA PO A CAMP Submittal 01060-005 Approved in Project T80002
Submittal Link| Open In Kahua
D Evelyn Carrigan Expense Pay Request 00001 GC Update on T80002 X087 TRAIN

2. Select the Submittal line item to start a new review cycle.
3. Click New Review Cycle to unlock the record.
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Submittals  Reports

SUBMITTALLOG v

& New Review Cycle

Q  Defaut v C = GC View (Please do not use the MARKUP function)
D Submittal Number  Review Cycle CSICode CSI Name
v PROJECT INFORMATION
D 01060-005 001 01060 PERMITS, FEES, AND CERTIFICATES OF
Expense Contract C000080301 - JE
O 01010-001 0071 01010  SUMMARY OF WORK Construction
4. Click Edit

Submit

GC View (Please do not use the MARKUP function)

v PROJECT INFORMATION

5. Review Cycle section: click the ellipses button to add supporting documentations and comments.

GC Submission Date  4/3/2024 Add Files X
PO Acceptance Yes
PO Acceptance Date 4/4/2024 Compicted
AEoRIScCEplance \CS = Backing Documentation.pdf v
AEOoR Acceptance Date 4/15/2024
Submittal Log State Log Approved
Comments:
v REVIEW CYCLE
&
Step Date Person “ File Upload File Title
A Submit 4/25/2025  Jordan External Contractor A - JE Construction Backing
A Recall 4/25/2025  Kaylie SCA PO A-NYC SCA Recalled Make corrections noted Backing
A Respond  4/25/2025  Kaylie SCA PO A-NYC SCA Rejected: Not Approved  Rejected Backing
[ Submit | |
6. Click Save/Close
7. Click Submit
& Edit Submit

GC View (Please do not use the MARKUP function)
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PO or AEoR Approves New Review Cycle
The Original Reviewer will receive a message informing about the New Review Cycle.

1. Click Tasks.
Select the task.
Click Approve. If you click Reject, the submittal is returned to the GC and the review cycle starts over again.
See Exceptions for instructions on how to restart the review cycle.

4. Click Continue to confirm.

Submittals  Reports

m IMPORT v SUBMITTAL LOG v ' | Approve

Q Defaut v G = Complete View

I Reject I

D Submittal Number ~ Review Cycle CSICode CSIName
v PROJECT INFORMATION

D 01010-001 001 01010 SUMMARY OF WORK
Reason

Review Cycle on Hold
Official Reviewer has the option to place a Review Cycle on hold for 30 days.

Navigate to Submittals.

Click desired Submittal line item.
Scroll down to the Hold section.

Enter the Hold Date and Hold Reason.

P wwnN PR

v HOLD

Hold Date ]

Hold Reason
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5. Click Place on Hold.

I I
I Save | Place On Hold ‘| Submit Response |I Send To Secondary Reviewers | | Recall |

Official Reviewer Task View (Please do not use the MARKUP function)

Review Cycle Hold Removed
Official Reviewer removes the hold.

Navigate to the Submittal

Select the Submittal line-item Review Cycle that was previously placed on Hold.
To extend the hold, click Extend on Hold, or

Click Back to Review to remove the Hold

P wNhPe

Save Extend On Hold Back To Review

Official OnHold Task View

New Review Cycle Request
GC can request a New Review Cycle for any Returned or Completed Submittal Line Item.

1. Navigate to the Submittal line item.
2. Click Request New Review Cycle.

[ Request New Review Cycle ‘

Complete View

v PROJECT INFORMATION

The next steps are like the first Review Cycle.

New Review Cycle Reject
The Original Reviewer or the Submittal Coordinator will receive a message informing about the New Review Cycle.

1. Navigate to Messages. It will take you to the Task or Click Tasks.

2. Select the task.
3. Click Reject.
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Submittals  Reports

m IMPORT v SUBMITTAL LOG v ' I Approve | | Reject |

Q. Default v G = Complete View

|:| Submittal Number  Review Cycle = CSICode CSIName
v PROJECT INFORMATION

|:| 01010-001 001 01010 SUMMARY OF WORK

4. Enter the reason for rejection.
5. Click Continue.

Replacing PDF of Completed Submittal
Official Reviewer can update documents in the reference section of the Completed Submittal line time.

1. Navigate to the desired Submittal.
2. Click Replace PDF.

Request New Review Cycle [ Replace PDF ‘ View

Complete View

~ PROJECT INFORMATION

Click OK to confirm. This will unlock the Submittal line item.
Open the Submittal Line Item.

Upload documentation in the References section.

Click Submit Replacement PDF.

o v kW

Submit Replacement PDF

Official Reviewer Replace PDF Task View

Note: To remove a file, Click the file description and then select Remove at the top of the table.

7. Add reason why the PDF is being replaced and click Continue.
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io Reason for PDF Replacement X

Field is required.

Continue Cancel

Recall Submittal

The Official Reviewer, Submittal Coordinator, Admin and Moderator can recall Submittal line items. Recalling a line item
returns it one step back in the approval/review process.

1. Navigate to Submittals and select the desired submittal.
2. Click Recall at the top of the record
3. Click OK, to confirm.

Replace PDF Recall View v

Please Confirm

Are you sure you wish to recall completed submittal item 017010-
001-001 D01234 - 01010-001-001 - Summary of Work?
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