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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

IMPORTANT: Make sure you are in the correct project.

1. Click Apps.
2. Click Submittals.

i Apps
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4. Select the LLW. If the project has multiple LLWSs, choose the appropriate one from the dropdown menu. You
might have to create the same submittal log for each LLW.
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5. Select the CSI Code from the dropdown menu.
6. 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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7. Click Save/Close or select Save/New from the dropdown menu to start the second line item.
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Import Excel File Submittal Log
You can create and upload a Submittals Excel file to save time.

8. Click the Default dropdown menu to change the log view.
9. Select Submittal Log Approval.
NOTE: You must be in this view to submit.

B mtmean COOCORITEG - LASE CRC PG Npwr DNy W Calar

10. Click the Import dropdown menu and select Export.
11. Name the file.
12. Save the file.
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13. 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 Item 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:
o 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
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14. To import the data from the Excel file, Click the Import dropdown menu and select Import.
15. Browse to the location of the file, select the file, and click Open.

Page | 3



Submitials 7 - X096 TRAINING PROJECT #1- Scheaol Rencvation

& m m NIW  BMPORT w AL LOG W fDaT  sESTORY MPOAT v SUBMITTAL LOG O e,
| Rp——— Q  Sebesullogh unoor O B GG Wiew (Piease do not uss the MARKLIP function)
0 emcsds ©  EXPOST fuberrral Hasres € PROMCT NFORMATION
Appr DI WICATES OF DOOUPAMCY  Feen

Evprries Comiract T « JE Congines
L Ordeg FEMATE FEES AND CERTINCATES OF OCCIFRNCY Pesrmity Piichng I e
a T F HTFICATES
Dbl Ramabo | Prichiages Wesmbeni 1075471 L0 BATES & WORRFL
LW 10008 - Trairung Purge
Search vy
= Ogan %

D%mpmiiz
£
i

Tasks T b MAP ¢ Demitap ¢ CRME - O i of ot
o BE G o Ta
Omganizn ® i eiler 30
Theising O TIO0E Lakrnatinin. sbu " [ [
e ] Y st TEeN) A  Lica [
> ety 0 Mo
e CAME 0 Cotemameliptn i " Winesal bice :
s Tararsd
& Dt Staried Dot CFS Coat Hatmams
sx Mot |5 aND cTETE

WAoo T Chat T
M e e Fir L
Pacoadinge

e HAThery
TRABEG - JEAT-TRANN

g dord b

[
T B

B I Cgery
@ Driricp v
[ | Bl P e} -
i Sutrminwan
= ==
e

16. Once CAMP verifies the data, click Import.
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17. CAMP will import the data. Do Not close the window

Import in progress...

Filename  T800071Submittals.xlsx

18. CAMP will confirm Import has been completed. Click close.
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Import Complete

Filename  T80003-Submittals xlsx

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

Cf&s@

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:

19. Select any submittal item.
20. Click the Submittal Log dropdown menu.
21. Select Request for Approval of Submittal Log.
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22. In the pop-up, click Request for Approval of Submittal Log.

FUL DmlCn # W0, Sl PO AT TR R Tl AT TR 0N

IMPORTANT: DO NOT DELETE. If you need to change any information after submission,
please reach out to Helpdesk@nycsca.org
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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.
b. Select the Submittal Log approval message.
c. Click the Open in Kahua link.

REQMT-CM1-PM

B Messages CO00015851-MC0001 - Q262 Electrical Systems  # 9

w~ NEW DELETE COPY TO COMMUNICATIONS WVIEW REPLY REPLY ALL FORWARD VIEW G2 URL

T

inbox
= Message Detail U oX
- = View: test =
E Preject Finder = iz ]
Detadls  Antachments
0 From SUBJECT
HH ~ DETAILS
ST e O exumal nom Please review and spprove the Submiital Log on C00001
O, st T ttam(s) Recetved 12/27/2021 4:28 M
From External REQMT-CM1
To Extemal REQMT-CM1-PM
[§ Tasks ce Exteimial REQMT-CM1
Subject Please review and approve the Submittal Log
on CO00015851-MC0001 0262 Electrical
Bl Messages Systems
External,
B submitws

Please review and approve the Submittal Log on 0262 Electrical

) Getting Started Systerns,
Subemittal Link: Openin Kahua,

c

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

Firm1

~ ATTACHMENTS

1.9.29.59 - DEVWEEKLY ® ¥ kahua

You ket bagged In Thursday, April 22, 2021 at %59 AM Eastern Time (US & Canada)

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

[3) submittals

& B [ <  NEW IMPORT v SUBMITTALLOG v

=10
E Project Finder

o " iCycle  CSICode = CSIName
. 2 Manage Views
HH Apps

> Default

O\ Search I Submittal Log Approvall

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 bottom of the record.
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w LOG DATES & WORKFLOW

GC Submission Date 1/31/2023

PO Accaptance No

PO Acceptance Date

AEoR Acceptance No

AEoR Acceptance Date

Submittal Log State Log Review
~ COMMENTS

5. Enter your comments for that individual item.
6. Click Save/Close.

v COMMENTS 9

Mew comment

This is correct per our discussion|

=

Save / Close ~ 6

7. To approve the entire Submittals Log, click on one of the Submittal items.
8. Click the Submittal Log dropdown menu.
9. Click PO Approve Submittal Log.

10 N TR B0 e By W Collar
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Qi By © w
B e M WA Fae b M
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B
e
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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.
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Submitials
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Q) search
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o4g PLEASE CHECK BF YOU WANT TO APPROVE THE SUBMITTAL LG

B R SUBMITTAL LOG w SUBMITTAL LOG = GO URL
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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

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.

@ Submittals C000015851-MC0001

E Project Finder
3 Apps

C)\ Search

<« B [@ NEW SUBMITTALLOG v

Q, | Submittal Log Approval

O Submittal Name
@ Manage Views ;

Default
»  Submittal Log Approv

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

4. Click Edit.
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6.Review Cycle section: Click the pop-out icon.
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7.Required: Click the three dots “...” icon to upload the supporting documents.
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8. Select the file to upload
9. Click Open
10. Click Ok

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

il Do

ddddddddd AN

11. Click Done in the upper-right corner

JE Construction

t Jordan External Contractor A
e 3

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

The Submittal will now go to the Submittal Coordinator for approval.

e If the CSI Code begins with 01 or 02, the Submittal Coordinator is the PO

e If CSI Code begins with 03 to 16, the Submittal Coordinator is Submittal Coordinator selected in the Portfolio
Manager Roster.
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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.

Click Tasks.

Select the task.

Scroll down to the Reviewers section.

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.

Ll o

B] Tasks SCA DEVOA
&« = psive Y SHARE o DELEGATE HISTORY g
Q = View Defauit~ &  Submittal Coordinator Task View (Please da not use the MARKUP function) « Task X
E Project Finder -
Type Samples
FROM SUBJECT Or Equal Substitution / Non-basis of Design  No » SECTIONS
Apps Per Spec / Basis of Design Yes PROJECT INFORMATION
External REQMT-CM1  Submittal Number: 04435-001 Submittal Coordinator Task on Q262 Electrical Systems)
Alternate Substitution No
DETAILS
Q,  Ssearch 1 hem(s) Status Pending Assignment
REVIEW CYCLE

@ v REVIEW CYCLE o REVIEWERS
Tasks .

I ITEM DETAILS
Messages
ReviewCycle Step  Date Person CoIENTE
(D Guiting Startad B on Submit  10/11/2021 External REQMT-CM1
~ REVIEWERS '
SCA InHouse AEaR - SCA Sandbox ) "
wer
Response

Response Notes

v HOLD

Hold Date

Hold Reasan

. ©

Youlast Iogged in Wednesday, June 16, 2021 at 7-34 AM Eastern Time (US & Canada) 1.9.27.137 - DEVWEEKLY a1 4% kahua

6. If needed, the Review cycle can be returned for further clarification by clicking Return.
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Review Cycle - Official Reviewer
The Submittal Official Reviewer will receive a message informing them of the review cycle.

Click Tasks.

Select the task.

Scroll down to the Review Cycle section.

Click the pop-out icon next to a Submittal line item you wish to review.

PwnNPE

SCA UAT
« = hdwve v  SHARE 4 DELEGATE HISTORY
Q = View Defaurt & Official Reviewer Task View (Please do not use the MARKUP function) Task L|I| X
T: Project Finder -
Submittal Title Metal Deck Sample
FROM SUBJECT > SECTIONS
e Category sample
HEI O apps PROJECT INFORMATION
SCA Plans Desk  Submittal Number: 05300-001 Official Reviewer Task on 0262 Electric: Type Samples
Or Equal i Non-basis of Design No DETALS
Q  search e Per Spec / Basis of D e
er Spec / Basis of Design es e eoelE
Alternate Substitution No
REVIEWERS
[g - Status In Review
e SECONDARY REVIEWE
v REVIEW CYCLE HOLD
Messages
FTEM DETAILS
(1)  cetingstared (F] COMMENTS
Review Cycle Step Date Person R REFERENCES
001 Submit  10/11/2021  External REQMT-GM1 - SCA CM Firm 1
® o Respond SCA In House AEoR - SCA Sandbox

5. Click View or Download to view the attachment.
6. Click Done.

py - r——

[ TN NI R—— =

[ ] — | e —— —r— L
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Optional:
Official Reviewer sends to a Secondary Reviewer (Optional)

You can add a Secondary Reviewer to the review cycle:

Scroll down to the Secondary Reviewers section.

Click Insert.

Select a Secondary Reviewer from the dropdown menu.
Click Send to Secondary Reviewers.

PwNPE

NOTE: The official Reviewer does not have to wait for the Secondary Reviewer to provide
response.

gl Berems Tas e (a1 RN B b e - ﬂ S

+ TN

= L S

w ITHRS DE Thd 3

g, i !!
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Secondary Reviewer Responds to Review Cycle

The Secondary Reviewer will receive a message informing them of the review cycle.

PwnNE

Click Tasks.

Select the task.

Scroll down to the My Response section and enter your response.

Click Upload to attach supporting documentation.

Note: The name of the uploaded file should start with the building ID (for example, Q262).
Click Respond.
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Official Reviewer adds Secondary Reviewer Response (Optional)
The Official Reviewer will receive a message informing them of the secondary reviewer response

PwnNPE

Click Tasks.

Select the task.

Scroll down to the Secondary Reviewers section.
Click the pop-out icon.
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COMMENTS
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Scroll to the right and click the Add to Response checkbox.

As needed, click Download to include the Secondary Reviewer documentation as additional
markup or upload as the official response file.
Click Done.
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Click Add Responses to Official Response Notes.




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

v B

3. Scroll down to the Review Cycle section and Pop it out

~ REVIEW CYCLE 3

Raview Cycle  Slep Dale Parson Resphnee Responta |
2 001 Subemat b T v Kennedy External Contractor B - EJ Construction
7 oo Respond Farida Ahmaed - NYC SCA

4. Click on the three dots, Click on select file and upload a supporting document
5. Click on Done to close the pop up

Official Reviewer Tosk View (Mease do not use the MARKLP lunction) » Review Cycle
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6. Scroll down to the References section and click Upload to attach additional supporting documents.
7. Click Submit Response.
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» REFERENCES

m =
O vee DESCRIPTION CONTRIBUTOR DATE
* Supporting Document

O supperting Document  [Y 2020-10-09_PS254_-_Plumbing Bulletin_13 Foe Testing (002).pdf  Farida ahmed  3/7/20

Place On Hold Submit Response Sond To Secondary Reviewers

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

Please Confirm

ARE YOU SURE TO SUBMIT THE RESPONSE TO COMPLETE THE
REVIEW OF THIS SUBMITTAL ITEM? F

CANCEL oK | |
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GC Starts a New Review Cycle

GC will receive a message when a submittal item has been returned. They can start a New Review Cycle for that item.

1. Navigate to the desired submittal.
2. Select the Submittal line item to start a new review cycle.
3. Click New Review Cycle to unlock the record.
4. Click Edit.
5. Pop out the Review Cycle section and add supporting documentations and comments.
6. Click Done.
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7. Click Save/Close.
8. Click Submit for Review.
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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.

N

3. 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.
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4. Click OK to confirm.
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Review Cycle on Hold

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

1. Navigate to Submittals.
2. Click desired Submittal line item.
3. Scroll down to the Hold section.
4. Enter the hold information.
5. Click Place on Hold.
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Review Cycle Hold Removed
Official Reviewer removes the hold.

1. Navigate to the Submittal
2. Select the Submittal line-item Review Cycle that was previously placed on Hold.

3. Click Back to Review

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

Replacing PDF of Completed Submittal
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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.
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3. Click OK to confirm. This will unlock the Submittal line item.
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4. Open the Submittal Line Item.
5. Upload documentation in the References section.
6. Click Submit Replacement PDF.

Note: To remove a file, Click the file description and then select Remove at the top of the table.
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7. Add reason why the PDF is being replaced and click Continue.
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Recall Submittal
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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.
3. Click OK, to confirm.
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