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Step-by-Step Instructions
PO/CM Firm Creates Substantial Package

The Substantial Completion Certificate was created. Default Items were generated. Deficiency List was completed.

1. Go to Project Finder > Select the desired project
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2. Go to Apps > All Apps> Select the Closeout App
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4. Click Substantial Package
5. Click Next at the bottom of the window.
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6. Scroll down to Default Items. Click Insert to add line items.
7. Click Save/Close.
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Edit/Delete Substantial Package

PO can make changes before submitting or delete the Substantial Package.

1. Click Edit> make your changes, then click Save/Close when finished. Or click Delete.
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8. Click Submit. The package will go to the SPO for review.
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SPO Reviews Substantial Package

1. Go to Tasks and select the task

2. Click Accept or Return (back to the PO). If you click Return, you must provide a reason.
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3. Click OK to confirm
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CPO Initiates DocuSign for Substantial Package

SPO has accepted substantial package. The certificate workflow is complete. The Notice letters are sent to the CPO for

DocuSign approval.

1. Go to Tasks and select the task
2. Click Initiate DocuSign to start the eSignature process
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3. Click Continue.
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CPO DocuSigns Notice Letters

1. Go to email account (external) > Select email titled Partial Transfer
2. Click Review Document in email
3. You are redirected to DocuSign. Click here to learn more about DocuSign.

Wait 2-3 min for Kahua to receive the signed DocuSign.

4, Go back to your Task in Kahua and click Transfer to DSF
5. Click Transfer to DSF
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