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About

Submittals is a log that tracks information required to be submitted by the contractor or 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 Project Manager are specific
to Requirements projects. The CM Firm can act on behalf of the General Contractor.

Process Overview

The contractor or CM Firm enters Submittals into CAMP alongside the appropriate documentation. The submittals are
sent to the CM Project Manager 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 contractor or CM Firm to resubmit by starting a new review cycle.
e Revise and Resubmit
¢ Rejected: Not Approved

After a submittal has been completed, the contractor or 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 start a new cycle with new documentation uploaded.
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Step-by-Step Instructions
Create Submittal Item

Role Preceding Steps Outcome
Contractor, CM Firm —> CSI Codes are loaded. —> The submittal item is created.
Steps

1. Goto 'Project Finder' > Navigate to the desired program > Select the desired subproject

f:: Project Finder €000015647-EM0001 - X074 Defective Ceiling Repair  /#* n J LT S A

tian

& NEW

ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

Project Finder
#A > GannettEmergency > Gannett Fleming Engrs & Archs, PC. CM Emergency Response Program SELECT ‘
HEUY
Number Name
Search - C000015647-EM0001 X074 Defective Ceiling Repair e T 7

Q
E Tasks
P tessages

(') Getting Started

You last logged in Tuesday, Augu 022 at 9:08 AM Eastern Time (US & Canada) g 3 - DEVWEEKLY E

2. Goto 'Apps' > Select 'Submittals'

C000015647-EMO001 - X074 Defective Ceiling Repair & n Jordan Extenal Contractor A
e Q, Search Visit the kStore 1o explore more than 50 preject management apps that work the way you want them to work.  Visit the kStore [/
Recent Cost Management Index Management Other
E Project Finder
Submittals I Budget @ Locations A2, Community
By RFls Expenses B Punch List Libraries Contacts ‘
AN Issues A\ Issues File Manager }
Q  seawh Expenses ‘@ Materials Catalog Getting Started }
|
Getting Started Eﬁ Work Breakdown LL LW |
Tasks |
] Media M
Administration Document Management l— edia Manager }
@ Messages 106 DevLogs &> Daily Reports CG Portfolio Manager
B Installed Apps IFIFA PM  Pre-Construction Meeting Items
0] Getting Started
&%, Meetings 3 Project Directory
No Notice of Direction Pr Properties
H RFis 2 35 QRCodes
[@ Submittals SC  Submittal Closeout Master Log

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E
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3. Click 'New' > Select an LLW > Enter in submittal details (one of three checkboxes must be selected) > Click

Page | 6

1 1
Save/Close
Submittals C000015647-EMO001 - X074 Defective Ceiling Repair ~ /#° n ponissramat Lonpaced
« = o[wN -
Q  Dpefaut v (& H &  NewView New | 3 X
E Project Finder
[0 = Submittal Number = Review Cycle CSICode = CSIName ~ PROJECT INFORMATION > SECTIONS
Apps PROJECT INFORMATION
Expense Contract EMO0001-01 - SCA CM Firm
4 DETAILS
Search W
X074 - 116382 - DEFECTIVE CEILING REPAIR - COMMENTS
E Tasks Building ID X074
Design Number / Package Number
§ - LLw 116382 - DEFECTIVE
essagas CEILING REPAIR
Architect Adam SCA In House AEoR -
+  Submittals SCA Sandbox
Contractor Gia External REQMT-CM4 -
SCA CM Firm 4
()  Getting Started Submittal Coordinator
Official Reviewer
v DETAILS
Save / Close ~
0 ftem(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada)

1.9.34.83 - DEVWEEKLY

[ Submittals ©000015647-EM0001 - X074 Defective Ceiling Repair Jerdan Extemnal Contractor A
E tiain
&« H B NeEW g
Q, Defaut v H &  NewView New @ I X
f: Project Finder
[0 | Submittal Number Review Cycle CSlICode CSI Ne > SECTIONS
HH Submittal Number
LI Apps PROJECT INFORMATION
Q CSI Code - DETAILS
Search
Field is required. COMMENTS
CSI Name
E Tasks
Submittal Name
Field i required.
P
lessages R .
¢ Submittal
# Submittals Type .
(I) Getting Started [ Or Equal Substitution / Non-basis of Design
[] Per Spec / Basis of Design
[ Alternate Substitution
Status

Save / Close ~

0 Item(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada)

1.9.34.83 - DEVWEEKLY




Upload Documentation and Submit

Preceding Steps
The Submittal is created but
has not been submitted.

Role

Contractor, CM Firm

Outcome

Sends the Submittal to the CM
Project Manager or SCA PO.

Step
1. Select the desired submittal > Select ‘Edit’

Submittals C0D00015647-EM0001 - X074 Defective Ceiling Repair  /

n Jordan External Contractor A
IE Construction

Project Finder

1

[0 Submittal Number Review Cycle CSICode [ ~ PROJECT INFORMATION
HHE
mmn [J 09900-00 001 09900 A
Expense Contract
o\ Search Building ID
Design Number / Package Number
LLw
E Tasks
Architect
§ Messages Contractor
Submittal Coordinator
Submittals R N
Official Reviewer

1 n
) Getting Started v DETAILS

Submittal Number
CSl Code
CSl Name

1 ltem(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada)

&« B Q@ New EDIT |DELETE HISTORY = GOURL ¥
Q  pefaut v~ C k=4 ¥ GC View (Please do not use the MARKUP function)

EMO001-017 - SCA CM Firm 4
X074

116382 - DEFECTIVE CEILING
REPAIR

Adam SCA In House AEoR - SCA
Sandbox

Gia External REQMT-CM4 - SCA
CM Firm 4

09900-001
09900
PAINTING- WITH BLOCK

1.9.34.83 - DEVWEEKLY

Preview (@ I X

> SECTIONS
PROJECT INFORMATION
DETAILS
REVIEW CYCLE
REVIEWERS

COMMENTS

2. Inthe Review Cycle section, select the ‘..." in the file upload column > Select ‘Select File’ > Select ‘Save/Close’

C000015647-EM0001 - X074 Defective Ceiling Repair  /*

Submittals

xternal Contractor A

ction

File Upl

SELECT FILE

File Title

&« = oW g
K
© GC Edit View (Please do not use the MARKUP function)
E Project Finder =
% Status Draft
@
HH
v REVIEW CYCLE
Q Search
E Tasks Review Cycle Step Date Person Response Response Notes
&b oo Submit
ﬁ Messages
v COMMENTS
Submittals
(-I) Getting Started New comment
Save / Close v

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada)

Edit B I X

> SECTIONS
PROJECT INFORMATION
DETAILS
REVIEW CYCLE

COMMENTS

® £k kahua
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3. Select 'Submittals' > Select the desired Submittal > Click 'Submit'

3 Submittals C000015647-EM0001 - X074 Defective Ceiling Repair godsn Externattomiatets
&« B B New EDIT DELETE HISTORY = GDURL ¥
Q  pefault v C ¥ &  GC View (Please do not use the MARKUP function) Preview (O I X
T: Project Finder
[0  Submittal Number = Review Cycle = CSlCode C < PROJECT INFORMATION » SECTIONS
EEE Apps
LU [ 09900-001 001 09900 F PROJECT INFORMATION
Expense Contract EM0001-01 - SCA CM Firm 4
o DETAILS
o\ Search Building ID X074
Design Number / Package Number REVIEW CYCLE
LLw '\R'IEE,SA?s - DEFECTIVE CEILING RIS
E Tasks
Architect Adam SCA In House AEoR - SCA COMMENTS
Sandbox
§ Messages Contractor Gia External REQMT-CM4 - SCA
CM Firm 4
Submittal Coordinator
Submittals R R
Official Reviewer
! Getting Started
O Gotting Starte “ DETAILS
Submittal Number 09900-001
Csl Code 09900
CSl Name, PAINTING- WITH BLOCK
1 ltem(s)

You last logged in Tuesday, August 2, 9:08 AM Eastern Time (US & Canada) 3 - DEVWEEKLY

Download/View Submittal File

Role Preceding Steps Outcome

Subrmttal Coordinator, Official > Submittal has been submitted. 3 Attached file can be viewed or

Reviewer downloaded for markup.
Steps

1. Open 'Tasks' > Select the task > In Review Cycle section, select the pop-out icon

C000015647-EM0001 - X074 Defective Ceiling Repair & e :_‘
&« = active v SHARE ¥ | DELEGATE HISTORY  H
E e Q = vView: Default & Submittal Coordinator Task View (Please do not use the MARKUP function)  Task | X
FROM SUBJECT
e v REVIEW CYCLE > SECTIONS
HH s
= Aer Jordan External ConeA Submittal Number: 09900-001 PROJECT INFORMATION
Q Search 1 ltem(s) 24} DETAILS
view Cycle Step Date Person REVIEW CYCLE
i REVIEWERS
g Tasks 01 Submit 8/18/2022  Jordan External
ITEM DETAILS
§ Messages COMMENTS
~ REVIEWERS

() Getting Started

Official Reviewer =

nstructions To Official Reviewer

Response

Response Notes

m Send To Official Reviewer

You last logged in Thursday, July 7, 2022 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY
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2. Select 'DOWNLOAD' or 'VIEW'

B Tasks C000015647-EM0D01 - X074 Defective Ceiling Repair & e ’I"“?"RE“MT’“M“

<« Submittal Coordinator Task View (Please do not use the MARKUP function) > Review Cycle | Done
?: Project Finder 1of1
Review Cycle  Step Date Person Submittal Coordinator Task View (Please do not use the MARKUP f X
HHE LS
B oo Submit  8/18/2022  Jordan External Contractor A - JE Cor
X074 Painting Product Data.pdf VIEW  DOWNLOAD
O\ Search I
g Tasks
ﬁ Messages

(!) Getting Started

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY

Submittal Coordinator — Assign Official Reviewer

Role Preceding Steps Outcome

CM Project Manager, SCA PO —> The Submittal is submitted. —>  Official Reviewer is assigned.

Step
Open 'Tasks' > Select the task > In Reviewers section, select Official Reviewer > Click 'Send to Official Reviewer'

C000015647-EM0001 - X074 Defective Celling Repair /' e inlExtenal REDMECHS
&« = jaive ¥ | SHARE ¥ | DELEGATE HISTORY | &
?:: praject Fnder Q = View: Defauk~ & Submittal Coordinator Task View (Please do not use the MARKUP function)  Task @ X
FROM SUBJECT
Review Cycle Step Date Person > SECTIONS
EEE Apps o — A Submittal Number: 09900001 PROJECT INFORMATION
ordan Bxtema ' ubmital Number: ) A om Submit  8/18/2022  Jordan External (

Q  sern 1 tem(s) DETAILS

REVIEW CYCLE

v REVIEWERS
lg REVIEWERS
Tasks

ITEM DETAILS
ﬁ T Official Review = OIS
() Getting Started nstructions To Official Reviewer

Response

Response Notes

~ ITEM DETAILS

Submitting Vendor

1 aad Tima (] 4

Send To Official Reviewer

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E
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Submittal Coordinator — Return Submittal

Role Preceding Steps Outcome
Submittal Coordinator —> The Submittal is submitted. e The Submittal is return.ed to
the contractor or CM Firm.
Step

Navigate to 'Tasks' > Select the task > In the Comments section, enter a comment > Click 'Return’

B] Tasks C000015647-EMODO1 - X074 Defective Ceiling Repair ~ #* e O SRR
&« = peive ¥  SHARE & | DELEGATE HISTORY H
Q = View: Default - F Submittal Coordinator Task View (Please do not use the MARKUP function)  Task @ X

T: Project Finder - :

FROM SUBJECT > SECTIONS
HI appe nstructions Ta Official Reviewer
b Jordan External gtor A Submittal Number: 09900-001 PROJECT INFORMATION

Response
1 ltem(s) DETAILS

Search Response Notes

REVIEW CYCLE

g . ~ ITEM DETAILS REVIEVERS
asks
ITEM DETAILS
Submitting Vendor COMMENTS
Iél Messages Lead Time (Days)
I 8
U] Getting Started v COMMENTS

New comment

Send To Official Reviewer w

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY
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Official Reviewer - Send to Secondari Reviewer

Role Preceding Steps Outcome
The Submittal is sent to a
—> Secondary Reviewer for
response.

The Submittal is assigned to

Official Reviewer — the Official Reviewer

Step

Select 'Tasks' > Select the task > In the Secondary Reviewers section, select 'Insert' > Select 'Secondary Reviewer'
> Click 'Send to Secondary Reviewers'

C000015157-EC0001 - test /' e Adam SCA In House AEoR
&« = auive ¥ | SHARE ¥ | DELEGATE HISTORY B
—_ . = Official Reviewer Task View (Please do not use the MARKUP function + Task |0 X%
E Q View: Default = =
Project Finder - :
FROM SUBJECT Response - > SECTIONS
HH
e Gia ExternalRECeM Submittal Number: 09900-001 PROJECT INFORMATION
Response Notes
DETAILS

1 Item(s;
Search )
REVIEW CYCLE

v SECONDARY REVIEWERS

REVIEWERS
* Tasks

SECONDARY REVIEWE...

Instructions To Reviewers ITEM DETAILS

Messages

d) Getting Started

3 1 itern(s) & COMMENTS
[m]

REFERENCES
condary Reviewer DateSent Date Due = Respons
0o @z

v ITEM DETAILS

m Submit Response Send To Secondary Reviewers

Add Responses to Official Response Notes

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastern Time (US & Canada) .9.34.83 - DEVWEEKLY @ ﬁ_kﬁ( kahua
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Secondari Reviewer - Resiond to Submittal

Role Preceding Steps Outcome
Official Reviewer has assigned Response provided to the
secondary responders. Official Reviewer.

Secondary Reviewer

Steps
1. Select 'Tasks' > Select the task > In the My Response section, enter a 'Secondary Response' > Optional: Select
'Upload' to attach a file > Click 'Respond'

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

B Tasks C000015647-EMO001 - X074 Defective Ceiling Repair /' e Calvin kang
&« = Amve ¥ | SHARE 4 | DELEGATE HISTORY ¥

E project Findar Q. = View: Default ~ & Secondary Responder Task View Task @ X

Kesponse I
EROM L Response Notes > SECTIONS
R Apps
- Adam SCA In AEoR  Submittal Number: 09900-001 PROJECT INFORMATION |
~ MY RESPONSE
Sam— 1 Item(s) DETAILS
REVIEW CYCLE |

Responder Calvin Kwong - CKwongCo |

g o Date Sent 8/18/2022 B33
Date Due 8/18/2022 MY RESPONSE

ﬁ A nstructions To Reviewers ITEM DETAILS
Secondary Response COMMENTS

123  CSlCodes —

Submittals O TYPE RIPTION CONTRIBUTOR DATE SIZE MARKUI

1 .

O Getting Started v ITEM DETAILS

Submitting Vendor

You last logged in yesterday at 12:07 PM Eastern Time (US & Canada) 1.0.34.83 - DEVWEEKLY ™ &% kahua
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Official Reviewer - Add Secondari Resionse to Official Resionse

Outcome
Selected secondary responses
are added to response notes.

Role Preceding Steps

Official Reviewer —> Secondary responses received. —>

Steps

1. Select 'Tasks' > Select the task > In the Secondary Reviewers section, select the check box in column 'Add to

Response' > Click 'Add Responses to Primary Response'

57-EC0001 -test /'

EI Tasks

» Adam SCA In House AEoR

&« = auive ¥ | SHARE H | DELEGATE HISTORY k24
- . = Official Reviewer Task View (Please do not use the MARKUP function)
- : Default
E Project Finder Q= View: Defaulc> =
FROM SUBJECT LT -
SR Apps
mes Gia Exter MT-CM4  Submittal Number: 09900-0C
_ Response Notes
O\ Search 1 Item(s)
v SECONDARY REVIEWERS
g Tasks
@ Instructions To Reviewers
Messages

Insert 1 item(s) Z

d) Getting Started

O Date Due dd to Respons

Response Date Respons

0O [ 8182022  8/18/2022

O

Approved

v ITEM DETAILS

m Submit Response

Add Responses to Official Response Notes

Send To Secondary Reviewers

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastern Time (US & Canada) DEVWEEKLY

2. Optional: Click the pop-out button to view any attached documents

“EC0001 -test /'

EI Tasks

SCA In House AEaR

Task (@ X

> SECTIONS
PRQJECT INFORMATION
DETAILS
REVIEW CYCLE
REVIEWERS
SECONDARY REVIEWE...
ITEM DETAILS
COMMENTS

REFERENCES

&« = aaive ¥ | SHARE H | DELEGATE HISTORY 24
= = Official Reviewer Task View (Please do not use the MARKUP function)
E Project Finder Q= View: Default ~ =,
FROM SUBJECT Response M

aE2  Apps
e it Gia External REQMT-CM4  Submittal Number: 09900-0C
Response Notes

O\ Search 1 Item(s)
v SECONDARY REVIEWERS
é Tasks
Instructions To Reviewers
@ Messages

item(s) A

Insert 1
(!) Getting Started

Date Due Response Date Response Add to Response

8/18/2022  8/18/2022 Approved [

~ ITEM DETAILS

m Submit Response Send To Secondary Reviewers
Add Responses to Official Response Notes

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastern Time (US & Canada) DEVWEEKLY
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Official Reviewer - Resionse that Comiletes Workflow

Role Preceding Steps Outcome
Official Reviewer —> The Submittal is assigned. —>  Official Reviewer responds.
Steps

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

B] Tasks C000015157-EC0001 -test /' e Adam SCA In House AFaR
&« = Ahve v SHARE B | DELEGATE HISTORY 8
E Project Find Q. = View: Default = & Official Reviewer Task View (Please do not use the MARKUP function) Task @ X
roject Finder
Review Cycle Step Date Person |
FROM SUBJECT » SECTIONS
Apps Z 001 Submit 8/18/2022  Jordan External Contractc
Gia Extern: IT-CM4  Submittal Number: 09900-0C PROJECT INFORMATION |
= 1 tem(s) A oo Respond Adam SCA In House AEoF DETAILS

Search
REVIEW CYCLE

REVIEWERS
g Tacke  REVIEWERS

SECONDARY REVIEWE.

nstructions To Official Reviewer TEM DETAILS
Messages
Response v COMMENTS
(1) Getting Started ES

éﬂe:ﬂm‘ﬁe

v SECONDARY REVIEWERS

Submit Response Send To Secondary Reviewers
Add Responses to Official Response Notes

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY

2. Inthe References section, select 'UPLOAD' to attach a document > Click 'Submit Response'

€000015157-EC0001 -test /' \In House AEoR
&« = aawe ¥  SHARE ¥ DELEGATE HISTORY k=g
Q = View: Defauit & Official Reviewer Task View (Please do not use the MARKUP function) Task |0 X
E Project Finder - )
FROM SUBJECT Lead Time (Days) » SECTIONS |
I appe ) )
Gia External REQMT-CM4  Submittal Number: 09300-0C PROJECT INFORMATION
v COMMENTS |

DETAILS
Search 1 Item(s)

REVIEW CYCLE

New comment REVIEWERS |
Tasks

SECONDARY REVIEWE.

ITEM DETAILS
Messages
COMMENTS
v REFERENCES
() Getting Started REFERENCES

= = UPLOAD

[0 TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKUP?

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastem Time (US & Canada)
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Official Reviewer — Response that Requires New Cycle

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

Official Reviewer —> Submittal received.

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

C000015157-EC0001 - test /' fdam SCA In House AFoR
&« = Ahve v SHARE B | DELEGATE HISTORY 8
= ) = Official Reviewer Task View (Please do not use the MARKUP function Task |0 x
Q = View: Defauk ~ =
E Project Finder
Review Cycle Step Date Person |
FROM SUBJECT » SECTIONS
5 Apps A o Submit 8/18/2022  Jordan External Contractc
e Gia Extern: IT-CM4  Submittal Number: 09900-0C PROJECT INFORMATION |
- 1 ltem(s) & oo Respond Adam SCA In House AEoF DETAILS
Search
REVIEW CYCLE
REVIEWERS |

SECONDARY REVIEWE.

g Tacke  REVIEWERS

nstructions To Official Reviewer ITEM DETAILS
Messages
Response = COMMENTS
() Getting Started REFERENCES

ﬂﬂesuo‘ae Notes

~ SECONDARY REVIEWERS

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastern Time (US & Canada)

2. Inthe Review Cycle section, select the '..." icon > Select the file to upload > Click 'Submit Response'

000015157-EC0001 -test  #* £dam SCA InHouse AfoR
&« = DELEGATE HISTORY =4
«
@ Official Reviewer Task View (Please do not use the MARKUP function) # Task @ x |
E Project Finder @
> SECTIONS
HHETS ~ REVIEW CYCLE |
e PROJECT INFORMATION
DETAILS
Q,  search &
REVIEW CYCLE |
Date Person Response Response Notes  File Upload F
g REVIEWERS ‘
* Tasks Z 8/18/2022  Jordan External Contractor A - JE Construction ) |
SECONDARY REVIEWE.
@ (] Adam SCA In House AEGR - SCA Sandbox S EMIDET £ IS
Messages | |
! Getting Started 2 REFERENCES
OFCE R * REVIEWERS
Instructions To Official Reviewer
Response
Revise Resubmit -
Response Notes
See attachg ument with markup
Save Submit Response Send To Secondary Reviewers Add Responses to Official Response Notes

You last logged in Thursday, July 7, 2022 at 4:35 PM Eastem Time (US & Canada)
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Resubmit Submittal

Preceding Steps
The submittal requires
resubmission.

Role

Contractor, CM Firm

—

Outcome

The Submittal is resubmitted.

Steps

1. Inthe Submittals app, select the desired submittal > Click 'New Review Cycle'

n Jordan External Contractor A
EC on

EMO0001-01 - SCA CM Firm 4

116382 - DEFECTIVE CEILING

Adam SCA In House AEoR - SCA

Gia External REQMT-CM4 - SCA

Gia External REQMT-CM4 - SCA

Q Submittals C000015647-EM0001 - X074 Defective Ceiling Repair /"
& B @ NEw HISTORY =~ GDURL ¥
Q  pefalt v C 4 &  GC View (Please do not use the MARKUP function)
T:: Project Finder
[J Submittal Number Review Cycle CSl Code c v PROJECT INFORMATION
EER Apps
man [0 09900 001 09900 R
Expense Contract
Q Search Building ID X074
Design Number / Package Number
LLW
B Tasks REPAIR
Architect
Sandbox
§ Messages Contractor
CMFirm 4
Submittal Coordinator
[®)  submittals CM Firm 4

Official Reviewer

(') Getting Started

v~ DETAILS

Submittal Number

CS| Code

New Review Cycle

1 ltem(s)

2,2022 at 9:08 AM Eastern Time (US & Canada)

You last logged in Tuesday, Augu

Adam SCA In House AEoR - SCA
Sandbox

09900-001
naann

1.9.34.83 - DEVWEEK

Preview | I X

> SECTIONS
PROJECT INFORMATION
DETAILS
REVIEW CYCLE
REVIEWERS

COMMENTS

2. Select the submittal > Select 'Edit'

Q Submittals C000015647-EM0001 - X Defective Ceiling Repair  #*

n Jordan External Contractor A
JE G on

O 0990000 002

Expense Contract

Q Search Building ID
Design Number / Package Number
LLW
@ Tasks
Architect
@ Messages Contractor
Submittal Coordinator
a Submittals

Official Reviewer

0] Getting Started
~ DETAILS
Submittal Number

S| Code
Subi

1 Item(s)

at 9:08 AM Eastern Time (|
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3. Inthe Review Cycle section, scroll right to see the '..." icon > Select the '..." icon > Select 'SELECT FILE' to upload
a file > Select 'Save / Close'
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Download/View Completed Submittal File

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

All Actors —> Submittal is complete.

Step
Select completed submittal > In the References section, click on the file to view > Click 'Download' or 'View'
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Recall Submittal

Role Preceding Steps Outcome

Submittal Coordinator, Official . . Submittal is ret dt
. .ml al -oordinator ‘Y@ 3 submittal has been submitted. —> " n.“ alls returned o
Reviewer previous step.

Recall Scenarios
Submittal has been sent to the Submittal Coordinator — Contractor/CM Firm can request recall.

Submittal has been assigned to the Official Reviewer — Submittal Coordinator can recall.

Official Reviewer sends submittal back to GC for resubmission and a new review cycle has not started — Official
Reviewer can recall.

Step

In the Submittals app, select the desired submittal > Select 'Recall'
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