OAKS CI-QUICK HELP

DESIGN REVIEW AND DISCUSSION
GROUPS




Design Reviews




Design Review Purpose

» The Design Review business process provides for the electronic
submission, review and approval of the program verification,
schematic design, design development and construction
documents

» This business process must be submitted at specific stages of
the design process as defined in the Associate’s contract

= Using this process, the Associate (A/E) submits drawings and
specifications electronically. The Project Manager coordinates
review of the submittal. Automated work flow guides the
process and documents the results in the project record.
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Design Review Roles

= Associate

Creates the designs, loads them into Unifier, creates the Design Review
record, submits the design review to the PM for review and responds to
comments from the review participants

(NOTE: IN ORDERTO ATTACH MULTIPLE FILES, THE DESIGN REVIEW
MUST BE CREATED IN DOCUMENT MANAGER)

* Project Manager (PM)

Provides an initial review to ensure completeness of items being
submitted and facilitates the detailed review by all appropriate
reviewers

= Review Participants

Participate in the detailed review of design items and submit a
comment log to the PM

Participants typically include the Owner, various Consultants, and the
Construction Manager (CM)
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Steps to Create a Design Review

Upload design documents in the project’s
Document Manager

Choose and highlight the folders/documents
to be reviewed

Click the arrow down button next to New and
choose the Design Review

The folders/documents will be automatically
populated to the record
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Upload Design Documents

= To associate a document to a business
process (BP) record it must first be uploaded
to the Document Manager

» All documents and directory structure can be
uploaded in one action using the
Intermediate File Transfer Utility

* The help file provides specific step by step
Instructions
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Upload Design Documents

» Upload design documents to the following

locations:

Program Verification Project Documents\0200
Design\0210 Program Verification

Schematic Design Project Documents\0200 Design\
0220 Schematic Design

Design Development Project Documents\0200 Design\
0230 Design Development

Construction Documents | Project Documents\0200 Design\
0240 Construction Documents
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Upload Design Documents

= Submission of pdf, plot, or similar file type
is preferred

» Ask your Project Manager if you are unsure
of the type to use

» Microstation & AutoCAD files can be
viewed using the Cimmetry viewer if
needed




Steps to Create a Design Review

Load design documents in the project’s
Document Manager

Create a Design Review record

Attach the documents to the Design Review
record

Submit the Design Review



Steps to Create a Design Review

Upload design documents in the project’s
Document Manager

Choose and highlight the folders/documents to
be reviewed

Click the arrow down button next to New and
choose the Design Review

The folders/documents will be automatically
populated to the record
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Create Design Review
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Steps to Create a Design Review

Upload design documents in the project’s
Document Manager

Choose and highlight the folders/documents
to be reviewed

Click the arrow down button next to New and
choose the Design Review

The folders/documents will be automatically
populated to the record
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Create Design Review

= Once you have selected the files and/or folders
to be attached, go to New in the upper left and
click the down arrow directly next to the New
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Create Design Review
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Steps to Create a Design Review

» Upload design documents in the project’s
Document Manager

* Choose and highlight the folders/documents
to be reviewed

» Click the arrow down button next to New and
choose the Design Review

= The folders/documents will be automatically
populated to the record
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Creating a Design Review
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Create a Design Review Record
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Routing The Design Reviews
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Initial Review

» The project manager reviews the design

submission to ensure it is complete and ready

for the review participants to consider

» They can view any attached document by
double clicking the file name in the lower
form (attachment index) and then double
clicking the file name in the window that
appears
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Initial Review
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Initial Review Workflow Actions

Return for
Clarification

To the Associate
Send for Detailed
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Detailed Review

= The PM will facilitate a deta
design submission

iled review of the

= Participants will review the design

submission and document g
comments, suggestions anc

uestions,
ISSUes In an

individual comments log, t

ypically an Excel

workbook or Word template provided by the

Project Manager
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Working with DiscussicA Groups




Discussion Groups -
Collaborating with Team Members

» |nselected business processes the task owner
can initiate a Discussion Group to solicit input
from other project team members

= Eligible participants are pulled from the business
process Add Assignee list

= |nvited members of the discussion group can
contribute their own text comments and attach
documents

= All participants can view each others comments
and attachments




Discussion Groups

= Task owner can:

Select which, if any, of the comments and/or
markups to use in creating final comments or
markups for the task

Hide or delete these comments

Consolidate comments for use in creating the
final comment or markup




Discussion Groups

= [nitiate a Business Process
Discussion Group

You may initiate a Discussion Group to
help you draft your comments or
markups

= Participate in a Business

Process Discussion Group
You have been requested to join

(participate) a discussion group by
another user who wants input before
completing a task
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Initiate A Discussion Group
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Initiate a Discussion Group

Design Review discussion groups can be initiated from the
Detailed Review step
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Initiate A Discussion Group

l £ Discussion Group - Windows Internet Explorer

Jiscussion Group Ends:

To... Ohio Instructar;

EE ,

The Discussion Group
Invitation window opens

Name the discussion
group
Click To and Choose the

user(s) to include in the
discussion group

Notes is a required field
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Discussion Group

* Note: When a discussion group is initiated,
ownership of the task remains with the
initiator (in this case the PM)

= Discussion group members may enter
General Comments but they cannot
initiate workflow actions or close the
discussion group
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Participating in a Discussion Group

» |fyou are invited to join a discussion group, a new Task will
appear in your Task logs, and you will receive an e-mail message

= The Sent for column of the Task log will indicate "Discussion”
distinguishing it from business process workflow related tasks

= Discussion group participants can add and save comments
within the discussion group




Task Sent for Discussion

User Mode » %] | File Edit View Help

=38 Home

=5 uMail
=-£9 Company
= Programs

=- [ Projects
= i .Irnulhplefulden
.uhrrntljl Training

Submmals 5 I.’J!?u'21 UU?

Action lten Training Al 2
Submittals SUB- Training Submittals 4 [
Submittals  SUB-0003  Training Submittals3 082112007

L Ihln Inst

Ohio Instrug

Ohio Instructor,s
Ohio Instructor,s
Ohio Instructor, ¢
Ohio Instructor,s
Ohio Instructor, s¢

Preferen

te Rev U!?|13|'200?

CM Review
CM Review
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Email Notification

B Submittals SUB-0013 is sent to you for Discussion.

! File Edit View Insert Format Tools Actions  Help
! (aReply | (=8 Reply to Al | 2 Forward | =4 | 4 | ¥

From: ustage_Motification

To: Sheila Meadows

Subject: Submittals SUB-0013 is sent to you for Discussion,

This is a system-generated e-mail message. Do not reply to sender.

Project Mame: Ohio Training Project
Sponsoring Company: State of Ohio

Record Mo Submittals SUB-0013
Title: Participate in Discussion Group

From: traini traini
Sent For: Discussion
Task Due Date:

1ere:

roject Tasks&p

- Message (HTML)

EIERIESSA¥IE « \\'hen users
respond to a
discussion
group, the
discussion
group owner
is notified by
email

=6784 &u=Instructor

For technical assistance contact support{@skire.com or call 1-866-G0 SKIRE (467-5473).
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Participate in a Discussion Group

Kl . 77
HS Unifier
08/07/2007 - Ohio Instructor Preferences Support  Logout

User Mode « [ﬁ] File Edit View Help
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= Drafts

CaT] 'ir""l'f” N Type Number  Ti Record Due | From Task Due
e Company Submittals SUB-0015 Discussionin Ge 091042007  train traind, s00 ;
=-[ii Programs
=-{if Projects
_" Ohio Training Project-Hon
Summary
L\ Aerts
-y ulail
25 Collaboration
5L Tasks

Page |1 of 1 Display | 100 ¥ items per page

= From the Tasks log, select the discussion group business
process

= (lick Open
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Participate in a Discussion Group

.
&) Design Reviews - Project No. UAT-070001 - Windows Internet Explorer
pen?task_id=2418parent Only=2

Est Constructi

1} Task Details

Attachment Index : (114)

i Aftachments
D 0240 Construction Docu

:- 3 civil
-1 Mep

K] I

Linked Records {0

0 ltem(s)

-

Design Reviews

1,000,000.00

L]

v &

= Participants can view all
b attached files by clickin g
Record Number. DR-0006 - O n t h e m

= Do not place comments
on individual files, these
are difficult to retrieve
and track

= To submit comments
Click General Comments
and attach a comments

log

Linked uails (0
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Add Commentsto a
Discussion Group

= Add text comments and/or attachments

/= Edit General Comment - Windows Internet Explorer

Add Hew Comments

Text Comment:

Discussion Group in Comments

Attachments : (0}
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Add Commentsto a
Discussion Group

* Your comments log must be uploaded to
the DM before you can attach it in
General Comments




Closing a Discussion Group

When a discussion group is closed, all invited
participants will receive an e-mail notification
» To close a discussion group:

The Initiator can close the discussion group at any time by clicking
“End Discussion Group”

This removes the task from each participant’s task log, regardless
of whether or not they have completed the task

» Discussion groups are closed automatically
when the Task in which the discussion group had
been initiated is completed, regardless of the
status of the discussion group comments
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Warning

» Using the Undo Accept Task function after
a Discussion Group has been initiated will
disconnect the Discussion Group

» All comment and attachments provided by
the participants will be deleted and will be

unrecoverable
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Managing Comments

» Once the discussion group has completed
review of the design submission, the
project manager will close the Discussion
Group and review the comments made by
the group members




Managing Comments

= At this point the PM can review comments and
attachments, add additional comments, and
remove comments and attachments. A few hints
regarding what Unifier allows:

If you entered the comment you can modify or remove it

If others entered the comment you cannot modify it but
you can remove it

If you open an attachment you can edit it but you must
do a save as and import the new file back into the
Document Manager and attach it as a new comment,
even if you created the original file and comment
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| ManagingComments

= Comments received in a discussion group can be
consolidated into a single, cohesive comment

BT - i
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R Copy Gener ol Co nments - Microsalt Internet Explarers
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Graphic markup S || - DS 01:42 P Local (SMT-8;  Brisn Mash wes

I Gt &0 any@ing on e Warkodp

Atachments: Hone
(]
skl %}J# 12005 071:41 P Local (e 1-2) Brizn Mesh argos -

LI TES De=sign looks greal Mead some touch up on e sruchural calculstan, they saemed & bitof
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Consolidating Comments

= Useful for consolidating comments and markups
received during a discussion group

= All attachments to comments will display as
attachments to the consolidated comment

= Consolidated comment logs can be made into
documents that are attached directly to the
business process form

Documents attached in the lower portion of a
document-type business process, or documents
attached directly to the business process form
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Copying and Consolidating Comments and
Markups

Note: Text comments can be copied and consolidated in General Comments.
Graphic markups that are attached to a General Comment cannot be copied
or consolidated

The following table summarizes copying and consolidating documents:

BP Feature Consolidate Text Comments Consolidate Graphic Markups

Documents attached to | Can copy and consolidate comments Can copy and consolidate graphic

Document-Type BPs made directly to attached documents markups on attached documents

File Attachments all BP | Can copy and consolidate comments Can copy and consolidate markups

types made to files attached directly to BPs made to files attached directly to BPs
(listed in Attachments link) (listed in Attachments link

General Comments Can copy and consolidate General Cannot copy or consolidate markups on
Comments files attached to a General Comment
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Copy General Comments

r“ = -
(5 Edit General Comment - Windows Internet Explorer @@

S = Click General
Comments link

= Click Add (or
2 Modify)

» Click the Copy
From button

The Copy General
Comments
window opens,
displaying the list
of existing
comments
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Copy General Comments

= Copy Comments - Windows Internet Explorer

Copy and edit from existing comments

Ohio Instructor

Ohio Instructor
Xtcomments:  Firs

Attachments: None

Company

AEE

= (lick the selection box next
to each of the comments
you want to copy into your
comments and click OK

Any additional file
attachments or markups

6 Edit General Comment - Windows Internet Explorer

) Attach = % Spelling... B Copy From
Add New Comments

Aftachments : (0)

B associated with each
comment are also copied
to the new comment

Make edits as necessary
Click OK
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Comment Response

» The Associate will receive design submittal
comments gathered from the Review
Participants and edited by the Project
Manager in this step

= Comments are accessed using the General
Comments function of the Design Review BP

» Depending on the situation, comments will
be contained in one or more Comment Logs
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Comment Response

» The Associate will address each comment either
by making modifications or additions to the
design deliverables or by responding to the
comments in the comment logs

= Where significant issues need worked out, much
negotiation and dialog may take place outside of
the Unifier environment through face to face
meetings, phone calls and email. Only the

resultant agreements need to be recorded in the
comments log.
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Accept or Reject the Design

» The Project Manager must review the
Associates responses and determine whether
to:

Accept the design submission
Reject the design submission or

Submit Comments to request additional
modifications to the design

* The Project Manager can also create an
additional Discussion Group session if desired
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Accept or Reject the Design

» Once the design review record has been
accepted orrejected itis placed in a ‘terminal’
status and it can no longer be updated by
project participants

» Users with proper access will be able to view
the record, all attached design documents,
the General Comments, and all attached
Comment Logs from the Design Review log
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Thank you!

OAKS Capital Improvements
4,200 Surface Road
Columbus, Ohio 43228-1395
1.888.644.6625 HELP DESK
e: OAKS.OAKSCI@DAS.STATE.OH.US

http://ci.oaks.ohio.gov/
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