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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.

‣ The business process must be submitted at specific stages of 
the design process as defined in the Associate’s (A/E) 
contract.

‣ Using this process, the Associate submits drawings and 
specifications electronically. The Project Manager (PM) 
coordinates review of the submittal. Automated workflow 
guides the process and records the results to the project 
record.
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Design Review Roles
‣ Associate (A/E)

‣ Creates the designs, loads them into Document Manager, 
creates the Design Review record and attaches supporting 
documents, submits the design review to the PM for review and 
responds to comments from the review participants

‣ 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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Design Review Workflow
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Upload Design Documents
‣ Upload design documents into 

Document Manager and into the 
following locations:
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Program Verification Project Documents\0200Design\0210 Program 
Verification

Schematic Design Project Documents\0200Design\0220 Schematic Design

Design Development Project Documents\0200Design\0230 Design 
Development

Construction Documents Project Documents\0200Design\0240 Construction 
Documents



Create a Design Review Record
‣ In Document Manager, under Documents, select the 

appropriate folder where your documents are housed. 

‣ Select all of the document you wish to attach to the Design 
Review Record. 
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Create a Design Review Record
‣ Click the down arrow next to “New” and 

choose Design Review. 
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Create a Design Review Record
‣ The record will be created and the 

attachments will populate into the record. 
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Create a Design Review Record
‣ Fill out all of the information in the upper 

form of the record (General Tab)
‣ The sections marked with a red * are required
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Create a Design Review Record
‣ Select Workflow Action: Submit
‣ The “To” field will auto populate with the 

recipient
‣ Click Send
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Initial Review
‣ The Project Manager (PM) reviews the design submission to 

ensure it is complete and ready for the review participants to 
consider

‣ Navigate to: Collaboration -> Tasks
‣ Select Design Review and Click Open
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Initial Review
‣ 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 Workflow Actions
‣ Return for Clarification: Sends the review back to the 

Associate (A/E)
‣ Send for Detailed Review: Sends the review back to the PM
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Detailed Review
‣ The PM will facilitate a detailed review of the 

design submission

‣ Participants will review the design 
submission and document questions, 
comments, suggestions and issues in an 
individual comments log. This is typically an 
Excel workbook or Word template provided 
by the PM
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Questions?
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Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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