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Purpose & Procedure

» The purpose of the Submittals BP is to provide a means for
managing and tracking the various forms of submittals
required for a successful construction project.

» The Submittals BP is used by contractors for the submission,
review and approval of submittals as stipulated in the
contract documents
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Roles & Responsibilities

» Contractor

» Submits documents, samples, etc. to Associate (A/E) for conformance with
contract documents

» Associate (A/E)

Reviews the contractor submittals for conformance with contract requirements
Advises contractors of submittals held for coordination of colors, patterns, etc.
Returns incomplete or unacceptable submittals to the contractor

Coordinates review of submittals with their consultants

Advises Lead Contractor (non-CM projects) of submittal review status for
scheduling purposes
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Submittals - Workflow Steps

Click the boxes to navigate directly to each section

Creation

(Contractor) AE Review (A/E)

Non-Electronically
sent Submittals

Submittals in Transit
Await (A/E)




Create Submittals (Contractor)




ORACLE' Primavera Unifier (Development)

# Company Work... QAKS Cl Traini... QAKS Cl Distric.... Oak Hillz Local ...

Oak Hills Local Building Project - Home: School Facilies 3  OAKS ClDistrict... »  Oak Hills Local B...

Create Submittals

Log into OAKS Cl and Follow these =

E-Signatures.

steps to Create a new record: = . S

Cost M HWAC Equipme!

Joe's Submittal 020001-03

Data Manager
" Mailing Submittal
. Matt's Consulting OCI-00081_PRT
Logs
Pipe Submittal
Action ltems K12
products

Advertisements K12

Sample of roofing material
Apgplications for Payment K12

Spec #2 Concrete

1. Click Logs to expand cos o

Closeout - Contractar K12 Test Submittal

Caniract K12 Test Submitta 7788

‘Contract Modification K12

2. Scroll down if necessary, v
Select Submittals K12

Fund Release K12
Fund Transfers K12

3. Click the Create button

[ ]

Locally Funded Initiative MOU
Meeting Minutes K12
Miscellaneous Change Order K12
Miscellaneous Commit K12
Miscellaneous Invoice K12
PS Acquisition K12
Potential Costs K12
Punch Lists K12
Purchase Orders K12
Request for Interpretafion K12
Request for Qualifications K12

Schedule Approvals K12
‘SubconiractorfSupplier Declarafions ...

Submittals K12

Total: 13




Complete General Tab

» Fill out all of the information
in the General Tab

» The sections marked with a
red * are required

E Create Mew Submittals K12 - Project No. SFC-080001.01 - Google Chrome

= O X

8@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/30207__uref=uuu925778772t4 Q

Create New Submittals K12

General Submitials List

Project Number Record Number

SFC-080001.01

Project Name Creator

Oak Hills Local Building Project Matthew Weber
Organization Name Creation Date
Facility Name Status
Title ™ Due Date

| Joe's Submittal 02001_07 |

Contract Name

| Test- CMR * Q= |
Contract No. Contractor Name
072215 Joe General Contractor

Drawing No.

Specification Section

Send Save — ¥

Comments Linked Records Linked Mai

o -1

Information

Mo Comments are available.




Add Line Items

1. Open Submittals List
2. Click Add

3. Select Line Item

@ ohioc-unifier.oracleindustry.com/bp/mod/bp/record/new/us1/1003/1251?__uref=uuu898273.. Q

Create New Submittals

General Submittals List

Organization

QAKS Cl Test

Project Number

QCI-0E0001

Project Name

Agency General Projecis Test

Project Location

OAKS Cl Administration

Title *
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Create New S

General Submigs

Actions =

Folder B -
Line liem
£+ W Anachments

Joe's Submittal 050001-02

\iew Cammenis by:  ap

F

- Ling lte...

E Create Mew Submittals - Project Mo, OCI-080001 - Google Chrome

- Folder Details

Name

= O

Send Save

8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/us1/1003/1251?__uref=uuu898273...

>
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Status Date Variat Attachments

Total: 1

Folder Path




Submitting Samples by Mail

[®] Create New Submittals K12 - Praject Mo, SFC-080001.01 - Google C...  — O x
W h d ° h S b e I h h h o I o & ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/... &
en sending the Submittal through the mail: Create New Submitials K12 T

General Submittals List

Line tem Dv >

Name

a) In the top section fill out all - e
fields as necessary

| Sample

b) Add Sent Date for Non- e _ e
Electronic Submission

c) Click Save or Save & Add New [ ]

Status Date

| 04/10/2020 = |

4 Non-Electronic Submissions
Sent Date Received Date

| 04/10/2020

How Was It Sent?
|UPS v |
¥ Motes




Submitting Samples Electronically

When submitting samples electronically:

E Create New Submittals K12 - Project Mo, SFC-080001.01 - Google Chrome — O >

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/30207__uref=uuu9257787.. &

a) Upload the document
from your computer by
clicking the Attachment
Button - > Browse

eral Submittals List




Submitting Samples Electronically -

Add Attachments

a) Navigate to the folder
where your documents
are stored

b) Select the attachment you \
want to upload

c) Click Open

E Open
L v $ » ThisPC » Documents * Const Submittals v | O
Organize « New folder I
- 3D Objects Le ] Name Date Type
B Desktop (%) Tile Sample Images 3/27/2020 3:13 PM Adobe Acrobat D...

v %] Documents

Adobe

Adobe Captivate Cached Projects
Construction

Submittals

\ A
Custom Office Templates
Design Review

Downloads

File name: _T;Ie Sample Images v| All Files
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Submitting Samples Electronically

E Create New Submittals K12 - Project No. SFC-080001.01 - Google Chrome — O *

& ochio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/30207_ur... &

Create New Submittals K12

» The Name field will be automatically
populated by the attached file i 5

Type

» Click the Type field to open the drop- = .
down, and make a selection from the list ey /|

55555

Warranty

» Click Save or Save and Add New

Sent Date




Submittal Record

E] Create New Submittals K12 - Project No. SFC-080001.01 - Google Chrome — O X

» After saving, the details of your e
submittal record will be added to ot e PO
the Submittals List tab e e e e

» Once both the General and
Submittals List sections are
complete, click Send to submit
the record

Submitted

Sent Date




Send Record for Approval

1) Click Send

[=] Create New Submittals K12 - Praject No. SFC-080001,01 - Google Chrome = m] X

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/30207__uref=uuud257787.. &

Workflow Action Details

4 Action Details

Workflow Actions

SSSSSSS

»  Choose Submit if you sent the
Submittal electronically. The
record will move forward to A/E
for AE Review.

|||||||||||||||||

[S] Create New Submittals K12 - Project No, SFC-080001.01 - Google Chrome = O X

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/new/us1k/1086/30207__uref=uuu9257787... a

Workflow Action Details X

»  Choose Submit via Transit if the
Submittal was sent through mail
or courier. The record will move
the forward to A/E for Submittals
in Transit Await.

4 Action Details
Workflow Actions ~ Send For
| Submit - AE Review

To
Archana Atrey:Jordan Zamary:Lance Witcher:Matthew Weber:Purna Irukulapati;Rits Michols;Sho...
CC

4 Due Date Details
Task Due Date
04/24/2020 12:09 PM

2) Click Send




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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