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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

(c%rs:rg:tlr) Associate Review (A/E)

Non-Electronically
sent Submittals

Submittals in Transit
Await (A/E)




Submittals in Transit Await (A/E)




Receive Task (A/E)

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

» AfE receives an Email

Submittals K12 SUB-0014 is sent to you for Submittals in Transit Await.

» Click on the “Unifier Login” o Matthow Webor

button to access the taSk Sent For : Submittals in Transit Await
Source Mame : Oak Hills Local Building Project
Record No : Submittals K12 SUB-0014
Title : Joe's Submittal 08001_07

Unifier Login
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Accept Task (A/E)

E Submittals K12 - Joe's Submittal 08001_07 - Project No. SFC-080001.01 - Google Chrome = O *

L] L]
> ‘ I I C k Acce pt to b e g I n & ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2075007task_id=2075008parent_id=08wiewOnly=08&project_id=1086&model=us1k8&._...

Submittals K12 ecune =.

WO r k O n t h e re CO rd General  Submittals List

H - . L]
A Task Details Comments Linked Records Linked Mail > | ew
From
Matthew Weber
To

Archana Atrey:Jordan Zamary;Lance Witcher,Matthew Weber;Purna Irukulapati;...

sent For
Submittals in Transit Await A
Project Number Record Number
SFC-080001.01 SUB-0014 o
Project Name Creator TR
Mo C: ts ilable.
Oak Hills Local Building Project Matthew Weber o Lomments are svalisbls




Submittal Received

[=] submittals - Joe's Submittal 080001-03 - Project No. OC... — O *
) The record Wi” remain in this Step until @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/openfusi.. &
the submittal is received Submitials (Snapoe = -

. /

Genzral Submittals List

Line Item Details Attachments Linked Records

» Do not send record forward until

sample has been received Name
Tile Sample
» Once received, confirm by sending the P

04/22/2020 05:00 PM (UTC-5)

record forward

How Was It Sent?

USPS - First Class

» Click the Send button in the top right corner
of the record

Type
Sample
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» Very the Workflow Action:

» Submittal Received

» Click Send

for the AE Review step

Send Record for AE Review

E Submittals K12 - Joe's Submittal 08001_07 - Project No. SFC-080001.01 - Google Chrome —

» The A/E will receive the record

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentask/207500/undefined/undefined?_uref=uuud45667931t4

Workflow Action Details X

4 Action Details

Workflow Actions * Send For
‘ Submittal Received v AE Review
To

Archana Atrey;Jordan Zamary;Lance Witcher;Matthew Weber; Purna Irukulapati;Rita Nichols;Sho.._.
cc

Start fyping for suggestions... ™

4 Due Date Details
Task Due Date
04/27/2020 09:34 AM




AE Review (A/E)




Receive Task - AE Review

. . Project/Shell: Oak Hills Local Building Project
. A/E receives an Email

Submittals K12 SUB-0014 is sent to you for AE Review.

» Click on the “Unifier Login” From Matthew Weber
Sent For : AE Review
bUtton to dCCEeSS the taSk Task Due Date : 04/24/2020 11:35 AM (UTC-5)
Source Name : Oak Hills Local Building Project
Record No : Submittals K12 SUB-0014
Title : Joe's Submittal 08001_07
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Accept Task - AE Review

» Click Accept to begin
work on the record

E Submittals K12 - Joe's Submittal 08001_07 - Project No. SFC-080001.01 - Google Chrome

= O X

@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentask/207468?task_id=207468&parent_id=08viewOnly=0...

SmelttaIS K12 \} eciine =

General Submittals List

4 Task Details Comments

From

Matthew Weber

To

Archana Atrey;Jordan Zamary;Lance Witcher,Matthew

Sent For

AE Review

Task Due Date B

04/24/2020 11:35 AM (UT

Linked Records Link >

=1 23

Information

No Comments are available

Project Number Record Number
SFC-080001.01 SUB-0014
Project Name Creator

Oak Hills Local Building P Matthew Weber




E Review - Review Submittal

E Submittals K12 - Joe'

a) Review General tab e

Submittals

b) C | i C k S u b m itta Is Li St ta b _ Srciact lhmber  aoord fnsber Comments  Linked Records  Linked >  ra

| 08001_07 - Project No. SFC-080001.01 - Google Chrome - m] X

stry.com/bp/mod/bp/record/opentask/207530/undefined/undefined?__uref=uuud4566...

Send Save = v

yaN

Submittals List

SFC-080001.01 SUB-0014
Project Name Creator
Oak Hills Local Building Matthew Weber

Organization Name Creation Date g - v/| Hide m m

04/10/2020 11:35 #

Facility Name Status

Pending :

Title Due Date o

Joe's Submittal 08001 _
Information

Ne Comments are available
Contract Name

Test - CMR

Contract No. Contractor Name

072215 Joe General Contractor




AE Review - Review Submittal

B [&)] Submittals K12 - Joe's Submittal O Project No. SFC-0800 Goagle Chrome - O 4
} S e I e Ct a LI n e I te I I l fro I I I t h e 8@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentask/207530/undefined/undefined? _uref=uuud4566793 1t4#
Submittals K12 Send Save = v

L] L] L] L]
Submittals List to view its |
General Submittals List
. - . N A
d eta I IS Add v Actions v View Comments by: g - Line Item Details Attachmenis Linkk > Kk

| 4 Cllg~ || Q| |B| &
. Name
Name - ./ === Line Ite... Status Date Variati.. i y
| — Tile Color Sample &
4 I Attachments No
Test Submittal No Action R... No
Type
ﬂ' Tile Color Sample Submitted No
| Sample v

| Variation from Contract Documents?

Description of Variation

e

Line Item Status

‘ Submitted v ‘

Status Date

Total: 3




AE Review - Review Submittal

=) submittals K12 - Joe's Submittal 08001_07 - Project No...  — m} X

& ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentas...

» The default Line Item Status Submittals K12
will be set to Submitted e _swemess

Send Save = ¥

B . ) KA E Submittals - Joe's Submittal 080001-05 - Project No. OCI-080001... — m} *
Line Item Details Attachments Linked Records KN
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2589313... @
Name Submittals Send Save = =
C h t h t t b | Tile Color Sample | & ~ General  Submittals List
a a n ge e S a u S y Line Item Details ~ Attachments  Linke 3 ol
Type

clicking the line and (st -]

H B Tile Sample png fill
Se | e Ctl n g O n e Of t h e Variation from Contract Documents? Date Answer Requested
options from the drop- (om0 2)

How Was It Sent?

down list [oer d

Type
| Sample v |

Line Item Status

Submitted hd

ass

Select

b) C h an ge t h e Stat us Date Conforms | Variation from Contract Documents?

Conforms as Noted Description of Variation

Held

4 No Action Required

Received

Rejected Line Item Status

| Conforms as Noted - |

How Was It Sent?

Status Date
I 04/07/2020 05:00 PM {UTC-5)

Cancel Save Save & Add New




AE Review - Review Submittal

c) If the submittal item is not attached
to the record, record the Received
Date of each item in the lower form |L('3"{:ﬂ'§:::;:‘:;ed ]
Non-Electronic Submissions Block

Line Item Details Attachments  Linked Records ol

Status Date

| 04/13/2020 = ‘
d) Click the Save button e R
on-Electronic Submissions
Sent Date Received Date
|D4r'10.-’2t}20 EJ/ 04/13/2020 -

How Was It Sent
UPS

Save & Add New
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AE Review - Review Submittal

E Submittals K12 - Joe's Submittal 08001_07 - Project No. SFC-080001.01 - Google Chrame — m}
@ ohio-dev-unifier.oracleindustry.com/bp/mod/bp/record/opentask/207530/undefined/undefined? _uref=uuud4566793 1t4#

» After saving, you will see the o (- -
updated Line Item Status and R

Status Date in the Submittals List _Linetemecs  ptachments Lot > | &

. View Comments by ay v 1 5 =l v
section of the record 2 5 [ |
- ile Color Sample & v

m—————————————a

Name &} Linelte... Status Dat :

4 I Attachments : : Type

o) Tile Color Sample : Conf 04/13/2020 : Sample

! I
e ==

» When the all items have been
updated and the record is ready
to move forward, click Send

Variation from Centract Documents?

Description of Variation

Line ltem Status

Conforms as Noted

Total: 2 m
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E Submittals - Joe's Submittal 080001-05 - Project No. OCI-080001 - Google Chrome — O >

Send Record

» Select the Workflow Action:

#@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2589313/undefined/undefined?__uref=uuud36200... Q

Workflow Action Details X

4 Action Details

Workflow Actions * Send For

select b

Accept

» Accept will complete the workflow and
end the record

Send for Consultant Review
Return for Clarification
Send Hold Motice

» Send for Consultant Review will send
the record to a consultant to review the
record. You will need to select the
recipient from a list of consultants that

E Submittals - Joe's Submittal 080001-05 - Project No. OCI-080001 - Google Chrome — O X

Q,

8@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2589313/undefined/undefined?__uref=uuu436200...

Workflow Action Details *

4 Action Details

have been given access to OAKS Cl and “‘12’0':::“’“"“""5* m
your project. See job aid to cc

Archana Atrey % | Matthew Weber % | Rita Nichols ¥ | Shauna Hooks x

-
Steve Mayo % | Contractor X | | Project Manager x

» Return for Clarification will send the
record back to Contractor for Update

» Send Hold Notice will send the record to
A/E and notify all project users of hold

» Click Send
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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