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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



5

Submittals – Workflow Steps

Creation
(Contractor) Associate Review (A/E)

Submittals in Transit 
Await (A/E)

Non-Electronically 
sent Submittals
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Create Submittals (Contractor)
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Create Submittals

1

1. Click Logs to expand

2. Scroll down if necessary, 
Select Submittals

3. Click the Create button

4. Select Submittals

3

4

2

Log into OAKS CI and Follow these 
steps to Create a new record:
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Complete General Tab

‣ Fill out all of the information 
in the General Tab

‣ The sections marked with a 
red * are required
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1
1. Open Submittals List

2. Click Add

3. Select Line Item

Add Line Items

2

3
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a) In the top section fill out all 
fields as necessary

b) Add Sent Date for Non-
Electronic Submission 

c) Click Save or Save & Add New

When sending the Submittal through the mail:

Submitting Samples by Mail

a

c
b
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a) Complete all necessary fields on the form:
‣ Date Answer Requested, How Was it Sent, 

Type, and Status Date

‣ When applicable, select Variation from 
Contract Documents and provide a 
Description of Variation

‣ Line Item Status is set to Submitted but can be 
changed by from a drop-down list

a

Submitting Samples Electronically
​​​First ensure your documents have been uploaded to
Document Manger (Slide 17) before proceeding

When submitting samples electronically:
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b) Add an attachment to the Submittal:

‣ Click the attachment button 

‣ Select Document Manager

b

Submitting Samples Electronically
​​​First ensure your documents have been uploaded to
Document Manger (Slide 17) before proceeding
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1) Navigate to the folder where the document is stored
2) Click the document you wish to attach
3) Click Select

1

2

3

Adding Attachments in Document Manager
​​​First ensure your documents have been uploaded to
Document Manger (Slide 17) before proceeding
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‣ The Name field will be automatically 
populated by the attached file

‣ Click Save or Save and Add New 

Submitting Samples Electronically
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‣ After saving, the details of your submittal record will be 
added to the Submittals List tab

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

Submittal Record
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Send Record for Approval

3

1

2

‣ Select the Workflow Action:

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

‣ 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.

‣ Click Send 
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Document Manager
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If you are using Document Manager to add attachments to the 
Submittals, this should be done before creating the Submittals 
Record. The following section will walk you through uploading files to 
the Document Manager.

Uploading to Document Manager
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About Document Manager

‣ Document Manager houses all your supporting documentation

‣ All documents must be uploaded into Document Manager first
before they can be attached to a record

‣ Provides a platform for maintaining a wide variety of files and 
documents

‣ Ensures that project participants are always working on the most 
current versions

‣ Provides ready access to all documents from anywhere at any time
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Document Upload
1. Navigate to Document Manager
2. Click on Documents
3. Click the Upload Arrow button 

1

2

3
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File Upload Window

‣ A new window will appear for 
you to add files

‣ Click Browse to choose files for 
upload
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Drag and Drop files

‣ Find the document(s) on 
your computer you want 
to upload

‣ Drag and Drop the 
documents into the 
Upload Files window

Choose your folder of Documents 
or Select Multiple Documents

Drag and Drop the 
documents into the 
Upload Files window
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Adding Documents
‣ If all folders and files have been added, you will see a green “Success!” screen 
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Upload Documents

‣ You should see all your 
documents in the 
Upload Files window

‣ Click Upload button



25

View Documents
‣ The window will close, and you will receive a message that your files have been uploaded

‣ Click the Refresh button to see the new files
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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