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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

(cir:z-ggtr:,r) Associate Review (A/E)

Non-Electronically
sent Submittals

Submittals in Transit
Await (A/E)




Create Submittals (Contractor)




Create Submittals

Log into OAKS Cl and Follow these
steps to Create a new record:

ORACLE Primavera Unifier

1. Click Logs to expand

Agency General... +

Agency General Project... Agency >

2. Scroll down if necessary,
Select Submittals

Alerts Summary
Tasks

E-Signatures

3. Click the Create button Drafs
Mailbox
4. Select Submittals el

Cost Manager
Data Manager
Document Manager

Logs

PO FeWOE @ B> »ES

Reporis

DAKS

Worksp

Tasks

ORACLE" Primavera Unifier

Agency General___

Memorandum of Und....
Miscellaneous Commit
Miscellaneous Expen._..
Miscellaneous Invoice
Prevailing Wage Report
Professional Service. ..
Professional Service...
Professional Service_..
Professional Service. ..
Professional Service...
Program of Requirem..
Punch Lists

Purchase Orders
Request for Inferpret...
Request for Qualifica...
Schedule Approvals
Subconiractor/Suppii. ..
Submittals
Transmittals

‘Vendor Evaluation

—+ Create » Actions »

Submittals

Submittals with CM

>

Agency General ..

View

Contractor Nan

Test
Test Submittals
Test Submittals
Test Submittal
Katie Test 3
Katie Test 2
Shauna Test
Submittal 1
Submittal 1
Submittal
Test Submittal 1
Electrical Submittal
Submittal Test
Test2
S
Total: 20

OCI Test Gener:

0OCI Test Genery
0OCI Test Genery
0OCI Test Genery
OCI Test Gener:
OCI Test Gener;
OCI Test Gener:
0OCI Test Genery
0OCI Test Genery
0OCI Test Genery
0OCI Test Genery




Complete General Tab

[8] Create New Submittals - Project Mo, OCI-0800071 - Google Chrome = O x
8@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/us1/1003/1251?__uref=uuuB9827328t1 Q
Create New Submittals Send Sae =
General Submittals List
Comments Linked Records Linked Mail : :
Organization Record Number
/ OAKS Cl Test
. . . Project Number Creator
» Fill out all of the information
- Hid
- Project Mame Creation Date Ve m
in the General Tab
-< Project Location Status

QAKS Cl Administration

» The sections marked with a P

Joe's Submittal DE0001-02

red * are required

Contract Name
| Joe's Contracting - a - |

Information

Mo Comments are available

Contract No. Contractor Name

000102 | |'3C|_es'.9?5'5 |

Drawing No.
Date Answer Requestzd Specification Section
04/2512020 05:00 PM (UTC-5) '_-_| | |
4 Notes

Notes

\ OWKE Cl Submittal - Joe's Contracting




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...

>
Q,

-

Status Date Variat Attachments

Total: 1

Folder Path




Submitting Samples by Mail

Create New Submittals

When sending the Submittal through the mail: |- =—

a) In the top section fill out all s 3

How Was It Sent?

fields as necessary s :

e _< |Sa'np|e _|
b) Add Sent Date for Non-
Electronic Submission

c) Click Save or Save & Add New M= ]

N— | D4/06/2020 05:00 PM (UTC-5) i |

4 Non-Electronic Submissions
Sent Date




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

When submitting samples electronically:

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

O -

Submitting Samples Electronically

E Create New Submittals - Project No. OCI-080001 - Google Chrome = O *
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/new/us1/1003/1251?_ure... &,
Create New Submittals Send Save = v

Genera Submittals List

Line Item Details

Name

Date Answer Requested

| 04/20/2020 05:00 PM (UTC-5)

How Was It Sent?

|Other v |
Type
|Samp|e A |

Line ltem Status

| Submitted

atus Date

| 04/09/2020 05:00 PM (UTC-5)




Submitting Samples Electronically

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

b) Add an attachment to the Submittal:

»  Click the attachment button b

» Select Document Manager




Adding Attachments in Document Manager

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

1) Navigate to the folder where the document is stored

2) Click the document you wish to attach

E Create New Submittals - Project No. OCI-080001 - Google Chrome = O X
L]
3 ) ‘ I I C k Se I e ct @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/310426/17__uref=uuud8649479611# Q
) [=] Create New Submittals - Praject No. OCI-080001 - Google Chrome = O x
Select Files
8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/310426/17__uref=uuud86494796t1# Q
Home > Project Documents > 0300 Constructl Select Files w
Search | Find on Page
Name - W ocai Home » Project Documents » 0300 Construction * 0375 Record Documents
E DAS FIN Training - Certificate of Educat... #0300 g Search | Find on Page
Approved Change Orders 02004 Hame ®- | ocation Owmer Title Revision... Issue Date Size
0288 Miscellaneous 10300 E MEOSOW4.cav 0200 Construction/... | Shauna Hooks 12 KB
N 0290 Pictures 10300 g B ==mpl=.csv /0300 Construction'... | Shauna Hooks 1KB
\ 0380 Wiarranty #0300 g a sample.xls 10200 Construction'... | Shauna Hoaoks 114 KB
0375 Record Documents #0300 g v E Tile Sample png 300 Constructio...  Matthew Weber 2KB

0370 Close Out ezﬂﬁ
Copy Comments

Total: 4

Copy Comments




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

» Click Save or Save and Add New

Submitting Samples Electronically

[&) Create New Submittals - Praject No. OCI-080001... — O X
& ohio-unifier.oracleindustry.com/bp/mod/bp/record/ne... &

Create New Submittals Send Save = v

General Submittals List

Line ltem Details Aftachments Linked Records

Date Answer Requested

‘04.-'2 02020 05:00 PM (UTC-3) g ‘

How Was It Sent?

‘Other o
Type
|Sample L

Variation from Contract Documents?

Description of Variation

Line ltem Status

‘Submihed v

Status Date /
‘04:‘0 92020 05:00 PM (UTC-5) B ‘




Submittal Record

» 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

AN

Create New Submittals
Genera | Submittals List
add Commi I Line Item Details Attachments Linked Records
4 Q|| 8 || &
Name
| Name e oL Lnelte, | StawsDate |
4 I Attachment : E Tile Sample.png
) 1
| o = Tile Sample_png Submitied 04/09/2020 05... : Date Answer Requested
04/20/2020 05:00 PM (UTC-5)
How Was It Sent
Cther
Type
Total: 2 Sample
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Send Record for Approval

[&] Create New Submittals - Project No. OCI-080007 - Goagle Chrome = m] *

» Select the Workflow Action:

#@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/310228/17__uref=uuub34406531t1#

Workflow Action Details

4 Action Details

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

Workflow Actions * Send For,

4

Submit

Submit via Transit

[S] Create New Submittals - Project No. OCI-080001 - Goagle Chrome = m} X

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opendraft/310228/17__uref=uuu63440653 1t 1# (=}

»  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.

Workflow Action Details b4

4 Action Details

Workflow Actions * Send For

| Submit v Associate Review

4 Due Date Details
Task Due Date
04/20/2020 05:31 PM

» Click Send




Document Manager




Uploading to Document Manager

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.




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 | =

() Company Work. ..

Agency General Proje... .
Lelars d .} Company Work. .. Agency Agency General... +

Alerts g
Agency General Proje. .. Agency > OAKS Cl Adminis. . > Agency General ..
Alerts

Documents /
Tasks
Home » Project Documents

E-Signatures

i1 Drafts Create Actions v E B £ iew

Mailbox + Name “ - & R... B... Size Upload

Tasks
E-Signatures
Drafts
Mailbox

Information

Information ﬁ} 0000 Concept Developm...

Cost Manager .
: Cost Manager 0100 Acquisition

Data Manager 0200 Design

Data Manager

0300 Construction

Document Manager

Document Manager

0400 Post Construction

Documents Documents

0500 Extra Services

Recycle Bin Recycle Bin

0600 Budget

Unpublished Docum. ..

™ L. al z OO0 1D NN

Unpublished Docum.__.
Logs

Reporis




File Upload Window

. . € Upload Files - Google Chrome = O X
} A n eW WI n d OW WI | | a p p e a r fo r @ ohio-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=dms&from_object_type=folder&from_object_id=2168&_uref=uuu973562396t3
t d d f' | SEeTTT nromg select files to upload
File Size  Document Title Rev. No. Issue Date
23 Project Documents
Click B to ch files f
Advanced Options

File Upload Options Folder Upload Options

Include reference files # Upload files only
Upload folders and files
Revise automatically if file with same name exists
e




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

Drag and Drop the
documents into the
Upload Files window

Choose your folder of Documents
or Select Multiple Documents

| @ = | Upload

Home Share View

« v » ThisPC » Documents » Upload v O & Search Upload

Name Type Size

7 Quick access

Al-003%6 Adobe Acrobat D... A0 KB
[ Desktop -

@ ContractScheduleofValues_interface 2/5/2020 11:16 AM Microsoft Excel C... 1KB
¥ Downloads 5] done 2/5/2020 10:54 AM Text Document 1KB
5] Documents # [03 F010-03-CI-OAKSCI-Projectinformation 213/, PM Microsoft Word D... 36 KB
=/ Pictures -+ Small-Capital-Projects - Adobe Acrobat D.., 3533KB

. . @ Summary_Schedule_of_Value_Sheet 2/5/2020 11:19 AM Microsoft Excel C... & KB
e Creative Cloud Files
@ OneDrive
L ThisPC
€ Upload Files - Google Chreme - O 4

8 ohio-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=dms&from_object_type=folder&from_object_id=217&_ uref=uuu973562398t3

Drag and drop files here




Adding Documents

» If all folders and files have been added, you will see a green “Success!” screen

NE Upload Files - Google Chrome — LE x—

https://ohio-stage-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=bp&from_object_type==&from_object_id=&_ uref=u

Success!




Upload Documents

» You should see all your
documents in the

Upload Files window

» Click Upload button

e‘ Upload Files - Google Chrome

= O

& ohio-unifier.oracleindustry.com/bp/sys/dm/file/upload?file_type=dms&from_object_type=folder&from_object_id=2168_ uref=uuu973562395t3

Drag and drop or select files to upload

Document Title Rew. No.

Browse. .
File Name File Size
=3 Project Documents
ContractSchedulecfValues_interface csv 1KB
B done.txt 1KB
Summary_Schedule_of_Value_Sheet - Copy.csv 6 KB

—

Advanced Options

File Upload Options
Include reference files

Revise automatically if file with same name exists

Folder Upload Options
# Upload files only

Upload folders and files

Issue Date

3 items ready to be uploaded (7 KB)

Upload




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

ORACLE Primavera Unifier

#w Company Work... Agency +

4 Agency General Proje. . Agency » OQAKS Cl Adminis >  Agency General ...

Documents

Home > Project Documents

E-Signatures

Create w Actions v E A | -E a0 view x W || Q Su)
:  Drafis

i i Name - . = R.J E . ev.Nof Issue Dat
Maibox K Files or folders have been successfully uploaded to the | Issue Dal
Information an 0000 Concept Developme... currently open Document Manager. To see the changes.

o click Refresh
Cost Manager 0100 Acquisition
Data Manager 0200 Design Steve Mayo
0300 Construction Steve Mayo
Document Manager
0400 Post Construction Steve Mayo
Documents
0500 Exira Services Steve Mayo
Recycle Bin
0600 Budget Steve Mayo
Unpublished Docum...
P g Chrysanthemum_jpg (an} 3509 KB  03/30/2016 12...  Katie Tutile
Logs E Clear Browsing Data.docx (an} 386 KB 09/01/2016 12...  Katie Tutile
BEpCE & Construction Phase DB Tr... 26 MB | 02/00/2017 06... Katie Tuttle
B pesertipg oo 827 KB 08/30/2016 12...  Katie Tuttle H
-

g Penguins jpg oo 760 KB  09/02/2016 11...  Katie Tutile




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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