R .

N
OAKS

Capital Improvements

Submittal Review
= OFCC Agency/Higher-Ed



Topics

Slide
Purpose and Procedure 3
Roles and Responsibilities 4
Workflow Steps 5
Submittals in Transit Await 6
Associate Review 11
Questions/Contact 20

Click the Home button from
any slide to return to this page

\
T A




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

T &

v

v

v

v

v




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.

. AJE receives an Email

Submittals SUB-0025 is sent to you for Submittals in Transit Await.

» Click on the “Unifier Login” A b
Sent For : Submittals in Transit Await
button to access the task
Source Mame : Agency General Projects Test
Record Mo : Submittals SUB-0025
Title : Joe's Submittal 080001-03

Unifier Login /
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Accept Task (A/E)

» Click Accept to begin
work on the record

[S] submittals - Joe's Submittal 080001-03 - Project No. OCI-080001 - Google Chrome

= O X

f ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/25866697task_id=25866698parent_id=08viewOnly=08&project_id=10...

ec|ine = v

Submittals

General Submittals List

4 Task Details
From

Matthew Weber

To
Archana Atrey.Brett Gundlach;Matthew Weber; OHIO Administrator;...

Sent For
Submittals in Transit Await

Organization Record Number
OAKS ClI Test SUB-0025

Project Number Creator
OCI-080001 Matthew Weber
Project Name Creation Date

Agency General Projects Test 04/08/2020 09:39 AM (UTC

Comments

Linked Records  Link¢ > s

Information
No Comments are available




Submittal Received

[=] submittals - Joe's Submittal 080001-03 - Project No. OC... — O *

4 The record Wi” remain in this Step until @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/openfusl.. &

the submittal is received. Submitals =

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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Send Record for Associate Review

E Submittals - Joe's Submittal 080001-03 - Project Mo. OCI-080001 - Google Chrome — O *

8 ohio-unifier.oracleindustry.com/bp/mod/bp,record/open/us1/24854/0/07srcid = 24854&model=us 1&fromcostlog=18&project_id=1003&nfl=0...

» Very the Workflow Action:

Workflow Action Details X

4 Action Details

» Submittal Received

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

» Click Send

» The A/E will receive the record
for the Associate Review step

Archana Atrey;Brett Gundlach;Matthew Weber,OHIO Administrator;Rita Nichols; Shauna Hooks:;...
cc

‘ Start typing for suggestions... e

4 Due Date Details
Task Due Date
04/23/2020 03:46 PM




Associate Review (A/E)




Receive Task - Associate Review (A/E)

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

+ A/Ereceives an Email

Submittals SUB-0021 is sent to you for Associate Review.

» Click on the “Unifier Login”

From : Matthew Weber
bUttOﬂ tO daCcess the taSk Sent For : Associate Review

Task Due Date : 04/20/2020 09:06 PM (UTC-5)

Source Name : Agency General Projects Test

Record No : Submittals SUB-0021

Title : Joe's Submittal 080001-02

Unifier Login
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Accept Task - Associate Review (A/E)

» Click Accept to begin
work on the record

E Submittals - Joe's Submittal 080001-02 - Project Neo. OCI-080001 - Google Chrome — O >

@ ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/25848927task_id=2584892&parent_id=08viewQ... &

Submittals \-becline =~

General Submittals List

4 Task Details Comments  Linked Records  Linked Mail » | 3

From
Matthew Weber

To
Archana Atrey;Brett Gundlach;Matthew Weber, OHIO Ad. ..

// v
Sent For
Submittals in Transit Await
Organization Record Number
OAKS CI Test SUB-0021 o
Project Number Creator Information
OCI-080001 Matthew Weber Mo Comments are available.

Project Name Creation Date




ssociate Review - Review Submittal (A/E)

a ) R eVi ew G e n e ra I ta b [S) submittals - Joe's Submittal 020001- 0. OCI-080001 - Google Chrome - O ¥
Q

@ ohio-unifier.oracleindustry.co p/record/opendraft/310277/1?__uref=uuu994980492t1
Submittals Send Save = v
b) Click Submittals List tab
) I C u m Itta s ISt ta - L Comments  Linked Records  Lin % | ZJ
Organization Record Number
OAKS Cl Test SUB-0021
Project Number Creator
OCI-080001 Matthew Weber
Project Name Creation Date & v v Hide m m
Agency General Projects Test 04/06/2020 09:00 PM (UTC-5)
Project Location Status
OAKS CI Administration Pending :

Title Due Date o

Joe's Submittal 080001-02 .
Information

No Comments are available.
Contractor Name

Contract Name

Joe's Contracting




ssociate Review - Review Submittal (A/E)

E Submittals - Joe's Submittal 080001-05 - Project Mo. OCI-080001 - Google Chrome — O x

} Se I e Ct a LI n e Ite m fro m t h e @ ohio-unifier.oracleindustry.com/bp/mod/bp/record/open/us1/24868/0/0?srcid=24868&model=us1&fromcostlog=18&projec.. &
Submittals List to view its subritas ot S0 = -

General Submittals List

L
d eta I IS Add = Actions v | View Comments by ay . 1 Line Item Details ~ Attachments  Links %

L3
3

2 v ||Q || B f
X Name
Name ®- /- Linelte... Status Date  Variati... o
4 [ Attachments Mo R
Q- Tile Sample.png Submitted 04/10/2020 05... Mo

Date Answer Requested

‘ 04/20/2020 05:00 PM (UTC-5) ® ‘

How Was It Sent?

‘ Other v ‘
Type
‘ Sample - ‘

Variation from Contract Documents?

Description of Variation

Total: 2




Associate Review - Review Submittal (A/E)

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

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2589313... &

» The default Line Item Status

will be set to Submitted

a) Change the status by

General Submittals List

Line Item Details  Attachments Linke %

Name

Bimite Sample.png

Date Answer Requested

‘ 04/20/2020 05:00 PM (UTC-5)

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

e

8 ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/2589313... @

Submittals Send Save
General Submittals List

Line [tem Details ~ Attachments Linke 3%

I . k . t h I I d ? Name
C I C I n g e I n e a n ‘H;v:e\:\fas It Sent? - ‘ S .
Se | e Cti n g O n e Of t h e Type Date Answer Requested

Sample 3 | 04202020 05:00 PM (UTC-5) ]

options from the drop

How Was It Sent?

d : | . Variation from Contract Documents? |Other - |
n I St Description of Variation Type
|Sample v |

b) Change the Status Date

~Lincltem Status

Submitted

Select
Conforms

Conforms as Noted

\
L
j‘

-ancel . Save . Save & Add New

Variation from Contract Documents?

Description of Variation

Held Line Item Status

j No Action Required | Conforms as Noted v |
Received
Rejected Status Date

I 04/07/2020 05:00 PM (UTC-5)




Associate Review - Review Submittal (A/E)

c) If the submittal item is not attached |L21,:;:::$m 2
to the record, record the Received
Date of each item in the lower form
Non-Electronic Submissions Block

Status Date
| 04/10/2020 05:00 PM (UTC-5) ) |

4 Non-Electronic Submissions
Sent Date Received Date

d) Click the Save button |¢}4.-'UE;;2{:2{: 05:00 PM 04/10/2020 05:00 PM (UTC-E &5

(UTC-E &

» Notes




Associate Review - Review Submittal (A/E)

» After SaVing, you will see the Ei ohio-unifier.aracleindustry.com/bp/mod/bp/record/opentask/2589313/undefined/undefined?_uref=uuu436200.. @,
updated Line Item Status and Submittals —— (oo = -
Status Date in the Submittals List o o
section of the record e ""“‘Z“ |H . ) P T 2 e

- .. ,m; r::i;mm . ‘

» When the all items have been . (e ormonioe. [je Date Answer Requested
updated and the record is ready ez osanou 1 )
to move forward, click Send | o

e Type
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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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