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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

Creation
(Contractor) Associate Review (A/E)

Submittals in Transit 
Await (A/E)

Non-Electronically 
sent Submittals
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Submittals in Transit Await (A/E)
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Receive Task (A/E)

‣ A/E receives an Email

‣ Click on the “Unifier Login” 
button to access the task
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‣ Click Accept to begin 
work on the record

Accept Task (A/E) 
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‣ The record will remain in this step until 
the submittal is received.

‣ Do not send record forward until 
sample has been received

‣ Once received, confirm by sending the 
record forward

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

Submittal Received
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‣ Very the Workflow Action:

‣ Submittal Received

‣ Click Send
‣ The A/E will receive the record 

for the Associate Review step

Send Record for Associate Review
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Associate Review (A/E)
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Receive Task – Associate Review (A/E)

‣ A/E receives an Email

‣ Click on the “Unifier Login” 
button to access the task
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‣ Click Accept to begin 
work on the record

Accept Task – Associate Review (A/E)
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a) Review General tab

b) Click Submittals List tab

a

b

Associate Review - Review Submittal (A/E)
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‣ Select a Line Item from the 
Submittals List to view its 
details

Associate Review - Review Submittal (A/E)
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‣ The default Line Item Status 
will be set to Submitted

a) Change the status by 
clicking the line and 
selecting one of the 
options from the drop-
down list

b) Change the Status Date

Associate Review - Review Submittal (A/E)

a

b
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c) If the submittal item is not attached 
to the record, record the Received 
Date of each item in the lower form 
Non-Electronic Submissions Block

d) Click the Save button

Associate Review - Review Submittal (A/E)

c

d
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‣ After saving, you will see the 
updated Line Item Status and 
Status Date in the Submittals List 
section of the record

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

Associate Review - Review Submittal (A/E)
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‣ Select the Workflow Action:

‣ Accept will complete the workflow and 
end the record

‣ 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 
have been given access to OAKS CI and 
your project.  See job aid to 

‣ 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

Send Record
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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