Within the submittal register, click the “add item” button.
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A new screen will prompt you to enter pertinent submittal information such as the name of the item,
spec section, and the category.

Add Submittal Item

Details

Then use the drag and drop feature to upload the submittal pdf that will be reviewed.
Xo

Attach



Check the box to the left on the item from the Submittal Register. Then click “Add to Package”

Submittal Register for |17-333 K5 | Replace Emergency Generator Enclosures v

[ Filter Submittal Items
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Click the “Create new Submittal Package” Then click “Continue”
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Fill in the fields shown below. Put the spec section number here

Then Click “Save”

. And the same title as the item here.

Processes | Documents | Calendar

Hii
Create Submittal Package
Details Save
Project 17-333 HSF | Replage Emergency Generator Enclosures
* Submittal Package Name | A/
Description |
Trade |
. «“ . ”
Check the box and click “Send for Review”.
Submittal Package Details
Submittal Package Overview = History
Request Comment | Update Dates | Generate Transmittal || Edit
Project | ~Mickey Test Project
Tile | test Ststus | Draft
Description
Submittsl Package # | 1-313146-0 Trade
Date Created | 02.262019 9:28 AM Created By Nichols, Lindsay
ltems Held By
Baseline Start Range Baseline Finish
Items ( Documents (0) Comments (0)  Custom Fields (0) | Revisions (0)
upBy[Nome  v| page per page 1 item(s) selected Send for Review | | SendtoSub | Addlitems | Remove ltems
¥ ltem Details Title #. Rev® SpecSection | SubSection Categary Status Submittal Coordinator Held By Reviewers
@ | PCIE | Temporary Tree Protection Fence - Product Data 40 015639 210 Product Data NEW



You will see the AE’s name under submittal coordinator and a review complete date. Do not copy others
on this submittal. Finally click “Send for Review”

Send for Review

Send for Review Cancel

* Submittal Coordinators Jean Graziano (University of Maryland, Baltimare) r
* Review Complete Due 03.18.2019 @
Date
CC Roles Client

Commissioning Agent
Construction Professional
Construction Trade Contractor
Cost Estimator

Design Professicnal Lead <
Design Sub Consultant

eB Admin

Fire Marsha

FM Help Desk v

The AE will receive an email notification that a submittal is in their court, and will download the pdf and
mark up the document. The AE will attach a new version into e-Builder, click on the submittal package
link to forward it to UMB for review.

Submittal Item Details

Submittal ltem Overview | Date Details | History

Project “**Mickey Test Project
Title Woven Silt Tube - Product Data
Mumber 5
Description

Package # 1-0001 01-0



The submittal package details screen will appear with a place for the AE to change the e-Builder status
to correspond its submittal action listed on the pdf to the e-Builder submittal options (See below). Once
the status has been changed, the AE will check the submittal item box and click “Forward for Review”.

Submittal Package Details

Submittal Package Overview | History

Praject
Title

Description

Submittal Package #
Date Created
Submittal Coordinator
Items Held By
Baseline Start Range

Items (1) | Decuments (0)

Mickey Test Praject

Temporary Trunk/Limb Protection Wrap - Product Data

2-0156 39-0
02.11.2016 3:06 PM
Charles Clements
Charles Clements

0302.2016 - 03.02.2016

Comments () | Custom Fields (0) | Revisions (0)

Group By | None v| page[1v|of1 show[10 ¥ perpage
Item Details | Title #4+ Rev?# Spec Section
(PCIE | Temporary Trunk/Limb Protection Wrap - Product Data 2 o 015639
Description Prefix

1. No Exceptions Taken
2a. Note Markings/Aftachments
2. Note Markings/Resubmit for Record

3. Amend & Resubmit

4, Rejected/Resubmit
5. Received, No Action Required

Status

Trade

Created By

Baseline Finish Range

Sub Section Category Status Submittal Coordinator

218 Product Data NEW ~ || Charles Clements

Subrmission appears to comply with CD's, Work can proceed.

Subrmission will appear to comply with CD's when noted comments are incorporated. Work can then procesd.

Subrmission will appear to comply with CD's when noted comments are incorporated, Work can then proceed, Resubmit corrected copy.

Submission has deficiencies which cannot be easily field corrected and does not comply with CD's, Work cannot proceed. Amend &

Resubmit.

Submission has fundamental deficiencies and does not comply with CD's, Work cannot proceed. Resubmit.

Used for submittals which do not require review
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A pop up screen will appear for the AE to select the UMB PM to forward the submittal to and include a
respond by date.

Forward For Review

Forward for Review Cancel

Project “*Mickey Test Project

* Forward To Baughan, James (University of Maryland, Baltimare)
Bazemore, Jamesha (University of Maryland, Baltimore)
Graziang, lean (University of Maryland, Baltimore)
Jani, Jagdish (University of Maryland, Baltimare)
McMeil, Ryan (University of Maryland, Baltimore)
Mundroff, Andrew (University of Maryland, Baltimare) <
s, 5 (ProcessConsultant)
Temasella, Marnie (University of Maryland, Baltimare)
Troy, Tahja (University of Maryland, Baltimore)

and/or Enter external user (email)

Type to search..

Lookup

Send Type ® Action Required @
Notify Only

* Respond By E

The UMB PM will receive an email notification that a submittal is in their court, and will either make
comments and upload a new version, or forward for review to the UMB reviewers. If the UMB PM is
forwarding to the reviewers they will click the package link highlighted below. If the UMB PM is

answering the submittal themselves, they will upload a new version and click “Review Complete” to

send back to the AE.

Submittal Item Details

Submittal ltem Owverview Date Details History

Project “*Mickey Test Project
Title Wowven Silt Tube - Product Data
Murnber 5
Description

Package # 1-00 01 01-0



The submittal package details screen will appear with a place for the UMB PM to check the submittal
item box and click “Forward for Review” to send to clients, UMB Reviewers, Fire Marshall, etc.

Submittal Package Details

Submittal Package Overview | History

Project | ™Mickey Test Project
Tile  Temporary Trunk/Limb Protection Wrap - Broduct Data

Description
Submittal Package = 2-01 56 39-0
Date Created 02.11.2016 3:06 PM
Submittal Coordinator | Charles Clements
Charles Clements

Items Held By

Baseline Start Range 0302.2016 - 03.02.2016

Items (1) Documents (0} Comments (0) Custom Fields (0) Revisions (0)
Group By | None ¥ | Page |1 ¥ |of 1 Show |10 ¥ | perpage
Item Details | Title #a Rev # Spec Section
75 LJ Temporary Trunk/Limb Protection Wrap - Product Data 2 0 015632

Sub Section

218

Trade

Created By

Baseline Finish Range

Category Status Submittal Coordinator

Product Data NEW ~ || Charles Clements

P&JCON

Howe, Rebecca

03.02.2016 - 02.02.2016

Held By

Charles Clements

Update Status

Request Comment

Send to Contractor

The individuals will receive the submittal, download the pdf, make comments, and upload a new

version. Then they will click the “Review Complete” button to send the submittal back to the UMB PM.

When the submittal finally gets back to the AE, they will go into the submittal package and click the

“Send to Contactor” button to return the submittal back to the Contractor to close. The AE must make

sure the final submittal action stamps in e-Builder and in the pdf correspond. If an e-Builder status
requires a revision, you will not be able to close out the submittal.

In order to create a revision, the contractor will need to click the “Create Revision” button. Then

proceed to follow the steps above.

Generate Transmittal

Forward for Review

Reviewers

Reviewers



