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Submittal Items 
 

Creating a New Submittal Item 

 
1. Navigate to the Submittals log within a project.   

 
2. Click the New Item button on top of the Submittal log.  

 

 
 

3. Fill in the fields of the Submittal form. Required fields are noted with *Required. These fields will 
need to be filled out in order to save the document.  
 

 
 

4. When you are ready to save the Submittal, click the Save button. 
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Editing a Submittal 
 

1. Navigate to the Submittal in the Submittal Items log and click the Submittal subject to open the 
document.  

 

 
 

2. Click the Edit button in the Details section.  
 

 
 

3. Update all fields you wish  to change. 
 

4. Drag and drop files as needed to the Attachments pane of the Submittal Item. 
 

 
 

5. When all changes are complete, click the Save button. 
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Batch Importing Submittal Items 
 

1. Navigate to the Submittals log within a project. 
 

2. Click on the elypse (…) button in the top right corner of the log. 
 

 
 

3. Click Batch Import and follow the three steps outlined in the wizard. 
 

 


