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Submittal Packages 
 
A submittal package is a group of one or more submittal items. 

 

Creating a New Submittal Package 

 
1. Navigate to the Submittal log within a project.   

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

 

 
 

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

 
 

4. To add Submittals to the package, click the Add Existing button. 
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5. Click the checkbox beside the title of each Submittal to add to the package by clicking the Add 
button.  
 

 
 

6. The Submittal Package form will show all of the Submittal Items added to the package.  
 

 
 

7. When you are ready to save the Submittal Package, click the Save button.  
 

8. In the workflow pane, click Start New, select the appropriate workflow, and click Start 
Workflow. 
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Editing a Submittal Package 
 

1. Navigate to the Submittal log within a project. 
 

2. Click on the Packages tab, then open the appropriate Submittal Package by clicking on the 
Subject in the gray header of the package.  

 

 
 

3. Click the Edit button in the Details section.  
 

 
 

4. Update all fields you wish to change. 
 

 
 

5. When all changes are complete, click the Save button. 
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Reviewing a Submittal Package 
 

1. Open the Submittal Package from the email notification, workflow log, or submittal package log. 
 

2. The Submittal Package Details page will open. Scroll to the bottom of the page to review the 
submittal items for the package. For each submittal item in the package, click the Subject in 
blue text to review the submittal information. 

 

3. Once reviewed, return to the submittal package and choose the appropriate Reviewer Action 
from the picklist.  
 

 
 

4. Enter additional information in the Action Notes field.  
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5. Check the Closed box for submittals that are Approved or Approved as Noted. 

 

 
 

6. Complete steps 2-5 for each submittal item in the package. Click the Save button in the top right 
corner to save the actions. 
 

7. When all items are complete Pass the workflow to the next step. 
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Creating a Revision to a Submittal Package 
 

1. Open the Submittal Package that needs revised. 
 

2. Click Create Revision in the top right corner of the Submittal Package. 

 
 

3. Confirm that the open Submittal Items in the package will be versioned as well by clicking 
Yes. 
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4. Note that the Revision number has been auto incremented, make changes as needed to the 
Submittal Package fields, and click Save. 

 

 
 

5. Update the new versions of the Submittal Items attached to the Submittal Package as 
required.  See Submittal Item QRG for more information. 
 

6. In the workflow pane, click Start New, select the appropriate workflow, and click Start 
Workflow. 

 

 
 


