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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.

INVENETBY ey raimimsrroect. | A1 seochpoict e T —.

Submittal Items shared with me

Items | Packages

Show Latest Revisions Only

Item # « Subject Revision Date Material Needed On Site Reviewer Action Closed Created On Related Shared

Specification Section: 16

16-01.2 Lighting Specifications 3/4/21 Approved 2/23/21 3:30 PM %0 216

16-02.1 Lighting Fixture Color 37421 Approved 2/19/21 8:06 AM x0 L6
samples

16-03.0 Lighting Fixture Warranty 3/4/21 Approved 2/4721 11:22 AM x0  L7e

3. Fillin 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.

DETAILS

Subject +Required
‘ Type the Subject ‘
Specification Section ® +Required
Numby q
‘ Type the Nur ‘
Revision

o
Revision Dat

4. To add Submittals to the package, click the Add Existing button.

Submictal Items [ | Addxisting | create New

Item # Subject Revision Date Attachments Reviewer. Action Action Notes Closed
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5. Click the checkbox beside the title of each Submittal to add to the package by clicking the Add

button.
Add Existing Submittal Items
item # Subjeet Revision Date Attachments Reviewer Action Aetion Notes Closed
Electrical-01.1 Wiring Diagram 0
Electrical03.0 Raceways 0
Electrical02.0 Electrical Project Data 30
Electrical01.0 Wiring Diagram a0

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

submittal Items o A

Item # Subject Revision Date Attachments Reviewer Action Action Notes Closed
‘f| Electrical-01.1 Wiring Diagram /0 - - B
2
‘7| Electrical-02.0 Electrical Project Data 20 - - R
P
‘7| Electrical-01.0 Wiring Diagram X0

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

8. Inthe workflow pane, click Start New, select the appropriate workflow, and click Start

Workflow.
Start new workflow
Workflow Name Description
(Electrical) Submittal Workflow Utilize this workflow to send a Submittal Package to the Engineer of Record.
=
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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.

@- X~ PTAdministrator -
Submittal Packages shared with me New item || new package | - |
Item # Subject Revision Date Created On v Related Shared
16012 Lighting Package 2/23/21 3:30 PM %0 21 o )
Item # Subject Revision Date Reviewer Action Action Notes Closed
16:01.2 Lighting Specifications Approved

3. Click the Edit button in the Details section.

& Specificat

Specification Package: Electranic Packages

B ==
B s
4. Update all fields you wish to change.
DETAILS
Subject
Electronic Packages
General 1 Notes
&
Specificat | || aa || create ne
subj Specs Rev# Rev Date Discipline
‘T| Emission Models 2000 0 Electrical
‘T| and senso I 1000 Electrical

5. When all changes are complete, click the Save button.
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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.

Submittal Items

Item # Subject

‘i‘ 16-03.0 |L\gﬂtingFix(ureWarranty |

‘T‘ 16-02.0  Lighting Fixture Color Samples

‘T‘ 16-01.0 Lighting Specifications

Revision Date

Reviewer Action

Approved x

Revise and Submit %

Rejected as Noted %

Action Notes Closed | Attachments
[ /] %0
A
[0
A
(m] ?0

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

from the picklist.

Submittal Items | - H Add Existing eate Ne
Item # Subject Revision Date | Reviewer Action Action Notes Closed = Attachments
‘fl 16-03.0 Lighting Fixture Warranty u {0
L J Approved x
4
‘il 16-02.0  Lighting Fixture Color Samples [0
S Revise and Submit %
)
‘Tl 16-01.0  Lighting Specifications w] X0
_ Rejected as Noted %
4
4. Enter additional information in the Action Notes field.
Submittal Items | < H had Baisting ” e
Item # Subject Revision Date = Reviewer Action Action Notes Closed Attachments
‘f| 16-03.0 Lighting Fixture Warranty ° ®0
. Approved x
)
‘ . | 16-02.0 | Lighting Fixture Color Samples e Provide additional color ®0
o options.
)
16-01.0 Lighting Specifications X 0
‘;' Enine Rejected as Noted % Wrong fixture type. h
)
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5. Check the Closed box for submittals that are Approved or Approved as Noted.

Submittal Items e Add Existing
Item # Subject Revision Date | Reviewer Action Action Notes Closed | Attachments
‘4 . | 16-03.0 Lighting Fixture Warranty Tvpe the Action Notes @ ¥0
[ Approved x ype HIE ACTC R

(. 16-02.0 Lighting Fixture Color Samples " @0
‘7' Enting P Revise and Submit % Provide additional color
options.
4
(L] 16-01.0  Lighting Specifications X0
‘_' Ehtng Rejected as Noted % Wrong fixture type.

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.

Submittals from Powin

Your action

Pass

Mark as "Passed" and move forward to the next step

Cancel
Mark as "Cancelled" and stop the workflow

" Cancel ‘ |
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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.

€ Submittal Packages

Submittal Package: Lighting Package

SHARED WITH (1) View Al E ACTION ITEMS
= Show complete/obsolete items
75 5
W4 DETAILS
=] ACTIVITY
Subject
ing Packag
ng Package ner
Specification Section @
16
Number
o1
Revision
Revision Date No comments added to this document yet.
Be the first to comment.
Description

3. Confirm that the open Submittal Items in the package will be versioned as well by clicking

Yes.

New Package Revision?

Creating a new submittal package will
create revisions for each submittal item
in the package that has not been marked
"Closed"

No, nevermind
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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.

New Submittal Package Revision

DETAILS

Subject

Lighting Package
Specification Section @

16

Number

01

Revision

Revision Date

Description

conee

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

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

Workflow.

Workflow Name

(Electrical) Submittal Workflow

‘) Cancel |

Start new workflow

Description

Utilize this workflow to send a Submittal Package to the Engineer of Record.

ProjectTeam Quick Reference Guide
Last updated 3 March 2021

Invenergy



