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ENGINEERING SUBMITTAL REVIEW 
Document Control starts the applicable Engineering Review Workflow(s) which sends an email notification 
to the Engineer. The Engineer will review the Submittal and provide the Response and then Pass the 
workflow. 

To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a 
specific section. 
 

Engineering Submittal Review  
Provide a Response 
Return to SSR 
Additional Resources 

 

ENGINEERING SUBMITTAL REVIEW 

The email notification for the Engineering Review Workflow will contain a link that directs you to the Submittal 
Package. There will be one or more Items in the Package that need to be reviewed and responded to. 

1) With the Package open, click on the Subject of first Item in the Submittal Item collection. 

 

2) Review the Details of the Item. 
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3) Scroll to the bottom and open and review the attached supporting documents(s). Make markups, as 
needed. **See Add markup annotations to a file for additional help. 

 

PROVIDE A RESPONSE 

4) Click Edit at the top of the Details panel. 
5) Complete the Reviewer Section fields at the bottom of the page. 

a. If no resubmittal is required, check the Closed box. 

 

https://help.projectteam.com/file-markups-and-annotations
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6) Save the record. 
7) Use the link at the top of the Item to return to the Package. 

 

8) Repeat steps 1-8 for each Item in the Package. 

RETURN TO SSR 

9) Click Take Action from the top of the Package form or from the Workflow panel of the Package.  
10) Select Pass. 
11) Provide Notes, as needed. 
12) Take Action. 
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RELATED RESOURCES 

Help Pages: 

• Viewing files and attachments 
• Add markup annotations to a file 

https://help.projectteam.com/viewing-files-and-attachments
https://help.projectteam.com/file-markups-and-annotations
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