Creating a Transmittal

RMS 3.0 Contractor Mode \




From the main “Contract Menu”, sel
“Submittals”.
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From the submittals screen, select
“Transmittal Log”.
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RMS will default to “Draft Transmittals”.
Select “Add”.

M RMS - Resident Management System -

R 123 Troop Medical Clinic
[)4000633] W911KB-10-C-0123

Transmittal Log

) ) Drart Transmittals Pending Government Receipt Pending Contractor
Registe -01-Main Submittal Register [e—
ik to sslect another Regie 12 7 2

Edit @) Delete Draft Transmittals

brmittal tems included on Transmittal ) — o
Prepared Sent
NRIANT | 03312017
12/20/2017 02/08/2018
02/06/2018
111672017

015723 042572017

a2 042672017

01320-1 04/04/2017

13301 o7/1872017

013553 02/06/2018

01260000-1.1 041272017

01451-1 07/10/2017

01500-1.1 06/21/2017

Transmittal 01 35 29-2 - DRAFT: Not completed by contractor

Variation

R T— 7 | Primary Contractor T T
Reviewer

Evacuation Plan

Contractor Remarks to Government.




“Specification Sections with Outstanding Transmittals” will appear. Highlight the
specification section the transmittals is for and click “Next”.
Note: If near the end of the project or the required specification section has no
outstanding transmittals, clicking the “All Transmittals” button in the left hand
corner to include these sections as well.
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Start selecting the items that will be included on the transmittal log.
Note: RMS will remove any item(s) that are not the same classification
(FIO, GA, DA, CR, DA/CR) as the one selected.




RMS will provide the next transmittal number under the specification section.
Use the default, unless replacing a deleted transmittal number. Click “Finish”.
Note: If the item(s) being transmitted are a resubmission RMS, will provide the
correct “Transmittal Extension”.
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RMS will populate the “Date Prepared” date. If any items are a variation, select
the “Variation” box and enter in any comments that may be necessary for this

transmittal and are needed on the 4025.
Click “Contractor Data Entry Completed-Create 4025”. This will signal RMS to

generate the 4025 under the Document Package.
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RMS will advise that, after marking the transmittal complete, no more
data entry can be entered for the 4025 and this area will become read

only.
Click “Yes”.

Marking this transmittal completed will complete the
data entry portion of this transmittal. The transmittal
data will be read only for Contractor mode and no
additional changes will be allowed. An ENG 4025 will
now be generated. Do you want to proceed?
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RMS will advise the 4025 has been added to
the document package. Click “OK” to
acknowledge. Then highlight the document
package and either double click or click

“Edit”.

The transmittal data entry has been completed. The 4025 report has been
generated and added to the document package. You should now complete the
document package by adding any other relevant attachments and signing the
included documents as appropriate. Once complete, click the button in the
document package to submit it to the Government. Then finally return to this

screen to mark the Transmittal Package as completed.
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The 4025 will be available for signature.
Click “Sign Selected Documents”.
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“Document Signing” will appear. Click the
white box next to the 4025. Click “Next”.
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RMS will provide the default for the
electronic signature. Click “Finish”.




RMS will show under “Contractor Signature Status” that the transmittal has been
signed. From a working file, drag and drop any documents into the main white
area of the screen to add back up data for the transmittal item(s).

Note: If the 4025 is sighed outside of RMS, select “Manually Signed by
Contractor”. Consult your local Resident Office for file size limitations, i.e.
Alaska District has a 40mb file size.




When all the necessary documents have finished downloading, click
“Submit for Review”. RMS will inform you that the Document Package

will become read only. Click “Yes” if the information is ready to submit.
Click the “Back” arrow.
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At the bottom of the screen, click the white box “Contractor Completed-Locked
and Sent to the Government”.

RMS will advise you that the transmittal will move from draft to Pending
Government Receipt. Click “Yes” to submit the transmittal.

Per District/Office policy notify the Government Project Delivery Team that the
transmittal is awaiting their acknowledgment.

Marking this transmittal complete will pass it to the
Government for receipt and, if needed, review. The
transmittal will be read only for Contractor mode and
no additional changes will be allowed. Do you want to
proceed?




RMS will advise that the 4025 is has been generated. Click “OK” as the 4025 and
document package have already been completed. These items are not being
generated a second time.

Note: Once the transmittal has been sent to the Government, it cannot be
reviewed until the Government has out-processed it.

This transmittal is now marked complete. The 4025 report has been generated
and added to the document package. You should now complete the document
package by adding any other relevant attachments and signing the included
documents as appropriate. Once complete, click the button in the document
package to submit it to the Government.




