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• This area maintains the record of submittals made and the corresponding status. A transmittal may contain 
more than one submittal item. 

• A submittal consists of the Transmittal Form ENG Form 4025-R (ENG 4025) identifying submittal items and 
their supporting documents. 

• Transmittals also aid in the generation of the digitally signed ENG 4025 form by both the Government and the 
Contractor.

• The Submittal Register and Specification Sections for the contract must be set up before submittals can be 
created and then combined into like types for transmittals that are sent to the Government. 

SUBMITTALS  
TRANSMITTAL LOG
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• The Government reviews and approves transmittals sent by the Contractor in the Transmittal Log module.

SUBMITTALS  
TRANSMITTAL LOG

These boxes are used to filter by 
each subset of Transmittal:
• Pending Government Receipt
• Transmittals in Review
• Pending Contractor 

Acknowledgment
• Completed Transmittals 
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• Contractor-submitted transmittals will 
be found in the Pending Government 
Receipt tile.  

• Once acknowledged by entering a 
Date Received by Government, the 
transmittal will move to the 
Transmittals in Review. 

• Proceed to Transmittals in Review to 
act on the transmittal. 

REVIEWING A TRANSMITTAL (GM)



5

REVIEWING A TRANSMITTAL (GM)

Summary of submittals included 
in the transmittal, attachments to 
review, and QA Code selection. 
The Primary Reviewer is 
selected here, as well. 

Add Government Remarks to 
Contractor or Secondary 
Reviewer Remarks. The 
Contractor cannot view 
Secondary Reviewer Remarks.

Review attachments included in 
the Document Package and sign 
the ENG 4025.

• Government view of transmittal in review.
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• During a review of the transmittal, it is not uncommon to have several reviewers for each of the submittal item 
assigned. In this case, the additional reviewers are added as Secondary Reviewers.

• If needed, the primary reviewer can compile remarks from all Secondary Reviewers and include those in the 
primary Government Remarks to Contractor field. This can be done by clicking on the notebook icon next to 
the field and clicking on the Copy Secondary Reviewer Remarks button.

REVIWING A TRANSMITTAL (GM)
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COMPLETING A TRANSMITTAL (GM)
• Once review on the transmittal is completed, one-click functionality is available for completing transmittals.
• Use the Apply QA Codes and Complete 4025 button to complete the transmittal with digital signature added 

to the ENG 4025. 

• If there are unsigned documents in the transmittal when 
clicking these buttons, RMS will present a warning. 

• Click Yes to proceed with signing the ENG 4025 and 
completing the transmittal. 
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COMPLETING A TRANSMITTAL (GM)
• Once review on the transmittal is completed, one-click functionalities are available for completing 

transmittals.
• Use the Apply QA Codes and Complete 4025 button to complete the transmittal with digital signature 

added to the ENG 4025. Use the Manually Attach Signed 4025 button to upload a version of the ENG 
4025 that was signed outside of RMS. 

• If there are unsigned documents in the transmittal when 
clicking these buttons, RMS will present a warning. 

• Click Yes to proceed with signing the ENG 4025 and 
completing the transmittal. 
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COMPLETING A TRANSMITTAL (GM)
• After confirmation of signing the ENG 4025, all Document Packages for the transmittal will be 

completed automatically. 
• All Document Packages for the transmittal will become Accepted, and the view will be locked for 

further editing.
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COMPLETING A TRANSMITTAL (GM)
• After confirmation of signing the ENG 4025, the 

Government view of the transmittal will change. 
o Most of the screen will become read-only, and 

edits will not be allowed.
o The Recall Transmittal button will activate and 

can be used to return a completed transmittal back 
to Government review. 

o The Add and Delete buttons will be deactivated on 
the Shared Document Package. 

o The Government Document Package remains 
open for adding Document Packages on the 
Government side for the transmittal. 

Read-only

Active

Active
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RETURN A TRANSMITTAL (GM)
• To return a transmittal for corrections, 

enter an applicable QA Code for 
resubmittal. 

• Some reasons for returning a transmittal 
may be (but are not limited to):
o Missing/incorrect attachments.
o Missing the required or requested 

submittal items.
o Submittal item was submitted under the 

incorrect Classification.
o Contractor Remarks to Government 

need updates.
• If not communicated verbally, enter 

guidance for resubmission into the 
Government Remarks to Contractor 
textbox.

• Any supporting documents can be 
included in a Shared Document 
Package, as well.  
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RETURN A TRANSMITTAL (GM)
• The transmittal will be sent back to the Contractor with the applicable resubmittal QA Code (code C, E, G, or 

X) and Government Remarks to Contractor, which should provide guidance to the Contractor for 
resubmittal, if not verbally communicated. 
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RECALL A TRANSMITTAL (GM)
• Use the Recall Transmittal button to return completed transmittals back to Government review. Please note 

this only returns the transmittal to the Government to make changes. 

Presenter Notes
Presentation Notes
Now to recall the transmittal from the government’s completion, the Recall Transmittal button has been added in Government Mode. 

So, as shown here on the slide, this transmittal has been reviewed by the government and sent back to the Contractor, but let’s say something in the QA Code or Government Remarks was incorrect, so when going back into the transmittal after it has been accepted, the new Recall Transmittal button is active. Now, the only changes that can be made during the recall are going to be in the QA Code and Government Remarks areas.

When that button is clicked, RMS will warn the user about what is going to take place, and then a transmittal recall reason must be recorded to complete the recall. The transmittal will be reverted back to the Contractor-signed and submitted transmittal before the QA Codes and signatures were applied to the ENG 4025 will be presented. 
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RECALL A TRANSMITTAL (GM)

• When viewing the Recall version of the transmittal 
from Revision History, the Show Recall 
Comments button has been added to view the 

comments entered by the Government for 
the recall.

Presenter Notes
Presentation Notes
When a recall is performed, that is going to be recorded as a recall in the revision history for the transmittal. If you select to view this recall version of the transmittal from the Revision History, the version of the transmittal as it was before the recal will be presented. 

In this view, the Show Recall Comments button is available, and this will bring up the Reason that was entered for the transmittal recall. 

Please keep in mind that this is not a return to the contractor for corrections. As I mentioned previously, QA Codes are to be used for that purpose. This capability is to recall the transmittal back to the Government from the Contractor and get the transmittal back into government review so that any fixes or updates can be made on the government’s part. 

When a transmittal is recalled, a new document package will be created for each new completion of the transmittal. So, if you recall a transmittal twice more after its initial completion, there will be three total document packages on the transmittal. 

If the recall is performed on a fully completed transmittal with the original document package being completed and sent to PCF already, then that document package will be locked down for edits. So, any edits or new signatures applied to the ENG 4025 in the following recall or recalls will be only be added to the active document package. 

One last thing to mention before we move on from this update: The Transmittal Recall button will not be available for any transmittals that have been submitted before the release of patch 495 which was just recently. 
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