Adding Submittal
Reviewers

RMS 3.0 Government Mode




It Is Important to remember that all GA
transmittals need to have at least one
reviewer added and at least 10% of all FIO
transmittals must be reviewed.

Any GA transmittals that does not have a
reviewer assigned will default to the assigned
project engineer. Any FIO transmittal that
does not have a reviewer will be “F” coded
and out-processed by the next business day.




From the main “Contract Menu” select
“Submittals”.
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Contract Description

Enter award description and funding sources.
Contract Iocation should be entered.

Contract File
Identify and send documents te PCF.

Request for Information
Respond to RFI's from Contracror.

Contractor Insurance

Track General, Auto, and Workman's Comp
Insurances.

Contract Status

Enter status/deiay codes. Update Issues and
Phato.

Contract Setup
Determine haw contract is ta be managed by QA
and QC staff. Setup submiteal registe:

Contract User Entries
Insert data for District generated macros for
reporting.

Contractor Payrolls

Enter or Review Contractor Payrolls for
Department of Labor reporting purpases.

Contract Personnel
Assign PDT and view User Roles.

P2 Projects
Link RMS Contract to P2 Project.

Prime Contractor
Identify Contractor far payment pu:
view Contractor Staffing.

Labor Interviews

Conduct Labor Standard Interviews for Davis-
Bacon Compliance.

Contract Documents
Identify and send documents to PCF.

[ —
Create, edit, and view, Letters and Memos.

Subcontractors
Identify Subcontractors, POC', and Trades.

Action Item Control

Control sefection, severity and responsible parties
for contract action izems.
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Select “Submittal Reviewer
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Cuntract Reports

T Submittal Register Transmittal Log Submittal Reviewers
List of Specification Sections required for this Required Submittal items to be provided by Record of Submittal items transmitted for Seleet Personnel to review transmittal items sent
contract. Contracror. Government review ar infarmation. for review by the Contractor.




Submittal items that have not been assigned
to a reviewer will be marked as <Not Set>.
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Register 01-Main Register

Click 0 select another Register

UPDATE

T | Item No T
011940.0029
0132010010
013526
013526
013526
013526
013526
013526
013526
013526

P Y P T

01 50 00
01 50 00
01 50 00
01 50 00
01 50 00
017419.0129
017419.0129
0178 00
0178 00
0178 00
0178 00
0178 00

This view allows for batch type operations on submittal register items. Click on the UPDATE
button to access these operations such as replacing invalid reviewers or replacing one
reviewer with another. You can alse change the Reviewers and Review Days for submittal
items directly in the data grid below.

Submittal Items X 4] settings %) Bxport

Drag 3 column header and drop it here to group by that column

De:
Equipment Schedule

Project Scheduler Qualifications
Accident Prevention Plan
Activity Hazard Analysis
Crane Critical Lift Plan

Crane Operaters

Confined Space Entery Permit
Hot Work Permit

License Certificates
Certificate of Compliance
Construction Site Plan

Traffic Control Plan

Backflow Preventer Tests
Backflow Tester

Backflow Preventers

Waste Management Plan
Records

Warranty Management Plan
Warranty Tags

Final Cleaning

Spare Parts Data

Preventative Maintenance

o — + | Primary T Review

Reviewer
<Not Set>

<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>

<Not Set>

<MNot Set>
<MNot Set>
<Not Set>
<Not Set>
<Not Set>
<Not Set>
<Nat Set>
<Nat Set>
<Nat Set>
<Nat Set>

<Nat Set>




The following slides shows the many options
on how to assign submittal reviewers.




Option 1: Update each item one at a
time.




Click on the right hand side of the Primary
Reviewer to bring up the drop down menu to
access the staff look u

B RS - Resident Management Syster

Government Mode Home

Testing Project ContractSelection

Da C Contract Menu

KODO014 Replace Buskin River Waterline
[14001410] W911KB-17-C-0017

Register 01-Main Submittal Register

button to access these operations such as replacing invalid reviewers or replacing one
Feviewer with another. You can also change the Reviewers and Review Days for submittal
items directly in the data grid below.

Register 01-Main Register button to access these oper
reviewer with another. You can
dec aother Registar items directly in the data grid below.

UPDATE Submittal Items X &) bpot
UPDATE Submittal Items

on T Description

temNo T | Description
0119400020 Concrete Anchor Block Locaton Survey <NotSet>
013525 Crane Operstors <Notset>
013525 Reports <Notset>
013525 Crane Reports <Notset>
013525 Certfiates of Compliance <Notset>

10119400029 Equipment Schedule
0132010010 Project Scheduler Qualifications
013526 Accident Prevention Plan

<Notset>
<Notset>
013526 Activity Hazard Analysis <Not Set>
013526 Crane Critcl Lift Plan
013526 Crane Operators

013526 Confined Space Entery Permit
013526 Hot Work Permit

<NotSet>
017800 Record Drawings. <Notset>

017800 <Notset>

<NotSet>
<Notset>
032002 Fabrication and Placement <Notset>
<Notset>
032002 Materials <Notset>
013526 License Certficates <Notset>
032002 Welding <Notset>

032002 Zinc-Coated (Galvanized) Reinforcng <Notset>
032002 Test, Inspections and Verfcations <Notset>
032300 Instalation Drawings <Notset>

013526 Certficate of Compliance.
015000 Construction Site Plan
015000 Traffic Control Plan

<Notset>
<NotSet>
<NotSet>

015000 Backflow Preventer Tests. <Notset>

032300 Prestressing Method and Equipment <Not Set>
032300 Materials Disposition Records <NotSet>
032300 Stressing Tendonds and Accessores <NotSet>

5230 e ey

015000 Backflow Tester <Notset>

015000 Backflow Preventers <Notset>
0174190129 ‘Waste Management Plan
0174190129 Records

017800 Warranty Management Plan
017800 Warranty Tags

017800 Final Cleaning

017800 Spare Parts Data

<Notset>

88888 EEEEE o 88888 Y

<Notset>
<Notset>
<Notset>
<Notset>

<Notset>

338383238392 23833822¢8282¢238

<Notset>

017800 Preventative Maintenance




Starting typing in the primary reviewer’s name into the search box to
narrow down the list. Highlight the reviewer’s name and select “OK”.

aQ ?=Q Staff Member Lookup
=" Staff Member Lookup

Staff Members McG

— e o

Drag 2 column header and drop it here to group by that coiumn

Drag 2 column header and drop it hers to group by that column
Sort Name

Sort Name

McGarvey, Stonay
Santiago, Victoria > ([ McGavran, Kelly
Engineer, Architect | McGuire, Paul
Lawrence, Jennifer
Veatch, Black &
Obermeyer, David
Callicott, Michael
Falcik, Neil
Engineer, Architect
Polizzano, Denise
Ruhela, Ajay
Kumar, Raj b

Schweizer, Mike

Piening, David
Schneider, Ken
Wallace, Mark
Meal, Darrell
Singson, Reynalds
Kalli, George
Jong, Ze

Margan, Christine
DPW, DPW.
Chalup, Coleman
Morthern, Olen
‘Wood, Levi

Hilton, Cheryl -

HERRENERENENN RN NN

oK | [ canel | [ Clearseleciion

OK ‘ | Cancel | | Clear Selection




The reviewer will be added.
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Register 01-Main Register

Click 0 select another Register

UPDATE

T | Item No T
011940.0029
0132010010
013526
013526
013526
013526
013526
013526
013526
013526

P Y P T

01 50 00
01 50 00
01 50 00
01 50 00
01 50 00
017419.0129
017419.0129
0178 00
0178 00
0178 00
0178 00
0178 00

This view allows for batch type operations on submittal register items. Click on the UPDATE
button to access these operations such as replacing invalid reviewers or replacing one
reviewer with another. You can alse change the Reviewers and Review Days for submittal
items directly in the data grid below.

Submittal Items X 4] settings %) Bxport

Drag 3 column header and drop it here to group by that column

+ | Primary T Review

LR ABLD Y Reviewer
Equipment Schedule [McGavran, Kelly [z
Project Scheduler Qualfications <Not Set>
Accident Prevention Plan <Not Set>
Activity Hazard Analysis <Not Set>
Crane Critical Lift Plan <Not Set>
Crane Operators <Not Set>
Confined Space Entery Permit <Not Set>
Hot Work Permit <Not Set>
License Certificates <Not Set>
Certificate of Compliance <Not Set>

Construction Site Plan <Not Set>

Traffic Control Plan <Mot Set>
Backflow Preventer Tests <Mot Set>
Backflow Tester <Not Set>
Backflow Preventers <Not Set>
Waste Management Plan <Not Set>
Records <Not Set>
Warranty Management Plan <Not Set>
Warranty Tags <Not Set>
Final Cleaning <Not Set>
Spare Parts Data <Not Set>

Preventative Maintenance <Nat Set>




The following options is just for “Assign
Primary Reviewer for Unassigned Reviewers”.
The other options In the drop down menu will

be covered by other step-by-step
Instructions.




After selecting “Assign Primary Reviewer to Unassigned Submittals” the
“Replace Submittal Reviewer” menu will appear. Options 2-4 will cover
the three options listed below.

em
Testing Project Government Mode Home
g J Contract Selection <,‘:'
[14000672] W911KB-00-C-024A —

Contract Menu

Replace Submittal Reviewer




Option Number 2: All Submitted Items

» This option fills in all submittal items that are currently <Not Set> with the
selected reviewer. This will not overwrite previously assigned reviewers.




Select “All Submittal Items” and click on the
blue box next to “Assign Primary Reviewer”.
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The “Staff Member Lookup” will appear. Start typing in the name of the
reviewer in the “Search” box. This will narrow down the list. Highlight

the name of the reviewer and select “OK”.

;=_..Q Staff Member Lookup

Santiago, Victoria

Engineer, Architect
Lawrence, Jennifer
Veatch, Black &
Obermeyer, David
Callicott, Michael
Folcik, Neil
Engineer, Architect
Polizzano, Denise
Ruhela, Ajay
Kumar, Raj
Schweizer, Mike
Piening, David
Schneider, Ken
Wallace, Mark
Neal, Darrell
Singson, Reynaldo
Kalli, George
Jong, Ze

Morgan, Christine
DPW, DPW
Chalup, Coleman
Northern, Olen
Wood, Levi

Hilton, Cheryl

EEEREEENERENNEENEREEEEN

?=Q Staff Member Lookup

Drag 2 column header and drop it here to group by that column




Primary Reviewer will be populated for
all items that did not have a reviewer.
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Register 01-Main Register

Click 0 select another Register

UPDATE

This view allows for batch type operations on submittal register items. Click on the UPDATE
button to access these operations such as replacing invalid reviewers or replacing one
reviewer with another. You can alse change the Reviewers and Review Days for submittal
items directly in the data grid below.

Submittal Items X 4] settings %) Bxport

Drag 3 column header and drop it here to group by that column

T | Item No T
011940.0029
0132010010
013526
013526
013526
013526
013526
013526
013526
013526

P Y P T

01 50 00
01 50 00
01 50 00
01 50 00
01 50 00
017419.0129
017419.0129
0178 00
0178 00
0178 00
0178 00
0178 00

De

Equipment Schedule

Project Scheduler Qualifications McGavran, Kelly

Accident Prevention Plan
Activity Hazard Analysis
Crane Critical Lift Plan
Crane Operaters

Confined Space Entery Permit
Hot Work Permit

License Certificates
Certificate of Compliance
Construction Site Plan
Traffic Control Plan
Backflow Preventer Tests
Backflow Tester

Backflow Preventers

Waste Management Plan
Records

Warranty Management Plan
Warranty Tags

Final Cleaning

Spare Parts Data

Preventative Maintenance

o — + | Primary T Review

Reviewer
McGavran, Kelly

McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly

McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly
McGavran, Kelly

McGavran, Kelly




Option 3:
Assign Selected Sections.

» This will allow a primary reviewer to be added to specific specification
sections.




lick “Selected Sections”.
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Replace Submittal Reviewer
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To unassigned submittals for: () All Submittal [tems
@) Selected Sections

© Selected Submittal Items




lick on the blue box next to “Assign
rimary Reviewer”.
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Replace Submittal Reviewer

bt iy e

To unassigned submittals for: @ All Submittal [tems
() Selected Sections

© Selected Submittal Items




Once the primary reviewer has been
selected, click “Next”
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Replace Submittal Reviewer

Assign Primary Reviewer [LUeeel Gl

To unassigned submittals for: () All Submittal [tems
@) Selected Sections

© Selected Submittal Items

Client WPF.RMS.Vi i i vi ignPrimaryReviewerView




A list of the specification sections for the contract will appear. Click the
specification sections that the reviewer will be assigned to. Click “Next”.
The selected specification sections will be updated.
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Replace Submittal Reviewer

d submittals in selected sections

Specification Sections

Special Items (Civil Works)
01320100 10 PROJECT SCHEDULE
013526 GOVERNMENTAL SAFETY REQUIREMENTS
015000 Temperary Construction Facilities And Contrals
0174190123 Canstruction and Demalition Waste Management
017800 CLOSEQUT SUBMITTALS
026113 EXCAVATION AND HANDLING OF CONTAMINATED MATERIAL
3109 2000 28 Field Screen Testing of Soils for Chemical Contamination

Client WPF.RMS.Views.Submittals.AssignPrimaryReviewer-> AssignPrimaryReviewerView




Option 4: Selected Submittal Items

» This option will allow for the selection of multiple submittals items to be
selected from all of the specification sections.




ick “Selected Submittal Items”.
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Replace Submittal Reviewer

Assign Primary Reviewer [LUeeel Gl

To unassigned submittals for: () All Submittal [tems
() Selected Sections

@) Selected Submittal Items




lick on the blue box next to “Assign
rimary Reviewer”.

KODO014 Replace Buskin River Waterline
[)4001410] W911KB-17-C-0017

Replace Submittal Reviewer

bt iy e

To unassigned submittals for: @ All Submittal [tems
() Selected Sections

© Selected Submittal Items




The “Staff Member Lookup” will appear. Start typing in the name of the
reviewer in the “Search” box. This will narrow down the list. Highlight

the name of the reviewer and select “OK”.

;=_..Q Staff Member Lookup

Santiago, Victoria

Engineer, Architect
Lawrence, Jennifer
Veatch, Black &
Obermeyer, David
Callicott, Michael
Folcik, Neil
Engineer, Architect
Polizzano, Denise
Ruhela, Ajay
Kumar, Raj
Schweizer, Mike
Piening, David
Schneider, Ken
Wallace, Mark
Neal, Darrell
Singson, Reynaldo
Kalli, George
Jong, Ze

Morgan, Christine
DPW, DPW
Chalup, Coleman
Northern, Olen
Wood, Levi

Hilton, Cheryl

EEEREEENERENNEENEREEEEN

?=Q Staff Member Lookup

Drag 2 column header and drop it here to group by that column




Check the boxes next to the items that will be assigned to the primary
reviewer.
Click “Finish” when all the items have been selected for that reviewer.
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Replace Submittal Reviewer

[Kelly M

Submittal Items

01 19 40.00 29 Equipment Schedule PRECONSTRUCTICN SUBMITTALS
0132010010 Praject Scheduler Qualifications PRECONSTRUCTION SUBMITTALS
013526 Accident Prevention Plan PRECONSTRUCTION SUBMITTALS
013526 Activity Hazard Analysis PRECONSTRUCTION SUBMITTALS
013526 Crane Critical Lift Plan PRECONSTRUCTION SUBMITTALS
013526 Crane Operators PRECONSTRUCTION SUBMITTALS
013526 Confined Space Entery Permit | CERTIFICATES

013526 Hot Work Permit ‘CERTIFICATES

013526 License Certificates CERTIFICATES

013526 Certificate of Compliance CERTIFICATES

0150 00 Construction Site Plan PRECONSTRUCTION SUBMITTALS
015000 Traffic Control Plan PRECONSTRUCTION SUBMITTALS
0150 00 Backflow Preventer Tests TEST REPORTS

0150 00 Backflow Tester CERTIFICATES

015000 Backflow Preventers TEST REPORTS

0174190129 Waste Management Plan PRECONSTRUCTION SUBMITTALS
0174190129 Records ‘CLOSEQUT SUBMITTALS

017800 Warranty Management Plan PRODUCT DATA

017800 Warranty Tags PRODUCT DATA

o nn Eimal L




Note: To add, secondary reviewers this has be
done under either the submittal register or
when a transmittal comes in for review.






