Receiving Transmittals
from Contractors

RMS 3.0 Government Mode




Transmittals and RMS 3.0

» RMS 3.0 allows for the contractors to submit their transmittal packages
electronically through RMS 3.0.

» Asthe contractor is developing their transmittal, it will show under the “Draft
Transmittals” tab. The transmittals will move from “Draft Transmittals” to
“Pending Government Receipt”, once the contractor has clicked “Ready to
Send to Government”. (Eventually notifications from RMS 3.0 will occur but at
this time is still under development).

» The electronic copy of the transmittal in RMS 3.0 is the official copy
submitted for Government review.

The following instructions are just for receiving the transmittal from the
contractor. This initiates the review of the transmittal(s) for contractual
compliance.




From the main “Contract M ”
“Submittals”.
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Under the “Submittals” tab, select
“Transmittal Log”.
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Under the “Transmittal Log”, RMS will default
to “Transmittals In Review”. Select “Pending

Government Receipt”.
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Click in the right hand corner of the

transmittal that is being received to bring up

the calendar.
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Enter in the date the contractor sent the transmittal.
Note: If the transmittals was sent after Corps business hours or on a non-
work day, the date received will be the next Corps business day or in
accordance with Local Office/ District policy.
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The transmittal will move from “Pending
Government Receipt” to “Transmittals In
Review”. Click on “Transmittals in Review”.
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Highlight the transmittal that is going to
processed for review. Either double click or
select “Edit”.
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In the transmittals screen change the “Review Due” to the date that the
transmittals will be due back from the “Primary Reviewer”. This not the
contractual date that the transmittal is due back to the contractor.

Note: If there are secondary reviewers their review due date will be the same as

the primary reviewer.
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Highlight the first document package in the
middle of the screen and either select “

or double click.
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In the “Document Package” there will be a signed ENG 4025 and any back up data that
pertains to the transmittal. To review the documents for contract submission compliance,
highlight the attachment and click “View Document”. If the documents are in submission

compliance with contract, click “Accept Package”.
Note: Depending on the file size of the attachment it may take a while to download.
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Once the “Document Package” is accepted, it is locked for editing.
Select the back arrow twice to return the main “Submittal Screen”.

Notify reviewers according to District/ Office policy that that a
transmittal is available in RMS 3.0 for review.
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If the document package is being returned for the corrections, the
Document Status will change from “Document Package Status: In
Review” to “Document Package Status: Return for Correction-Not
Complete” .

Click the “Back” arrow.




From the main “Transmittal” screen remove

the “Review Due” and “Date Received by
Government” and click “Return to Contractor

for Correction”.




RMS will advise that if the transmittal is returned that “edit/view” will
not be available until returned from the contractor. Click “Yes”.

If you return this transmittal to the contractor, you will
not be able to edit/view the transmittal until the
contractor resubmits it.

Return this Transmittal?




The transmittal will be removed from “Transmittals in Review” and placed back
on the contractor’s side of RMS under “Draft Transmittals”.

By email, or following District/ Office policy, notify the contractor and necessary

personnel on the PDT that the transmittal has been returned for corrections and
why.




