COLLABORATION

SUBMITTALS

Using CMiC for Collaboration of submittals allows for the Project Team to update submittals in there court

and to print out the submittal log.

Pankow will be responsible for creating the submittal log. Once it is created it can be printed via reports.

To Update Submittal in your Responsibility

If collaboration user has setup their E-mail Notifications to receive emails on submittals this is

what the email will look like that the system sends.

Contact Maintenance
= 3 Project: Int. Testing 2 (15-T007) e | A Mew | "Mod | Note | A
1 Opportunity Management ol o [m]
Lo sl
Daily Report O
il Prcdoct S Mendu R Click this Box - System HTH 5 &
fl w will Send an Email =
) Project Partner Direclory i Notification to User 0 |ea m| O
22 Project Contact Directory Mewi 5 e = O O
1 KenLowney Hotice o O | O O
émm Punch List e [l a [ ] 0O O
) Transmttals O
] Transmittals Queve B Foc Wi M ¥ ™ Oans O
| ) Communications Submittal
] RFilLog (1} = :
) Sub RFI Log Transmittal O L ]
) RF1 Qutstanding Log
) RFI Question and Answer Log

Screen shot of email received by contact when box is checked.
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Hld9 U esdis Submittal 23.0000.00-01 has been modified - Message (HTML) o B =2
Message Developer Bluebeam -1 e
EuReply & rio N @- @md Email Notification Box Checked for Submittal -
. QR e 'E] 8 m Contact will receive this message when submittal is
eply All i To Manager - N Eacaf sibility in the al
g~ Delete B Forwaes " | | &3 Team E-man = M{:\re 8- v Fol their respon lity approval process.
Delete Respond Quick Steps " Mave Ta
© If there are problems with how this message is displayed, click here to view it in a web bmwser
Click here to download pictures. To help protect your privacy, Outlook p d at d of some p in this
From: Pankow Notifications <notifications@pankow.com> Sent: Wed 4/22/2015 4:18 PM
To: Aaron Morris
o
§_ubjm: Submittal 23.0000.00-01 has been modified -
&
Submittal
Date Sent:  Wednesday April 22 2015 at 04:17 PM
Project: Int. Testing 2
Submittal No.:23.0000.00-01
To: Ken Lowney [amormis@pankow.com]

Responsibility of Submittal 23.0000.00-01 has been assigned to you.
Click here to log into CMiC Collaboration

'-2,_.1 Retention Policy: 3 Years Delete Inbox (3 years] Expires: 4/21/2018

: E Pankow Notifications EE [Z]

Update in CMiC Directly via login

e “Click here” link in email. Subcontractor/Architect will be directed to the CMiC Sign in
page. Enters username & password.

* Expand Document Management Folder — click on Collaborator Submittals — the
submittals requiring action by that subcontractor will appear.

* Click on “Submittal #” to open submittal

e Click “Add Note” —a new box will appear for them to add a new note

e Add attachment
* Once verified all correct — Subcontractor/Architect Clicks “Submit” — this will transfer
responsibility back to Pankow.

Screen Shots:
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Collaboration Suite

EE)

Collaboration Manager

Search 2

213 Project: Testing Budget Upload (15-T001)

(] My Actions

) Project Confact Directory
{_) Meeting Minutes

() Transmittais

Submittal

COLLABORATION

SUBMITTALS

Show Filter S Spreadsheet Enter Query [E] Y

Name 1 Status Due Date
05-11-2015

Submit Add Note Back To Log

1 Project: Testing Budget Upload (15-T001)

213 Communication Management
(3 My Actions
1) Project Contact Direclory
) Meeting Minutes
1) Transmittals
{J RFiLog (1)
) Sub RFI Log
) RFI Oulstanding Log
{_) RF1 Question and Answer Log
B3 Document Management
=3 Coltaborator Submitials
] 04400-08
E{) Reports

Submittal No. 04400-08
Name Stone Desc.; Plan & Elevations Coffee Bar Top Room: # 36-02
Spec Section 04400
Spec Sub-Section
Type Product Data
Status ol el Submrdited
Due Date 05-11-2015

Sort Notes

b Author: Gregg Holbrook Date: 05-12-201501.48 PM
Subcontractor adds their Note here about the submittal. If a file is attached, system will update the status and dates. No file attached, just adds note.

AARON MORRIS | P/ 510.893.5170 D/510.379.1505 M/ 510.773.8739 F/ 510.893.5199 [PANKOW.COM

Example of Note from
Reply to Email

Submittal

sa8

Search | 6o}

/23 Project: Testing Budget Upload (15-T001)

1) RFI Log (1)

() Sub RFI Log

{_) RFI Outstanding Log

{_) RFI Question and Answer Log
=3 Document Management

(=13 Collaborator Submittals
] 04400-08

() Reports

Page | 3

Check Spelfling S

e -

Submittal No. 04400-08
Name Stone Desc.: Plan & Elevations Coffee Bar Top Room: = 35-02

Spec Section 04400 = ;
sm;m Click "Add Note" -
Type Product Data New box will appear

Status Not Yet Submitted for Subcontractor to

add a note

Duse Date 05-11-301%

| Author: Gragg Holbrook DD&‘D&-!Z-ZGHO‘I‘GPM
Subcontractor adds their Note here about the submittal. If a file is attached, system will update the status a No file attached, just adds note.

AARON MORRIS | P/ 510.893.5170 0/510.379.1505 M/ 510.773.8739 Ff 510.893.5199 |PANKOW. m

Author: Gregg Holbrook Date: 2015-05-12

Pankow
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= — S .
- Submittal No. 04400-08
E{:}Prded:‘[u&uwuﬂm“s.mn e Name Stone Desc,: Plan & Elevations Coffee Bar Top Room: = 36-02
12 My Actions Section
{_) Project Contact Directory Type Product Data
1 Mectny Muutes Statuc Mot Vat Submitted
_}Trmsmniah Due Date 05-11-2015
— Soe Notes
o mmfl ‘Y  Author Gregg Holbrook Date: 05-12-2015 0157 PM
9 og ;
() RF1 Qutstanding Log Adding a new Note. See attached for submittal item.

{_) RF1 Question and Answer Log
EHC) Document Management
=1y Coltaborator Submittals
] 0440008

Author: Gregg Holbrook Date: 05-12-2015 01:458 PM
Subcontractor adds their Note here about the submittal. If a file is attached, system will update the status and dates, No file attached, just adds note.

AARON MORRIS | P/ 510.893.5170 D/510.379.1505 M/ 510.773.8739 F/ 510.893.5199 |PANKOW.COM

Update Via Send 1/0

Email will appear something like this — From “Pankow Collaboration”

E[1D)¢ |From To [subject

Received

| 4 Date: Today
i ] @ Pankow Collaboration

Aaron Morris ﬁmaulrmmmmm&mmmhhpm # .. Tue5/12/2015 11:35 ...

Subcontractor/Architect opens Email, it will appear like this

From: Pankow Collaboration <colaboration @pankow.com> Sent: Tue 5/12/2015 11:35 AM
To: Aaron Morres

Co

Subjtﬂ. 15 mlGH.l‘l’ SBMTMW-OE Stent Deu- P‘aﬂ & Elevatllnm Cnl‘l‘et Bal Tnp Room J 36-02

= Memuc | & Vacation Request Form.pdf (80 KB)

» &1

Submittal 04400-08
Mame|Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02
Project| Testing Budget Upload
From|Aaron Morris
To|Gregg Holbrook
cC
Responsibility| Gregg Holbrook

Please note that Submittal Number 04400-08 for Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02 is currently in your responsibility, and is due to be returned on 11-MAY-15.

Click here to access this submittal on-line, or simply reply to this email with your

its and any required attach

Mote: Please ensure that you leave "04400-08" in the subject line of all emails you send related to this Submittal. Replies must be above the original message. Attachments will also be accepted.
Submittal Status and Responsibility will only be updated if an isi in your

Subcontractor can reply directly from this Email (without Changing Subject Line). They can add
a comment and attachment.

Important Note:
Note: Please ensure that you leave "04400-08" in the subject line of all emails you send related to this Submittal. Replies must be above the original Aftach ts will also be accepted.
Submnm Status mu Responsibility will only be updated if an t is included in your resp

Page | 4

Pankow



COLLABORATION

SUBMITTALS

Note: Please ensure that you leave “04400-08” in subject line of all emails you send related to
this submittal. (Best Practice — tell all users not to edit subject line!!). Replies must be ABOVE
the original message. Attachments will also be accepted. Submittal Status and Responsibility
will only be updated if an Attachment is included in your response.

Subcontractor / Architect

1. Subcontractor/Architect opens Email from Pankow Collaboration.
a. Option 1 —Reply to Email
i. Clicks “Reply”
ii. Typesa Comment in body of email
iii. Attaches File
1. Iffile is attached, Status and Dates will be updated
2. If nofile is attached, only a note will appear on the submittal

Send

Subject: IRE. 15-TOO1GH17 SBMT 04400-08 Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 3602

r &7

Subcontractor adds their Note here about the submittal. If a file is attached, system will update the status and dates. No file attached, just adds note.

AARON MORRIS | P/ 510.893.5170 D/510.379.1505 M/ 510.773.8739 #/ 510.893.5199 | PANKOW.COM

From: Pankow Collaboration [mailto: collaboration@pankow.com]

Sent: Tuesday, May 12, 2015 11:35 AM

To: Aaron Morris

Subject: 15-T001GH17 SBMT 04400-08 Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02

Submittal 04400-08
Name|Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02
Project| Testing Budget Upload
Frem|Aaron Morris
To|Gregg Holbrook
cC
Responsibility|Gregg Holbrook

Please note that Submittal Number 04400-08 for Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02 is currently in your responsibility, and is due to be returned on 11-MAY-15.
Click here to access this submittal on-line, or simply reply to this email with your comments and any required attachments.

Note: Please ensure that you leave "04400-08" in the subject line of all emails you send related to this Submittal. Replies must be above the original ge. Attachments will also be d
Submittal Status and Responsibility will only be updated if an Attachment is included in your response.

Email sent with just a reply — no attachment. A check will be on the Notes Tab indicating a note
on this submittal.

Submittal

$ 2R Froject Management Menu
Search &

i i T ‘Subconiractoe sdds their Hote hece aboud the submifal, I a fle 1 aflached, system vl updale the status and dates. No Sis attached, just adds note. AARON MORRIS | Pf 510,033 5170
EHED Project: Testing Badget Upload (15-T001) ) D510 3791505 W/ 510 773.8738 FI 510,393,512 [PANKOV.COM
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Email sent with Attachment — System will update Status and Dates.

Subject: | RE: 15-T001GH17 SBMT 04400-08 Stone Desc. Plan & Elevations Coffee Bar Top Room: = 36-02
Attached: | Tl PMCR - Updates V10xpat 51 K81 -

Testing dates being updated & Status since this email has an attachment.

[y i

AAWAM BANDIE | B/ E1A'202 S17A NUE1A 270 18AC 84S S10 772 2720 ¢/ §1N 201 S100 | DANKAWA CORA

From: Pankow Collaboration [mailto: collaboration@pankow.com]

Sent: Tuesday, May 12, 2015 11:35 AM

To: Aaron Morris

Subject: 15-T001GH17 SBMT 04400-08 Stone Desc.: Plan & Elevations Coffes Bar Top Room: # 36-02

m

Submittal 04400-08
Mame|Stone Desc.: Plan & Elevations Coffes Bar Top Room: # 36-02
Project| Teating Dudget Upload
From|Aaron Morris
To|Gregg Holtraok

Please note that Submittal Number 04400-08 for Stone Desc.: Plan & Elevations Coffee Bar Top Room: # 36-02 is cw y in your resp ibility, and is due to be returned on 11-MAY-15.
Click here to access this submittal on-line, or simply reply to this email with your comments and any required attachments.

MNote: Please ensure that you leave "04400-08" in the subject line of all emails you send related to this Submittal. Replies must be above the original message. Attachments will also be accepted.
Status and p i will only be updated ifan is in your P

14

Once Submittal has an attachment and sent back to Pankow, the subcontractor/Architect
Collaborator Submittals will not show this submittal anymore.

Collaboration Suite

ERETC
Search | Go)

=1 {3 Project: Testing Budget Upload (15-T001) Total (0 rows)

=1 Communication Management

1] My Actions

{_) Project Contac Directory

{_] Meeting Minutes

i) Transmitals

{_J RFlLog (1)

() Sub RFI Log

{_) RF1 Outstanding Log

{_) RF1 Question and Answer Log
{5 Document Management

) Collaborator Submittals
{_) Reports

Print Submittal Log

Submittal log Report: Under the folder labeled "Reports" — "Document Reports" — click on "Submittals" to
open up report options window. Leave blank or use arrows next to fields to select options then click "Print

Report"

e Pankow
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Wsmnmmal Reports

| T - e ’

Search | [sa]

Choose Options by clicks
on Aarows for LOV (List
Values)

a3

{3 AFi Outstanding Log

£ 3 Docoment Management
Submitals

& un-m _ ‘.‘"

Update Submittal Status

The Submittal Status is updated via the Transmittal used to notify the team that a submittal is ready for
review. Under Communication Folder — Click on [Transmittals] to view items. The Transmittal log will only
show transmittals that you have been "cc'd:" on or are the "To:" contact person.

Only the "To:" contact person can update the status and return the submittal to Pankow. To open the
individual submittal item, click on the Transmittal # or RE: Subject.

Asron Morris's Profie Home
Project Management [ags |[[Show Fter |[ Send To 5p [ Enter Guery |
i | | I For | -
Search| |[se] | Rewmed; | roe | F* A | Fvi [APPVED) o ovea| Piotum
; o Tronsmtial| - Re: | iag| from FrOM | oparimer | 10 | Transmhtel o oate |approvall O | Requestea| & AS | Woted | AAflEr
(= {3 Project: YMCA Berkeley Men's Showe: | Moa Subject As | Portner Contact |Contact|  Date P g| Use [T0 1 e | Submitied| s | Loan
] Opportunity Management Checked | | Checked | Chacked
= £ Communication Management L | Uumieis, | Cusuisug o vives | ure | |
L My Acticns = Plmbing Charles. ELS
) Outlock ImportExpert 4|o00010 | Test :‘"““:r"; il ot :":‘ 05-13-2013 | 06-18-2013 | ¥ N H N w H N
[ Project Parner Directory Submital u‘; :
() Project Cantact Directory 1 1 = Desly 1
{3 Do L sl s::ﬁ Aaron e Dave
I—g Meeting Minudes 4| 000011 I.Q:.t,«.u Bulders, | Momin E:row Kruge |DE-13-2013/06132013 N N N N N N N
1 s = . ) — v 1 v I
3 Tran .?-5'!.'!\"“._ | Charies 'as [ | | |
1) Com s (1] Test ‘Pankow | Aaran | David t
) RALeg doooorz | SR Ipotders, |Moms  |8Uebsn |m im: 08252013 ¥ W " H [ N L
() Sub RFlLeg | d Design | 1 | | | a
1) RF1 Outstanding Log | | Charles | ELS | |
: ELSADODI- Pankow | Aaron | Archtecture|David | |
1) RF Question and Answer Log 4000013 | Testing _ | 06-20-2013 07-11-2013| ¥ N N N N N N
| Rl Cont-Schedule Impact Log 000001 E:Hoﬂ Marris & Urban Peits 1
1) ssues - ' 1 § e + - o
& :: Havoet les. Charles ELs
= + Pankow Aaron Archtecturs | David | |
) Document Management 4000014 |TEST ARCH- s | |06-20-2013 | 08-25.2013 ) ¥ n H 1 H N "
15 03 Subcontacio Fromuetfstn (Oooeet; | [P, [werm. | fRivbeR, | Cob” | '
S S Suangement [ [Testng | |Charies las
B Budget anagedmen Submital Parkow Aaron Architecture | David | |
5 ) 6 Prepars Biing 4joooms (o OE Puklers, |Moma | BUrban | |Peta |0F25-2013 03212013 ¥ ¥ H N N N H
) Texturs | |for Colab | jLd | |Design | ! ! | i | ! | i |
[#2(_) Purchase Order - | Chories | ’s | ! ! L =
‘ = .__-m"iﬂ___— * . n d ]

Once the Transmittal Record is open the user can update / view the submittal(s) and attachment(s).

Transmittal Action Buttons

| Forward || Return || Print Report || Link to Issue || Back To Log |

e [Forward]: The "To:" contact can forward the Transmittal to another "To:" person for there
review. This will create a New Transmittal record with the "To:" partners ID number.

el Pankow
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e [Return]: The "To:" contact Returns the transmittal back to Pankow. Upon clicking the button,

the transmittal record will go into edit mode.
e [Print Report]: Print transmittal record in a PDF format
e [Link to Issue]: Link the transmittal to an Issue (access depending on security settings)
e [Back to Log]: Return back to transmittal log view

) ) i o BT

M - i

TransmezalHo, 200045 ere—
4 Project YMCA Berkeley Men's Shower From daron Worms Dete 03282013
= 23 Communication Management To David Pems Bucaved B 06-21-2013
[ My actans o
{ ) Project Contact Directos
j Weeting Unues i Re Testng Scbnitsl Process for Coles:
=y Transmetais v Emed Clattnches Tl Separnte Cover Dot Dute 03-21-2013
14
‘JJ ::wmmmm 1 5hos trawing Olieter Olennis
) toooss Contant ] Changs Order pans Olsunpes
|23 Commusications [ speciicasons. Clother
i) RfiLog (1, 1)
1) RET Dutstanding Log #For agprovet [l agproved dis Sutestted O Resatms
3 RF1 Quesbon and Answer Log @ 5ema I For Yeur Usa ] appruved s Hoted O suven
£y Documen Management actions O Forwverd O &s Recussted Ol Retumed amer Lo ClRessrned
o et O Retsrn ClFor Revew and Eomment [l Asturned for Comectans
() Prociremest Lug Dlamer
1y Sabmital Packages
3 800003

{4} Ske Management

[ ) Auports A -
" aty Irem Date Refarence Rew. Descrigtion Comment Status.
1 Submital 03352013 200005 Testing Submital Froceas for Cotab Submtted

Forward / Return — Action Buttons

Clicking the [Forward] or [Return] button the system will create a new transmittal with your numbering

sequence. You can edit the transmittal fields as needed.

| Check Speling || Save || Submit || Cancel ]w

¢ [Check Spelling]: System has built-in spell check if needed

e [Save]: Saves the record. The record can viewed and edited later if needed. The record will
only be visible to the "To:" persons company until submitted. The record can be edited, deleted
and attachments uploaded directly from this application

¢ [Submit]: Saves and Submits the transmittal to Pankow and is visible to users that are the "To:'
contact and cc'd. Once Submitted, record cannot be edited or modified.

e [Cancel]: Cancels the new transmittal

1
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Upon Clicking Retum / Forward system l | Ghac Speteg | Seve || Submt | Cancal |
will create a new Ti Record

WTmnsminat
1] aboration Mana

Search | =]
= [ Project: YMCA Berkeley Men's Shavee: UM CL5-AACIL000 o
1 Commyncanon Masagement From® Dave Petia Date™ (062813 =
] My Actions. -
) Project Contact Drecary To* [Ascon Mo =1 OFree Foem Ruceved
._;Ilnhllmn Ej
El L Transmitisls t
) oot Fe” Testing Submeal Frocess for Colb
) BLS-ARCH-D00001 = N
L bosas via [Emai [5] 1) amacnea [7] Separate Cover Dos Dot =
") Communcatons ——.
g RALog .1}
) RFI Culstandeg Log Eznag rawey Fliener Wit
) AFl Gueston sed Anawes Log Content 1) Change Order Hipans [l sampes
e e o "
() Procerement Leg
H"—";"mm:“"“ WiFer appraval B approves an Subetiod Tl Arsem
() Ste Uanagement g::“ #rar vour Use T apsroven as Notea e
Bt L T Ias nquested 1l Beturmed atar Loss 1l Retuenea
Statis; By DetsdLnes = ElFuor firvew wt Comment laetumed for Comections
o] ]
Reraria
£ oy Hem oate Reference. Rev, Description Camment Statun Actian
1 Pl Suetin - [oazsy |m| [ooeses [=] [ | [restos Submitsl Process for Coma = =] Semmed o *x
+

Viewing the Submittal Record

To view the Submittal record click on the link on the detail lines of the Transmittal prior to clicking [Forward]

or [Return].

[Forward [ Return || Prnt Report | Link to lssue | BackToLog |

. - it

Transmetal o, 000012 Submited &1
Erom Asron Morms Date 06-20-2013
To David Petta Receved B 06.20.2013
=4
Re Test Submital
wia [atached []Separate Cover Due Date 06-25-2013
B shop Drawing Oleeter O prints
Content [ Change Order M pians O sampies
M 2pnrificabnne M rmar
B For Approval Dl approved As Submited O Resubme
@ sens CIFor Your use 4 As Hioted O submt
Actions. O Forward [ &5 Requested Click Reference Column link fo [Retumed After Losn D Retumed
O Return DFer Revew ana Commen! — gnen the Submittal Record  [Retumed for Corrections
Olother
1 Submatal 08-20-2013 liu-.ir ) Test Submital Submited .

A new popup window will open the submittal record for viewing history and attachments.
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|WTransminal

Saarcn Ba

£ (3 Project: YMCA Berkebey Men's Showe!
[ {3 Communicaton Uasagamant
13 My Actom
| ) Project Conlact Drectery
L) Uertng Mavtes.
= [ Transmtinh

) RfiLog i1, 1)
() I Qutstanding Log
{3 FIFI Cumstion and Ansawer Log

Preparution By L J Krese Company, e
Agpprovel By £L5 Archiecture & Urban Deagn
Retumed Sy ELS Archbeciure & Urbaa Design

Forwarded To L} Kuse Company, inc

Aegqured Start 07152011
s ELS Archiactis & Urkan Design
Closed Dale

Actty
Start

1 02192013

2 DE-15-2013

s alent.

Oue Cat Action Date  Days O

af-22-2013 08172013 e L 4. Knrse Company, inc
GTbS.2013 06-20-201 A% Chacies Paniow Bukders, Lid.
262013 ELS Archtecture & Urban Design
6202013 Charies Pankow Buiders, Lid

Frsh
0a-20-2013
08182013

e A

Status Subsied
Cantact Dave Kruge
Contact Dave Petta
‘Contact David Peda
Contact Dave Kruss
Aegqured Frish 08082012

Contact Daved Petis

Change &
Crardue 43

Achvity Start Date 05-20-3013
Lead Trne Start
o8-08-2013
uw 07-22-2013
07-15-2013

To
Charles. Fankow Beiders, Lid
ELS Archiecture & Urban Design
Charies. Pankow Baiders, Lid
L J Kruse Company. i

Attachment tab will show all attachments related to this submittal. Click on attachment name to open the
document. The document then can be saved as needed on your local machine. See below for how to upload

attachments.

W'ﬁansminal

(Forwara | Return | Pt Repont | Lk 1o msse | Back ToLLag |

fRa e e — . %

=23 Project: YMCA Berkeiey Men's Shower
[T Commumcaton Unsagemant
1 Wy Actons
) Project Cantact Drsctory

1] booeiz
) Communications
] RFlLog i1, 1)
() Afi Dutstandng Log
) RFI Question and Asyerer Log
=i Document Nanagesert

Submeed B
Date 05-20-2013

p— =@ 8 )

Wsm:minal

| Submital Cetal j Maoes

| uptoad Mutple || Upiosd tew || Aad asschmant |

Tyee Humpes Hame

THEC - Submitals. 12-K18_D960000009 Wacahea Apphoabea

Ty Humser

Descrptan User Siaus
Dvigmal Versinn Anton Mo SUBMITTED Wacation &b

Click on Attachment name to
document

apen

up

[} Submitals
] Procutemant Lug

Return Transmittal/Submittal back to Pankow

Click the [Return] and system will create New Transmittal record. Update transmittal content, actions, and

status as needed and click [Save].

Upon clicking [Save] the following action buttons will appear:

|| Edit || Submit || Delete || Print Report || Link to lssue || Back To Log |

[ User Extensions ][ Upload ] iUpl

e [User Extensions]: Pankow User Defined Fields. Access granted by security.
[Upload]: Upload a Single Attachment
¢ [Upload Multiple]: Upload Multiple Attachments

Page | 10
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e [Edit]: Allows the user to edit the record

¢ [Submit]: Submits the record to Pankow and locks in the record ID number. Record can no
longer be edited or deleted by user.

e [Delete]: Allows the user to delete the record

¢ [Print Report]: Prints transmittal record

¢ [Link to Issue]: Link record to an issue record. Access granted by security.

¢ [Back to Log]: Takes user back to Transmittal Log View

WTransmit‘ral

[ Lnar Extanncn || Upkad || Upkad Ustioh  Edt | Submé | Deste | Frot fapart | Lok io waun | Sack To Lag |

fR@&_ Cotlaboration Manager | oy -
= £ Project: YMCA Berkeiey Men's Showe: Transastisi o, ELS-ARCH-000002 Submtied [
g Management From Daved Petta Dute 08-26-2013
(2 Wy Actoas To Aseon Moms Recewed [
) Project Contact Drectory =
) Vet Miruts
3 Transmtis's e Tost Submaal
" Boocii wa [laaches Oseparate Cover Due Oate 06-25-2013
_] ELS-ARCH-000001
] DoG0ts 1 5hep Drawing O attar Deren
L s o ] Lo s Erea [P
) Communications O specifcations O cuter
[ RflLog i1, 1)
) RF1 Dutsisegie Log B Fer Approvat [ Approves &5 Scbmeed Dl Resubme
{3 ¥ Quaston and Angwar Lag: O send T For vour ise Dl agproved s Noted ) st
‘QD"‘;'“"'""'""'""'“ actens O Forward [l 45 Begorsted ] sturmed &t Loan [
j,{ ‘Leg & Returs I Fer Review and Comment [ Rietumed for Comectons.
2 Sunmns; Pacisges Dlcsmer
11 ooscn3
5 ) Ste Hanagement
1 Reperts

Tawl Submittal

How to attach files

Multiple Upload: To upload more than one attachment at a time click "Multiple Upload" a popup window

will appear

i e Dave Kruse's Profie Home
B Upload New || Add Atiachment || Back To Log |

) Mesting Minutes
) Communications (2)
g R Loy

() RFI Outstanding Log
[# () Document Management

Search | @

7 ‘E}Q Communication Mmml:::“ L m— - - - — - F'Opup Window will
[ My Actions () Upload Multiple Documents - Windows Internet Explorer - InPrivate] Appear
{_) Project Contact Directory | | Upload Multiple

/ [ Mstory 3

Related Objects

window will appear to

allow you to browse your
computer to select your
attachments

[#{_) Budget & Cost Management
B Reports

Files: 0 Totai size: 0 Kb

Note: Maximum upload fiie size for each fie s 20MB. If fie size exceeds 20MB, error 406 will be shown

Note: The Upload Multiple require Java version 6.41 (or earlier) to be installed on your computer. If you get
an error, you can use the "Upload New" or install Java 6.41.

After you click "Upload" the following popup window will appear — Select the Document Type Folder you
wish to place the attachment in, then click "Proceed" to complete the upload process
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COLLABORATION

No. | | i
1.| Training Prerequisites Error.docx

2.| Vacation Application.doc

Select Document
Type Folder

Upload New: Upload a single document at a time into the system (does not require Java) click "Upload New"

a popup window will appear

rmation Upload Multipke
= |C|il'.'k "Upload New" - Popup
|~ | sripetat Window will appear - Select
Hame Document Type Folder User

| - g

— Please Select a Document Type —

0616;20 D.raw'nlage 7

0630 - Photos.

0905 - Attachments
0960 "

After you select a Document Type — it will ask you to browse for your attachment

mation [ upload uttple |[ Upload New | Add Attachment | Back To Log |

Click "Save" to upload - if you

Rev. Number RW-.'.P_ click "Save & New" it will upload Vs

Number” [12-K018_ATTACHOG Ttie" [Vacation Appication

L DesignerRef. |  RevisonDafp | RecewedDate |  Status | Description” | Aschment
[ | |os1713a [ |[os1713 B | open ~ |[OrignalVersion |[crusersamomisiDesktop]| Browse.
Document Type - Can choose a Click "Browse" to search for your
selection from the LOV if click a;techment- Onceseleded‘trhe
on up arrow - not required "Title" will automatically fill in with the
Name of Document (you can change
the Name of the Title if needed)
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