
1. Select "Submittals" under the 

"Project Menu". 

2. Select "Submittal Register"  

3. Click "Add Item" 

Submittals-Add Items 

“Save & Add New”  

(If you have more than one item to add) 

“Save ”  

(If you only have one item to add) 



1. Attach Documents 

(When you click on “Attach Documents” 

this box will appear for you to select and 

attach select documents) 

2. “Selected Attachment Method” 

3. “Browse For Files” 

4. Select a “Destination Folder” 

 

5. “Attach Selected” 

This is only for the GC to send to subcontractors for 

more information to be added to item, before send-

ing for review. 

Note: Only the GC should “Send to Sub”. 

(If the Submittal Coordinator needs to “Send for Review”, 

They will choose the “Forward for review” option.) 

Submittals-Attach Documents 



1. Go back to “Submittal Register” 

(You will now see the item you just created using “Add Item”) 

2. Select the check box next to the item(s) you would like to send to the A/E  (Submittal Coordinator) 

3. “Add to Package” (You need to add item (s) to a package so they can be routed) 

4. “Create a new Submittal package” or “ Select from existing package” 

5. Click “Continue” 

Color indicates that this item is still in Draft 

Must select check box of item you are adding to package. 

No package number indicates this is still a draft and needs to be added to a package 

Submittals– Add to Package 



1. Select the check  box beside the package you would like to route. 

2. Click “Send for Review”  

Submittals– Send for Review 



1. Select the “Submittal Coordinator” from the drop drown.  

Note: If there are no Submittal Coordinators listed in the drop down….Click on “Settings” under 

“Submittals” in the  “Project Menu”  on the left and assign submittal coordinator(s). 

2. How long does the Submittal Coordinator have to complete their review. 

 

-Select CC (Optional) 

-Select CC External Users Via Email (Optional) 

- Create a message (Optional) 

Now it is ready to be sent for review! 

Submittals– Select  Recipients 


