How to Add an Item and Create a New Submittal Package

1. Navigate to https://app.e-
builder.net/da2/Submittals/SubmittalRegister.aspx?PortalID=8d2f0cec-387a-4919-

bf3b-980018e82460
2. Click "Add Item"
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8. Click "Add to Package".
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Project **Training Project Project Number 17-318*
Title Package Name Status Draft
Description
Submittal Package # 9-0 Trade
Date Created 09.26.2024 12:08 PM Created By Hall, Taylor
Items Held By
Baseline Start Range Baseline Finish Range
Items (1) Documents (0) Comments (0) = Custom Fields (0) Revisions (0)
1 item(: Send for Review Submit to GC
Group By‘ None V‘ Page [ 1v| of 1 Show |10 Vl per page I!em(‘sj)
selecte Send to Sub Add Items Remove Items
O - 5 # Rev |Spec Sub Submittal <
Item Details | Title allg Section Stion Category |Status Coordinator Held By Reviewers
C Submittal Shop
8 Title i g e Drawing Ha

15. Click this dropdown to select the Submittal Coordinator

Ider

- Review

4

Send for Review Cancel

ittal Coordinators Taylor Jane Doe (AE Test Company)

2w Complete Due
Date

10.17.2024

CC Roles Client
1
1
|
Cost Estimator

Design Professional Lead
Design Sub Consultant
DNC Team Leads

eB Admin

Members

Taylor Jane Doe (AE Test Company)

N

- 7

<

v

CC Users Borgerding, Anna (University of Maryland, B
Brown-Tuck, Kisha (University of Maryland, [
Demo, Abatement (Test)

Doe, Taylor Jane (AE Test Company)

Hollon, Terry (University of Maryland, Baltim

Rahart I Inivarcihs nf Marnsdand Ra

| awrincli

16. Click "Open the calendar popup".

S




& e-Builder

Send for Review

Send for Review

* Submittal Coordinators Taylor Jane Doe (AE Jest Company) v
* Review Complete Due 10.17.2024. |
Date
CCRoles Client

»
»

Commissioning Agent
Construction Professional
Construction Trade Contractor
Cost Estimator >
Design Professional Lead <
Design Sub Consultant
DNC Team Leads

eB Admin
Members ¥ b
CC Users Borgerding, Anna (University of Maryland, B o A

Brown-Tuck, Kisha (University of Maryland,
Demo, Abatement (Test)

Doe, Taylor Jane (AE Test Company)

Hollon, Terry (University of Maryland, Baltim >

I awineli Rahart flInivarcihs Af Manidand Da =

17. Select the due date.

Send for Review

Send for Review

* Submittal Coordinators | Taylor Jane Doe (AE Test Company) v
* Review Complete Due 10.17.2024 @
“ A« October 2024 b »

»
>

S M T W T F S |gAgent
29 30 1 2 3 4 5 Professional
6 7 3 9. O 11 12 :rade Contractor =

13 14 15 16 [17] 18 19 Eional Lead

<
20 21 22 23 24" 25 26 obnsultant
27 28 29 30 31 1 2 f%
3 4 5 6 7 8 9 v v
CC Users Borgerding, Anna (University of Maryland, B o v

Brown-Tuck, Kisha (University of Maryland,
Demo, Abatement (Test)

Doe, Taylor Jane (AE Test Company)

Hollon, Terry (University of Maryland, Baltim >
Lewinski, Robert (University of Maryland, Ba <
Mavrinac, John (University of Maryland, Balt
Omagbe, Precious (University of Maryland, £
s, s (ProcessConsultant)

18. Click "Send for Review"



Ider.

- Review

ittal Coordinators

2w Complete Due
Date

CC Roles

CC Users

Taylor Jane Doe (AE Test Company)

10.17.2024

Send for Review

Client -
Commissioning Agent

Construction Professional

Construction Trade Contractor

Cost Estimator

Design Professional Lead

Design Sub Consultant

DNC Team Leads

eB Admin

Members >4

Borgerding, Anna (University of Maryland, B o
Brown-Tuck, Kisha (University of Maryland, [
Demo, Abatement (Test)

Doe, Taylor Jane (AE Test Company)

Hollon, Terry (University of Maryland, Baltim

| awiineli Rahart {1 Inivarcihy Af Marnsdand Ds

Cancel



