
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" 

 

3. Complete all required fields 
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4. Priority is Normal unless otherwise is specified. 

 

5. Click "Save". 

 

6. Click "Submittal Register" 



 

7. Locate the submittal item you just added and Click the checkbox. 

 

8. Click "Add to Package". 



 

9. Click the "Create new submittal package" field. 

 

10. Click "Continue". 



 

11. Give your submittal package a name 

 

12. Click "Save". 



 

13. Click this checkbox. 

 

14. Click "Send For Review". 



 

15. Click this dropdown to select the Submittal Coordinator 

 

16. Click "Open the calendar popup". 



 

17. Select the due date. 

 

18. Click "Send for Review" 



 


