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Submittals – Forward
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Submittals - Return
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Submittals 

- Setup
Coordinator should

be Consultant or 

A/E
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Submittals 

- Setup
Optional Settings
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Submittals 

- Register

Ignore Filter 

Submittal Items, 

that’s just for 

searching
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Submittals 

- Register

Manually add

Submittal Register 

item

Import an excel 

sheet of the 

register
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Submittals 

- Register

Manually add

Submittal Register 

item – not 

commonly used
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Submittals 

- Register

Import Submittal 

Items
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Submittals 

- Register

Import Submittal 

Items

Submittal Register Import <- Link

Three required fields:
1. Submittal Title
2. Spec Section
3. Category

1. MUST MATCH existing e-builder category 
(we can add to these)

4. Package Name is recommended, but the GC 
can assign them to packages later

https://raleighncgov.sharepoint.com/:x:/s/IT-eBuilder/EQ9rVOUCoBVIoAGUQ2x24JwB3dlWYTrVra6IhKFJrkKeTg?e=lG7bZ8
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Submittals 

- Register

Import 

Submittal 

Items – Step 

3
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Submittals - After Import

Brown italic text means it’s a Draft and not in a Package.

At this point, the contractor or consultant/A/E will take over for 

placing items in packages and sending for reviews.
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Submittal Packages

1. Create Package

2. Add registry items to package

3. Send individual items or entire package for review

1. If needed, forward to additional reviewers

4. Receive items/package back and acknowledge or 

create a revision

(Steps shown on following slides)
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Submittals - Packages

Click Submittal Packages Click Create Package
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Submittals - Packages

The CSI List (dropdown shown here) can be used, or you 

can type in a custom number and name
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Submittals - Packages

Example of a filled out package:
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Submittals - PackagesSubmittal – Packages –Add Items
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Submittals – Packages – Add Items

Use Add Existing Items for Submittal Register 

items that have already been loaded into your 

project.

Use Add New Items for items not in the register, 

or if it was not loaded. 
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Submittals – Packages – Add Items
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Submittals –

Packages

The register items have 

been added to the 

package. However, there 

are still no attachments 

(look at the paperclip)

Click the paperclip to 

add attachments, if 

needed



Slide 22

Submittals – Packages

Click Add
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Submittals – Packages

This is the standard attachment window for e-Builder. Use 

“Upload from your Computer” unless the document is already 

in your project.
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Submittals – Packages

Upload from your 

Computer – before you 

can upload, you must 

select where in your 

project the file will live.

This is the same for 

uploading any file to 

any part of e-Builder.
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Submittals – Packages

Upload from your 

Computer – Now you 

can click here to 

browse to your files, or 

if you already have the 

folder open on your 

computer you can click 

and drag
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Submittals – Packages

Upload from your 

Computer – Successful 

Upload. The 

Description is optional.
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Submittals – Packages

Press Cancel to go back to the package screen. The file is now 

attached to that register item.
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Submittals – Packages

The number here shows how many attachments there are
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Submittals – Packages

The other icons are also clickable menu options. 

Add a comment for this 

package item

Change the Due Dates 

for this item
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Submittals – Send for Review – Within Package

As GC, send to 

Consultant or A/E

Select 

items to 

send

Send to Sub – send to 

not-in-e-Builder 

subcontractor

Submit to GC– as 

Consultant, send to GC
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Submittals – Send for Review – Entire Package

Click checkbox next to 

package

Click Send for ReviewAlternatively, if you want to send the 

entire package then back out to the 

Packages menu and send from there:

Here’s what it looks like 

after it’s sent. Note the 

Sent for Review check 

mark and Held By user
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Submittals –

Send for 

Review
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Submittals – Send to GC

Same as previous screen, just selects the GC on the 

project instead of the submittal coordinator.

If this is not showing up correctly, then the Submittal 

settings need to be adjusted for your project.
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Submittals –

Send to Sub

Make sure to select a 

folder for their 

attachments

Enter email



Slide 35

Submittals –

Send for 

Review - Action 

Req’q email
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Submittals – Send for Review –

Homepage of Actor
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Submittals – Send for Review – Reviewer View

Update Status – for 

all items in package

Send to Contractor –

Return items to 

contractor, completing 

your review

Send to Sub
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Status Options

Please contact Veronica High

(veronica.high@raleighnc.gov) with 

suggestions for other options

Submittals – Send for Review – Statuses
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Submittals - Reviewers Options

• Use the “Update Status” button to update the status for all package 

items at once

• Use the Status drop down to update individual item statuses

• “Send to Contractor” should be interpreted as “Return to GC” to 

complete your review (if you’re not the GC) and send it back
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To create a revision:

1. Change status to Revise & 

Resubmit

2. Fill out comment that will pop up

3. Click Send to Contractor to

return it

4. Click Send to Contractor again

in the next window shown here

Submittals – Send for Review – RAR
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To create a 

revision:

5. Back in the

contractor’s court,

they will see this:

6. Click Create

Revision

Submittals – Send for Review – RAR

Click 

Check Box

Click Create Revision
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To create a 

revision:

7. A new package 

will be created with 

a - 1 added to the 

package number 

to indicate it is a 

revision. I’ve also 

added ‘resubmit’ to 

the package name 

here.

Submittals – Send for Review – RAR
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To create a 

revision:

8. Example 

resubmit package. 

Note the 

Revisions(1) tab 

and original 

package number.

Submittals – Send for Review – RAR
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To create a 

revision:

9. The original 

submittal package 

is automatically 

closed when the 

revision is created:

Submittals – Send for Review – RAR
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Submittals - Acknowledge

Example email 

when the reviewer

returns the

submittal to the

sender:
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Submittals - Acknowledge

Sender  - when the 

submittal is 

returned to you, 

click Close to 

acknowledge 

receipt

Close
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Submittals - Acknowledge

Click Continue
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Submittals – View Closed

From the Register 

or the Package 

menu, uncheck the 

other checkboxes 

and click Closed, 

then click Filter
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Questions?

peter.sherman@raleighnc.gov


