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LOG IN

To login to ERC, open an internet browser window and go to the application web site address
https://fdotwpl.dot.state.fl.us/ElectronicReviewComments. Log in screen will allow the user to select

between the RACF / Mainframe User or Internet Subscriber Account (ISA). By clicking on the “Remember
My Selection”, the log in screen will be the one you pick.

F D OT Florida Department of E-Updates | FL511 | Mobile | Site Map
e TRANSPORTATION Search FDOT.. [>|

Home About FDOT ContactUs Maps & Data Offices Performance  Projects

FDOT User Sign-in Portal

‘ Choose a Login Option

il
L@
RACF / Mainframe User Email - Internet Subscriber

] Remember My Selection



https://fdotwp1.dot.state.fl.us/ElectronicReviewComments

RACF

Users can access the system with their RACF user id and password. RACF Id's are also used to access
the mainframe and many enterprise applications such as CITS, LRE and RCI. For internal staff, if you do
not know the password for your RACF account, or it has been revoked, please send an e-mail to the
FDOT Service Desk (fdot.servicedesk@dot.state.fl.us). If you are an external consultant and do not know
the password for your RACF account, please contact your FDOT Project Manager, as their authorization is
required to reset your password.

If an external consultant RACF user should need their account information updated — email, phone or
company changes, they will need to contact their PM to authorize an ARRF request to have the account
modified.

FDOT User Sign-in Portal

Login for RACF / Mainframe User

RACF ID *

—.®

Password *

Password

Login

Change Password

* indicates required entry.

Change Login Option

If the need arises for the user to switch to the ISA log in screen, click “Change Login Option”.


mailto:fdot.servicedesk@dot.state.fl.us

Internet Subscriber Account (ISA)

Users that do not have a RACF ID will need to use an Internet Subscriber Account (ISA) to access the
system. If you do not have an existing ISA log-in, please click the ‘Create a New Subscriber Account’
button on the FDOT Login Portal. The ISA log in screen appears below. This screen will allow the user to
Change Password, Reset the password by clicking Forgot Password, create a New Subscriber Account if
you do not have an ISA account and edit the data in your existing account by clicking Update My Subscriber

Account.

FDOT User Sign-in Portal

Login for Email - Internet Subscriber n

il

4@»

Email Address * (2]

Password *

Pa

w

sword

Change Password Forgot Password
* indicates required entry.

Don't have an account?
Create a Subscriber Account

Need to update your account?
Update My Subscriber Account

If the user should need to update the information in the ISA account, example; changed companies, emalil
address or phone numbers, you can access the ISA by going to the ERC log in screen and click on the
‘Need to update an existing account”.



Creating an Internet Subscriber Account (ISA) Information

To create your ISA account information follow the instructions shown below.

FD OT Florida Depariment of E-Updit=s | FLS11 | Mokiie | S Map
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FDOT User Sign-in Portal

Create Account fior Emall - Indernet Subseribar

- Ermall Acdrecs - o
d @ b Emall Address
Flrcd Hames <
Luct Names <
Last e
Company

FPheons Humisr

Anourity Quecton

At s your moer's makden name? E
Ancwar
curity Gueston Response
Fasswornd © L]
Passwpord
Confam - Q

firm Fasswond
ems of Liss

[ hevvm rmmd mnd sgre= with the ferms. of use =

Creaie Ancoum
“ Indicates requirsd entry.

Change Login Opticn

Comaci Us Employment  MyFlonda.com Perfmance  Statement of Agency  wWieb Policlies & Molloae

Once created, an email will be generated back to you to verify the data that you submitted. Once you
verify that data the ERC will be associated with your account which will allow the user to access the ERC
system. If you still cannot access ERC email CO-ERC ISA Admin for them to add ERC to your account.



HOME PAGE

The user home page is shown below with the user information highlighted. The user can customize the
home page by selecting which section is to be open upon accessing the home page; the Action ltems,
Comments or Assigned Submittals. To select the default section, select Settings, select Home Screen
Settings and select the section.

™

FDOT) @sm B | oostnonic

P Comments
[Gser =pSE5wi | Role: STATE ADMIN | District: CENTRALOFF | work as: | Self || Help FAG Logout
Home Submittal Assignments Reports Settings District Documents
% Action ltems Total: 0 | Due Today: 0 | Due This Week: 0
¥/ Comments Total: 0 | Due Today: 0 | Due This Week: 0
¥! Assigned Submittals Total: 0 | Due Today: 0 | Due This Week: 0

Action Items Section

This section of the home page is a listing of active comments on a submittal that requires action from the
user, either as an In-House PM, Consultant PM, Lead Reviewer, Reviewer, Lead Designer, or Designer.
Once an action on the comment has been taken and the comment has been assigned to another user for
further action, the comment will drop off of the user’s action item list.

It is the responsibility of each user assigned to the submittal to keep the comments moving through their
life cycle. If comments remain in your Action Items section then you are not insuring that the comments
are resolve. Failing to not act on the Action Iltem comments, they will remain listed. Without completing
every comment for a submittal, the submittal cannot be closed and submittal will remain listed under your
Assigned Submittals.

In the end, it is the responsibility of the In-House PM to step up to insure that all comments complete their
life cycle to close the submittal. Any lingering comment that is not being acted on, they have the ability to
Resolve them, thus closing the comment if an agreeable resolution is not foreseeable.

Some features of this section include:

e Colored Buttons — These buttons can be green, yellow or red.
0 Green indicates that the comment due date is more than 1 week away.
0 Yellow indicates that the comment due date is within 1 week.
0 Red indicates that the comment due date has passed.



Electronic
FDOT (D % Review
- Comments
User: sp985w] | Role: STATE ADMIN | Districk CENTRALOFF | Waork As: | Helo FAQ Logout

Home Submittal i Reports Settings District Doc!

Action ltems Total: 19 | Due Today: 0 | Due This Week: 0

Fin Proj My Role Ci Status Ci Due Date Response Due Date

Comment: DEMO has made commitments to the US Fish and Wildlife Senvice andthe F....

Submittal Description: Phase lll Submittal Brackin Road over Caney Branch Bridge Replacement

424459-1-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/9/2010 6/23/2010

Comment: o Comment
P Submittal Description: Phase 1 Submittal documents are located in SharePoint at the following

423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 611/2010 Ti22010

Comment: This comment was removed by the ERC Statewide Administrator

Submittal Description: APhase [l (90%) Plans Submittal has been posted to the SharePoint sit....

AN7a B2 N4 (MY IRLAL 2 E DR IECT RIAKL =i =} COAMMERMT DESML WEDN (L L 1Tt Tal Bi27NA4 N

e Financial project numbers — Financial project numbers are not required.

FDOT\) @Q fm) §ioglonic

User sp985wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Kurt Lieblong || Help FAQ Logou

Home Submittal i Reports Settings District Doc
Action ltems Total: 19 | Due Today: 0 | Due This Week: 0
FimProj My Role C Status C Due Date Response Due Date
mment: DEMO has made commitments to the US Fish and Wildlife Service andthe F....
e Submittal Description: Phase lll Submittal Brackin Road over Caney Branch Bridge Replacement
|42445971732701 (D3) I REVIEWER RESPONSE SUBMITTED 6/9/2010 6/23/2010
Comment: No Comment
e Submittal Description: Phase 1 Submittal documents are located in SharePoint at the following ...
423081-2-32-01 (D3} REVIEWER RESPONSE SUBMITTED 6M11/2010 71212010

e Comment text — the first 75 characters of the comment text are displayed. The user can click the
link to go to the comment page and see the comment in detail.

Klectronie

FDOTi) @(D % Review
P Comments
User: sp965wj | Role: STATE ADMIN | District CENTRALOFF | Werk As: | Help FAQ Logout

Home Submittal Assi t Reports Settings District Doc t
Action ltems Total: 19 | Due Today: 0 | Due This Week: 0
Fim Proj My Role Comment Status C Due Date Response Due Date
Comment: DEMO has made commitments 1o the US Fish and Wildlite Service anding F. |
e ubmi scription: ase [l Submittal Brackin Road over Caney Branch Bridge Replacement
424459-1-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/9/2010 6/23/2010
Comment: No Comment
9 Submittal Description: Phase 1 Submittal documents are located in SharePoint at the followin
423081-2-32-01(D3) REVIEWER RESPONSE SUBMITTED 6M11/2010 Ti2r2010

e Submittal Description — the first 75 characters of the submittal description are displayed. The
user can click the link to go to the submittal information screen to see more detail.

Klectronic

FDOT @(D % Review
P Comments
User: sp985wj | Role: STATE ADMIN | Distric: CENTRALOFF | Work As: | Help FAQ Logouf

Home Submittal ig Reports Settings District Doc
Action Items Total: 19 | Due Today: 0 | Due This Week: 0
FimProj My Role [ Status C Due Date Response Due Date
Comment: DEMQO has made commitments to the LIS Fish and Wildlife Service and the F.
e Submittal Description: Phase lll Submittal Brackin Road over Caney Branch Bridge Replacement |
424459-1-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/9/2010 6/23/2010
Comment: No Comment
e Submittal Description: Phase 1 Submittal documents are located in SharePoint atthe following ...
423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/11/2010 71212010
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e My Role — The user’s role on the described submittal is displayed.

LA\ KElectronic
FDO1 S () MY Review
»
P S Comments
User: sp965wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Help EAQ Logow

Home Submittal Assignments Reports Settings District Documents

Action ltems Total: 19 | Due Today: 0 | Due This Week: 0

FimProj My Role Comment Status Comment Due Date Response Due Date

Comment: DEMO has made commitments to the US Fish and Wildlife Service and the F..
O Submittal Description: Phase lll Submittal Brackin Road over Caney Branch Bridge Replacement

424459-1-32-01 (D3) RESPONSE SUBMITTED £/912010 8/23/2010

Comment: No Comment
O Submittal Description: Phase 1 Submittal documents are located in SharePoint at the following ...

423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/11/2010 7212010

e Comment Status — displays current status of the comment

o Comment Not Submitted — Reviewer has created the comment, but has not submitted
the comment.

0 Comment in Review — Reviewer has created and submitted the comment, but it has not
been submitted to the Designers for response. Comment is either waiting to be reviewed
and submitted by Lead Reviewer or In-House Project Manager.

o Comment Submitted for Response — Comment has been submitted to the
Designers for response.

0 Response in Review — Response has been created, but has not been submitted to
Reviewers.

0 Response Submitted — Response has been submitted to Reviewers.

0 Response Accepted — Submitted response was accepted by Reviewer.

o Comment Resolved - In-House Project Manager has the ability to resolve a comment
at any point in the review cycle. This should be used only if a resolution through the
system does not seem possible.

o Comment Agreed With — Comment submitted by Reviewer was agreed to by the
Designer.

e Comment Due Date — displays the comment due date
¢ Response Due Date — displays the response due date

Items in this section are listed by the earliest comment due date.

2\ Klectronice
FDOT %(D % Review
- Comments

User. sp965wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logouf

Home Submittal Assignments Reports Settings District Documents

Action ltems Total: 19 | Due Today: 0 | Due This Week: 0
Fim Proj My Role Comment Status Comment Due Date Response Due Date
Comment: DEMO has made commitments to thel IS Fish and Wildlife Service andthe F....
O Submittal Description: Phase Il Submittal Brackin Road overjCaney Branch Bridge Replacement
424459-1-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/9/2010 6/23/2010
Comment: No Comment
O Submittal Description: Phase 1 Submittal documents are lochted in SharePoint at the following
423081-2-32-01 (D3) REVIEWER I RESPONSE SUBMITTED 6/11/2010 71212010

10



Comments Section

This section of the home page lists all of the comments created by the user that are on an open submittal.
Comments will drop off of this list when the submittal is closed. In addition to the fields that are also in the
‘Action ltems’ section, this section also displays who the comment is assigned to. Items in this section are
listed by the earliest comment due date.

FDOI %( )9 Review
P ) Comments
User: sp285w] | Role: STATE ADMIN | District: CENTRALOFF | Wark As: | Furt Lieblong M| | delp FAQ Logou
Home Submittal Assignments Reports Settings District Documents
¥! Action Items Total: 19 | Due Teday: 0 | Due This Week: 0
#| Comments Total: 45 | Due Today: 0 | Due This Week: 0
- . 5 Comment Due Response Due
Fin Proj My Role Comment Status Assigned To Date Date
My Comment: Test Comment #2
Submittal Description: Test of cut and paste With line breaks Should work now - testing spe..
209610-1-52-01 (CO) LEAD REVIEWER COMMEMNT NOT SUBMITTED Kurt Lieblong 3130/2016 412002016
My Comment: Test Comment #3
Submittal Description: Test of cut and paste With line breaks Should work now - testing spe..
209610-1-52-01 (CO) LEAD REVIEWER COMMENT SUBMITTED FOR RESPONSE, Ellen Sliger 330/2016 4/20/2016
My Comment: testing submittal of comment
Submittal Description: ~ Testing cut & paste
S District: (CO) REVIEWER COMMENT IN REVIEW Ellen Sliger 3131/2016 4/30/2016

Assigned Submittals Section

This section lists all the open submittals assigned to the user. Submittals will drop off of this list when
closed. Iltems in this section are listed by latest comment due date.

Colored Buttons — These buttons can be green, yellow, red, or blue.

For Reviewers:
o0 Green indicates that the comment due date is more than 1 week away.

o Yellow indicates that the comment due date is within 1 week.

0 Red indicates that the comment due date has passed and no comments have
been submitted.

o0 Blue indicates that at least one comment has been submitted or the ‘No Comment’ has
been marked.

For Designers:

0 Green indicates that the response due date is more than 1 week away.

0 Yellow indicates that the response due date is within 1 week.

0 Red indicates that the response due date has passed and no comments have
been submitted.

o0 Blue indicates that the response due date has passed and three is nothing assigned to
them for action.

11



Klect 1
oat) @O
- Comments

User sp385js | Reds STATE ADMIN | Disticr CENTRALOFF | wem as  Self

Waller's Teel Submittal Rolas Jefl Perler - Primeavers Sehedular KutLi
2131131 PHASE I
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CREATING A NEW SUBMITTAL

Submittals can only be created by the District Administrators and users that have been given permission
by the district to create submittals: In-House PMs and Submittal Creators. If the ‘Create New Submittal’
option is disabled then the user does not have permission to create submittals.

There are a number of methods by which an In-House PM can manage a submittal to respond to
comments by reviewers.

e InHouse PM as the lead in responding to comments from reviewers

e In-House PM with Lead Designers and Designer responding to comments from reviewers

¢ In-House PM with a Consultant PM responding to comments from reviewers

e In-House PM / Consultant PM with Lead Designers and Designers responding to comments from
reviewers.

The In-House PM can respond to comments themselves, have Lead Designers and/or Designers respond
to comments or have a Consultant PM manage the submittal comment response process by themselves
or by the use of Lead Designers and/or Designers. When the submittal is created the In-House PM or the
Submittal Creator will already know which method to develop. When the Consultant PM is utilized they will
assign the Lead Designers and Designer as needed.

To create a new submittal, select ‘Create New Submittal’ under the Submittal heading.

= llectronie
FOOT) @ O iics

‘omments

Ucar. spBOGai | Aol STATE ADMIN | Disitlct: CENTRALDFF | wiomss | Sl M) Hele FAD Legou
Home | Submittal | Assignments Reports Settings District Documents
= Action ltems Create New Submittal Total: 0 | Due Today: 0| Due This Week: 0
C Saarch for a Submittal “\K
= Comments Total: O | Due Today: O | Due This Week: O
Click "Create New Submittal”
= Assigned Submittals Total: 0 | Due Today: | Dus This Week: (

The Create Submittal page will open.

13



FDOT) QB

Ut assw] | Roke: STATE ADMIN | Disfct CENTRALORF | Wok AS | b FAQ Lomut
Hore: Submittal Assignments Reports Settings District Docurents
Create Submittal
Submittal Information
Financial Project Id Date Received
Subrrittsl Phas= - Corrrrent Dus Dat=
Staff Type Response Due Date
EEL
Subrrittal Type PM Corrrent Review Pariod
[seecT ~ [E Jasy=
In-House Project Manager BM Resporse Review Period
| | 5 Jaays
Consultant Project Manager District
[ | Clear CENTRAL OFF. V|

[ Non- Gonventional Project
[ Allow Unassigned Response

Description
0 of 3500

Enter the following information:

e Financial Project ID: This is not a required field, but if entered and validated the Financial
Project Description from the FM system will be pulled into ERC and displayed. The system can
validate the number by the first 7 digits or all 11 digits of the FPID #. The number must be
established in work program for the number to validate. For example, if the project is established
in the work program, but the phase has not been established the number can be validated by
the first 7 digits.

e  Submittal Phase: Select from the dropdown.

e  Staff Type: Select from the dropdown (Required)

e  Submittal Type: Select from the dropdown (Required)

e In-House Project Manager: Begin typing hame and select from returned list (Required)

e Consultant Project Manager: Begin typing name and select from returned list (Required for
Consultant Staff Type)

e Date Received: Enter date submittal is received. Defaults to current date.

e Comment Due Date: Enter date comments are due. Defaults to 1 month after Date Received.

e Response Due date: Enter date responses are due. Defaults to 1 month after Comment Due
Date.

e PM Comment Review Period: This feature is used to hold comments until the In-house PM
reviews. Referred to as the grace period in old ERC System. This can be set per submittal and
the District has the option of setting a default setting on the District Default Setting Page.

e PM Response Review Period: This feature is used to hold responses until the In-house PM
reviews. Referred to as the grace period in old ERC System. This can be set per submittal and
the District has the option of setting a default setting on the District Default Setting Page.

e District: The District field will default to your respective District. If you are assigned to more
than one District, please click the drop down to select the required District to which you are
creating a new Submittal.

e Non-Conventional Project: Provides two text boxes for a comment to be entered — “Response
Required Comment” and “FYI Comment.” A comment can only be entered into one text box. If a

14



comment is entered into the “Response Required Comment” text box, then the PPM required
language “A written response is required” will be appended to the end of the user's comment. If a
comment is entered into the “FYI Comment” text box, then the PPM required language, "This
comment is for information only, A written response is not required” will be appended to the end
of the user’s comment. Typically this applies to design build type projects.

e Allow Unassigned Responses: This will allow any designer assigned to a submittal the
ability to respond to any comment that is assigned to the consultant project manager for
consultant type submittals and the in-house project manager for the in-house type
submittals. Once the designer saves a response, the comment will be assigned to that
designer. Using this feature, the designers will pick the comments to respond to without the
PM assigning the comment or the comment being transferred by category. This feature can
be set as a District Default setting.

e Description: Enter the submittal description (Required). The first 50 characters of the
description will become the Submittal Description on the Home Page and submittal details
page.

A\ = Klectronic
FDOT e(} =) ¢ Sew
—— Comments
Ut assw] | Roke: STATE ADMIN | Digrct CENTRALOFF | Wok Ag | Helo FAZ Lomut
Home Subrrittal Assignmrents Reports Sattings District Docurrents

Financial Project Id: 424612.1-22.01 (02)

| Send Notfcstion |

Copy Submittal

ol P £
Suomittal Statis
Staff Ty, days

v Pl Resporse Review Period

PM Comment Review Pericd

Submittal Ty pe: days
[omER v

[ Men-Comenticnal Froject
[] Allow Unsssigned Response

Desaiption
43 of 2500
FPID No: 424€13-1 Phase IV Plans Submittal

The Financial Project Description is returned from the FM System when the submittal is saved.

e Cone of Silence Lock Down: When necessary the District Administrator can set the ‘Default
Setting’ to ‘Allow Submittal Lock Down’. When applied a new check box will appear on the
Submittal Information tab, that the District Administrator or In-House PM can select. If the ‘Cone
of Silence Lock Down’ is checked unassigned users will not be able to see the submittal. If an
unassigned user attempts to view the submittal ERC will respond back ‘The Selected Submittal is
under Cone-of-Silence Lock Down’. The submittal will not exhibit any information. Only those
assigned to the submittal will be able to view the documents, comments and responses.
Submittals will also include an end-date for the lock-down. Only the District Administrator or In-
House PM will be able to edit this field. When the current date is after the lock-down expiration
date or the District Administrator or In-House PM unchecks the box on the Submittal Information
tab, the lock-down rules are removed. The submittal will then be viewable to others.
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AW\ =i Llectronic
FDOT %(D — Review
- Comments

User: sp985w] | Role: In-Houss Manager | District: GENTRALOFF | Work As | Help FAQ Logout

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: Comment test 4 inhouse

Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification W

Financial Project Id Date Received Copy Submittal
Financial Project Description: Comment Due Date

Submittal Phase 71312016

PHASE IV v Response Due Date

Submittal Status 8/3/2016

OPEN b PM Comment Review Period

Staff Type days

v

Submittal Type PM Response Review Period
[PLANS v days

[] Non-Conventional Project
| [ Cone-of-Silence Lock Down |
[[J Allow Unassigned Response

If an unassigned user clicks on the submittal, the following screen will appear.

ﬁz Electronic
FDOT @(} Review
- Comments

User: giS72% | Fsle: SUBMITTAL USER | Disiet: CENTRALOFF | woa ds | Self ™) | el Fac Loo
Home Submittal Assignments Reports Settings District Documen

The selected Submittal is under Cone-of-Silence Lock Down.

MWW

Submittal Screens

When accessing the submittal the display will provide access to:

e Submittal Information - view provides project data, the comments due date and when comment
responses are due

e Staff Assignments - Provides information relative to the In House Project and Consultant project
managers, lead reviewers and reviewer identities

e Comments - Provides access to creating new comments, the review of comments by individuals
or by category

e Reports - Provides access to generating reports relative to the submittal comments

e Documents - Provides access to the project submittal documents

e Related Submittals — If more than one submittal shares the Financial Project Id. The Related
Submittals tab will be available, which will allow access to other related submittals based on the
Financial Project number.

e Send Notification, option only available to the assigned In-House PM, District Administrators
and/or District Submittal Creators — Within the submittal, create a “send to” email notification
option based on those assigned to the submittal. This will open a new screen that allows the user
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to enter the subject and text of the message. The message will be sent by the server using the
existing email notification system. The notification will be addressed to all of the assignees on the
submittal including the sender. The email will not be saved in the ERC system.

Home Submittal Assignments Reports
Financial Project Id: 201210-2-22-01 (D5)
Financial Project Description: |-4 US 27 POLK/OSCEOLA COUNTY LINE
Submittal Description: BtU Segment 5 final reports: PER, CSER, ESBA, Geotech, LHR, PSR, WER, CRAS, ...

Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals T Send Notification ]

Financial Project Id Date Received
201210 |2 |22 |1 | 10/5/2015
Financial Project Description: Comment Due Date
I-4 US 27 POLK/OSCEOLA COUNTY LINE 11/6/2015
S:S;\Etlal Phise Response Due Date
Submittal Stat 11/9/2015
ubmitia atus
PM Comment Review Period
CLOSED v
Staff Type days , ,
- PM Response Review Period
Submittal Type days
[REPORT v

[[] Non-Conventional Project
[] Allow Unassigned Response

Description

90 of 3500
BtU Segment 5 final reports: PER, CSER, ESBA, Geotech, LHR, PSR, WER, CRAS,
CSRP, RQR, NSR

Project Submittal Documents

By selecting the Documents tab the staff who are assigned to the submittal will have access to the
submittal documents for review. When creating a new submittal the District Administrator, In-House PM
and/or the Consultant PM will have the ability to upload the submittal documents into ERC. By selecting
the ‘Add a new Document’ a dialog box will open. To upload a document select the ‘Select File’ and a
web browser will open for the search of the specific file, select the file. Enter a document description in the
Description box and select ‘Add Document’ to upload the document into the ERC.
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FDOT @ O) ) R osbronie

—— Comments
User: =pS65w] | Role: In-House Manager | District: CENTRALOFF | Work As: | Help FAQ Lopou
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: 2 inhouse

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Matification W

Browse for documents

Add Document

Add a new Document

Document: | Select Fil"]|_ 0%

0 of 200

Descriptions

Add document description

Add Document || Cancel ‘

File upload size limit per document is 1000MB
File extensions allowed are EBS, TXT C5V XPS5 777 M5G DOCX,DOC XLSX, TIF.BMF FDF JPG.MPG AV, WMV ZIF

Staff assigned to the project will have access to the documents by clicking on the selected document
‘View’ tab. The assigned staff can then be able to download the document for review. Assigned staff can

then select the ‘Comments’ tab to enter comments.

Home Submittal Assignments Reports Settings District Docum

Financial Project Id: 408494-1-68-07
Financial Project Description: TIMUCUAN NATIONAL PRESERVE BICYCLE TOURING ROUTE

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals 1

'

Name Description
Sawpit Boat Ramp Crosswalk_2-5-16_pdf Sawpit Boat Ramp Crosswalk Edit View
Design Variance - Pedestrian Crossing_pdf Design Variance - Pedestrian Crossing Edit View

Add a new Document

Creating Additional Submittals

District Administrators and Submittal Creators have a screen option “Copy Submittal” button that all other
users will not see on their Submittal Information screen. To create an additional submittal that would utilize
the same Financial Project Id, Staff Type, Project Managers, Designers, and Reviewers without having to
re-enter the same basic submittal information, go to the Submittal Information screen on the original
submittal and select the ‘Copy Submittal’ link in the top right corner, where a copy submittal edit screen

will appear.
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Ussr psurZja | Hole Lesd Designar | DEwich GEN TRALOFF | TWor &St w [ HElp FAT Lt
Home Submittal Assignments Reports Settings District Documents
Submittal District: CO
Submittal Description: unassigned comments
Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification 1
Financial Project Id Date Received
o
Financial Project Description: Comment Due Date
Submittal Phase I10/2017
PD&E hd Response Due Date
Submittal Status 4102017
S??E_;‘I v PM Comment Review Period
2 e STis Edﬂvs
IN-HOUSE STAFF v - -
- PM Response Review Period
Submittal Type ['
| PLANS v days
[[] Non-Conventional Project
[[] Cone-of-Silence Lock Down
[[] Allow Unassigned Response
Description
19 of 3500
lunassigned comments
T I AT AN A8 NS IS S BN BN
i x®
Copy Submittal I [Py
Home District Documents
Submittal District: CO Submittal Phase: Date Received
Submittal Description: unassigned PD&E v 2/16/2017
Submittal Information T Staff Assig Submittal Type Comment Due Date
[PLANS v [ane2017 |
Financial Project Id Response Due Date Copy Submittal
L |- 4/16/2017
Financial Project Description: Description
Submittal Phase
19 of 3500

PD&E v

Submittal Status
OPEN v
Staff T

IN-HOUSE STAFF v

Submittal Type

[PLANS

[[] Mon-Conventional Project
[[] Cone-of Silence Lock Down
[[] Allow Unassigned Response

Description

unassigned comments

unassigned comments

Make any changes to submittal
information on this screen

Copy Submittal | | Cancel |
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Make any changes to the submittal information and select the ‘Copy Submittal’ button. The submittal
dates will be prepopulated and if additional or less time is require those dates can be modified. A new
submittal will be created based on the previous submittal information and any information changed on
the Copy Submittal screen. Coping the submittal will also copy over those who were assigned to the
original submittal.

Upon selecting the Copy Submittal button an email notification will be sent to all assigned to the new
submittal. Once the submittal has been saved select the Staff Assignments tab to change the Project
Managers and to assign additional Reviewers and Designers or remove those that are not needed. Staff
can be assigned by using an established staff assignment default list or individually. When the new
submittal was copied the documents associated with the original will not be carried forward, you will need
to add new documents to the submittal.

If the need arises the District Administrator can change the Staff Type (In-House Staff vs Consultant)
within the submittal if no comments have been made. When this occurs an automatic email will be sent
to the appropriate PM (In-House or Consultant) “You have been ADDED or REMOVED as a Consultant
Project Manager for the following submittal”



STAFF ASSIGNMENTS

Once the submittal is created, select the Staff Assignment tab to assign the project managers, reviewers
and designers. Staff can be assigned by using an established staff assignment default list or
individually. Staff can only have one role per submittal.

Default List

A Default list is a preassembled list of staff that can be assigned to a submittal. A District may have a wide
variety of default lists to use depending on the submittal phase and type. The District may also have a
default list for each different user group that may be required to review the documents depending on the
location of the project within the District. The District maintains these lists as staff changes and as new
players are directed to participate in the review of projects.

To assign staff using a default list, select the default list from the dropdown. Staff listed on the default list
will automatically populate when the required field is selected. You can select all staff or choose the
required staff to the submittal form the displayed default staff list.

FDOT

2\ Electronic
e (‘-\ % Review

User: sp90%wj | Role: STATE ADMIN | District: CENTRALOFF | Woek As: | Self V|| pele FAQ Logou
Home Submittal Assignments Reports Settings District Documents

Submittal District: D5
Submittal Title: FM 433204-1: Carroll Street PDAE Study, from Select Staff Assignments tab
[ i ion | Staff Assi s C [ Rep

Select assignments from a Default list (OR) Type portion of 8 name in the fields 1o manually select an assignment

Default List:[ SELECT

In House Consultant

Project Manager ]

Jamrell, Colleen (KNHNTCO) | Select the default list from the dropdown br.ﬂLEY.HORN COMXX)

:PM Assistant

Name Role Status  Comments Created Due Date Allowed to Submit Edit Unassign
DAVID DANGEL LEAD REVIEWER Active 355 02/19/2016 /A
Heather Chasez REVIEWER  Active 3 02/19/2016 No Edit
¥ Add Reviewer
=1 Add Designer

Remove any users from the default list by unchecking the box next to their name and select the ‘Add
Default Assignments’ link to add the remaining users to the submittal and the ERC will generate the
notification e-mail to those users who have been assigned to the submittal.
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FDOT\) @0E&

Electronic
Review
Comments

User: spS85wj | Role: STATE ADMIN | District: CENTRALOFF | Work s | Self || Help FAQ Lopout
Home Submittal Assignments Reports Settings District Documents

Financial Project Id: 433165-1-52-01 {D4)
Financial Project Description: BROWARD COUNTY MOBILITY PROJECTS SIDEWALK & BIKE LANE
Submittal Title: *Group 16 100% Plans Broward County Mobility Projects Sidewalks and Bike La...

Submittal Information | Staff Assignments T Comments T Reports T Documents T Related Submittals T Send Notification ]

Seledt assignments from a Default list (OR) Type portion of a name in the fields to manually select an assignment

Select Name Role

DREIRIEESS LeADIREVIEWER To remove a user from the submittal prior to the notification being
DON DONALDSON LEAD REVIEWER sent, uncheck the box next to their name. Then click "Add Default
KRYSTI BROTHERTO Assignments’ to add the remaining users to the submittal.

WICHSER
PAUL BANGS
TERRY RA

LEAD REVIEWER

The Submittal Creator and District Administrator can add additional staff (Reviewers and Designers) to the
submittal by using other District Default Lists following the same procedures as described above or they
can add staff individually. The use of other Default Lists will append the assignment list. The In-House
PM can add Reviewers and Designers by the use of the Add Reviewer and Designer tabs. The
Consultant PM can only add Designers to the submittal by way of the Add Designer tab. To add individual
staff to the submittal see Individual Reviewer Assignments.

Individual Reviewer Assignments

Reviewers can be assigned individually without using a default list. Once the submittal is created, select
the ‘Staff Assignments’ tab to go to assignment page. Expand the reviewer section clicking on the
arrows next to ‘Add Reviewer’. Place the cursor in the ‘Reviewer’ text box and begin typing the staff
name. A list of names will be returned and the user selects the appropriate staff.

FDOT @m =) filegtronic

— Comments

User: spB65w] | Rele: In-House Manager | District: CENTRALOFF | Werk As: | Self || Help FAC Logout
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: Test screen text

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Motification ]

Select assignments from s Default list (OR) Type portion of & name in the fields to manually select an assignment

Default List:| SELECT hd

In House Consultant

Project Manager
|WnH’e. Jim (SP965W)
PM Assistant

Project Manager
[

\C_COMXX)

Click arrow to expand reviewer section.
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Elect ]
FDOTY @ 0@ husur:
_—— . Comments

Liver: ap385w] | Pole: inouss Msnsgee | Diskic: CENTRALOFF | ok aw | SEIF | Huip
Hams Submittal Assignments
Submittal District: CO

Submintal Tithe: Test scraen tex

Submittal Information [ S1af Azsignments | Commente | Reports | Documents | Send Motification

Reports Settings District Documents

i Sslect mmignmeris from a Detsclt st {OR) Tyss portion of @ nams in the fisls b= manually sslect an asigrmsnt
Dakault List:| SELECT v|
In House Consuitant
Project Manager Prajact Manager
|\'~'DHB. Jim (SPIEEV) | FHL, SLESONG (ALEN ZHU@HDRING CORMYX|
PV Aszistant
1#] Addl Reviewer
Reviewer zally e i
Charnon, Sally (QAPBEYS! - -
Rl
o Dogsan, Sally PUE2EDS) Begin typing name and choose
Select Lead: Garcia, Sally (KNHECSG) i
A Hocn Sally (KNPTGSH, from the returned list
e Maorgan, Sally (RT21354)
Allowad 10 Submit Pregeott, Sally (KHAKHSL)
Reyes, Sally (KNTMESR)
= - CHANMORN, SALLY (SCHAMMON@PBC GOV ORGEX)
1% Add Designer LIER Sa&1 1Y (SAILY L IFR@ENES STATE FI_LISYK)

The initial reviewer assigned must be a lead reviewer. Modify the comment due date if necessary and click
the *‘Add’ hyperlink to add the lead reviewer. Clicking the ‘Add’ hyperlink will add the lead reviewer and
send an e-mail notifying the reviewer they have been added to the submittal.

T""_)z - 4= HElect 1
I DO @(\, r——\% ReeVCieI\.ﬁ?nlc
— -

omments

User: spB85wj | Role: In-House Maneger | Distric: CENTRALGFF | Wark s | Self || Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents
Submittal District: CO

Submittal Title: Test screen text

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Select asignments from a Default list {OR) Type portion of & name in the fields to manually select an assignment

Default List:| SELECT ~

In House Consultant
Project Manager Project Manager

[Wolfe, Jim (SP9E5W) | |ZHU, XUESONG (ALEX ZHU@HDRINC. COMXX) |

PM Assistant
2 Add Reviewer The first reviewer added bmittal must be a 'L ead R
e first reviewer added to a submittal must be a 'Lead Reviewer'.
Reviewer: [Lewis, Ben (RD967BL)
Role:
Select Lead: v . . )
elect -eal l— Modify date if necessary and click 'Add' to add
Due Date: 6/25/2016
Allowed to Submit-
Add Cancel

Add Desianer

Reviewers can be assigned to each Lead Reviewer. When assigning Reviewers, select the Lead Reviewer
and select whether a reviewer is ‘Allowed to Submit’. The ‘Allowed to Submit’ checkbox allows the
Reviewer to submit their comments without having to be reviewed and submitted by their Lead Reviewer.
Lead reviewers are always allowed to submit their own comments. District Administrators and In-House
PMs can assign any due date to Lead Reviewers and Reviewers, different from the global submittal
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Comment Due Date. A Lead Reviewer cannot add another Lead Reviewer. Lead Reviewers can assign
Reviewers to the submittal on or before the global submittal due date.

Once reviewers are added to a submittal the following fields can be edited:

e Status — lead reviewers or reviewers can be made Inactive.
e Due Date — a lead reviewer or reviewer's comment due date can be extended.
e Allowed to Submit — This field can only be changed for reviewers. See description above.

Home Submittal Assignments Reports Settings District Documents
Submittal District: CO
- . 5
[ Submittal ion | Staff Assi 1 Comments | Reports | Dx | Send Notification |
Select assignments from a dafault st (GR) begin typing a name in the fields to manually select an ssignment.

Default List:| SELECT v
In House Consultant
Project Manager Project Manager I Select to edit status, due date or allowed to submit.
[Aldridge, Hollyjane (ES968HA) | Lieblong, Kurt (PS972KL) | Select Unassign to remove a lead reviewer or reviewer.
PM Assistant

Name Role Status Comments Created Due Date fllowed 1o egn /' Unassign

Jim Wolfe (PS972JD) LEAD REVIEWER Active 0 03/1072017 NIA Edit Unassign

Joseph Nalley (SP965IN) LEAD REVIEWER Active 2 03/10/2017 NIA Edit

Jodi Jarrell (SP965JW) REVIEWER Active 2 03/10/2017 Yes Edit
Al Add Reviewer
Reviewer: | ]
Role: 0*' Select Lead Reviewer for each reviewer assigned. |
Select Lead: v
Due Date: |3/10/2017 I
Do St | Select whether revener s alowed to submi |
Add
Cancel

Reviewers can also be unassigned by clicking the ‘Unassign’ hyperlink. Clicking this link will remove the
lead reviewer or reviewer from the submittal and send them an e-mail notification. Lead Reviewers cannot
be unassigned if they have reviewers assigned to them. Lead Reviewers or Reviewers cannot be
unassigned if they have previously made comments. The ‘Unassign’ hyperlink will be grayed out showing
this is not an option. Only a District Administrator or the In-House PM can remove a Lead Reviewer from a
submittal. .

Under Staff Assignment, only the District Administrator can change the In-House PM and Consultant PM
assignments. The In-House PM can change the Consultant PM assignment.

Individual Designer Assignments

The designers are added by using the same procedure used to add reviewers. Expand the designer
section by clicking on the arrows next to ‘Add Designer’. Place the cursor in the ‘Designer’ text box and
begin typing the name. A list of names will be returned, select the desired name.
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User: 5p285w] | Role: In-House Manager | District: CENTRALOFF | Work As | Help FAQ Lopout
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: Test screen text

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Select assignments from 3 Default list {OR) Type portion of 2 name in the fislds to manuslly sel=ct an assignment

Default List:| SELECT ~

In House Consultant
Project Manager Project Manager
|Wu\fe. Jim (SP365WJ) | ZHU, XUESONG (ALEX ZHU@HDRINC.COMEX) ‘

PM Assistant

Name Role Status | = oo SRR |Ed|t |Unass|gn |
Ben Lewis  LEAD REVIEWER __Active—r Click arrow to expand designer section [ Edit [ Unassign |
Add Reviewer

Add Uesigner

Elect ]
FDOT @Q =) f oSS
——— Comments

Uver: sp385wj | Pole: In-House Mansges | Diskick CENTRALOFF | ok & | SEIF M| | Help FAQ Loga
Home Submittal Assignments Repores Sertings District Documents
Submittal District; GO
Submiital Title: Test screen fext

Submittal Infurmation | Staff Assignments | Comments | Reporis | Documents | Send MNotification |

Selwct amsignmenis from a Deiwul nf [0R) Type portion of 2 name in the fislds o mancally wlec a0 asgnment

Diefault List:| SELECT e

In House Caonsultant

Propaci Managar Pmject Managar

Walfa, Jim (SPIGEW) [ZHU XUESGNG [ALEX ZHUGHDRIMG COMEK) |

PM Aszsistant
hlamea Rale Status  Comments Created |Due Date Allavwed 12 Submit Edit |Unassign
Ban Lawiz LEAD REVEWER Acthe 0 | OF252016 FliA Edit | Uinassign

= Add Resiewer
| Add Designar

Dasigner |\'-a19rr|
Watarman, Billy (MT4 - -
Il 7
Hiola Watarman, Stephanie (KNS20ST) BEQm WD'”Q name Eind ChOOSE ﬂ'Om
Select Lead Watarman, Steve (KHNBA0E) i
eormmid it e} the returned list.
o L) Lyl
ategany ALL ABOARD FLORIDA W
ARCHITECTURE (Prass Cirl o salact multiple catageores]
Dua Date 12672016
Allpwed to Submit ]
Add Canced

The initial designer assigned must be a Lead Designer. Select at least one category; modify the response
due date if necessary, and select the ‘Add’ hyperlink to add the Lead Designer. At least one category must
be selected for each Lead Designer or Designer, but multiple categories can be selected by pressing the
control key. Comments are routed to Lead Designers and Designers based on the categories assigned. If
two or more designers have the same category then the Consultant PM, or the In-House PM (for in-house
projects) will have to individually assign the comments back to the appropriate Lead Design or Designer.

Designers can be assigned to each Lead Designer. Select at least one category, select the lead designer
and select whether the designer is ‘Allowed to Submit’. The ‘Allowed to Submit’ checkbox allows the
designer to submit their responses without having to be reviewed and submitted by their Lead Designer.
Lead Designers are always allowed to submit their own responses.
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Comments

User: sp865wj | Role: In-House Manager | Districk CENTRALCFF | Wark As; | Self V|| Help FAG Lopod
Home Submittal i1 Reports Settings District Doc

Submittal District: CO
Submittal Title: Test screen text

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Seledt assignments from a Defeult list (OR) Type portion of a neme in the fields to menuslly select an essignment

Default List:| SELECT v

In House Consultant

Project Manager Project Manager

[Wolfe, Jim (SP985WA) | [2HU, XUESONG (ALEX.ZHU@HDRINC. COMXX) |
PM Assistant
Name Role Status ‘Comments Created |Due Date |Allawed to Submit |Ed\t ‘Unassign |
Ben Lewis  [LEAD REVIEWER Active | 0 | osr25r2016 | NIA | Edit | Unassign |
Add Reviewer

(%] Add Designer

Designer: ‘ !

< f| Initial designer assigned must be a lead designer
Role: Lead Designer v
Select Lead: v

ACCESS MANAGEMENT

Category: ﬁEI?AEIOARD FLORIDA Select at least one category, modify response
v A
ARCHITECTURE due date if necessary and click 'Add' to add
Due Date:

Allowed to Submit:

The District Administrator or the Submittal Creator may not know who the designers are on the project, so
these can also be added by either the In-House PM or the Consultant PM. A Lead Designer cannot add
another Lead Designer. A Lead Designer can assign Designers under themselves on or before the global

submittal due date. Only a District Administrator, In-House PM or Consultant PM can remove a Lead
Designer from a submittal.

Elect 1
E%[ri} Qo

;omments

User. spS65w] | Role: In-Houss Mansger | District: CENTRALOFF | Werk as: | Self || Help FAC Logouw
Home Submittal i Reports Settings District Doc

Submittal District: CO
Submittal Title: Test screen text

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Select assignments from a Defsult list (OR) Type poricn of s name in the fields to manuslly select an assignment

Default List:| SELECT hd

In House Consultant

Project Manager Project Manager

|W0Ife. Jim (SP365YWJ) | ZHU, XUESONG (ALEX.ZHU@HDRINC.COMXX)
PM Assistant

Name Role Status  Comments Created Due Date Allowed to Submit Edit Unassign
Ben Lewis LEAD REVIEWER Active 0 06/25/2016 /A Edit | Unassign
BILLY PAZ REVIEWER Active 0 06/25/2016 No Edit | Unassign
[¥] Add Reviewer
Name Role Active  Due Date Allowed to Submit Assignment Category Edit  Unassign
Kurt Lieblong LEAD DESIGNER Active | 07/25/2016 NiA CONSTRUCTION Edit | Unassign
Joseph Nalley DESIGHER | Active 07/25/2016 No Edit | Unassign
(¥ Add Designer
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ENTERING COMMENTS

To begin the comment lifecycle each comment is entered by the reviewer on an assigned Submittal. Then
the comment follows a lifecycle until the comment has been appropriately responded to by the design
team. Comment can go through the lifecycle as many times as needed until a resolution is found, allowing
for a dialogue between the reviewers and the designers.

To enter comments on an assigned submittal, select the submittal from the assigned submittal section.
V- ~N = Electronic
FDOT () EY Review
- Comments
User: spB85wj | Role: SUBMITTAL USER | District: DISTRICTZ | Work As: | Help FAQ Logou

Home Submittal Assignments Reports Settings District Documents

Action Items Total: 15 | Due Today: 0 | Due This Week:
Comments Total: 0 | Due Today: 0 | Due This Week:
Assigned Submittals Total: 10 | Due Teday: 0 | Due This Week:

Fin Proj Phase My Role Comment Due Date Response Due Date Comments Submitted
o DCN# 6318 - Technical Memorandum (including bookmarked appendices)

406144-1-52-01 (TP) OTHER LEAD DESIGNER 11i20/2015 1/8/2016 A
o DCN# 6918 - Technical Memorgndum (including bookmarked appendices) ...

406144-1-52-01 (TP} ER LEAD DESIGNER 11i20/2015 1/8/2016 A
O 100% Sign Structures Plans {and S&PM RFC Subm igformation only....

430565-1-52-01 (D2) FINAL X ) - 1/30/2015 NA
o Project Submittal: 100% Samaritan Way Soundwall Extension Plans ***P... Select the subm_mal.fmm_the Assigned

430565-3.52-01 (D2) FINAL LEAT Submittal’ section. 112612015 NA
O DCM# 6271 - Technical Memorandum for Gantry Equipment Change Refert

430565-1-52-01 (TP) OTHER LEAD DESIGNER 1/8/2015 1/15/2015 A
o 100% S&PM Plans AND 90% Sign Structures Plans **Submittal includes F..

430565-1-52-01 (D2) FINAL LEAD DESIGNER 8/18/2014 9/1/2014 A
-

Proiect Submittal: 100% Overhead Sian Structure Plans **Please not

The Submittal Information page will be displayed. Select the ‘Comments’ tab to open the Comments
page.

USEr SpUCOW] | ROTET STATE AUMIN | DISTISr GENTRACOFF | Wore [ EED FAw Lomom
Home Submittal Assignments Reports Settings District Documents

Financial Project Id: 233166-2-52-01
Financial Project Description: SR-808/GLADES ROAD FROM SR-7 TO SR-5/US-1

Submittal Information T Staff Assignments T Commepts T Reports T Documents T Related Submittals ]

Financial Project Id Date Received Copy Submittal
- - - 5/17/2016

Financial Project Description: Comment Dus Date

SR-808/GLADES ROAD FROM SR-T TO SR-5/US-1

Submittal Phase Select the ‘Comments’ tab.

INITIAL -~ ™

Submittal Status . .
OPEN W) PM Comment Review Period

Staff Type EI days
V) PM Response Review Period
Submittal Type E days
| PLANS v Allow Unassigned Response
O
Description

1504 of 3500

INITIAL ENGINEERING REVIEW PHASSE

SR: SR 808 ~
County: PALM BEACH(93)

HEE R HEE KKK AH A KKK H KA AR AH A AR K A RH KKK HIH KR AR HAR AR KA HRHRRH AR R HRH T
R AR KRR RN R AR

ATTENTION REVIEWERS:

The one item not included in the package is the approved Typical Section
Package. Howard Webb's signature of the Typical Section Package is pending

at this time. The signed Typical Section Package will be added before Friday
05/20/2016 to the ERG system.

Save | ‘ Delete
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The following options are available for viewing submitted comments:

e Show comments assighed to me — Only the comments assigned to the user will display on the
screen.

e Show unresolved comments — Only the comments on the submittal that are submitted, but not
resolved will display on the screen. Does not matter who comments are assigned to.

e Show all comments — All submitted comments on the submittal will display on the screen.

e Show comments assigned to — Selecting a user assigned to the submittal from the dropdown
box will display all the submitted comments currently assigned to that user.

e Show comments created by — Selecting a user assigned to the submittal from the
dropdown box will display all the submitted comments created by that user.

e Show comments by category — Selecting a category from the dropdown box will display all the
submitted comments that have that category.

Home Submittal Assignments Reports Settings District Documents

Financial Project Id: 233166-2-52-01
Financial Project Description: SR-808/GLADES ROAD FROM SR-7 TO SR-5/US-1

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals ]

® Show comments assigned to me ) Show comments assigned to v Search Comments
Create Mew Comment ) Show unresolved comments () Show comments created by v
O Show all comments O Show comments by category hd

Mo Comment Found!

Creating Comments

If your review of the submittal documents resulted with you not having any comments select the ‘Mark as
No Comment’ check box.

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Description: unassigned comments 2

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

I [¥IMark as Mo Comment I (@ Show comments assigned to me ) Show comments assigned to I [ Search Comments
(O Show unresolved comments (O Show comments created by I v
) Show all comments (O Show comments by category | e

No comment found.

This action will be recorded in the Staff Assignments page in the row where your name is displayed. It will
display a zero with an asterisk next to it under the Comments Created section and your manager will know
that you have opted for No Comments.
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ubmittal Information | Staff Assignments T Comments T ReporlsT Documents T Related Submittals T Send Motification 1

Select sssignments from s defsult list [OR) begin typing s name in the fields to manuslly select sn sssignment

Default List:[ SELECT |
In House Consultant
Project Manager Project Manager
|Brink\ey, Renee (PM204RW) | Roland, Michael (KNCHMMR)
PM Assistant
[Wilkiams, Amy (PM204WA) | Clear
Name Role Status Comments Created Due Date A\Iowc?d @ Edit Un:
Submit
Amanda Famnell (TO262FA) Zero with an asterisk next to it in the Comments Created fontt n 01/04/2017 N/A Edit
section lets your manager know that you have opted for No
Barney Bennette (PD201BB) Comments. Active 0 01/04/2017 N/A Edit
Debrah Miller (PD201DM) | REVIEWER |  Active 0 01/04/2017 Yes Edit
Belgis Majboor (RD244BM) LEAD REVIEWER Active 0 01/04/2017 N/A Edit

ERC will not let you ‘Mark as No Comment’ if you have already created a comment. If at a later date you
decide to make a comment you can un-select the ‘Mark as No Comment’ check box to create a comment.

Do not add a comment that you have no comments. That is what the ‘Mark as No Comment’ box is for
which will register a 0*. By entering a comment that you have no comment, others will have to respond
back to agree with your statement.

To submit comments, select the ‘Comments’ tab. Select ‘Create New Comment’ and the ‘Create a New
Comment’ box will appear.

— e T T

L — |
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Description: unassigned comments 2

T e e

f Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

[1Mark as No Comment (® Show comments assigned to me O Show comments assigned to I v Search Comments
Create New Comment () Show unresolved comments ") Show comments created byl v
O Show all comments () Show comments by categoryl hd

No comment found.

Each individual comment is entered by the Reviewer which then follows a lifecycle until the comment
has been appropriately responded to by the design team. Comments can go through the life cycle as
many times as needed until a resolution is found, allowing for a dialogue between the Reviewers and
the Designers.

Select ‘Create New Comment’ and the ‘Create a New Comment’ box will appear. Type in your
comment, select at least one Category, enter a reference page if applicable and then select ‘Save’ to
create and save the comment for later updates or ‘Save & Submit’ to actually create the comment
and submit it to the Lead Reviewer, In-House Project Manager or Consultant Project Manager.
Submitting the comment will generate an email notification to the next user in the comment lifecycle.
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Home Submittal Assignments Reports Settings District Documents
Financial Project Id: 233166-] =~
Financial Project Descriptior| Create/Edit a New Comment x

Submittal Information | Staff

0 of 3600

Search Comments
Create New Comment

No Comment Found! Comment:

Enter comment text k

ACCESS MANAGEMENT

ADA ‘H Select comment category
ALL ABOARD FLORIDA

ARCHITECTURE

Category: [AVIATION

BICYCLE/PEDESTRIAN

BIDABILITY v
CONSTRUCTION

(Press Ctrl to select multiple categories)

Reference: |
I Save I | Save & Submit

Comments that are only created (saved) must at some point be submitted to move forward in
the comment lifecycle.

Once the Comment Due Date has passed within the submittal, under the ‘Comments’ tab, the Lead
Reviewer / Reviewer will no longer be able to create new comments. The ‘Create New Comment’ tab will
be grayed out and when the user hovers over the Create New Comment text a pup up box will display
saying “Comments not allowed after the due date”. If the Lead Reviewer / Reviewer needs to make
comments after the Comment Due Date, they will need to contact the In-House PM to extend that date.

Submttal Tiie: THis 15 an MU waigh sfation projact &1 While Spnngs and -7
[ Submitial Information T Staff As=ignmem=s | Comment= I J=ports T I:In:umentsT Related Submittals |

® Show comments assigned to me ) Bhow comments assigned to “ Search Commants
) Show urresalved comments ) Show comments craated by ~
i i e e ') Show comments by categony | bl
RAIN AND LOCATION OF QUTLET PIPE. This note ia redundant to the edgedrain detail.
— Categories: TYPICAL SECTION Reference:
~ status RESPONSE SUBMITTED Asgigned Te:  Jaseph Nalley [LEAD REVIEWER) Created By: JnaEph Nalley (LEAD REVIEWER)

Created Date: AU2T2015

Submitting Comments

Once a comment is created (not submitted), the comment screen will look like the screen below:
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A\ = Klectronic
FDOT & &) :cview
— Comments

User: sp985w] | Role: LEAD REVIEWER | District: DISTRIGT4 | Work As | Help FAQR Logou

Home Submittal Assignments Reports Settings District Documents

Financial Project Id: 437994-1-52-01 (D4)
Financial Project Description: SR-9/I-95 FROM MIAMI/DADE COUNTYLINE TO NORTH OF BROWARD BLVD.
Submittal Title: CONSTRUCTABILITY PHASE REVIEW. SR: SR 9 County: BROWARD(86) Desc: SR-__

( Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals W

O (® Show comments assigned to me () Show comments assigned ml L% Search Comments
Create New Comment () Show unresolved comments () Show comments created by e
{1 Show all comment: m.Shaw comments by categnryl h

Click arrow to expand (pointing up) or compress
2. Test comment #1 for manwd] (pointing down) comment thread.
SGOIIES: ADA Reference:
tatus: COMMENT NOT SUBMITTED Assigned To: Todd McGee (LEAD REVIEWER) Created By: Todd McGee (LEAD REVIEWER) L]
Created Date: 5/24/2016

Edit Delete Submit Add Document

Submit All Comments ~ Submit Selected Comments

The double arrows pointing up, indicates that the comment thread is expanded. If the arrows are clicked, it
will compress the comment. The following information is displayed regarding the comment:

e Categories — Indicates the category for the comment
e Status — Displays current status of the comment

o Comment Not Submitted — Reviewer has created and saved the comment, but has not
submitted the comment.

o Comment in Review — Reviewer has created and submitted the comment, but it has not
been submitted to the designers for response. Comment is either waiting to be reviewed
and submitted by Lead Reviewer or in-house project manager.

0 Comment Submitted for Response — Comment has been submitted to the
designers for response.

0 Response in Review — Response has been created, but has not been submitted to
reviewers.

0 Response Submitted — Response has been submitted to reviewers.

0 Response Accepted — Submitted response was accepted by reviewer.

o0 Comment Resolved — In-house project manager has the ability to resolve a comment at
any point in the review cycle. Should be used only if a resolution through the system does
not seem possible.

o Comment Agreed With — Comment submitted by reviewer was agreed to by designer or
Consultant PM.

e Assigned To — Indicates which user the comment is currently assigned to.
e Reference — Indicates a page in the submittal that the comment refers to.

e Created By — Indicates which user created the comment.

A comment that has been created (saved) but not submitted, the following options are then available to the
user.

e Edit — Edit the comment text, category or reference.

e Delete — Delete the comment.

e Submit — Submit the comment.

e Add Document — Add supporting document to the comment.

¥ Lifecycle of an ASP.NET MVC 5 Application.pdfMS tech doc. Edilf

Status: COMMENT SUBMITTED FOR RESPONSE Assigned To: Jim Wolfe (CONSULTANT PA) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 101512016
14. need better plans

- Categories: ARCHITEGTURE Reference: O
Status: COMMENT NOT SUBMITTED Assigned To: Jim Wolfe (CONSULTANT P} Created By: Jim Wolfe (CONSULTANT PM)

Delete Comment Created Date: 112612017

Edit Delete Submit Add Document

Submit All Comments ~ Submit Selected Comments




When multiple comments are created they should be submittal all at once. Each time a comment is
submitted an email notification is sent to the person who is in the next level of review. If you submit 20
individual comments they will receive 20 emails. If submitted all at once, then only one email will be sent
as notification. For comments that have been saved, not submitted, there will be check boxes on the right
side. You can select the comments that are ready to submit by checking each box and then select at the
bottom left the ‘Submit Selected Comments’ tab. Once clicked those comments will be submitted and a
single email will alert will be sent to the person for response. If all comments are ready to submit, you do
not need to check the boxes, just click on the ‘Submit All Comments’ tab. When you click on those tabs
an alert will appear asking ‘Are you sure you want to submit selected comments’. You can agree by
clicking the submit button or choose Cancel to take you back to the comment page.

[ Submittal ion | Staff | Comments | Reports | Documents | Send Notification |
m] O Show comments assigned to me Show comments assigned to v Search Comments
Create New Comment ® Show unresolved comments ) Show comments created by nd
Show all comments ") Show comments by category | v
12.ada
_ Categories: ADA Reference: O
Status: COMMENT NOT SUBMITTED Assigned To: James Far (LEAD REVIEWER) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 111282016
13. ddd
. Categories: ADA Reference: o
Status: COMMENT NOT SUBMITTED Assigned To: James Farr (LEAD REVIEWER) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 1112812016
15. comment 1
. Categories: ARCHITECTURE Reference: o
~ Status: COMMENT NOT SUBMITTED Assigned To: James Farr (LEAD REVIEWER) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 12612017
16. comment 2
. Categories: CULTURAL RESOURCES Reference: o
~ status: COMMENT NOT SUBMITTED Assigned To: James Far (LEAD REVIEWER) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 11262017
17. comment 3
. Categories: ENVIRONMENTAL MANAGEMENT OFF. Reference: o
Status: COMMENT NOT SUBMITTED Assigned To: James Farr (LEAD REVIEWER) Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 1262017
18. comment 4
. Categories: ARCHITECTURE Reference: o
Status: COMMENT NOT SUEMITTED Assigned To: James Farr (LEAD REVIEWER} Created By: James Farr (LEAD REVIEWER)
Delete Comment Created Date: 11262017 —

|Submit All Comments.  Submit Selected Comments. |

As reviewers submit comments, the comments are no longer assigned to the reviewer and they will drop
off the reviewer’s action items. They will also not show on the comment page if the ‘Show comments
assigned to me’ box is checked.

Adding a Document to a Comment

Reviewers can add supporting documentation to the comment by selecting the ‘Add Document’ hyperlink
below the comment. This must be done prior to submitting the comment. From the ‘Add Document’ display
screen select the Select File Button.



Add Document x \

Document: | SelectFile || 0 % |
teferen

\l Browse for documents I ‘reated
-reated

teferen
reated

Add Document | | Cancel | preated

teferen
-reated
Created

Description :

A browser screen will open for you to locate the desired document. Double click on the document file and
the file will be uploaded into ERC.

ed to me (0 Show comments assigned to b
ants i - —t | bd
Add Document % W
Document: | | Select File || 100 % |Upload Complete
! leference:
ERC manual review.docx
.reated By:

.reated Date:

Description : File uploaded, enter a description of the

document. A description must be entered to
enable the "Add Document’ buttan.

Add Document | ‘ Cancel ‘

leference:
.reated By:
Created Date:

Once the file upload has been completed, add the document description. This will activate the ‘Add
Document’ button. Click the ‘Add Document’ button and the document will be added to the comment.
Comment can now be submitted for a response.
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Home Submittal Assignments Reports Settings District Documents
Financial Project Id: 437994-1-52-01 (D4}
Financial Project Description: SR-9/1-95 FROM MIAMI/DADE COUNTYLINE TO NORTH OF BROWARD BLVD.
Submittal Title: CONSTRUCTABILITY PHASE REVIEW. SR: SR 9 County: BROWARD(36) Desc: SR-...

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals ]

O (@ Show comments assigned to me () Show comments assigned to v Search Comments
Create New Comment "I Shi
Add Document ®* 00000
() 8hy v
- Select File o
P ——— Document: Select File || 100 % |Upload Complete
- Categories: ADA drop xlsx -
Status: COMMENT NOT SUE test McGee (LEAD REVIEWER)
2016
Description -
Submit All Comments ~ Submit Selecte
Click’ Add Document'.
| dd Document | | Cancel ‘

Review Period

Once the comment has been submitted, if a comment review period was set on the Submittal Information
Screen then the comment will be assigned to the In-House PM until the review period expires or the In-
House PM reviews and takes action on the comment. Once the review period expires, any comments that
the In-House PM did not take action on will be automatically transferred to the Consultant PM or
Designers.

Comment Categories

If designers have been assigned to the submittal with comment categories, then the comments will be
automatically assigned to the designers according to the comment categories. If two or more designers
have the same comment category, then the comments for that category will be assigned to the In-House
PM for Staff Type — In-House Staff and to the Consultant PM for Staff Type — Consultant. If the designers
and their respective comment categories have not been assigned when the comments are submitted all the
comments will be assigned to the PM.

The PM can assign the designers with the appropriate comment categories after the comments have
been submitted and the comments will be automatically assigned to the designers according to the
comment categories. For more information on assigning staff, see the section on Individual Designer
Assignments.

Comment Deletion

Comments can be deleted from the submittal. For any reason if a comment was made to the wrong
submittal or does not apply to the submittal the In-House PM is to contact the Statewide Administrator. The
Statewide Administrator's ERC access Comments window shows a ‘Delete Comment’ link, where non
State Administrator’s screen view does not show it.
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FDOT) @@ i
— Comments

User: spB€8w] | Role: IN-HOUSE FM | District: CENTRALOFF | work As: | Self || Hele FAG Logout

Home Submittal i Reports Settings District Doc
Submittal District: CO Unresolved Comments
Submittal Title: comments consultant Submittal Review Summary
( Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification W
[OMark as No Comment (O Show comments assigned to me © Show comments assigned to Search Comments
Create New Comment Show unresolved comments (©) Show comments created by | &
@® Show all comments (2 Bhow comments by category I S hd
1. consultant comment 1
Categories: COMNSTRUCTION Reference:
Status: COMMENT AGREED WITH Assigned To: Created By: BILLY PAZ (REVIEWER)
I Delete Comment I Created Date: 513172016
2 consultant comment 2
Categories: CONSTRUCTION Reference:
Status: COMMENT SUBMITTED FOR RESPONSE ~ Assigned To: KUESONG ZHU (CONSULTANT PIM) Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 51312016
3.test3
Categories: CONSTRUCTION Reference:
Status: RESPONSE IN REVIEW Assigned To: KUESONG ZHU (CONSULTANT PM) Created By: Ben Lewis (LEAD REVIEWER)
Delete Comment Created Date: GMI2016

When the Statewide Administrator clicks on the ‘Delete Comment’ tab the following screen appears.

Elect 1
FDOT @O fiksune
- Comments

User: spB€5w] | Role: IN-HOUSE FM | District: CENTRALOFF | work As: | Self || Help FA@ Logout

Home Submittal i Reports Settings District Doc
Submittal District: CO
Submittal Title: s cal © 1t Delete Warning! %

Submittal Information | Staff

You are allowed to delete comments because you are in the Statewide Administrator role in the ERC
O Mark as Mo Comment System. Search Comments
Create New Comment You are about to delete all of the reviewer and designer comments associated with the selected comment.
This operation is final — it cannot be undone.

<]

1. consultant comment 1 If you do not want to perform the delete operation, select the Do Mot Delete button.

Cateqgories: CONE
Status: couy T vou are sure select the Delete button. IEWER)

Delete Comment
2. consultant comment 2
= <

| Categories: CONE |
o COMI [ Delete | [ Do NOT Delete EUNER
Delete Comment
3.test3
Categories: COME
Status: RESP D REVIEWER)
Delete Comment

As the warning notes the deletion of the comment is final. The comment’s number remains listed and the
following statement replaces the comment — “This comment was removed by the ERC Statewide
Administrator”, as shown below.
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FDOT @Q (=) filegtronic

- Comments

User: spB85wj | Role: IN-HOUSE PM | District: CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents
Submittal District: CO Unresplved Comments
Submittal Title: comments consultant Submittal Review Summary

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Naotification ]

O () Show comments assigned to me (0 Show comments assigned to v Search Comments
Create New Comment () 8how unresaolved comments how comments created by v
(® Show all comments ) Show comments bycategoryl e
1. This comment was removed by the ERC Statewide Administrator. I
; Reference:
¥
Status: COMMENT RESOLVED Assigned To: Created By: BILLY PAZ (REVIEWER)

Created Date: 513112016
2. consultant comment 2

Categories: CONSTRUCTION Reference:
Status: COMMENT SUBMITTED FOR RESPONSE  Assigned To: HKUESONG ZHU (CONSULTANT PM) Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016
3.test3

Categories: CONSTRUCTION Reference:

Non-Conventional Project Comments

Check box for Non-Conventional Project types, typically design build, will generate a comment entry where
either a response is required or the comment is for your information only.

2R\ Klectronic

FDOT (:D % Review
P Comments
s ] [ R ey | AR [ (Y D ) e

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: Sky King speedway

Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Natification W

Financial Project Id Date Received Copy Submittal
Financial Project Description: Comment Due Date
Submittal Phase 7110/2016

PHASE IV v Response Due Date

Submittal Status 8/10/2016
OPEN v PM Comment Review Period

Staff Type El
days

Submittal Type PM Response Review Period

| PLANS v days

| [¥] Non-Conventional Project |
[[] Allow Unassigned Response

n rintinn

A Non-Conventional Project provides two text boxes for a comment to be entered — “Response Required
Comment” and “FYI Comment.” A comment can only be entered into one text box. If a comment is
entered into the “Response Required Comment” text box, then the Plans Preparation Manual, Chapter 20,
(PPM) required language “A written response is required” will be appended to the end of the user’s
comment. If a comment is entered into the “FYI Comment” text box, then the PPM required language,
"This comment is for information only, A written response is not required” will be appended to the end of
the user's comment.
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Create/Edit a New Comment

Enter a comment in only one of these text boxes. 0 of 3565

FDOT
-

Response Enter a comment text that will F | Work As: I il =
Home s Reqplj\)red require a response or enter a s District Documents
Submittal District: CO Comment: comment that is for your
Submittal Description: non conventional project information only, not requiring a
written response:
[ it ion | Staff Assi T Commel
[ Mark as No Comment Search Comments|
Create New Comment
0 of 3522
No comment found_
FY!
Comment:

ACCESS MANAGEMENT
ADA K

ALL ABOARD FLORIDA
e CTURE g { Select comment category

Cateqory: |AVIATION —

eden BICYCLE/PEDESTRIAN

BIDABILITY v

CONSTRUCTICN

(Press Ctrl to select multiple categories)

Reerence[ ]
Save & Submit

The comments will appear in the following way.

Klectroniec
FoOTy @ Q6 ey
" Comments

User: sp985wj | Role: INHOUSE PM | Distick: CENTRALOFF | Work As: | Sell M| | Hele EAQ Logout

Reports Settings District Doci t

Home Submittal A

Submittal District: CO
Submittal Title: Sky King speedway

fSuhmittaI Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]
[CIMark as No Comment () Show comments assigned to me () Show comments assigned to | ¢ Search Comments
Create New Comment ® Show unresolved comments ) Show comments created by |
) Show all comments () Show comments by category | SELECT v
4. which way is north
J“Awm‘len response is required. I
Categories: AVIATION Reference:
Status: RESPONSE IN REVIEW Assigned To: Saba Shamma (CONSULTANT PM) Created By: Jodi Jarrell (REVIEWER)
Delete Comment Created Date: 6M0/2016
5. birds nesting on runway during winter
l This comment is for information only. A written response is NOT required. |
egol AVIATION Reference:
Status: RESPONSE IN REVIEW Assigned To: Saba Shamma (CONSULTANT PM) Created By: Jodi Jarrell (REVIEWER)
Delete Comment Created Date: G6M0/2016
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RESPONDING TO COMMENTS

As mentioned earlier there are a number of methods by which an In-House PM can manage a submittal to
respond to comments by reviewers.

e Staff Type: In-House; In House PM as the lead in responding to comments from reviewers

e Staff Type: In-House; In-House PM with Lead Designers and Designers responding to comments
from reviewers

e Staff Type: Consultant; In-House PM with a Consultant PM responding to comments from
reviewers

e Staff Type: Consultant; In-House PM / Consultant PM with Lead Designers and Designers
responding to comments from reviewers.

When comments have been submitted they will move forward in the comment lifecycle. They will appear
as an ‘Action Item’ on either the In-House PM, Consultant PM, Lead Designer or Designer Home Page
depending upon how the submittal was structured. If you see any items listed under ‘Action Items’ in the
Home Page, then the comment is waiting for your action. Your Home Page will also provide you with the
Total comments, Due Today and Due This Week, which will let you know how many comments are
assigned to you, how many are due today and how many are due this week.

Upon submitting the comment an email will be generated to the person that is responsible to respond.

They can click on the link in the email notification or they can select the comments from the Action Items
list on their Home Page.

User. ps972jd | Role: STATE ADMIN | Distict: CENTRALOFF | Workas: | Self M| | Helo FAQ Logoy
Home Submittal Assignments Reports. Settings. District Documents
#/ Action Items Total: 7 | Due Today: 0 | Due This Week: |
Fin Proj. My Role ‘Comment Status ‘Comment Due Date Response Due Date
Comment [J2imes Tesina A vse ropored an fs5vs Wi Cateqon Selecion vien . |
‘Submittal Description: Test Default assignment
‘Submittal District: (CO) CONSULTANT PROJECT MANAGER COMMENT SUBMITTED FOR RESPONSE from the Action ltems list 372017
conment

Submittal Description: TesiDefaull assignment
‘Submittal District: (CO) GONSULTANT PROJECT MANAGER COMMENT SUBW

ED FOR RESPONSE 2182017 3712017
Comment: Even more James lesiing? You know il As s ual. please disteqard

® oy ®

‘Submittal Description: Tes{Defaull assignment
‘Submittal District: (CO) CONSULTANT PROJECT MANAGER COMMENT SUBMITTED FOR RESPONSE 2082017 3712017

Comment: James tests testing, testily Test? TEST

The Comments Page will open with the desired comment thread expanded. Comment threads can be
expanded or compressed by clicking on the double arrows next to Categories. Arrows pointing up

indicates the comment thread is expanded. Arrows pointing down indicates the comment thread is
compressed.

A\ =i lilectronic
FDO1 @ OB keview
P Comments
User: spB85w] | Role: SELF ASSIGNED | District: CENTRALCFF | Work As: Help FAQ Logout
Home Submittal Assignments I Reports : Se‘ttings District E}ocument&i

Financial Project Id: 437994-1-52-01 (D4)
Financial Project Description: SR-9/-95 FROM MIAMI/DADE COUNTYLINE TO NORTH OF BROWARD BLVD.
Submittal Title: CONSTRUCTABILITY PHASE REVIEW. SR: SR 9 County: BROWARD(86) Desc: SR-...

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals T Send Notification W

O ®) Show comments assigned to me ) Show comments assigned ml v Search Comments
Create New Comment () Show unresolved comments () Show comments created byl v
) Show all comments ) Show comments by categnryl hd

1. Test comment #1 for manual.

ategories: ADA Reference: 0
“Statu oMMENT|  Click arrow to expand (pointing up) or compress IGNED) Created By: Jim Waolfe (SELF ASSIGNED)

Delete Comment {pointing down) comment thread. Created Date:  5/24/2016

Submit All Comments  Submil SETSETEUSUNINENTS
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The following information is displayed on the comment page:

e Categories — Indicates the category for the comment.
e Status — Displays current status of the comment.

o Comment Not Submitted — Reviewer has created and saved the comment, but has not
submitted the comment.

o Comment in Review — Reviewer has created and submitted the comment, but it has
not been submitted to the designers for response. Comment is either waiting to be
reviewed and submitted by Lead Reviewer or In-House PM.

o Comment Submitted for Response — Comment has been submitted to the designers,
In-House PM or Consultant PM for response.

0 Responsein Review — Response has been created, but has not been submitted

to reviewers.

0 Response Submitted — Response has been submitted to reviewers.

0 Response Accepted — Submitted response was accepted by reviewer.

o Comment Resolved — In-House PM has the ability to resolve a comment at any point in
the review cycle. Should be used only if a resolution through the system does not seem
possible.

o Comment Agreed With — Comment submitted by reviewer was agreed to by designer.

e Assigned To — Indicates which user the comment or response is currently assigned to.
e Reference — Indicates a page in the submittal that the comment refers to.
e Created By — Indicates which user created the comment.

Each time an action is taken the Status will change to reflect the new comment status and the Assigned
To will change to identify who is the next person in the comment/response process, until the
comment/response is closed.

Submittal District: CO

Submittal Description: in house comment review period
[ Submittal Information | Staff Assignments Each time an action is taken the Status and
Assigned To will change to show comment status
O

and the next parson in the process i
= _) Show comments assigned to v Search Comments

Creaie New Comment Show unresolve ) Show comments created by v

2 Show comments by categnryl v

all comments

6. comment
Categories:

ARCHITECTURE Reference:

Status: RESPONSE SUBMITTED I I Assigned To: ‘Sean Masters (REVIEWER) I Created By: ‘Sean Masters (REVIEWER)
Created Date: 21612017
7. comment
= Categories: AVIATION Reference:

Staff Type: In-House

Special note for ERC District Administrators: District Administrators when assigned to a submittal will
have an extra option when processing comments that others will not have:

e Rescind - select this to return the response to the user that created the comment.

In-House PM Options




The following options are available to the In-House PM when a comment has been submitted, in

various comment status:

]
[ ]
not foreseeable.
e Respond - Select this to respond to the comment.
[ ]

Reject - Select this to reject the comment back to the Lead Reviewer or Reviewer.
Resolve - In-House PMs have this option to close the comment if an agreeable resolution is

Assign - Select this to assign the comment to designers assigned to the submittal.

Submittal District: CO
Submittal Description: In House, no review period

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

(] () Show comments assigned to me () Show comments assigned to ~ Search Comments
Create New Comment () Show unresolved comments (O Show comments created by I v
(® Show all comments () Show comments by categcryl v
1. comment
Categories: ARCHITECTURE Reference:
Status: Assigned To: Jodi Jarrell (LEAD REVIEWER) Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 412612017
Todd McGee LEAD DESIGNER  response
472612017
2. comment g
Categories: ARCHITECTURE Reference:
Status: |COMMENT SUBMITTED FOR RESPONSE |Assigned To:  Todd McGee (LEAD DESIGNER) Created By: Jodi Jarrell (LEAD REVIEWER)
. Created Date: 4126/2017
IResoIve Rescind Reassign 1
3. comment
Categories: ONSTR ik Reference:
Status: Assigned To: Ashleigh Smith (IN-HOUSE PM) Created By: Jodi Jarrell (LEAD REVIEWER)
- Created Date: 42612017
lRe‘eci Resolve Respond Assignl

When the submittal is created and utilizes the PM Comment or PM Response Review Periods, all

comments or responses will be assign

to the PM.

| Submittal District: CO
Submittal Description: In House submittal

J' Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification ]

Financial Project Id

| Validate

Financial Project Description:
Submittal Phase

PD&E v
Submittal Status

OPEN v

Staff Type
| v

Submittal Type

| PLANS

v]

[l Non-Conventional Project

Date Received

Comment Due Date

5252017

Response Due Date
G/25/2017
PM Comment Review Period

days
PM Response Review Perio

days

During the review period the following option is available to the PM.
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e Assign All Comments — This option becomes available when the submittal utilizes the PM
Comment Review or the PM Response Review Period on the Submittal Information page. When
the Submittal Information page contains a number of days for those items, the In-House or
Consultant PM is holding the comments or responses until they have an opportunity to review them
prior to the comments moving on to the assigned designer or reviewer, a grace period. Select this
option ‘Assign All Comments’ to assign all comments to designers that have matching comment
categories on the Staff Assignments page. If more than one designer has a comment category the
comments with that category will remain assigned to the In-House PM.

L
[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

O ® Show comments assigned to me ) Show comments assigned to I ~ Search Comments
Create New Comment () Show unresolved comments () Show comments created byl h
() Show all comments () Show comments by categoryl hd
1. comment
—, Categories: ADA Reference:
Status: COMMENT IN REVIEW Assigned To: Ashleigh Smith (IN-HOUSE PM) Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 4125/2017
2. comment
., Categories: ARCHITECTURE Reference:
¥
Status: COMMENT IN REVIEW Assigned To: Ashleigh Smith (IN-HOUSE PM) Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 41252017
3. comment
-, Categories: ADA Reference:
~ status: COMMENT IN REVIEW Assigned To: Ashlgigh Smith (IN-HOUSE PM} Created By: Joseph Nalley (LEAD REVIEWER})
Created Date: 41252017
4. comment
-, Categories: ARCHITECTURE Reference:
Status: COMMENT IN REVIEW Assigned To: Ashleigh Smith (IN-HOUSE PM) Created By: Joseph Malley (LEAD REVIEWER)
Created Date: 4/25/2017
Assign All Comments

Once the In-House PM assigns the comments to a Lead Designer or Designer, the In-House PM wiill
have the following options:

¢ Resolve — In-House PM has this option to close the comment if an agreeable resolution is
not foreseeable.

e Rescind — Select this option to return the comment to the original comment creator. Essentially
starting the comment lifecycle over.

e Reassign — Allows the In-House PM to reassign the comments to another designer including
themselves.



Elect 1
FDOT QOB
e Comments

Home Submittal Assignments Reports Settings District Documents
Submittal District: CO
Submittal Title: test comments

[ Submittal Information | Staff Assignments | Comments | Reports | Documents | Send Notification |

User sp285wj | Role: IN-HOUSE PM | District CENTRALOFF | Wark As: | Self || Help FAG Lopod

O (®) Show comments assigned to me () Show comments assigned ml W Search Comments
Create New Comment () Show unresolved comments () Show comments created byl hd
(0 Show all comments () Show comments by categnryl v
1. comment test 1
Categories: CONSTRUCTION Reference:
Status: COMMENT SUBMITTED FOR RESPONSE ~ Assigned To: Kurt Lieblong Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016

Resolve Rescind Reassign

Lead Designer and Designer Options

The following options are available to the Lead Designers and Designers when a comment is submitted
for response:

e Agree - Select this if you agree with the comment. System gives the option to add text, but not
required. Selecting this will also close the comment.

e Respond - Select this to enter a response to the comment.
e Assign - Select this to assign the comment to another designer. (Assign options only
becomes available to the Lead Designers if they have Designers assigned under them).

Submittal District: CO
Submittal Description: In-House

[Submiﬂal Information TStafFAssignments T Comments T ReportsT Documents ]

O (® Show comments assigned to me ) Show comments assigned ml v Search Comments
() Show unresolved comments ) Show comments created by li\’
) Show all comments () Show comments by categoryl v
3. comment
Categories: ARCHITECTURE Reference:
Status: gggygﬁ;;uammm RULL Assigned To:  Todd McGee (LEAD DESIGNER) Created By: Joseph Nalley (LEAD REVIEWER)

Created Date: 4252017

1 Agree Respond Aﬂgﬂl

Click the respond hyperlink and the ‘Respond Comment’ box will appear. Enter the response and then
select ‘Save Response’ to save the response or ‘Save & Submit Response’ to actually save and
submit the response in one step.
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Home Submittal Assignments Reports Settings District Documents
L\Eubmit‘tal District: CO
Submittal Description: In-House
fSubmmaI Information TStafFAssignmentsT Comments T ReportsT Documents W
O Respond Comment Search Comments
Are you sure you want to respond to this comment?
Vv
comment
3. comment
Categories: AR( Response
£ col 0 of 3600
Status: RE: LEAD REVIEWER)
4. comment
Categories: ARt
¥ col .
Status: RE! Enter desired text -EAD REVIEWER)
7. comment
Categories: AR( Save Response | | Save and Submit Response | | Cancel |
- Status: ESL'E,:,;,'D'E' B Assigned To: Todd McGee (LEAD DESIGNER} Created By: Jodi Jarrell (LEAD REVIEWER)

The following options are available when responses are saved, but not submitted.

e Edit — Edit the response text.

e Submit — Submit the response.

e Agree - Select this if you agree with the comment. System gives the option to add text, but not
required. Do not enter text that is better suited as a response and would require the comment

creator to accept. Selecting this will also close the comment.
e Add Document — Add supporting document to the response.

[Submittal District: CO
Submittal Description: In-House

f Submittal Information T Staff Assignments T Comments T Reports T Documents ]

a

3. comment
Categories:
@ Status:

Todd McGee
4272017

4. comment
Categories:

Status:

O Show all comments () Show comments by categoryl
ARCHITECTURE
RESPONSE IN REVIEW Assigned To:  Todd McGee (LEAD DESIGNER)

® Show comments assigned to me ) Show comments assigned tol v
) Show unresolved comments (O Show comments created by I v

LEAD DESIGNER  response

I@ Submit Agree Add Documentl

ARCHITECTURE
RESPONSE IN REVIEW Assigned To:  Todd McGee (LEAD DESIGNER)

| Submit All Responses Submit Selected Responses I

Search Comments

Reference:

CreatedBy:  Joseph Nalley (LEAD REVIEWER)
Created Date:  4/25/2017

Reference:

CreatedBy:  Joseph Nalley (LEAD REVIEWER)
Created Date:  4/25/2017

As designers either submit responses or agree to comments, the comments are no longer assigned to the
designer and they will drop off the designer’s action items. They will also not show on the comment page
if the ‘'Show comments assigned to me’ box is checked.

43




Staff Type: Consultant

In-House PM Options

The following options are available to the In-House PM when a comment has been submitted to the
Consultant PM, Lead Designer or Designer:

e Resolve — In-House PMs have this option to close the comment if an agreeable resolution is
not foreseeable.

e Rescind — Select this option to return the comment to the original comment creator. Essentially
starting the comment lifecycle over.

e Reopen - In-House PM can reopen a closed comment if the need arises.

User: ps672jd | Rele: IN-HOUSE FM | Distict CENTRALOFF | Work As: | Helo FAQ Logoul
Home Submittal Assignments Reports Settings District Documents
Submittal District: CO
ittal D iption: Test Default
[Submma\ i TStaﬁ i T Comments T ReponsT D T Send Notificati 1
] (O Show comments assigned to me O Show comments assigned to v Search Comments
Create New Comment () Show unresolved comments () Show comments created by v
® Show all comments O Show comments by category | v
13. ddd
. Categories: ADA Reference:
Status: COMMENT SUBMITTED FOR RESPONSE Assigned To: GREG PARTRIDGE (LEAD DESIGNER) Created By: James Farr (LEAD REVIEWER)
Delele Comment Created Date: 12612017
Resolve Rescind
14. This comment was removed by the ERC Statewide Administrator.
-, Categories: Reference:

Consultant PM Options

The following options are available to the Consultant PM when a comment is assigned to them for response:

e Agree - Select this if you agree with the comment. System gives the option to add text, but not
required. Selecting this will also close the comment.

e Respond - Select this to enter a response to the comment.

e Assign - Select this to assign the comment to another designer. (Only available to the
Consultant PM’s and Lead Designers for consultant submittals).

Submittal District: CO
Submittal Descriptien: Consultant, with designers

[ Submittal Information T Staff Assignments T Comments T Reports T Documents 1

O (® Show comments assigned to me () Show comments assigned to v Search Comments
how unresolved comments () Show comments created by hd
) Show all comments () Show comments by category | hd

6. comment
. Categories: BIDABILITY Reference:
E3

Status: COMMENT SUBMITTED FOR RESPONSE Assigned To: Todd McGee (CONSULTANT PM} Created By: Jodi Jarrell (LEAD REVIEWER)

Created Date: 4126/12017

Agree Respond Assign

Once the Consultant PM submits their response or responses by the submittal’s Designers they will then
have the option:
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e Rescind — Select this option to return the response back to the person who created the

response.

The following options are available to the Consultant PM when a comment is submitted to the Lead

Designer or Designer:

e Reassign - allows the Consultant PM to reassign the comment to another designer

including themselves.

Lead Designer and Designer Options:

The following options are available to the Lead Designer and Designer when a comment is submitted for

response and assigned to them:

e Agree — select this if you agree with the comment. System gives the option to add text, but not

required. Selecting this will also close the comment.
e Respond — select this to enter a response to the comment.

e Assign — option for the Lead Designer when they have a Designer under them — select this to

assign the comment to another designer.

Click the ‘Respond’ hyperlink and the ‘Respond Comment’ box will appear. Enter the response and
then select ‘Save Response’ to save the response or ‘Save & Submit Response’ to actually save and

submit the response in one step.

Home Submittal Assignments Reports Settings District Documents
%ubmiﬂal District: CO
Submittal Description: In-House
f Submittal Information T Staff Assignments T Comments T Reports T Documents ]
O Respond Comment x Search Comments
Are you sure you want to respond to this comment?
b
comment
3. comment
Categories: sri Response
£ col 0 of 3600
Status: RE! _EAD REVIEWER}
4. comment
Categories: ARt
¥ COl .
Status: RE! Enter desired text -EAD REVIEWER})
7. comment
Categories: ARt Save Response | ‘ Save and Submit Response | | Cancel |
¥
Status: gg;;};,}_{' T Assigned To: Todd McGee (LEAD DESIGNER) Created By: Jodi Jarrell (LEAD REVIEWER})

The following options are available when responses are saved, but not submitted.

e Edit — Edit the response text. Lead Designers and Project Managers can edit responses without
having to first reject them. The person editing the response will become the owner. This is for

Responses only not Comments.
e Submit — Submit the response.

e Agree - Select this if you agree with the comment. System gives the option to add text, but not
required. Do not enter text that is better suited as a response and would require the comment

creator to accept. Selecting this will also close the comment.
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e Add Document — Add supporting document to the response.

Submittal District: CO
Submittal Description: Consultant, with designers

[Submitlal Information TStaﬁ Assignments T Comments T ReponsT Documenls]

[l ® Show comments assigned to me () Show comments assigned to v Search Comments
() Show unresolved comments () Show comments created by N
() Show all comments () Show comments by category | hd
5. comment
.- Categories: ARCHITECTURE . . R Reference:
Status: COMMENT SUBMITTED FORRESPONSE Al OPptions available to Designers and Created By: Jodi Jarrell (LEAD REVIEWER)
Consultant PMs when responses are | created Date: 412612017
6 comment saved but not submitted.
% Categories: BIDABILITY ce: 0
Status: RESPONSE IN REVIEW Assigned To: Daniel Sche: Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 4/26/2017
Daniel Scheer LEAD DESIGNER  response
4272017
l@ Submit Agree Add Dor:umenll
Submit All Responses ~ Submit Selected Responses

Once a response is submitted, the Consultant PM will have the option to rescind the response. Selecting
‘Rescind’ will return the response to the user that created the response.

Submittal District: CO
Submittal Description: Consultant, with designers

( Submittal Information T Staff Assignments. T Comments T ReportsT Documents]

O () Show comments assigned to me ) Show comments assigned to v Search Comments
O Show unresolved comments () Show comments created by A4
® Show all comments () Bhow comments by category I v
1. comment
% Categories: ARCHITECTURE Reference:
Status: RESPONSE SUBMITTED Assigned To: Jodi Jarrell (LEAD REVIEWER) Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 42612017
Daniel Scheer LEAD DESIGNER  respond
4/26/2017
-

Lead Reviewer and Reviewer Options:

If the comment responses make it back to the Lead Reviewer they will have the following options.

e Accept — Select this to accept the response, comment will then close.

e Reject - Select this to reject the response. Selecting reject will open a dialogue box for you to
type in your rejection comment. Select close and your options will then be Edit, Submit, Assign,
Rescind and/or Add Document. Selecting Submit will send the comment back to the person who
made the response.

e Assign - option for the Lead Reviewer when they have a Reviewer(s) under them — select this to
assign the comment to another reviewer.
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Submittal District: CO
Submittal Description: Consultant, with designers

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification 1

O (® Show comments assigned to me ) Show comments assigned to I ~ Search Comments
Create New Comment () Show unresolved comments ) Show comments created by v
) Show all comments () Show comments by category I hd
1. comment
. Categories: ARCHITECTURE Reference:
3
Status: RESPOMNSE SUBMITTED Assigned To: Jodi Jarrell (LEAD REVIEWER}) Created By: Jodi Jarrell (LEAD REVIEWER})
Created Date: 412612017
Daniel Scheer LEAD DESIGNER  respond
4/26/2017
Accept Reject Assign

If the comment responses make it back to the Reviewer they will have the following options.

e Accept — Select this to accept the response, comment will then close.

e Reject — Select this to reject the response. Selecting reject will open a dialogue box for you to
type in your rejection comment. Select close and your options will then be Edit, Submit and/or
Add Document. Selecting Submit will send the comment back to the person who made the

response.
1 = 1 ey L I
O (® Show comments assigned to me (2 Show comments assigned to v Search Comments
Create New Comment () Show unresolved comments () Show comments created by v
© Show all comments © Show comments by category | hd
6. comment
Caleqories: ARCHITECTURE Reference:
Status: RESPONSE SUBMITTED Assigned To: ‘Sean Masters (REVIEWER) Created By: Sean Masters (REVIEWER)
Created Date: 2162017
7. comment
Cale{lories: AVIATION Reference:
Status: RESPONSE SUBMITTED Assigned To: ‘Sean Masters (REVIEWER) Created By: Sean Masters (REVIEWER)
Created Date: 2182017
Hollyjane Aldridge  IN-HOUSE PM in house response
2/6/2017
Accept Reject

PM Comment Review / Response Period submittals:

| Submittal District: CO
Submittal Description: In House submittal

J' Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification ]

Financial Project Id Date Received
| o . w2s2017
Financial Project Description: Comment Due Date

Submittal Phase Ef25£2017

PD&F hd Response Due Date
Submittal Status 6/25/2017

OPEN v PM Comment Review Period
Staff Type s

v
I PM Response Review Perio

days

Submittal Type
| PLANS v

[] Mon-Conventional Project

e PM Comment Review Period — The review period is used to allow time for the In-House PM to
review submitted comments before they are assigned to the designers. After the period has
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elapsed, if the PM has not taken action the comments will automatically be assigned to the
designers. During the review period the Consultant PM will not be able to see the comments
that have not been submitted to the Designers by the In-House PM. They will not show up on
submittal reports by the Consultant PM until the expiration of the review period.

e PM Response Review Period — This period is used to allow time for the In-house PM to review
submitted responses before they are assigned to the reviewers. After the period has elapsed, if
the PM has not taken action the responses will automatically be assigned to the reviewers.

Submittals that utilize the option of the PM Comment Review Period will provide the In-House PM with
the following options to submitted comments.

e Submit — submit moves the comment to the next person to respond.

e Reject - Select this to reject the response. Reason for rejection is required. Rejecting a
comment will assign the comment thread back to the reviewer.

e Resolve — This option to closes the comment. This closes the comment lifecycle.

e Respond - responding to the comment sends the response back to the reviewer.

Submittals that utilize the options of the PM Response Review period will have the following options:
¢ On Consultant type submittals and responses by the designers will be assigned to the Consultant
PM. Submitting and/or Respond to the response will move it to the In-House PM to act on.

e On In-House type submittals any responses by the designers will be assigned to the In-House PM.

The In-House PM will have the following options to Accept, Reject, Resolve, or Assign.



SUBMITTING MULTIPLE RESPONSES/COMMENTS

This gives users the option to submit multiple saved comments or responses on multiple pages via the

‘Submit Selected Responses/Comment’ hyperlink. This will submit selected (checkbox)

responses/comments and generate only one email (in lieu of the save & submit button for each individual
comment/response) and therefore potentially reduce the amount of system generated emails. . To submit

all saved responses/comments, click the ‘Submit All Response/Comments’ hyperlink.

Submit Selected Reponses/Submit All Responses

Elect 1
FDOT) @ Q@ hisueni
>
— - Comments

Home Submittal Assignments Reports Settings

Submittal District: CO
Submittal Title: test comments

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

User sp985wj | Role: LEAD DESIGNER | Disic: CENTRALOFF | work As: | Kurt Lieblong V|| Help FAG Logout

District Documents

] (® Show comments assigned to me () Show comments assigned to hd
) Show unresolved comments (O Show comments created by v
O Show all comments () Show comments by categuryl ha

1. comment test 1

Search Comments

I Submit All Responses  Submit Selected Responses I

Categories: CONSTRUCTION Reference:
Status: RESPONSE IN REVIEW Assigned To:  Kurt Lieblong (LEAD DESIGNER) Created By: BILLY PAZ (REVIEWER)
Hebr il To submit selected responses, check the box on
8 commenttest & the commentirespons thread and click the
Cateqorie!'-: CONSTRUCTION 'Submit Selected Responses' hyperlink. M
EH H
Statu RESPONSE IN REVIEW By: BILLY PAZ (REVIEWER)
Delete Comment Created Date:  5/31/2016

Submit Selected Comments/Submit all Comments

Elect 1
! YVEEY Beview
FDO S-E
- Comments

Home Submittal Assignments Reports Settings

Submittal District: CO
Submittal Title: test comments

[ Submittal Information T Staff Assignments T Comments T Reports T Documents ]

User: spB65wj | Role: REVIEWER | Work as | BILLY PAZ || Help FAQ Logeu

District Documents

O ®) Show comments assigned to me () Show comments assigned to v
Create New Comment () Show unresolved comments () Show comments created byl v
) Show all comments () Show comments by categnryl e

9. commenttest9

Search Comments

Created Date: GMI2016

|Submit All Comments ~ Submit Selected Cnmmemsl

Categories: ACCESS MANAGEMENT Reference:
Status: COMMENT NOT SUBMITTED Assigned To:  BILLY PAZ (REVIEWER) Created By: BILLY PAZ (REVIEWER
To submit selected comments, check the Crestedinoley
10. comment test 10 box to submit and click the 'Submit
Categories: ACCESS MANAGEMENT Selected Comments' hyperlink. ce:
Status: COMMENT NOT SUBMITT] A Created By: BILLY PAZ (REVIEWER) |
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RESOLVING RESPONSES

Submittals will remain open until all comments are closed. Once all comments on a submittal are closed
and the response due date has passed more than 30 days, the system will automatically close the
submittal.

Once responses are submitted by the designers, the comment/response thread will be assigned to either
the original comment creator (Reviewer, Lead Reviewer, or In-House PM) or to the In-House PM if there
is a response review period. To open and resolve the response select the comment to resolve from the

action items list on the Home Page.

|l e @@

FDOT

Home

#! Action ltems

Fin Proj
Comment:

Submittal Description:
Submittal District: (CO)
Comment:

Submittal Description:
Submittal District: (CO)
Comment:

Submittal Description:
Submittal District: (CO)
Comment:

Submittal Description:
Submittal District: (CO)

¥ Comments

¥! Assigned Submittals

. 3
fv“\ .-.\ = Electronic
@ ( > ) Review
Comments
User: spB85w] | Role: STATE ADMIN | District: CENTRALCFF | Work As: | Help FAQ Logout
Submittal Assignments Reports Settings District Documents
Total: 4 | Due Today: 0 | Due This Week: 0
My Role Comment Status Comment Due Date Response Due Date
in
Testscreen
IN-HOUSE PROJEC COMMENT IN REVIEW 62512016 7125/2016

commenttest?
test comments
IN-HOUSE PROJECT MAMAGER

Click on the comment link to go to the

comment page.

7i30i2016

comment test 9
test comments

IN-HOUSE PROJECT MAMAGER COMMENT IN REVIEW 6/30/2016

comment test 10
test comments

IN-HOUSE PROJECT MANAGER COMMENT IN REVIEW 6/30/2016

7130/2016

713012016
Total: 1| Due Today: 0 | Due This Week: 0

Total: 4 | Due Today: 0 | Due This Week: 0

The Comments Page will open with the comment thread expanded.

Staff Type: In-House Staff - In-House PM Options

If a PM Response Review Period (see Submittal Information page) has been set on the submittal then
every submitted response will be assigned to the In-House PM until the review period expires for each
submitted response or the In-House PM manually assigns it to a reviewer. In other words if the response
review is 5 days, the comment/response thread will be assigned to the In-House PM for 5 days from the
time the response was submitted. During this review period the In-House PM will have the following
options:

Edit — Select to edit the response text.
Accept - Select this to accept the response. System gives the option to add text, but not
required. Selecting this will also close the comment.
Reject - Select this to reject the response. Reason for rejection is required.

Resolve - In-House PMs have this option to close the comment if an agreeable resolution is
not foreseeable. This closes the comment lifecycle.
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e Assign - Select this to manually assign the response to the reviewer. The PM can wait until
the response review period expires and the system will automatically assign the remaining
responses to the original reviewer.

e Rescind - Select this option to return the comment to the original comment creator.
Essentially starting the comment lifecycle over.

e Add Document - Add supporting document to the response (Only available after a
response has been saved, but not submitted).

FDOT

Home

Submittal District: CO
Submittal Title: Comment test 4 inhouse

Submittal

@-

Electronic
Review
Comments

C]

——

User: sp985wi | Role: INHOUSE PM | District: CENTRALOFF | Wark as: | Self || Hele FAQ Logeu

Assignments Reports

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

Settings

District Documents

O

Create New Comment

() Show all comments

6. comment test &

-, Categories: AVIATION

~ status: COMMENT IN REVIEW
Delete Comment
8. inhouse

_. Categories: ADA

= status: RESPONSE SUBMITTED
Delete Comment

Jim Wolfe

FOR Joseph Nalley
6/3/2016

® Show comments assigned to me

_) Show unresalved comments

) Show comments asswgnedtul v
) Show comments created byl i

Search Comments

() Show comments by categuryl

Reference:

Assigned To: Jim Wolfe (IN-HOUSE PM}) Created By:
Created Date:
Reference:

Assigned To: Jim Wolfe (IN-HOUSE PM) Created By:
Created Date:

LEAD DESIGNER

Edit Accept Reject Resolve Assign Rescind Add Document

Kurt Lieblong (LEAD REVIEWER)
61312016

Jim Wolfe (IN-HOUSE PM)
61312016

WWW

Staff Type: Consultant - Consultant PM Options

If a PM Response Review Period (see Submittal Information page) has been set on the submittal then
every submitted response will be assigned to the Consultant PM until the review period expires for each
submitted response or the Consultant PM manually assigns it to a reviewer. In other words if the
response review is 5 days, the comment/response thread will be assigned to the In-House PM for 5 days
from the time the response was submitted. During this review period the Consultant PM will have the

following options:

o Edit — Select to edit the response text.
e  Submit — submit moves the comment to the next person to respond.
e Agree - Select this if you agree with the comment. System gives the option to add text, but not
required. Selecting this will also close the comment.
e Reject - Select this to reject the response. Reason for rejection is required.
e Add Document - Add supporting document to the response (Only available after a
response has been saved, but not submitted).
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Lead Reviewer and Reviewer Options

Once the responses have been submitted and the comment/response thread is assigned to the
Lead Reviewer or Reviewer, they will have the following options:

e Accept - Select this to accept the response. System gives the option to add text, but not required.
Selecting this will also close the comment and complete the comment lifecycle.

e Reject - Select this to reject the response. Reason for rejection is required. Rejecting a
response will assign the comment/response thread back to the designers for additional
response.

e Assign - Select this to assign the comment/response to another reviewer. (Only available
to the Lead Reviewer when there are Reviewers assigned under them).

Submittal District: CO
Submittal Description: Consultant, with designers
( Submittal Information T Staff Assignments T Comments T Reports. T Documents T Send Motification ]
] ® Show comments assigned to me ) Show comments assigned to ~ Search Comments
Create New Comment () Show unresolved comments () Show comments created by hd
(O Show all comments ) Show comments by category | hd
1. comment
B Categories: ARCHITECTURE Reference:
Status: RESPOMNSE SUBMITTED Assigned To: Jodi Jarrell (LEAD REVIEWER} Created By: Jodi Jarrell (LEAD REVIEWER)
Created Date: 412612017
Daniel Scheer LEAD DESIGNER  respond
412612017
Accept Reject Assign

52



SEARCHING FOR COMMENTS

Users can search for comments on a submittal from the comments page by clicking the ‘Search
Comments’ hyperlink.

Elect 1
@ﬁ} Q0B

omments

User: 5p985w] | Role: INHOUSE PM | District: GENTRALOFF | Work As | Help FAQ Logout
Home Submittal il Reports Settings District Doc
Submittal District: CO

Submittal Title: test comments

( Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification W

[IMark as No Comment (®) Show comments assigned to me

() Show comments assigned to
Create Mew Comment

Search Comments

how unresolved comments () Show comments created by |

() Show all comments

) Show comments by category | SELEC v
No Comment Found!

Comments can be search for using the following fields:

e Comment text — Enter text to search for.

e Comment Due Date — Enter date to search for.

e Category — Select comment category to search for.
e Status — Search by comment status.

e Creator — Select name to search for.

e Assigned To — Select name to search for.

@ QB

Comments

User: sp985wj | Role: INHOUSE PM | District: CENTRALOFF | Wark As: | Help FAQ Lopout
Home Submittal il Reports Settings District Doc
Submittal District: CO
Submittal Title: test comments
( Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification W
[IMark as No Comment ®) Sh¢ Search Comments
Search Comments x
Create New Comment ) She
(8he  Comment Text: | | w
Mo Comment Found! Comment Date: | |
ALL
Cateqory: ACCESS MANAGEMENT 2
egory- ADA ™
ALL ABOARD FLORIDA
Status: SELECT v|

Creator: SELECT W
Assigned To: SELECT v

Search H Show All Threads | | Cancel |
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Comment Search Hyperlink

The comment search hyperlink allows users a to search for comments created by an assigned reviewer
via the ‘Staff Assignments’ tab to view all assigned staff associated with the selected submittal.

AN\ N = Electronic
F D 0 @ ( » Review
- Comments
Click 'Staff Assignments' tab ) o .
hen viewing a submittal. ) User: spS85wj | Role: In-House Manager | District: CENTRALOFF | \'\imAs: - | Help FAQ Logou
vom| W Assignments Reports Settings District Documents

Submittal District: CO

Submittal Title: comments consullant

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Motification ]

Select sssignments from s Default list {OR) Type portion of 8 name in the fields to manually select an assignment

Default List:| SELECT hd

In House Consultant

Project Manager

Project Manager
[Wolfe. Jim (SP965VV) |

ZHU, XUESO
PM Assistant Click hyperlink to comments tab.
|
Name Role Status  |Comments Create; Due Date Allowed to Submit Edit |Unassign
Ben Lewis LEAD REVIEWER Active ¥ 06/30/2016 /A
BILLY PAZ REVIEWER| Active 2 06/30/2016 No Edit
Add Reviewer
Name Role Active  |Due Date Allowed to Submit Assignment Category Edit Unassign
Kurt Lieblong LEAD DESIGHNER Active | 07/30/2016 N/A CONSTRUCTION Edit
Joseph Nalley DESIGMER| Active 07/30/2016 MNo CONSTRUCTION Edit | Unassign

[¥) Add Designer

The comments created hyperlink indicates the number of comments created and may not correspond to
the number of comments submitted. However, depending on the role of the individual, all created
comments may not be displayed. The comment creator will be the only individual who displays the
submitted and created comments (saved but not submitted). Other reviewers (not comment creators) will
display comments submitted and comments in review. The designer and all others not assigned to the
submittal will display submitted comments only.

After selecting the hyperlink, the user is directed to the comments tab with the display of only the
comments for that selected assigned staff.

A\ .\ = Electronic
F D 0 I ( » & Review
" Comments
User. sp985w] | Role: INHOUSE PM | District: CENTRALOFF | Work As: Help FAQ Logt
Home Submittal Assignments I Reports I Selttings = District II)Dcuments

Submittal District: CO
Submittal Title: comments consultant

Search field pre-populated

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification ] 1 with staff name

O

Create New Comment

(O Show comments assigned to me
() Show unresolved comments

() Show all comments

3 test3

Categories: CONSTRUCTION Reference:
Status: RESPONSE IN REVIEW Assigned To: KUESONG ZHU (CONSULTANT PM) Created By: Ben Lewis (LEAD REVIEWER)
Delete Comment 6112016

(O Show comments assigned to v Search Comments
(®) Show comments created by | Ben Lewis

() Show comments by caleguryl

Created
Results table populated with
comment created by staff name.
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SUBMITTAL SEARCH

Users can search for a submittal by selecting the ‘Search for a Submittal’ option under the
Submittal menu.

FDOTY) @ OB i

Comments

- ' : 1 2 | Self || Help FAD Logoul
— Click "Search for a Submitttal. o et Bocuments
= Action lems Creata Mew Submittal Total: 1] Due Today: 0| Due This Week: I
Fin Proj search for 3 Submittal Commant Satus Comment Due Dale Response Due Date
N Comment; SERE
1) Suhmittal Description: Test screen fext
Submittal DIstnct: (C0) IN-HOUSE PROJECT MANAGER COMMENT N REVIEW BZ5Z2016 22016
¥ Comments Taotal: 1] Dua Today; 0| Dua This Week;
= Assigned Submitiale Total: 4 | Due Today: 0| Due This Week: §

This will open the submittal search page and the following criteria will be available to search by:

e Comment Due Date - Enter a range dates to search for the comment due date.

o Responses Due Date - Enter a range of dates to search for the response due date.
e Submittal Description — Enter text to search for a submittal description.

e Staff Member - Begin typing name and then select staff member from returned list.
e FM Project - Type in a full or partial FM # (minimum first 6 digits required).

e Phase Type - Select from the dropdown.

e Submittal Type - Select from the dropdown.

e District - Select from dropdown.

e Status - Select from dropdown.

FDOTY)Y @ O@ v

— Comments

User: spS65wj | Role: STATE ADMIN | District, CENTRALOFF | Wark as: | Self V|| Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents

Search for a Submittal

Comment Due Date: | | to | ‘
Response Due Date: | | to | ‘
Submittal Descnpmn:l:l
Staff Member: | | Clear
FM Project: | ‘.|:|.| |.| |
Phase Type: m‘
Submittal Type: SELECT v
District: M
Status: @

[[] Only Include Submittals with Unresalved Comments

A list of submittals matching the search criteria will be returned. Search screen results can be sorted by
the following columns: FM Project, Comment Due Date and Response Due Date.
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_ lFM Project ‘Submittal Type ‘Submittal Phase District Status |Comment Due Date Response Due Date
comments consultant PLANS PHASE Il co OPEN  6/30/2016 7130/2016
test comments PLANS PHASE Il co OPEN  6/30/2016 7/30/2016
Test screen text PLANS PHASE Il cO OPEN  |6/25/2016 7/25/2016
testing PLANS PHASE Il co OPEN  6/4/2016 7/4/2016
Testing Design/Build screen 430356-1-62-01 |PLANS FINAL co OPEN  6/2/2016 69/2016
Testing FR 15 enhancement 209610-1-52-01 FINAL PLANS PROCESSING FINAL co OPEN  4/15/2016 4/29/2016
Testing submittal for enhancements 209610-1-52-01 |[FINAL PLANS PROCESSING FINAL co OPEN  |4/15/2016 4/29/2016
testing enhancement #2 209610-1-52-01 DESIGN VARIATION INITIAL co OPEN  4/6/2016 4/20/2016
testing enhancements 209610-1-52-01 |ACCESS MANAGEMENT REPORT OTHER co OPEN  4/6/2016 4/28/2016
Testing cut & paste ACCESS MANAGEMENT REPORT FINAL co OPEN  3/31/2016 4/30/2016

Related Submittals

This tab allows users to navigate between multiple submittals under the same Financial Project Id. Once
a submittal has been selected and the user has been redirected to the active submittal’s page, the user
can use the ‘Related Submittals’ tab to find submittals with similar FPID numbers.

=) Electronic
FDOT W] = s
— Comments
User. sp985wj | Role: Lead Reviewsr | District: CENTRALOFF | Work As: | Help FAQ Logout

Home Submittal i Reports Settings District Doc

Financial Project Id: 430355-2-52-01 (CQ)
Financial Project Description: SR 31 & CR 74 CHARLOTTE CO. VWS W/PULL OFF SCALE
Submittal Title: Phase [V 100% Submittal In-House Review

Submittal Information TStaﬁ Assignments TComments T Reports T Documents T Related Submittals ]

Financial Project Id Date Received
[i303ss |2 ].F2 ][00 Juenee 71212015
Financial Pegject Description: Comment Due Date

SR31&CR

HARLOTTE CO. VWS W/PULL OFF SCALE _m 6/2015
Submittal Phase

PHASE IV v Response Due Date
Submittal Status Click the 'Related Submittals' tab to 712312015 _ _
OPEN v find submittals with the same & digit PM Comment Review Period
Staff Type Work Program ftem number. days

IN-HOUSE STAFF w PM Response Review Period
Submittal Type days

[oTHER v
[C] Non-Conventional Project
] Allow Unassigned Response

Description

x

=) Llectronic
FDOT Q@ kst
- Comments
User: 5p965wj | Role: Lead Reviewer | District CENTRALOFF | Work As: | Help FAQ Lopout

Home Submittal il Reports Settings District Doc

Financial Project Id: 430355-2-52-01 (CO)

Financial Project Description: SR 31 & CR 74 CHARLOTTE CO. VWS W/PULL OFF SCALE
Submittal Title: Phase [V 100% Submittal In-House Review Search results can be organized by clicking the
(Subm\ttal Information TStaﬁ Assignments T Comments T Reports T Documents T Related Submittals ] blue hyperlinks in the table's headers.

ElM Project ‘Submittal Type ‘Submittal Phase Status |Comment Due Datel Response Due Dal;el
Phase IV 100% Submittal In-House Review 430355-2-52-01 |OTHER PHASE IV OPEN  [7/16/2015 7/23/2015
CR 74 Virtual Weigh Station and pulloff / SR 31 Vi... 430355-2-52-01 |FINAL PLANS PROCESSING  |PHASE Il OPEN  6/6/2015 6/20/2015
Phase IV Plans - REVISED Tti's email shall serve. .. 430355-1-52-01 |PLANS PHASE IV CLOSED (3/7/2014 3/14/2014
Lighting Design Analysis Repol ase [V (100%) 430355-1-52-01 |LIGHTING OTHER CLOSED 2/28/2014 372014
FINAL - Wetland Evaluation Technical Mamorandum .. 430355-1-52-01 |OTHER FINAL CLOSED |11/25/2013 12/9/2013
Lighting Design Analysis Report - Phase Il 430355-1-52-01 |LIGHTING OTHER CLOSED 10/11/2013 10/25/2013
Phase |l Plans - US 27 - - - - 1 |PLANS PHASE Il CLOSED [10/11/2013 10/25/2013
~ | Clickthe desired submittal's hyperlink
Export to Excel to be directed to that submittal.

56




REPORTS

Users can view non-submittal specific reports by selecting the ‘Reports’ tab on the menu bar. The
‘Unresolved Comments’ and ‘Submittal Review Summary’ options will appear in the dropdown.
Selecting one of these dropdown categories will open a separate page that requires specific parameters
to be entered.

Submittal Review Summary

The intent of this report is to provide a tool to track the duration of a submittal review period by FM
projects. Select the ‘Submittal Review Summary’ dropdown under the ‘Reports’ tab on the menu
bar.

FDOTY, @O f;é%%%‘:é’“i“

;omments

Liver: spBSEw | Robs: STATE ADMIN | Diskic: CERTRALOFF | wiom A | Self || Heip FAD Logou
Home Submittal Assignments | Reports ] Settings District Documents
“ Action ems uUnresolved Comments Total: 1] Due Today: @ | Due This Week: 0

Submittal Review Summary

Tatal: 1 | Duse Today: | Due This Weak:

Click 'Reports' and select the "Submittal
Review Summary' option from drop down.

Total: 4 | Due Today: I | Due This Week: 0

The required parameters to begin a search are the FM project number, submittal phase, submittal role,
and a staff name. Once a FM project number has been entered select the submittal phase, submittal
role, and staff name. Click ‘Search’ to find desired report.

= Lilectronic
FDOT (D '—\ Review
- Comments

User. sp985wj | Role: STATE ADMIN | Distict CENTRALOFF | Work As: | Help FAC Logout

Home Submittal Assignments Reports Settings District Documents

Submittal Review Summary Report

Enter FM project number I

FM Project 424613 |

PHASE |
PHASE Il
PHASE IV

Submittal Phase

Select Submittal Phase, Submittal Rol,|
and Staff name

Submittal Role

REVIEWER

Billy Best
Brian Pettis ~

£ CHARLES DUNN

Mo ; -
Search |#———fGtemr | Click 'Search' to find desired report. I

To run the report again with the same FM project number, select a new submittal phase, submittal role,
and staff name and click ‘Search.’

57



=i Llectronic
FDOT (D )—§ Review
- Comments
User: sp365wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Help FAQ Logoul

Home Submittal Assignments Reports Settings District Documents

Submittal Review Summary Report
Same FM Project Number I

FM Project 423081

PHASE Il

PHASE Il
Submittal Phase PHASE [V

PHASE | \

Select new Submittal Phase, Submittal

Submittal Role | consULTANT PROJECT MANAGER M Role, and Staff member

Alan Hagans To clear all of the entered parameters,
Staff Amanda Marshall click the 'Clear' button.

ASHLEY SYFRETT

Brian Pettis

Date ran on: 06-01-2016
ary Report
To save search results as a

K Excelfile, PDF, or Word taff Type: REVIEWER & Staff Names: Amanda Marshall
document click the 'Export' icon.

Search results can be
sorted by clicking the
7| arrows nextto the blue

EM Project * Dist | Assigned = Submittal + | Submittal : | Submittal > | Cmts| Comment > Last | Review *: headers.
Role Type Phase Revd Date Due Date Comment Duration
Name Resolved =5
Date Sugminal Reoxd
Date)
423081-1-562-01 03 Amanda PLANS PHASE Il 8/23/2010 0 9/13/2010 N/A /A
Marshall
423081-2-32-01 03 Amanda OTHER PHASE Il 8/9/2010 0 8/30/2010 N/A NIA
Marshall

Generally, the review duration is based on the last comment resolved date minus the submittal received date
(for closed comments). If the comment is open (not resolved), the review duration is based on the date the
report is run minus the submittal received date. The duration is based on calendar days.

Unresolved Comments

The intent of this report is to provide a reporting tool to track and manage unresolved comments.
Unresolved comments are not limited to those past the ‘response due date’ but includes all comments
that have not been closed (i.e. comment submitted for response, response in review, etc.). This

report, however, will only return results for those unresolved comments that are past due the
‘Response Due date.’

Select the ‘Unresolved Comments’ dropdown under the ‘Reports’ tab on the menu bar.
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Kleetronic
FOOT) @ O@ i-view
"

b
Comments
Lives: 3385w | Role: STATE ADRIN | Diskict CENTRALOFF | wor &a: | Ut Ligklong | | Halp EAD Logout

Home Submittal Assignments Settings District Documents
uUnresoheed Commeants Total: 21 | Due Today: 0 | Due This Week: 0

Submittal Review Summary

Total: 45 | Due Today: 0 | Due This Week: 0

“Gemme  Click 'Reports' tab and select
Znssigned  the 'Unresolved Comments'
option from dropdown.

Total: 65 | Due Today: I | Dwe This Week: 0

Clicking the ‘Unresolved Comments’ hyperlink will open the submittal search page and the following criteria
will be available to search by:

e Received Date — Enter a range dates to search for the received date.
e Comment Due Date - Enter a range dates to search for the comment due date.

e Responses Due Date - Enter a range of dates to search for the response due date.
e Submittal Description — Enter text to search for a submittal description.

e Staff Member - Begin typing name and then select staff member from returned list.
e FM Project - Type in a full or partial FM # (minimum first 6 digits required).

e Phase Type - Select from the dropdown.

e Submittal Type - Select from the dropdown.

e District - Select from dropdown.

e Status - Select from dropdown.

Limiting parameters on search criteria — to avoid impacting system performance:

o If all Districts (--) selected, then an RPID or Staff member must be identified.
o If one specific district is selected, then it is not necessary to pick a Staff Member or a Project Number.

FDOT @Q @) filogtronic

— Comments

User: sp365wj | Role: STATE ADMIN | District. CENTRALCFF | Work As: | Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents

Unresolved Comments Report

Received Date | | to ‘ ‘

Comment Due | ‘ ‘
Date o

RespunseDDaL:E | |1U ‘ ‘

otion 1]

Description

Staff Member | ‘Clear
P Projct | L ]

Phase Type |SELECT W

Submittal Type |SELECT v

District |CO v
Submittal Status [SELECT W
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Generated ‘Unresolved Comments Report’ will provide a searchable report per: Financial Project Id,
Comments, Comment Status, Days Past Due and by Category. The Unresolved Comments Report will be
available to both internal and external ERC users.

WA e b oo — TR P
Unresolved Comments Report
I Search Criteria
To save search results as an Date Rece et Al Project
Excelfile, PDF, or Word Comment Due Dste Phase:
document click the 'Export' icon. Res pons.e Due Date Submittal Type:
Subm ittal Description: Distriot: GO
| StaffMember: Jim Wolk Submittal Status:
Days
|men\ I Submittal Submittal . Date | Comment |Response r n Comment Created | Created R
Progeet g psubmittal ype | SEEE | pist | SCEEA | submittalbescription | o E | REEE T | Comment + | ICcmmert/StM Assigned To 5 gl G
PL%\ PHaSEN [ CO | oPEN [inhouse mst am/2018 | 782018 | 862018 | 1 commentt )ﬁm INREVIEW Simvole | Basel ) CONSTRUCTION
lcomments
\ 2 cmmengl | COMENT NREEW == Ben Lewis 262018 o CONSTRUCTION
FLANS FHASE IV ‘eQ‘ OFEN  |Commenttest4 ewz018 | 7@20e | 832018 | 7 mmﬁ(mn Jim Vol & Ben Lewis B/32018 o |sicroLEFEDESTRIAN
inhouse
8_./‘03/ RESPONSE SUBMITTED|  Jim Wol® Jim Wl 832016 ) AD
\ Search results can be sorted by RESPONSE SUBMITED|  Jim Wiole: KurtLigblong | 832018 ] ARCHITECTURE
clicki ng the arrows. comment11 COMMENT IN REVIEW Jim Wl KurtLigblong B/32018 o BIDABILTY
3. bbbb RESPONSE SUBMITTED|  Jim Wol® Ben Lewis 262018 0 AVMATION
14 commentid RESPONSE SUBMITTED|  Jim Wol& Jim Wl & 262018 0 AATCN
FLENS | PHASEN | CO | OFEN |CommentTest 8212018 | 7202018 | 822018 | 1. commenttest! COMUENT IN REVIEW Jim Wol & Ben Lewis &22018 o ACCESS
MANAGEMENT
2 suf COMMENT NOT Jim Vol Jim Vol a62018 ) AMATICN
SUBMITTED
PLENS PHASE Il [ CO | OPEN [|comments consultant | 5312018 | 8/302018 | /302018 | 4. ®stcomment4 ‘COMMENT NOT Jim Vol & Jim Vol & B62016 ) CONSTRUCTION
SUBMITTED
5. estoommentd ‘COMMENT NOT Jim Wol & Jim Wl & 262018 o CONSTRUCTION
SUBMITTED
PLANS | PHASE N [ CO | OFEN [Testscreen ex 5252016 | 252018 | 77252018 | 3. estagain COMMENT IN REVIEW Jim Vol BILLYPSZ  |s@1a0ie| o CONSTRUCTION
Report Date: 08-07-2018 Page 10f1

Submittal Reports (Comment by Assigned Reviewer)

user only.

Select the ‘Reports’ tab.

The submittal report gives four options to display comments and submittal information for the selected

Home

Submittal District: CO
Submittal Description: Test Default assignment

Submittal

Assignments

_[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

Usar:

ps872jd | Rele: Consultant Manager | Distr
Reports

Financial Project Id

Financial Project Description:
Submittal Phase

Submittal Status
Staff Type

| Vslidste

v
Submittal Type
|DESIGN VARIATION

[C] Non-Conventional Project
[] Cone-of-Silence Lock Down

[[J Allow Unassigned Response

Select 'Reports' tab

Date Received

6/12/2016

Comment Due Date

2/28/2017

Response Due Date

PM Comment Review Period

EI days

PM Response Review Period

days

Select the ‘Show Comments by Assigned’ submittal report.
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Elect i
FOOT) @O @ i

omments

User: sp965wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Self || Helo FAQ Logout
Home Submittal i Reports Settings District Doc

Financial Project Id: 437001-1-52-01 (CO)
Financial Project Description: I-75 AT PUNTA GORDA WEIGH STATION NB/SB DEMOLITION/REBUILD
Submittal Title: Phase IV review - PSE Due Date 12/28

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals T Send Motification ]
Show Submittal — N
Show All Comments Submittal Reports. I
Show Comments By Assigned
Show Comments By Category

A new page will open. Select a single user or multiple users by holding the left mouse button and
dragging the cursor over the desired user names. Click ‘Show Reports’ to find desired report.

Select Comments by Assigned: |Alan Aut B "
) e A‘ﬁgmﬂy A Select a user or multiple users by holding the

left mouse button and dragging down.

Arnie Hemandez

v
ARNIE HERMANDEZ Show Report

Click 'Show Reports'.

Select Comments by Assigned: [N RIEN

ANURAG SHAH [@
Barry Mason

v
Ben Lewis Show Report

¢ e &
Submittal Report

Financial Project: 430355-2-52-01 ubmital Type: FINAL PLANS PROCESSING
Submittal Phase: PHASE Il Staff Type: COMSULTANT
Recieved Date: 5/6/2015 Response Du o B20/2015

Grace Period: 5 District: CENTRAL OFF.
Status: OPEN Create Date:
To save search results as an Excel file,
Create User Id: SP9BsIW Last Updata: 5/6/2015 PDF, or Word document click the 'Export
Last Update User ld-  SP965JW icon.
Description:

CR 74 Virtual Weigh Station and pulloff / SR 31 Virtual Weigh Station

Threads:
No Status Current Holder Reference Cateoories
2 RESPOMSE SUBMITTED Barry Mazon Sht13 & 14 ROADWAY
Created By Created On Version Delegate For
Barry Mason S/8/2015 1
Station 322 - 327: Can type "F" curb be built or installed while erosion control fence (zediment barrier) and RV line are =o tight next to curb?
Robert Harrigan 5/28/2015 1

The contracter may have to employ special construction means and methods to perform the work within the areas of tight constraints.
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USER NOTIFICATIONS

The ERC system sends email notifications to users to let them know that they need to take a specific
action in the system. Users can edit their electronic notifications through the User Settings option. If a
user wants to receive additional notifications or fewer notifications when certain actions are taken in the
system, they need to set these up on the Notifications Settings screen.

Select ‘User Settings’ under the Settings Menu.

Elect i
FDOT) @O@ v e
‘,-,—"--—__‘_—- ‘et C

;comments

User: spS08wj | Fole STATE ADMIN | Disilg ' o Self || Hedp FAZ Logoul
Homa Submittal Assignments Reports District Documents
# Action ltenms User Settings Juf Today: 0 | Due This Week: O

District Settings Jue Today: 0 | Due This Week: I

e Select 'User Settings'. SRS
= Assigned Submittals M:E;e Us:r Jue Today: O | Due This Week: [

Transfer User Assignments
Send Notificaton

The notifications screen will open. Select the role in which you want to modify your natifications.

Elect 1
FDOT\) @@ ke
- Comments

Uses: spftdie) | Aole: STATE ADMIN | Disticc CENTRALDFF | Vios Az Self EAD Logoud
Home Submittal Assignments Reparks Settings District Dacuments
User Settings

™| | beig

Hotification Settings | Home Scresn Setting

Assignment Rolog |.
-'5' COMSULTANT PROJUECT MANAGER

DESIGNER

IN-HOUSE PROJECT MANAGER

IN-HOUSE PROJECT MANAGER AST
SE'ECt the rOlE. LEAD DESIGNER

LEAD REVIEWER

REVIEWER
REVIEWER - SELF ASSIGNED

Checkboxes that are checked and enabled indicates the natification is to be received, but is not required.
The user can uncheck the box to stop receiving the notification. Checkboxes that are checked and
disabled indicates that the notification is required. Checkboxes that are unchecked and disabled indicates
that the notifications are not required and the user can’t opt in or out. Checkboxes that are unchecked and
enabled indicates that the notification is not being received. The user can check the box to begin
receiving the notification. If a box is disabled and a selection cannot be made, only the District
Administrator can change the District User Notification Settings to enable override.
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‘.‘ = Llectronic

FDO I ($ —0 Review

— Comments
User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As | Help FAQ Logout

Home Submittal i Reports Settings District Doc
User Settings

Motification Settings ]| Home Screen Setting |
A t Role : | DESIGNER v - -
ssignmen ¢ ‘ Notification not required, user
Event Motify User
may opt in.
COMMENT AGREED TO O
COMMENT CLOSED ]
COMMENT RESCINDED | — Notifications not required, no opt
Reauired nofificati b COMMENT SUBMITTED TO DESIGNER 0 A inby user. Contact Dlimﬁ
equired notifications, no opt out by ministrator to request changes.
user. Caontact District Administrator 'E—XTE—‘l—S%;%_ O
to request changes. RESPONSE DUE DATE
RESPONSE REJECTED O
RESPONSE RESCINDED | oo " 3
otification not required, user
RESPONSE SUBMITTED FOR REVIEW — may opt out.
RESPONSE SUBMITTED TO REVIEWER []
Save | | Cancel
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DELEGATES

A delegate can be set for any user. Once a delegate is set, the delegate can login to ERC as themselves
and work as a delegate for another user. This works the same as the delegates in Microsoft Outlook. If a
user is working as a delegate for another user (delegator) and takes action in ERC for that user, the
system will show that the action was taken by the delegate working for the delegator.

To work as a delegate for someone else, select that person from the ‘Work As’ dropdown box.

FooT), @08 Revicwnie

,omments

Unmr: =35 | Role STATE ADMIN | Diincd: CENTRALOFF | Work Ad _ Help Fal Logout
Homa Subrmittal Assignments Reports Settings || | gﬁ_"l"_ b";"‘fz JacUmEnts
= Actiom lems Tot: 1 Olse This Week: 0
Jamas Hughes
. Jazeph Nalley -
“ Comments Totsl Lisklong [Hse This Week: 0
- ally De\f
Z Jssigned Submittals Tot: 4H;u|",,‘n;uj':'" Dse This Weak: 0
Todd McGes
FAUESONG ZHU

Setting up Delegates

To set up a delegate the delegator will select ‘Manage Delegates’ from the Settings menu.

Foo)! @06 ff{é%%‘g%?“i“

;omments

Linmr wpi5wi | Pole: STATE ADIN | Diskic: CENTRALOFF | ok e | SEIT || Helg FAQ Loocul
Homa Submittal Assignmants Reports Sattings Districk Documents
12 Action Henrs User Settings ue Today: 0 | Due This Week: 0
% Comments District Sattings ue Today: ¢ | Due This Week: 0
1%/ Assigned Submitals ' ' ion Roles ue Today: ¢ | Due This Week: 0
= Select 'Manage Delegates. Manage User :

Tranafer User Assignments
Send Notification

This will open the Manage Delegates page. Type the name of the staff member and select ‘Add’.

Elect i
FDOT) @O ke
- Comments

User: spB65nj | Role: STATE ADMIN | District: GENTRALOFF | Wors as: | Self M| | Help FAQ Logout
Home Submittal i Reports Settings District Doc
Manage Delegates

Choose your Staff Member deIegate:‘Lewws. Ben (RDY67BL)
(Type portion of the name to select from the list)
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The Delegator can check the ‘Notifications’ checkbox to select whether or not the Delegate is to receive
the Delegator’s notifications. To remove a delegate click the ‘Remove’ hyperlink.

FDOT)

oe

Electronic
Review
Comments

5| lole: istri 3 elp AL opout|
User Swj | Role: STATE ADMIN | District CENTRALGFF | Work As: | Self || Help FAG Lopout

Home Submittal Assignments Reports Settings District Documents
Manage Delegates
Name Motifications
Lewis, Ben (RDI67BL) [l Remove I
el
Choose yourSlaﬁMemberde\egate:| |
(Type portion of the name to select from the list)

The Delegate will receive all notification emails that would be received by the Delegator, regardless of the

Delegator’'s User/District Setting.
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DISTRICT DOCUMENTS

Users can download district specific documents. To download these documents click on
‘District Documents’ tab on the menu bar.

Elect 1
FDOT) @Ol "
P C

omments
User: sp985wj | Role: STATE ADMIN | District CENTRALOFF | Work 4s: | Self || Help FAQ Logout
Home Submittal i Reports Settings District Docunentsl
Action Items Total: oday: 0 | Due This Week: 0
Comments Click onDistrict Documents’. B .1 4 Due Today: 01 Due This Week: 0
Assigned Submittals Total: 4 | Due Today: 0 | Due This Week: 0

This will open the District Documents page. Select the District under the dropdown and then find the
desired document topic that is returned. Expand the topic to view the available documents for that topic.

FDOT

- Select the District

(-\ =h Llectronic

» Review
omments

User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | wark As: | Self || Helo FAQ Looout
Home Submittal i Reports Settings District Doc
*

Select District: Add a new District Document

naming
@Nﬁ\ Expand (pointing up) to view the available

documents under the topic.

Click view to open the document.

@ U YN = B

Comments
Home Submittal i Reports Settings District Doc

User: sp985w] | Role: STATE ADMIN | District CENTRALOFF | Work Az | Self V|| Hele FAQ Lonout

Select District: |CO ™|  Add a new District Document

test naming

Name |Descnpt|un ‘ ‘ | | Click 'View'to
Invitation letter. doc |Lest ‘@ ‘Delete |Mﬁ+—' open the
document.
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DISTRICT SETTINGS

The Districts have the ability to set some system settings that apply to the entire district. The District
Administrators can set these settings by selecting ‘District Settings’ from the Settings menu to open the
District Default Settings screen.

FDOT

A\ == lilectronic
%CD g teview
Commen

User. sp20%w | Role: STATE ADMIM | Digg

ts

Manage User

) Hele EAZ Logcul

Homa Submittal Assignmants Reports District Documeants
= Action liems User Settings & Today: [ | Due This Weeh:
- — = -
# Comments C“ Ck 'Dl strict Sem ngs_l D|gtl|-|ct thnngg w Today: 0 | Due This Week: 0
Assign Roles
= Assigned Submittals - s Today: 0 | Due This Weak: 0

Transfer User Assignments
Send Motfication

Default Settings

The District has the following options:

Allow Unassigned Reviewers — This will allow users that are not specifically assigned to the
submittal to submit comments on the submittal. All comments submitted by unassigned
reviewers will be assigned to the In-House PM for action.

Allow Unassigned Response — This will allow any designer assigned to a submittal the ability
to respond to any comment that is assigned to the Consultant PM for consultant type submittals
and the In-House PM for the in-house type submittals.

Allow Submittal Lock Down — “Cone of Silence Lock Down” to be used by District
Administrators, In-House PM and/or the Submittal Creator to allow the district to restrict access
to comments and responses to unassigned users. Unassigned users will be able to see that the
submittal exists but when selected the Submittal Info note will show: “The selected Submittal is
under Cone-of-Silence Lock Down.”

On the Submittal Information screen, the check box can be unchecked at any point in
time. Real life scenario — In-House PM / District Admin / Submittal Creator checks “Cone-of-
Silence Lock Down” check box for DRAFT Request for Proposal reviews by in-house design
staff. After design-build contract is executed, In-House PM / District Admin unchecks the “Cone-
of-Silence Lock Down” checkbox on all submittals reviewed during acquisitions.

In the District Setting Screen, District Administrators will have ability to disable the Allow
Submittal Lock Down check box if the following is true: the Check box is currently check (lock
down is allowed) and there are not any active submittals that are locked.

PM Comment Review Period — This review period is used to allow time for the In-House PM to
review submitted comments before they are assigned to the designers. After the period has
elapsed, if the PM has not taken action the comments will automatically be assigned to the
designers. During the review period the Consultant PM will not be able to see the comments
that have not been submitted to the Designers by the In-House PM. They will not show up on
submittal reports by the Consultant PM until the expiration of the review period.
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e PM Response Review Period — This period is used to allow time for the In-House PM to
review submitted responses before they are assigned to the reviewers. After the period has
elapsed, if the PM has not taken action the responses will automatically be assigned to the
reviewers.

AW\ =i Lilectronic
FDOT e(;\ )—§ Review
- Comments

User: sp985w] | Role: STATE ADMIN | District GENTRALOFF | Work As | Help EAQ Logout

Home Submittal Assignments Reports Settings District Documents
District Default Setting

District Settings | Notification Setting

District: ;(‘l//l Check box to allow unassigned reviewers. I
Allow Unassigned Reviewers: I:“—_/_.I I

Check bax to allow unassigned respaonses.
Allow Unassigned Response:

Allow Submittal Lock Down:
i ) Ij'\l Check box to activate "Cone-of-Silence Lock Down." I
PM Comment Review Period: days

PM Response Review Period: days

District default setting for review periods. I

Save | | Cancel ‘

Notification Settings

The Notification Setting tab will allow the Districts the ability to require users to get additional notifications
that they may not automatically receive, and not allow the user to opt out of theses notifications. The
District Default Settings will only function for those assigned users using a RACF account (also known as
mainframe). If the assigned user is included on submittals in multiple Districts then the user’s default
District settings will govern. For all assigned users using an ISA account (Internet Subscriber Account
email address) the District Default Settings will not function and all notifications will be controlled via the
user settings (i.e. District can’t make notifications mandatory, users control email notifications). These are
global settings and are not tied to a particular submittal. A change in District Default Settings will
impact all users in that District for that associated role change. These changes will affect
previously set user settings.

Select the ‘District Settings’ option under the ‘Setting’ tab on the menu bar.

Elect i
FDOT\) @O v ™
f—' 2uud

Comments

Usar. 5050w | Fbla ETATE ADMIN | Cjigk CENTRALDEF | woses | Self || Hele EAS Lougul
Homa Submitkal Assignmants Reports Sattings District Documants
= Action liems User Settings Jie Today: | Due This Week: 0

| I
F Comments Clle IDiStriCt Semngs_l Diskrict Settings e Today: 0 | Due This Weak: 0
= Assigned Submittals :E;ml_:::r T Today: 0 | Due This Weak: 0

Transfer User Assignments
Send Motfication

Select the ‘Notification Setting’ tab on the District Default Setting screen.
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= Llectronic
FDOT (D I—4 Review
- Comments
User: sp365wj | Role: STATE ADMIN | District: CENTRALOFF | Work As | Help FACG Logout]

Home Submittal Assif t Reports Settings District Doc t
District Default Setting

District Settings | Notification Setting |

District: CO

Select the 'Notification Setting' tab. I

Allow Unassigned Reviewers: [
Allow Unassigned Response: [
Allow Submittal Lock Down: [

PM Comment Review Period: 5| days
PM Response Review Period: 5| days
Save | | Cancel

Select the role that you're trying to set the default user notifications.

F Filectronic
DOTY @ O :icw
" Comments

User: sp985aj | Rale: STATE ADMIN | Disict: CENTRALOFF | Woraw | 58K | | Heip FAD Logou
Homa Submittal Assignments Raports Sattings Districk Documents
District Default Setting

Diistrict S=ttings | Motification Setting

Acsignment Role @ EEENSE
COMSULTANT PROJECT MANAGER
DESIGHER
I HOLSE PROECT MANACER AST
IM-HOL! Ay A
Select the role. | LaD reeieEn
LEAD REVIEWER
REVIEWER
REVIEWER - SELF ASSIGNED

The notification setting page for that particular role will open. The District can select the additional e-mails
the users will receive for each role. The District can also allow the users to override those district settings.
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=i Electronic
FDOT (D )—§ Review
- Comments
User: spB65wj | Role: STATE ADMIN | District: CENTRALOFF | Werk As: | Help FAC Logout

Home Submittal i Reports Settings District Doc
District Default Setting

District Settings | Notification Setting ]
A t Role : | CONSULTANT PROJECT MANAGER W
Event =slgnmen . Notify U U | Overrid Checked indicates notification
Checked indicates oifyjUsen Ser’ hemae is not set as required and
notifications will be sent to COMMENT AGREED TO U [ ,/ users may opt out.
e ——
the user. COMMENT CLOSED = e
COMMENT RESCINDED
COMMENT SUBMITTED TO DESIGNER ]
EXTENSION GRANTED O
RESPONSE DUE DATE UPDATED J Unchecked indicates
Unchecked indicates user will notification is defined by
RESPONSE REJECTED e e -
not receiver the notifications but = District Administrator
may opt in to receive them if user ) U U (notify user box) and users
override is enabled. RESPONSE SUBMITTED FOR REVIEW —{] may not opt in or opt out.
RESPONSE SUBMITTED TO REVIEWER O
| Save | | Cancel
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SPELLCHECKER

Misspelled words will be underlined with a red squiggly line. By placing the cursor over the word and
right-clicking, a list of possible words will be returned from the spellchecker. Select the appropriate word
or choose ‘Ignore'.

Elect '
FDOT) @@ huus

User: sp365wj | Role: IN-HOUSE FM | District CENTRALOFF | Work as: | Self || Help FAQ Logou
Home District Documents
i o | Create/Edit a New Comment x |
Submittal District: CO
Submittal Title: Test screen t 5 of 3600
Submittal Information | Staf pebrg
tests
[OMark as No Comment E=h Search Comments
Create New Comment test
Comment- | teats 7
teeth
3.test again
= tenth
Cnlmjunem CONS| 0
Status: COMM tents VER)
Delete Comment et
taste
tasty
~
Ignore Al A
Category:
AN
Paste [v]
Delete
select Al (Press Ctrl to select multiple categories)
Reference:|
| Save | ‘ Save & Submit
A
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DISTRICT ADMINISTRATOR FUNCTIONS

Setting up Default Assignment List

Default assignment lists must be set up by the District Administrators. To set up a default assignment list,
select the Assignments menu which will open the Default Assignments page. Enter list name, description,
project managers (not required) and select save.

= Lilectronic
FDOT (D —4 Review
- Comments
User. 5pS25u] | Role: STATE ABMIN | Disiict CENTRALOFF | Vet s | Help FAQ Logout]

ig Reports Settings District Doc
Default Assignments

Home Submittal

Default Assignments |

Select an Assignment from the list (OR) Fill in the details and dick Save to add a new one.
Save assignment name and description to ses reviewsr/designer section.

Assignment: SELECT v
Enter a name for the list.
Assignment Name:
0 of 100
Description: ‘ ‘___'_’I Enter a description.

In House Consultant
Project Manager Project Manager
\ | - | clear

PM Assistant

\ | Clear Enter Project Managers if desired

(not required).
Click 'Save'. Save | | Cancel |

Staff can be added by expanding the reviewer or designer section, completing the required information
and saving the changes. Refer to the section on staff assignments for more detail on adding staff.

=i Electronic
F D O I (D —\U Review
- Comments
User: spB85w| | Role: STATE ADMIN | District: CENTRALOFF | Work As | Help FAQ Logoul
Home Submittal i Reports Settings District Doc
Default Assignments

Default Assignments |
Select an Assignment from the list (OR) Fill in the details and click Save to add a new one.

Ssve assignment name and description to see reviewer/designer section.
Assignment: CBT Test List ~
Assignment Name: CBT Test List

40 of 100

Descripticn: ‘This is a test list for the cbt updates.
In House Consultant
Project Manager Project Manager
|Ehrhardt. JT (KNATCJE) | Clear Clear
PM Assistant

| Clear - -
[¥ladd Reviewer Add names by expanding the 'Add Reviewer'
[¥ladd Designer or 'Add Designer' sections.

Save | | Cancel
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«\ =) filectronic
I : D O I ( » & Review
— - Comments
User: sp365wj | Role: STATE ADMIN | Distric: CENTRALOFF | Work As: | Help FAQ Logout
Home Submittal i Reports Settings District Doc
Create New Submittal Default Assignments
Search for a Submittal

Default Assignments |

Select an Assignment from the list (OR] Fill in the details and click Save to add a new one.

Save assignment name and dascription to see reviewer/designar section.
Assignment: CBT Test List v
Assignment Name: CEBT Test List

This is a test list for the cbt updates.

40 of 100

Description:

In House Consultant

Project Manager Project Manager
|Ehrhardl. JT (KNATCJE) ‘ Clear |
PM Assistant

o]
m
i)
)

| ‘ Clear
[2ladd Reviewer

Reviewer: ‘

Role

Select Lead: he Expanded reviewer section.
Allowed to Submit:

Add Cancel
[¥ladd Designer

Assigning Roles
The District Administrator can assign the following roles to other users:

e District Administrator — Recommend having multiple District Administrators

e Submittal Creator — This role is given to users in the District that have the need to create
submittals, such as Project Managers, but do not need the permissions granted the District
Administrator.

e Primavera Scheduler — This role is given to the scheduler in the district, so that they will be
notified of submittal date changes.

To assign a role to another user, select ‘Assign Roles’ from the Settings menu.

Elect 1
FOOT) @O@ v e

Comments

Usar. 50300 | Aok BTATE ADMIN | Diick CENTRALOFF | o ag | Self || Hule Fa2 Lonoul
Homa Submittal Assignments Reports. Saettings District Documents
= Aetion e User Sattings i e Today: O | Due This Week: 0

anann Nalaoabas

' Comments C'IE'{ IASSigﬂ RO'ES ' D.gm-_-t Settings Jou Today: 0| Due This Week: 0
= Assigned Submittals ) mg:f::; Jos Today: 0| Dwe This Week: 0
Transfer User Assignments
Send Motification
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This will open the Assign Roles screen.

| ~ = Electronic

FDO I (’ '—\ Review

— Comments

User: spB85wj | Role: STATE ADMIN | District CENTHALOFFleAs:I@Q FAQ Logout

Home Submittal i Reports Settings District Doc
Assign Roles

Name Role District

BRENNAN, ADAM (MT591AB) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
Scurlock, Adam (RD352A8) DISTRICT SUBMITTAL CREATOR THIRD Unassign
CHAMI, AHMAD (RD552CB) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
Echevarria, Aida (PG520EA) DISTRICT ADMINISTRATOR FIFTH Unassign
Corbitt, Aixa (RD352AC) DISTRICT ADMINISTRATOR THIRD Unassign
Webb, Alaina (RD352AW) DISTRICT ADMINISTRATOR. THIRD Unassign

FJ‘J“WWQW‘JM”wWFﬂwJMMWF‘J“

Scroll to the bottom.

L

SUAREZ, VIVIAN (RDS52VS) DISTRICT TOR SIXTH
SLADE, WESLEY (MTSS0WS) DISTRICT SUBMITTAL CREATOR FIFTH Unassian
LYOMNS, WILL (PM222WL) DISTRICT SUBMITTAL CREATOR SECOND Unassign
BARBER, WILLIAM (RD352BW) DISTRICT SUBMITTAL CREATOR THIRD Unassign
HOWELL, WILLIAM (KN352WH) DISTRICT SUBMITTAL CREATOR THIRD Unassign |
MARTINEZ, WILLIAM (SS402WM) DISTRICT ADMINISTRATOR FOURTH \Jnassign
WINDELIZ GOHL [WGOHL@METRICENG. COMXX) DISTRICT SUBMITTAL CREATOR FIRST Unassign |

Choose a staff member: | Cl2ar (Type portion of the name (o select from the kat)

Select = Fols |SELECT =l

District ’Em

Add | Cancel |

Begin typing staff name and choose correct staff from returned list.

RDEE. DISTRICT TRATOR SIXTH Unassian |
SLADE, WESLEY (MTS00WS) DISTRICT SUBMITTAL CREATCR FIFTH Unassign
LYONS, WILL (PM222WL) DISTRICT SUBMITTAL CREATOR SECOND Unzssign
BARBER, WILLIAM {RDA52BW) DISTRICT SUBMITTAL CREATOR THIRD Unassign
HOWELL, WILLIAM [KN2E2WH) DISTRICT SUBMITTAL CREATOR THIRD Unassian
MARTINEZ, WILLIAM {SS402WM) DISTRICT ADMINISTRATOR FOURTH Unzssign
WINDELIZ GOHL {WGOHL@METRICENG. COMKX) DISTRICT SUBMITTAL CREATOR FIRST Unsssign

Choose a staff member: |lisbiong
Salect a Role
District

Clear [Type portion of the name In saicd fram (he st}

LIE KU |
LIEBLONG, KURT (KLIEBLONGEG@EMB:

[ s
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Select the role and the District and click the ‘Add’ button. A role can be removed from a user by
clicking the unassign link.

SLADE, WESLEY (MTES0WS) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
LYONS, WILL [PM222WL) DISTRICT SUBMITTAL CREATOR SECOND LUnassign
BARBER, WILLIAM {RDBSEHW} DISTRICT SUBMITTAL CREATOR THIRD Unassign
HOWELL, WILLIAM (KN352WH) DISTRICT SUBMITTAL CREATOR THIRD Unassign
MARTINEZ, WILLIAM [SS402WM) DISTRICT ADMINISTRATOR FOURTH Lnassign
WINDELIZ GOHL {WGOHLQMETRICENG.COMXX) DISTRICT SUBMITTAL CREATOR FIRST Unassign
Choose a staff member: [LIEBLONG, KURT (QI9T2LK) Clear (Type portion of the name to seiact from the Ist) T
Select the role Select a Rale DISTRICT ADMINISTRATOR =
TR —_——
and District District CENTRAL OFF_ ) Roles can be removed by
aad | | Cancel | clicking the unassign link

Manage User Option
The Manage Users Screen allows the following functionality for the District Administrators:

e Display phone number and e-mail address for a user.

e Ability to add delegates for a user. The District Administrator could add themselves as
a delegate for a user and then work as that user to troubleshoot problems.

e Ability to transfer assignments to another staff member. A log will display on the screen that will
show all transferred assignments and any that could not be transferred with a message as to
why they could not be transferred.

Select ‘Manage Users’ from the Settings menu.

Elect I
FOOT) @O@ v

omments

Wsar: spB0i | Aole: STATE ADMIN | Diglick CENTRSLOFF | o ag | Self || He Eag Lonoul

Homa Submittal Assignmants Reports Sattings District Documents
= Aetion Iems User Sattings e Today: O | Due This Week: O
F Comments District Settings e Today: 0| Due This Waak: 0

Asgign Role:
= Assignes] Submittals C|ick'Manage User' ManzgeLIs:r s Today: 0| Due This Weak: 0
Transfer User Assignments

Send Motfication

This will open the Manage Users Screen.

@ Qo® i

omments
Home Submittal i Reports Settings District Doc

User: spS65wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Self || Help FAQ Logout
Manage User

Enter User: ‘ Clear
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Begin typing a staff name in the ‘Enter User’ box and select correct staff from returned list. Click
the submit button.

FDOT Q@Y Re5ow "

Hame

Comments

Una: npSSSuj | Rois STATE ADMIN | Ditic: CERTRALOFF | o ax | S2f || Help FAD Logou
Submittal ASSigNments Raports Satkings Districk Documents

Enter Lizer

Manage User

allan = | Claar

Begin typing name and choose

BERRY. ALLAM (ALLAN BERRY@ATKINSGLOBAL CONIG h
from returned list.

FRAKKLN, ALLAN (FRANKLIMAGPETERBROWHNCONST.
IOSUE, ALLAN (A QSUE@CWIENG COVEX)
IOSUE, ALLAN IOSUEA@PONDCD CORG)
SEQUEIRA, ALLAN (ASEQUEIRA@APCTE.COM)
ALLAN, ANTHOWY (ANTHONY_ALLAN@ROYJORGENSEN
ALLAN, ANTHONY (AALLANEAWVCONING COM)

The users name, e-mail address, phone number, and District will be displayed on the screen, along with a
‘Manage User Delegates’ feature.

FDOT)

Electronic
@ (;‘ % Review

Comments
User: sp965wj | Role: STATE ADMIN | District: GENTRALOFF | Work As: | Help FAQ Logout
Home Submittal Assignments Reports Settings District Documents
Manage User
Enter User: |Lieblung. Kurt (QI972LK) Clear
Name: Kurt Lieblong
Email: kurt.lieblong@dot. state fl.us
Contact No: (850) 4144787
District: co
4| Click arrows to expand (point up) the section.
[Hlanage User Delegates: #=

Manage User Delegates

The ‘Manage User Delegates’ feature allows District Administrators to manage the delegates of other
users. This feature also allows the District Administrator to assign themselves as a delegate for another
user and then work as that user to troubleshoot problems.

To add a delegate for the selected user, begin to type the staff name in the ‘Add Delegate’ box and
select the correct staff from the returned list. Click the ‘Add’ button.
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Rlectroni
FDOTY @O ke
" Comments

Usar 50985 | Role: STATE ADMIN | Distict: CEMTRALOFF | Work s B ~| | Hale FAQ Louou)
Homa Submittal Assignments Reporks Sattings District Documents
Manage User

Enter Usar: |Lisklong, Kurt [QIST2LK) Clear
Submit

Nama Kurt Liebiang

Emal kuri lieblongi@dat state fl.us

Contact Mo (BE0) 4144787

Diatriet co

% Manage User Delagates

Mame
Mastars, Saan (SPIGISM) Hamave
Waolfe, Jim (SP36SW.) Ramove

Add Delegate - Select Staff Member delagate

ben lew - | Begin typing name and choose from the
Cewis, Ben (ROGETEL) returned list and then click the "Add' button.

The selected staff will be added as a delegate. To remove a delegate, click the ‘Remove’ link next to their
name.

Elect 1
FDOTY @OQ@ i
- Comments

User: spB85wj | Role: STATE ADMIN | District: CENTRALOFF | Work As | Help FAG Lopou
Home Submittal i1 Reports Settings District Doc
Manage User

Enter User: |Liebl0ng‘ Kurt (QI972LK) Clear

MName: Kurt Lieblong

Email: kurt.lieblong@dot. state fl.us

Cuniacto: SN Click 'Remoave’ link to remove delegates.
District: co

Manage User Delegates:

Name /
x

Masters, Sean (SPI65SM) Remove
Wolfe, Jim (SPI65W.) Remove S| Selected staff will be added as delegate.

Add Delegate - Select Staff Member delegate:

Add

Transfer User Assignments

This feature allows a District Administrator to transfer all the active assignments from one user to another
user. This can be used as users leave their positions and new users’ takeover their responsibilities.

To transfer the active assignments of the selected user to another user, select ‘Transfer
User Assignments’ from the Setting menu.
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Usar. 5300w | Aol ETATE ADMIN | Ciiigk CENTRALOFF | o ag | Self || Hue FAR Lououl

Homa Submitkal Assignmants Reports Sattings District Documents
= Aetion Iems User Sattings e Today: O | Due This Week: O
F Comments District Settings e Today: 0| Due This Waak: 0

= Assigned Submitials ) ) m;:;:: Ko Today: 0| Dus This Woeak: 0
Click Transfer User Assignments.' Transfer Ussr Assignments
Send Motfication

Enter the name of the staff member transferring their assignments in the top text box and enter the name
of the staff member receiving the assignments in the bottom text box.

@ Q0@

Comments
User: sp3585w] | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal i Reports Settings District Doc
Transfer User Assignments

Enter the name of the staff member

Transfer Assignment From - Select Staff Member (Includes IV transferring their assignments.
Transfer Assignment To - Select Staff Member: Enter the name Of”“? staff member
| taking over assignments.

Transfer —: Select Transfer’. '

Adding District Documents

The District Administrators are responsible for maintaining the District Documents. To add documents to
this page, select District Documents.

Klectronie
FDOT{) @(D % Review
P Comments
User: sp985w| | Role: STATE ADMIN | District: CENTRALOFF | Work As: m | HiIE FAQ Logoul

Home Submittal Reports i District Documents
Action Items b
Comments Click on 'District Documents'. Total: 1| Due Today: 0 | Due This Week: 0

Assigned Submittals Total: 4 | Due Today: 0 | Due This Week: 0

This will open the District Documents page. Click on the ‘Add a new District Document’ link.
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2\ =) Electronic
FDOT e('} —4 Review
- Comments

User: =pB85w] | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logoud

Home Submittal Assignments Reports Settings District Documents
Select District: | CO V| Add a new District Document

test naming \-l Click the 'Add a new District Document' link. I

Select the folder for the document or create a new folder. Select the file to upload to the ERC. Type
a description in the description text box and click the ‘Add’ button.

2\ =i Electronic
FDOT ”(D —4 Review
- Comments

User: spB85w] | Role: STATE ADMIN | District: GENTRALOFF | Work As | Help FAQ Loooul

Home Submittal Assignments Reports Settings District Documents

Select District: | €0 V|  Add a new District Document

test naming

Add District Document

Folder

Mame: “951 naming V|Add New Folder
Document: | Select File || 0 % |
Description:

| Add Document I | Cancel ‘

File upload size limit per document is S500ME

Unassigned Responses

This will allow any designer assigned to a submittal the ability to respond to any comment that is assigned
to the Consultant PM for consultant type submittals and the In-House PM for the in-house type submittals.
Once the designer saves a response, the comment will be assigned to that designer. Using this feature,
the designers will pick the comments to respond to without the PM assigning the comment or the
comment being transferred by category.

The feature can be selected on the Submittal Information Screen. District Administrators and In-House
PM can select or unselect this feature.

79



Submittal District: CO
Submittal Title: test comments

FDOTYy @O

Home Submittal Assignments

Electronic
% Review

Comments

Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

User: spB85w] | Role: In-House Manager | District: CENTRALOFF | Wark As: | Self V|| Help FAG Logou

Reports Settings

District Documents

Financial Project Id

|- | || | vatisate
Financial Project Description:
Submittal Phase

Submittal Status
Staff Type

Submittal Type
[PLANS e

[_] Non-Conventional Project
Allow Unassigned Response I

Description

Date Received

5/31/2016

Comment Due Date

6/30/2016

Response Due Date

7/30/2016

PM Comment Review Period
5 Jdays
PM Response Review Period

days

13 of 3500

TEe3ST CONmEnts

| Delete |

Copy Submittal

If this feature is going to be used for the majority of the Districts submittals, it can be set as a District
Default Setting. For submittals that won't use the feature it can be overridden on the submittal information

screen.

In order for the feature to work correctly the comments must be assigned to the PM, so the comment

categories should not be used for designers.
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=k Electronic
FDOT (D —N Review
- Comments
User: spB85w] | Role: In-House Manager | District: CENTRALOFF | Work As | Help FAQ Lopou)

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: Comment Test

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Select sssignments from a Default list (OR) Type portion of a name in the fields to manually select an assignment

Default List:| SELECT v

In House Consultant

Project Manager Do not use assignment
|Wn|fe‘ Jim (SP9B5W) | categories with the 'Allowed
PM Assistant Unassigned Response' feature.

Name Role Status  |Comments Created Due Date Allowed to Submit Edit Unassign
Ben Lewis LEAD REVIEWER Active 0 07/02/2016 IA Edit | Unassign
Sean Masters REVIEWER Active 0 07/02/2016 Mo Edit | Unassign
Add Reviewer
MName Role Active  Due Date Allowed to Submit Assignment Category ||Edit Unassign
Kurt Lieblong LEAD DESIGHNER Active | 08/02/2016 NIA |Im Unassign
Joseph Malley DESIGNER| Active | 08/02/2016 No |Edit | unassign

Add Designer

Once the submittal is set up and comments have been assigned to the Consultant PM for consultant type
submittals or the In-House PM for in-house type submittals, the designers will have an option on the
comments screen to ‘Show Unassigned Comments.’ Once a designer saves a response the comment
will then be assigned to them.

=k Lilectronic
FDO I (D ' Review
— Comments
User sp985wj | Role: CONSULTANT PM | District CENTRALOFF | Work As | Help FAD Logout

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: comment test 3

[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

[IMark as No Comment (O Show comments assigned to me ) Show comments assigned to | B Search Comments

() Show unresolved comments O Show comments created by [Jim Volfe

) Show all comments () Show comments by category I ----- N

r; Show unassigned comments |

1. test comment 1

Categories: ACCESS MAMAGEMENT Reference:
Status: COMMENT SUBMITTED FOR RESPONSE IAssiglleﬂ To: Ben Lewis (CONSULTANT PM) | Created By: Joseph Nalley (REVIEWER)
Delete Comment Created Date: G/2/2016

| Agree Respond Assign Rescind |

Send Notification

The District Administrator have the ability to send a broadcast e-mail message to active users on open
submittals within their District. Select the ‘Send Notification’ option under the Settings Menu.
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Elect 1
FOOT) @O i
P C

omments

Usar. 50300 | Aole: ETATE ADMIN | Diick CENTRALOFF | wosag | Self || Hue FAR Lououl

Homa Submittal Assignmants Reports. Sattings District Documents
= Aetion Iems User Sattings e Today: O | Due This UWeek: 0
F Comments District Settings e Today: 0| Due This Weak: 0

Assign Roles

= Assigned Submitials _ ) . Manage User Mo Today: 0| Dus This Woeek: 0
Click 'Send MNotification'. Transfer User Assignments
Send Motfication

This will open the screen below. Enter the subject and message, attach a file if necessary and click the
‘Send Message’ button.

Elect 1
FDOT) @ OO ki

omments

User: sp985wj | Role: STATE ADMIN | District CENTRALOFF | Wark as: | Self V|| Helo FAQ Legou
Home Submittal i Reports Settings District Doc

Select District:

Subject: ‘ ,_1___| Enter the Subject and Message. I

Attachment: Select File || 0% |(max 5mb)
Message: 0 of 5000

P4

| | Send Message || | Reset |

Comment/Response Due Date Extension

If the comment/response due date has passed for a submittal and users still need to submit comments or
responses users can request an extension from the In-House PM on the submittal or a District
Administrator.

As an In-House PM or District Administrator open the ‘Staff Assignments’ tab for the requested submittal.
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Elect 1
FDOT @ Q@ s
- Comments

MesnRE sl ole: In-House Manager | Distict CENTRALOFF | Wark As; | Self || Help FAQ Logout

Home Submittal Select 'Staff Assignments'. ' Reports Settings District Doc

Submittal District: CO
Submittal Title: Comment Test

Submittal Information | Staff Assignments T Comments T Reports T Documents TSend Natification ]

Select sssignments from a Default list [OR) Type portion of & name in the fields to manually select an assignment
Default List:| SELECT hd

In House Consultant

Project Manager
[Wofe, Jim (SP985WWJ) |
PM Assistant

MName Role Status  |Comments Created Due Date Allowed to Submit Edit Unassign
Ben Lewis LEAD REVIEWER Active 1 07/02/2016 N/A Edit | Unassig
Sean Masters REVIEWER Active 0 07/02/2016 Mo Edit | Unassign
Add Reviewer
MName Role Active  Due Date Allowed to Submit Assignment Category Edit Unassign
Kurt Lieblong LEAD DESIGHER Active | 08/02/2016 N/A Edit | Unassign
Joseph Nalley DESIGNER  Active  08/02/2016 MNo Edit | Unassign

Add Designer

Select the ‘Edit’ hyperlink for the desired user. Change the ‘Due Date’ column to the
new comment/response due date for that user.

.\ =i Electronic
I : D 0 I ( » Review
— Comments
User. spB85w] | Role: In-House Manager | District: CENTRALOFF | Work As: | Help FAQ Logoul
Home Submittal ig Reports Settings District Doc
Submittal District: CO
Submittal Title: Comment Test

Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]

Select assignments from a Default list (OR) Type porticn of & name in the fields to manually select an assignment

Default List:| SELECT ~

EEHOLSS Change the 'Due Date' column COTSUItanE
Project Manager fo the new due date.

Wolfe, Jim (SP965 I Click the 'Edit' hyperlink.

PM Assistant

Name Role Status Comments ed |Due Date Allowed to Submit i Unassign
Ben Lewis LEAD REVIEWER Active 1 \‘ 07/02/2016 MAA -m Unassign | =
Sean Masters REVIEWER |Actie v 0 17122016 | [No v Update Cancel | Unassign
Add Reviewer
Mame Raole Active  Due Date Allowed to Submit Assignment Category Edit Unassign
Kurt Lieblong LEAD DESIGNER Active | 08/02/2016 NiA Edit | Unassign
Joseph Nalley DESIGMNER,| Active = 08/02/2016 Mo Edit | Unassign

Add Designer
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