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LOG IN

To login to ERC, open an internet browser window and go to the application web site address
https://fdotwp1.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
r TRANSPORTATION Search FDOT... [>]

About FDOT  Contact Us Maps & Data  Offices

Home

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not know the password for your RACF account, or it has been revoked, please send an e-mail to the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 a RACF user should need their account information updated — email, phone or company changes, they
will need to contact the FDOT Service Desk at FDOT.ServiceDesk@dot.state.fl.us.

FDOT User Sign-in Portal

Login for RACF / Mainframe User

®

RACF ID *

Password *

Fasswora

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
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

.

4@»

Email Address * @

Email Address

Password *

Password
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, email
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.
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Pasxywon
Confimm - Q

m Frzswom

Tems of Uss

O heve re=d mnd agres= with the tarms of use -

Cance
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Change= Login Tption
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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.



HOME PAGE

The user home page is shown below with the user information highlighted.

FDOT U YR L BRa At

P > Comments

[i==r pB65w] | Role: STATE ADMIN | Distict CENTRALGFF | work As: | Self || Help FAD Logout

Home Submittal Assignments Reports Settings District Documents
Action Items Total: 0 | Due Today: 0 | Due This Week: 0
Comments Total: 0 | Due Teday: 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 project manager, lead reviewer, reviewer, consultant project manager, 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.

Some features of this section include:

e Colored Buttons — These buttons can be green, yellow or red.
o 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.
o Red indicates that the comment due date has passed.

A\ Electronic
FDOT (D % Review
" Comments
User: sp365w] | Role: STATE ADMIN | District: GENTRALOFF | Work As | Help FAQ Logout

Home Submittal Assignments Reports Settings District Documents

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

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

Comment: DEMOD has made commitments to the US Fish and Wildlife Service andthe F....

Submittal Description: Phase |ll Submittal Brackin Road over Caney Branch Bridge Replacement

424459-1-32-01 (D3) REVIEWER RESPONSE SUBMITTED 61912010 6/23/2010

Comment: No Comment

Submittal Description: Phase 1 Submittal documents are located in SharePoint at the following ...

423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6112010 71212010

Comment: This comment was removed by the ERC Statewide Administrator.

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

ANTO28.2.52.01 (02 INLHAOLSE PROIECT MAKMACRER COMMERT RESOLVED 11242040 BI040

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




KElectronic

FDOT{) @{D % Review
P Comments
User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logout

Home Submittal i Reports Settings District Doc
Action Items Total: 19 | Due Today: 0 | Due This Week: 0
Fim Proj My Role C Status [ Due Date Response Due Date
mment: DEMO has made commitments to the US 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} I REVIEWER RESPOMNSE 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 FI2i2010

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.

Electronice

FDOT{) @Cb % Review
P Comments
User. sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logout

Home Submittal i Reports Settings District Docl
Action ltems Total: 19 | Due Today: 0 | Due This Week: 0
FimProj My Role Comment Status Ci Due Date Response Due Date
Comment: DEMO has made commitments to the US Fish and Wildlite Senice and the F... |
e ubm 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 following ...
423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6/11/2010 FI2i2010

o 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.

KElectronice
FDOT @(D % Review
" Comments

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

Home Submittal i Reports Settings District Doc
Action Items 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 LS Fish and Wildlife Service and the F....
9 Submittal Description: Phase Il 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 at the followin
423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6112010 TI22010

e My Role — The user’s role on the described submittal is displayed.

Electronie
FDOT) @ OB isicw
P Comments

T T [ e SENEAT | I EE TR [ s 1 225 feme

Home Submittal i Reports Settings District Docl
Action ltems Total: 19 | Due Today: 0 | Due This Week: 0
FinmProj My Role Ci t Status Ci t Due Date Response Due Date
Comment: DEMO has made commitments to the US 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 at the following
423081-2-32-01 (D3) REVIEWER RESPONSE SUBMITTED 6112010 TI22010




o Comment Status — displays current status of the comment

o Comment Not Submitted — Reviewer has created 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.

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

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

o Response Submitted — Response has been submitted to reviewers.

o 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. 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 design.

e Comment Due Date — displays the comment due date

e Response Due Date — displays the response due date

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

2\ KElectronice
: F——\ eview
FDOT Y] R
" Comments

User. spS85wj | Role: STATE ADMIN | Distict: CENTRALOFF | Work As: | Hele FAQ Logouff

Home Submittal Assignments Reports Settings District Documents
#/ Action Items Total: 19 | Due Today: 0 | Due This Week: 0
Fin Proj My Role Comment Status Comment Due Date Response Due Date

Comment: DEMO has made commitments to thelS Fish and Wildlife Service and the F....
0 Submittal Description: Phase lll Submittal Brackin Road overjCaney Branch Bridge Replacement

424459-1-32-01 (D3} REVIEWER RESPONSE SUBMITTED 6/9/2010 B/23/2010
Comment: No Comment

(2) Submittal Description: Phase 1 Submittal documents are lockted in SharePoint at the following
423081-2-32-01 (D3) REVIEWER | RESPONSE SUBMITTED 6/11/2010 TI2i2010

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 Items’ section, this section also displays who the comment is assigned to. Items in this section are
listed by the earliest comment due date.

10



FDO1 e( )=V Review
— " Comments
User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Wark As: | Kurt Lieblong V|| Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents
Action ltems Total: 19 | Due Today: 0 | Due This Week: 0/
Comments Total: 45 | Due Today: 0 | Due This Week: 0
N N Comment Due Response Due
Fin Proj My Role Comment Status Assigned To Sem Toe
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 COMMENT NOT SUBMITTED Kurt Lieblong 313002016 412012016
My Comment: Test Comment#3
Submittal Description: Test of cut and paste With line breaks Should work now - tesfing spe....
209610-1-52-01 (CO) LEAD REVIEWER COMMENT SUBMITTED FOR RESPONSE] Ellen Sliger 3/30/2016 412012016
My Comment: testing submittal of comment
Submittal Description: ~ Testing cut & paste
Submittal District: (CO) REVIEWER COMMENT IN REVIEW Ellen Sliger 3/31/2016 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. Items in this section are listed by latest comment due date.

e Colored Buttons — These buttons can be green, yellow, red, or blue.
For Reviewers:
o 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.

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

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

For Designers:

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

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

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

o Blue indicates that the user has no assigned comments.

4 .
~ = Electronic
F D D I ( » B Review
—— Comments
\lsar 1598548 | Rela’ STATE ADMIN | Diswict CENTRALOFF | Wom Ay Self v | Help FAQ Loasut
Home Submittal Assignmeants Reports. Sattings District Documents
151 Action ltems Total: 26 | Due Today: 26 | Due This Week: 0
1| Comments: Total: 67 | Due Today: 67 | Due This Week: 0
1% Assigned Submittals Total: 86 | Due Today: 85 | Due This Week: 0 -
My Role ‘Comment Due Date FResponse Due Date ‘Comments Submitied
IN-HOUSE PROJECT MAMAGER  TiBi2012 BMAE20M2 o
®
[~ ] GONSUL;ANT PROJECT f21a012 G201 A
9 LEAD REVIEWER el i 02012 g
’ il I L
FIMAL REVIEWER 1001372011 101142011 3

CREATING A NEW SUBMITTAL

11




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

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

FDOT)

Klectronic

000!

\ cvIew
Comments
Uar; 8004 | Role: STATE ADMIN | Distict, CENTRALDFF | Wonsa | Self |1 Hele EAZ Loocul
Haome | Submittal | Assignments Reports Settings District Documents
= Action lems Create Mew Submiktal Total: 0 | Due Today: 0 | Due This Week: 0
_ Saarch for a Submittal
# Comments Total: 0 | Due Today: O | Due This Week: 0

Click "Create New Submittal”
- Assignad 5ubmittals

Total; 0| Dee Today: § | Dus This Week: I

The Create Submittal page will open.

[ilect 1
‘\ ] Llectronilc
( » &Y Review
-—— Al
— Comments
User 55w | Role- STATE ADMIN | Digfict CENTRALOFT | Wok AS | e FAR Lo
Home Submittal Assignments Reports Settings District Docurrents

Create Submittal
Submittal Information
Financizl Project 1d

g N N % I P
Subrrittal Phass
= T
Staff Type Response Dus Date
et ] [zmze |
Subrrittal Type PM Corrrrent Review Period
[seECT d [ Joavs
ll"'HDLSE Project Manager | BM Response Review Period
o
T [ Jomrs
| | e (comaccr
[ Non- Conventional Project
[ Allow Unassigned Respanse
Description
0 of 3500

Enter the following information:
¢ 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)

12



Submittal Type: Select from the dropdown (Required)

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 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.

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.

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

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

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

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.

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.

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.

Description: Enter the submittal description (Required).



Elect 1
FDOT\| QB
P Comments

Ueer A5Sw) | Roles STATE ADMIN | Digrict CENTRALOFT | Wiok As | kel FAQ Lomut
Home Subrrittsl Assignments Reports Settings District Docurrents
Financial Project Id: £24613-1-22.01 (D3)
Financial Project Dessription: S 10 (US 90] FROM ORALDOSA CO LINE TO COUNTRY CLUG DRIVE,
GBmital THle B
Submittal icn | Stef Assignments | Comments | Reports | Documents | Relsted Submittsl | Send Notification |
Finsncis| Froject Id Dste Received Copy Submittel
Finsncis| Project Desciption: Comment Due Date
SR10 (US 50) FROM ORKALOOSA CO LINE TO COUNTRY CLUB DRVE ERPE
g
Resporse Due Dete
LA A
e s
= . -

CLOSED v PM Comment Review Pesiod

El days
— M Resporse Review Fericd

days
hd
[ Nen-Conventional Project
[ Allow Unss signed Resporse
Desciption
42 of 2600
FPID No: 424613-1 Pha=e IV Plan= Submittal
Save [ oeme

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

When necessary the District Administrator can set the ‘Default Setting’ to ‘Allow Submittal Lock Down’ which
will apply to all projects in the district. For the specific submittal the District Administrator, In-House PM or
Submittal Creator can select this option. If the ‘Allow Submittal Lock Down’ is checked unassigned users
will be able to see that the submittal exists but when selected, the Submittal Info a note will show: “The
selected Submitted is under Cone-of-Silence Lock Down”. Only those assigned to the submittal will be able
to view comments and responses. Only the District Administrator, In-House PM or Submittal Creator can
uncheck the box to allow access.

= Llectronic
F D OT (D '— Review
T - Comments
User: sp868wj | Role: InHouse Manager | District: CENTRALOFF | 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 ]

Financial Project |d Date Received Copy Submittal
Financial Project Description: Comment Due Date

Submittal Phase 74312016

PHASE IV v Response Due Date

Submittal Status 8/3/2016

OPEN hd PM Comment Review Period

Staff T
= - ? days

JUSE 5 PM Response Review Period
Submittal Type EI
[PLANS h daye

["] Non-Conventional Project
| 4] Cone-of-Silence Lock Down |
[ Allow Unassigned Response
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If an unassigned user clicks on the submittal, the following screen will appear.

L\ Kllectronic
FDOT{) e(‘b % Review
P Comments

User qiS72% | Rele: SUBMITTAL USER | Dt CENTRALOFF | WoaAs | Self V1| e Fag

Home Submittal Assignments Reports Settings District Documents

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

WWWMJ

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

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

¢ 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

o Documents - Provides access to the project submittal documents

o Related Submittals - Provides access to other related submittals based on the Financial Project
number

User: sp385wj | Rele: LEAD REVIEWER | Districk CEN
Home Submittal Assignments Reports

Financial Project Id: 408494-1-58-07
Financial Project Description: TIMUCUAN NATIONAL PRESERVE BICYCLE TOURING ROUTE

J' Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals ]

Financial Project Id Date Received
- . - 2/11/2016
Financial Project Description: Comment Due Date
TIMUCUAN NATIONAL PRESERVE BICYCLE TOURING ROUTE 2192016
Submittal Phase _
REVISED v Response Due Date
3/25/2016
Submittal Status ) .
PM Comment Review Period
OFEN W IEI
Staff Type days . .
] PM Response Review Period
Submittal Type [I days
|OTHER W Allow Unassigned Response
(I
Description
49 of 3500
Pevised plans for Timucuan Trail Crosswalk - LAP
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Project Submittal Documents

By clicking on the Documents tab the staff who are assigned to the project will have access to the project
submittal documents for review. When creating a new submittal the Submittal Creator, District
Administrator, In-House PM or the Consultant PM will click on the ‘Add a new Document’ link to add
documents. A dialog box will open for a document description to be entered, Click on Add Document will

allow the search for the appropriate document to be added to the ERC.

Electronic

FDOT MCD % Review

Comments

User: sp965w] | Role: In-House Manager | District CENTRALOFF | Wark as; | Self V|| Help FAQ Logouw

Reports Settings District Documents

Home Submittal Assignments

Submittal District: CO

Submittal Title: 2 inhouse
( Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Naotification ]

Browse for documents
Add a new Document Add Document *
Document: | Select File" || 0%
0 of 200
Descriptions
Add document description
Add Document | | Cancel |

File uplcad size limit per document is 1000ME.
File extensions sllowed sre EBS, TXT,CSV,XFS,ZZZ MSG,DOCK, DOC, XLSX, TIF, BMP,FOF 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 user will then be able to download the document for review. The user can then click the

‘Comments’ tab to enter comments.

Home Submittal Assignments Reports Settings District Docum

Financial Project Id: 4058494-1-58-07
Financial Project Description: TIMUCUAN NATIONAL PRESERVE BICYCLE TOURING ROUTE
[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals W

MName 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
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Creating Additional Submittals

To create an additional submittal without having to re-enter the same basic submittal information, such as,
FPID # and Staff Type, go to the submittal information screen on the original submittal and click the ‘Copy

Submittal’ link in the top right corner.

KElectronic

» Review
Comments

FDOT

Financial Project Id: 424613-1-32-01 (D3)
Financial Project Description: SR 10 {US 90) FROM OKALOOSA CO LINE TO COUNTRY CLUB DRIVE
Submittal Title: Phase | plans have been posted to sharepoint for your review. Please let m...

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

User spBESwj | Role: Reviewsr | Distict: CENTRALGFF | WorkAs: | Kurt Lieblong || Help FAQ Logout]

Home Submittal Assignments Reports Settings

District Documents

Financial Project Id Date Received
azet3 |J[1 |5z ;1| §/17/2010
Financial Project Description: Comment Due Date
SR 10 (US 90) FROM OKALOOSA CO LINE TO COUNTRY CLUB DRIVE 6/4/2010

Submittal Phase

PHASE | w Response Due Date
7/31/2010

Submittal Status

CLOSED W PM Comment Review Period
[0 Jaays

Staff Type

~ PM Response Review Period
Submittal Type El days
[oTHER v

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

Description

203 of 3500
Phase I plans have been posted to sharepoint for your review. Please let me
know if you need additional information.
Thanks.http://d3sharepoint.dot.state.fl.us/sites/prodmgmt/fpid/424613—
1/default.aspx

| Save | | Delete |

Copy Submittal

Make any changes to the submittal information and click the ‘Copy Submittal’ button. A new submittal
will be created based on the previous submittal information and any information changed on the Copy

Submittal screen.
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FDOT

Review

=i Llectronic
—
Comments

Home

‘ Copy Submittal

x |h‘0”9 || Helo FAG Logout

Financial Project Id: 424613-
Financial Project Descriptior
Submittal Title: Phase | plans

Submittal Information | Staff

Financial Project Id

=

Financial Project Descriptio
SR 10 (US 90) FROM OKAI
Submittal Phase

PHASE | v

Submittal Status

Staff Type
ICOIJSULT.»"«IIT v
Submittal Type

OTHER

[C] Non-Conventional Proje
[] Allow Unassigned Resp

Description

Phase I plans have kb
know if you need ad
[Thanks.http://d3shay
1/default.aspx

Submittal Phase

Date Received

Submittal Type Comment Due Date
[OTHER v| 62312016 |

Response Due Date
Description

203 of 3500

Phase | plans have been posted to sharepoint for your review. Please let me know if you need
additional information. Thanks.http://d3sharepoint.dot.state fl.us/sites/prodmgmt/fpid/424613-
1/default. aspx

Make any changes to submittal

information on this screen

Copy Submittal | | Cancel |

District Documents

Copy Submittal

Save | | Delete
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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

To assign staff using a default list, select the default list from the dropdown.

=) Electronic
FDOT (D )9 Review
- Comments
User: 5pS85wj | Role: STATE ADMIN | Disirict: CENTRALOFF | Work As | Helg FAQ Logoud
Home Submittal Assignments Reports Settings District Documents

Submittal District: D5
Submittal Title: FM 433204-1: Carroll Street PD&E Study,_froms Select Staff Assignments tab
[ Submittal 1 Staff A s | Comments | Repomepoocumenrspoenrmommessmons

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
[Jarrell, Colleen (KNHNTCO) ] Select the default list from the dropdown Ky £Y.HORN. COMXX)
PM Assistant ] T

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 021192016 No [Edit |

= Add Reviewer
=! Add Designer

Remove any users from the default list by unchecking the box next to their name and click the ‘Add
Default Assignments’ link to add the remaining users to the submittal and generate the notification e-
mail to those users.

F =) Electronic
DO I (:D —N Review
— Comments
User: sp965wj | Role: STATE ADMIN | District: CENTRALOFF | Wark As | Helo FAQ Logout
Home Submittal Reports Sattings District Doc

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

Submittal Information | Staff Assignments T Comments T Reports T Documents T Related Submittals TSend Natification 1

Select sssignments from & Default list {OR) Type portion of 3 name in the fields te menually select an sssignment
Default List:[Marin |

Select Name Role

BAMEIN BONO CLADIREVIEWER To remove a user from the submittal prior to the notification being
DOMN DOMALDSON LEAD REVIEWER —— sent, unf:,heck th? box next to their name. Then cllck'Adq Default
KRYSTI BROTHERTO ERTREVIEWER Assignments’ to add the remaining users to the submittal.
[ ISER L R

PAUL BANGS LEAD REVIEWER

TERRY W LEAD REVIEWER

Add Defaulie€Siann gnments
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Additional staff can be assigned by clicking the double arrow next to ‘Add Reviewer’ or ‘Add Designer’ to
expand those sections.

FDOT @R O E) Lloctronic

— * S Comments

User: spBE5w] | Role: STATE ADMIN | District: CENTRALOFF | Wark as: | Self || Help FAQ@ Logou
Home Submittal Assignments Reports Settings District Documents

Submittal District: D5
Submittal Title: FM 4332041 Carroll Street PD&E Study, from John Young Parkway to Michigan. ..

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

Select from & Default list (OR) Type portion of & name in the fields to manually select an assignment
Default List:| SELECT M
In House Consultant
Project Manager Project Manager
|Jarrel\. Colleen (KNHNTCO) ‘ TATE, CLIF (CLIF. TATE@KIMLEY-HORN.COM:X) |
PM Assistant
Name Role Status  Comments Created Due Date Allowed to Submit Edit |Unassign
DAVID DANGEL LEAD REVIEWER Active 355 02/19/2016 NIA
Horblana il FeT=WTT=T ==} : nrninng A dit
Additional staff can be added by clicking the double arrows to expand the "Add Reviewer or "Add Designer’ =
sections.

To add additional reviewers begin typing the user name in the reviewer text box and select the correct
user from the returned list.

Home Submittal Assignments Reports Settings District Documents
Submittal District: D5
Submittal Title: FM 433204-1: Carroll Street PD&E Study, from John Young Parkway to Michigan_..
Submittal Information | Staff Assignments T Comments T Reports T Documents T Send Notification ]
Select from & Default list (OR) Type portion of a name in the fields to manually select an asignment

Default List:| SELECT M

In House Consultant

Project Manager Project Manager

|JarreH, Colleen (KNHNTCO) | TATE, CLIF {CLIF TATE@KIMLEY-HORN.COMXX) |
PM Assistant

Name Role Status | Comments Created Due Date Allowed to Submit Edit Unassign
DAVID DAMGEL LEAD REVIEWER Active 355 02/19/2016 NIA
Heather Chasez REVIEWER | Active 3 02/19/2016 MNo Edit

Add Reviewer

Reviewer. || — |

Role:

Select Lead: I he Begin typing name and select user from

Due Date: 2119/2016 dropdown

Allowed to Submit-

Add Cancel

[¥] Add Designer

Select Lead Reviewer or Reviewer from dropdown. The first reviewer assigned to a submittal must always
be a lead reviewer. Modify the comment due date if necessary and select whether a reviewer is allowed
to submit their comments without their lead reviewer reviewing the comments. If a reviewer is allowed to
submit, the comments will not stop for the lead reviewer to review and submit. Lead reviewers are always
allowed to submit their own comments. District Administrators and In-House Project Managers can
assign any due date to Lead Reviewers and Reviewers, different from the global submittal Comment Due
Date. Lead Reviewers can assign Reviewers to the submittal on or before the global submittal due date.
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Elect '
FDOT) @o@ i

omments

User: sp985wj | Role: STATE ADMIN | Districk CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal Il Reports Settings District Doc

Submittal District: D5
Submittal Title: FM 433204-1: Carroll Street PD&E Study, from John Young Parkway to Michigan...

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

Select sssignments from s Default list {OR) Type portion of s name in the fields to manually select an sssignment
Default List:| SELECT v
In House Consultant
Project Manager Project Manager
|.JarrEH, Colleen (KNHNTCO) | TATE, CLIF (CLIF TATE@KIMLEY-HORN COMXX) |
PM Assistant

MName Role Status |Comments Created |Due Date |Nlowed to Submit Edit Unassign

DAVID DANGEL LEAD REVIEWER Active 355 | 021192016 | A Edit n

Heather Chasez’ REVIEWER| Active 3 _‘l Select Lead Reviewer or Reviewar l Edit
Add Reviewer / L I
Reviewer: [Wolfe, Jim (SPIBEW) e — ——
odify due date if necessary I
Role: Lead Reviewd v/
Select Lead: DAVID DANGEL v
Due Date: 2/19/2016 ‘i If Reviewer, check whether they are allowed to submit_
Allowed to Submit- [o¢] s
dd Cancel

Add Designer

Staff can be unassigned by clicking the ‘Unassign’ link next to their name, but this will generate a
notification email. The status, comment due date and allowed to submit can be edited for any reviewer by
clicking the ‘edit’ link next to their name.

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.

Elect 1
@ﬁ} QOB

Comments

User spS85wj | Role: In-House Manager | District: CENTRALOFF | Work As: | Self || Help FAQ Logout
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 1

Select assignments from & 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 Project Manager
[Wafe, Jim (SP385W) | L
PM Assistant

C.COMKX)

Click arrow to expand reviewer section.

——
“eid-RETiewer

Add Designer
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Ellectronic
Review
Comments

Liver apB85wj | Pole: in-Houss Mansges | Diskic: SENTRALOFF | ok dac | S8IF

Reports Settings

FDOT)

Home

Submittal District: CO
Subminal Tithe: Teat screen tex

Submittal Information | Staff Assignments | Comments | Repons | Documents | Ssnd Netification

e

| | Hulp
Assignments

District Documents

Ssimc mmignmeris from s Detsslt st (0R) Typs portion of & nams in the fislds b= manually ssisct an anigrmsnt

Dafmult List:| SELECT v

In House Consultant

Project Manager
ZHU, XUESDONG [ALEX ZHU@HORING COMXE]

Project Manager
[wotfe, Jim (SPEESW) |

P Aszistant
|

1) Add Reviewsr
Reiewer salhy e i

Channon, Sally (DAPEYS! R R
B Doneon Sally PAIG26DS) Begin typing name and choose
Select Lead: Gargia, Sally KNHBCSG) i
. Hoger: Sally (KNPTGSH) from the returned list

Wuorgan, Sally (RT21834)

Praseott, Sally (KWAKNSL)

Reyes, Sally (KNTMESR)

CHANMON, SALLY (SCHANNON@PBCGON CRGXX)
LIER Sal 1y (Sa) 1Y | IFREDEE STATE F1 LIS

Allowed 1o Submit

1% Addl Designer

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.

FDOT) @0 &

Electronic

Review
Comments
User: sp385wj | Role: In-House Mansger | District: CENTRALOFF | Work As: | Help FAQ Logoy
Home Submittal g 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 & Default list (OR) Type portion of & name in the fields to menually select an assignment

Default List:| SELECT W

In House Consultant

Project Manager
[ Wolfe, Jim (SP955WJ) |
PM Assistant

Project Manager
|ZHU‘ XUESONG (ALEX ZHU@HDRINC COMXX) |

(%] Add Reviewer X X
— |Lewis. Ben (RDIGTEL) The first reviewer added to a submittal must be a 'Lead Reviewer'.
Eecies IT Modify date if necessary and click 'Add' to add

Due Date: 6/25/2016%

Allowed to Submit:

dd 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

reviewer to submit their comments without

to Submit’. The ‘Allowed to Submit’ checkbox allows the
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
Project Managers can assign any due date to Lead Reviewers and Reviewers, different from the global
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submittal 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.

@ U TN = J e A

Comments

User. sp96Sw] | Role: In-House Manager | Distiict: CENTRALGFF | Work As; | Self V|| Helo 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 assignments from a Default list (OR) Type portion of & name in the fie]
Default List:| SELECT ~ Select to edit status, due date or allowed to submit.
Select Unassign to remove a lead reviewer to reviewer.

In House Consultant
Project Manager Project Manager N
[Wolfe, Jim (SP965W) | ZHU, XUESONG (ALEX.ZHU@HDRINC. COMXX) I\
PM Assistant ] \

Name Role Status  |Comments Created Due Date Allowed to Submit Edit |Unassign

Ben Lewis LEAD REVIEWER Active 0 06/25/2016 N/A Edit | Unassign
Add Reviewer
Reviewer: | -
Role: :Lead Reviewer Select Lead Reviewer for each reviewer assigned.
Select Lead: I v
Due Date: 6/25/2016 .
T . P Select whether reviewer is allowed to submit.

dd Cancel

Add Desianer

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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= Lilectronic
FDOT (} —§ Review
— Comments
User: spB85w] | Role: In-House Manager | District CENTRALOFF | Waork As: | Help FAQ Legout
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 W

Default List:| SELECT ~

In House
Project Manager

Select asignments from a Default list (OR) Type portion of 2 name in the fislds to manually select an assignment

Consultant

Project Manager

[Wolfe, Jim [SP965)

| 7HU, XUESONG (ALEX ZHU@HDRINC COMXX) |

PM Assistant

=dd Uesigner

Name Role Status ‘ -~ = N |Ed\t ‘Unass\gn |
Ben Lewis  |LEAD REVIEWER _astve——  Click arrow to expand designer section | Edit | Unassign |
Add Reviewer

Submittal

Submittal District; CO
Submiital Title: Test screen fext

Electronic
eview

Qe
@ . Comments

User: sp885wj | Fiole: In-touss Mansge | Divic: CENTRALOFF | ok 4x | SEIT
Reports Settings

|| Hsip

Assignments District Documents

Submittal Information | Staff Azsignments | Comments | Reporis | Docurnents | Send Notification |

Select amignments hom = Deisull Ind {07} Type partion of & name in the: fislds 4o manually select an s gnment
Diefault List:| SELECT b
In House Consultant
Propaci Manager Fraject Managar
Walfa, Jim (SFI6EW) [EHL, RUESONG [ALEX ZHU@HDRIMG COME) |
P Aszsistant
Mame Rale Staus  Comments Created | e Date Allawed 10 Submit Edit |Unassign
Ban Lawis LEAD REVMEWER Auctiee 0 | OBZ5/2016 T2 Edit | Linassign

= add Reviewer
| Add Diesignar
Dasigner |\'-a19rr| .
Rola Billy M4 Beaqi : d ch f

WWatarman, Stephanie (KMB405T) Egl n t'!’p| ﬂQ name and cnoose rom
Select Lead Waterman, Steve (KNB40Z) i

e e the returned list.
Cat A0 L}

aegery ALL ABOARD FLORIDA o

ARCHITECTURE [Pz Ol 10 salo multiph catsgons]
Dua Date TIZE201G
Allpwed to Submit 1

Add Cance

The initial designer assigned must be a Lead Designer. Select at least one category; modify the response
due date if necessary, and click 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 than the consultant project manager, or the in-house project
manager (for in-house projects) will have to individually assign the comments.

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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FDOT)

Klectronice
@ (D % Review

Comments

User: sp985wj | Role: In-House Manager | District: CENTRALOFF | Work As: | Help FAQ Logoy
Home: Submittal il Reports Settings District Doc
Submittal District: CO

Submittal Title: Test screen text
Submittal Information | Staff Assignments T Comments T Reports T Documents TSend Notification ]

Select assignments 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 Project Manager
[Wofe, Jim (SP985W) | [ZHU, XUESONG (ALEX ZHU@HDRINC. COMXX) |
PM Assistant
Name Role Status |Comment5 Created |Due Date ‘Allowed to Submit |Edit |Unassigr| ‘
Ben Lewis  [LEAD REVIEWER Active | 0 | 0252016 | NIA | Edit | Unassign |
Add Reviewer

Add Designer
Designer: | I

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

ACCESS MANAGEMENT

Category: :ESABOARD FLORIDA Select at least ane category, modify respanse
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 Project Manager or the Consultant Project Manager. 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 or In-House PM or
Consultant PM can remove a Lead Designer from a submittal.

@ YN = R

Comments

User: spB85w] | Role: In-House Manager | District: CENTRALOFF | Work As: | Help FAQ Logoud
Home Submittal i Reports Settings District Doc
Submittal District: CO

Submittal Title: Test screen text
Submittal Information | Staff Assignments TComments T Reports T Documents T Send Notification W

Select asignments from a Default list (GR) Type portion of 3 name in the fields to manually select an asignment

Default List:| SELECT v

In House Consultant

Project Manager
[Wolfe, Jim (SPI65J) |
PM Assistant

Project Manager
ZHU, XUESONG (ALEX.ZHU@HDRINC.COMXX)

MName Role Status  Comments Created Due Date Allowed to Submit Edit |Unassign
Ben Lewis LEAD REVIEWER Active 0 06/25/2016 WA Edit | Unassign
BILLY PAZ REVIEWER Active 0 06/25/2016 No Edit | Unassign
Add Reviewer
MName Role Active  Due Date Allowed to Submit Assignment Category Edit Unassign
Kurt Lieblong LEAD DESIGHNER Active | 07/25/2016 N/A CONSTRUCTION Edit | Unassign
Joseph Malley DESIGNER | Active | 07/25/2016 No Edit | Unassign
Add Designer
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ENTERING COMMENTS

To enter comments on an assigned submittal, select the submittal from the assigned submittal section.

= Electronic
FDOI{) (ﬁ" —4 Review
> Comments
User: sp965wj | Role: SUBMITTAL USER | District DISTRICT2 | Work As: | Help FAQ Logou|
Home Submittal i Reports Settings District Doc
Action ltems Total: 15| Due Today: 0 | Due This Week: 0
Comments Total: 0 | Due Today: 0 | Due This Week: 0
Assigned Submittals Total: 10 | Due Today: 0 | Due This Week: 0
Fin Proj Phase My Role C Due Date D Due Date C i
@ DCM# 6918 - Technical Memorandum (including bookmarked appendices) ...
406144-1-52-01 (TF) OTHER LEAD DESIGNER 11i20/2015 182016 MA
. DCHM# 5918 - Technical Memorgndum (including bookmarked appendices) ....
406144-1-52-01 (TP) EER LEAD DESIGNER 1142002015 1182016 MNA
. 100% Sign Structures Plans (and S&PM RFC Submi information only.
430565-1-52-01 (D2) FINAL LI 1/30/2015 MNA
@ Project Submittal 100% Samaritan Way Soundwall Extension Plans *=P_ =) Select the submittal from the "Assigned
430565-3-52-01 (D2) FINAL LEAD Submittal’ section. 112612015 NA
@ DCHM# 6271 - Technical Memorandum for Gantry Equipment Change Refert....
430565-1-52-01 (TP) OTHER LEAD DESIGNER 1/8/2015 11512015 MA
. 100% S&PM Plans AMD 90% Sign Structures Plans **Submittal includes ...
430565-1-52-01 (D2) FINAL LEAD DESIGMNER 8M8/2014 9M1/2014 MNA

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

USErT Ep ST T RO S TATE ADWIN | DN CENTRATOFF | 1O 7" T RE—FAT T
Home Submittal i Reports Settings District Doc
Financial Project Id: 233166-2-52-01
Financial Project Description: SR-808/GLADES ROAD FROM SR-T TO SR-5/US-1

_f Submittal Infarmation T Staff Assignments T Comments T Reports T Documents T Related Submittals W

Financial Project Id Date Received Copy Submittal
0 M 2 o

Financial Project Description: C Due Date

SR-808/GLADES ROAD FROM SR-7 TO SR-5/US-1

Submittal Phase Select the ‘Comments’ tab.

INITIAL - v

Submittal Status

OPEN v P Comment Review Period

Staff Type days .
CONSULTANT v PN Response Review Period
Submittal Type days )
‘F‘LANS v Allow Unassigned Response
|

Description

1504 of 3500
INITIAL ENGINEERING REVIEW PHASSE
SR: SR 808 ~
County: BALM BEACH(23)
e e e

AR AR AR AR A AR AR
ATTENTION REVIEWERS:

The one item not included in the package i1s 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 Fridav
05/20/2016 to the ERG system.

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

¢ Show comments assigned 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.

¢ 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 New Comment how unresolved comments _) Show comments created by v
() Show all comments () Show comments by category v

No Comment Found!

Creating Comments

Click ‘Create New Comment’ and the ‘Create a New Comment’ box will appear. If you have no comments
check the ‘Mark as No Comment’ box.

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.

 —

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 | Staff Assignments | Comments | Reports | Documents | Related Submittals |

(® Show comments assigned to me () Show comments assigned to v Search Comments

Create New Comment () Show unresolved comments

how comments created by v

(0 Show all comments () Show comments by category e

No Comment Found!

Enter the comment, select at least one Category, enter a reference page if applicable and then select
‘Create’ to create the comment or ‘Create & Submit’ to actually create the comment and submit it to
the lead reviewer, in-house project manager or consultant project manager.
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Comments that are only created must at some point be submitted to move forward in
the comment lifecycle.

 —

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 '/

/

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: ‘
| Save| | Save & Submit

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 “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.

[submitial Tile: This 15 an MCL weigh siabion propac] &1 suhie Spnngs and -15
r Submitial Information T Staff Assignmemts | Comments I Heports 1 Documents T Related Submitals |

‘® Show comments assignad to me ) Bheww eomments agsigned to w Search Comments
) Show urresabed comments () Show comments cragtad by w
=ik The ) Show comments by categnry| hd

RAIN AND LOCATION OF OUTLET PIPE. This note is redundant b the edgedrain detall

- Categodies: TYPICAL SECTION Reference:

= Slatuz REZPOMSE SUBMITTED Assigned Te:  Joseph Malley [LEAD REVIEWER) Created By: Juzeph Malley (LEAD REVIEWER)
Created Date: 1272015

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.
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FDOT R OE ;e

— Comments
User: sp985w] | Role: In-House Manager | District: CENTRALOFF | Work As: | Helo FAQG Logouf
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 Motification ]

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

Submittal Phase 7/10/2016

PHASE IV v Response Due Date

Submittal Status 8/10/2016

OPEN v PM Comment Review Period

Staff Type

days

Submittal Type PM Response Review Period

[PLANS v 0 Jdays

| [¥] 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 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.

29



The comments will appear in the following way.

‘ Create/Edit a New Comment x |
FD I Enter a comment in only one of these text boxes. 0 of 3565
i-‘ - |
V|| Help FAQ Looou
R E hy h Il
3 o esponse nter eight a comment text that wi
:u:m!“a: ?"T"c; C?(. Required require a response or enter a comment
ubmittal Title: Sky King s~ Gomment: that is for your information only not
Submittal Information | St requiring a response
CIMark as Mo Commen| Search Comments
Create New Comment
0 of 3522 A
Mo Comment Found! /
FYI
Comment
ACCESS MANAGEMENT
ADA =
ALL ABOARD FLORIDA .—-—-I Select comment category I
ARCHITECTURE
Category. |AVIATION
BICYCLE/PEDESTRIAN
BIDABILITY V]
CONSTRUCTION
(Press Ctrl to select multiple categories)
FD D‘fl':i Reference: | forida.com
T | Savel ‘ Save & Submit |
Information Syster
]

FDOT)

Home Submittal

"IN

User: sp®E5wj | Role: INHOUSE PM | District: CENTRALOFF | Work as: | Self V|| Help FAQ Lepout

Settings

Electronic

Review

Comments

Reports

District Doc

Submittal District: CO
Submittal Title: Sky King speedway

[ Submittal Information TStaﬁ Assignments T Comments T Reports T Documents TSend Notification 1

[OMark as No Comment (2 Show comments assigned to me
Create New Comment (® Show unresolved comments

() Show all comments

4. which way is north

rLAwn'tten response is required. I

() Show comments assigned to |
() Show comments created by | Ji

(O Show comments by category I SELECT

Search Comments

Categories: AVIATION Reference:
Status: RESPONSE IN REVIEW Assigned To: ‘5aba Shamma (CONSULTANT PM) Created By: Jodi Jarrell (REVIEWER)
Delete Comment Created Date: 6M0/2016
5. birds nesting on runway during winter
I This commentis for information only. A written response is NOT required. I
legories: AVIATION Reference:
Status: RESPONSE IM REVIEW Assigned To: Saba Shamma (CONSULTANT PM) Created By: Jodi Jarrell (REVIEWER)
Delete Comment Created Date: 6/10/2016
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Submitting Comments

Once a comment is created (not submitted), the comment screen will look like the screen below:

AW\ = Hlectronic
FDOTY) @O i
— Comments

User: spS65wj | Role: LEAD REVIEWER | District DISTRICTS | Work As: | Help FAQ Loooy

Home Submittal Assignments Reports Settings District Documents
Financial Project Id: 437994-1-52-01 (D4)
Financial Project Description: SR-8/-95 FROM MIAMI/DADE COUNTYLINE TQ 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 ]

O (®) Show comments assigned to me ) Show comments assigned to v Search Comments
Create New Comment () Show unresolved comments () Show comments created by v
. Show all comment —LShow comments by categuryl A

Click arrow to expand (pointing up) or compress
(pointing down) comment thread.

2 Test comment #1 forman

| o - ADA Reference: D
tatus: COMMENT NOT SUBMITTED Assigned To: Todd McGee (LEAD REVIEWER) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 512412016

dit 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:

e Categories — Indicates the category for the comment
e Comment 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.

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

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

o Response Submitted — Response has been submitted to reviewers.

o 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. 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 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.
If a comment has been created but not submitted, the following options are then available to the user.

o Edit — Edit the comment text, category or reference.
o Delete — Delete the comment.
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e  Submit — Submit the comment.
e Add Document — Add supporting document to the comment.

If 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 one, then only one email will be sent as
notification.

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.

User: sp985wj | Role: LEAD REVIEWER | Districk DISTRICT4 | Werk As: | 10dd McGee || Help FAQ Lopout
Home Submittal Assignments Reports Settings District Documents

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 ]

O ® Show comments assigned to me ) Sy 5]l v Search Comments
Create New Comment ) Shi Browse for documents. i
B Add Document L | —
O Shq [
Document: | SelectFile | 0%

2. Test comment #1 for manual
Categories: ADA

McGee (LEAD REVIEWER) Ll
Enter a description of the document. 2016
A description must be entered to
enable the "Add Document’ button.
| Cancel
Home Submittal Assignments Reports Settings District Documents
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 ]
O ® Show comments assigned to me ) Show comments assigned to v Search Comments
Create New Comment O Shq
- Add Document L
) Shq v
- elect File o
2. Test comment #1 for manual Document: Selech el 100 % |Upload Complete
5 Categories: ADA drop.xlsx 0
Status: COMMENT NOT SUE test McGee (LEAD REVIEWER)
2016
Description :
Submit All Comments ~ Submit Selecte
Click’ Add D t.
| © peumen dd Document | ‘ Cancel |
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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 project manager until the review period expires
or the in-house project manager reviews and takes action on the comment. Once the review period
expires, any comments that the in-house project manager did not take action on will be automatically
transferred to the consultant project manager 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 consultant
project manager. 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 consultant project manager.

The consultant project manager 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 Project Manager 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.

ﬁ‘\ N = Llectronic
FDOT @(_) I—§ Review
- Comments

User: p985wj | Role: IN-HOUSE PM | District: CENTRALOFF | Weork As: | Help FAQ Logout

Home Submittal Assignments Reports Settings District Documents
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 Notification ]

] O Show comments assigned to me () Show comments assigned to v Search Comments
Create New Comment () Show unresolved comments ) Show comments created by v
(® Show all comments ) Show comments by categuryl h
1. consultant comment 1
- Categories: CONSTRUCTION Reference:
¥
Status: COMMENT AGREED WITH Assigned To: Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 5/31/2016
2. consultant comment 2
-, Categories: CONSTRUCTION Reference:
¥
Status: COMMEMT SUBMITTED FOR RESPONSE  Assigned To: KUESONG ZHU (CONSULTANT PM) 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: 6/1/2016
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When the Statewide Administrator clicks on the ‘Delete Comment’ tab the following screen appears.

=) Electronic
FDOT (‘D )—4§ Review
- Comments
User: sp965wj | Role: INHOUSE PM | District: GENTRALOFF | Work As: | Helo FAQ Logout

Home Submittal i Reports Settings District Doc
Submittal District: CO

Submittal Title: tsco| © 1t Delete Warning! &3
You are allowed to delete comments because you are in the Statewide Administrator role in the ERC

Submittal Information | Staff
System.

CMark as No Comment 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. ol

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

Categories: CONE
Stats comy [T you are sure select the Delete button. IEWER)

Delete Comment
2. consultant comment 2
Cnteuoriex CONE
¥
s COMN  [Delete | | Do NOT Delete EET
Delete Comment
3.test3
(mtegurip_-: CONE
¥
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.

FDOT) @ Q@ e
- Comments

User: =p985w] | Role: INHOUSE PM | Distict CENTRALOFF | wor as: | Self V|| Hele FAG Lopout

Home Submittal i1 Reports Settings District Doc
Submittal District: CO Unresolved Comments
Submittal Title: comments consultant Submittal Review Summary
[Suhmlttal Information TStaff Assignments T Comments T Reports T Documents T Send Notification W
[OMark as No Con () Show comments assigned to me 7) Show comments assigned to Search Comments
Create New Comment how unresolved comments Show comments created by | Den Lewis
® Show all comments O Show comments by category | S A
|1 . This comment was removed by the ERC Statewide Administrator.
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: XUESONG ZHU (CONSULTANT PM) Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016
3.test3
Categories: CONSTRUCTION Reference:
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RESPONDING TO COMMENTS

Select the comment to respond to from the Action Items list on the Home page.

A\ Electronic
FDOT eF‘D % Review
Comments
User: p385w] | Role: STATE ADMIN | District CENTRALOFF | Work As: | Help FAQ Logout

ittal Assignments Reports Settings District Documents

Select comment to respond to
from the Action ltems list

Action Items Total: 1 | Due Today: 0 | Due This Week: 1
Fin Proj Comment Status Comment Due Date Response Due Date
Comment:

(@] Submittal Description: , Desc
437994-1-52-01 (D4) REVIEWER - SELF ASSIGNED COMMENT NOT SUBMITTED 5(27/2016 6/17/2016

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

Assigned Submittals Total: 1| Due Today: 0 | Due This Week: 1

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\ ‘\ = Electronic
FDO I e (_’ '—4 Review
" Comments

User: =pB85w] | Role: SELF ASSIGNED | Distict: GENTRALOFF | Waork As: | Help FAQ Logout

Home Submittal Assignments Reports Settings District Documents

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 ]

O (®) Show comments assigned to me () Show comments assigned lUI v Search Comments
Create New Comment () Show unresolved comments () Show comments created by I—V

O Show all comments () Show comments by categoryl

1. Test comment #1 for manual.

Delete Comment (pointing down) comment thread. Created Date: ~ 5/24/2016
Submit All Comments  Submil SETSCTEUCUNTNENTS

ategories: ADA Reference: 0
~Statu OMMENT| Click arrow to expand (pointing up) or compress IGNED] Created By: Jim Wolfe (SELF ASSIGNED)

The following information is displayed on the comment page:

e Categories — Indicates the category for the comment.
e Comment 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.

o Comment Submitted for Response — Comment has been submitted to the designers
for response.
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o Response in Review — Response has been created, but has not been submitted
to reviewers.

o Response Submitted — Response has been submitted to reviewers.

o 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. 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.

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

Consultant Submittals

In-house Project Manager Options

The following options are available to the in-house project manager when a comment is submitted
for response and assigned to the in-house project manager:

Submit — Select this to submit the comment to the consultant project manager and generate an
e-mail notification.

Reject — Select this to reject the comment back to the lead reviewer or reviewer.

Resolve — In-house project managers have this option to close the comment if an agreeable
resolution is not foreseeable.

Respond — Select this to respond to the comment without sending the comment to the consultant
project manager.

Submit All Comments — Select this to submit all the comments to the consultant project
manager and generate a single e-mail notification. In-house PM’s are encouraged to use

this feature if all comments are ready to be submitted.

Submit Selected Comments — Select this to submit the comments that have been selected with
the checkbox and generate a single e-mail notification. In-house PM’s are encouraged to use
this feature if several comments are ready to be submitted.



Home Submittal Assignments Reports Settings District Documents
Financial Project Id: 437994-1-52-01 (D4)

Financial Project Description: SR-3/1-95 FROM MIAMI/DADE COUNTYLINE TO NORTH OF BROVARD 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

| () Show comments assigned to me () Show comments assigned to I—" e —
Create New Comment ) Show unresolved comments () Show comments created byl v
® Show all comments () Show comments by categnryl e

1. Test comment #1 for manual
Categories: ADA Reference: 0
Status: COMMENT IN REVIEW Assigned To: Robert Bostian (IN-HOUSE PM) Created By: Jim Wolfe (SELF ASSIGNED)
Created Date: 5/24/2016

ISubm\l Reject Resolve Respond I

2. Test comment #1 for manual
Categories: ADA Reference:
Status: COMMENT SUBMITTED FOR RESPOMSE  Assigned To: XUESONG ZHU (CONSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 5/24/2016

3. test question #2

Categories: BICYCLE/PEDESTRIAN Reference:

Status: COMMENT SUBMITTED FOR RESPOMSE  Assigned To: KUESONG ZHU (CONSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 5i24/2016

I Submit All Comments ~ Submit Selected Comments I

Once the in-house project manager submits comments to the consultant project manager they will have
the following options:

¢ Resolve — In-house project managers have this option to close the comment if an agreeable
resolution is not foreseeable.

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

User: =pBE5wj | Role: INHOUSE PM | Distict: DISTRIGT4 | Work As: | RODET DOSIAN V1| Help FAQ@ Logout
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(86) Desc: SR-...

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

O (2 Show comments assigned to me () Show comments assigned ml ~ Search Comments
Create New Comment Show unresolved comments ) Show comments created bYI v

® Show all comments ) Show comments by categnryl v
1. Test comment#1 for manual
Categories: ADA Reference: 0
Status: COMMENT IN REVIEW Assigned To: Robert Bostian (IN-HOUSE PM) Created By: Jim Waolfe (SELF ASSIGNED)

Created Date: 5/24/2016

2. Test comment#1 for manual
Categories: ADA Reference:
Status: COMMENT SUBMITTED FOR RESPOMSE ~ Assigned To: XUESONG ZHU (CONSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 52412016

3. test question #2

Categories: BICYCLE/PEDESTRIAN Reference:

Status: COMMENT SUBMITTED FOR RESPOMSE ~ Assigned To: XUESONG ZHU (CONSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 52412016

Consultant Project Manager, Lead Designer and Designer Options

The following options are available to the consultant project manager, lead designers and designers when
a comment is submitted for response and assigned to them:
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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).

User. spBE5w] | Role: CONSULTANT PM | Workas: | AUESONG ZHU ™| | seip Fac Looout
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: comments consultant

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

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

1. consultant comment 1
Categories: CONSTRUCTION Reference:
Status: COMMENT SUBMITTED FOR RESPOMSE  Assigned To: XUESONG ZHU (CONSULTANT PM) Created By: BILLY PAZ (REVIEWER)
Created Date: 5/31/2016

Agree Respond Assign

2_consultant comment 2

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.

FDOT
Comments

User. spS65wj | Role: CONSULTANT PM | work As: | AUESONG ZHU V| | heip FA Lopou
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(86) Desc: SR-._.

» & Review

ﬁ\P (‘\ =) Llectronic

[ 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
Y Qs imeanahid aammmaants T N P LW
Respond Comment x v
2 Testcomment#1 for manuz  Are you sure you want to respond to this comment?
Q Categories: ADA
status: commenT Test comment #1 for manual & (LEAD REVIEWER)
Response
0 of 3600
4 Test#1 |
_ Categories: BICYCLEF
i ' e (LEAD REVIEWER)
Enter response text.
Save Response | | Save and Submit Response | | Cancel |

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.
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e Submit — Submit the response.

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.

FDOT

Klectronice

» B Review
Comments

User: sp365w] | Role: CONSULTANT PM | Wor As: | XUESONG ZHU ™| | peip FAD Logout

Home Submittal Assignments Reports

Settings District Documents
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 & County: BROWARD(86) 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 ml ~ Search Comments
) Show unresolved comments () Show comments created by hd
) Show all comments () Show comments by categuryl v
2. Test comment #1 for manual
s Categories: ADA Options available to designers and Reference:
* status: RESPONSE IN REVIEW assig  Consultant Project Managers when Created By: Todd McGee (LEAD REVIEWER) L
responses are saved, but not submitted.  Fcreated Date: 52412016
Jim Wolfe CONSULTANT PM  test #1
FOR XUESONG ZHU
5/25/2016
Im Submit Agree Add Document I
4. Test#1
Categories: BICYCLE/PEDESTRIAN Reference:
* status: COMMENT SUBMITTED FOR RESPONSE  Assigned To: KUESONG ZHU (COMSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)

Created Date: Bi25i2016

Submit All Responses  Submit Selected Responses

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

AW\ .\ = KElectronic
( y B Review
P Comments
User. spB85wj | Role: CONSULTANT PM | woras, | (UESONG ZHU || peip FAo Logout
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(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 to v Search Comments
) Show unresolved comments Show comments created by hd
() Show all comments ) Show comments by category | hd
2. Test comment #1 for manual
Categories: ADA Reference:
Status: RESPOMSE SUBMITTED Assigned To: Todd McGee Created By: Todd McGee (LEAD REVIEWER)
Created Date: 512412016
Jim Wolfe COMSULTANT PM  test #1
FOR XUESONG ZHU
5/25/2016
4. Test#1
Categories: BICYCLE/PEDESTRIAN Reference:
Status: COMMENT SUBMITTED FOR RESPONSE  Assigned To: KUESOMNG ZHU (CONSULTANT PM) Created By: Todd McGee (LEAD REVIEWER)
Created Date: 5I25/2016
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In-house Submittals

In-house Project Manager Options

The following options are available to the in-house project manager when a comment is submitted for
response and assigned to the in-house project manager:

¢ Reject - Select this to reject the comment back to the lead reviewer or reviewer.

¢ Resolve - In-house project managers have this option to close the comment if an agreeable
resolution is not foreseeable.

e Respond - Select this to respond to the comment without sending the comment to the consultant
project manager.

e Assign - Select this to assign the comment to another designer.

e Assign All Comments - Select this to assign all comments to designers that have matching
comment categories on the Staff Assignments screen. If more than one designer has a comment
category the comments with that category will remain assigned to the in-house project manager.

FDOT @ O @@ fLestionic

— Comments
User: sp985w| | Rele: INHOUSE PM | District: CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: 2 inhouse

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

O (® Show comments assigned to me O Show comments assigned to w Search Comments
Create New Comment () Show unresolved comments O Show comments created by W
) Show all comments O Show comments by categary | hd
3 joe
Categories: CONSTRUCTION ce:
Status: COMMENT IN REVIEW Assigned To: | Jim Wolfe (IN-HOUSE PM) | Created By: Joseph Nalley (LEAD REVIEWER)
Delete Comment Created Date: 6/8/2016
I Reject Resolve Respond Assign I
4 joe 2
Categories: CONSTRUCTION Reference:
Status: COMMENT IN REVIEW Assigned To: Jim Wolfe (IN-HOUSE PM) Created By: Joseph Malley (LEAD REVIEWER)
Delete Comment Created Date: 6/8/2016

Assign All Comments

Once the in-house project manager assigns the comments to a lead designer or designer, they will have
the following options:

¢ Resolve — In-house project managers have this option to close the comment if an
agreeable resolution is not foreseeable.

¢ 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 project manager to reassign the comments to another designer
including themselves.
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FDOT BB

- > Comments

User: sp985wj | Role: INHOUSE PM | District: CENTRALOFF | Work As: | Self V|1 Helo EAQ Logol
Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: test comments

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

O (® Show comments assigned to me ) Show comments assigned 1U| v Search Comments
Create New Comment (2 Show unresolved comments () Show comments created by v
() Show all comments () Show comments by categuryl ~

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: 5I31/2016

I 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. (Only available to the Lead
Designers if they have assigned designers).

F A\ =) Electronic

DOT (D —\ Review

- Comments
User: sp385wj | Role: LEAD DESIGNER | District: CENTRALOFF | Work As | Help FAQ Logouf

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 ]

] (®) Show comments assigned to me ) Show comments assigned to v Search Comments
Create New Comment () Show unresolved comments ) Show comments created by hd
() Show all comments ) Show comments by calegoryl ha

10. comment 10
Categories: BIDABILITY Reference:
Status: COMMENT SUBMITTED FOR RESPONSE  Assigned To: Joseph Nalley (LEAD DESIGNER) Created By: Ben Lewis (REVIEWER)
Created Date: B/3/2016
Agree Respond Assign

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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.\ = Lilectronic
I : D 0 I ( » B Review
e Comments
User: sp985wj | Role: LEAD DESIGNER | Distric: CENTRALOFF | Work As: | Help FAQ Logoy
Home Submittal i 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 1

[IMark as No Comment ® Show comments assigned to me ) Show comments assigned to Search Comments
() Show unresolved comments O Show comments created by | Ben Lewis v
v
Respond Comment x
1. comment test 1
uteg.,ﬁp_.: coNSTRL  Are you sure you want to respond to this comment?
- Status: COMMENT [REVIEWER)
Delete Comment comment test 8
Response
2 comrr_lenl test 2 0 of 3600
Categories: CONSTRL
Status: COMMENT [REVIEWER)
Enter desired text
Categories: CONSTRL
Status: COMMENT [REVIEWER)
Delete Comment
| Save Response | | Save and Submit Response | | Cancel ‘

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

o 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.
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«\ = Electronice
( » G Review
- Comments
User: spB65wj | Role: LEAD DESIGNER | Distick CENTRALOFF | Work As: | Kurt Lieblong V|| Help FAG Logou
Home Submittal Assignments Reports Settings District Documents
Submittal District: CO
Submittal Title: test comments
[ Submittal Information T Staff Assignments T Comments T Reports T Documents T Send Motification W
OMark as No C e ® Show comments assigned to me () 8how comments assigned to | Zen Le Search Comments
() Show unresolved comments () Show comments created by | Een Le
O Show all comments ) Show comments by category | 551 °CT hd
1. comment test 1
Categories: CONSTRUCTION Reference:
Status: RESPOMSE IN REVIEW Assigned To: Kurt Lieblong Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016
2. commenttest2
Categories: CONSTRUCTION Reference:
Status: COMMENT SUBMITTED FOR RESFONSE  Assigned To: Kurt Lieblong (LEAD DESIGNER) Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 532016
8. comment test &
Categories: CONSTRUCTION Reference: 0
Status: RESPONSE IN REVIEW Assigned To: Kurt Lieblong Created By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016
Jim Wolfe LEAD DESIGHER  test
FOR Kurt Lieblong
6/1/2016
| Edit Submit Agree Add Document |
Submit All Responses  Submit Selected Responses L |

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.
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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 e-mail (in lieu of the save & submit button for each individual
comment/response). To submit all saved responses/comments, click the ‘Submit All
Response/Comments’ hyperlink.

Submit Selected Reponses/Submit All Responses

AW\ =i Lilectronic

FDOT (} —4 Review
- Comments
User: sp885wj | Role: LEAD DESIGNER | District: CENTRALOFF | Work As: | Help FAQ Logout

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

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

O (® Show comments assigned to me ) Show comments assigned to v Search Comments
() Show unresolved comments (C) Show comments created byl v
) Show all comments () Show comments bycategoryl v

1. commenttest 1
Categories: CONSTRUCTION Reference:

Status: RESPONSE IN REVIEW Assigned To: Kurt Lieblong (LEAD DESIGNER) Created By: BILLY PAZ (REVIEWER})
Delete Comment

To submit selected responses, check the box an
8. commenttest 3 the comment/respons thread and click the
Calegories: CONSTRUCTION 'Submit Selected Responses' hyperlink. m
Status: RESPONSE IN REVIEW By: BILLY PAZ (REVIEWER)
Delete Comment Created Date: 513112016

I Submit All Responses  Submit Selected Responses I

Submit Selected Comments/Submit all Comments

2\ =) Electronic

FDOT (:D —4 Review
- Comments
User 5p9§5wJ|Ru\e:HEVIEWEH|WamAs:\ﬂ; EAQ Logoul

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

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

O ® Show comments assigned to me () Show comments assigned TDI ~ Search Comments
Create New Comment ) Show unresolved comments () Show comments created byl hd
) Show all comments () Show comments by categoryl v
9. commenttest 8
Calegorie:‘.: ACCESS MANAGEMEMNT Reference:
Status: COMMENT NOT SUBMITTED Assigned To: BILLY PAZ (REVIEWER) Created By: BILLY PAZ (REVIEWER

To submit selected comments, check the Lo L
10. comment test 10

4 box to submit and click the 'Submit
(e eones: ACCESS MANAGEMENT Selected Comments' hyperlink. ce: |
Status: COMMENT NOT SUBMITT A Created By: BILLY PAZ (REVIEWER)
Created Date:  6/1/2018

|Submit All Comments  Submit Selected Commentsl
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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 project manager) or to the in-house
project manager 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.

— -
ﬁf& ~ = Electronic
I DOI %(_) 'V Review
P Comments
User: sp885w] | Role: STATE ADMIN | District CENTRALGFF | Work As | Help FAQ Legout
Home Submittal Assignments Reports Settings District Documents

2| Action Items Total: 4 | Due Today: 0 | Due This Week: 0

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

Comment: n
O Submittal Description:

Submittal District: (CO) COMMENT IN REVIEW 6/25/2016 T125/2016
o ‘;‘;:‘:_;:::De“ﬁmw tcie‘j;?:j::;:ﬁg Click on the comment link to go to the

Submittal District: (CO) IN-HOUSE PROJECT MANAGER comment page. 713012016

Comment: comment test 9
O Submittal Description: test comments

Submittal District: (CO) IN-HOUSE PROJECT MANAGER COMMENT IN REVIEW 6/30/2016 7/30/2016

Comment: commenttest 10
O Submittal Description: test comments

Submittal District: (CO) IN-HOUSE PROJECT MANAGER COMMENT IN REVIEW 6/30/2016 713012016
¥/ Comments - Total: 1| Due Today: 0 | Due This Week: 0
¥ Assigned Submittals Total: 4 | Due Today: 0 | Due This Week: 0

The Comments Page will open with the comment thread expanded.

In-house Project Manager Options

If a response review period has been set on the submittal then every submitted response will be assigned
to the in-house project manager until the review period expires for each submitted response or the in-
house project manager 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 project manager for 5 days from the time
the response was submitted. During this review period the in-house project manager will have the
following options:

e  Edit — Select to edit the response text.

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.

e Reject - Select this to reject the response. Reason for rejection is required.

e Resolve - In-house project managers 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 project manager
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).

ﬁ‘\ " =k Dlectronic
FDOT % ( » Review
- Comments

User: sp365w] | Role: INHOUSE PM | District: CENTRALOFF | Work As: | Help FA@ Logou

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

O (®) Show comments assigned to me ) Show comments assigned to hd SearchiComments:
Create New Comment () Show unresolved comments ) Show comments created by v
) Show all comments ) Show comments by caleguryl e

6. comment test 6

Categories: AVIATION Reference:
Status: COMMENT IN REVIEW Assigned To: Jim Wolfe (IN-HOUSE PM) Created By: Kurt Lieblong (LEAD REVIEWER)
Delete Comment Created Date: 6312016
8.inhouse
Categories: ADA Reference:
Status: RESPONSE SUBMITTED Assigned To: Jim Wolfe (IN-HOUSE PM) Created By: Jim Wolfe (IN-HOUSE PM)
Delete Comment Created Date: 6/3/2016
Jim Wolfe LEAD DESIGNER W

FOR Joseph Nalley
6/3/2016

Edit Accept Reject Resolve Assign Rescind Add Document

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.

¢ Reject - Select this to reject the response. Reason for rejection is required.

e Assign - Select this to assign the comment/response to another reviewer. (Only available to the
Lead Reviewer).

e Rescind - Select this option to return the comment to the original comment creator. Essentially
starting the comment lifecycle over
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FDO I (_’ —V Review
- Comments
User. spB65w] | Role: LEAD REVIEWER | Districtt CENTRALOFF | Work As | Help FAQ Logol
Home Submittal i Reports Settings District Doc

Submittal District: CO
Submittal Title: Comment test 4 inhouse

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

O Mark as No Comment ® Show comments assigned to me ) Show comments assigned to | Den Lewis w Search Comments
Create New Comment () Show unresolved comments ) Show comments created by | Ben Lewis v
() Show all comments ) Show comments by category | SELECT W
5. commenttest 5
Categories: ADA Reference:
Status: RESPONSE SUBMITTED Assigned To: Kurt Lieblong (LEAD REVIEWER) Created By: Kurt Lieblong (LEAD REVIEWER)
Delete Comment Created Date: B/3/2016
Jim Wolfe IN-HOUSE PM dkdkdk
6/3/2016

I Accept Reject Assign Rescind I

Rejecting a response will assign the comment/response thread back to the designers for additional
response.
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SEARCHING FOR COMMENTS

Users can search for comments on a submittal from the comments page by clicking the ‘Search

Comments’ hyperlink.

FOOT) @0E

Review
Comments
User: sp985w] | Role: IN-HOUSE PM | District: CENTRALOFF | Work As: | Helo FAG Logout
Home Submittal Reports Settings District Doc

Electronic

Submittal District: CO
Submittal Title: test comments

[COMark as No Comment

Create New Comment

fSubm\ttaI Information T Staff Assignments T Comments T Reports T Documents T Send Notification ]

(®) Show comments assigned to me

() Show unresolved comments

() Show comments assigned to | B0 Lewis

Search Comments

(L) Show comments created by | &

© Show all comments ) Show comments by category | SELEC ¥
MNo Comment Found!
Comments can be search for using the following fields:
o Comment text — Enter text to search for.
e Comment Due Date — Enter date to search for.
o Category — Select comment category to search for.
e Status — Search by comment status.
e Creator — Select name to search for.
o Assigned To — Select name to search for.
F T «-\ =) Electronic
D O ( » F——N Review
— Comments
User: sp985wj | Role: INHOUSE PM | Districk CENTRALOFF | Work As: | Help FAQ Logout]
Home Submittal 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 (®) She Search Comments
Create New Comment )5he SETED EETTERS *

Osh( Comment Text: | | v

No Comment Found!

Comment Date:

ALL
ACCESS MANAGEMENT

~
Category: ADA v
ALL ABOARD FLORIDA
Status: SELECT v
Creator: SELECT v
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.

FDOT PR M E) ;lostronie

> Comments

Click 'Staff Assignments' tab ) ) =
when viewing a submittal User: spB85wj | Role: In-House Manager | Distict. CENTRALOFF | Work As: | <8l | Help FAQ Logou
Horr ) Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: comments consuljant

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

Select assignments 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 Project Manager
[Walfe, Jim (SPa85WI) | 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 DESIGNER Active | 07/30/2016 MNIA CONSTRUCTION Edit
Joseph Nalley DESIGMER| Active 07/30/2016 MNo CONSTRUCTION Edit | Unassign

Add Designer

The comment 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\ =) lilectronic

FDOT Q@ Rises
— - Comments
User: sp385wj | Role: INHOUSE PM | District: CENTRALOFF | Work As: | Help FAQ Logs

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

_ _ _ _ Search field pre-populated
[ Submittal Information | Staff Assignments | Comments | Reports | Documents | Send Notification | - with staff name
| () Show comments assigned to me () Show comments assigned to v Search Comments
Create New Comment ) Show unresolved comments @ Show comments created by | Ben Lewis
) Show all comments (O Show comments by category ha
3.test3
Categories: COMSTRUCTION Reference:
Status: RESPONSE IN REVIEW Assigned To: KUESONG ZHU (CONSULTANT PM) Created By: Ben Lewis (LEAD REVIEWER)
Delete Comment LCrealed 6/1/2016

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.

Foo! @0 ff‘{'e%‘itew“i“

comments

- 1 : 1 s | Balf || Hslp FAD Logoul
— Click 'Search for a Submitttal’. g P R
< Action lems Creata Mew Submittal Total: 1| Due Today: 0| Due This Week: 0
Fin Proj search for 3 Submittal Comment $ztus Comment Dea Date Response Due Date
N Comment: FAETE
3] Swhemittal Description: Test scresn fext
Submittal Distnct: (C0) IN-HOUSE PROJECT MANAGER COMMKENT N REVIEW B252016 2512016
E Comments Total: 1] Due Today: 0| Due This Week; I
= Assigned Submitials Total: 4 | Due Today: 0 | Due This Week: O

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

¢ 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.

o 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).

¢ Phase Type - Select from the dropdown.

e Submittal Type - Select from the dropdown.

e District — Select from dropdown.

e Status - Select from dropdown.

Elect 1
FDOT) @@ i
- Comments

User: spB65w] | Role: STATE ADMIN | District, CENTRALOFF | Work As: | Self M| | Help EAQ Logou
Home Submittal Assignments Reports Settings District Documents

Search for a Submittal

Comment Due Date: ‘ | to | |
Response Due Date: ‘ | to | |
Submittal Descr\minn::

Staff Member: ‘ |M
FM Project: ‘ H:H |.| |

Phase Type: m‘

Submittal Type: SELECT v

District: M

Status: @I

] Only Include Submittals with Unresolved 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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E Submittal Type ‘Submittal Phase District Status |Comment Due Date Response Due Date
comments consultant PLANS PHASE Il Cco OPEMN  |6/30/2016 7/30/2016
test comments PLANS PHASE Il CO  |OPEM |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  |OPEM |6/4/2016 T/4/2016
Testing Design/Build screen 430356-1-52-01 |PLANS FINAL CcO OPEN  |6/2/2016 6/9/2016
Testing FR 15 enhancement 209610-1-52-01 FINAL PLANS PROCESSING FINAL CO  |OPEM |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  |OPEM  4/6/2016 4/20/2016
testing enhancements 209610-1-52-01 ACCESS MANAGEMENT REPORT OTHER co OPEM  |4/6/2016 4/28/2016
Testing cut & paste ACCESS MANAGEMENT REPORT FINAL CO  OPEM  |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.

Home

FDOT)

Submittal

Electronic
Review

{ ' r——\
’ Comments
User: spS65wj | Role: Lead Reviewer | Distict CENTRALOFF | Work As: | Joseph Nalley V|| Helo FAQ Logout

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

s, o2

o e

Financial Pegject Description:
SR31&CR
Submittal Phase

HARLOTTE CO. VWS W/PULL OFF SCALE

Date Received
71212015
Comment Due Date

716/2015

Response Due Date

PHASE IV v
Submittal Status
OPEN W
Staff Type

Click the 'Related Submittals' tab to
find submittals with the same 6 digit

Work Program ltem number.

712312015

PM Comment Review Period

days

PM Response Review Period

IN-HOUSE STAFF v
Submittal Type

[oTHER

[C] MNon-Conventional Project

Description

[C] Allow Unassigned Response

days

ol




Elect 1
FOOT) @0& Roviow ™'

User: spS85wj | Role: Lead Reviewer | Distick CENTRALOFF | Wark as: | JoSeph Malley || Help FAQ Logout

Home Submittal i 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

( Submittal Information T Staff Assignments T Comments T Reports T Documents T Related Submittals ] blue hyperlinks in the table's headers.

FMM Project Submittal Type Submittal Phase Status  |Comment Due Datel Response Due Datel

Phase [V 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 [V Plans - REVISED Tki's email shall serve. .. 430355-1-52-01 PLANS PHASE IV CLOSED |3/7/2014 314/2014
Lighting Design Analysis Repol ase [V (100%) 430355-1-52-01 LIGHTING OTHER CLOSED 2/28/2014 3/7/2014
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 Il 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.
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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.

FOOT) @O0 ivicv

Comments

Lsr: spB85w) | Role: STATE ADAIN | Dabice CENTRALDOFF | Won As Seff had | Help F&Q Lopoul
Home Submittal Assignments m_ Settings District Documents
# Action ems Unresahved Comments Total: 1| Due Today: 0 | Due This Week: O

submittal Review Summary

Total: 1| Due Today: @ | Due This Week: O

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

Total: 4 | Due Today: @ | 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: sp385w] | Role: STATE ADMIN | District: CENTRALOFF | Work As: |EE FAQ Logouf

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 ~

Sl CHARLES DUNN

I : : -
@__ [ | 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.’
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=i LElectronic
FDOT (D )—§ Review
- Comments

User. sp985wj | Role: STATE ADMIM | Distict: CENTRALOFF | Work As: | Help FAQ Logoul

Home Submittal Assignments Reports Settings District Documents
Submittal Review Summary Report
FIM Project 423081 I Same FM Project Number I
PHASE Il
. PHASE I
Submittal Phase PHASE [V
PHASE | \
] Select new Submittal Phase, Submittal
Submittal Role | consULTANT PROJECT MANAGER v Role, and Staff member
Alan Hagans To clear all of the entered parameters,
Staf Amanda Marshall click the 'Clear' button.
ASHLEY SYFRETT

Brian Pettis

FM Project: 423081 I Su b 3 ry R ep Ort Date ran on: 06-01-2016
To save search results as a

R Excel file, 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 7 | Submittal > | Submittal : | Cmts| Comment > Last : | Review *: headers.

Role Type Phase Revd Date Due Date Comment Duration

Name Resolved =

Date SumiE| R
Dt}

423081-1-52-01 03 Amanda PLANS PHASE Il 8/23/2010 0 9/13/2010 N/A N/A

Marshall
423081-2-32-01 03 Amanda OTHER PHASE Il 8/9/2010 [\] 8/30/2010 N/A N/A

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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Klectronie
FOOT) @ OB isics
o Comments
Uses pS85w; | Role: STATE ADHIN | Diskrict CENTRALOFF | tion Aa I@ | Heip FAQ Logout

Home Submittal Assignments | FReports | Settings Districk Documants.
= Acticn liems unreschved Comments Total: 21 | Due Today: | Due This Week: 0

L Submittal Review Summary
“Eommel  Click 'Reports' tab and select

Zhssignel  the 'Unresolved Comments'
option from dropdown.

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

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

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

¢ Received Date — Enter a range dates to search for the received date.

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

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

o 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).

o Phase Type - Select from the dropdown.

e Submittal Type - Select from the dropdown.

o 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 flectronic

— - Comments

User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work as: | Self || Help FAQ Logou
Home Submittal Assignments Reports Settings District Documents

Unresolved Comments Report

Received Date ‘ ‘ to | |

Comment Due ‘ | |
Date &=

RESFUHSEDD;E ‘ ‘ - | |

omen ]

Description

Staff Member ‘ |Clear
P Projct | L]

Phase Type |SELECT

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 Jue s 0w — TR - O
Unresolved Comments Report
I Search Criteria
To save search results as an Dste Receed Al Project
Excel file, PDF, or Word Comment Due Date: Phase:
document click the 'Export' icon. Res pons.e Due Date Submttal Type:
Submittal i District: €O
| StaffMember: Jim Wolk Submittal Status:
Days.
|rmmn| R Submittal | | Submittal . . Date | Comment |Response T n Comment Created | Created .
’—P’qmu +{submittal Type | *ZHR=1 | pist. | ¥ A | SubmittalDescription | o = | TRTEE | TR | Comment + | ICmmm/miM Assigned To & St _|Pa
Puﬁ\ PHASEN | CO | OPEN [in-house mst 682018 | 762018 | S62016 [ 1. commentt / )QJ‘ENT INREVIEW SimWole | BeeelT 0 CONSTRUCTION
comments
\ 2 commentzd | COMMENT NREVEW ﬂ@...-—'ﬁn Lewis ae2018 | 0 CONSTRUCTION
PLANS PHASEN ['8Q| CFEN |Commenttestd Ba20E | TREME | BRENME |7 mm}.ﬁ(mn Jim Wl & Ben Lewis /32018 0 [BICYCLEPEDESTRIAN
inhouse
3_./(05/ RESPONSE SUBMITTED|  Jim Wol e Jim Vol @320l [ 0 ADA
\ Search results can be sorted by RESPONSE SUBMITTED/| Jim Wole KurtLieblong E/32018 [] ARCHITECTURE
clicki ng the arrows. commenti1 COMMENT IN REVIEW Jim Wolg KurtLigblong B/32018 [] BIDABILTY
3. bbbb RESPONSE SUBMITTED|  Jim Wol® Ben Lewis agzoe [ 0 AATION
14 commentid, RESPONSE SUBMITTED|  Jim Wol® Jim Vol & e ) AATION
PLANS | PHASEN | CO | OPEN |CommentTest 62/2016 | 722018 | S2/2016 | 1. commenttesti COMMENT IN REVIEW Jim Wol & Ben Lewis a22018 | 0 ACCESS
MANAGEMENT
2 suf COMMENT NOT Jim Wol & Jim ol aseote [ 0 ANATION
SUBMITTED
PLANS PHASE I [ cO | OPEN [comments consuitant | &/212018 | er30z01e | 77202018 [ 4. estcomments COMMENT NOT Jim Wol & Jim Vol & eEz01€ | 0 CONSTRUCTION
SUBMITTED
5 estcomment’ COMMENT NOT Jim Wol& Jim Vol & ae2018 | 0 CONSTRUCTION
SUSMITTED
FLANS | PHASE Il | GO | OFEN [Testsoreenex 5252010 | &/252016 | 7252018 | 3. Estagain GOMMENT IN REVIEW Jim Wol & BILLYFAZ  |s@ieme| O GONSTRUCTION
Report Date: 08-07-2018 Page 101

Submittal Reports (Comment by Assigned Reviewer)

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

Select the ‘Reports’ tab.
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FDOT\) @O0 fiwr:

User: spS65wj | Rele: STATE ADMIN | District: CENTRALOFF | Work As: | Self M| | Helo FAD Logou

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

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

Financial Project Id Date Received Copy Submittal
FEEC I O A I S [ 1212112015

Financial Project Description: Comment Due Date

1-75 AT PUNTA GORDA WEIGH STATION NB/SE ‘ . 1212812015

Submittal Phase Select ‘Reports' tab.

FINAL (¥ Response Due Date
Submittal Status 12/2912015

OPEN v PM Comment Review Period

Staff Type days

CONSULTANT v PM Response Review Period
Submittal Type El days
‘ FINAL PLANS PROCESSING v
[[] Non-Conventional Project
[C] Allow Unassigned Response
Description
36 of 3500

[Fnase IV review - PSE Dus Date 12/28

Select the ‘Show Comments by Assigned’ submittal report.

-‘ @) Electronic
( » Review
Comments
User: sp985wj | Role: STATE ADMIN | Districk CENTRALOFF | Work As: | Help FAQ Logout
Home Submittal i Reports Settings District Doc
Financial Project Id: 437001-1-52-01 (CO})

Financial Project Description: |-75 AT PUNTA GORDA WEIGH STATION NB/SB DEMOLITION/REBUILD
Submittal Title: Phase IV review - PSE Due Date 12/28

[ Submittal Information | Staff Assignments | Comments | Reports | Documents | Related Submittals | Send Notification |
Show Submittal — Se—
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 C ts by Assigned: |Alan Aut
ect omments by Sosten Aﬁgonﬁgy [ Select a user or multiple users by holding the

Arnie Hemandez left mouse button and dragging down.

v
ARNIE HERMANDEZ Show Report

Click 'Show Reports'.
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Select Comments by Assigned: AT R0EN

ANURAG SHAH [l
Barry Mason v

Ben Lewis Show Report

a Lo
Submittal Report

Financial Project: 430355-2-62-01 ubmital Type: FINAL PLANS PROCESSING
Submittal Phase: PHASE Il Staff Type: CONSULTANT
Recieved Date: 5/6/2015 Response Du : 6/20/2015

Grace Period: 5 District: CENTRAL OFF.
Status: OPEN Create Date:
To save search results as an Excelfile,
Create User Id: SPI65JW Last Update: 5/6/2015 PDF, or Word document click the 'Export
Last Update Userld:  SP985JW icon.
Description:

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

Threads:
No Status Current Holder Reference Cateaories
z RESPONSE SUBMITTED Barry Mason Sht.13 & 14 ROADWAY
Created By Created On Version Delegate For
Barry Mason 582015 1
Station 322 - 327: Can type "F" curb be built or installed while erosion control fence (sediment barrier) and R/W line are so tight next to curb?
Robert Harrigan SI28/2015 1

The centractor 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 e-mail 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
FOOT) @O@ kv
— C

;comments

Usis: 5p800w] | Role STATE ADRIN | Dis Self || Help FAS Logoul
Homa Submittal Assignments Reports I [ Settings ] District Documents
# Action ltems User Sattings Ju: Today: O | Due This Week: 0
E Comments : iatri i Jue Today: O | Due This Week: 0
" Select 'User Settings'. Dirict Sattinga i DT
Sign Roles
= Assigned Submittals Mang;e Lsar Jue Today: 0 | Due This Week: 0

Transfer User Assignments
Send Notificaton

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

Elect 1
FDOT\) @ O0@ ko
- Comments

Uses- spa0a) | Anie STATE ADMIN | Disict GENTRALOFF | vios as | Sel || pep EAR Lopou
Home Submittal Assignments Reparks Settings District Dacuments
User Settings

Kotification Settings | Home Scresn Setting

Assignment R_S!E* SELECT
COMSLUILTANT PROUECT MANAGER

DESIGHNER

IN-HOUSE PROJECT MANAGER.

IN-HOUSE PROJECT MAMAGER AST
Select the role. LEAD DESIGNER

LEAD REVIEWER

REVIEWER
REVIEWER - SELF ASSIGNED

Checkboxes that are checked and enabled indicates the notification 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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FDOT

S0E

Electronic
Review
Comments

User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Self V|| Hele EAQ Legout

Home Submittal Reports Settings District Doc
User Settings
Notification Settings “ Home Screen Setting |
A t Role : | DESIGNER v - -
ssignmen © ‘ Notification not required, user
Event Motify User
may optin.
COMMENT AGREED TO (|
COMMENT CLOSED ]
COMMENT RESCINDED | — Notifications not required, no opt
R ired nofificat tout b COMMENT SUBMITTED TO DESIGNER ] Ad n t;ytuster. tContact It:.llﬂ:rlct
equired notifications, no opt out by ministrator to request changes.
user. Cantact District Administrator % O
to request changes. RESPONSE DUE DATE +
RESPOMNSE REJECTED O
RESPOMSE RESCINDED ] Notifeat n 3
atification not required, user
RESPOMNSE SUBMITTED FOR REVIEW - may apt 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.

) Klectronice
FDOT ( »> Review
B Comments
Usmr: w365 | Rcle STATE ADMIN | Diinct: CENTRALOFF | Work Ad _ Help FAD Logoui
Home submittal Assignments Reports Settingg )| Gon Lewis hocuments.
= Aetion lems Tor: 1?;';1';?_;&'185 O se This Weak: 0
' Comments Tots 1&?*?95‘::? e This Week: @
Z Assigned Submittals Tot: 4&3,";,'1‘;:;'“ Dlse This Wezk: 0
Todd McGes
AUESOMG ZHU |
Setting up Delegates
To set up a delegate the delegator will select ‘Manage Delegates’ from the Settings menu.
-~ Electronic
FDOT ( > Review
- Comments
Liver 2885w | Role: STATE ADMIN | Diskid: CENTRALOFF | Wk &a- | SEIT || Hela FAL Loacul
Homea Submittal Assignmants Reports Sattings Districk Documants
1] Aetion Hems IUser Settings e Today: 0 | Due This Week: 0
1| Comments Districk ue Today: § | Due This Week: 0
F| ' ] Assign Roles .
% Aeelgnd Submitiale Select 'Manage Delegates. Manage User Lol e i e
Tranafer User Assignments
Send Notification

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

Elect 1
FDOTY @ Q@ fsee
- - Comments

User. spB85wj | Role: STATE ADMIN | District: CENTRALOFF | Werk As: | Self || Help FAQ Logout!
Home Submittal ig Reports Settings District Doc
Manage Delegates

Choose your Staff Member delegate:‘Lew\s. Ben (RD967BL)
(Type portion of the name to select from the list)

61



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.

«.‘ = Electronic
FDO I (" — Review
— - Comments
User: sp985wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Help FAC Logout]

Home Submittal i Reports Settings District Doc

Manage Delegates

Name Motifications
Lewis, Ben (RDI67BL) [l Remove I

Choose your Staff Memberdelegate:| |

(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) @O i "
— - C

omments

User: sp985wi | Role: STATE ADMIN | Districk CENTRALOFF | Work As: | Self V|| Help FAQ Logout

Home Submittal i Reports Settings District Doctlnentsl
Action Items Total: oday: 0 | Due This Week: 0
Comments Click on 'District Documents’. Bt 4| 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. 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.

I : D 0 I » Review
P ST— omments
User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Helo FAQ@ Looout]
Home Submittal i Reports Setti T R Lopouty

Select District: Add a new District Document

naming
&\ Expand (pointing up) to view the available

documents under the topic.

{W =h Llectronic

Click view to open the document.

@ QB

User: sp385w] | Role: STATE ADMIN | Districk CENTRALOFF | Work As | Help FAQ Lopout
Home Submittal i Reports Settings District Doc
Select District- [CO ¥|  Add a new District Document

test naming

Name |Description ‘ | | | Click 'View' to
Invitation letter.doc |test ‘@ ‘Delete |M¢+—' 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.

# Commants

panagn Delagates |
| Click 'District Seftings.' t—o District Settings I —
- ~ . Assign Roles _
= Assigned Submittals Manage User ¥ Today: 0 | Due This Weak: 0

FDOT\ @06 [eoStronic

—— Comments
s 50800 | Rolk: STATE ADMIN | Djgiich CENTRS fiak s ) Hele EAZ Logcul
Homa Submitkal Assignmants Reports Sattings District Documants
= Action liems User Settings Jie Today: | Due This Week: 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 project manager for consultant
type submittals and the In-house Project Manager for the in-house type submittals.

Allow Submittal Lock Down —one of silence lockdown” 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.”

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 Project Manager 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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o 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.

Elect i
FDOT e"\t}ﬁe%"ie?“”
Comments

User: 5p965w] | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logout
Home Submittal Assignments Reports Settings District Documents

District Default Setting

District Settings | Notification Setting

District: ;:/I
Allow Unassigned Reviewers: D‘/i

Allow Unassigned Response:

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

PM Respanse Review Period: days

Check box to allow unassigned reviewers. I

Check box to allow unassigned responses. I

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.

Klectronic
FOOT) @ O@ ii-view
—— Comments

Home
= Action ltems

E Commants

= Assignad Submittals

Submittal

Assignments

Usar. spB00w | Fola: STATE ADMIM | Dj
Reports

| Click 'District Settings.’ I——O

i SENTRALCEE | o 2o | SilF
Sattings

User Sattings ]

District Settings L

Assign Roles

Manage User

Transfer Ussr Assignments

N

|| Hilg FAS Leacul

District Documents
& Today: [ | Due This Week:
s Today: 0 | Due This Waak: 0

s Today: 0 | Due This Waak: 0

Send Notfization

Select the ‘Notification Setting’ tab on the District Default Setting screen.
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.\ =i Llectronic
F DO I ( » Review
— Comments
User: sp385wj | Role: STATE ADMIN | Distiict CENTRALOFF | Work As: | Help FACQ Logout]
Home Submittal i Reports Settings District Doci
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.

i@ QB

omments

User: wp985j | Rale: STATE AOMIN | Oiskict: CENTRALOFF | Werk Ax | 58I | | Help FAD Lopeu
Home Submittal AsEignmeants Reports Sattings District Documeants
District Default Setting

Digtrict Sattings | notification Setting

Assignment Role @ EEEAEHE
COMSULTANT PROJECT MANAGER
DESIGHER
IN-HOLSE PROVECT MANAGER
IN-HOLSE PROVECT MANAGER AST
Select the role. s
LEAD REVIEWER
REWVIEWER
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.

66



= Lilectronic
FDOT (D )—§ Review
- Comments
User: 5p385wj | Role: STATE ADMIN | District CENTRALOFF | Work As | Help FAQ Logouf

Home Submittal i Reports Settings District Doc
District Default Setting

District Settings | Notification Setting ]
Assi t Role : | CONSULTANT PROJECT MANAGER Vv
Event ssignmen c Notify U U | Overrid Checked indicates notification
Checked indicates otify]Oser Ser i emace is not set as required and
notifications will be sent to e s e ST g [ ,/ users may opt out.
e — o
the user. COMMENT CLOSED Ve
COMMENT RESCINDED
COMMENT SUBMITTED TO DESIGNER ]
EXTENSION GRANTED O
RESPONSE DUE DATE UPDATED O Unchecked indicates
Unchecked indicates user will RESPONSE REJECTED 0 e not|_ﬂcs_1t|on IS QE_ﬁned by
not receiver the notifications but District Administrator
may opt in to receive them if user 20 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 All'.

‘\ = Electronic
( » G Review
" Comments
User: sp285wj | Role: IN-HOUSE PM | District CENTRALOFF | Work as: | Self V|| Help FAQ Lopou
Home District Documents
3 . | Create/Edit a New Comment ® |
Submittal District: CO
Submittal Title: Test screen t 5 of 3600
Submittal Information | Staff ebeg
tests
[OMark as No Comment testy Search Comments
Create New Comment test
Comment: | teats VI
teeth
3.test again
= tenth
Cnlegonex CONS’ 0
Status: COMM tents VER)
Delete Comment texts
taste
ta
5 ~
Ignore Al A
Category: | .
Copy \W
Paste (vl
Delete
select Al (Press Ctrl to select multiple categories)
Reference:|
| Savel ‘ Save & Submit
P
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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.

Home

FDOT\

Electronic
Review

Q=
@ > & Comments

User: spB365wj | Role: STATE ADMIN | District CENTRALOFF | Work As: | Self || Help FAQ Logout

Submittal Reports Settings District Doc

Default Assignments |

Default Assignments

Assignment:

Assignment Name:

SELECT v
l:-—_-’_l Enter a name for the list.

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

0 of 100

Description: ‘

In House

Project Manager

Enter a description.

—

Consultant

Project Manager

b | Clear

PM Assistant

\ Clear Enter Project Managers if desired

Click 'Save'. 2T

(not required).

| | 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.

FDOT)

Home

Submittal

Electronic
Review

Q=
@ . Comments

User: sp985wj | Role: STATE ADMIN | Districk CENTRALOFF | Work As: | Self || Help FA@ Logow

Reports Settings District Doc

Default Assignments ‘

Default Assignments

Select an Assignment from the list (OR) Fill in the details =nd click Save to 2dd a new one.
Save assignment name and description to see reviewsr/designer section.

Assignment:

CBT Test List W
CBT Test List

Assignment Name:

40 of 100

Description:

In House

Project Manager
|Ehrhardt. JT (KNATCJE) | Clear
PM Assistant

[¥ladd Reviewer

This i=s & test list for the cbt updates.

Consultant

Project Manager

o]
o
I
o

[¥Indd Designer

Add names by expanding the 'Add Reviewer
or 'Add Designer' sections.

Save ‘ | Cancel

69



Elect '
FDOTY) @O fisswre

omments

User: sp985wj | Role: STATE ADMIN | District: CENTRALOFF | Work As | Help FAQ Lopou
Home Submittal AssI t: Reports Settings District Doc t:
Create New Submittal Default Assignments

Search for a Submittal
Default Assignments |

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

Assignment: CBT Test List ~
Assignment Name: CBT Test List
40 of 100
Description: This is a test list for the cbt updates.
In House

Consultant

Project Manager
[Enhrhardt, JT (KNATCJE) |
PM Assistant

Project Manager
lear |

o]
i
o
]

‘ | Clear

[ladd reviewer
Reviewer: |
Role
Select Lead: v Expanded reviewer section.
Allowed to Submit:
Add Cancel

[¥Iadd Designer

Save | | Cancel

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

o District Administrator — Recommend having multiple District Administrators
o 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 '
FOOT) @O@ v

- Comments
Usar. spB0fui | Aol ETATE ADUIN | Cigiigl CENTEALORE | gk za S0 ™)1 oo E22 Lonou
Homa Submittal Assignments Reporks Sattings District Documents
= Action ltenms User Saettings Jie Today: IF | Due This Week: 0
E Comments . . Dickrict Satti ¥ Today: 0| Dwe This Week: 0
Click 'Assign Roles. s
= Assigned Submiitals Manage User Joa Today: @ | Due This Weak: 0
Transfer User Assignments
Send Motfication
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This will open the Assign Roles screen.

FDOT\

Electronic
6 (“ % Review

»

User: =p285wj | Role: STATE ADMIN | Distict CENTRALOFF | Wark As: | Self || Help FAQ Logout

Scroll to the bottom.

SUAREZ, VIVIAN (RD652VS)

SLADE, WESLEY (MTS90WS) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
LYONS, WILL (PM222WL) DISTRICT SUBMITTAL CREATOR SECOND Unassian
BARBER, WILLIAM (RD3528W) DISTRICT SUBMITTAL CREATOR THIRD Unassign
HOWELL, WILLIAM (KN352WH) DISTRICT SUBMITTAL CREATOR THIRD Unassign
MARTINEZ, WILLIAM (S5402WM) DISTRICT ADMINISTRATOR FOURTH Unassign
WINDELIZ GOHL (WGOHL@METRICENG.COMXX) DISTRICT SUBMITTAL CREATOR FIRST Unassign

Home Submittal ig) Reports Settings District Doc
Assign Roles

MName Role District

BRENNAN, ADAM (MT531AB) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
Scurlock, Adam (RD352A5) DISTRICT SUBMITTAL CREATOR THIRD Unassign
CHAMI, AHMAD (RD&52CB) 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

" - -
el ol WGP UGN ol s bV O T SR G el ™ sl LA~

DISTRICT \TOR SIXTH

Choose a staff member: |

Selact & Rols
District

Clear (Type portion of the name 1o sekect from the at)

|sELECT =l

[CENTRAL OFF 3]
_ A | Concel |

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

RDGS. DISTRICT TRATOR SIXTH
SLADE, WESLEY (MTS590WS) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
LYONS, WILL (PM222WL) DISTRICT SUBMITTAL CREATOR SECOND Unassign |
BARBER, WILLIAM (RD3528W) DISTRICT SUBMITTAL CREATOR THIRD Unassign
HOWELL, WILLIAM (KN352WH) DISTRICT SUBMITTAL CREATOR THIRD Unassian
MARTINEZ, WILLIAM (SS402WM) DISTRICT ADMINISTRATOR FOURTH Unassign
WINDELIZ GOHL (WGOHL@METRICENG.COMXX) DISTRICT SUBMITTAL CREATOR FIRST Unassign

Salect a Role
District

Choose a staff member [lisblong

Clear (Type portion of the nams 1o saisct from (he iat)

LIEBLONG. KURT (QI972K)
LIEBLONG, KURT (KLIEBLONGB6@EMB

[ il
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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 (MTSS0WS) DISTRICT SUBMITTAL CREATOR FIFTH Unassign
LYONS, 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 Unassign
WINDELIZ GOHL (WGOHL@METRICENG.COMXX) DISTRICT SUBMITTAL CREATOR FIRST Upassign
Choose a staff member [LIEELONG KURT (QI972LK) Clear (Tyoe portion of the name to seiact from the Ist) T
Select the role Select a Role [DISTRICT ADMINISTRATOR =
Lhts —
and District District [CENTRAL OFF_ =] Roles can be removed by
s | | Cancel | clicking the unassign link

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

o 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.

¢ 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.

KElect 1
FDOT Qm f|m) ;lcctronic

Comments
sar. SgE00w | als: STATE ABMIN | Dighish CENTRAMGEE | ok sa 50T || bsie FAG Losou
Homa Submitkal Assignmants Reports Settings District Documents
# Betion ltems User Sattings e Today: 0 | Due This Week: 0
= Comments District Settings Joe Today: 0| Due This Waalk: 0

Asgign Raole
= Assignesd Submittals Click 'Manage User' Man.ageUs:r T Today: 0] Due This Week: 0
Transfer User Assignments

Send Motfication

This will open the Manage Users Screen.

@ YN R

Comments
User: sp365wj | Role: STATE ADMIN | Districk: CENTRALOFF | Work As: | Help FACQ Logout]
Home Submittal i Reports Settings District Doc
Manage User

Enter User: ‘ Clear

72



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

Elect ]
FDOT) @ O@® ke
- Comments

Unae: npSSSuj | Rois: STATE ADMIN | Ditric: CERTRALOFF | iwon ax | 52 || Help FAD Logou
Homa Submittal PSS Reports Settings District Dr s

Manage User

Enter Lizer: [allan s | Clear
BERRY. ALLAN (ALLAN BERRY/@ATKINSGLOBAL CONIG
FRANKLN, ALLAN [FRANKLIMARPETERBROWHCONST.
IDSUE, ALLAN [AQSUE@CWIENG COMIN)
IOSLUE, ALLAN IOSUEA@RPONDCD CORMIKK)
SEQUEIRA, ALLAN (ASECUEIRA@APCTE COM)
ALLAK, ANTHONY (ANTHONY_ALLAN@ROYIORGENSERN
ALLAN, ANTHONY (ASLLANEAWVCONING COMEE)

Begin typing name and choose
from returned list.

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

=) Lilectronic
FDOT (D ' Review
- Comments
User: sp5E5u] | Role: STATE ADMIN | District CENTRALOFF | Work As: | Help FAD Logout

Home Submittal i Reports Settings District Doc
Manage User

Enter User: |Lieblnng. Kurt (QI972LK) Clear
Name: Kurt Lieblong

Email: kurt.lizblong@dot. state flus

Contact No: (850) 414-4787

District: co

—l Click arrows to expand (point up) the section.

[Hanage User Delegates: e

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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Elect I
FDOT! @O fhsrs
—— Comments

Usar: 503004 | Rok: STATE ADMIN | Distici: CENTRALORE | WorkAs [ 5alf ~| | Halp FAQ Logoul
Homa Submittal Assignments. Reports Sattings Districk Documents.
Manage User

Enter Ligar: |Lisklong, Hur [QI572LK]) Clear
Submit

Mame Kurt Liebiong

Emal kurt lisblangi@dat state i us

Contact Mo (BED0) 4144787

District co

& Manage User Delagates

MHame
Mastars, Sean [SPIRESM) Hamave
Wolfe, Jim (SP3ESW) Removs

Add Delegate - Select Staff Member delagate

hen lew - | Begin typing name and choose from the
Cewia, Ben (ROSETEL) 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
FDOT) @ Q@ e
" Comments

User: sp985w] | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal Assi t Reports Settings District Doc t
Manage User

Enter User: |Liebl0ng‘ Kurt (QI9T2LK) Clear

MName: Kurt Lieblong

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

Canjactio: ST Click 'Remove’ link to remove delegates.
District: co

Manage User Delegates:

Name /

Masters, Sean (SPI65SM) Remove
Wolfe, Jim (SPIB5W.) Remove #——l 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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Klectronic
Q (D % Review

Comments

FDOT

Usar. GpB05w | Aok ETATE ADMIM | Cgigt CENTRALCFF | W ag | S6lf || Hue FAQ Loooul

Homa Submitkal Assignmants Reports Settings District Documents
= Betion Iems User Sattings i e Today: O | Due This Week: O
= Comments District Settings Joe Today: 0| Due This Waalk: 0

= Assigned Submittals - - m;aggem;: W Today: 0| Due This Waek: 0
Click Transfer User Assignments.’ Transfer User 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.

@ Qo® e

User. sp985w]j | Role: STATE ADMIN | District: CENTRALOFF | Work As: | Help FAQ Logou
Home Submittal i Reports i
Transfer User Assignments

Settings District Doc

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 m‘? name of th‘? staff member
| taking over assignments.

Transfer| —'. Select Transfer'. i

Adding District Documents

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

Klectronic
FDOT{) @ (D % Review
P Comments

User: spB85wj | Role: STATE ADMIN | Districk: CENTRALOFF | Work As: | Self M| Help FA2 Logou

Home Submittal Reports i District Documents
Action Items
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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Elect ]
FDOTY) @O0 fii:

>omments
User: spB€5w] | Role: STATE ADMIN | District: CENTRALOFF | Waork as: | Self V|| Help FAQ Logow

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

test naming v\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.

Elect i
FDOT o
— Comments

Home Submittal Assignments Reports Settings District Documents

Select District: [CO V| Add a new District Document

test naming

Add District Document

Fold
Nnameer: |Tt?9t naming | Add New Folder
Document: | Select File || 0% |
Description:

I Add Document I ‘ Cancel ‘

File upload size limit per document is S00MEB

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.

The feature can be selected on the Submittal Information Screen. District Administrators and In-house
Project Managers can select or unselect this feature.
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FDOT) @@ e
— Comments

User. spB8Swj | Rale: In-House Manager | Distict: CENTRALCFF | Wark as: | Self || Help FAG Logou

Home Submittal Assignments Reports Settings District Documents

Submittal District: CO
Submittal Title: test comments

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

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

Submittal Phase 6/30/2016

PHASE Il v Response Due Date

Submittal Status 7/30/2016

OPEN hd PM Comment Review Period

bee 5 Juaye
Subn'.l}tt-a] 'I_'y;:e PM Response Review Period

[PLANS v days

] Non-Conventional Project
Allow Unassigned Response I

Description
13 of 3500

test comments

| Save | | Delete |

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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Elect 1
FDOT @O fisne
- Comments

User. spB85w] | Role: In-House Maneger | District: CENTRALCFF | Work As: | Help FAQ Logou
Home Submittal i1 Reports Settings District Doc
Submittal District: CO
Submittal Title: Comment Test

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

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

Default List:| SELECT W

In House Consultant
Project Manager Do not use assignment
|WD|fE, Jim (SP965W) | 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 A Edit | Unassign
Sean Masters REVIEWER Active 0 07/02/2016 Mo Edit | Unassign
Add Reviewer
Name Role Active  Due Date Allowed to Submit Assignment Category ||Edit Unassign
Kurt Lieblong LEAD DESIGNER Active | 08/02/2016 N/A |Im Unassign
Joseph Nalley DESIGNER Active | 08/02/2016 No |Edit | Unassign

[¥] Add Designer

Once the submittal is set up and comments have been assigned to the consultant project manager for
consultant type submittals or the in-house project manager 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.

Elect 1
FDOT) @O e
- Comments

User: 5p985w] | Role: CONSULTANT PM | Distiict GENTRALOFF | Work As: | Help FAQ Logout
Home Submittal i Reports Settings District Doc
Submittal District: CO
Submittal Title: comment test 3

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

Search Comments

CIMark as No Comment (O Show comments assigned to me ) Show comments assigned to | &

() Show unresolved comments _) Show comments created by |-

(0 Show all comments ~) Show comments by Caleggryl _____ v

r: Show unassigned comments |

1.test comment 1

Categories: ACCESS MANAGEMENT Reference:
Status: COMMENT SUBMITTED FOR RESPONSE IA.':!igneﬂ To: Ben Lewis (CONSULTANT PM) I Created By: Joseph Malley (REVIEWER)
Delete Comment Created Date: 6/2/2016

| Aagree 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 I
FOOT) @ O@ i
P C

omments

Usar. GpB05w | Aok ETATE ADMIM | Cgigt CENTRALCFF | W ag | S6lf || Hue FAQ Loooul

Homa Submitkal Assignmants Reports Settings District Documents
= Betion Iems User Sattings i e Today: O | Due This Week: O
= Comments District Settings Joe Today: 0| Due This Waalk: 0

Asgign Roles

= Assigned Submittals _ ) - Manage User W Today: 0| Due This Waek: 0
Click 'Send Motification'. 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.

F =i Electronic

DOT (D )—§ Review

— - Comments

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

Home Submittal i Reports Settings District Doc

Select District:

Subject | ,_'___| Enter the Subject and Message. I

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

“

| | 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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= Lilectronic
FDOT (D I—4 Review
- Comments
Lcs cn@EEwLL Role: In-House Mansger | District: CENTRALOFF | Work As: | Help EAQ 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 Notification ]

Select asignments from a Default list {OR) Type portion of 2 name in the fislds to manuslly sel=ct an assignment
Default List:| SELECT v
In House Consultant

Project Manager
[Wafe, Jim (SP985W) |
PM Assistant

MName Role Status  Comments Created Due Date Allowed to Submit Edit Unassign
Ben Lewis LEAD REVIEWER Active 1 07/02/2016 /A 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 Edit | Unassign
Joseph Nalley DESIGMER 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
FDOT (J) =9 Review
- Comments
User: =p365wj | Role: In-House Manager | District: CENTRALOFF | Work As: | Help FAQ Logoud
Home Submittal i Reports Settings District Doc
Submittal District: CO

Submittal Title: Comment Test
Submittal Information | Staff Assignments T Comments T Reports T Documents TSend Notification ]

Select assignments from s Default list (OR) Type porticn of & name in the fields to manually select an assignment
Default List:| SELECT v
EHEOLSS Change the 'Due Date' column CORSHRant
Project Manager fo the new due date.
Wolfe, Jim (SP965 ; ;
i I Click the 'Edit' hyperlink.
Name Role Status Comments ed |Due Date Allowed to Submit i Unassign
Ben Lewis LEAD REVIEWER Active 1 \; 07/02/2016 MiA .ﬂ Unassign | =
Sean Masters REVIEWER |Active v 0 (71212018 | [No ] Update Cancel | Unassign
Add Reviewer
MName Role 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 No Edit | Unassign
Add Designer
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