Creating a New Submittal / Transmittal with

\vDO

Deliverables Management

Step 1: From the Project Portal/ CONNECT Center; navigate to the Deliverables Management Portal:

Virginia Department
of Transportation

<« C (Y @ hips//connectbentley.com/pr & *% o @
5 Apps AllState Staff @ NIMS(FEMA Certific.. @ RMS (State J DOTCift W VaDeotofTans @ eVA Imparted From 1€ [f] Shared Documents.. BIM @ CadaclB (@) AdminConsole (@) Projects Capstone  # Cardinal Login Page @ Bl launch pad
HH Home  VirginiaDOT  Assets  Projects el \ a2 @ juisimo
This tab shows
ProjectWise you what project
PWDM practice environment VOu are on bl
Project Details Team Members Notifications
Registered: Monday. July 15, 2019 = Thursdlay, July 16, 2019, 0133 P
Registered By Julia Simo @ Anthony Gibson . (e from Virginia DOT added
Industry: Roads and Highways you to the '82513 Civil Rights’ projec.
Asset Type: Roads Thursday, July 18, 2019, 01:27 PM.
Location: Bonnie Trent . firey Wyatt from Virginia DOT added
Project Country: us Siiers et
Time Zone: e
ProjectWise Connections 1 project. »
@ Carl Kaczmarek
B Contextshare Connection
[@ sharePoint Connections 0
@ Cassandra Goodnough
Edit Project Details Manage
ProjectWise 365 Services Optioneering Services
Click on Deliverables
e Management to access %
Share the Deliverables Forms Optioneering Center
Management
Management Portal
Note: For more information about accessing the Project Portal, see a different job aid.
Step 2: On the Deliverables Management Portal, to create a NEW AND OFFICIAL SUBMITTAL:
C () & https//connect-btsportal.bentley.com/ 71c8-4F1f-9c08-96aC #/incoming * 0| @
AllState Staff @ NIMS(FEMA Certific. @ RMS (State Job Site) VDOT Staff W VaDeptof Trans @ eVA Imposted From IE [ Shared Documents.. BIM @ CadacT8 (@ Admin Console (@ Projects Capstone  # Cardinal Login Page @ Bl launch pad »
Home  VrgmapOT  Assets  projecs  DesignBuld 2 0 ua .

Deliverables Management

Projecciise Deliverables Management

Incoming (1) outgoing Drafts

. | Y showall types v‘

= Error
= D Design Build-TR-0000007 - B
rginia DOT
=] T s
4= DD
From Juliz Simo,

, Virginia DOT
Package ID Design Build-TR-000000 1

== MOT Phase Ii Plans

practice environment

Here you can navigate
to existing submittals

You can filter through
submittal types

15 DBE EEO
Documentation

07/16/2019 2:53 PM EDT

07 Design Documents ~ 07/19/2019 11:48 AM EDT

For Review and
Approval

For Review and
Approval

For Review and

—(E)

[ L | showassignedtome ]

Actions

Click on New

O deysackt
. You can search and filter
; through submittals

@ Yo Acknowledgements

1

Responses
1

Acknowledgements
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Step 3: Select New Transmittal

e c O & -btsportal. /5ca22831-71c8-4f1f-9c! 5 sjects/5ca22831-71c8-41f-9c08-96a039ff6550/PackageList¥/incoming # 0@
I Apps All State Staff & NIMS(FEMA Certific.. @ RMS (State Job Site] VDOTStaff W VaDeptofTrans @ eVA Imported From [ ] Shared Documents... BIM @ CadacTB (@) AdminConsole (@) Projects Capstone  # Cardinal LoginPage @ Bl launch pad »
HHH Home  VirginaDOT  Assets  Projects acil - a2 @ juesmo -

ﬂl Deliverables Management

Projecti¥ise Deliverables Management

Select New Transmittal

Incoming (1) Outgoing Drafts New RFI
s wr | New General Correspondence |~
. ‘ Y showalltypes P v
Classification ssued Purpose Status v Progress Actions
=] Error 06 Schedules 07/29/2019 2:31 PM EDT For Review and @ 4 days acknowledgement overdue Acknowledgements
= 1D Design Build-TR-0000007 - B Approval e date: 3 2:31 PM EDT 0/1
From i Simo, Vrginfa DOT
Package ID Design Build-TR-0000007 - B 15 days to respond Responses.
e s 31 PMEl 0/1
e 3| Test- Civil Rights 15 DBE EEO 07/16/2019 2:53 PM EDT For Review and Qv Acknowledgements
&= 1D Design Build-TR-0000001 Documentation Approval 11
From i Simo, Vrginia DO
Package ID Design Build-TR-0000001 [] Responses
11
Note: If you want to create a New RFl or General Correspondence see a different job aid.
< C {t & nhttps//connect-btsportal.bentley.com/5ca: 96a039ff6550/Projects/5ca22831-71c8-4f1f-9c08-96a039ff6550/ Drafts/Trans 0000-0000-0000-00 ‘genet % 0| @
3 Appe AllState Staff @ NIMS(FEMA Certific.. @ RMS (State Job Site) VDOTStaff W VaDeptofTrans @ eVA Imported From £ [] Shared Documents.. BIM @ CadacT8 (@ AdminConsole (@ Projects Capstone  # Cardinal Login Page @ Bl launch pad »
HH Home  VirginiaDOT  Assets  Projects o A @ juiasimo -

Deliverables management > Drafts > new

[ Transmittal draft Start by fl”lng out the

p—==  General Transmittal Fill out the Subject line,
oo Rewens 1 information

following the naming
Project  PWOM practce environment ’ o convention established

r by the Project Team

Purpose * For Review and Approval v [ Confidential data included @
Sel h “F
elect the purpose “For
Distribution rule For Review and Approval v
Add comments : Review and Approval”
Comments This is the first submittal of the Maintenance of Traffic Plans for Phase 2

" H ”
as appropriate or “For Information

g Select the Distribution

Classification * ‘ 07 Design Documents Submittals v rule to pre-popu|ate the
coverletter B Review and Approval Transmittal Cover Letterudsx - lewewaﬂd Approval Transmittal Cover Letter recipients as agreed on
) \ by the Project Team
Select a submittal
classification as agreed A standard Cover Letter gets
upon by the Project Team created by the system

e



of Transportation

Creating a New Submittal / Transmittal with \\/DD Virginia Department

Deliverables Management

«>co a t-bisportal 1718411 1-71cB-4711-9ct ipien % 0@ :
H Apps [) AlStateStaft & NIMSFEMA Certic., @ RMS(StatelobSite) [ VDOTStff W VaDeptofTians @ eVA [ Imporied From IE [ Shared Documents.. 8M @ CadaclTs (@ Admin Console (@) Projects [] Capstone 4 Cardinal Login Page @ Bl launch pad »
- Design Build )
HH Home  VirginiaDOT  Assets  Projects = a © -
b g 2 PWDM pracice environment & @ uiesmo (5

Deliverables management > Drafts > new

If you need to

add additional
recipients click
on “Add...”

&

The recipients tab is
populated based on

ransmittal draft

General Documen

upon by the Project

automatically

the

distribution rule that was agreed

team
p [ Confidential data included @

O  Recipient Ack Resp omments Comipany Title
@ Jeremy Kitto ‘ Virginia DOT Project Administrator
a Jeffrey Wyatt ‘ Virginia DOT Team Member
a Julia sime v ‘ Virginia DOT Project Manager
@ Dakota Clifford v ‘ Custom
@ How do | set and track Acknowledgement and Response? K
The checked boxes indicate
who is required to
" " "
Acknowledge” and “Respond
“ S e ‘
> C 0 @ hwp t-btsportal. 1-71c8-4f1 jects/5ca22831-71cB-Af11-9¢ b 4 * o @ :
B Apps All State Staff & NIMS(FEMA Certific.. @ RMS (State Job Site) VDOT Staff W VaDeptofTrans @ eVA Imported From 1€ [} Shared Documents.. BIM @ CadaciT8 (@ AdminConsole (@) Projects Capstone 4 Cardinal Login Page @ Bl launch pad »

Recipient A

eszka.howe@vdotvirginiagov  Virgin
veudots

Invite new

ye ‘ Y showall

Company Tie

PWDM

To add recipients you can
wsn - search and filter through
the project team

Virginia LU Custom

Virginia DOT

Cancel
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< cn & t-btsportal. 222831-71CB-411F-9c08-9 jects/5ca22831-71c8-411f-9008-962039 Drats 7abdlf26£-3947-4e5e-8653-0ck 6152 < * 0@
H Apps AllState Staff & NIMS(FEMA Certific.. @ RMS (State Job Site) VDOTStaff W VaDeptofTrans @ eVA Imported From €[] Shared Documents... BM @ CadaclT8 (@ Admin Console (@) Projects Capstone  # Cardinal LoginPage @ Bl launch pad »
Home  Virginia DOT Projects Si;‘ﬁ’ Buld . A @ juiasmo -

Deliver

management > Drafts > Design Build-TR-0000012

=] Transmittal draft Add Documents through

the Dovime

Scheduling Responses

General Recipients

No documents have been uploaded yet.
Upload a ZIP package containing multiple files, or upload files individually.

Upload a ZIP package Upload individual files

When you need to upload  large number of files at ance. When you only need o upload 2 small number of fles,

To save time entering

© Howeo speedup up

ocument atzribute upload template Upload package

e

information, use the document actribute upload template provided below,

p fles, you will need o manually enter acribus 1 for each il You can also create a folder structure and
dragfiles into the appropriate folders.

B Downloa

Click on “Add files.
You can add multiple
documents at once

“‘ Save draft H Close ‘

¢« >cqn a btsportal. 263

cB-4f11-9c08-96: 550/Projects/5ca22831-71c8-4f1f-9c 6550/Drafts/Tr 7abdf26f-39d7-4e5e-8653-0ck 612 ents * 0 @

: Apps Al State Staff & NIMS(FEMA Certific.. @ RMS (State Job Site) VDOTStaff W VaDeptofTrans @ eVA Imported From IE [ Shared Documents.. BM @ CadacB (@ Admin Console (@) Projects Capstone  # CardinalloginPage @ Bl launch pad »
; N Design Build ;o
Home Virginia DOT Ass Projects e = A @ juiasimo -

> Design Build-TR-0000012

| Transmittal draft

pen x save draft
, 1D Design Buiid-TR.0000012

© 5« 4[> ThisPC > JulaSimo (\wesODT25\fs cousers2S) (P) » WithS&B » Rte5 v |0 | sesrch Ree5 »

Organize v New folder

General Recipients Documen| B Desktop N N

Date modified Type Size A
Documents

No documents have been uploaded yet. RGO RSe Fie s Navigate through to
Upload a ZIP package containing multiple f| » ;;s e LAt :;’;‘“E’ —
127057 ¢ /1672 acument X "
B 23 8/0/20161212PM  PDF Document 450218 the flles you Want to
B 29835001 /252016 355PM  POF Document 1261 k8

Upload a ZIP package

B 298-35.002 TOR1216 1125, POFDocumant 218 upload as part of this

== JuliaSimo (\wcs00725\fs_cousers2$) (P:) . .
WHEH s Fesed 6 it = kg R = B 2908-35.00 PDF Document
= geopak$ (\05016fs7) (W:) B 298-35_005 PDF Document Su b m Itta I ° Kee p I n
2 kel | Bz mind to follow a file
= ConstGroups (\WCs00T25) Z) B 2935008 PDF Document . .
1 T———— B 208-35.009.11 PDF Document naming convention
& Network B 208-35.000 PDF Document
= ooz B o350 P Document agreed upon by the
vdotwa.organicecloud.com@SSL B 25835011 PDF Document
= wape2sTs . Bosson PDF Document

v Project Team

File name: [ 208-3:

"0005-127-957 501"

Once the files are
selected, click “Open”
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< cC 0 & -btsportal 5ca22831-71c8-4f1f-9c08-96a039ff655

ects/5ca22831-71cB-4117-9c08-96a039ff6550/ Drafts/Tr ttals/7abdf26f-39d7-4eSe-B653-0dd8cI2a6112: * 0@
i Apps AllState Staff & NIMS(FEMA Certific.. @ RMS (State Jobo Site) VDOT Staff WV VaDeptofTrans @ eVA Imported From [E hared Dacuments.. BM @ CadaciTe (@ Admin Consale (@) Projects Capstone

# Cardinal LoginPage @ Bl launch pad »

Design Build :
Home  VirginaDOT  Assets  Projects 8 - a ulia Simo -
H i PWDM practice environment ¢ 0

Deliverables management > Drafts > Design Bulld-TR-0000012

Transmittal draft

savedraft W
. ID Design Build-TR-0000012

General Recipients Documents Schedulin;

Add additional files, folders,
and delete uploaded files e

Select Files

v
Bo0s 127957 oo it Expand to additional e
29835 pcf file metadata N
Filename  298-35.pdf
Version
state Additional file metadata
Descrption determined by the project team,
this can be in the form of drop
down fields or text fields
< C ) & hitps//connect-bi I bentley.com/5ca2283 1-71cB-41F-9c08-9 Jjects/5ca22831-71cB-471f-9c 550/Drafts/ 7abdf26f-39d7-4e5: 92261f2#/scheduling x o @ :
TS AllStote Staff & NIMS(FEMA Certfic.. @ RMS (State Job Site) VDOT Staff W VaDeptofTrans @ eVA Imported From I [] Shared Documents.. BM @ CadaclTB (@ AdminConsole (@) Projects Capstone ) Cardinal LoginPage @ Bl launch pad »
Home  VirginaDOT  Assets  Projects ijsn‘mf“”“ A @ |uiasimo -

Deliverables management > Drafts > Design Build-TR-0000012

The scheduling tab is prepopulated
=\ Transmittal draft ve draf v
i Drer 1D Desgn B TR0000012 based on the calendar days

determined by the Project Team.
General Recipients Documents Responses . .
Information can be modified as

lanned issue .
’ e agreed upon by the Project Team

Send reminder day(s) before issue date

Acknowledgement due date Response due date

Days after issue ® 3 (08/08/2019 if sent today)

Days after issue ® 2 (08/26/2019 if sent today)
Fixed date Fixed date
send reminder 1 | dayts) before due date Send reminder 2 day(s) before due date

m‘ Save draft H Close ‘
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Step 5: Once the submittal is ready click on ISSUE

« > C 0O a t-btsportal, 1-T1c8-4f1- 1-71c8-4f1f-9c! bdf26f-39d7-4

% 0@ :
1 Apps All State Staff @ NIMS(FEMA Certific.. @) RMS (State Job Site) VDOTStaff W VaDeptoiTans @ eVA Imported From 1€ [} Shared Documents.. BM @ CadaciB (@ Admin Console (@ Projects Capstone  # Cardinal Login Page @ Bl launch pad »
o . Design Build <
HH Home  VirginiaDOT  Assets  Projects - ' T
= d I PWOM pracice envirorsmers & @ iosmo
Deliverables management > Drafis > Design Buiid-TR-0000012

Transmittal draft

Savedraft W
=7, ID Design Build-TR-0000012

General Recipients Documents scheduling Responses

*indicates required fields
Project  PWDM practice environment

Status

Subject * | Phase 2 MOT Plans | o

purpose* | For Review and Approval v ] Confidential data included @

Created by: Julia Sima 08/05/2019 11:06 AM EDT
Last modified by: Julia Simo 08/05/2019 11:07 AM EDT

Distribution rule |

Comments | Thisis the first submittal of the Maintenance of Traffic Plans for Phase 2
4
Classification * | 07 Design Documents Submittals
Cover letter  [B Review and Approval Transmittal Cover Letterxisx - Review and Approval Transmittal Cover Letter

Click on ISSUE

_

Save draft H Close |

«>Ccn0 & t-btsportal, 22831-71¢8-4f1F-9 jects/5ca22831-71cB-4f1f-9ct 7abdf267-39d7-4e5e 86!

I Apps [ AllSsteStaf @ NIVSEEMACertific.. @ RMS(StatelobSite) [] VDOTStaff \V VaDeptofTans @ eVA [1 Importedfrom [} Shared Documents.. BM @ CadaclTe (@ AdminConsole (@) Projects [ Capstone 4 CardinalloginPage @ Bilaunch pad

Confirm Issue X

A generic cover letter

You are about to issue the package.
gets generated, click on Beforeyou proceed. you might waritt review the automatically generated transritial
the link to review the )

submittal information,

documents, recipients Cancel |

Click CONFIRM

Notes: The submittal has been created, the recipients that were identified will be receiving a generic
email that lets them know a submittal came through, if they are required to acknowledge, and if they
are required to respond. You will be able to view your submittal on the “outgoing” tab and you will
receive an email once there is a new action in the submittal. To view the details and status of the
submittal, follow the steps below.
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Click on the Outgoing Tab and navigate to the submittal you want to see details for

C ) @ https//connect-btsportal.bentley.com/5ca22 8-96a039ff6550/Projects/5ca22831-71c8-4f1f 0/PackageList#/outgoing * 0@ :
Apps [ AllStateStaff & NIMSFEMA Certfic.. @ RMS (StateJobSite) || VDOTStff \V VaDeptofTans @ VA [ ImportedFrom [ [ Shared Documents. BM @ CadeciTe (@) AdminConsole (@ Projects || Capstone  J Cardinal Login Page @) Bl launch pad »
Home  Virginia DOT Projects OESV‘” Bl - A @ julissimo -

i bl
R civerobies Managemert Ex -
Click on the Outgoing tab

Incoming (2)

Filter and search through submittals

& subj Status v Progress Actions
3| BXXX-Demolition Plan 11 Construction 07/19/2019 11:47 AM EDT For Review and O 14da Acknowledgements
= D Design Build-TR-0000002 (General) Approval a 2212019 11:47 AM EDT /1
To Jeremy Kitto, Virginia DOT
5 days to respond Responses
Due date: 08/09/2( oT o1
8 | Testing 08 Environmental 07/29/2019 2:04 PM EDT For Review and @ 4days acknowledgement overdue Acknowledgements
= D Design Build-TR-0000006 permits Approval Due 2 PMED 0/1
To Dakota Clifford, Virginia DOT
+1more 15 days to respond Responses
 date: 08/10/2010 204 PM EDT 0/1
[ =] Eror 06 Schedlules 07/29/2019 2:31 PM EDT For Review and © 4days acknowledgement o Acknowledgements
= 1D Design Build-TR-00C Approval Due date: 20192:31 PME 0/1
To Julia Simo, Virginia DOT . . .
Click on the submittal link Responses
for additional details View some submittal details """ o
L =| asfd vo Fnanvar 07/30/2019 11:27 AM EDT For Review and Q@ 4d; Acknowledgements
= 1D Design Build-TR-000001 Approval ue 172
To Sarah Wigle, Virginia DOT
+1 @ 15 days to respond Responses
Due dae: 2 7 AMEDT 1/2
= | [fphase 2 MOT Plans 07 Design Documents  08/05/2019 11:32 AM EDT For Review and 3 days to acknowledge Acknowledgements
R ol 0012 Submittals Approval ate: 08/08/2019 11:32 AM EDT 0r2
"o Dakaza Ulifford, Virginia DOT
+3more 21 days to respond Responses
26/2015 11:32 AM EDT 0/2
=] test 01 Contract 07/29/2019 10:35 AM EDT For Information Acknowledgements
= 1D Design Build-TR-0000005 Documents 5 AMEDT 11
<« cC 0 & /i t-bisportal.bentl 2221 _4F1F-9cl 039f6550/Projects/5ca2283" 9 7abdf26f-39d7- 0ddBc92a6172#/general # 0@

Apps [ AllState Staff  ® NIMSFEMA Certfic.. @ RMS (State Job Site) [} VDOT Staff WV VaDeptofTans @ eVA [ Imported From 1€ [ Shered Documents. BM @ CadacTB (@ Admin Consale (@) P Copstone  J Cardinal LoginPage @ Bl launch pad »
Design Build r
Home Virginia DOT Assets Projects s = A @ juiasimo *
o PWOM practice environment » .

les management > Outgoing > Design Build-TR-0000012

Phase 2 MOT Plans
4, ID Design Build-TR-0000012

Navigate through the tabs

l General || Recpients | nnciments || schedulng, |  Respiores |"" for submittal details

Project PWDM practice environment . Click on the arrow for
tatus
additional options

Subject Phase 2 MOT Plans

Acknowledgement
Issued by Julia Simo <julia.simo@vdot.virgin

*) 3 days to acknowledge
Issue date  08/05/2019 11:32 AM EDT Recipients acknowledged: 0 out of 2
Due date: 08/08/201% 11:32 AM EDT
Purpose For Review and Approval
Response
Comments  This is the first submittal of the Maintenance of Traffic Plans for Phase 2 5
21 days to respond
Classification 07 Design Documents Submittals Recipients responded: 0 out of 2

Due date: 08/26/2019 11:32 AM EDT
Cover letter

over letter - Design Bild-TR-0000012.pdf
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<« C ) @ hitps//connect-btsportal bentiey.c -4t

922612#/general * o @

HE Apps [] AllStateStaff @ NIMS(FEMA Certfic. @ RMS (Stat ocuments.. BIM @ CadscTe (@ Admin Console (@ Projects Capstone  # Cardinal LoginPage @ Bllaunch pad

VDOTStaff W VaDeptof Trans @ e

Home virginia DOT Assets Projects

Deliverables management > Outgoing > Design Bulld-TR+

‘T" Phase 2 MOT Plans
[L=F issued, ID Design Build-TR-0000012

If you want to create a [ - |
new submittal that is s

General Recipients Documents Scheduling Responses

. [ Resend new versions
similar, you can use
. . 2] Use as a template
Project PWDM practice environment this Submittal as a .
Subject Phase 2 MOT Plans ¥, Download content
Issued by Julia Simo <julia simo@vdot.virginia.gov> temp late Archive

Issue date 08/05/2019 11:32 AM EDT

<O view History

€ recall package

Purpose For Review and Approval

Comments This is the firstsubmittal of the Maintenance of TrafficPlans forPhase2 T
Classfcation 07 Design Documents Submittals Click on View History to
Coverietsr see a full history of the
status of the submittal,
including additional
reviewers added

letter - Design Build-T’




