R
Drawing and Design Plan Review Narrative Builder

ENTERPRISE

Purpose

Drawing and Design Plan Review is used when a Project requires Design Professionals to create
drawings, which will be used in the development and execution of the project. Design Professionals are
involved in projects that require signed/sealed drawings for bid, permit and/or construction. Architects
and professional engineers are responsible for designing building components/systems to all applicable
codes, laws and standards. Projects with life safety components, projects over $50,000 in value, and
projects with HVAC systems over 15 tons require architects and/or professional engineers.

The Drawing and Design Plan Review allows the PM and other Partner Departments to review and
provide input on a common set of digitized drawings.

Initiator

The Drawing and Design Plan Review is initiated by the Design Professional after they have prepared a
set of drawings in accordance with the UCF Design, Construction and Renovation Standards, appropriate
for the scope of the Project.

Key Terms

e Minor Project Proposal
Programming Documents e Detailed scope of work
e Establishing a total building area.

Schematic Design produces rough drawings of a site plan, floor
Schematic Design Documents plans, elevations and often illustrative sketches or computer
renderings.

Design development depicts a more detailed site plan as well as

Design Development Documents . . . . . .
& P floor plans, elevations and section drawings with full dimensions.

Construction documents include a complete set of architectural
drawings (site plan, floor plans, sections, details, etc.) that are
Construction Documents combined with structural drawings (and possibly mechanical and
electrical drawings) that have enough detail for the contractor to
build your project.

Checklist based on critical components as described in the UCF

Critical Needs Checklist Design, Construction and Renovation Standards

The combined reviews and comments of all applicable project
Plan Review stakeholders, responded to and addressed by the Design
Professional




Stakeholders / Reviewers

Stakeholders the PM wishes to gain input from. These can
include:

e Facilities Operations (FO)

e Environmental Health & Safety (EHS)
e Utilities & Energy Services (UES)

e Business Services

e Facilities Planning & Construction (FPC)
e Office of Instructional Resources (OIR)
e UCFIT

e Parking Services

e Landscape & Natural Resources (LNR)
e UCF Police Department (PD)

e Resource Management (RM)

e Department of Security (DS)

e Sustainability Initiatives (SI)

Key Steps

Start: AE uploads drawing for the current design phase into e-Builder

Stepl:

PM reviews drawing and uses e-Builder functionality to request comment from relevant

entities

Step2:
Step3:
Step4:
Step5:
Finish:

Project stakeholders submit comments

PM delivers comments to AE

AE responds to comments and/or updates drawings and notifies PM

The cycle continues until all comments for each relevant design phase are addressed.

AE uploads/confirms final Construction drawings in e-Builder and marks process as Accepted




How to guide — The Drawning and Design Plan Review (DDPR) Process

The e-Builder Drawing and Design Plan Review process is comprised of the following elements in the

Details tab:

Start Process

Header information and Review Type

Programing Documents

Section where these type of documents are uploaded

Schematic Design

Section where these type of documents are uploaded

Design Development

Section where applicable Design Development documents are

uploaded:
e DD50%
e DD 50% Specifications (SPECS)
e DD95%

e DD 95% Specifications (SPECS)
e DD DOCS (final)

Construction Documents

Section where applicable Construction Documents are

uploaded:
e CD50%
e (CD 50% Specifications (SPECS)
e (CD100%

CD 100% Specifications (SPECS)
CD 100% SPECS—VOL Il
CD DOCS (final)

Critical Needs

Section where the Critical Needs Checklist is uploaded

Plan Review Comments

Section where comments are added. Each comment has three

parts:
e Reviewer Name, Comment, and Page #/Spec#
indicator
e PM Notes

e Architect Response

In the Attached Documents tab, the Architect can also attach any document which includes
supplemental or supporting information.




Navigate to Drawing & Design Plan Review Process
This section describes activities performed by the Design Professional.

From the e-Builder Home screen
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e Search for and select the project for which you wish to initiate the Drawing and Design Plan
Review



From the Projects screen — Project Menu

Planning

Forms

Switch to Classic style

5058203 ¥

Processe: Documents Calendar Contacts

UNIVERSITY OF
CENTRAL FLORIDA

Project Menu

v B Details

- Details

Project Name

Project Participants
Project Status

Sent Items

'H'o Planning view map) Address
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Documents

Target

—
— Schedule
Description
>  h$ Cost

e Select the Processes link

Project Details For | z01-

Export Address Book Printable Participants Directory Edit Cancel
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Mo project photo uploaded.
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From the Processes screen — Filter Processes
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e Select the Start Process button



From the Start a Process pop-up window

. @,
e-Builder Qg

AT dY

Start a process on End User Training Project 07

Processes Cancel
Process Name Description
02 - Project Charter Process (PCP) This process is for reviewing/approving project requests, identifying configurations in e-Builder, assigning participants (staffing),

identify milestones, entering and approving the ini

budget (ROM), etc.

This process is for reviewing and approving the winning bid/vender and encompass bidding/GS guotes, rotation, and justification.

[-34 - Drawing & Design Plan Review (DDPR) ] Drawing and design plan review process.

05 - Commitment Approval (CA) This process is for creating and approving commitments in e-Builder.
05 - Miner Project Proposal (MPP)

This process is used to obtain funding from a Client te move forward with Design and/or construction,

0F - Potential Change Order (PCOY This process is for receiving potential change orders (Addendum 8t Add Services). This process will be used in conjunction with the
06 - Potential Change Or )
2 . : Change Order (CO) process for bundling multiple PCOs into a single CO.

e Select the 04 — Drawing & Design Plan Review (DDPR) link

From the 04 — Drawing & Design Plan Review (DDPR) screen

04 - Drawing & Design Plan Review (DDPR)
e

Instructions

Print  Copy  CheckSpelling  ShowWerkflow  Submit  SaveDraft  DeleteDraft  Cancel

e Select the Review Type dropdown menu

-- Please select an option --

-~ Please select an option --

Drawing Review
Program Docs
5D Docs

DD 50%

DD 95%

CD 50%

D 95%:

CD 100%
e Select the type of review you wish to initiate. This alerts the reviewers as to which Design Phase

drawing they should review and comment on.
o In this example, SD Docs is selected



From the 04 — Drawing & Design Plan Review screen — Schematic Design section

Pint  Copy CheckSpeling ShowWorkflow  Submit  SaveDraft Delete Draft  Cancel

Dot | Arached Docaments 0 | Arached Frocesses 0 | Arachd Forms
* Review Type:

Programing Documents

- e
Schematic Design
| e s
Design Development
o Gromse Computer  Browse e Buldr

o Browse Computer  Browse e Builder

o Browse Computer  Browse e Bulder

o Browse Computer  Browse e Bulder

rowse Computer  Browse e Buflder

e Select the Browse Computer button and upload the appropriate design document
o In this example, Schematic Design.docx was uploaded



From the 04 — Drawing & Design Plan Review screen

04 - Drawing & Design Plan Review (DDPR)

[Auto-Saved 02.10.2020 255 PM)
Start Process

* Subject

End User Training Preject 07

2018-007

04 - Drawing & Design Plan Raview

5D Docs for 2013-007 End User Training Project 07

Details | Atached Documents (0) I Artached Processes (0) " Artached Forms (0}

Schematic Design.decx (version 1)
Properties | Download (11.8€8) | Rediine | Remove

DD 508 SPECS:

DD 953 SPECS:

CD 50% SPECS:

CD 95% SPECS:

€D 10058 SPECS:

D 100% SPECS - VOL I

* Critical Needs Check List Attachment:

Critical Needs Checklist Mockup.docx (varsion 1)
Froperiies | Dewnad (11.068] | Rediine | Aemove

e Upload the Critical Needs Checklist
e Select the Save Draft button
e Select the Submit Button




PM Review & Start Timer
This section describes activities performed by the Project Manager.

Once the Design Professional selects the Submit button, e-Builder moves the process into the PM’s
court. The PM has three primary responsibilities at this process step:

1. Download and attach a comment template which must be used by all reviewers

2. Ensure all applicable project stakeholders have an opportunity to review the design
professional’s document(s)

3. Start the process timer and ensure all reviewers understand when the review period ends

From the e-Builder Home screen

Switch to Classic style

eBuiderS  EE—
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o Select the Project Name link to navigate to the Processes tab with the 04 — Drawing & Design
Plan Review (DDPR) process pre-selected

From the e-Builder Processes tab
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e Select either the Process link or the Subject link to open the DDPR process for the project
o DDPR-1
o SD Docs for 2018-007 End User Training Project 07



04 - Drawing & Design Plan Review (DDPR) - 1

Take Action  Check Spelling

End User Training Praject 07 Project Number: | 2018-007

DOPR-1 Overall Due Date:
Shaw History | Cument Actors

PM Review & Start Timer Show Workfiow Diagram
5D Docs for 2013-007 End User Training Project 07

Submitted

Details |nn——-m]| ﬁ-!-dnnn-nﬂl] Attached Processes (8) ” Attached Forms (1) " Attached Ta (0)

Review Type:

5D Docs

el —

& Schematic Design.docx [version 1)
Properties | Deowriad (11.068) | Recline:

DD 50% SPECS:

DD 95% SPECS:

Sl —

I
/T

CD 95% SPECS:

CD 1005 SPECS:

CD 100% SPECS - VOL I

Critical Needs Check List Attachment:

Critical Needs Checklist Mockup docx [version 1)
Froperties | Download (118€E) | Reline

Shaw Filter | Select All

Download Template

e Select the Download Template link



An MS Excel file will open.

Draw

Insert

e Save this file to your computer so you can attach it to the DDPR process.

From the 04 — Drawing & Design Plan Review (DDPR) — 1 screen

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

Pagelayout  Formulas  Data  Review Developer Acrobat Tell me what you want to do
o [P .
o 3 cut Avial o - % & S E
ER Copy -~ = Fill -
Paste L&y I U o Insert Delete Format
~ ¥ Format Painter h - - B - Clear -
Clipboard ] Font Alignment Styles Cells Editin;
c1 v Jfe || Page#/Spec#
A B c D E F
1 |Reviewer Name Reviewer Comment Page #/Spec # PM Notes Architect Response Status
2
3
4

End User Training Pr

DDPR -1

& Srart Timar o

SD Docs for 2018-007 End User Training Project

Submitted

Attached Processes (0) || Attached Forms (0]

Details | Comments (0) | Attached Documents (2)

Review Type: | 5D Docs

Programing Documents

PROG DOCS:

e Select the Attached Documents tab

Attached Ta (0)

Start Rvw. Time ¥ | Take Action

Project Numiber

Onzrall Dus Date:

Step Due Date

Check Spelling

Frint Copy Delegate  Save

Cancel




From the Attached Documents tab

Instructions

e ime ¥ | Take Action Check Spelling Print Copy Delegate Save Cancel
ment Overall Due Date:
|
Stepr Step Due Dater
Subject
Statug Submitted
Details =~ Comments (0)  Attached Documents (2] | Attached Processes (0) | Attached Forms (0) | Attached Ta (0)
&l Download l Attach Documents Remove Documents
‘ ‘ File Name Attached By ‘ Date Attached - Seq # - Step Name Attached To ‘

%} Schematic Design.docx |
Properties | i

%) Critical Needs Checklist Mockup.docx (version 1)
Proparties | Dowriza (11.868) | Recline | it

e Select the Attach Documents button

Attach File

L]

v

Cancel

e Select Upload from your Computer

02.10.2020 3:04 PM 0

02.10.2020 3:04 PM

Download Attach Documents Remove Documents

¥ | Take Action Check Spelling Print Copy Delegate Save Cancel



Attach File

Select Destination Folder
Documents / 3_DESIGH / 03.02 5D / 03.02.01 5D DOCS Create Folder
¥ W 2_AUCOUNITING |13] N

~ [ 3_DESIGN [3]

> Im 03.01 PROG [0]

~ @ 03.025D[1]

[) Bm 03.02.01 5D DOCS [1] ]

> [ 03.03DD[0]

* [m 03.04CD[1]

» W 3.055D DD CD[0]
> @ 4_PERMIT [0]

> B 5 CONSTRICTION I

e Select the Destination folder, where your upload will be deposited into
o In this example, 03.02.01 SD DOCS was selected
e Select the Select button

Attach File

A

Drag your files 0

Cancel

e Select the Browse link and navigate to the folder where you saved the Template document and
upload it



Attach File

03.02.01 5D DOCS
1 FILES UPLOADED

All Uploads

28 KB

Description

Comnment Template ais |

bN

This description will be applied to all files being uploade:

=1

Drag your files or Browse

e Add a Description if you desire and select the Done button

The Template has now been added to the process in the Attached Documents tab

e-Builder &

04 - Drawing & Design Plan Review (DDPR) - 1

) Schematic Design.docx (ver:
= (11,8581 |

8| Critical Needs Checklist Mockup.doc (version 1)
Fraperiies | Downked (11.84B) | Reline | it

Instructions
Teke Action  Check Spelling  Print  Copy Delegate  Save  Cancel
Project | End User Training Ergject 07 Project Number | 2018-007
Process Document: Overall Due Date:
toey | Curent Actars
Current Workflow P Review & Start Timer Show Wrkfow Diagraem Step Due Date:
Subject | SO Docs for 2018-007 End User Training Project 07
Stztus | Submitted
Details | Comments (1) | Attached Documents (3] Attached Processes (0) | Attached Forms (0} Attached To (0)
Show Thumbnais  Download  Attach Documents  Remove Documents
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b 02102020 304PM | 0- Start 5D DOCS
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{UCR .
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N ] *1""32“ Mishasl 02102020 406PM | 2-PM Review & StartTimer |  Public Comment
Download Attach Documents Remove Documents
TakeAction  CheckSpelling Print Copy Delegate  Save  Cancel




Also, the template is added in the Comments tab

e-BuiIder_ S‘

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

1t Rvw. Time ¥ | Take Action  CheckSpelling Print Copy Delegate Save  Cancel
Praoject EndL Project Number: 0
DoPR-1 Cnverall Due Cate:
|
Currant Workflow Step: Step Due Date:
Subject
Statur Submitted
Details | Comments (1) | Attached Documents (3) | Attached Processes (0) || Attached Forms (0} | Attached To [0)
Request Comment  Comment
‘ ‘ )
Michasl Hagan UCF. 02 10.2020 406 PM
A decument was attached
Files Attached (1):
& [Version 1)
Properties | Download |
Request Comment  Comment
2rt Rvw. Time ¥ | TakeAction  CheckSpelling Print Copy Delegate Save  Cancel

Note: Anytime a comment is added, the PM will receive an email notification

End User Training Project 07

A comment was added by Michael Hagan on step PM Review & Start Timer on the following
process. To view details or take action, click here.

Process Details
Project End User Training Praject 07
Process DOPR -1

Subject 5D Docs fer 2018-007 End User Training Praoject 07
Step PM Review & Start Timer

In Step Since 02.10.2020
Last Action Submit
Last Acticn Michael Hagan
Taken By

Status Submitted

'Comment(s)
Michael Hagan, UCF, 02/10/2020 4:06 PM

A document was attached

A comment was added by Michael Hagan on step PM Review & Start Timer on the following
process. To view details or take action, click here.

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
support@e-builder.net



Select Stakeholders to Review and Comment

The PM now must select the various stakeholders who should review and comment on the design
professional’s document.

From the 04 — Drawing & Design Plan Review screen

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions
Start fww Time ¥ | TakeAction CheckSpeling Frint Copy Delegate Save  Cancel
rejact End User Training Project 07 Project Number 2013-007
e Overzll Due Date:
tory |
Cu jorkflow Step: & Start Timer Step Due Date:
ubject: SD Dy or 2018-0f d Uzer Training Projes
brritted

Details | Comments (1) | Attached Dacuments (3) | Attached Processes (0) | Attached Forms (0} || Attached Ta (0)

| Request Comment ' Camment
‘ ‘ )

A document was attached

Michazl Hagan, UCF, 02.10.2020
Files Attached (1):
.

Wersion 1)

Request Comment Comment
Start Rvw. Time ¥| TekeAction  CheckSpeling Print Copy Delegate Save  Cancel

e Select the Request Comment button

o Ensure pop-up blocker is disabled



From the Request Comment pop-up window

g-BuiIde_I Q‘g

LE C
Request Comment
Request Comment Cancel
*To Select from Users on Projact
All Users T
>
<
Ezuar, Kenng -
Enter Extarnal Usars Emnail or Lookup
Allow external users to attach files
* Subject ACTIOM REQ'D - End User Training Project 07 - S0 Docs for 2018-007 End User Training Project 07
Respond By- B
Message | llrontiame  -Jreal. | B & D ac|E= === |z = 5w B2 4 G
e - Participants accessing the process externally will see all comments and attachments. Request Comment Cancel

For users already added to the project, the filter is set to All Users
To filter by specific project roles, select the dropdown menu (optional)

aglect from Users on Project
All Users v |

All Users

Roles

*Dioc Control - Super User
*Doc Control Refiabiliny
*Docurnent Controls
*External Member
“Internal Member
Accounting Supendzor
Architect/Engingar

Architect/Engingar Szcondary

e Select the desired role
e Use the > and < buttons to add or remove project participants from the Request Comment list



To email a link, which allows External Users to review and comment on the design professional’s
document(s)

e-Builder'$

" S

Request Comment

Request Comment Cancel

* Ty
v
>
£
-
zers Email or Lookup
[ Allow external users w sttach files ]
* Subject ACTIOMN REQ'D - End User Training Project 07 - 50 Docs for 2018-007 End User Training Project 07
Respond By x|
LEER ontfame  -JRecl. (B 7 D | EES S S E|EEEE Nl |2 8 0

Request Commenit Cancel

e Enter the email addresses for all recipients you wish to receive an email notification containing a
link, which allows them to access the document and add comments. External users must have
e-Builder accounts.

e Select the Allow external users to attach files checkbox

o A [Select Folder] link will appear

PERMIT

’:. 5_COMSTRUCTION

NST & SIDDING

TIES, O&M, AND TRAINING

T DOCUMENTS

e Set the Destination folder where attachments from recipients will be uploaded
o In this example, 03.02.01 SD DOCS was selected



From the Request Comment pop-up window

Request Comment

Request Comment Cancel

® o Select from Userz on Project
v
>
£
-
Enter External Users Email ar Lookup
| Mike Hagan <MichaelHagan@ucfedu> =
Allow externzl users to attach files ® Documents ' 3_DESIGN Y, 0302 5D 03.0201 5D DOCS  [Change folder] [Remaove Fold
* Subject ACTION REQ'D - End User Training Project 07 - 50 Docs for 2018-007 End User Training Project 07
Respond By jem|
Mesis = = o= == g gim 4= i L
Message EEEEE|EEICC %R |54 G

e Update the subject line if desired
e Add a Respond By date so the recipients know the deadline by which their review and

comments need to be delivered
e Add a message instructing the recipients to review the document(s) and provide feedback

e Select the Request Comment button



Indicate which stakeholder groups are required to review and comment
From the 04 — Drawing & Design Plan Review screen

Add New Item for Plan Review Comments

Ravizwer Name

[ Please select

* Departments Notified to Review the Chect oll depariments that have been netified

Plans: [ BUSINESS SERVICES 0 COMP. SERV. & TELCOM (CS8T) ) ENV HEALTH & SAFETY (EHES) [ F&S RESCURCE MNGMTRM)
[IFAC PLANNING & CONST. (FP&C) [ FACILITIES OPERATION (FO) £ LAND 8 NAT. RESOURCES (LNR)C OFF. OF EMERGENCY MNGT [DSEM)
[ OFF. OF INSTRUCTIONAL RS (OIR) [ PARKING SERVICES [ POLICE DERARTMENT RO} [ SUSTAINABILITY INITIATIVES {51)
B UTILTY & ENERGY SERV. (UES}

[P ceecianacion— V| TakeAcion  CheckSpelling  Print  Copy  Delegate Save  Cancel

e Select all applicable checkboxes in the Departments Notified to Review the Plans field



Setting the Timer

When the PM has sent out all requests for comment, they start the timer on the process. To start the
time, navigate to the 04 — Drawing & Design Plan Review (DDPR) screen.

From the 04 — Drawing & Design Plan Review (DDPR) screen

F_:-Builderl_ %’9

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

[ Start R, Time ']I Take Action ] CheckSpelling  Print Copy Delegate Save  Cancel
Project End User Training Project O7 Project Number: 2018-007
Procass Document Do 1 Overall Due Date:
|
G forkflow Steg & Start Timar Step Due Date:
Subject SD Docs for 2018-007 End User Training Project 07
1 bmitted

Details | Comments (3) | Attached Documents (4) | Attached Processes {0) | Attached Forms (0} || Attached Ta (0)

e Select the dropdown menu to the left of the Take Action button

e Select Start Rvw. Time
e Select the Take Action button

This moves the process to the next step — PM Review Comments & Stop Timer

$ e
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e The PM waits until the comment period has passed, then updates the process with all
comments received

Reviewer Actions
This section describes activities performed by reviewers.

Email notification to reviewers

Mon 2/10,/2020 4:58 PM

U UCF - e-Builder Network Notification <bounces@e-builder.net>
ACTION REQ'D - End User Training Project 07 - SD Docs for 2018-007 End User Training

Project 07
To @ Michael Hagan
Retention Policy UCF Delete after 10 Years (10 years) Expires 2/7/2030
ﬂ Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this

message,

End User Training Project 07

Michael Hagan has requested your comment on the following process by 02/17/2020. To
view details and comment, ldick here.l

Process Details
Project End User Training Project 07
Process DDPR -1
Subject 5D Docs for 2018-007 End User Training Project 07
Step PM Review & Start Timer
In Step Since 02.10.2020
Last Action Submit

Last Action Michael Hagan
Taken By

Status Submitted

Comment(s)
Michael Hagan, UCF, 02/10/2020 4:57 PM

Requested comment on step PM Review & Start Timer from Mike Hagan Michael. Hagan@ucf.edu with a
respond by date of 02.17.2020.

Please review the SD Document and return your comments by February 17th at Spm.
Michael Hagan, UCF, 02/10/2020 4:06 PM

A document was attached

Michael Hagan has requested your comment on the following process by 02/17/2020. To
view details and comment, click here.

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
supporti@e-builder.net

e When a reviewer selects the click here link, they will be taken to the DDPR process



From the reviewer DDRP screen

DDPR- 1 T
Add Comment
Progct: | End Usar Training Project 07 ProectNumbar | Z09-007
Procass Document: | DDPR - 1 Cverall s Dats
Curvant Workflow Stop: | A Raviaw B Start Timar Stap Dus Data
Subjact: S0 Does for 2018-007 End User Training Projact 07
sums | subewmd
Dessis 10 | Atsached To )
ReriowTypa: | 50 Dees
Programing Documents
PROG DOCS:
Schematic Design
50 DOCS: Bl Schamatic Dasign doex frarsion 1)
Dowrlcad (115K}
Design Development
0O 50%:
D0 S0 SPECS:
oo g5%:
D0 954 SPECS:
o bocs:
Construction Documents
oo
I 508 SPECS:
o g%
958 SPECS:
o 0ow:
CD 100% SPECS:
OB 100 SPECS - VOL Il
O DOCS:
Critical Needs
Critical Neads Chack List Attachanent: 5| Critieat Neods Clhuse klist Mockup doex [varsion 1]
Download {11.8K8)
" Reviewer Reviewer Comment Page PM Notes Architect Response Status
Name #/Spec ¥
Granel
Totals
(0isams)

e They can access the
o Critical Needs Checklist
o Schematic Design document



From the Attached Documents tab
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e Areviewer can download the
o Schematic Design document
o Critical Needs Checklist
o Comment Template
e Once the reviewer has completed their review and updated the Comment Template, they select
the Add Comment button

From the Add Comment screen

Add C

Save  Cancel

Process Document: | DOPR - 1
* vourName: | [bike Hagan |
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e The Your Name field will be auto-populated
e The Your Company field will be auto-populated
e The Your Email Address field will be auto-populated
e Reviewer will add any additional comment into the Comment text field
o Reviewer will select the Browse button to navigate to and attach their updated Comment
Template
e Reviewer selects the Save button, which
o Adds their comment and attachment to the DDPR comments tab



o Adds the attachment to the Attached Documents tab
o Adds the attachment to the 03.02.01 SD DOCS folder

o

Initiates an email notification to the PM
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@ click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message.

End User Training Project 07

Mike Hagan, zThis Old House (Michael. du) has ded to your request for
comment. To view details or take action, click here.
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‘Comment(s)
Michael Hagan, UCF, 02/10/2020 5:21 PM

Response to Michae! Hagan's external comment request from Mike Hagan, zThis Old House

Michael.Hagan@ucf.edu):

\_ Comments for sections G, A, and M.

Michael Hagan, UCF, 02/10/2020 4:57 PM

Requested comment on step PM Review & Start Timer from Mike Hagan Michael.Hagan@ucf.edu with a




Importing Comments from Reviewers
This section describes activities preformed by the Project Manager.

When reviewers have attached their comment templates, the PM should download and save these files
into a folder on their computer.

Example Template 1- Reviewer Comments
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In the following part of the process, the PM will be able to import these templates into e-Builder, which
could save them time instead of manually entering the information.



From the Drawing & Design Plan Review screen
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e Select the Import button
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From the Import Plan Review Comments Items pop-up window

Import Plan Review Comments ltems

Select Import File Download Templatz

* Import file Choose File | |No file chosen
Import

Mate: Please s=lect 2 als or xlsx fils to import.

Select the Choose File button

[ ]
Navigate to the folder where the updated Comment Template is saved and upload the file

From the Import Plan Review Comments Items pop-up window

Import Plan Review Comments ltems

Select Import File Downlozd Templats

* Import file Comment Te..mentsxls

Mate: Mleaze salect a xils or xlsx file to import.

e Select the Import button

From the Drawing & Design Plan Review screen

e
Critical Needs Check List Anachment: &, Critical Needs Checklist Mockup.doox (version 1)
Properties | Downicad (11.8¢E | Recline

Delete

Download Templatz  Import

Show Filber | Select All

# Plezss specify Low VOC paint per UCF Design # com r g

Szandards

# Please insert administrative language from

# m-101 Fd
| section 8.1 of the UCF Desian Standards | |

# noto ry

# New conduit not indicated in design. Please

Note: The PM can choose to add their comments to the template before uploading, which would then

populate the PM Notes field as well.
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