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Using the ePM Submittal OBA

What is the Submittal OBA?

The Submittal OBA will allow users to create new submittals and
edit existing submittals for a project. The OBA will also allow use
to upload one or more attachments to a submittal item or submitt
package.

update the Submittal OBA at the various stages of its lifecycle.
Contact your GSA Regional Administrator if you feel your access
rights are incorrect.

Who Will Use This?

rsi V' GSAePM Regional Admin
a

Project Managers

Construction Managers (CMa)

Note: Specific security permissions.are required to access, edit and \/ General Contractors

Architect/Engineers

Create Submittals Using the OBA

1. Open the Submittal OBA by going to Start |
Programs | ePM | Submittal OBA | Submittal OBA.

*HINT* You can also create a desktop shortcut to the
OBA.

. ePM
. Contact Importer Quick &pp
. Design Review OBA
./ Project Initiation OBA
. Submittal OBA

(34 Submittal OBA

Excel opens, showing the OBA, followed by an ePM login

2. Inthe “Host” field, enter
https://epm.pbs.gsa.gov/Proliance.

b B o Hast Name:

3. Inthe “Org” field, enter “pbs”. | e
Org:

4. Then enter your “Username” and Username:

Password” credentials. Password:

screen

Electronic Project Management

hitps//epm pbs gsa.gov/Proliance
pbs

0K | | Cancel

If you have the appropriate security
permissions, the “Select a Project” dialog box displays.
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5. Click anywhere in the row of the Select a Project E=AREN >
prOJec_:t in Whlc_h you want to create Jo) Projects:
or edit a submittal document, then
C“Ck KOK’. Mumber Program a Title
2430 Test Program A [1.1] L1 - Contract and Modification OBA - Test Pr...
241 Test Program A [1.1] L1 - Invoices OBA - Test Project 1
2450 Test Program A Dev - Punchlist OBA - Test Project
2449 Test Program A Dev - Submittal OBA - Test Project
2476 Test Program A L1 - Punchlist OBA - Test Project 1
2466 Test Program A L1 - Report Testing - CF Obligation Cap Project 1
2458 Test Program A L1 - Submittal OBA - Test Project 1
- e
[ ok | [ Canesl

While the OBA checks the project you
selected, Excel displays a status com

Completing process, one moment please...

The ‘Filter Submittals’ dialog box displays.

B Fiter submittals S )

. . [ Filter By Due Date?
6. Use the ‘Filter By Due Date’ check box to find o

submittals due between certain dates, and/or .

Liate Fiiter

; ; - | 742172010 ;| 72172000 -
select a certain workflow state using the ‘State’ Frem e

drop down list. You can also view all existing

submittals by simply clicking the ‘OK’ button. State Al -

[ ok || Cancel

The OBA worksheet displays all existing
Submittals as individual rows.
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Create Submittals Using the OBA, cont.

7. In the first empty row, click in L Inf p
the “Name” cell and enter a eneral information
name for the new Submittal.

Project Number:| 2458 Project Name:|L1 - Submittal OBA - Test Project 1

Program:|Test Program A Filter: ‘
Submittals

_ Revision o File(s) _ )
Number n‘ Numbalﬂ I= Lat::sfn‘ Attached n‘ Name n‘ Sp
[000011R01 RO Yes Yes TS 2.8.1 testing - submittal 1 DD?
D
|000012R0O0 ROO Yes iNo TS 2.8.1 testing - submittal 2 ;ﬂ!
Note: of all the fields on the Sl Tiiow Submitil pe

OBA, only “Name” is required.

Tab out of the “Name” field, 4
or click in another cell, and -

the background color of the  S—

cells in the new row changes. & { roiect!lame:l - Submtal 082 Test Froeet | bt
A Filter:
| ¢
.At:::l:t]d ﬂ‘ Name ﬂ‘ Specification Sectirﬂ‘ 5:::@:‘ cit
. Yes Yes TS 2.8.1 testing - submittal 1 00 01 15 : List of drawing FIO : For
Cells shaded in gray are read orevina Shess R &
only (data can be entered in %, _ ) SR T W
these blue shaded cells, butit <, =  '° T
will not be saved or imported 4 tact via the ,
to ePM). Only data entered in ~ { Now Submial ) P
cells with beige shading will ;

save to ePM.

There are seven fields on the OBA (shown at right) which are available for entering and editing
data. However, depending on your security permissions, even these seven fields may be read
only (cells shaded in blue) when a Submittal is in a certain workflow state.

Mame Source Contact

Fill in the remaining

. . <1‘.‘.ﬂncmu EDB 30 : CAST-IN-PLACE TGNZBIG;TM GC Contact!
fields in the row, I - . S S— -
# Mark's brick sample ;DB 42 13 : Precast Concrete  Bricks

§ ..s.';‘}.zﬂ.‘.‘.é.j.ih'.‘.a.“.';é‘.. U

either by entering text
manually, or choosing
from drop down lists.

8/15/2010: Test CM Contact!

A ST Test In Review Submittal kem |
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8. Validate your data entry by
clicking the ‘Add Ins’ tab e : _
of the worksheet, then Page Layout : “gloper | Addins | Design

f;llck!ng on ePM, ' ’ —WH window & 7
Options’, and ‘Validate a3
Connect a \$
| Open Project - (
Me Filter Submittals  [stom Toibars 4 B
Save * I | g
_sl Optians v Validate — F,, 4

Upload Files 3

About ay -

After successful validation, save the document by clicking ‘ePM’, then ‘Save’.

Upload Files to Submittals &

Submittal Packages Using the OBA

9. Launch the OBA, log in, connect to a project, and view all (or filtered) submittals by following
steps 1 through 4 above.

10. Click the ‘Add Ins’ tab of
the worksheet, then click
on ‘ePM’, ‘Upload
Files’, and ‘Upload

ey \ejupel Add-Ins Design
_{ |

"
!

. A
Files to Submittals’. Bonned 5_@
[ Open Project | (
. M| F 3 ktom Toolbars | :1
Note: The process for || | Filter Submittals _ ;
uploading files to a ||| Sae £ | supitted 3 i
Submittal Package ME| | options 0 | y | —— b
follows the same steps | UploadFiles  » | Upload Files To Submittals
as for uploading to an About Upload Files To Submittal Packages

individual Submittal.
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Upload Files to Submittals &

Submittal Packages Using the OBA, cont.

11. In the ‘Filter Submittals’ dialog box that
displays, you can optionally filter the full

list of submittals by “Due Date”, but you
MUST select to filter the full list of
submittals either by “Draft”, “Submitted”
or “In-Review” (these are the only
workflow states in which you can upload
a file). After selecting your filters, click
‘OK’.

Filter By Due Date?
Date Fitter
272010

From: To: 7212010 -

12. The ‘Upload Files’ dialog box displays, and
initially shows just the file structure on your
local computer (in the ‘Local Files’ section),
and the Submittals returned from the filter

criteria you entered (in the ‘ePM’ section).
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ePM

& Personal
-/H Desktop

=cn

Bl DA

) Atest for a new submittal 0805 - R00 - 000030R00 =~
72 Concrete - RDD - DOD026R00 H
|| gdsgfisdl - ROD - 000024R00

E] Howey Test 4 - RO0 - 000036R00

|| Hovey Test Submittal - RDO - 000033R00

/) inserted row in middle of grid - R0Q - 000023R00

2 Marl’s brick sample - RO0 - 000027R00

|;| my test with one line - offiline - ROO - 000032R00 <

« n r

_Uploaded Files

Select All || Unselect Al

Name

Upload Close




13.

14.
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Upload Files to Submittals &

Submittal Packages Using the OBA, cont.

Browse for the file
you want to upload

" Upload Files

ePM

by expanding one G- -
of the drives shown

in the the ‘Local || | [Z] Eamed Value Info
Folders’ section. | =~ () Fle Uploader Utiity

-2 Downloaded Apps and Executables

() Concrete - R0 - D00026R00
_| odsgfisdl - ROO - D0O024R00

=)

- [72) Atest for a new submittal 0205 - ROO - 0D0030R00 - ‘

Hovey Test 4 - R00 - 000036R00

-5 . |E| Hovey Test Submittal - RO0 - D00033R00
Lo E-[ZE SR I [ inserted row in middle of grid - RDO - D00023R00

Clicking on a folder () Mark’s brick sampls - RO - 000027R00
displays the files in e | Action EJ my test with one line - offiline - ROD - 000032R00 =
that folder. [ BackgroundNQecks [« I | b

4| m \ | " -

= _Uploaded Files

Check the box on  Files
the file(s) you want Select All || Unselect
to upload. Name -

|| BCM Flaw vsd |

QCﬂnu‘ete mix design.docx

|| desktop.ini -

1 3

| Upload || Close

In the ‘ePM’ section, click on the

destination Submittal. A yellow box icon
means the Submittal already has at least
one document uploaded to it, and those
are listed in the ‘Uploaded Files’ section.

Finally, click the ‘Upload’ button to upload
the file(s) you selected to the Submittal
document.
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|
|72 Atest for a new submittal 0805 - ROD - D00030R00 -
i Concrete - ROD - DO0026R00
gdsgfjsdl - ROD - 000024R00
| Hovey Test 4 - RDO - D00036R0D
|| Hovey Test Submittal - ROO - 000033R00
(72 ingerted row in middle of grid - RO0 - DOD0Z3R00
[7) Marks brick sample - RO0 - 000027R00
QJ my test with one line - offiline - R00 - 000032R00 -

[N m | Y
Uploaded Files
QC&DHEI Projects Obligation Plan Report_0728-1 pdf
|| Chet Holfield Federal Building jpg
|E| GSA Blueprints Cedar Rapids.wsd

[T

=

Upload | [ Close
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Upload Files to Submittals &

Submittal Packages Using the OBA, cont.

During the upload, a status box
appears.

!

Flease wait while your documents are uploaded
Completed uploading file C:\Users\thovey\Documents\GSA\Concrete mix design.docx to document

\/ When presented with password update requests such as noted in the sample below, you can

update your password by clicking OK and entering the appropriate data in ePM Password Change
dialog box.

The password faor this account must be reset,
The only allowed action in ePM with the current password is to change the account password.

& ePM Password Change

R Change Password

Old Passwaord | |

Mew Password | |

Confirm Mew Password | |
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\/ You can use and open multiple ePM OBAs using the Meridian Systems Application Launcher tool.

& Meridian Systems Application Launcher

Tools  Help

\/ Clicking the online help button provides generic help related to ePM, NOT for the specific uses of
GSA'’s documents.

| @]

\/ To explode or collapse sections in a document, click on the double headed arrow buttons:

=)

\/ For additional help and support, contact your GSA Regional Point of Contact.
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