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Shop Drawing Administrator and User Guide

This guide explains how to create and setup the shop drawing review project structure and how to submit
shop drawings by utilizing the Shop Drawing module in ProjectWeb. The information provided in this guide is
intended to guide the contractors, shop drawings clerk and reviewers in the submission process of shop
drawings.

The guide is divided into 4 sections:

Section 1, Creating and Setting up a Shop Drawing Structure, describes how to create and configure the
Shop Drawing project structure.

Section 2, Submitting Shop Drawings for Review, explains in detail how to upload the shop drawing
files for review, generate a transmittal and send an email notification to the shop drawing clerk.

Section 3, Reviewing Shop Drawings, details how to download shop drawings, upload the reviewed and
marked up shop drawings, create a return transmittal, and send an email notification to contractors about
the completed review.

Section 4, Generating Reports, shows how to create the review status and overdue reports.

The Shop Drawing module is designed for submitting, storing, processing and tracking shop drawings. This
tool is incorporated into the TIMS3 ProjectWeb web based application and is available for use on the
ProjectWeb projects.

The shop drawing review process consists of several stages. Prior to starting the shop drawing submittal
process a user must request the Site Administrator to create new project, user accounts, groups and assign
this user Project Administrator rights. Next, the Project Administrator compiles a project team. Once these
steps are completed the shop drawing review and submission folders are created by the Project Administrator
and security permissions are assigned to the folders.

After the shop drawing structure is created the contractor uploads shop drawings for review and approval to
the special ‘For Review’ folder. The contractor uses the automatic transmittal generator to create a transmittal
for the current review submission and notifies the reviewers of the shop drawing upload.

To begin the review process, the shop drawing clerk accesses ProjectWeb via the e-mail notification,
downloads the shop drawings, prints and distributes the drawings to internal reviewers. Once the shop
drawings are reviewed and marked up by the review team they are uploaded to the special ‘Reviewed’ folder,
a transmittal letter is generated and the contractor is notified about the completed review via automatically
generated e-mail.

The process flow diagrams shown on pages 2-4 depict the series of steps required for the shop drawing
submission and review process.
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Section 1. Creating and Setting up a Shop Drawing Structure

Note: To create and configure a shop drawing project structure a Project Administrator must be logged into
ProjectWeb.

Before starting the shop drawing review process, the Project Administrator is required to compile a project
team. If user accounts do not exist in ProjectWeb the Project Administrator has to request the Site
Administrator to set up the new user profiles before adding them to the project team.

Next, the shop drawing review folders are created and the security permissions are assigned to the shop
drawing folders.

1.1 Compiling a Project Team
The Project Administrator compiles a project team by associating team members with the root level project.

To compile a project team

1. Projectfdmin o010 ¢ the root level project and click the Project Admin link on the Navigation Toolbar.

Monday, October 15, 2005
. i Switchboard |[Project Admin)| ProjectQueries | DocReview
Logged-in User: Sheila Zatulovsky Ty TOpdateProfile | Team Members | Logof!

+E? IEF _E? . D E} ¥ SDL Project
g Ciey of Toremto (City PWeb O (P 5059 —[E] Delete Document [~ All Files (]| Selected Files

* FDOT (Flarida Departrent o
AfS0OL Project (Det 11 2007)

2. Click the contractor’s group Logged-in User: Sheila Zatulousky E?Sm_ Project
name on the left hand side and

select the users by checking the Groups 8 Contractors theck /Uncheck all

checkboxes on the left of their

names. Click Save Changes. m AAHE
mm CWFY ! Contact Mame Phone
mm General Contractor
I Contractar 1 416-978-5578

mm Giffels
mm Giffels Client |- contractor 2 416-974-9678
mm Lead Consultant

) [T [T contractarz 416-973-9854
mm Logical Group

| Sawe Changes |

3. Similarly, compile the reviewer project team by associating the team members from the reviewers group
to the project.
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1.2 Creating the Review Folder Structure

To initiate the shop drawing process the shop drawing review folders are created under the existing shop
drawing root level folder in ProjectWeb.

To create the shop drawing folder project structure

1. Select the shop drawing root level project which the shop drawing structure will be associated with and

click the Add Folder icon E?above the project folders list.

Thursday, October 11, 2007
Switchboard | Project Admin | ProjectQueries | DocReview |

Help | Update Profile | Teany Members | Logoff

IE? _E? . O B #» SOL Project

=sita (City Plleb O (ol )00 —[E] Delete Document (77 AllFiles (S]] Selected Fil

a Drepartrent o
[l 50U Project (Sct 11 20071
Torrid Swen (Torrid Owen [

Logged-in User: Sheila Zatulowsky

2. The Create New Project form appears in the right hand pane. Type the shop drawing folder name and
description in the ProjectName: and Description: fields. Select the Review option from the Folder

Type drop-down box and scroll down to click the Save button m at the bottom of the screen.
See the example in figure below:

Craata New Prajact Undar:
E? » SDL Project
Folder Type: |Mormal

ProjectMNane: EShop Drrawing

PP
North Building Shop Drawings Eﬂ.'irw I

A3 creator of this folder, you can determine the level of access other team mambers may have by filling in the form below.

Description:

Folder Security:

These Members/ Groups will have User Acoess:

Add / Edit
[ —— User Access:  =View Contents
-Download Files
These Members/Groups will have Author Access: :&mr “Wiew Contents
Add /[ Edit -Download Files
Refinave -Uplosd/Delete Files
A message appears confirming the Shop Drawing Application Message E

Structure creation and instructing the Project
Administrator to assign permissions to the newly created Shop Drawing Structure created.

shop drawing folders. Click OK. Please assign folder permissions to the
For Review and Reviewed folders.

............ TIMS Document
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Expand the new Shop Drawing folder to view

Logged-in User: Sheila Zatulovsk
the created structure. 9 ¥

' ® O
City of Taronto [(City PlWeb Demo Site)
FO2T (Florida Department of Transoartation Deme
= sDL Preject(Dct 11 2007)

= Haorth E-mldlng [Toronte Conwention Centre)

= ilding Shop Drawings)

ForRewiew [Faor Review)
Reviewed [Reviewad)

Two folders have been automatically created
under the Shop Drawing folder:

For Review is an incoming folder which will
contain shop drawings uploaded for review
Reviewed is an outgoing folder which will contain
the reviewed shop drawings.

1.3 Assigning Permissions to the Review Folders

Once the project team is compiled security permissions have to be assigned to the For Review and
Reviewed folders. In the For Review folder User (read only) permissions are assigned to reviewers and
Author (read/write) permissions are assigned to contractors. In the Reviewed folder User (read) permissions
are assigned to contractors and Author (read/write) permissions are assigned to reviewers.

To assign the security permissions to the For Review folder:

i
1. Select the For Review folder and click the Edit folder = icon.

Logged-in User: Sheila Zatulovshy

E? . O E? #» SDL Project » Morth Building #» Shop Drawsing
: (=7 miFiles S]] Selected Files W Filter 6l Downloz

[Fl 50U Project (Qct 11 2007)
[= Morth Building (Toronte Co
=l 2hap

] FarReview (For Revie
[+ Reviewed rReviewed] [

Project Folders

2. Click the Add/Edit button under These Members/Groups will have User Access to assign
user permissions to the reviewers group.

Edit the following Folder:

E? » SDL Project » Morth Building » Shop Drawing » ForReview

Folderame: IFurReview

Descripbon: IFur Reviewr

Folder Security:
Az creator of thiz falder, vou can determine the level of access other team members may have by filling in the farm below,

These Members/Groups will have User Access:

Remowe % User Access: -Wiew Contents

-Download Files

These Members/Groups will have Author Access: :;T:::r -Wiew Contents

Add / Edit Sheila Zatulovsky -Download Files
Remowe -UploadfDelete Filas

-Create/Delete Subfolders
-Madify File Records

r Propagate Access Rights To ALL Subfolders

ﬂMS Rocument
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3. Expand the relevant user group to select reviewers by checking the check box on the left of each team
member’s name. Click Save Changes.

Project Folders: Add "User” Access Privileges to:

Check any Individuals or Groups whom you want to have User Access:

Group  Team Members Phone Fax Company Name Address Email

Contractors

H Giffels Associates Limited Check /Uncheck all

416-792- 416-792- Giffels Associates

v Budd Karunaratne S645S sssg Lirnited 30 International Blvd Budd.Karunaratne@cion.com
IF Jonathan Dakin ;;2-06?5- :ég&s?S- Eii:?J:dASSOCiates 20 International Blud jonathan.dakin@qiffels.com
¥ Sheila Zatulovsky ;;2_06?5_ ;ég:‘ga_ fii:?lzd.ﬂ.ssociates 30 International Blud sheilazatulovsky@giffels.com
v ®idong Zhang ;;3-06?5- ;ég;‘e‘?&i- fii:niatlzd.ﬂ.ssociates 20 International Blud widong.zhang@cion.cam

g
4. Click the Add/Edit button under These Members/Groups will have Author Access to assign
author permissions to the contractors group.

Folder Security:

&z creator of this falder, you can determine the level of access other team members may have by filling in the form belaw,

These Members/ Groups will have User Access:

Add / Edit Giffels Associated Limited Understanding Access Rights:
Remove

User Access:  -Wiew Contents

-Cownlaad Files

These Members/Groups will have Author Access: ;l.::i:;:r -Wiew Contents
| add / Edit N %heila Zatulousky -Cownload Files
Remove -Upload/Delete Filas

-CreatefDelete Subfolders
-Madify File Records

- Propagate Access Rights To ALL Subfolders

5. Expand the contactors group, check the check boxes on the left of each team member’s name and click
Save Changes.

Project Folders: Add "Author" Access Privileges to:

Check any Individuals or Groups whorm you want to have Author Access:

Group  Team Members Phone Fax Company Mame Address
o
Contractor 1 ;é?;??ﬂ- Contractars Mi'a
contractar 2 gé?;}?at- Contractars ni'a
contractor 3 gég;g?S- Contractars ni'a

Giffels Associates Limited

[ Save Changes Cancel Changes
ﬂMS Rocument
............ ) Management
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6. m Click Save in the Edit Folder page.

To assign the security permissions to the Reviewed folder:

i
1. Select the Reviewed folder and click the Edit folder icon E

Logged-in User: Sheila Zatulovsky

= . O E} % SOL Demo Project ® North Building

of Toronto [City Pleb Deamao Sitel

FIO
Project Queries Training
[El 50L Demo Project (Sct 11 2007

=l Morth Building (Toronto Convention Cen :
=l Morth Building Shop drawings (Qct 11 Project Folders

- i ot

Select

Wiaw Fila Fila Namn

2. Click the Add/Edit button under These Members/Groups will have User Access to assign
user permissions to the contractors group.

Edit the following Folder:

E? » SDL Project » Marth Building » Shaop Drawing » ForReview

Folderdame: I Reviewed

Description: I Reviewed

Folder Security:

Az creator of this folder, you can determine the level of access otherteam members may have by filling in the form below,

% User Access: -View Contents

-Download Files

These Members/Groups will have User Access:

{ add / Edit l

Remowve

These Members/Groups will have Author Access: Author -Yiew Contents

Access:
Add / Edit Sheila Zatulovshy

-Download Files

Remove -Upload/Drelete Files
-Create/Delete Subfolders
-Modify File Records

r Propagate Access Rights To ALL Subfolders

____________ TIMS Document
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Expand the contractors group, check the check box on the left of each team member’s name and click

Check any Individuals or Groups whom vou want to have User Access:

Group  Team Members

El contractors

|7 Cantractor 1
|7 cantractor 2
|7 cantractor 3

Giffels Associates Limited

Save Changes

Phone

416-3782-
ETE

416-374-
Q6T

416-373-
2534

Cancel Changes

Fax

Company Name Address
Contractors Mrfa
Cantractors nia
Contractors ni'a

4. Click the Add/Edit button under These Members/Groups will have Author Access to assign
author permissions to the reviewers group.

Folder Security:

&= creator of this folder, wou can determine the level of access other tearm members may have by filling in the form below,

These Members Groups will have User Access:

add / Edit

Remove

Contractors

These Members Groups will have Author Access:

| add / Edit N Sheila Zatulowsky

Remowe

r Propagate Access Rights To ALL Subfolders

10

Understanding Access Rights:

User Access:  -View Contents

-Download Files

Author

-\iew Contents
Acess:

-Download Files
-Upload/Drelate Files
-CreatefDelete Subfolders
-Madify File Recards

Document
Management
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5. Expand the relevant user group to select reviewers by checking the check box on the left of each team
member’s name. Click Save Changes.

Project Folders: Add "Author” Access Privileges to:

Check any Individuals ar Groups whor you want to have Author Access:

Group Team Members Phone Fax Company Mame

Contractors

[Fl Giffels Associates Limibed Check /Uncheck All
—

F Budd Karunaratne 416-798-5645 ;ég;gs_ Giffelz Associates Limited
v Janathan Drakin 416-675-5950 :é;ﬁ?ﬁ' Giffelz Associates Limited
v Sheila Zatulovsky 416-675-5950 gég';ga' Giffels Associates Limited
& #idang Zhang 416-£75-5950 ;égfga' Giffelz Associates Limited

' Save Changes Cancel Changes

6. m Click Save in the Edit Folder page.

............ TIMS Dacument
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1.4 Creating Submission Folders

Note: To organize the For Review folders a Project Administrator or User - Contractor must be logged into
ProjectWeb.

The shop drawing folder structure is completed by creating the Submission folders.

To create the submission folders:

.|.
1. Select the For Review folder and click the Add Folder icon EF

2. Enter the folder name and description in the appropriate fields.
The Submission folder inherits the security settings of its parent For Review folder as shown in
figure below. Scroll down in the new project creation form and click the Save button.

Craate Mew Project Under:

E? » SDL Dremo Project = Marth Building » Marth Building Shop drawings » ForReview

Folderdame: ISuhmissiun 1

Description: |oct 11 2007

Folder Security:

A= creator of this folder, you can determine the level of access atherteam members may have by filling in the farm below,

These Members/Groups will have User Access:

Add / Edit Giffels Associates Limited Understanding Access Rights:
Remove

User Access: -Miew Contents
-Downlaad Files

Author

These Members/Groups will have Author Access: Access: -Wiew Contents

Add / Edit Sheila Zatulovsky -Dawnload Filas
Contractm
Remove ontractors -Upload/Delete Files
-Createf/Delete Subfolders
-Madify File Records

The Submission folder will be added under the City of Toronto (City PWeb Derno Site)

For Review folder and the corresponding FOoT (Florida Drepartrnent of Transpartatii
Submission folder will be automatically created [Fl SDL Demo Project (Ot 11 2007)

by the system under the Reviewed folder. The = Morth Building (Toronto Convention Cen
Reviewed Submission folder inherits the El Morth Building Shop drawings (Oct 11
security of its parent Reviewed folder. The =l FarReview (For Review)

description and the name of the Reviewed [l submission (Oct 11 2007 jm——"
Submission folder is the same as the description El Reviewed (Reviewed)

and the name of the For Review Submission [l Submission1 (Gct 11 2007, <fm—"
folder.

------------ 15 TIMS - 3 Fiaaenen:
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Section 2. Submitting Shop Drawings for Review

2.1 Uploading Shop Drawings

Note: To upload shop drawings for review a User - Contractor must be logged into ProjectWeb.

To upload the shop drawing files for review:

Once the shop drawing review structure is created shop drawings are uploaded for review by a contractor.
To upload shop drawings for review:

1. Select the Submission folder under For Review and click the Upload button i Upload

City of Toronto [City PWeb Demo Site) @
Upload Delete Document
FOoT (Florida Department of Transportati
[Fl 50L Demo Project (Qct 11 2007)

[l Morth Building (Toronto Convention Cen

= Morth Building Shop drawings (Dct 11 x
[E] ForRewiew (For Reviaw) Project Folders
[ submizzionl (St 11 2007)

Revie (Reviewed)
South Build@q (Teronte Convention Ce

Select

¥Yiew File 1 1+ File Mame

2. Select the upload method, for example Classic.

(7 Upioad  —[E] Delete Document

Select Upload Method

3. Drag-n-drop the files into the empty area in the Upload Documents screen and click Submit.

Upload Documents

! . 7 » SDL Demo Project * Morth Building = Morth Building Shop drawings = Reviewed = Submizsionl
Step 1: Select Files

Drag and drop OR copy and paste Files [NOT Folders] from WINDDWS EXPLORER ORNLY into the empty white box below. Cliclk “Submit!
when finished, Upload niultiple files using a "rip™ package. This will preserve the file modified date.

[ overwrite existing files without asking me [ skip esisti ng files without asking me W unzip ZIPPED files

(o x|
@
Agdress |3 C:\Mofpocumentil Testingifies for testinglpdfs | [ Go
| Size | Type
263 KB Adobe Acre
352 KB Adobe Acre
IG5 KB Adobe Acre
450 KB Adobe Acre
465KB  Adobe Acre
346 €8 Adobe Acre ™|

| % My Computer -

............ TIMS Dacument
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3. The File Date field defaults to the file uploaded date. Modify the file date if required, enter the file

description and click Finish.

Upload Documents

' ;'.-" # SOL Demo Project = Morth Building » Morth Building Shep drawings » FarReview » Submizsionl

Step 2: Files Received

The following file/s have been received successfully:

File name File type

sc_m0505_TENDER_FEE122004.pdf | GRAPHIC

sc_m9601-pretender-jan-29-
2004,pdf

sc_m9601-revievr-dec-05-2003.pdf IGRAPHIC

s¢_m9602-pretender-jan-29-
2004.pdf

sc_m9602-revievw-dec-05-2003.pdf IGRAPHIC

sc_m9602_TENDER_FEE 182004.pdf | GRAPHIC

(iﬁ?i-mm-

Description Friuli;fn;&fww) iS':z:b OYERWRITE? Revision
=] |10/19,/2007 0.34 Mo (new file) [
| &RAPHIC =11 |10/19/2007 0,45 Mo (new file) I_
=] |10/19,/ 2007 0.44 Mo (new file) [
| GRAPHIC =] |10/19,/ 2007 0.34 Mo (new file) [
=1 |10/10,/ 2007 0,26 Mo (new file) |_
=] |10/19,/ 2007 0,26 Ma [new file) [

Note: The reviewed shop drawing files requiring corrections to be made need to be uploaded to the

separate Submission folder under For Review.

2.2 Creating a Transmittal

Once the shop drawing files are uploaded to the submission folder the Transmittal for the current For

Review submission is created.

To create a transmittal:

1. Click the Submission folder under For Review.

2. Select all files by clicking the 1 column header, right-click on any file name and click Transmittal in the

right-click popup menu.

Select

¥Yiew File 1 1+ File Mane Document Descripton
‘_,__,' p I- zc_mP505_TEMDER_FEB1S2004,pdf sc_mPS05_TEMDER_FEB1SZ2004
}_," IF I_ sc_mPE01-pretender-jan-29-2004,pdf ﬁc___rr!'E'EuE1-pretender-_1an-29-
- Yiew
- , -o5-
(] W _ _ _ _ . c
o I_ I_ sc_mIPE0L-review-dec-05-2003,pdf Download Selected...
,5.'-_*.' p I_ sc_mPE02-pretender-jan-29-2004.pc Delete Salected... jan-23-
- Properties... -0s5-
£ IF I_ sc_mIE02-review-dec-05-2003,pdf Copy Eat
2 W I sc_m9s02_TEMDER_FER122004.pdf|  Cut FEB1532004
Notify...

*
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3. The Transmittal form will appear below the file list. Fill out the Contract Number , the Specification
Number and the Attention fields.
The transmittal Filename defaults to the name consisting of the Submission folder name and the
Transmittal creation date. The current user’s name and address will appear in the From: field by default.
If required, another user can be selected from the From: pull-down menu which is pre-populated with the
all users belonging to the current project team. Selecting the user will fill out the From: field with the
user’s name and address. Similarly, the To: field can be filled out with the address by selecting a team
member from the To: pull-down menu. After filling out the fields with the transmittal information click
Preview.

4. The transmittal will be automatically generated in the Adobe PDF format and will open in the Internet
Explorer browser window for preview. The transmittal contains the project name, the transmittal issuer
and receiver address, the transmittal creation date, the transmittal name and lists all submitted files, the
file dates and their descriptions. See the example of the transmittal in figure below.

www.tims3.com



