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About This 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.     

Introduction   

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 t ransmittal 
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.  Select the root level project and click the Project Admin link on the Navigation Toolbar.   

      

  

       
2. Click the cont ractor s group 

name on the left hand side and 
select the users by checking the 
checkboxes on the left of their 
names. Click Save 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 above the project folders list.   

  

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 at the bottom of the screen. 
See the example in figure below:  

   

A message appears confirming the Shop Drawing 
Structure creation and instructing the Project 
Administrator to assign permissions to the newly created 
shop drawing folders. Click OK.  
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Expand the new Shop Drawing folder to view 
the created structure.   

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: 

1. Select the For Review folder and click the Edit folder 

 

icon.   

     

  

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

 

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

     

  

5. Expand the contactors group, check the check boxes on the left of each team member s name and click  
    Save Changes.    
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6. 

 
Click Save in the Edit Folder page.   

To assign the security permissions to the Reviewed folder:  

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

     

  

     
2. Click the Add/Edit button under These Members/Groups will have User Access to assign    
      user permissions to the contractors group.  
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3. Expand the contractors group, check the check box on the left of each team member s name and click  
      Save Changes.    

   

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

     

                   

http://www.tims3.com


                                                              
                                                                        

www.tims3.com                                                            11                                                   

  
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.      

    

  

6.  Click Save in the Edit Folder page.                                  
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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 .   

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.       

     

   

The Submission folder will be added under the 
For Review folder and the corresponding 
Submission folder will be automatically created 
by the system under the Reviewed folder. The 
Reviewed Submission folder inherits the 
security of its parent Reviewed folder. The 
description and the name of the Reviewed 
Submission folder is the same as the description 
and the name of the For Review Submission 
folder.   
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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 .   

 

2. Select the upload method, for example Classic.   

      

  

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

  

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.   
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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 nam e 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 nam e 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.    

      


