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The Consultant 60% Upload

oo wp

The Home page displays

Tasks (PF)

Review the Project first before accepting the Task Consultant 60% Submission
The Project Manager accepts the Consultant 60% Submission

The Consultant Upload Form displays

@

\ g
e Project Name: 1160500 Thetng Promets SKC w10
Project Desaription: Testng the Proiect Tab assigned 10 6% e Respores
Coordisator: Sanya Cuthon
Review Cyche: |
WorkflomActivity Name: Design R Workfow Congutant 80% Sybmesskon
Q Current User Logn! Saoira Camion (Eanona Comoni@austhienin gw)
T natroctions )

¥ 1 OF 11e ISIR00 OOCUMEIRS WIT) YOUN [RORRCt SUBOTE, INGCRE M Tk “THSCUSEON” SRCLon 1e 03500 fOV 1
iy O AT il DO 0ce K Pt Dees vini3od At osued dotumenis have Dee Sulaitol. Only the half-slzed

awt of drawings should be ssbmtted in both hard copy and sectreniz format. One hard copy b ieguiied, bt the Project
Manage: may requesi addational coples

®

The Consultant 60% Upload form displays
Review Information tab

Notice the Task Instructions - If you have not included all of the listed documents with your project
submittal, indicate in the "Discussion" section the reason for not including them. The review period
will begin once it has been verified all required documents have been submitted. Only the half-sized
set of drawings should be submitted in both hard copy and electronic format. One hard copy is

required, but the Project Manager may request additional copies.
Notice the 60% Submission for required Documents in the submittal
1. All documents properly released
2. Drawings (1 PDF and 1/2 sized hard copy)
3. Table of Contents (1 PDF)
4. Draft of Special Provisions (1 PDF)
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Draft of Special Specifications (1 PDF)
Draft Geotechnical Baseline Report (GBR)
Final Geotechnical Report(s)
Additional Permits Required
Response to QMD 30% Comments (Excel file must be saved as a PDF to download into
ProjectDox)

10. Consultant QA/QC Comments/Responses

11. Cost Estimate

12. Phase | Environmental Site Assessment

13. LEED or Sustainability Checklist

14. Variances Required

All required files must be uploaded or sufficient reasons for missing files

To Start the Next Revew Process:

L X NoU

(TO START THE NEXT REVIEW PROCESS: ]0

o Review ?e Dsoussion Board commaents based on 30% Review Resuls

o Rovkw Changemarks made by selectng the ViesEOR Changermnark Beers' bulion

* Review Comments made in Busbeam by opening the Blosbeam Comments folder. If there is no Ske » the folder, thens are no
Bluebeam comments

* Review Chodkist made by selecting e "ViewEail Checidist ltems’ bution

» Based on the feechack, submif plans for the E0% Review Cycie

Select documents folager, (hen setect lles 30 upload 1o selecing fokler. Repast et ol required submisson fMles are uplosded, Plesse
seloct 'Upb:-:»ﬂt': Notey the City of Austirgs bied by first seiecting checkbox "Upload Task Coomplete®. (bottom of page)

{ ViewEat Changemark Hems (2.0 View/Edit Chechlist items {J) J

Project: 2019.05-03 Teating Projects SKC v10

Select deshinoton folder for Sles

-
-
4
- ]
t Raviawed By Statu Reviewar Commurnts AnpScant Caminents
- Reo m g
Putilc Works {O%os Sondra Cattion Relassed to Testng Recommended

ChangeMarks ana Checkists

of the City Archilect) Sancra Carltoni@ausirbexas gov Next Phase | oo tols

Toash Instructions

Communicale any pertinent informasion abou! your subrmission 10 the Project ManageriCry of Austin via the Discussion Board

Discunaion Commaents

—

Adzt Cormmrem

e 5 recorthy

CsCUSSON TOMMENT PaRTamNY DATEN WAL

1-10f 1 records

Chze

To Start the Next Review Process displays in the middle of the form

Notice the View/Edit ChangeMark Items (2) button

Notice the View/Edit Checklist Items (3) button

Select the Documents folder to add the newly requested documents based on your 60% review of
Discussion Comments and ChangeMarks. Uploading PDF documents is the same as the original
request

E. Review Discussion Documents and prepare and enter response comments

oo wp

5



2019 ProjectDox 60% Training Guide

Submission Complete

1+ 1 of | rweurch

{VIJ | have reviewed and addressed, nduding responses where appropeiate, o changemark and checkis! items

| have uploaded the revised drawings and'ar :ll),..m".‘""@u"fc as o resull of the review into (he sppropeiate folder in the project.

l Submnsion Complete ]tt‘m.-
J

A. IMPORTANT: must select the checkbox V] | have reviewed and addressed,
including responses where appropriate, all ChangeMark and checklist items.
near the bottom of the form

B. One last Item, must select the checkbox M | have uploaded the revised
drawings and/or documents required as a result of the review into the
appropriate folder in the project

60% Submission Prescreen Task

7 dal { meceth

A. Home

Tasks (PF)

C. Using the Contains Filter enter 60% or other filters in the project
Project Manager accepts the 60% Submission Prescreen

@
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60% Submission Prescreen

( creen J)
0__0

Praject Name: 20715 0001 Teating Propects

Project Descnption: Testrg ihe Maoect T
Cocrdinetar Landia Carter

Rarvhew Cycher |

AR R R R

WocklowActivity Name: Dwsigr fsviea WorkSomt0 Sctaremson P

@ Carrent User Logie: Swidor Carton {Daschn Corfiongd scntrisnss
& natraeting
v » " Teitar L h
‘

| St GV BO% Cowmbidirvens Ciicn  Maturn le Conaliond  Save bir L

ot 40 3U% eorrectons svd ustaded phere for

Tt

A. 60% Submission Prescreen displays
Notice Review Information tab information

@

C. Review Status Report — assists with reviewing all the steps and questions for the consultant in the

30% review

D. Task Instructions - Please complete task based on action required. Design Consultant should have

responded to 30% corrections and uploaded plans for 60% review.

E. Button options for 60% Submission

1. Select Sent to QMD 60% Completeness Check button to continue the process
2. Return to Consultant with comments of any mission issues for ChangeMarks or Checklists
(after the 30% review, this option is rarely uses)

3. Save for Later
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QMD Process
QMD 60% Completeness Check

-3
ePLAN Leviesw

—t Dy

Create Project A% Raparms Frofis  Lagowt

L3 tedrwin A e Settivggs SN Mowamt Satticng
TASE PROIECT INGTANCE  GROLP ATHGNM . STATUS PRORTY DUEDGATE  CRSATED SURTYPE DESCHET
Comans vl Contars Cortam cmam Contaera Cortars Cn . On . Contem Contym
2015-04.08
;7‘..« S
1400405
3 . Thas o (o Sest
— ™ lerphs v Desgn GMD Qs SM0S 572013 .
=h C (ogn IS Roview fwnrm Pty bosdeg A Weh  Socim  Rok1s oM - L
m% 19
T3440 9M
11 0f Y records. 1

A. Home
B. Tasks (PF)
C. Accepts the 60% Completeness Check task

Review QMD 60% Completeness Check Form

(f:'.u- ESS CHE( ) 0 ProjectFlow &

Rwrraen information

Project Name: 2039-04-08 Tesang Projects SKC v3
Project Description: This s 10 test creating o new Projact
Coordinstor: Sandia Carlton
Review Cycle: 1
WorkfiowvActivity Name: Design Review WorklomGMD 80% Completeness Check

Current User Login: Sandrs Canton (Sandiw. Camon@Eausiniucss gov)
C

The Design Consudtant has subvnitied plans for B0% Revew. Pleass pecform 8 Completeness Check for 807% Submission Upcalte the
Dmoussion Board with any ssues 10 communicale wih the PM.

Rrvmon Slatiss Repary

( ViewEdit Checkist Reme {0)

Discussion Comments

== E

DECUSION COMMENT BARTIOPANT DATETTAS

0 0of 0recorch 1

e( Complete  Save For Lasor )

A. Review OMD 60% Completeness Check form displays

Review Information tab

C. Task Instructions - the Design Consultant has submitted plans for 60% Review. Please perform a
Completeness Check for 60% Submission. Update the Discussion Board with any issues to
communicate with the PM.

w
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D. Selects the View/Edit Checklist Items (0) button

N

vk w

6.

|‘7 Workflow Review Checklist item Viewer o

+| |IChoose a comment type|

ppeRTaI e [ Choose a commuent type)

[ 80% Completeness Check
90% Completeness Check
General

1ot e
,.__.._______.o
(| Add Checklist Items

[Muh‘ Checkiist Iems for All Review Cycles| 6

& - v
. 0): 2 b @ ———— o

Save  Close  View Full Repon]{

The Workflow Review Checklist Item Review form displays
If missing documents
a. Select the Comment Type dropdown menu
b. Select the 60% Completeness Check
Selects checkboxes of any of the missing documents
Select Add Checklist Items button
In the Selected Checklist items for All Review Cycles the selected checkbox items display
Selects Save and Close to close the page and return to the QMD 60% Completeness Check

E. If no missing documents, you may add a discussion comment
F. Select the Complete button to move workflow forward

Review QMD CC Results

PRt MiTANG S audes T SOaTY s s AN T et

st
-
) Pt a2 "

( ] o ez
- X , - ol Dewpy | et e fead ‘ (L VNI
» -2 . " - St ¥ s oW,
G 2 sl o ey A TR e et

-
Pere
Zhtaz i

A. Home
B. Tasks (PF)
C. Accept Review QMD CC Results
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Review QMD Result Form

| w}e ProlactElow _A_

Project Name: 201984 08 Tastng Progecs S50
Project Description: Thin i 10 et crealng o new Project
Coordinator: Sanar Certion
Roview Cycle: |
Workflow'Activity Nama:  DasgrdRovew Wordow R ewes CVD Reaun
Curvent User Logini  SonoraiComon {Sanana Comonlausinies gov)

r

ll Tunuh lnatruotions
 hmeiunadibutdied
Plasse revims e decuasion boend andicheckiints 1or ary hysees found with e GMD 0% Completaness Chck revms

M there ere outslanding Rermrs rom revice, S8art an Ad Hoc review with the Conaulant 1o obtain missing Rema.

Y\
( ViewEtkt Chockiet tome (2} |

S | Tow

M Lot oLy LTI

0 0= 0 sesede e

e —

|
[ Compéete  Sowe For Lot 7
J

A. The Review QMD Result Form displays
Notice the Review Information tab
C. Task Instructions - Please review the discussion board and checklists for any issues found with the
QMD 60% Completeness Check review. If there are outstanding items from the review, start an Ad
Hoc review with the Consultant to obtain missing items.
Select the View/Edit Checklist Items button or select the View Status Report for items results
Add Comments for the project manager
F. Select the Complete button or Save For Later review button

@

10
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Assign 60% Reviewers Task

avien
WP PO e
- »
™ moocY AL A Gaoyr ATIT™ AN, "o Aoy CNEATID werm oonoert
= ' 13 - -
\
\
M , 9  F— oo 4717 A ST 1T AW
L —— g M st B . s e Ml N Ly i i ™|

A. Home
B. Task (PF)
C. Accept the Assign 60% Reviewers Task

Assign 60% Reviewers Task Form

Mewimn Shaties Cngre |

Project Name

Project Description:
Coordinatos

Revew Cycle
WorkflowActivity Name
Current User Login

2019-05-0)3 Testing Projects SKC v10
Taating the Progect Tad assigied 1 50% e Response
Sandra Caton

Design Review Workdow Assign 80 % Reviewers
Sondra Carton |Sencrs CartonGoustirtexes. gov)

' Tank lmstroctions G

Flasse seloct the reguired review deparments for the 60% Review from the et

Coparoment Agzigremen| Faviawar Priowity Due Dot
QMD QA Revew FrstinGroup I 1 rR | Low 06012018
for] | i Vot §oMicm of S Ay AlfieiGroup (=t v Hgh 08142018 J
AULCC {ATD}) Coordinalor FrstinGroup oy Valn Low 08052019
o g i " ma
r
Austin Yeaner (AW) FrstinGroup ¥ Low 08142019
Austiv Traves County EMS FastinGroup o Wt Low 051422019
Community Coart (O0) FostinGroue ox i Low 05142019

N e il e Y o SR S — _J-_’-—‘-J/J- -

ey (NRHUD)

Planning and Zaning (PZD) FrstinGroup w Low 05142018
FPolce Depantment (APD) FrstinGroup X W Low 08142019
Small ana Mot '.[luwma FaatinGroup - Low 05142010

Rescurces (SMBR)

e[ Begin Review

A. The Assign 60% Reviewers Task displays

B. Notice the Review Information tab

C. Task Instructions - Please select the required review departments for the 60% Review from the list.
Select the checkbox by the City Departments to review the 60% Reviewers step.

D. Inthe example we selected the Public Works (Office of the City Architect); however, the selection
of departments in the 60% Review depends on the Project Manager and knowledge of requirements

E. Select the Begin Review button to start the reviews or Save For Later button to save any changes
and complete the task at a later time

Save For LaterJ

11
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Public Works (Office of the City Architect) 60% Review Cycle #2

~_: 1D
"

3

use osct IMSTAMCY omoor 2350MM AN sy DU DTy OrLAnD Ty oesonrt

| 2083 recovds 1 2 3 4 5 nest

A. Home
B. Tasks (PF)
C. Accept the Public Works (Office of the City Architect 60% Review Cycle #2

Public Works (Office of the City Architect 60% Review Cycle #2 Form

R R T
----------

Projpect Name: 7095-08-01) Tewtnwg Progects SKI 8
Project Dascription: Testrg tve Pramct T swsgresd to 800 e Respores
Coordinator: Sercha Carlan
Reviow Cycle 0
WorkSowtActivity Name: Dosgn e WorkSow it Rrasw

User Logis  Sarxtss Caslon {Sancrn Cation Seinbries s gov)

e 1t ] X rwrrs efd (X Wy VI A0 Comtnats dvd e

Views E0¢ Coockiot fwres 00)

VowEM Chasgearan e L]

My Roview

Depertment. Mutos Works |00 uf Bre Gty Attt
Saniie Corton
Reviewed By. -\ ove Cartungarsssshones 9o
Norvhew Statum. | sdect o shkes

[Plente sfect @ statun)

Fopwssad 10 Nt Mase

Revivwer C

Rorsutonk Ths Phise
No Reviews Regured

Nostow Cycln Mistnry

& Review Complote Save For Lster )

A. My Public Works (Office of the City of Austin Architect) displays

B. Notice Review Information tab information

C. Task Instructions - Upon acceptance of task, please review the required drawings (of images) and
provide any applicable comments and status. (D and E on next page)

12
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IMPORTANT TO RESOLVE CHANGEMARKS- Select the View/Edit ChangeMarks ltems

button

E.

Ehtkﬂo\w Review Changemark Wewe:) o

-

—

1. The Workflow Review ChangeMark Viewer displays
2. Notice, once a ChangeMark is completed, Resolved displays on a green background

I e

Unresolved displays on a red background

A dropdown menu is available to use to either select Resolve or Unresolved
Select Resolve to approve the ChangeMark has been accepted
Select the green Save button to save the change to the ChangeMark alone with scrolling

across the page and enter a reviewer’s comments about the ChangeMarks
7. Select Save and then Close to end the review of ChangeMarks
D. Review Status, select the dropdown menu and select Release to Next Phase or Resubmit for this

phase

When complete select Review Completed button

Review Complete Task 60% Review

A.

5
AN L evvew
S

Terhes (PF) | Yo (P00 j
i >

T ROBCT NITANCE  GROUR AVGNM.  STATUS PRICRITY DG DWIE  CERATID SUBTYRE DRSCRPT

3 ey 2 s R0 47209
e D outar roug. . Pead Ma SE21 M 43621 M
1-90d 1 recondy 1

B. Tasks (PF)

C.

Accept the Review Complete Task 60% Review

13
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Review Complete Task 60% Review Form

m

(v conpieve vasw oo wevew) @) 7 Gl

Seview Satirs fepeet

Project Name:  2010-05-03 Testing Projects SKC v10
Project Description: Taathg tha Froject Tab asaigned 10 60%, the Reaporss
Coordinator: Sancra Carllon
Roview Cycle: 2
WoekNow/Activity Namwe: Dosign Raview WorkfowReview Compiate Task - B0% Review
Cwrrent User Login:  Sancra Carton {Sandre. Carffon{Daustniesas gov|

Task Inatructions

Review £ resuts fom the 60 Revew Process. Based on the Revew Results, the Consutant may need 10 resubirt for 0%
Comacicans. or Submil for 90%
Use the Discussion Board below to the requred sub 1o the C

« Send to Consultant for 0%, Corrections OR 90% Submission, Sdect tha 'Sand lo Cansutant drop down and e ‘Comections
Regquired - Retum 10 Applcant’ bution

« If the Reviewer needs 1o make Comections to their Review, Sakct % Tntemal Corections” drop down, select the Group 1
perform accther Review, and choosa the 'Assign intemal Comectiona’ bumon

« To Terminate the Workflow. Sekect the "Tarmnate YWorkfow' drop down and the "Terminate’ bution
Select the Next Step: Sand to Consultant )
4

ViewEdk Changerank Tiacl Caacting St Hams {3)

Axsign Camection Terminste Werkllow — Baymvnd By Sl s Complithn  Bevhrwar Comments Sand Back Tn
Pubic
Works v: Risbesassenct . -
(Oficmof | - "S.mdm Cartion 1o Adex! Yexn Al ChanpeMarks -
the City | Sandra Canton@austintoxas.gon | b, Ll » raschved vill
Arckiind)
Descussion Comments
A3 Corvevent
Show 5 - reconds
a Comecticns Requisd - Regan kdmrw) Turminae Workfiow Save For Latar

Review Complete Task 60% Review displays

Review Information tab

Task Instructions

Review the results from the 60% Review Process. Based on the Review Results, the Consultant may

need to resubmit for 60% Corrections, or Submit for 90%.

Use the Discussion Board below to communicate the required submission to the Consultant.

1. Send to Consultant for 60% Corrections OR 90% Submission, Select the 'Send to Consultant'
drop down and the 'Corrections Required - Return to Applicant' button.

2. If the Reviewer needs to make Corrections to their Review, Select the 'Internal Corrections'
drop down, select the Group to perform another Review, and choose the 'Assign Internal
Corrections' button.

3. To Terminate the Workflow, Select the 'Terminate Workflow' drop down and the 'Terminate'
button.

Selection of dropdown menu as mentioned in C above

Select Corrections Required — Return to the Applicant, Terminate the Workflow , Internal Correction

or Save For Later

14
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Consultant Submission Task 60% Review Complete

-]
PLAN Feview
B Croate Project AR Reports
m Tasks (P01 | Projects
2 Retresh @A Save Ser s "
TASK PROJECT INSTANCE GROUP ASSIGNM STATUS PRIORITY DUE DATE CREATED SUBTYPE DESCRIPT
Contare, m Conkains Contare Contans Cortains Contare On on Contars Contons
Ic:lmqin:
=L C Toyoet Congant  FrstinGeoup  Pending b Medum UYL 2% ‘rﬂé.“h
Fcin&n;,e
1-10of 1 records 1
A. Home
B. Tasks (PF)
C. Accept the Consultant Submission Task 60% Review Complete
The Submission Task — 60% Review Complete
TASK - 60 J ProjectFlow Hi

B Review Status feport Add Design Team

Project Name:

Project Description:
Coordinator:

Review Cycle:
Workflow/Activity Name:
Current User Login:

2019-05-03 Testing Projects SKC v10

Testing the Project Tab assigned 10 60% the Response

Sandra Carlton

2

Design Review Workflow/Consultant Submission Task - 60% Review Complete
Sandra Carlton (Sandra Carlton@austintexas.gov)

Task Instructions

Inchuding them. The review period will begin once it has

Manager may request additional coples.
90% Review Submission

g y released
2. Drawings {1 PDF and 1/2 sized hard copy)
3. Project Manual (1 PDF per Volume)
4. Final Geotechnical Report(s)
5. Final Geotechnical Baseline Report {GBR)
6. LEED or Sustainability Checklist
7. LD Calcutation Form
8, Additional Parmits Required
9. Response to QMD 60% Comments (Excel file)
. Consultant QNVQC CommentsiResponsas
11. Cost Estimate
12, Easement Provisions
. Phase | Environmental Site Assessment
. Variances Required

If you have not inciuded all of the listed documents with your project submittal, Indicate In the *Ciscussion™ section the reason for not
verified all required documents have been submitted. Only the half-sized
set of drawings should be submitted in both hard copy and electronic format. One hard copy is required, but the Project

A. The Submission Task — 60% Review Complte form displays
B. Review Information tab

C. Notice the Task Instructions - If you have not included all of the listed documents with your project
submittal, indicate in the "Discussion" section the reason for not including them. The review period
will begin once it has been verified all required documents have been submitted. Only the half-sized
set of drawings should be submitted in both hard copy and electronic format. One hard copy is

required, but the Project Manager may request additional copies.

15
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D. Notice, the 90% Review Submission
1. All documents properly released

2. Drawings (1 PDF and 1/2 sized hard copy)

3. Project Manual (1 PDF per Volume)

4. Final Geotechnical Report(s)

5. Final Geotechnical Baseline Report (GBR)

6. LEED or Sustainability Checklist

7. LD Calculation Form

8. Additional Permits Required

9. Response to QMD 60% Comments (Excel file must be saved as PDF to download to ProjectDox)
10. Consultant QA/QC Comments/Responses

[Eny
=

. Cost Estimate

. Easement Provisions

. Phase | Environmental Site Assessment
14. Variances Required

=
w N

All required files must be uploaded or sufficient reasons for missing files

To Start the Next Revew Process:

TO START THE NEXT REVIEW PROCESS: )

» Review the Disoussion Board comments based on 30% Revew Resubs.
« Roview Changamarks mads by sakcting the "ewEdt Changemark Bams' button

Bucbeam commants.
» Raview Checkist made by sekecting the "View/ Edt Checkist iteens’ buticn

&V\n\ﬁm Changemean (leems (2) ) View'Edi Checkist Items (3)

Project: 2019-05-03 Testing Projects SKC v10

Selact dastination folder for fikes
J

FENEE

Discussion Comments
Mk Comment

DISCUSSION COMMENT PARTIIPANT DATETINE

0 -0 ar0 recorcy

a | have uplonded all required o:c.:mm:)
F Submission Complete | Save For Later

Departmont Ruviewes By Status Reviewer Comments
Pubkc Warks (Office of e Sancra Carfon Roleased to Next  All ChangeMarks
Ciy Architect) Sandra CamoniDaustinass. gov Phass resoived vi0
Task Instructions

« Bazed on the feecback, submit plans for the 90% Review Cycle, OR sutymi corrections far the next 6% Review.

Sedect documents Tolder, hen salect fles 10 uplcad to seteciad Tolder, Repasat until &l reguired submisaion fles afe uploaded Plkasse
select “Upload Complets - Notify the City of Austn® enabied by first seecting checkbox "Upload Task Complete®. (bottom of page)

o Review Commens made in Biusbeam by opening the Bluebeam Comments folder, If there is no fle in the folder, there are no

recards

A. To Start the Next Review Process displays in the middle of the form

B. Notice the View/Edit ChangeMark Items (2) button (the ChangeMarks are resolved in My Public

Works (Office of the City of Austin Architect) above)

16
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C. Ensure the Documents folder has all documents based on Discussion Comments and
ChangeMarks. Uploading more documents is the same as the original request
D. Review Discussion Comments and prepare to enter needed response comments

E. Be sure and select the checkbox E by I have uploaded all required documents
F. Select Submission Complete button to send the project to the 90% Reviews

Process continues to the 90% Assign Reviewers to determine if the Design Consultant submitted acceptable
files, OR, submitted corrections form the 60% Reviews.

17



