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10 Portal - Submittal Uploads

1 Click "My Items"

https://scribehow.com
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2 Expand "Engineering - Capital Improvement Projects."

3 Click "Upload Submittals."
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4 This will open up the current categories for submittal uploads. At this time the list
cannot be sorted.

To find a particular submittal category utilize the web browser's search function.
For example using a computer you can open a search option a webpage using Ctrl
+ F and entering a keyword or numbers to search the webpage.
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5 To upload a submittal document, click "Browse."

6 Navigate to the file for upload.

Portal also allows dragging and dropping a file. Be sure to drop within the correct
category.

File naming conventions should include the year, month, and date at the
beginning followed by a descriptive file name and if appropriate the version.

Example: 20250113 CityView Submittal Upload Manual.pdf

Portal will accept most files except Word (.doc or .docx) files. If you need to upload
a Word document it must be saved as a PDF before uploading.
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7 You may add a description or comment for the document uploading in the
"Provide a short description of this set of documents:" field.

8 Multiple files can be uploaded to one submittal category.
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At this time it is recommended to only upload to one submittal section at a time.
There is a bug in the software that can cause issues when uploading to more than
one section at a time and you may receive an error. This is planned to be fixed in
April 2025.

9 Once all items have been added to a submittal section and descriptions and
comments have be made, click "Upload Documents."

10 Continue adding files to submittal sections and uploading them for each section.
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11 To upload a new version of an existing document, click "New Version next to the
document.

12 You may add a description or comment for the document uploading in the
"Provide a short description of this set of documents:" field.
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13 Once the new revision(s) have been added and descriptions and comments have
be made, click "Upload Documents."

14 Use "Upload Additional Documents" to add documents that do not have a
submittal category or are not related to submittals. To do so click "Browse" and
navigate to the file(s) to be uploaded.
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15 If you are uploading additional documents please include a description of the
file(s) uploaded in the "Provide a short description of this set of documents:" field.

16 Once the additional document(s) have been added and descriptions and
comments have be made, click "Upload Documents."
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17 You may see the files turning green as they successfully upload. Once all uploads
are complete a popup will notify you. Click "Ok."


