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SUBJECT:   SUBMITTAL REGISTER – VARIOUS COMMENTS 

PROCEDURES:    

1)  SPECIFICATION SECTION NOT IN RMS  - Users can now add the sections if they are not in the library.

2) CAN’T ADD TRANSMITTAL – Go to ADMINISTRATION, CONTRACT SETUP. Make sure that the check mark is OFF on the question: Will contractor use RMS QC Module? 

3) CHANGE ACTION CODE ON ITEM THAT HAS BEEN LOGGED OUT – Remove Date Sent To Contractor, change Action Code, re-enter Date Sent To Contractor.

4)  REMARKS TO CONTRACTOR – Remarks to contractor address all items submitted on the transmittal. When a transmittal contains more than one item, enter your action code on all items before doing your comments. To enter your comments, use the EDIT button, then the LOOKUP button and select the “LIST ALL ITEMS SUBMITTED”. This will put the item number and action code for all items submitted. Then you can enter the specific comments that apply to each item underneath the appropriate item.
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