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	ENGINEERING DIVISION SOP NUMBER ???


Writing Review Comments and Response Annotations


for Persons Outside of Engineering Division





1.	PURPOSE:





	This SOP covers the writing and annotation of review comments using our PCWARMS software.





2.	APPLICABILITY:





	This SOP applies to all personnel reviewing or doing design work outside of the Mobile District office.





3.	REFERENCES:





	None





4.	RESPONSIBILITIES:





	Maintenance of the comment databases is the responsibility of the Project Support Section.  Individual designers/reviewers are responsible for responding/writing comments by the suspense date in the PCWARMS software, exporting their comments as a *.cmt file, and e-mailing the *.cmt file to the Project Architects/Engineers.  Project Architects/Engineers are responsible for insuring that all reviewers/designers have written or annotated comments as required prior to printing or otherwise transmitting to the customer.





5.	PROCEDURES:





	a.	All comments and responses will be written in the Mobile District standard PCWARMS software.  This software can be downloaded through the Mobile District Homepage at www.sam.usace.army.mil/.





	b.  Using file manager, create a subdirectory on your hard drive called PCWARMS.  From the Homepage, go to Services, Engineering, PC Winarms Self Extracting Zip file, and click on PCWARMS.EXE to download into the PCWARMS directory.





	c.  Once the software has been downloaded and the self-extracting file run, the software must be installed on your machine using setup.exe located in the setup subdirectory under PCWARMS.
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	d.  Click on the PCWARMS icon to start the software.  If no icon appears on your screen, go to file manager and double-click PCWARMS.EXE.





	e.  When the program screen comes up, click on file, create project.  Give the project a filename and hit the “OK” button to bring up the project phase screen.





	f.  Click the “Add Phase” button and type in the phase name and due date.  After finishing, click the “Save” button.  The phase and due date should appear on the project phase screen.





	g.  To begin entering comments, importing comments for response, etc., click on the phase and hit select (or just double-click the phase).  This will put you in the comment information screen.





	h.  To enter review comments hit “File”, “Enter/Edit Comments”.  This will put you in the comment screen.


		1.  Hit the “New Comment” button at the lower left corner of the screen.  This should put the date in the upper left of the screen.


		2.  Click in the Last Name block and enter your last name.


		3.  Click in the office symbol block and enter your office symbol.


		4.  Click in the discipline block and enter your discipline.


		5.  Enter the page/sheet you are commenting on in the page/sheet block.


		6.  Enter the Room/Detail or other information to further clarify where in the design package the comment is applicable to.  This information will help the designer zero in on where the correction needs to be made and help you backcheck later.


		7.  Click in the comment block and write a clear, concise comment which states the problem and gives direction toward the solution.


		8.  VERY IMPORTANT!!!  After each comment, click the save button at the lower right corner of the screen.  Failure to do this will result in lost comments.


		9.  Hit new comment and repeat process for all subsequent comments.


		10.  After review is finished, export the comment file in *.cmt format by performing the following procedure.


			a.  From the Comment Information screen (first screen after selecting phase), click on “Advanced”, “Export Comments to *.cmt”.  Give the program a filename, choose a destination directory, and hit OK.  The software will create an ASCII version of the comment database which can be attached to an e-mail and sent to the Project Architect/Engineer.
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	j.  To import review comments for annotation, go to the comment information screen (first screen after selecting phase).  Click “Advanced”, “Import Comments from cmt”.  Follow the instructions.


		1.  To enter a response annotation, click into the comments from the comment information screen by double clicking on a specific comment or by hitting the “File”, “Enter/Edit comments” option.  Click the Edit comment/response button at the bottom of the screen, type your annotation in the Response block, and hit “Save”.  IMPORTANT:  If you don’t hit save, your response will be lost!!!





	k.  Other operations should be self-explanatory, but if there are problems call the Project Architect/Engineer or the number listed on the PCWARMS page where the program was obtained.





	l.  Acceptable comments define the location and exact nature of a problem.  If possible, offer an acceptable solution to the problem.  For example, “Hose bibb shown on column line E-3 is in center of doorway.  Relocate.”  The reviewer’s name, discipline of comment, and sheet reference number shall all be entered in the comment header information.





	m.  Acceptable responses indicate where and how the problem was corrected.  For example, “Hose bibb moved from center of doorway to column line E-2”.





	n.  When review comments are recieved by the designer (in-house or A/E), an initial annotation may be required by the designer such as in-scope, will comply or out of scope, send money.  While this is acceptable for the initial coding, this type of response is unacceptable for the final disposition of the comments.





	o.  At the next submittal stage, the final annotations from the previous review shall be submitted with the design.  This will allow reviewers to verify that comments are being incorporated, or give them reasons why they are not.
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