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Pro s Do iewe
ﬂl Deliverables Management o
Projectilise Deliverables Management
5
Incoming Outgoing Drafts New RF
l :YS'IJ\Vc:‘:J'MT) . p New General Correspondence  — )
U C-5 Start LAP 08/16/2023 11:01 AM For Approval No acknowledgement is required from you Acknowledgements
11
No TESPONSE IS re ! ired from y.’)‘.\ RNpGM(‘i
feopents | Doumerts | Shetg Regones 1.Subject — like an email
Project  SESSSST Locally Administered Training Project - Stawnton District 2 Purpose - for approval’ reVieWY or FYI?
1 3.Confidential data included - sensitive info?
" e LT 4.Distribution rule — the submittal
& 3 iy 5.Comments — like body of an email
-0 6.Classification - match the Distribution rule
7.Cover Letter - Ignore
* Distribution Rule (D.R.) is the submittal.
* D.R. auto sets recipient, response time
6 cussmaen © . * Select “No Distribution Rule Available” as
7 cowriner B ——— the “Classification” if D.R no applicable -

Leave D.R.as “...”

Updated 10-10-2023
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| STEP 3: Review the “Recipients” Tab

555555T

e -
mx Home Virginia DO Assets Project: -
LD s o ) 555555T Locally Administered Training Proj.

Deliverables management > Drafts > 555555T-TR-000(

1= Transmittal draft
, 1D 555555T-TR-0000041

*Nothing to do on this tab. “Recipient” is
auto populated via the “distribution rule”.

General Documents Scheduling Responses
1 *Do not add more VDOT recipients unless
. prior agreed upon by the VDOT District.
Recipient Ack Resp  Comments

& Lloyd Arnold

| If Adding More Recipients

Add recipients

D I T showall 2 -

Show extermal (0}

O Recipient ~

Show internal

Aaron DeLong Virginia DOT
) Shionw 3l (116

m Allie Blackwell Virginia DOT Apply filter A

(m] Andrew Nagle Virginia DOT Obse

o Andy Powell Virginia DOT Obse

5. S | 1.Click I button

2.Change filter to “Show all”; click
$ 3.Search or scroll to locate recipient
X 4.Select a name
5.Click button
il 3 ) LY sowan 2 6.For each, mark an action for the added
Recipient ompany recipient; default is “Ack” and “Res”.

4 Jeffrey Wyatt Virginia DO Project Manager
*For efficiency, click only after
having selected all additional recipients.

*Click box left of recipient, locate the

9 “remove” button - to remove a recipient.

6 Recipient Resp
Do not use
a Lloyd Arnold Default

Bekalu Abate Added
Marshall Hartless Added .

marshall hartless@vdot virginia go
Jeﬁ‘rey Wyatt Added . Updated 10-10-2023
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| STEP 4: Fill out the “Documents” Tab

e g » Dl » 5 i
Trensmitaldrft
IDSEEESERANC

- Upload Individual Files (Your Computer)
e Becpients cecuing  Restonss

Nodatuments have been uploated yet = ¥
OU\;\mnz\; peckege contaring e s or oz fles civduely. 1 . Se|eCt d rOdeWH a rrOW

Do not click unless adding
documents directly from PWE

Uialand s 7 Liuaa
Upload a ZIP package
Whenyesrest-oua a3 rgrone ¥ b gone

2.Select document(s) from your computer

Dsatineensig e oo, e b ot e eon

@ fovwscp sl
B tortsdrurtat e e e

3.If you do not upload all of your documents
at one time, to add more, ﬁ,l will need to

use drOdeWH Add new documents

h
* . .
o ” It may be more efficient to drag-n-drop
pen . . . . .
files directly from its location into
voA » ThisPC > Desktop » training v @ P Seachtraiing documents window
Organize = New folder =-m @
Name 2 Date modified Tree Size
» @ OneDive - Comi
) 0246-053-Red, CI01_01K(03) paf PDF Document 375KB
v [l ThisPC .
1B 0845-053-Rad, CS01_01K(D8) pef PDF Document 15268 Do not use - Up|oad a Z|P package
7 A Desktop 35 Blank Project Review Comments Sheet W... 6/28/2023 936 AM Microsoft Word ... 3168
> 3 Documents
5> Downloads
> @) Music
» Pictures
> [ Videos
> 5 Windows ()
> g Jeff Wyatt (v
File name: | Blank Project Review Comments Sheet Word (For Training).docx v| Al Files (*.7) o

b cnce

IDeliverabies managemert > Drafs > 553555T-TRO00004

Transmittal draft
1D 555555 T-TR-0000041

General Recipients Documents Scheduling Responses

Add new w:urrentE W New folder

A Blank Project Review Comments Sheet Wor

For Training).docx

Updated 10-10-2023
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afs > 55555ST-TRO000041

Transmittal draft
1D 555555T-TR-0000041

1.Select @ to send the transmittal after

you review all fields in the General,

*indicates required fields

Recipients, and Documents tabs.
. O confnt g i © *The transmittal will not issue:
Distribution rule | Approval - Invoice and Reimbursement v e 1) if a” the required f|e|ds incomp|ete

o when a document is not attached

Classification * 5 start LAP v

(13
covrieter [ T Cos Lt D+ Tans Coe Lt 4D Do not select the up arrow “Send for
review & issue”. Just click

Send for review & issue
“ ‘ Save draft Close m

confirm issue X 1.Before selecting to send the

transmittal, optionally view the cover letter.
You are about to issue the package.

Before you proceed, you might want to review the automatically generated transmittal 2.The transmittal is issued after selecting

cover letter.
!

View cover letter

2 * The transmital has now been issued, the
—— system automatically generates an email
Confirm ‘ Cancel ‘ from noreply@bentley.com that is sent to

the VDOT staff identified in the “Distribution

Rule” and any other selected recipients.

LOCAL ASSISTANCE DIVISION - TRANSMITTAL COVER LETTER \v D DT

TRANSMITTAL DETALS SENDER

wo SSEHST Lol Ao Traing roect [e—

Transmittal Number. §5558ST-TR-0000041 Issued by Jeffrey Wyatt

Subject Fill in the Subject - It is a required field Email: |aff1 wyatt@vdot virginia gov
Purpose For Approval

Comenton ek sokyed

Iesue date: 2023 Soptombor 07 10:40 AM

i A T e I T

Response due date: 2023 September 14 10:40 AM (GMT-04:00)

coues

Add Commans as needec.

RECIIENTS

[Rocipient nama Rissponss raquil Comments [Compary Rocipin 6 [Emai
setiey Wyatt VES 1 Virgiia 00T Project Manager [ w3t g o
DOCUMENTS
o o File narmo Verson —[Stais [Bosciption [Fils paih
Blank Project Review Comments f
1 S Wer o T Blank Project Review Comments Shest Werd (Far Traning)cocx

Updated 10-10-2023
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