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ProjectWise Deliverables Management

Receiving and Responding to a Transmittal (LAP Projects)

STEP 1: Locate the Email from Sender “noreply@bentley.com” ‘

1.Within the email, select M_

ProjectWise Deliverables Management * g not Iogged in, you will be required to
0 So.

* If already logged in, PWDM will open

1 directly to the task that was sent.

M X - Do not select m

Hello Jeffrey Wyat,

To view it, click the button below.

Submittal details
Package ID: 555555T-TR-000004
Project: 53555ST Locally Adrinistered Training Prefect - Staunton Distict
Subjoct: Fillin the Subject - 15 2 required field
Purposa: For Approval

STEP 2: Select the Green “Acknowledge” Button [N

555555T (=]

e gemens > Incoming » SS5SASTTRG0000HT
. 1 o I
2L Fill in the Subject - It a required field == . 1.Click

I 1D 555555T-TR-0000041

e ferplre | poomers —— * To “Delegate” or “Reject Package”,
Project 55555ST Locally Administered Training Project - Staunton District Select the n to find thOSe options

Subject Fill in the Subject - Itis a required field

Issued by Jeffrey Wyatt <jeff1.wyatt@vdot.virginia.gov>

Issue date  09/08/2023 9:23 AM

Purpose  For Approval O view History
Commen s Add Comments as needed. <
Classification -5 Start LAP
coverletter [/ Cover letter - 55555 T-TR-0000041 pdf o«
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STEP 3: Click “My Response” Tab (or Click “Start Responding”)

B
3, oo ;
3
S}
<
o

1.Select “Review Document”

2.Select “Additional Reviewers”, if needed
3.Add attachments, if any.

4.Make a comment, if any.

! <oy 5.Select a response to the document.
Review document, mark Inaccuracies, send response Response * Op“ona”y use PDF Mark-up t00| |f
0 o 4 document is a PDF. All other formats
— require download, then mark-up with
(T oo |0 application of your choice (ex: “Blue

Beam”), then attach marked up
document.

‘ 3.1 Example PDF for Mark-up Tool

0846-053-R84, C501_01K(05).pdf

] B 5% O @ O & View Annotate Shapes Insert Measure
® £ 2 @ 0 2

Looun. county -iz051 237-8821
0DAS0TS0. - oo

[ oot i3 0en EROSION & SEDIMENT CONTROL PLANS
(PHASE 1)

Updated 9/8/23



\DOT

(PWDM)
ProjectWise Deliverables Management

\vDaT

Receiving and Responding to a Transmittal (LAP Projects)

3.2 Example Add “Additional Reviewer”

General

Recipients

App 5-A 2021 (3).pdf

My response Additional reviewers Attributes

Documents Responses My response

1

You have not added any additional reviewers yet

(=

Jeffrey Wyatt

ewers X

if you want to collect feedback from internal project team members - add them as Additional Reviewers. Once their responses are
received - they will be automatically copied into your submittal response draft

or @
a
4 bekalu.abate@vdot.virginia... Observer (o}
jeff1.wyatt@vdotvirginiagov  Project ... .
v

5 Add selected Cancel

1.Select tab “Additional Reviewers

2.Click

3.Search / scroll for “Additional Reviewer”(s)
4.Select a name(s)

5.Click button

6.Send request to “Additional Reviewer(s)”

*“Additional Reviewer” comments get excluded
if a response to task is sent prior.

*For efficiency, click only after having
selected all additional recipients.

*You can mark an Additional Reviewer as the
“Consolidator” for the other Additional
Reviewers. Then that Consolidator would
respond back to the (PC) for the entire group of
Additional Reviewers

Subject

Due date

Message

nal review 6 ><

Additional review requested by Lloyd Arnold - test confidential to see where it shows up as indicated as ...
Bekalu Abate, Jeffrey Wyatt

10/30/2023 4:46 PM

Please review this document per LAP Manual guidance

Send request Cancel
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3.3 Add Attachments

_—— o v e Upload Individual Files (Your
Computer)
Review document, mark inaccuracies, send response Response

1.Select dropdown arrow ﬂ
0 oo 1 Do not click “Browse” unless adding
documents directly from PWE

openissues

‘ Review document (7]
2.Select document(s) from your computer
& ope * * It may be more efficient to drag-n-drop
B R0 Duip » wsiing v G| R sk files directly from its location into
Organize »  Newfolder =- om0 documents window.
Name. " Date modified Type Size

> 4@ OneDrive - Comi

B} 0846-053-Re4, C01_0TK(0S).pef POF Document 75KE

v [l This PC
" B} 0846-053-Re4, C01_0TK(06).pet POF Document #5248

Deski
7 Desitop 7 Blank Project Review Comments Sheet We.,  6/26/2023 9:35 AL Microsoft Word D... 3NK8

> & Documents
> & Downloads

> @ Music 2

A Pictures

1 Videos

s Windows (C:)

5 Jeff I Watt 0w

File name: | Blank Project Review Comments Sheet Word (For Training).docx v‘ All Files (%) v

Ly Conce

STEP 4: Click “Send Response”

- Dropdown with available Response types.

Ol e : Must select a response type for each

DI omosm o onon document that you want to send back. If not

Moo I —— gy - 2 ready to send a response, do not select a
Review document, mark inaccuracies, send response Response | @4 § response type.

Comment Comments s

0open
0 closed
acmencs [ srowe | - Use blue “Send response” button to send a
Review document (2]

single document.

Additional reviewers  Add.

Use green “Send responses” button if
you want to send a response to multiple
files at once.

Sendresponses  a
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Response for one document is ready to be sent

nt responses will be locked from editing. If you need g your response
after it has been sent, please contact Jeffrey Wyatt (jeff Iot.virginia.gov)

sance!
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