City of Madison Engineering Facilities
Management Construction Bulletin Process

A/E Project Manager-Upload and submit CB for Review

Browse to the CBs In Review folder. Upload file with CB# in name
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Select the only Approval workflow option. Type CB # for Review Name:

Submit for review
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Hit Send
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We're initiating your review. Email notifications will be sent when the review is ready.
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Reviewer-Review CB
If you are a reviewer, you will get an email. Follow link and select your review response.

IF you do not have the email, the review form can be found in the Docs module and then Reviews
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If you review as key reviewer, the review will advance to the next step without others reviewing.
If you review as an optional reviewer, the review will await other reviewers before advancing.
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Click submit review to advance or send back initiators. Provide comments as needed.
Repeat for all subsequent review steps.



Project Admin-Publish CB to Sheets

When you receive Final review notice, publish only the plan sheets in the CB to Sheets and/or
Specifications. Do not publish the CB’s narrative

Save file back to the Build module in Project Files>1-Contract Docs>GC Contract
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Click Submit Review. Click Submit again to notify all other reviewers.



