PROCORE

Create a Transmitial

Objective

Ta credle B Imnsmitlal using the pojoct’s Trensmillals e,

Background

In Procve, a famemilta' s 2 meord that acks mech like 3 packing slip 1o record the docurmants, dawinge. goods,
malzrialy, samples Fpplics that ars rAnsfemad berwsan aniliss on 2 prajack,

Lizmy 1he pryje's Trantmilals oal, you @0 creain o moord of pregac] infermation 1hal has been s501 ke others via B
and thlppmg channels. When you create a fRnsmillal and amail a2 copy of it o your recipents, al of tha informetion i=
=Rlured am stered wilh your Procore pmject. including the names of tha sendar. recipient, snd any relawant detas. Far
geamnle, perhaps 3 weer's smal gestam is davwn and the oaly way b3 5erd Bn offkial response |6 vlafas or e phore call.
In suwch cases, you would want bo ereaie 8 transmittal in cedar 1o kaap drack of tha eorresponderce, &0 8 hleiorkecal recornd
is awallable for asdit pumka=as In Procora.

Things to Consider

« Eequired Usey Parrmlzslon:
= To reats 8 tanamital, “Standerd’ or "admin’ level permiasen oh e preject's Trananiiialz aal,

= To be added 1 mhe 'To'or 'Cc’ fald'z of @ framaminis), the peraon muat exlst Infhe Frojacd Diractory, Ses Add 2
Uzen Agcounl fo Fe Projesl Oieclor.

Steps

reate a Transmittal

1. Navlgale to the projecl's Tranzmitaks [ool.
2. Llick Creale.
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d. Conlinue wilth fede Lleps:
o SAdd Ceneral lafarmallon |o the Transmillal
» Add items 3o tha Traasmullal

Add General Information to the Transmlttal

1.

Senall ke Ganeral Infarmation.
Cormgata tha datia erimy a5 followa:

Humber: Procore aubomalically azsigns numbers i ey ranemitale eaquential oodar. Fou ray change Hs
humnbier 28 deslred. However, duplicate numbers are not parmedtad.

Subjecd: A descripllve sulgjecd for lhe trangmilkl,

Te: Selact peopla or disfrlbwion groups fram (he pojects Diedary, This aclion assigns 1he Ansmital 1o tha
nemed Indlwduels. If yau shoaee Lo ¢lick the Creale and Email bolon (or "Save and Email' if yau ara an
WAdmin’ usar adlUng an eslElng Wangemillal), Ihe syslem will auomaticaly smail a natifeslion ebou tha
ranemitiel ke tha reclpleats,

£4; Balbct pespla or disricauthon groaps from 4be projects Direclorg. This adion carkon copias tha irasmibdal
ke 1he narmad mdladusls. If you chocse b3 Slick e Créale and Emadl button (or '"Bave and Ermail' if wou ara an
YWdmin' user adiing an asleting ranesnilal], 1he aysliem @il aulomatically email a nobifcalion aboul tha
ransmitie! b3 the reclplents.

Sort Via; Skl AMachad b altach anilam Trom Frosoee o e ransmittal or Coier Sepasde Cover, [F you
salect Unosr Separata Cower, you cBn BI90 62iact ane of 1we oplions: Emad, [JF Mail, Hand Devary,
FedCix, UPS, OHL. Exprase ifal, Mas, end Chher

Private; Mark 1his chackbox to hige tha transmntlal froon everyone except ‘Adme’ level users, dosignaled
wsers n tha "To' and 'Ce' fields, end membera of 1re cefaul dislribdion group (see Coofouie Advianced
Satings: |ransm.lals).

Submibtcd Forz Mark tha checkboxas that coreegand b INe reasan the ransmillal is being sabmillod, oy
heve these choices: Approval, Your Lse, As Raguesied, Revew and Corerent, & Fudber Processin,

Atlion as Noted: Mark the chodkdboxes that correspand Wo ha desirad action. You heve thege chaices: Tuf
foe Sgratlie, Aoproved a5 Submilied, Aporavad as Mofad, Swhml, Resubmiitad, Refuraed, Fedlrmed nr
Correciors, Aemimd, ki By, RPCailved, Rscefrod 58 Moted, and Seld Gode. (hkoda: Itz recammended Ihal
you wiark wilh your projects managemenl ta dafna the propar use far each of these Jefaull aclions in your
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“n4EFnnmentl].

2. Canbinue wilh A0d [tEME 0N | raneqita),

Add [tems fo the Transmittal

1.

In e Maw Transrdilal page, scrall dowl s he Ik ares.

2. Gelect an iem from the Formal drop-gEcs llat.

Mpfes:
= au

ea1 Bdd mulliple Ikems o 3 Iransssial.

= ‘When addirg ltama bz 8 ranardbal, Ue eysdem lals you abach srolipke liles at once for Ihese
lommaly Docwmorls. Fars, Fmls, Samgas, ard Shop Devangs. Sas How do 1 alach mullip'e files at once
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Cepanding on tha Pracare taols hel aee enabled Inyour epviraimenl, yeu may have thess cpligns:

Atle Siock: Select tis opticon o creale B ransmidlel Tor eny alic =tcck Then enter & deacrlpilon, aelsot &
dais from the calandar. and enler the numtbar of coplas.

&:Psx; Snlect lhis pplicn 1o creake a tramsmiltal for @ compact dise. Then emier 8 dascnphan, gelect B data
[mom 1 calendar. and snies ha numicar af capiss.

Commitmgnt Canirect; Scec| {hiz cption io coeate a mnsmittal for subconiract (Bae Create o
Aunconteazll, Negt, sead a subcardract fom 1he Dascription list, tha dake of the euboantact |6 cepured
auicmalically. and than enlar a numbsar of coples.

Communication: $eloct his opdion ko creals o transmilsad for an amall message Intha wroject'e Emalls
[anl,

Oocumaonk Vhen vou select Ihis oplion, Sk sysiom promets veu 1o sabacl a document from 1he project's
Dorumenls toal.

Qther: T treale 2 differént Lype of submilkal, select this oplion, Then snler a desmnption, e8lect a data
[mm ihe @lendar, and ender a number of copies,

Flans: Z&fec! fhis oplion lo creals o [mremitla [or 2ny onstmdion plans, Then eniee a descriplion,
altach ary fikes U2 lhe itsm, seted] a dale fmom Ihe @lendar, and antar a numear of caples,
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' Potantlad Change Order: When you Selest s olon, e ayetam prompds wou 1o eslact B potenlial
change oroer from the projects Prime Cantracls (ool

» Prime Comtratt: When you salecd his optran, tha ayatam grample yau b 68lect a contrad line item from
the projecd's Prame Canleaets lool.

= Frinkz: Salecl this apion o create & trenemitial for peints. Mest, arer a desoriphion of Ihe prinl{s), attach
& Me of the prind, selest & dete irom the calerdar, and entar 8 number of copias.

= Punch Llet barn: YWhan you salect 1his option, 1he syslem prempds voi lo select 2 puneh fisl ilem from
the prajact's Punch LIt too.

« Purchase Grdar Contract; Selecl ihis pption 10 creale a tran=mitlal for & purchase order [9ee Creals g
Jurchasn Jmier). Than select a purchase order from the Descriplion list, 1he syalam a3 the data
autormatically. end emMer 8 number of coales.

» RFEWhen yau seéacl 1hés aption, the syslem prempds you o 2elect an BF fmm e prajact'a KFla pal.

= Bamples; Seled this oplion b creale & lbensmilkal Tor 2 semple. Thes lype & desoiplion of the sempda,
altach a fla |0 ithe Hem, seled 2 dale from 1he esalendar, and enter o nember of opies.

r Shop Orawings: Selacl his apdion 1o creeds 8 Tranamitital fer ahop drawing. Than bype & deacriplion of
Ihe =hop drawing, allash & e |o Eha e, selecl 3 deds i the calendar, and enter 3 nurmbear of caplea.

= Bubmitial Log: Salecl Ihis option 1o creale 8 transmittal 1o & submiltal. Than selact 8 submittal fram 1he
Oescrigtion lst and specify the nurmber of coplas.

« Subvmibtal Peckage: Whan vou ealect this aptian, e s4:1em prsmpls you be seles 2 submitial packagn
1rar tha praojact's Submittals. tanl.

3. Clck Add.
Mate: I pou altadied mullige Giles (o e Ensmitial, sach fle is added as s separale line L&

4. Fepeal tha glapa saove (o did adaiional ing ilems.
Tha ilustration belmw shows vow an axampa af & completad lb@ams area.
Node: The aystern dogs NOT pamil yow b edib exisling Nems, IF you need (o camect an iam, €lick the RED ' to
rrlate it. Then add tha ilem again.

R, Comirwa wih &dz Commenis s thr Tranes@nillal,
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Add Comments to the Tranemital

1. Inthe New Transmitlal pege, scmll b the Gommanls ares.
2. Type any addilional nfermalion about the iransmitel In ha Cammanes b

3. Contlnue with Lreate or Cragks 3nd Secd he Trarnsonilll,

Creale or Craata and Send the Transmittal

1. Somll kg the bottom of the Mew Trananlked pege.
2. Chaoase from ese aplians:

= Tocreale the Irangmitial wilkout sanding an smei 0 the peaple l3ed In he 'To' and "G fipkls, cick Creata,
R

= Tacrpale tha Irensmidal end sand en emel nolfcedlon (o the people lislad in the 'Te' and 'Cd fieke, oick
Create and Emall.
Aales; Allor a1 Iransmittad is created, tha syelam makes the Relaled Hems Emals, and Change History tabs
visibia. Tha Emalla 1ab gives users the shilily 1o [arsard A transmittal ta sthar project leam members, See
Farveard g Tmingmitlal By Email,

Mexi Steps

+ Add Felyled llonis g a Trnsmibdg)

See Alsp

« Edit a Trarsmlitial

« Email a Transmi

» Sear: TrnsmiHals

* Oelels a Tiarsmnittal
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