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1- Navigate to the review package utilizing the link in the notification e-mail, cliking on the Record in 

your PM Web Workflow Inbox, or utilizing the navigation process below. 
2- Click FORMS on the menu button on the left menu. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3- Under FORMS, click on the Plan Review record. 
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4- Select the project to be reviewed by using the Projects dropdown menu.  The menu can be refined 

by starting to type the name of the project. 
 
 
 
 
 

5- Select the design package from the generated list.  
6- Select the Attachments tab, then select the construction drawing set or specifications line item to 

review. Note: Right click on the attachment and select download. 
  
 

 
7- To add comments, click on the Main tab in the top navigation bar. 
8- In the bottom tab, select the +Add and enter the sheet number, description, your name & your comments.  
9- When comment is complete, click on the Save icon. 
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10- To add attachments to comments, click under the ATTACHMENTS column of the row where the 
attachments are to be added.    

 
 

11- Drag any attachments to the green DROP FILES HERE box. 
12- Click on the Save & Exit icon when all attachments for the comment have been added. 

 
 

13- Once the review process is completed, select the WOKFLOW tab and click the SAVE button. 

14- Process Complete 
 


