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1: On the PMWeb homepage click on the forms tab.

2: Select project closeout.

3: Click on the plus button.
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4: Click on the drop down and select the project you are closing out.

5: Verify you have all documents. Select yes for all documents that are saved, N/A for 
documents that are not applicable for the specific project, or no for documents that 
have not been saved and received. If no, then select estimated date for when the 
documents will be received. There has to be a selection for each document option.
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8: Select submit once all options have been saved 

7: After saving all selections click on workflow

 6: Once you make a selection for each document drop down click save 

Note: The following document types should be saved to the correct folders listed 
below:
Record Drawings(including CAD) and Specifications/Project Manuals - folder 8.1.1

O&M Manuals - folder 8.1.2

Warranties - folder 8.1.3

Final version of submittals - older 8.1.4

Reports, Studies, and Surveys - 8.1.5




