City of Madison Engineering-Facilities Management ACC Guide-CB process July 25, 2023

Autodesk Construction Cloud (ACC) Guide-CB Process

The RFI feature is used for CBs due to the similarities in the review process. Automated renaming within the
system and filtering handles separating CBs from actual RFIs

Build-Files Upload CB PDF by Architect Project Manager

Select Build module then Files on the sidebar. Navigate to Project Files > 3-Construction Administration >
Construction Bulletin. Drag and drop the file, named CB-01, in this example. This file should have cover letter
describing CB as first page in PDF with subsequent pages being changes to the plans.

#1 AUTODESK Construction Cloud

} Build ~ 8182-Public Health Office Remodel @& ~ ZM zz Design Architect Project Manager ~
@ Home
Sheets Fi I'eS
() Files
U es Folders 0 Deleted items
(© 1ssues oo =
~ O [ @z v Q, oo | =
E Forms ~ [ 1-Contract Docs
e Name ~ Description Version Synced with Bridge ~ Markuj @

) Bid Docs

@J Photos >0
(3 Regulatory Documents
[0 RFIs
[ Testing Contract

Submittals ( I
‘% » [ 2-Construction Progress /
f& Meetings v [

- Schedule > [ AcC Build

650 > [[] ACC Cost Management

Assets

D Construction Bulletin M 3
No files to view.

Reports Al fantrn
> [ 4-Quality Control Drag files here or upload files.

28 Members » [ 5-Construction Closeout
FormUploads
S, Bridge O- p
Upload
P
‘4 Learn more about files.
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Click done and continue working

[im] | M Inbox (535) - cadbimmgr@gmai xl Files - Autodesk Build X I+

< O I B https://acc.autodesk.com/build/files/projects/6abtabb3-5152-499e-8347-1d6d 1c3a2b0d?folderUrn=urn%3Aadsk.wipprod%3Afs.fo

Upload files

‘ 3 From your computer

1file

B CB-01.pdf
(  Processing

@ Do these files sync to mobile?
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Build-Create RFI by Architect Project Manager

Select the Build Module. Click the RFIs section of the sidebar. Click blue Create RFI.

#3 AUTODESK Construction Cloud

}7‘/‘ Build - 8182-Public Health Office Remodel @& ~ ZM 7z Design Architect Project Manager ~
@ Home
Sheets RFIs
D Files
() Issues
@ Forms
@l Photos

S
[(] RFIs | —

|

| ——
&, submittals | — (\ y

| _

— J
f& Meetings i
= Schedule No RFIs to display

o You don't have any RFIs assigned
Qg;’ AsSets or visible to you yet.
Reports
Create RFI

20 Members

€ Bridae

» Drdge

Optional: RFIs sidebar section is also used for RFl approval process. Use search “CB-" to see only RFIs (4).

Customize columns using gear symbol (5). You can control size, order, visibility, and can pin to left or right as

desired.
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Create RFI ~| Input data in pop-up window:

Status * Can be changed to Draft (1) in case you want to make edits after initial data entry
Open For manager ~

Title *

Title, must be filled out (2). Do not include “RFI” or “CB” text anywhere in title.

Revised Workstation Layout . . R R
Appending with CB index number is automated

Type ®

RFI or CB (automated by user's role) v Not adjustable by user

Ballin court
- ‘ Gets notified and gains control of the RFI. If status is draft, grayed out

zz COM Engineering Construction Manager v
Due date

] Date RFl response is due
Location

v

Location details Not supported
Question

Leave Blank

Suggested answer

Ref r ~ . X
srerences Add references Required: Upload CB-01.pdf file
. @ Files Reference components in ACC as needed
Sheets
CB-01.pd @ Photos
% Submittals
() Issues
Cost impact El RFIs
— Schedule
Schedule impact ‘%’ Assets . . . . o
Each of these fields are optional but will help the project team to prioritize as needed
Priority @ Forms
Normal
+ Upload files
Discipline
Required: Necessary so the project team can determine who needs to review RFI.
Interior/Finishes iva
Check all that apply.
Category
A
External ID
Optional
Hothere O Add anyone who may need to watch the progress of the RFI by role, company, or
member name.
A

Cancel m Click to Create
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At this stage, nothing else is needed, unless you need to edit information. If you need to edit information, click
the Return to Creator button.

Description of next screen: Has a lot of the same information, just presented in a different format. Main
differences are the progress bar (1) and activity log (2). The activity log contains the comment box (3). The
comment box supports @ functionality where you can type role, company or name right after @ symbol to send
a message directly to member(s). Note that the Title has automatically changed to be appended with the “CB-
001: ” (4). This was completed by an automation and should not be adjusted in any way.

72 AUTODESK Construction Cloud

2 Build ~ 8182-Public Health Office Remodel @ ~ 2M 2z Design Architect Project Manager ~
() Home
CB-001: Revised Workstation Layout Waiting for Duplicate | | 2 Export
O File
@ Issu Waiting for submission ™
22 COM Engineering Construction Manage

® )
.
)
i3}

(@ General information 4O Activity log
&L submittal
B et ™
= Schedule
% & RFI or CB (automated by user's role)

Title was updated

Revised Workstat

—> (€B-001: Revised Workstation Layout

< Y
A file reference was added
CB-01.pdf
RFI was created
Ba u
@ Additional information & References (1)
P
. Dis
Priority External ID Add references v/ e
Watches
Normal
Files
Discipline Watchers (2
Interior/Finishes DESIGN-ARCH-INTERIORS (1 members)
COM-OWNER AGENCY-OWNER REP €8-01.pdf
(1 members)
(=
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Build-Review RFI by COM Engineering Construction Manager

You should receive an “Action required email”. Note that the RFI ID # in email isn’t pertinent and should be
ignored. Click the link to the RFI. Review the information. See pages 2 and 3 for descriptions and functionality of
the RFI page. At this status of Open: Waiting for Submission, all of the fields are editable. Do not edit the title.
It has automated naming. In our example only “Revised Workstation Layout” should be considered for
renaming.

Click the Blue Submit to Reviewer button

72 AUTODESK Construction Clous

>

8182-Public Health Office Remodel @ ~

&

CB-001: Revised Workstation Layout

@

Waiting for submission ™

anager: zz COM Engineering Construction Manager

Close RFI Submit to Reviewer

(@ General information

- b ® @ O 0O

RFI or CB (automated by user's role)

% Iyl

Ballin court

2 2z COM Engineering Construction
Manager (City of Madison Engineering -
Facilities Management)

@)

3

o
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Select yourself as the reviewer

Submit to Reviewer X

RFI number * ®

Type ©®

RFI or CB (automated by user's role) v

Reviewer *

zz COM Engineering Construction Manager v

Co-reviewers

Search by members, roles or companies 9
Due date
® Choose date
Watchers
2 selected 5
Submitting to the Reviewer changes the status to OPEN in

review

Use the @ functionality in the comment box to get input from anyone in the project by user, role, or company.
An email is sent to any user in that role or company with ACTION REQUIRED in the subject and a link to the CB.

2 AUTODESK Construction Cloud
» - 8182-Public Health Office Remodel @ ~ ] ZM 2z COM Engineering Construction Manager ~
w RFls >
#1 CB-001: Revised Workstation Layout D 1n Review ouplicate | | void | | @ Export
(@) In review ™

© Submitted ® Close and distribute

Reviewer: 2z COM Engineering Construction Manager
® 22 COM Engineering Construction Manager M
Submitted: Apr 21, 2023 Submit official response

@
]

(@ General information 4O Activity log

Questi Stat Co-review
& uestion atus o-reviewers M | oig
= Jnspecified | Open In Review Member
= Suggested answer RFL type Costimpact 2z Design Engineer Lighting

Jnspecified RFI or CB (automated by user's role) L

DESIGN-ENG-LIGHTING
gall in court Schedule impact OPel company
2 2z COM Engineering Construction Statu
o0 Manager (City of Madison Engineering - 2zDesign Lighting Company -
-~ Facilities Management) — | open
- In Review
= Due date | D 1
i Co-reviewers
Due date
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Click submit

49 Activity log

M @DESIGN-ENG-LIGHTING Does this work
for your lighting plan?

Opened
Status Open
Naiting for Submission
—> | Open
ID 1

CA_rmibiAmiare

ACC Guide-CB process

A clear history of the comments and CB progress is visible in the Activity Log:

- -

@ ZL 2z Design Engineer Lighting ~

@ Export

ose and distribute

49O Activity log

ZL

Comment was added

@COM-ENG-CONST MGR Yes, the revised
workstation layout is compatible with the
lighting plan

Comment was added

@DESIGN-ENG-LIGHTING Does this work for
your lighting plan?

Opened
Status Open
Waiting for Subnm n
—> | Open
In Revie
m 1

July 25, 2023
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Build-Submit Official Response and Close by COM Engineering Construction Manager

After all the necessary individuals have weighed in via the comments, the reviewer can click blue Submit Official

Response button.

Submit official response X

Status *

| Open Answered v

Official Response *

CB Review Complete. Proceeding to publish to sheetgi

response will be submitted to Manager

Click Close and distribute.

#2 AUTODESK Construction Cloud

} v 8182-Public Health Office Remodel @ ~ (7] ZM zz COM Engineering Construction Manager ~
@ s
#1 CB-001: Revised Workstation Layout T Answered buplicate | | void | | (& Export
@ Answered: Approved ™

© Submitted © Reviewed ) )

Manager: 2z COM Engineering Construction Manager
[g] 2z COM Engineering Construction Manager 2z COM Engineering Construction Manager
Submitted: Apr 21, 2023 Reviewed: Apr 21, 2023 Return to Reviewer Close and distribute

]
)

(> official response 4O Activity log
2
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Close RFI
IFe -
Close and distribute X
Ball in court
zz Design Architect Project Manager v
Watchers
2 selected v

Add comment

® All project members will be able to view this RFI

Cancel Close RFI
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Build-Sheets Publish CB as Sheets Version by COM Engineering Construction Manager

Scroll down to the references section. Click the file.

#2 AUTODESK Construction Cloud

> -

- 8 8 @ O 0O

%

0o
—~

i

-

8182-Public Health Office Remodel @ ~

#1 CB-001: Revised Workstation Layout

@ Closed and distributed

(> official response

CB Review Complete. Proceeding to publish to sheets

ZM Submitted by zz COM Engine

@ General information

Question

d answer

@ Additional information
Priority
Normal

Discipline

Interior/Finishes

Category

st

| closed

RFI or CB (automated by user’s role)

Ballin court

2 2z Design Architect Project
Manager (zzArchitectural Company)

External ID

DESIGN-ARCH-INTERIORS

(1 members)

COM-OWNER AGENCY-OWNER REP
(1 members)

& References (1)
Add references v

Files

ZM 2z COM Engineering Construction Manager ~

Duplicate Void @ Eexport

Reopen

4O Activity log

M
Closed
Stat Open
- | Closed
Ba r 2 2zCOM
Engineering...
—> @ zz Design
Architect.
Answered

g to publish

Comment was added

@COM-ENG-CONST MGR Yes
revised workstation layou
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You are now viewing the CB pdf. Click the X in the file viewer to navigate to the folder containing the file.

CB-0L.pdf (V1) v Q e X
Sheets & Views X N
< . . A4 N
¥ Construction Bulletin con t Intm
4 ¢
— Bulletin No.: 002 i
o 1 Date: December 17, 2018 ®
From: Corey M. Lapworth, AIA T
;gve Hansen This Construction Bulletin is issued for the purpose of investigating a (]
2 Joe Danlels Const. Co. potential change in the work. Contractors are requested to review
e : the proposed changes and advise the Architect and Owner, in b
Project: accordance with Division 1 Requirements of the Specifications, of any i
Public I:Ieath Office change in the contract price incorporating any addition, deduction or
Remodel no change that may result. If the proposed changes are to be made,
the Owner will issue a directive and/or Change Order. Contractors ©
Project No: shall indicate change in Contract Time, if appropriate. ‘@
gg?}ﬁ;‘) This is not a Change Order or direction to proceed with proposed O
changes. S
Distribution:
File Proposed Change: @
1. Replace sheet A901 dated 5/17/18 with sheet A600 dated 12/12/18.
Total Pages with !
Attachments: Reason for Change:
5 1. Owner is requesting to revise the type of workstations to be installed
In one area.
Attachments:
o Sheet A90] dated 12/12/18
| END OF CONSTRUCTION BULLETIN
I

Check the box next to the CB. Click the Publish icon.

2> Build ~ 8182-Public Health Office Remodel @ ~ 0 ZM 7z COM Engineering Construction Manager ~
) Home
Sheets F]leS
O Folders
Issue —

© (@ Publish : @ Export v Q searchandfilter || 88| =
® rorms

Name 1 Description Version Synced with Bridge N
(@) Photos

“
(D RFIs 4
& submittals
(2 Meetings ‘D
= Schedule
o Assets

[ construction Bulletin

Z) Reports 3 -
20 Members >
<, Bridge (O —Formuploads
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Make a new version set named CB-001. Pick an issuance date (typically from original CB Cover letter).

8182-Public Health Office Remodel @ Publish sheets

o}

Version set

O New version set
Version set name *

CB-001

Issuance date *

™ 4/12/2023 v

Sheet numbers

Select version set

Existing version set

Bid Set
May 5,2018

ACC Guide-CB process

o X

Next to sheet numbers

Click Continue

Markups not included

the published sheets.

Do not show this again

If your files include markups, they won’t be included in

July 25, 2023
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Manually Renumber the first page as CB. Others should be automatically detected. Click Next to titles and tags

‘ 8182-Public Health Office Remodel @ Publish sheets

| 2 sheets total

Version set

‘ File name Sheet thumbnail

CB-01pdf

B-01.pdf

| Row height —————@

(¢]

Sheet numbers Titles and tags

Review sheet numbers

You can edit any displayed sheet numbers.

Sheet number

ISSUED. e
v | A901
s

A901

Save for later

Revision history

® CB-001(Apr12,2023)

® CB-001 (Apr 12, 2023)

Back to version set Next to titles and tags

If everything is ok on the last page, select Publish sheets

8182-Public Health Office Remodel @ Publish sheets

2 sheets total

Sheet number

A901

Row height —————@

Sheet titles source

Sheet thumbnail

o Y
o
Version set Sheet numbers

@)

Titles and tags

Review sheet titles and tags

4 from index sheet or previous

Sheet title

FURNITURE PLAN- PARTIAL LEVEL 05

version set. Tags assigned

based on sheet numbers.

Tags

Save for later

Back to sheet numbers Publish sheets
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An email is automatically sent to everyone on the project.

Sheets successfully published

2 new sheets are ready to view

You will be redirected to the Sheets tool in a moment

July 25, 2023
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