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Description

 The intent of the following slides is to show the DFCM 

Project Manager how they can add a “New Phase” to a 

project that has already been permitted. 

 Some reasons for adding a “New Phase” would be to 

have approved Addendums, RFI’s, etc. on a particular 

project. 

 Please note that the Project Contact (e.g. Architect, 

Engineer, etc.) do not have the ability to add a project 

phase. This must be performed by the DFCM Project 

Manager. 



Select the Project

For this sample project, let’s say that Rick James 
would like to add a new Phase to one of his 
existing projects. First, you select the project.  



Select “Submittals”

Once you are brought to the project 
simply click on the “Submittals” tab.



Select “Edit Submittal Phases”

On the “Submittals” tab click on the “Edit 
Submittal Phases” in the bottom right-hand 
corner of the screen. 



Add a New Phase

Now just type in the 
name of the new phase 
and click “Add Item”.



Add a New Phase



Permitted Separately

Now the new phase is provided and you can notify the 
Project Contact (e.g. Architect or Engineer) that they can 
now upload the construction documents to that phase. 


