
Procore - Submittals Module 
Solutions 
 
The following exercises will provide you an opportunity to use construction management 
software to review specifications related to submittals and generate Submittals, 
Submittal Packages, and a Submittal Log based on that information. 
 
The exercises require you to analyze the provided product data and determine if the 
products proposed for the project are as specified in the contract documents.  
Submittals containing appropriate support documentation will then be developed and 
sent for approval. 
 
Read the scenarios provided and develop the items as required. 
 

---------- 
 
You work for a subcontractor on the Vortex Business Center project.  You know that you will be 
required to provide submittal information to the general contractor/project manager for approval 
by the GC/PM and the project’s architects and engineers. 
 
Using Procore, locate specification sections 01400 - Quality Requirements and 01600 - Product 
Requirements.  These specification sections will be used as a reference in the exercises that 
follow. 
 
 
  



EXERCISE #1 - CREATE A SUBMITTAL  
 
Before you begin this exercise, locate the Submittal-10523-Specialties folder containing 
the relevant product data in the Submittal Data folder within the project’s Documents 
tool.  
 
As the subcontractor that specializes in Division 10 - Specialties, you have received the contract 
to provide fire extinguisher cabinets and fire extinguishers for the Vortex Business Center 
project.   
 
Locate and analyze the project specifications for the Fire Extinguishers, Cabinets, and 
Accessories.  Compare the specifications to the provided product data for materials that you are 
proposing to submit.  Determine if the products that you are submitting are “as specified,” “as 
equal,” “substitute,” or do not meet the design requirements. 
 
This submittal is the first your company has submitted for the Vortex Business Center project, 
and though information for both the fire extinguisher cabinets and extinguishers are included, 
submit both of the products this first time as one submittal instead of a package.  As the 
submittal creator, list a Due Date of 14 days from today’s date, a Lead Time of 14 days, and the 
Required On Site date 2 months from today’s date.  As the subcontractor, you have no other 
relevant dates, nor do you have a cost code.  Ensure that you list the correct type of information 
you’re providing. 
 
Note that this submittal will be sent to the GC/PM as the approver, and will not be sent directly 
to the architect.  The GC/PM will review your submitted information and make a decision to 
forward the information to the architect for approval. 
 

1. Create a Submittal 
1. Navigate to the project’s Submittals tool 
2. Click Create Submittal in the right sidebar 

 
3. Enter the general information about the submittal 

● Title: 10523 - Fire Extinguishers, Cabinets, and Accessories 
● Spec Section: 10523 Specialties 
● Number & Revision: This will automatically populate with the next 

chronological number as related to the specification section 
● Submit By: Per the instructor 
● Issue Date: Today’s Date 
● Lead Time: 14 days 
● Required On Site Date: 2 months from today’s date 



● Submittal Manager: Instructor (or other user with Admin permissions) 
● Type: Product Information 
● Private: Checked (optional) 
● Description: 10523 - Fire Extinguishers, Cabinets, and Accessories 

Product Data 
● Click Attach File(s) and then Select a file from Procore.  Click into the 

Submittal Data folder, followed by Submittal-10523-Specialties to 
attach the Submittal_10523-Fire_Extinguisher.pdf file.  Click Done once 
the file is attached. 

 
4. Submittal Workflow 

● Name: Instructor Name 
● Role: Approver 
● Due Date: Per Instructor 

5. Click Create 
 
 
 
  



OPTIONAL: Respond to the Submittal 
 

1. Navigate to the project’s Submittals tool 
1. Click View next to the Submittal with the title “10523 - Fire Extinguishers, 

Cabinets, and Accessories” 
2. If the submittal has been assigned to you as an approver, select your response 

from the drop-down menu and add any necessary comments.  

 
3. Click Submit 

 
  



EXERCISE #2 - CREATE A SUBMITTAL PACKAGE 
 
Before you begin this exercise, locate the Submittal-08110-Steel Door & Frames folder 
containing the relevant product data in the Submittal Data folder within the project’s 
Documents tool.  
 
As the subcontractor that specializes in Division 8 - Openings, you have received the contract 
for the Vortex Business Center project to provide and install items detailed in specification 
section 08110 - Steel Doors & Frames.  Compare the project specifications to the provided 
product data for materials you are proposing to submit.  Determine if the products are “as 
specified,” “as equal,” “substitute,” or do not meet the design requirements. 
 
According to specification section 08110 - Steel Doors & Frames, Steelcraft, your supplier for 
the items, is an approved supplier (us.allegion.com/brands/steelcraft).  The information you 
received from your supplier included the following: 

● Door and Frames Data 
● Door and Lite Kit Installation Instructions 

 
The submittal data should be presented as two individual submittals contained within one 
submittal package.  As the submittal creator, list a Due Date of 14 days from today’s date, a 
Lead Time of 14 days, and the Required On Site date 2 months from today’s date.  As the 
subcontractor, you have no other relevant dates, nor do you have a cost code.  Ensure that you 
list the correct type of information you’re providing. 
 
Note that this submittal will be sent to the GC/PM as the approver, and will not be sent directly 
to the architect.  The GC/PM will review your submitted information and make a decision to 
forward the information to the architect for approval. 
 

1. Create Each Submittal (repeat this process for each document you’ll submit in this 
package) 

1. Navigate to the project’s Submittals tool 
2. Click Create Submittal in the right sidebar 

 
3. Enter the general information about the submittal 

● Title:  
■ 08110 - Door and Frames  
■ 08110 - Door and Lite Kit Installation 

● Spec Section: 08110 - Steel Doors & Frames 
● Number & Revision: This will automatically populate with the next 

chronological number as related to the specification section 



● Submit By: Per the instructor 
● Issue Date: Today’s Date 
● Lead Time: 14 days 
● Required On Site Date: 2 months from today’s date 
● Submittal Manager: Instructor (or other user with Admin permissions) 
● Type: Product Information 
● Private: Checked (optional) 
● Description:  

■ 08110 - Door and Frames product data 
■ 08110 - Door and Lite Kit Installation Instructions 

● Click Attach File(s) and then Select a file from Procore.  Click into the 
Submittal Data folder, followed by Submittal-08110-Steel Door & 
Frames to attach the relevant file to each submittal.  Click Done once the 
file is attached. 

 
4. Submittal Workflow 

● Name: Instructor Name 
● Role: Approver 
● Due Date: Per Instructor 

5. Click Create 
 

2. Create a Submittal Package 
1. Navigate to the project’s Submittals tool 
2. Click Create Package in the right sidebar 

 
3. Enter the general information about the submittal package 

● Title: 08110 - Steel Doors and Frames 
● Spec Section: 08110 - Steel Doors and Frames 
● Number: This will automatically populate with the next chronological 

number 
● Description: 08110 - Steel Doors and Frames: Door and Frames Data; 

Door and Lite Kit Installation Instructions 
4. Under Add Existing Submittals to this Package, check the boxes to add the 

following submittals to your package 
● 08110 - Door and Lite Kit Installation Instructions 



● 08110 - Doors and Frames Data 

 
5. Click Create 

 
 
  



OPTIONAL: Review the Submittals in the Package 
 

1. Navigate to the project’s Submittals tool 
1. Click the Packages subtab 

 
2. Click View next to the 08110 - Steel Doors and Frames package 

 
3. Click View next to each submittal within the package to respond to them 

individually 

 
4. If the submittal has been assigned to you as an approver, select your response 

from the drop-down menu and add any necessary comments.  

 
5. Click Submit.  Repeat for the remaining submittal in the package.  



EXERCISE #3 - CREATE A SUBMITTAL 
 
Before you begin this exercise, locate the Submittal-05510-Metals folder containing the 
relevant product data in the Submittal Data folder within the project’s Documents tool.  
 
As the steel supplier for the Vortex Business Center project, you are to supply the mesh infill 
panels as detailed in specification section 05510 - Metal Stairs and Railings. 
 
The specifications call for the metal infill panels to be painted steel welded wire mesh with 
painted steel edging.  The specification section details metal infill panels to be woven wire fabric 
equal to “Architectural Wire Mesh” by McNichols Co fabric, and shall be fabricated with .192” 
diameter steel wire and 2” x 4” openings.  However, this product is only available in stainless 
steel, which would not be proper for a painted finish. 
 
An RFI was generated seeking approval to substitute the specified product with an 
“Architectural Wire Mesh” product with 2” x 2” openings, fabricated using .192” diameter steel 
wire with a primer finish appropriate for painting.  The architect approved this change. 
 
Compare these revised specifications to the provided product data for materials that you are 
proposing to submit.  Determine if the products are “as specified,” “as equal,” “substitute,” or do 
not meet the revised design requirements. 
 
Make any annotations required to the product data as required by the specifications. 
 
The submittal data should be submitted as an individual submittal.  As the submittal creator, list 
a Due Date of 14 days from today’s date, a Lead Time of 14 days, and the Required On Site 
date 3 months from today’s date.  As the subcontractor, you have no other relevant dates, nor 
do you have a cost code.  Ensure that you list the correct type of information you’re providing. 
 
Note that this submittal will be sent to the GC/PM as the approver, and will not be sent directly 
to the architect.  The GC/PM will review your submitted information and make a decision to 
forward the information to the architect for approval. 
 

1. Create a Submittal 
1. Navigate to the project’s Submittals tool 
2. Click Create Submittal in the right sidebar 

 
3. Enter the general information about the submittal 

● Title: 05510 - Wire Mesh 
● Spec Section: 05510 - Metal Stairs and Railings 



● Number & Revision: This will automatically populate with the next 
chronological number as related to the specification section 

● Submit By: Per the instructor 
● Issue Date: Today’s Date 
● Lead Time: 14 days 
● Required On Site Date: 3 months from today’s date 
● Submittal Manager: Instructor (or other user with Admin permissions) 
● Type: Product Information 
● Private: Checked (optional) 
● Description: 05510 - Wire Mesh product data 
● Click Attach File(s) and then Select a file from Procore.  Click into the 

Submittal Data folder, followed by Submittal-05510-Metals to attach the 
Submittal_05510-Wire_Mesh.pdf file.  Click Done once the file is 
attached. 

 
4. Submittal Workflow 

● Name: Instructor Name 
● Role: Approver 
● Due Date: Per Instructor 

5. Click Create 
 
  



OPTIONAL: Respond to the Submittal 
 

1. Navigate to the project’s Submittals tool 
1. Click View next to the Submittal with the title “05510 - Wire Mesh” 
2. If the submittal has been assigned to you as an approver, select your response 

from the drop-down menu and add any necessary comments.  

 
3. Click Submit 

 
  



EXERCISE #4 - SUBMITTAL LOG REVIEW 
 
As the general contractor for the Vortex Business Center project, you want to track the progress 
of all the submittals submitted by each company.  View the project’s submittal log by Ball in 
Court and export it as a PDF. 
 

1. Create a PDF of the Ball in Court Submittal Log 
1. Navigate to the project’s Submittals tool 
2. Click the Ball in Court subtab 

 
3. Use the Export button toward the top right of the screen to export the Ball in 

Court Submittals Log as a PDF 

 
 
 


