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Plan Review

Overview: This guide is for any University reviewer reviewing design drawings or
specifications. It guides the process to review and then enter any comments.
Reviewers have up to two weeks to review after which the record automatically
locks and returns to the A/E firm.

Reference: UHS Design Guidelines Section 3.0: Project Reviews
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1. Navigate to the review package utilizing the link in the notification e-mail, clicking on the Record in your
PMWeb Workflow Inbox, or utilizing the navigation process below.

2. Click FORMS on the menu button on the left menu and select Plan Review.

PMWEB Forms

Planning Request for Information

Forms Submittals

Cost Management Meeting Minutes

Scheduling

Asset Management
UH Inspector Reports

Portiolio
Open Items List
Toolbox

Action Items/Checklists

3. Select the project to be reviewed by right-clicking on Project #. A pop-up will appear. Enter the project
number or name into the empty cell and click filter.

PMWEB Logged into: All Levels ~

Forms »  PlanReview >  Plan Review Manager
Planning

Forms Plan Review Manager

Manage, edit, and view your Plan Review
Cost Management

. Recently Viewed ~
Scheduling

Asset Management
All Plan Review

Portfolio
Group by: Project Name v Layout: TMC
Toolbox
Record # H : Description
(© Recent Records
~ Project Name: 545 SERG HVAC and Rog v = 1]
002 SD00038 P79067¢€  (Contains v
~ Project Name: MO01037 - Hilton & Renu‘ ,
004 Mo01037 And ¥
003 M0o01037 Contains A
002 Moo1037

(_FI:' Clear

oo M001037




Rev August 2026

4. Select the desired design package to review from the generated list by clicking on the appropriate Record

#.

PMWEB

Planning

Forms

Cost Management
Scheduling

Asset Management
Portfolio

Toolbox

(@ Recent Records

PMWEB

Planning
Forms
Cost Management

Scheduling

Asset Management

Portfolio

Toolbox

Recent Records

Logged into: All Levels v
Forms > PlanReview >  Plan Review Manager

Plan Review Manager

Manage, edit, and view your Plan Review

Recently Viewed v

All Plan Review

Group by: Project Name v Layout: TMC v

Record # H Project # . Description H Status H Category

v P Name: PMWeb Project Test

@ PMWeb Test Approved 21~ 90% Schematic Design Comments

PMWeb Test w".Submilted (Step 20f 3) 6.0 - 90% Construction Documents

I

4 PMWeb Test Draft 3.0 - 50% Design Development

Legged into: All Levels v
Forms > PlanReview > Manager Page > 2-

PMWeb Project Test - PMWeh Project Test

Plan Review: 2 -

Main Workflow  Notifications

Group by: None v Layout: Default v 1Selected B 0 A
‘ Act.. lc. Name H Added : Deseription : Notes : Linked... Thumbnail PMWEB Vi... D
. [& vaxter3jpg 04-16-2026 baxter3 9 I
:
»
1-10f1 « 1 » 20 Rows v



Rev August 2026

6. To add comments, navigate to the Main tab in the top navigation bar.

PMWEB

Planning

Forms

Cost Management

Scheduling

Asset Management

Portfolio

Toolbox

Recent Records

Logged into: All Levels

Forms

> Plan Review

> Manager Page > 4-

PMWeb Project Test - PMWeb Project Test  Draft

Plan Review: 4 -

Attachments

/. Header Fields

Project*

Notifications

Set #*

PMWeb Project Test - PMWeb Pro... hd 4

7. Under the Details section, select New Line. Enter the Sheet # (if applicable) and your Comment in the

appropriate boxes. Then click the Save button. Repeat this step for all comments.

PMWEB

U:U Planning
Forms.
‘Cost Management
Scheduling
Asset Management
Portfolio

Toolbox

(@ Recent Records

(> ExtPMwEB

Logged into: All Levels

Forms >  PlanReview >  ManagerPage > 4-

PMWeb Project Test - PMWeb Project Test  Draft

Plan Review: 4 -

Main  Attachments  Notifications

A Header Fields

Project* Set #*
PMWeb Project Test - PMWeb Pro. v 4

Status Revision

a

Draft v 0 -
Group by: None v Layout: Plan Review Layout v

Sheet #

|

Reviewer

Description

User Assigned

Reviewer's Comments

Distribution List

User Due Date

Design Team Response

No records available.

(7) NeedHelp?  al

NewRecord v Print v i m

Deliverable*
v 3.0 - 50% Design Development v
(=]
Cancel @ 2
Comment Status : Attachmen
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8. To add attachments to a comment, click the link under the Attachments column on the row where the

comment was made.

A Details
A

New Line Add Items Export To Excel Paste From Excel "

Group by: None v Layout: Plan Review Layout
Comment Status Attachments

sheet # H Reviewer H Reviewer's Comments H Design Team Response H H

15-101 Alexander Pena missing sheet
»

9. A pop-up will appear. Drag any attachments to the green DROP FILES HERE box. Click Save & Exit when all

attachments have been added.

VIEW ATTACHMENTS

SELECTED

DROP FILES HERE OR CLICK TO ADD

{ ATTACH FROM DOCUMENT MANAGER J

Drag a column header and drop it here to group by that column

@] Delete  Save Layout | Load Default Layout

LINKED LINE DESCRIPTION FILE

No records to display.

[ 4@; Y] PAGESIZE

10. Once the review process is completed, select the Workflow tab, select Acknowledge.

Main  Attachmentsl  Workflow (Step20f3) | Notifications

- Business Process: 067 - FPC - Capital Project - Drawing List

View Workflow [7

Pt

Action Required
= =)

RAM

step
Step20f 3 Workflow Override - Review Days
Assigned To Due Date

July 28, 2026

Project Manager (admin ), Architect - Engineer Firm 1 (Alexander Pena), Planning -
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11. A pop-up will appear. Do not enter any comments or add any attachments. Click the Next button.

Approve P

4 Business 067 - FPC - Capital Project - Drawing  View [

Process: List Workflow

Email Details

Additional CC

Email Subject

PMWeb Approval Request: Plan Review - PMWeb Project Test - test

Comments

Attachments

Select files... Drop files here to uplgdil v

Gancel m

12. Another pop-up will appear. Click the Approve button.

Approve QX
a
Business 067 - FPC - Capital Project - Drawing  View [
Process: List Workflow

Email Preview

A Plan Review has been Approved by Alexander Pena

Workflow Document Information:

- Document Name: PMWeb Project Test

- Document type: Drawing Lists

- Project Manager: Alexander Pena (University of Houston)
- Document Description: test

- Action Date: 07-14-2026

- Due Date: Tuesday, July 28, 2026

- Comments:

Click the Document Link to open it for review.

|

13. Process Complete.
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