
Flow Chart #3 (Over-the-Counter)
D

es
ig

n
 P

ro
fe

ss
io

na
l o

f 
R

ec
o

rd
 

PR
 1

8
-0

9

D
SA

 R
eg

is
te

r 
A

d
m

in
 

P
R

 1
8

-0
8

D
SA

 P
la

n 
Re

v
ie

w
er

 (
SS

S,
 F

LS
, A

C
S)

P
R

 1
8

-0
8

D
SA

 B
lu

eb
ea

m
 A

dm
in

PR
 1

8
-0

8

Upload Submittal 
Documents 

Preparation 
is Good?

Receive 
notification 

that 
preparation is 

insufficient

NO

Complete 
Submittal?

NO

Refer to PR 18-01 for 
Regular Project 

Review

Review Plans 

Code 
Compliant?

OTC 
Qualified?

Client Fix and 
Reschedule 

OTC 
Appointment

Flatten 
Stamped 

Documents

Copy Plans, 
Specs and 

DSA103 to Box 
and Navigator

Automatic 
Notification from Box 

that approved 
documents have 

been uploaded will 
be sent to Design 

Professional 

Copy supporting 
documents to 

Navigator  
Affix Stamps

DSAbox 
Invitation

Corrected 
Documents in 

Sessions?
Fix

Client Fix
Upload 

Documents to 
Project

NO

YES
Go to DSA Regional 

Office scheduled OTC 
appointment

Add 
Documents to 
Session  (Lead 
Plan Reviewer)

YES

Validate PDF 
Preparation 
(Lead Plan 
Reviewer)

Preparation 
is Good?

NO

Register 
Project per PL 

07-02

Prepare 
Submittal 

Documents

Receive notification 
from Box that 

approved 
documents have 
been uploaded 

 Complete 
Review (non 
Lead Plan 
Review)

 Update PR 
Tracker Table

 Update 
eTracker 

Send Approval 
Letter

YES

 Complete Plan 
Review (Lead Plan 
Reviewer)

 Update PR Tracker 
Table

 Identify Approved 
documents

 Create DSA 153
 Update eTracker 

eTracker Notification 
Project Pending 

Submission

Was Submittal 
uploaded to BOX?

eTracker Entry (Late)

eTracker Entry (Received Date)

Notify Client
NO

YES

Validate PDF Preparation

eTracker 
Notification

Download Submittal 
from DSAbox

Notify Design 
Professional

eTracker 
Dashboard 
Notification

Start and 
Populate 
Bluebeam 

Project

Set Bluebeam 
Project and 

Folder 
Permissions

Start 
Bluebeam 

Studio Session 
and add PR 

Tracker Table 
PDF to session

Upload 
Documents to 

Bluebeam 
Project

Resubmittal? NO

YES

Notify Design 
Professional

Yes

Update 
eTracker with 
ID numbersYES

Notify DSA 
EPR 

Administrator

Notify DSA 
EPR 

Administrator

NO

 Receive 
notification from 
Plan Reviewer 

 Move Bluebeam 
documents to 
“Rejected” folder

 Delete DSABox 
documents

 Update eTracker

NO

 Update 
eTracker 
including 85% 
and QA 
“Finish Date”

 Enter “Return 
for Correction 
Date”

NO
 Lead Plan 

Reviewer 
completed 
eTracker entry

 Schedule
 Scope
 Plan Check 

Worksheet

YES

 Receive 
notification from 
Plan Reviewer 

 Move Bluebeam 
documents to 
“Rejected” folder

 Delete DSABox 
documents

 Update eTracker

NO

Receive 
notification 

that 
submittal 

documents 
were not 
received

Re-register 
project

Send 
Bluebeam 

Project Invite 
to OTC 

Sheduler


	Flow Chart #3 OTC Submittal 2018-05-18.vsdx
	OTC Process


