
• You will be notified by email that a Submittal has been Forwarded for your Review.  A pdf of the transmittal is attached.  
   Click on the link to log in to the Info Exchange to see the actual Submittal and its content…

• Enter your Username (your email address) and Password.  (Use the “Remember Me” check box so you don’t have to enter this 
   information each time.  If you’ve forgotten your Password, enter your Username and click on the “Password Reminder” link.)  
   Click “Login” to continue…
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If you used the link from the email, it should take you directly to the Submittal page.  Otherwise you can 
find it under “Contract Administration – My Submittal Actions.”  Any files that had been included will be 
under the “File” tab of the Submittal.  Click “Download All Contents” to view the files… 
*If your internet browser blocks the file, simply click on the bar that appears at the top of the window 
and click “Download File”… 
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Once you have reviewed the files, log back into the Info Exchange, go to the Submittal and click “Send 
Response” to respond… 
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