
  
 

 
Florida’s Turnpike Enterprise 

Shop Drawing – Quick Reference Guide 

 

Prior to the submission of shop drawings, the General Contractor is 
required to submit their schedule of shop/erection drawings 
submittals.  This schedule shall be submitted to the Turnpike Shop 
Drawing Review Group.  This schedule is incorporated into the Shop 
Drawing Application, when the General Contractor submits shop 
drawings, they select from the list of schedule items to be submitted.  

1. The Shop Drawing Transmittals Application 

The Shop Drawing Transmittals log is a tool available for the use on Florida’s Turnpike 
Enterprise Construction projects for tracking, storing and processing shop drawings. 

2. Accessing the Shop Drawing Transmittals Application 

To access the Shop Drawing Transmittals application: 

1. In the “My Project Solve” Page, Select the appropriate Project. 

2. Click on the “Shop Drawing Transmittals” icon to access the application. 
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3. Creating a Shop Drawing 

 

To create a new Shop Drawing entry: 

1. Click on the “Create Shop Drawing” link in the List Shop Drawings screen. 

2. Select the contract which the shop drawing is associated with. 

 

3. Select “Schedule Item” from the pull down list, select item from list for shop drawing 
being submitted. Please note that only one item can be submitted at a time, submit each 
item as a separate shop drawing. If you are entering an item that was not on your list 
select “unspecified”. 
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4. Enter the required user-specified information (i.e., items identified with a red asterisk (*).) 

5. If applicable, provide “Contractor Submittal #”, Description, include Spec Section and/or 
Pay Item Number which ever applies to the submittal and include Title of submittal.  

6. Click the “Next” button. 

7. Utilize the “Browse” button to add your scanned shop drawing. Please see additional 
handout on scanning your Shop Drawings. 

 
 

8. Click the “Add Attachment“ button to finalize the upload of the Shop Drawing to “Project 
Solve”. 

 
 

9.  Click “Submit Shop Drawing” to Route–Forward to appropriate party for review. Please 
note: once you press “Submit Shop Drawing” you will no longer be able to edit the Shop 
Drawing or add attachments. 
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4. Reviewing a Shop Drawing 

To review a Shop Drawing: 

“Project Solve” will send an email notification indicating a shop drawing is ready for review to 
all members of the role to which it was submitted. This is known as Ball In Court (BIC). To 
review the Shop Drawing click on the link in the e-mail. This will take you directly to the shop 
drawing.  

 
If you choose this alternative, disregard Steps 1 and 2. 

1. Open the “Shop Drawing Transmittal” application from an the applicable project site. 

2. Select a specific drawing from the list provided on the List Shop Drawings screen. 
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5. Commenting on a Shop Drawing 

Project Solve allows parties involved in the shop drawing process to document comments 
during the review process.   

To add a comment: 

1. Open the Shop Drawing. 

2. Enter a short description for the comment in the “Comment Title:” text box. 

3. Enter the actual comment text in the “Comment:” box. 

4. Click on the “Add Comment” button to add the comment to the Shop Drawing. 

Tip:   Please note, if data has been input in any of the Field Boxes above the    
 Comment Box, once you click” Add Comment” all new data in the Field Boxes,   
 will automatically be deleted.  “Add Comments” prior to making any Field Box changes. 
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6. Submit a Shop Drawing 

Once a Shop Drawing is finalized by the appropriate role for review (BIC), it may be 
submitted to the next appropriate role (BIC): 

1. Open the Shop Drawing. 

2. Select the appropriate role from those provided in the “Route To” area. Note: Some roles 
only have one selection for the “route to” selection 

 
 

3. Click on the “Submit” button to submit the Shop Drawing to the selected role. Once you 
have submitted the Shop Drawing you have transferred BIC and your ability to edit the 
Shop Drawing to the new role. You can no longer make changes. 

 
 

7. Distributing a Shop Drawing 

A Shop Drawing may be forwarded to other parties on the project for comment or for 
information only, if those users’ role have the appropriate access rights.  To distribute a 
Shop Drawing: 

1. Open the Shop Drawing. 

2. Click on the “Distribute Shop Drawing” button at the top of the View Shop Drawing under 
the Shop Drawing Module page. 
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3. You may distribute in two ways. The first is for Comment solicitation. The second is for 
information only.  

 
 

4. Select the name(s) of the user(s) to send the Shop Drawing to for comment. 

5. Select the name(s) of any user(s) who should be copied on the correspondence. 

6. Click “Distribute” to forward a link to the Shop Drawing to each of the selected users. 
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8. Shop Drawing Reports 

To create a report within the Shop Drawing Transmittals log: 

1. Click on the “Create Report” button in the List Shop Drawings screen. 

 

 
2. Set the filters to provide the desired information. 

3. Click the “Get Report” button to generate the report. 

 
 

4. Click the “Print Report” button to print the report in hard copy format. 
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5. Click the “Convert Web Page to Adobe .pdf” icon,  to save the report on hard drive, for 
later viewing outside of the Shop Drawing log. 
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