
Local Assistance 

(PWDM) 
ProjectWise Deliverables Management 

Create and Send a New Transmittal (LAP Projects) 

STEP 1: From the Green drop down menu – Select “New Transmittal” 

STEP 2: Fill out the “General” Tab 

Required 
Required 
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1.Subject – like an email 
2.Purpose - for approval, review, or FYI? 
3.Confidential data included - sensitive info? 
4.Distribution rule – the submittal 
5.Comments – like body of an email 
6.Classification - match the Distribution rule 
7.Cover Letter - Ignore 

* Distribution Rule (D.R.) is the submittal. 
* D.R. auto sets recipient, response time 
* Select “No Distribution Rule Available” as 

the “Classification” if D.R no applicable -
Leave D.R. as “…” 

Updated 10-10-2023 
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STEP 3: Review the “Recipients” Tab 

If Adding More Recipients 

* Nothing to do on this tab. “Recipient” is 
auto populated via the “distribution rule”. 

* Do not add more VDOT recipients unless 
prior agreed upon by the VDOT District. 

Default 

Added 

Added 

Added 

1.Click button 
2.Change filter to “Show all”; click 
3.Search or scroll to locate recipient 
4.Select a name 
5.Click button 
6.For each, mark an action for the added 

recipient; default is “Ack” and “Res”. 

*For efficiency, click only after 
having selected all additional recipients. 

*Click box left of recipient, locate the 
“remove” button - to remove a recipient. 

*Do not use 

  
 
 
 

 
     

 

 

 

 

 
 

 

  
 

    
  

    

 

 

 

     
  

 
    

      
 

 

 

 

 

              
     

    
  

                
     

     
 

     
   

 
     

    
 

                   
 



  
 
 
 

 
     

 

 

 

 

   
  
  

  

 
   

 
        

                 
    

 
      

 
       

    
 

 
   

     
  

 
 
 

      
 

Local Assistance 

(PWDM) 
ProjectWise Deliverables Management 

Create and Send a New Transmittal (LAP Projects) 

STEP 4: Fill out the “Documents” Tab 

Upload Individual Files (Your Computer) 

1.Select dropdown arrow 
Do not click unless adding 
documents directly from PWE 

2.Select document(s) from your computer 

3.If you do not upload all of your documents 
at one time, to add more, you will need to 
use dropdown 

* It may be more efficient to drag-n-drop 
files directly from its location into 
documents window. 

Do not use - Upload a ZIP package 

Updated 10-10-2023 
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STEP 5: Final Review of the General, Recipients, and Documents Tab 

1.Select to send the transmittal after 
you review all fields in the General, 
Recipients, and Documents tabs. 

* The transmittal will not issue: 
o if all the required fields incomplete 
o when a document is not attached 

Do not select the up arrow “Send for 
review & issue”. Just click 

STEP 6: CONFIRM 

Example Cover Letter 

  
 
 
 

 
     

 

 

 

 

 
 
 
 
 
 
 
 

 
 
 

  

 

 

 
      

    
   

 
   

     
     

 
 

  
     

 
  

 
                  

     
  
     

 
 

    
    

      
    

    

1.Before selecting to send the 
transmittal, optionally view the cover letter. 

2.The transmittal is issued after selecting 

* The transmital has now been issued, the 
system automatically generates an email 
from noreply@bentley.com that is sent to 
the VDOT staff identified in the “Distribution 
Rule” and any other selected recipients. 

Updated 10-10-2023 

mailto:noreply@bentley.com
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