
Power & Water Customer 
Collaboration Documentum:

Working with 
Transmittal Forms



1. Create a Transmittal Form

2. Transmittal Form Email Notification

3. View a Transmittal form

Module Objectives:



Create a Transmittal Form

1. Select the folder from 

the Navigation Tree 

where the Transmittal 

Form should reside.

2. Choose “Collaboration”, 

“Workflow Forms” and 

“Transmittal Form”.

A Transmittal Form is used to submit documents/information and does not require 

any response from the recipient(s). It serves as a record of transmission only.
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Create a Transmittal Form

Complete all fields as required in Documentum (red asterisk) and as needed for 

the business process. 

*Name/Subject field:  Documentum will generate an arbitrary number unless the 

user inputs their own name/subject choice.



Create a Transmittal Form

*Customized project Distribution Lists previously created will appear in the 

“Distribution List” box as a routing choice. The form will be sent to all users in 

the list. You may also choose individuals in addition to the Distribution List. 

Select and add the appropriate  
“MLI/MDL” number or create 
/add a new code by inserting it 

in the box directly below.

Select the distribution 
recipient(s).  *See Below

New codes added will 
then be placed in list 
as a choice for future 
forms 



Create a Transmittal Form

Highlight chosen 

file(s) and click 

button to add or 

remove

Click “OK” to 

complete action.

Add attachments and comments 
as needed.

*Files attached must reside in the 
project where the form is created.

Select the Target Group(s) (optional).  
*Create/add a new group by inserting 

it in the box directly below. New groups 

added will then be placed in list as a 
choice for future forms. 

Choosing a Target Group allows 
for more refined searching and 
reporting capability.



Create a Transmittal Form

Transmit Documents – Send the form and return to the project workspace.

Save As Draft - Complete at another time - drafts will be located in the folder 

where the form was created or under “00 Workflow Forms” (expand folder 

and choose “Document Transmittal Forms” to locate the form).

*To modify/complete the form, select it, right click and choose  "Prepare to Retransmit".  
Make the changes as needed and then submit. You may also continue to choose “Save as 
Draft” and submit at a later time.

Close - Cancel the form.



Transmittal Email Notification

“Notification of 

Document Transmittal”

“To access the 

Transmittal Form in the 

Collaboration tool and 

view all details, please 

follow these steps:”

Click to display 

attachment

An Outlook email notification 

will be sent to the Transmittal 

recipients. From this email, the 

user will be able to view the 

attachments (when link clicked, 

screen below will appear-choose 

“View”) and access the form for 

action through the link 

provided.



View a Transmittal Form

Navigate to the project where the form was created.  Select the folder where the 

form resides or, expand the “00 Workflow Forms” folder and choose “Document 

Transmittal Forms” to locate the form.

Double click on the form in the workspace area to open/view. 

You may also open the form from the Outlook email notification by clicking the link 

listed.


