DrChecks Step-by-Step Guide

The purpose of this guide is to provide the TYPICAL steps required to conduct a review in DrChecks. This guide should benefit those who have management/overview responsibilities and also those serving on the Review and Production Teams.


 1.  The PROJECT must be established in DrChecks. Complete this form and email it to the Nashville administrator. [Project Manager or Technical Lead]

2.  The REVIEW must be established in DrChecks. Follow same procedures as above. The form can be submitted with both the PROJECT and REVIEW information at the same time when the information is available.  [Project Manager or Technical Lead]

NOTE: Items 1 and 2 should be completed as early as possible so that any needed registrations and/or user training can be accomplished in advance of the Review start.

3.  The Nashville administrator will notify any Team members of registration requirements when necessary.  [Administrator]

4.  The review product is delivered to the Review Team via email or hardcopy. The Review Manager should also inform the administrator that the Review should be opened for comment.  [Review Manager]

5.  Reviewers enter comments in DrChecks as appropriate. See the FAQ on the DrChecks Resource Page.  [Review Team]

6.  Production Team members evaluate the comments made by the Review Team. Coordination of who should respond to comments is facilitated by the Review Manager. [Production Team]

7. Review Team members also assume the role of "Backcheckers." In that role, the Reviewer decides if the responses to his/her comments are satisfactory. If they are, the comment should be "closed" (with or without further comment). If not, continue the resolution process in DrChecks until the comment can be closed. The Review Manager will facilitate resolution if an impasse exists.  [Review Team]

8.  When all comments have been closed, the Review Manager should inform the administrator that the review can be closed and archived.  [Review Manager]

9.  The administrator will generate a Review Report in PDF format that includes the complete comment record. The report will be furnished to the Project Manager / Technical Lead for appropriate distribution and archival.  [Administrator]

10. Visit the DrChecks Resource Page website for access to training modules, background information and the latest DrChecks news.

Contact james.d.brady@usace.army.mil or 615-736-2282 if you have questions.

