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New rack
1. Find “New or Blank Rack profile” located at New or Blank Rack Profile.xls (live.com)

2. Download and fill out rack profile. 
Find “How to fill New Rack Profile” at:
How to fill New Rack Profile.pdf (stanford.edu)
Note: Each bay of a rack (having a unique rack name) shall have a separate rack profile spreadsheet
Go to step 6
Existing rack
3. Check if a rack profile already exists in Teamcenter. Type rack name in the search bar in Teamcenter and search using “item keyword search” in Teamcenter. 

4. If a rack profile already exists in Teamcenter:
4.1. Modify as needed in Teamcenter and save. 
4.2. Put a note “Reserved for LCLS-II-HE” (for spaces within a rack reserved for LCLS-II-HE) on existing rack profile at V:\LCLS\LCLS_II\LCLS II SC\Racks\Rack_Profile_Masters_LCLS-II.
Go to step 8
5. If a rack profile does not exist in Teamcenter: 
5.1. Create a copy of existing rack profile found at V:\LCLS\LCLS_II\LCLS II SC\Racks\Rack_Profile_Masters_LCLS-II
5.2. Modify the copied rack profile as needed using new rack profile template used for LCLS-II-HE (indicated at step #1 above). Use the link below to understand how to fill the new rack profile template for LCLS-II-HE:
How to fill New Rack Profile.pdf (stanford.edu)
Note: Each bay of a rack (having a unique rack name) shall have a separate rack profile spreadsheet
5.3. Put a note “Reserved for LCLS-II-HE” (for spaces within a rack reserved for LCLS-II-HE) on existing rack profile at V:\LCLS\LCLS_II\LCLS II SC\Racks\Rack_Profile_Masters_LCLS-II.

6. Once rack profile is ready for submission at steps 2 or 5 above, submit rack profile using “CAPTAR and Rack Profile Submission site” link located at 
CAPTAR Input and Rack Profile Submission Form (smartsheet.com)

7. EED Construction design group will:
7.1. Download rack profile from “CAPTAR Input and Rack Profile Submission” spreadsheet 
7.2. Perform QA/QC:
7.2.1. Rack name matches with the name on rack layout drawings
7.2.2. Rack location (sector and penetration) is consistent with rack layout drawings
7.3. Create item and upload source file (excel) to Teamcenter
7.4. Assign owner in Teamcenter to rack profile
7.5. Notify rack profile submitter or owner of the rack profile status. 
Another alternative to follow up on the status of submitted rack profile - refer to “Rack Profile Status” column on “CAPTAR and Rack Profile submission tracking “link located at 
Job Order Requirements / CAPTAR (stanford.edu) 
8. Owner of the rack profile (or anyone in the same Teamcenter work group as the owner) can:
8.1. Modify rack profile as needed
8.2. Facilitate rack profile release in Teamcenter:
8.2.1. Print PDF of the rack profile and upload to Teamcenter
8.2.2. Run EDR in Teamcenter (Checkers and approvers will participate in the workflow)
8.3. Attach redline and/or run ECR for any change on the contents of the rack profile.

