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 Commitment Approval Narrative 


Purpose 
The purpose of the Commitment Approval process to generate Purchase Orders for entities performing 
work on the project by apportioning funding received into the project account.  The PM creates 
Commitments in e-Builder, from which FSBO creates Requisitions in PeopleSoft, for which Purchase 
Orders are created and issued to the designated entities. 


Initiator 
The Project Manager initiates the commitment approval process. 


Key Terms 


Project Charter 


Information packet, in which the PM develops a Project Scope, 
creates an initial, estimated Project Budget and Project Schedule.  
The Project Charter provides information to FPC Leadership, 
which allows them to review the plan put together by the PM, 
and comment back or provide their approval to move forward.  


Professional / Contractor 
Proposal 


Written document outlining the proposed cost of the Scope of 
Work provided by the PM.  The Contractor’s proposal will 
typically include a Schedule of Values (SOV) 


Minor Project Proposal 


Proposal generated by the PM, which includes actual costs 
corresponding to the project’s Statement of Work, project 
funding sources, and a proposed schedule.  Acceptance of a 
Minor Project Proposal by the Client results in project funds being 
transferred into the FPC Project Account. 


Schedule of Values (SOV) 


Contractor 


Project Cost breakdown provided by the contractor, which details 
specific costs comprising the total value of each Account Code 
(Division and Non-Division items) submitted with their proposal.  
The PM uses the SOV when creating Commitments and typically 
creates commitment lines which mirror each SOV line.  When 
entered in this manner, the Invoice Items in the 08 – Pay-App & 
Consultant Invoice process satisfies the SOV requirement. 


Commitment 


In general, a commitment of construction financing provided to 
the Contractor or Professionals by the Owner for a project which 
has been approved by the agent responsible for funding the 
project.  UCF uses the Commitment process to apportion project 
funding to a specific vendor for a defined scope of work.  The 
creation of a commitment alerts the Facilities and Safety Business 
office of the need to create a requisition for the commitment. 
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Requisition 


A purchase requisition is a PeopleSoft form, which the Facilities 
and Safety Business Office (FSBO) creates and submits to UCF 
Procurement, identifying services/materials to order from an 
outside vendor.  A requisition is used by Procurement to create a 
Purchase Order (PO). 


Purchase Order 


A Purchase Order (PO) is a binding contract between UCF and the 
Vendor.  POs include the services/materials being purchased, the 
scope of service, payment terms, invoicing instructions and the 
purchase order number.  The above information is pulled directly 
from the Commitment information provided by the PM. 


Summary 


Once a project has been funded, the PM will need to create Commitments for each entity the 
University pays directly.  The Commitment alerts the Facilities and Safety Business Office (FBSO) that 
the PM wants to allocate a portion of the project funding to a specific entity for a particular service.  
Commitments are typically created for Construction Managers or General Contractors, 
Architect/Engineers if the project requires design, vendors whose services are required, but who are 
not subcontractors of the CM/GC, and internal UCF departments providing services (UCF IT, UES, etc). 


FSBO will review the information provided by the PM to ensure it follows UCF policies, then will 
create a requisition, which will be reviewed and turned into a Purchase Order (PO) by UCF 
Procurement. 


The PO, which serves both as a contract between UCF and the vendor, as well as a Notice to Proceed, 
will be deliver to the vendor by UCF Procurement.  The PM should also receive a notification; 
however, the PM should follow up with the vendor to confirm receipt. 


Requirements 


• Commitment Type 
• Commitment Control 
• Company 
• Retainage Percent 
• Scope of Work / Project Charter 
• Vendor Proposal 
• Input Date of Proposal 


Pre-requisites 


• Project Charter 
• Minor Project Proposal or UIMP/Carry Forward Request 
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Key Steps 


Start:  CA Process Initiation - PM initiates the Commitment Approval process in e-Builder 


Step1:  Routing Workflow – the e-Builder system applies three logical tests to determine CA routing 


Step2:  FSBO Review and Requisition Creation 


Step3:  UCF Procurement Review and PO Creation 


Step4:  Funds Validation 


Step 5:  UCF Procurement Sends PO Information to Contractor 


Finish:  FPC PM follows up with Contractor to ensure PO Information was received 


CA Process Initiation 
The Commitment Approval process starts with the PM initiating the process.  


Routing Workflow 
The e-Builder system then applies a set of three business rules to the CA to route it to the next step of 
the workflow. 
Commitment Type - If any of the below types were input by the PM, the Commitment is routed 
directly to FSBO for review. 


• Internal UCF Contracts 
• BCO Fees 
• Emergency PO 
• GSA Contract 
• Job Order Contract 
• NJPA 
• Owner Direct Purchase 
• Quote under 10K PO 
• SEM Plant Maintenance 
• Other Commitment 


Construction Commitment - The next validation checks to see if Construction was selected by the PM. 
• If Construction was selected, and the Commitment Value is greater than or equal to $2M, the 


Commitment is routed to the FPC Manager, Facilities Planning (MGR) for review. 
• If Construction was selected, and the Commitment Value is less than $2M, the commitment is 


routed to FSBO for review. 
Non-Construction Commitments - The final validation checks the Commitment Value for non-
Construction commitments.  


• If Construction was not selected, the Commitment Type is not contained in the above list, and 
the Commitment Value is greater than or equal to $200K, the commitment is routed to the 
FPC MGR for approval. 


• If Construction was not selected and the Commitment Value is less than $200K, the 
commitment is routed to FSBO for review. 
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FSBO Review and Requisition Creation 


The FSBO team receives and reviews the commitment in e-Builder.  FSBO ensures a Project Charter 
has been completed and a Minor Project Proposal has been approved by the client.  FSBO reviews the 
CA to ensure guidelines from Award of Minor Projects to Continuing Service Contractors Selected 
through a Qualifications Basis are followed.  If more information is required, FSBO will return the CA 
back to the PM, otherwise FSBO will verify funds exist in the FPC Project Account, create a requisition 
for a PO in the PeopleSoft system and provide UCF Procurement with the Project Charter and Minor 
Project Proposal by attaching them to the requisition.  FSBO will copy the scope of services provided 
by the PM into a field that also displays on the PO when it is created. 


UCF Procurement Review and PO Creation 
UCF Procurement reviews the requisition to ensure it complies with University Procurement Policies, 
and if so, creates a Purchase Order (PO) in PeopleSoft.  This information is then passed back to FSBO. 


Funds Validation 
Upon a PO being issued by UCF Procurement, FSBO inputs the PO Number into the CA and selects 
Funds Validated, which completes the CA process. 


UCF Procurement Sends PO Information to Contractor 
UCF Procurement emails the PO Information to the Contractor’s contact information as listed in the 
PeopleSoft system. 


FPC PM follows up with Contractor to ensure PO Information was received 
The PM should be notified that the PO information was delivered when FSBO inputs the PO Number 
into the CA process.  The PM should reach out to the Contractor to ensure the PO Information was 
successfully received. 


 



http://fs.ucf.edu/sites/default/files/policies/Award%20of%20MINOR%20Projects%20to%20CSCs-%207-30-18%20final.pdf

http://fs.ucf.edu/sites/default/files/policies/Award%20of%20MINOR%20Projects%20to%20CSCs-%207-30-18%20final.pdf
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How to guide – The Commitment Approval (CA) Process 
The e-Builder Minor Project Proposal is comprised of the following elements: 


Start Process Scope and Contract Information 


Commitment Details Commitment Type and Company for which the Commitment 
Item(s) will be created 


Commitment Others Retainage Percent and information about the CA used by FSBO 
Commitment Custom Fields PeopleSoft PO Number associated with the Commitment 
Commitment Items Displays Commitment Items the PM has already created 
Add New Commitment Item PM inputs data to create a new Commitment Item 


 


Navigate to Commitment Approval Process 
From the e-Builder Home screen 


 
• Select the Projects tab 
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From the Projects screen 


 
• Search for and select the project for which you wish to create a commitment 


From the Projects screen – Project Menu 


 
• Select the Processes link 
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From the Processes screen – Filter Processes 


 
• Select the Start Process button 


From the Start a Process pop-up window 


 


• Select the 05 – Commitment Approval (CA) link 







8 
 


Commitment Approval – Start Process section 


From the 05 – Commitment Approval (CA) screen – Start Process Section 


 
• Date of Proposal 
• Attach the Scope of Work created for the entity 
• Select the Contract Selection Method dropdown menu 


From the Contract Selection Method dropdown menu 


 


• Select the applicable Contract Selection Method 
o Bid Process – PM used eB Quotes 
o E&I Coop 
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o GSA/NJPA 
o Job Order Contract – PM used a JOC 
o Justification – PM made a selection based on fit and prior experience 
o Major Project – Work is part of a Major Project 
o Owner Direct Purchase – Materials purchased directly by UCF to obtain tax savings 
o Rotation – PM made a selection based on next entity ready to receive work 
o UCF Department – Work to be performed by a Partner Department (FO, UCF IT, etc) 
o Under 10K – Value of PO is less than 10K 


You have completed this section.  Please note that it is a good practice to save your work often by 
selecting the Save Draft button located at both the top and bottom of the 05 – Commitment Approval 
(CA) screen.  The process will time out if no activity is recorded for 10 minutes. 


Commitment Approval – Commitment Details section 


From the 05 Commitment Approval (CA) – Commitment Details section 


 


• Select the Commitment Type dropdown menu 
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• Select the applicable Commitment Type 
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Full List of Commitment Types: 


 


Code Description
Architectural Services Professional Services
BCO Fees For Permits
Building Envelope Consulting Exterior Envelope review and testing
Civil Engineer Services Civil Engineering design services
CM GMP Contract Construction Manager Contract though a selection process for Major Projects
CM Up to $2M (Continuing Service) Construction Management Contract Pre-Qualified (Large Minor)
CM Up to 500K (Continuing Service) Construction Management Contract Pre-Qualified (Small Minor)
Commissioning Agent Services Building and system commissioning of new and existing systems
Design-Build Architect Design-Build Architect
Design-Build Contractor Design-Build Contractor
Electrical Contract Electrical as prime for construction, repair and maintenance
Emergency PO Used during emergency situations. See UCF-7.130 Administration and Finance; Purchasing 3.h.1
External Hard Bid Non Continuing Service Contractor hard bid
GC Up to $2M (Continuing Service) General Contractor Contract Pre-Qualified (Large Minor)
GC Up to 500K (Continuing Service) General Contractor Contract Pre-Qualified (Small Minor)
GSA Contract Reference the GS Contract
Internal Hard Bid Continuing Services Contractor Only Hard Bid
Internal UCF Contracts For UES, OIR, CS&T, FO, LNR, etc.
Job Order Contract Itemized Contracting
Landscape Architectural Services Design of hard and soft exterior environment
Material Testing/Threshold Inspection Services Testing of construction materials
Mechanical Contract Mechanical as prime for construction, repair and maintenance
MEP Engineering Services Mechanical, Electrical, Plumbing design services
NJPA National Joint Powers Alliance - Reference Contract
Other Commitment Other Commitment
Owner Direct Purchase Owner Direct Purchase Items
Piggyback Contract Contract from another State agency - Reference the agency
Plumbing Contract Plumbing as prime for construction, repair and maintenance
Quote under 10K PO Under 10k Purchasing guidelines
Repair and Maintenance Contract Repair and Maintenance
Roof Maintenance Contract For roof maintenance only. If new roof use Trade Contract Contract Commitment Type
SEM Plant Maintenance
SFM State Fire Marshall
State Contract State Contract
Trade Contract Trade Contractor w/o AE
UES Utility Professionals Design services for utility design and evaluation
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From the 05 – Commitment Approval (CA) – Commitment Details section 


 
• Commitment Control defaults to “Controlled by Commitment Item” 
• Select the Company dropdown menu 


 
• Type in the partial name of the entity for which you which to create a commitment 
• Select the entity name 
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The Company Number will auto-populate when the entity is selected 


 
• Select the Contact dropdown menu 


o All contacts listed for the selected company will populate 


 
• Select the contact for the commitment 


o This selection assists with record-keeping, but does not impact system notifications or 
routing 


 


You have completed this section.  Please note that it is a good practice to save your work often by 
selecting the Save Draft button located at both the top and bottom of the 05 – Commitment Approval 
(CA) screen.  The process will time out if no activity is recorded for 10 minutes. 


Note:  At the top of the process, in the Start Process section, you will now see the Subject field.  The 
Subject field is auto-populated with the Project Number + Company + Commitment Amount 
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Commitment Approval – Commitment Others section 


From the 05 – Commitment Approval (CA) – Commitment Others 


 


Commitment Date field Use the calendar icon to select the date.  
This indicates the date which the commitment is due 


Notice to Proceed Date field The Date of the Purchase Order.  Leave blank when creating the 
commitment. 


Scope of Work field 


This information will be included in the requisition and PO 
verbatim when the requisition is created, and it is important for 
the PM to populate it with the following from the Minor Project 
Design/Construction Scope of Services. 


• Copy verbiage from PROJECT OBJECTIVE / SCOPE OF 
WORK through the end of the document, and paste it 
into the Scope of Work field. 


Review and modify format as indicated below: 
• Any lists should be in alpha-numeric format, as bullets 


cause issues in PeopleSoft 
• Font should be Arial 
• Font size should be 11 


Retainage Percent field 


Retainage Percent defaults to 0.00 – input a number between 0 
– 100 to indicate the retainage percent you wish to 
systematically withhold from all commitment items.  Standard 
retainage is 10% (Exceptions Bonds and Insurance – 0%) 


Retainage Amount:  Support 
Manual Entry checkbox 


Select the Retainage Amount Support manual entry checkbox if 
you wish to have the capability to override retainage amounts 
on invoice line items 


 


Commitment Approval – Commitment Custom Fields section 


From the 05 – Commitment Approval (CA) – Commitment Custom Fields 


 
• The PeopleSoft PO Number field is populated by FSBO when a PO is issued for the Commitment. 
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Commitment Approval – Add New Commitment Item section 


From the 05 – Commitment Approval (CA) – Add New Commitment Item 


 


• Select the Please Select a Line Item link 
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From the Budget Line Items pop-up window 


 
• Select the Account Code for which you wish to create the commitment line 


o In this example, 01.03.25 General Requirements was selected 
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Item Number field Item Number defaults to 001 
Budget Line Item field The Budget Line Item field changes to the Budget Line Number 


Current Budget field 
The Current Budget field is populated with the approved budget 
amount for the Line Item 
In this example, the budget amount of 20,000 is populated 


Description field 


The Description field is populated with the Line Item Description 


A good practice is to add a hyphen after the original description 
name, and include additional descriptive information from the 
contractor’s Schedule of Values (see examples below): 


Division 1 – General Requirements – Builders Risk Insurance 
Division 1 – General Requirements – Move Lab Counter 
Division 1 – General Requirements – Floor Protection – Visqueen 


Retainage Percent field 


Retainage Percent defaults to the value listed in the Retainage 
Percent field from the Commitment Approval – Commitment 
Others section. 


Input a number between 0-100 to change the retainage percent 
for the commitment item 


Amount field 
Amount defaults to 0.00 


Input the amount you wish to allocate to this commitment line 
In this example, 10,000 was input 


Allowance Item checkbox 


Allowance Item 


Allowances are used to set aside funds for specific work activity, 
which is not certain to occur (example below): 


A renovation to a room within a building built before 1980 may 
or may not need asbestos abatement.  The PM is able to create a 
commitment line for this activity, marked as an allowance.  If the 
activity occurs, funds are withdrawn from the commitment.  If 
the activity is not needed, funds revert to the client at the end of 
the project. 


Custom Fields icon  
Add button Select the Add button to create a commitment item 


 


Commitment Approval – Commitment Items section 


Once Commitment Items have been created, they will appear in the Commitment Items section.  The 
PM is able to edit each field except for Current Budget, which is controlled by the approved budget for 
the Line Item. 


From the 05 – Commitment Approval (CA) – Commitment Items 


 
• Select the pencil icon next to the information you wish to edit 
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o Item Number 
 Commitment lines should match the Contractor’s Schedule of Values.  If the PM 


receives a revised Schedule of Values the PM can re-order lines to match the 
revision. 


o Description 
o Retainage Percent 


 A retainage of 10% is expected to be withheld on all lines except those related 
to bonds and insurance.  If the Retainage Percent is less than 10%, the PM 
should use the edit feature to ensure the commitment line has a 10% retainage 
value 


o Amount 
• Select the Line Item link to change the Account Code designation if needed 
• Select the Allowance checkbox to designate the commitment line as an allowance item 
• Custom Fields are not used 
• Select the Delete link to delete the commitment line 


 
• Enter the new value (ex. 18500) 


 


 
Repeat the process of adding all relevant commitment lines you wish to be included in the Vendor PO 
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Commitment Approval – Review and Submit 
Once all commitment lines are added, save your work, review and submit 


 
• Select the Save Draft button 
• Select the Check Spelling button to perform a spell check.  Note that verbiage included in the 


commitment will appear on the Purchase Order verbatim, so it is important for it to be correct. 
• Select the Submit button to route the process to the next step (see Routing Workflow Heading)







20 
 


FP&C Action


AVP Review Finish


Non-FP&C 
Action


Project Manager
Action


LEGEND


05 – Commitment Approval Process (CA)


Commitment 
Type Check Construction


MGR, 
Accounting, 
and Director 


Review


Business 
Analyst 
Review


FSBO Review


PM Revise 
Commitment


Resubmit


Yes


Revise to Initiator Revise to Initiator Revise to Initiator


Submit No Approve Review Approve Funds 
ValidatedStart


PM Initiates 
Process


Void / Cancel


>=2M


>=200K


Yes


No


Revise to Initiator


Yes


No – To FSBO 
Review


No


Yes


AVP – Associate Vice President (Facilities & Safety)
Director – Director, Facilities Planning
MGR – Manager, Facilities Planning
PM – Project Manager
FSBO – Facilities & Safety Business Office
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 Commitment Transfer Process Narrative 


Purpose 


The purpose of the Commitment Transfer process is to move funds from one LINE to another. 


Initiator 


The Project Manager is responsible for initiating the Commitment Transfer process in e-Builder. 


Key Terms 


Budget 
Vendor quote, including any qualifications and submittals, 
delivered to the PM to fully complete all activities listed in the 
Statement of Work. 


Budget Line  


Commitment Project material prepared by the PM and presented in e-Builder 
to contractors invited to bid on the project. 


Commitment Line Information provided by the PM to vendors bidding on a project 
in response to questions asked during the bid process. 


Schedule of Values (SOV) Vendor selected to provide service on the UCF project. 


Line to Line Transfer 


Process refers to the specific process in the e-Builder application, 
which allows the Project Manager to invite continuing service 
vendors with capabilities relevant to the scope of work to submit 
bids. 


Statement of Work 
Document provided to vendors for review, which provides the 
project scope, deliverables, and other project-related 
information. 


Continuing Service Contract Contract which allows a vendor to bid on UCF Minor Projects 
associated with their trade/profession during the Contract Term. 


Facilities Planning & Construction 
Financial Procedures 


• Requisition Creation and Approval 
• Schedule of Values 
• Professional Service Invoices 
• Additional Service 
• Construction Payment Applications 
• Line-to-Line Transfers 
• Buyout Savings Transfers 
• Contractor Contingency Transfers 
• Owner Contingency Transfers 
• DOP Tax Savings 



https://fs.ucf.edu/sites/default/files/policies/Financial%20Procedures-%20updated%20table%2012.6%20final.pdf

https://fs.ucf.edu/sites/default/files/policies/Financial%20Procedures-%20updated%20table%2012.6%20final.pdf





The bids are reviewed by the PM and generally the lowest bid is selected unless the vendor did not fully 
address all requirements in their bid package. 


Key Steps 


Start:  Contractor initiates process and indicates if the transfer type will be Line to Line, Buyout 
Savings, Contractor Contingency, or Buyout Usage.   They must also supply information on who is 
responsible for the transfer, and the necessity for the transfer. 


Step1:  If an AE is on the project, they will review the information to ensure it is valid and either 
return it to the Contractor for revision, or submit the request to the PM. 


Step2:  The PM reviews the information to ensure it is valid, correct, and conforms to the PM’s 
expectations.  The PM will either return it to the Contractor for revision, or approve the process step, 
which will send the process to the Manager, Facilities Planning (MGR). 


Step3:  The MGR reviews the information to ensure it is reasonable and can either return it to the PM 
with comments or approve the process step. 


Step4:  The process will check to see if the Transfer Type selected is either Contractor Contingency or 
Buyout Savings.  If so, the process will route to the Director, Facilities Planning.  If not, the transfer is 
final and will be updated. 


Step5:  Contractor Contingency or Buyout Savings transfers will be reviewed by the Director, Facilities 
Planning.  The Director will review for reasonableness and can either return the process to the PM or 
approve the process step.  Approving the process step will complete the process and the transfer will 
be updated. 


 


 


 


 


 







Start


FP&C Action


AE Review Finish


Non-FP&C 
Action


Project Manager
Action


LEGEND


07B – Commitment Transfer Process (CTP)


Contractor 
Initiates 


MGR ReviewPM Review Director 
Review


Initiator 
Revise


ApproveApprove


Void / Cancel


Contractor 
Contingency


Approve Yes


Buyout Savings


Approve


RejectResubmit


Return


Return to PM Return to PM


No


Yes


No


MGR – Manager, Facilities Planning
AE – Architect / Engineer
PM – Project Manager


 





		 Commitment Transfer Process Narrative






 Drawing and Design Plan Review Narrative 


Purpose 


Drawing and Design Plan Review is used when a Project requires Design Professionals to create 
drawings, which will be used in the development and execution of the project.  Design Professionals are 
involved in projects that require signed/sealed drawings for bid, permit and/or construction. Architects 
and professional engineers are responsible for designing building components/systems to all applicable 
codes, laws and standards. Projects with life safety components, projects over $50,000 in value, and 
projects with HVAC systems over 15 tons require architects and/or professional engineers. 


The Drawing and Design Plan Review allows the PM and other Partner Departments to review and 
provide input on a common set of digitized drawings. 


Initiator 


The Drawing and Design Plan Review is initiated by the Design Professional after they have prepared a 
set of drawings in accordance with the UCF Design, Construction and Renovation Standards, appropriate 
for the scope of the Project. 


Key Terms 


Programming Documents 
• Minor Project Proposal 
• Detailed scope of work 
• Establishing a total building area. 


Schematic Design Documents 
Schematic Design produces rough drawings of a site plan, floor 
plans, elevations and often illustrative sketches or computer 
renderings. 


Design Development Documents Design development depicts a more detailed site plan as well as 
floor plans, elevations and section drawings with full dimensions.   


Construction Documents 


Construction documents include a complete set of architectural 
drawings (site plan, floor plans, sections, details, etc.) that are 
combined with structural drawings (and possibly mechanical and 
electrical drawings) that have enough detail for the contractor to 
build your project. 


Critical Needs Checklist Checklist based on critical components as described in the UCF 
Design, Construction and Renovation Standards 


Plan Review 
The combined reviews and comments of all applicable project 
stakeholders, responded to and addressed by the Design 
Professional 


 







Stakeholders / Reviewers 


Stakeholders the PM wishes to gain input from.  These can 
include: 


• Facilities Operations (FO) 
• Environmental Health & Safety (EHS) 
• Utilities & Energy Services (UES) 
• Business Services 
• Facilities Planning & Construction (FPC) 
• Office of Instructional Resources (OIR) 
• UCF IT 
• Parking Services 
• Landscape & Natural Resources (LNR) 
• UCF Police Department (PD) 
• Resource Management (RM) 
• Department of Security (DS) 
• Sustainability Initiatives (SI) 


 


Key Steps 


Start:  AE uploads drawing for the current design phase into e-Builder 


Step1:  PM reviews drawing and uses e-Builder functionality to request comment from relevant 
entities 


Step2:  Project stakeholders submit comments 


Step3:  PM delivers comments to AE 


Step4:  AE responds to comments and/or updates drawings and notifies PM 


Step5:  The cycle continues until all comments for each relevant design phase are addressed. 


Finish:  AE uploads/confirms final Construction drawings in e-Builder and marks process as Accepted 


 


 







How to guide – The Drawning and Design Plan Review (DDPR) Process 
The e-Builder Drawing and Design Plan Review process is comprised of the following elements in the 
Details tab: 


Start Process Header information and Review Type 
Programing Documents Section where these type of documents are uploaded 
Schematic Design Section where these type of documents are uploaded 


Design Development 


Section where applicable Design Development documents are 
uploaded: 


• DD 50% 
• DD 50% Specifications (SPECS) 
• DD 95% 
• DD 95% Specifications (SPECS) 
• DD DOCS (final) 


Construction Documents 


Section where applicable Construction Documents are 
uploaded: 


• CD 50% 
• CD 50% Specifications (SPECS) 
• CD 100% 
• CD 100% Specifications (SPECS) 
• CD 100% SPECS – VOL II 
• CD DOCS (final) 


Critical Needs Section where the Critical Needs Checklist is uploaded 


Plan Review Comments 


Section where comments are added.  Each comment has three 
parts: 


• Reviewer Name, Comment, and Page #/Spec# 
indicator 


• PM Notes 
• Architect Response 


In the Attached Documents tab, the Architect can also attach any document which includes 
supplemental or supporting information. 







Navigate to Drawing & Design Plan Review Process 
This section describes activities performed by the Design Professional. 


From the e-Builder Home screen 


 
From the Projects Screen 


 
• Search for and select the project for which you wish to initiate the Drawing and Design Plan 


Review 
 







From the Projects screen – Project Menu 


 
• Select the Processes link 


From the Processes screen – Filter Processes 


 
• Select the Start Process button 







From the Start a Process pop-up window 


 
• Select the 04 – Drawing & Design Plan Review (DDPR) link 


From the 04 – Drawing & Design Plan Review (DDPR) screen 


 


• Select the Review Type dropdown menu 


 
• Select the type of review you wish to initiate.  This alerts the reviewers as to which Design Phase 


drawing they should review and comment on. 
o In this example, SD Docs is selected 







From the 04 – Drawing & Design Plan Review screen – Schematic Design section 


 
• Select the Browse Computer button and upload the appropriate design document 


o In this example, Schematic Design.docx was uploaded 







From the 04 – Drawing & Design Plan Review screen 


 
• Upload the Critical Needs Checklist 
• Select the Save Draft button 
• Select the Submit Button 







PM Review & Start Timer 
This section describes activities performed by the Project Manager. 


Once the Design Professional selects the Submit button, e-Builder moves the process into the PM’s 
court.  The PM has three primary responsibilities at this process step: 


1. Download and attach a comment template which must be used by all reviewers 
2. Ensure all applicable project stakeholders have an opportunity to review the design 


professional’s document(s) 
3. Start the process timer and ensure all reviewers understand when the review period ends 


From the e-Builder Home screen 


 
• Select the Project Name link to navigate to the Processes tab with the 04 – Drawing & Design 


Plan Review (DDPR) process pre-selected 


From the e-Builder Processes tab 


 
• Select either the Process link or the Subject link to open the DDPR process for the project 


o DDPR – 1 
o SD Docs for 2018-007 End User Training Project 07 







 
• Select the Download Template link 







An MS Excel file will open.   


 
• Save this file to your computer so you can attach it to the DDPR process. 


From the 04 – Drawing & Design Plan Review (DDPR) – 1 screen 


 
• Select the Attached Documents tab 







From the Attached Documents tab 


 
• Select the Attach Documents button 


 
• Select Upload from your Computer 







 
• Select the Destination folder, where your upload will be deposited into 


o In this example, 03.02.01 SD DOCS was selected 
• Select the Select button 


 


 
• Select the Browse link and navigate to the folder where you saved the Template document and 


upload it 







 
• Add a Description if you desire and select the Done button 


The Template has now been added to the process in the Attached Documents tab 


 







Also, the template is added in the Comments tab 


 
Note:  Anytime a comment is added, the PM will receive an email notification 


 







Select Stakeholders to Review and Comment 
The PM now must select the various stakeholders who should review and comment on the design 
professional’s document. 


From the 04 – Drawing & Design Plan Review screen 


 
• Select the Request Comment button 


o Ensure pop-up blocker is disabled 
 







From the Request Comment pop-up window 


 
For users already added to the project, the filter is set to All Users 
To filter by specific project roles, select the dropdown menu (optional) 


 
• Select the desired role 
• Use the > and < buttons to add or remove project participants from the Request Comment list 







To email a link, which allows External Users to review and comment on the design professional’s 
document(s) 


 
• Enter the email addresses for all recipients you wish to receive an email notification containing a 


link, which allows them to access the document and add comments.  External users must have 
e-Builder accounts. 


• Select the Allow external users to attach files checkbox  
o A [Select Folder] link will appear 


 
• Set the Destination folder where attachments from recipients will be uploaded 


o In this example, 03.02.01 SD DOCS was selected 







From the Request Comment pop-up window 


 
• Update the subject line if desired 
• Add a Respond By date so the recipients know the deadline by which their review and 


comments need to be delivered 
• Add a message instructing the recipients to review the document(s) and provide feedback 
• Select the Request Comment button 







Indicate which stakeholder groups are required to review and comment 
From the 04 – Drawing & Design Plan Review screen 


 


• Select all applicable checkboxes in the Departments Notified to Review the Plans field 







Setting the Timer 
When the PM has sent out all requests for comment, they start the timer on the process.  To start the 
time, navigate to the 04 – Drawing & Design Plan Review (DDPR) screen. 


From the 04 – Drawing & Design Plan Review (DDPR) screen 


 
• Select the dropdown menu to the left of the Take Action button 


 
• Select Start Rvw. Time 
• Select the Take Action button 


This moves the process to the next step – PM Review Comments & Stop Timer 


 







• The PM waits until the comment period has passed, then updates the process with all 
comments received 


Reviewer Actions 
This section describes activities performed by reviewers. 


Email notification to reviewers 


 
• When a reviewer selects the click here link, they will be taken to the DDPR process 







From the reviewer DDRP screen 


 
• They can access the 


o Critical Needs Checklist 
o Schematic Design document 







From the Attached Documents tab 


 
• A reviewer can download the 


o Schematic Design document 
o Critical Needs Checklist 
o Comment Template 


• Once the reviewer has completed their review and updated the Comment Template, they select 
the Add Comment button 


 
From the Add Comment screen 


 
• The Your Name field will be auto-populated 
• The Your Company field will be auto-populated 
• The Your Email Address field will be auto-populated 
• Reviewer will add any additional comment into the Comment text field 
• Reviewer will select the Browse button to navigate to and attach their updated Comment 


Template 
• Reviewer selects the Save button, which  


o Adds their comment and attachment to the DDPR comments tab 







o Adds the attachment to the Attached Documents tab 
o Adds the attachment to the 03.02.01 SD DOCS folder 
o Initiates an email notification to the PM 


 







Importing Comments from Reviewers 
This section describes activities preformed by the Project Manager. 


When reviewers have attached their comment templates, the PM should download and save these files 
into a folder on their computer.   


Example Template 1- Reviewer Comments 


 
In the following part of the process, the PM will be able to import these templates into e-Builder, which 
could save them time instead of manually entering the information. 







From the Drawing & Design Plan Review screen 


 
• Select the Import button 







From the Import Plan Review Comments Items pop-up window 


 
• Select the Choose File button 
• Navigate to the folder where the updated Comment Template is saved and upload the file 


From the Import Plan Review Comments Items pop-up window 


 
• Select the Import button 


From the Drawing & Design Plan Review screen 


 
Note:  The PM can choose to add their comments to the template before uploading, which would then 
populate the PM Notes field as well.
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 Minor Project Proposal Narrative 


Purpose 


The purpose of the Minor Project Proposal (MPP) is to provide the client with a project cost and 
schedule based on actual quotes for a well-defined project scope.  Separate MPPs may be created for 
project design and project construction if a project requires both.  By approving the Minor Project 
Proposal, the client indicates funding requested in the MPP is ready to be transferred to the FPC project 
account, and the client is prepared for the project to be executed as described in the MPP. 


Initiator 


The Project Manager is responsible for initiating the Minor Project Proposal process and working with 
the client to ensure the project and funding are approved. 


Key Terms 


Minor Project Proposal 
An e-Builder process, which will include a Cost Breakdown and 
Scope of Work, and may also include a proposal from the vendor 
performing the work. 


Facilities and Safety Business 
Office (FSBO) 


Financial office within Facilities & Safety, which helps the PMs 
ensure all relevant financial regulations, policies, and rules are 
being followed on their projects.  This office liaises with other 
financial units within the University to create Purchase Orders for 
construction projects, and ensure ownership of assets acquired 
during a project are transferred to the correct department. 


PeopleSoft Financials Enterprise 
Resource Planning System 
(PeopleSoft) 


The System of Record for the University of Central Florida.  All 
financial transactions and inventory are recorded in this system. 


Project Account FP&C account from which project commitments can be drawn. 


Funding Account(s) Accounts from which funds for the project are transferred.  These 
accounts will vary by funding source. 


 


 


 


 


 


 


 


 







Key Steps 


Start:  PM gathers and prepares documents containing MPP information, initiates the 05-Minor 
Project Proposal Process in e-Builder, completes all required fields, attachments necessary 
documents, and Submits the process to the Client. 


Step1:  Client reviews MPP information and can: 


Step1A:  Ask the PM for additional information 


Step1B:  Agree to fund the project immediately 


Step1C:  Indicate funding will be ready at a later date  


Step1D:  Advise that the project will not be funded 


Step2:  PM takes the appropriate action by:  


Step2A:  Providing any requested information back to the client 


Step2B:  Request FSBO transfer funds from the designated Funding Account(s) to the Project Account 


Step2C:  Advise client of options regarding the funding delay 


Step2D:  Void the MPP process and close the project 


Step3:  FSBO reviews Funding Account(s) to ensure availability of funds 


Step4:  FSBO transfers funds from Funding Account(s) to FPC Project Account 


Step4A:  If funds are not available, FSBO routes process to PM with comments 


Finish:  PM is notified of funds transfer and completes process 


FinishA:  If funds are not available, PM contacts client to discuss 


 


Step Detail – PM Actions 


Start:  PM gathers and prepares documents containing MPP information, initiates the 05-Minor 
Project Proposal Process in e-Builder, completes all required fields, attachments necessary documents, 
and Submits the process to the Client. 







How to guide – The Minor Project Proposal (MPP) Process 


The e-Builder Minor Project Proposal is comprised of the following elements: 


Subject “MP” + Project Name + “Minor Project Proposal” 
Notes/Comments Project information relevant to Client decision making 
Estimated Project Duration Value derived from Project Schedule 
Total Proposed Cost Value derived from actual quotes and approved budget 
Cost Breakdown PM uploads MPP Cost Breakdown report here 


Scope of Work PM uploads completed Minor Project Scope of Service 
document here 


Contractor Proposal PM uploads contractor proposal document here 
Additional Information PM upoads other supporting documentation here 


 


Gather and prepare documents containing MPP information 


MPP Cost Breakdown Required 
Scope of Work (Design) Required for Design MPP 
Scope of Work (Construction) Required for Construction MPP 
Contractor Proposal (example) Not Required – Encouraged 
Additional Information 
(example) Not Required - Discretionary 


 


Initiate the 05-Minor Project Proposal Process in e-Builder 


Log into e-Builder 


• Access the system at https://fp.ucf.edu/ by selecting the e-Builder button 
• Set up a direct shortcut using the following url:  


https://federation.net.ucf.edu/adfs/ls/idpinitiatedsignon.aspx?RelayState=RPID=sso.e-
builder.net 



https://fp.ucf.edu/

https://federation.net.ucf.edu/adfs/ls/idpinitiatedsignon.aspx?RelayState=RPID=sso.e-builder.net

https://federation.net.ucf.edu/adfs/ls/idpinitiatedsignon.aspx?RelayState=RPID=sso.e-builder.net





From the e-Builder Projects screen: 


 
• Select the Project Name for which you wish to initiate a Minor Project Proposal 


From the e-Builder Project Menu: 


 
• Select the Processes link 







From the e-Builder Processes screen: 


 
• Select the 05 – Minor Project Proposal (MPP) link 


 
Complete all applicable fields, attachment necessary documentation, and Submit the process to the 
Client. 
From the 05 – Minor Project proposal (MPP) screen: 


 







 


• In the Subject field: 
o Input “MP” + Project Name + “Minor Project Proposal” 


 MP 17045005 Replace Bldg HVAC Control System Minor Project Proposal 
 


• In the Notes/Comments text box: 
o Input any information you find relevant to the decision-making process of the client, 


which would impact their decision to execute or abandon the project. 
 I've added 45% contingency to cover estimated $10,000.00 furniture costs. 


 
• In the Estimated Project Duration field: 


o Input a time period, including a reasonable buffer, in which you expect the project scope 
included in this MPP to be accomplished. 
 


• In the Total Proposed Cost field: 
o Input the total dollar amount from the MPP Cost Breakdown. 


 
• For the Cost Breakdown attachment field: 


o Select the Browse Computer button 
o Navigate to the location where the MPP Cost Breakdown document is saved, select the 


file, and complete the attachment process. 
 


• For the Scope of Work attachment field: 
o Select the Browse Computer button 
o Navigate to the location where the Minor Project Design/Construction Scope of Services 


document is saved, select the file, and complete the attachment process. 
 


• For the Contractor Proposal attachment field: 
o Select the Browse Computer button 
o Navigate to the location where the vendor proposal document relevant to this MPP is 


saved, select the file, and complete the attachment process. 
 


• For the Additional Information attachment field: 
o Select the Browse Computer button 
o Navigate to the location where any document, with supplemental information relevant 


to this MPP is saved, select the file, and complete the attachment process. 
 


• When exiting the process: 







o Select the Save Draft button to save your changes and keep the process in your court.  
o Select the Check Spelling button to have the system perform a check of all verbiage 


input into the free form text fields.  This is recommended to catch any accidental 
misspellings, which allows the PM to present a more professional image to the recipient. 


o Select the Submit button to send the process to the Client for review.
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Project Charter - Budget 


Purpose 


A budget is created by the PM during the Project Charter process, as a fiscal representation of the effort 
involved to complete the basic project scope.  The budget developed at this stage is not intended to be 
as detailed or precise as the final budget submitted with the Minor Project Proposal.  Its purpose is to 
provide FP&C leadership, and the client, with an approximate figure on which to make further decisions.  
For FP&C leadership, they will review the budget to ensure the values appear to be in line with their 
experience.  For the client, the approximate budget allows them to determine if they have access to a 
reasonable amount of funding to move the project forward.  For example, a client may not have an 
exact budget number, but they should know if they can reasonably fund a project with a Project Charter 
cost of $50,000 vs $500,000. 


Initiator 


The Project Charter - Budget is developed by the Project Manager (PM), and is required to be approved 
by an FP&C Assistant Director before it can be included in the Project Charter process.  Before 
developing the Project Charter – Budget, the PM should meet with the client and all relevant partner 
departments to develop the basic Project Scope.  The PM develops the budget based on this scope. 


Key Terms 


Project Charter 


A set of information containing estimates for Project Budget and 
Project Schedule, as well as Delivery Method, developed by the 
PM after meeting with project requestor, walking the site, and 
reaching an agreement on the Project Scope. 


Project Charter Process 


The eBuilder process the PM initiates after inputting estimated 
information into the Cost and Schedule modules and selecting a 
Delivery Method.  The process requires the AD and/or Director to 
review and approve. 


Project Budget Initial budget the PM creates based on initial project scope. 


Budget Templates 


Pre-created templates, typically selected by the Construction 
Project Assistant when creating an e-Builder project shell.  The 
PM may need to use these features on larger projects with 
multiple phases. 
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Key Steps 


Start:  Review Basic Project Scope 


Step1:  Access e-Builder Cost Module 


Step2:  Apply Budget Template 


Step3:  Customize budget lines 


Step4:  Input approximate values for budget lines 


Step5:  Request approval of project budget 


Step6:  Receive an approved budget, or revise and request approval 


Finish:  Budget ready for inclusion in Project Charter Process 


Review Basic Project Scope 


Before creating a budget, the PM should always review the basic Project Scope they created after 
meeting with the client and any partner departments involved with this project. 


Access e-Builder Cost Module 


To create a budget for a project, the PM logs into e-Builder, selects the project they wish to create a 
budget for, and selects the Cost module from the Project Menu. 


Apply Budget Template 


Budget Templates contain pre-selected budget lines based on the use case, for which they are 
created.  Currently, four Budget Templates exist, however, the two templates listed below are actively 
used.  Additional templates can be created in the future.  


Template Name Description Number of Lines 


Full Budget Phase 1: Multi-Cat: Multi-
Spec-Item 83 


Tech Fee 
Budget template designed for 
Tech Fee projects, which have 
a limited scope of work 


20 


To start building a project budget, the PM must select the Budget Template that most closely fits their 
particular project scope, and add or remove line items as needed. 
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Customize budget lines 


Input approximate values for budget lines 


For each budget line, input the estimated value of the work associated with the line.  The PM can use 
previous experiences with similar work, RS Means tables, data captured from other projects, or input 
from professionals with whom they have working relationships to inform their estimates. 


Request approval for project budget 


When the PM is satisfied with their budget, they must submit the budget for approval.  Depending on 
the value of the budget, it must be approved by the FP&C Manager, Facilities Planning (MGR).  The 
PM will select the Request Approval button to send the created budget to the MGR for review and 
approval. 


Receive an approved budget, or revise and request approval 


The MGR will either mark the budget approved, or the MGR will request that the PM make the 
updates and request approval for the revised budget.  In the latter case, if the PM feels the revisions 
requested are reasonable, they will make the updates and request approval for the revised budget.  If 
the PM feels that they request is not reasonable, they should schedule a meeting with the MGR to 
discuss, and based on the outcome of the discussion, take the appropriate action with the project 
budget. 


Budget ready for inclusion in Project Charter Process 


Once the project budget is approved, the PM can consider the budget requirement for the Project 
Charter satisfied.  When the PM initiates the 02 – Project Charter Process, they will be able to create 
and upload the budget document based on this approved budget information. 


When the Budget Template has been applied, Budget Line Items are populated in the Cost Module – 
Budget Details screen.  The PM is able to delete or add lines, or edit line information. 


To add a budget line, select the Add button on the Budget Details screen.  Note:  Budget lines can 
always be added, but can only be deleted prior to budget approval. 


To remove a budget line, select number of the Budget Line listed in the Line Item column, then select 
the Delete button from the Line Item Details screen.  To delete a budget line, there must be no value 
allocated to the line. 


Once the PM is satisfied that their budget lines match their needs for the basic Project Scope, the PM 
will begin adding values to each line. 
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How to Create the Project Budget 


The following how to guide has been developed for the PM to reference as they create a project budget 
in e-Builder. 


How to guide – The Project Budget 


Before creating the Project Budget, the PM should complete the below activities: 
 


1. Review Notes and Documents included the Project Details 


2. Meet with the client and any relevant partner departments to develop a basic project scope 


3. Review similar projects in e-Builder if desired 


4. Gain input from the project A/E if applicable 
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Budget Line Items 


A Full Budget is comprised of the below Line Item Specifications: 


Table 1 - Line Item Specifications 


Line Item Description 


01.01.01 Summary Cost 


01.01.02 Concept Design 


01.01.03 A/E Fees 


01.01.04 Civil 


01.01.05 Geotech 


01.01.06 Interior 


01.01.07 LEED Admin 


01.01.08 Landscape Design 


01.01.09 Surveys & Tests 


01.01.10 Energy Model 


01.01.11 Revit Model 


01.01.12 CA for Commissioning 


01.01.13 Fire Engrg 


01.01.14 Food Serv. 


01.01.15 Env. Permit 


01.01.16 Env. Engrg. 


01.01.18 Other Third Parties CA 


01.01.22 Planning Contingency 


01.01.23 CM Preconstruction Services 


01.02.24 Misc. Contingency 


01.02.25 Division 1 - General Requirements 


01.03.26 Division 2 - Existing Conditions 


01.03.27 Division 3 - Concrete 


01.03.28 Division 4 - Masonry 


01.03.29 Division 5 - Metals 


01.03.31 Division 6 - Wood, Plastics & Composites 


01.03.33 Division 7 - Thermal & Moisture Protection 


01.03.34 Division 8 - Openings 


01.03.35 Division 9 - Finishes 


01.03.36 Division 10 - Specialties 


01.03.37 Division 11 - Equipment 


01.03.38 Division 12 - Furnishings 


01.03.39 Division 13 - Special Construction 


01.03.40 Division 14 - Conveying Equipment 


01.03.41 Division 21 - Fire Suppression 


01.03.42 Division 22 - Plumbing 


01.03.43 Division 23 - HVAC 
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01.03.44 Division 26 - Electrical 


01.03.45 Division 27 - Communications 


01.03.46 Division 28 - Electronic Safety & Security 


01.03.47 Division 31 - Earthwork 


01.03.48 Division 32 - Exterior Improvement 


01.03.49 Division 33 - Utilities 


01.03.50 Allowances & Alternates 


01.03.51 General Liability 


01.03.52 General Conditions 


01.03.53 Contractor's Fee 


01.03.54 Payment & Performance Bond 


01.03.55 Construction Contingency 


01.03.56 Other Construction Cost 


01.03.57 Utilities / Infrastructure 


01.03.58 UES 


01.04.59 UES Connection Fee 


01.04.60 UES CX 


01.04.61 Commissioning 


01.04.62 Building Envelope Consultant 


01.04.63 Telecommunication - cabling, faceplates, terminations 


01.04.64 OIR 


01.04.65 FO Allowance 


01.04.66 UCF Contingency 


01.04.67 Insurance Consultant 


01.04.68 Material Testing 


01.04.69 Threshold Inspection 


01.04.70 UCF Construction Contingency 


01.04.71 Building Permit 


01.05.72 State Fire Marshall 


01.05.73 Permitting Contingency 


01.05.74 Furniture, Fixtures, & Equipment 


01.06.75 Telecommunication - Switches, WAPs 


01.06.76 Access Control 


01.06.77 Security Cameras 


01.06.78 OIR 


01.06.79 Building Accessories 


01.06.80 Moving 


01.06.81 FF&E Contingency 


01.06.82 FP&C PM Services 


01.07.83 FP&C Project Contingency 


01.07.85 Early Site Package 


Depending on the scope of the project, the PM may need only a subset of the above. 
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Navigating to the project 


To access the project you wish to create a budget for, log into e-Builder and navigate to the Projects 
screen. 


From the Projects screen 


 
• Search for and select the project for which you will create a budget 


From the Projects screen - Project Menu 


 
• Select the Cost link 
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Creating a New Budget 


From the Cost screen – Cost Summary 


 
• Select the here link 


 


Using Budget Templates 
Budget templates are intended to save the PM time when creating a budget by pre-populating Budget 
Line Items, as well as, much of the detail information required for each Line Item.  It is considered best 
practice for the PM to apply the Full Budget template when creating a budget, then delete non-
applicable Line Items. 
 
From the Cost screen – Budget Details 


 
• Select the Apply Template button 
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From the Apply Template pop-up window 


 
• Select the Budget Template link applicable to your project 


o The Full Budget Template is used for this guide 


From the Apply Template screen 


 
• Review the budget template preview to ensure you have selected the correct budget template 
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From the Apply Template screen 


 
• Select the Continue button 


Projects rarely will use all line items included in a Full Budget template.  After the PM has applied the 
template, the next step is to modify the template by deleting (or adding) Line Items. 


Deleting items from the budget 
From the Cost screen – Budget Details 


 
• Select the checkbox next to each Line Item you wish to remove from the budget 
• Select the Delete button 
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A screen will appear with all items the PM has selected for deletion. 


 
From the Confirm Deletion screen 


 
• Select the Yes, Delete the Line Item(s) button to remove the items from the budget 
• Select the No, Cancel button to discard deletions  
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Adding Line Items to a Budget 
From the Cost screen – Budget Details 


 
• Review the remaining Line Items to ensure they will be used in the project budget 
• Select the Add button to add a Line Item to the budget 


o Account Code Phase 
o Account Code Category 
o Account Code Specification Item 
o Description 
o Assumption 
o Formula 
o Assign a dollar amount 
o Allow Changes 
o Approval Required For Change 
o Contractor Construction Cost Additional Information 
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From the Add Line Item pop-up window 


 
• Select the Account Code Phase Dropdown menu  


From the Add Line Item pop-up window 


 
• Select the Phase you wish to assign to the Line Item 


o Most minor projects have only 1 phase 
o For multi-phase projects the phase selection places the budget line item into the 


appropriate phase 
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• Select the Account Code Category dropdown menu 


From the Add Line Item pop-up window 


 
• Select the Category you wish to assign to the Line Item 


o 01 – Design 
o 02 – Preconstruction 
o 03 – Contractor Construction 
o 04 – UCF Construction 
o 05 – Permitting 
o 06 – FF&E 
o 07 – FP&C PM Services 
o 08 – Facility and Safety – DO NOT USE 
o 09 – Information Technology and Resource – DO NOT USE 
o 10 – Construction Cost – DO NOT USE 
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From the Add Line Item pop-up window 


 
• Select the Account Code Specification Item dropdown menu 


 
• Select the Specification Item you wish to assign to the Line Item 


o There are 83 Specification Items 
o For a full list refer to Table 1 – Line Item Specifications in this guide 
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From the Add Line Item pop-up window 


 


• The Description auto-populates when the Account Code Specification Item is selected 
o Do not change the description as it will negatively impact e-Builder reporting 


• Input information in the Assumption field if desired (optional) 
o Example:  Assume 1000 ft3 of concrete 


• Select the Formula Edit button to incorporate a formula into the Line Item 
o Not currently used 


• Input a value for the Line Item into the Amount field 
• Allow Changes checkbox  


o Should be selected by default – do not change 
• Approval Required For Change checkbox 


o Should be unselected by default – do not change 
• Contractor Construction Cost Add. Info. Dropdown menu 


o Not currently used 
• Select the Save & Add New button to save your changes and add a new budget Line Item 
• Select the Save button to save your information and return to the Cost Screen – Budget Details 
• Select the Cancel button to discard your changes and return to the Cost Screen – Budget Details 
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Editing Existing Budget Line Items 
Existing Line Items should already have much of their required detail information pre-populated from 
the Budget Template.  The PM should review this information and add a value for the amount they wish 
to allocate to Line Item. 


From the Cost screen – Budget Details 


 
• Select a Line Item number link to edit the line 


From the Edit Line Item pop-up window 


 
• Review the Account Code and Description information, which should be pre-populated by the 


Budget Template 
• Input a value for the Line Item into the Amount field 
• Select the Save button 
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Complete the budget by repeating these processes until all Line Items have, at a minimum, all required 
information.  The next step is to Request Approval for the budget by submitting the budget to the 
Assistant Director for review. 


Requesting Budget Approval 
The FP&C Assistant Director is required to approve all project budgets. 


From the Cost screen – Budget Details 


 


• Review the budget to ensure no additional changes are needed. 
• Select the Request Approval button 


o This initiates an email to the Assistant Director, which notifies them about the approval 
being requested 
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Rescinding Budget Approval Requests 
Once the PM has Requested Approval, if they discover a change which needs to be made to the budget, 
they can pull the budget back by Rescinding Approval. 


From the Cost screen – Budget Details 


 
• Select the Rescind Approval Req button 


Receiving Budget Input from the Budget Approver 
The Assistant Director will either approve the budget, or return it to the PM for revision. 


When the budget is returned for revision, the PM receives a notification email: 


 
• The PM will need to make the requested updates and Request Approval again. 
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When the budget is approved, the PM receives a notification email: 


   


From the Cost module - Budget Details screen 


The Status will indicate Approved if the budget has received approval. 


 


Congratulations!  You have an approved e-Builder Project Budget. 


The budget can now be pulled into the Project Charter when the PM initiates the 02 - Project Charter 
Process. 
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Project Charter Process Narrative 


Purpose 


The purpose of the Project Charter process is to understand, summarize, and present key project 
information in a concise manner, which will be reviewed and prioritized by FP&C Leadership, or 
returned for revision.  During development of the Project Charter, the PM will review project 
information, including any Notes or Documents supplied with the project, and verify/identify the correct 
Requesting Entity and establish a positive relationship with the client.  The PM will also develop a basic 
Project Scope, determine if a design professional is required, if any permitting will be required, create an 
initial Project Budget and Project Schedule, recommend a Delivery Method for the work, and confirm 
the funding source(s) for the project. 


Initiator 


The Project Charter process is initiated by the Project Manager (PM).  The PM can start developing the 
Project Charter after they have acknowledged the project request in eBuilder. 


Key Terms 


Project Charter 


A set of information containing estimates for Project Cost and 
Project Schedule, as well as Delivery Method, developed by the 
PM after meeting with project requestor, walking the site, and 
reaching an agreement on the Project Scope. 


Project Charter Process 


The eBuilder process the PM initiates after inputting estimated 
information into the Cost and Schedule modules and selecting a 
Delivery Method.  The process requires the Manager, Facilities 
Planning (MGR) and/or Director to review and approve. 


Project Requestor Individual who submits a Minor Project Request Form. 


Campus Client (CC) 
Ongoing Point of Contact for the Minor Project for the Requesting 
Entity. 


Requesting Entity 
Entity requesting the Minor Project such as a College, 
Department, Office, or Auxiliary. 


Delivery Method 
Method describing how the Contractor for the project will be 
selected.  Delivery Methods consist of Competitive Bid (eB 
Quotes), Direct Selection, and Rotation. 
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Key Steps 


Start:  Project Review - PM Reviews Project Details and attached documentation in eBuilder 


Step1:  Initial Interaction - PM initiates communication with Project Requestor 


Step2:  In-Person Meeting/Site Visit 


Step2A (Optional):  AE Site Visit and Budget Input 


Step3:  Develop Budget Estimate 


Step3A:  FP&C Assistant Director Approves Budget 


Step4:  Develop Project Schedule 


Step5:  Determine Delivery Method 


Step6:  Confirm Funding Source(s) 


Step7:  Create Project Charter 


Finish:  Management Approves or Rejects Charter 


 


Project Review 


The starting point of the Project Charter is the review of a newly assigned and acknowledged project.  
Before reaching out to the listed CC, the PM reviews information listed in the Project Details section 
of the eBuilder project, as well as reviewing any documents that were attached.  If the PM has any 
questions about the information, they can reach out to the Construction Project Coordinator for 
clarification. 
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Initial Interaction 


After the Project Review has been performed, the PM should be equipped with quality information.  
The PM calls the CC to:  


• Introduce themselves and advise that they are the PM assigned to the (Project Name) 


• Provide their contact information and the Project Number to the CC 


• Verify if the CC is the correct Point of Contact for the project, and if there are any other 
individuals the CC would like include in project communications 


• Discuss the project and determine if the CC has any expectations around the project cost or 
completion time frame 


• Determine if the CC is available for an in-person meeting/site visit (in almost all cases this is 
advisable) 


• Add notes from this interaction in eBuilder to memorialize the discussion 


• Add any additional personnel requested during the call to the Project Participants list 


• Schedule the in-person meeting/site visit with the appropriate individual(s) as discussed 


 


In-Person Meeting/Site Visit 


In most cases the PM should arrange a site visit with the CC where they can: 


• Meet with the CC to present the project scope based on the original Project Details and initial 
conversation 


• Gather additional information including an observation of existing site conditions 


• Re-confirm the project scope, and advise the POC on next steps 


• Notes from this meeting should be entered into eBuilder as soon as practicable 
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Develop a Project Schedule                                                            (see Project Charter Schedule Narrative) 


• e-Builder Schedule Module – Create Schedule 


• A schedule template will be applied by the Project Assistant before assigning the project 
to the Project Manager 


• Depending on project scope, remove any non-applicable schedule tasks 


• Review Predecessors to ensure all are properly synced – templates include predecessor 
relationships already.  If the PM adds any new tasks, they must set these relationships 
manually. 


• Review Construction Time to ensure that it matches client and realistic expectations 


• Save a snapshot of the completed schedule 


  


 


Develop Budget Estimate                                                                   (see Project Charter Budget Narrative) 


• Design Professional will be Required – YES/NO 


• YES 


• AE selected to participate in project 


• PM meets with AE to walk site and get rough estimates of job costs 


• NO 


• PM uses prior experience to determine cost estimates 


• e-Builder Cost Module – Create Budget Estimate 


• PM should use Budget Template, then delete non-applicable line items 


• PM enters estimated values into applicable budget line items based on information 
gathered and/or prior experience 


• Once all budget values have been input, PM selects Submit Budget to move the project 
budget into the Assistant Directors court for approval 


• eBuilder saves information continuously in the Cost module so there is no need to save 
work as you go 
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Determine Delivery Method 


• Based on client need / project timeline, and award policy, PM should select the appropriate 
Delivery Method for Continuing Service Contractors 


o In-house completion (Typically an FO Work Order) 
o Completion by a single trade 
o Completion by more than one trade with UCF oversight 
o Completion by Job Order Contractor (JOC) 
o Completion by a licensed General Contractor (GC) 
o Completion by a licensed Construction Manager (CM) 
o Completion by a Design Builder 


• Projects less than $35K 
o PM will create a Statement of Work (SOW) 
o Rotation 
o Job Order Contract 


• Projects over $35K awarded to General Contractors 
o PM will create a Statement of Work (SOW) 
o Job Order Contract 
o E-B Quotes 
o Direct Selection with Justification 


• Projects over 35K awarded to Construction Managers 
o PM will create a Statement of Work (SOW) 
o Justification 


 


Confirm Funding Source(s) 


• Discuss with the client how the project will be funded, noting that the budget estimate may 
change depending on various factors, and identify the accounts from which funding will be 
pulled 


o E&G - Education & General 
o C&G - Contracts & Grants 
o AUX - Auxiliary Funds 
o OTHER 


  



http://fs.ucf.edu/sites/default/files/policies/Award%20of%20MINOR%20Projects%20to%20CSCs-%207-30-18%20final.pdf
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Create the Project Charter 


The following how to guide has been developed for the PM to reference as they initiate the 02 – Project 
Charter process in e-Builder. 


How to guide – The Project Charter 


The e-Builder Project Charter is comprised of the following sections: 


Header Project Name, Number, and Subject 
PROJECT INFORMATION General information about the project 


DESIGN Used only if the project requires design professionals 
Select recommended design professionals as applicable 


PROJECT COST REPORT Requires approved project cost/budget 
PROJECT COST PM uploads project cost report here 
PROJECT TIME REPORT Requires completed project schedule to execute 
PROJECT SCHEDULE PM uploads project schedule here 
PERMITTING Captures anticipated permitting requirements 


BIDDING/AWARD/CONSTRUCTION Select Delivery Method and provide recommendation logic 
Select recommended vendors for each activity as applicable 


APPROVAL Records approval actions of PM, MGR, and Director 
 


Before initiating the Project Charter process, the PM should complete the below pre-requisites: 
 


1. Review comments in the Project Details Notes tab for information added during the Project 
Request Process 


2. Review all documents contained in the Project Details Documents tab for any documents 
added during the Project Request Process 


3. Meet with the requester and any relevant partner departments to develop a basic scope 


4. In the e-Builder Cost Module, create the Project Budget 


5. In the e-Builder Schedule Module, create a Project Schedule 


Once all pre-requisites are completed, access e-Builder and select the Projects menu tab. 
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From the e-Builder Projects screen 


 


• Search for and select the project for which you with to initiate the 02-Project Charter Process 


From the Project Menu 
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• Select the Processes link 


From the Processes screen 


 


• Select the Start Process button 


From the Start a Process pop-up window 


 


• Select the 02 – Project Charter Process (PCP) link 


From the 02 – Project Charter Process (PCP) screen – PROJECT INFORMATION section 
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• Input ESTIMATED PROJECT TIME as a whole integer indicating the months from planning to 
close-out 


• Input ESTIMATED PROJECT COST in whole dollars 
• Select TYPE OF PROJECT dropdown menu 


 
o Select the option that best describes your project 


• Select the CHANGE OF SPACE TYPES dropdown menu 


 
o Select the applicable option 







10 
 


• Select the CHANGE OF ROOM NUMBERS dropdown menu 


 
o Select the applicable option 


• Select the CHANGE OF OCCUPANCY COUNT dropdown menu 


 
o Select the applicable option 


• Select the INCREASE OF MECHANICAL CAPACITY dropdown menu 


 
o Select the applicable option 


• Select the PROJECT FULLY FUNDED dropdown menu 


 
o Select the applicable option 


• Select the FUNDING SOURCE dropdown menu 


 
o Select the applicable option 


 E&G – Education & General 
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 C&G – Contracts & Grants 


 AUX – Funds from Auxiliary organizations 


 OTHER – Technology Fee, Donations, etc 


• Select the MAJOR OR MINOR PROJECT dropdown menu 


 
o Select the applicable option 


• Select the ESTIMATED PROJECT COST RANGE dropdown menu 


 
o Select the range which corresponds to your ESTIMATED PROJECT COST 


• Select the RESEARCH EQUIPMENT INSIDE ROOM dropdown menu 


 
o Select the applicable option 


• Select the HAZARDOUS MATERIALS dropdown menu 


 
o Select the applicable option 
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• Select the FURNITURE dropdown menu 


 
o Select the applicable option 


• Select the SPACE SHARED? IF YES, DESCRIBE ABOVE dropdown menu 


 
o Select the applicable option 


o Notes on shared space are entered in the PROJECT DESCRIPTION 


• Select the calendar icon next to the PROJECT DEADLINE field 


o Select the date you expect the project to close out according to the Project Schedule 







13 
 


From the 02 – Project Charter Process (PCP) screen – DESIGN section 


 


• Select the DESIGN TEAM REQUIRED dropdown menu  


 
o Select the applicable option 


o If YES is selected, complete the applicable information in the section.  If NO, or 
UNKNOWN is selected, continue to the PROJECT COST REPORT section. 


• Select the [Lookup] link next to any design professional category for which you wish to 
recommend a vendor 
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From the Lookup Company pop-up window 


 


• Search for a specific design professional you wish to recommend 
o Input the name or a partial name into the Company field 
o Select the Filter button 
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From the Lookup Company pop-up window 


 


• Search for a category of vendors to select from 
o Select the Company Custom Fields dropdown menu 
o Select Continuing Service Category 
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From the Lookup Company pop-up window 


 


• Select the Lookup button underneath the field displaying Continuing Service Category 
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From the Lookup pop-up window 


 
• Select the checkbox next to the Value you wish to filter by 
• Select the Insert Selected button 
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• Select the Filter button 
• Select your recommended vendor from the results 
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From the 02 – Project Charter Process (PCP) screen – DESIGN section 


 
• You will see your selected design professional displayed 
• Repeat this process for any other design professionals you wish to recommend 
• Select the ELECTRICAL PANEL EVALUATION dropdown menu 


 
o Select the applicable option 


• Select the FIRE PENETRATIONS INSPECTIONS REQUIRED dropdown menu 


 
o Select the applicable option 
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• Input why you are recommending the design professional(s) in the JUSTIFICATION EXPLANATION 
text field 


 


o It can be helpful to create and save statements for a number of common reasons in a 
separate file, from which you can then copy and paste a prepared statement into this 
field, modifying the statement verbiage if needed 


• Select the UMPC REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the SCHEMATIC DESIGN REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the DESIGN DEVELOPMENT REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the 50% CONSTRUCTION DOCUMENTS REQUIRED dropdown menu 


 
o Select the applicable option 
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• Select the 100% CONSTRUCTION DOCUMENTS REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the WORKSHOPS REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the CRITICAL NEEDS CHECKLIST REQUIRED dropdown menu 


 
o Select the applicable option 


• Select the HVAC EVALUATION dropdown menu 


 
o Select the applicable option 


• Select the COMMISSIONING REQUIRED dropdown menu 


 
o Select the applicable option 
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From the 02 – Project Charter process (PCP) screen 


 


• Select the Save Draft button 
o It is critical to save your work here as the next step of the process will cause you to 


navigate away from this page --- all unsaved work will be lost. 


From the 02 – Project Charter Process (PCP) screen – PROJECT COST REPORT section 


 


• Ensure the Project Budget you created in the Cost Module is approved 
• Select the **REPORTED PROJECT COST** link, which will take you the Reports Menu 


From the Reports menu 


 


• Input key words of the Project Name into the unlabeled dropdown menu to the right of the field 
displaying Equal To 


• Select the dropdown menu now containing these key words 
• Select the project, for which you are creating the Project Charter 
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From the Reports Menu 


 


• Select the Okay button 


From the Reports Menu 


 


• Select the Export PDF button 
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From the Reports Menu 


 


• Select the print icon 
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From the Print pop-up window 


 


• Select the Destination dropdown menu, then select the Save as PDF option 
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From the Print pop-up window 


 


• Select the Save button 
• Select the file directory on your computer, in which you wish to save this document 
• Change the File name of the document to, Project Name + “Project Budget” + MMDDYYYY 
• Save the document 


In e-Builder, navigate back to the Process menu 


 


• Select the in-progress Project Charter process you are working with 
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From the 02 – Project Charter Process (PCP) screen – PROJECT COST section 


 


• Drag and drop the file you just created into the PROJECT COST field 
• Or, select the Browse Computer button and select the file from the directory on your computer 


in which you saved the estimated project budget 


From the 02 – Project Charter process (PCP) screen 


 


• Select the Save Draft button 
o It is critical to save your work here as the next step of the process will cause you to 


navigate away from this page --- all unsaved work will be lost. 


From the 02 – Project Charter Process (PCP) screen – PROJECT TIME REPORT section 


 


• Ensure you have completed the pre-requisite of creating the Project Schedule in the Schedule 
Module 


• Select the **REPORTED PROJECT SCHEDULE** link, which will take you the Reports Menu 







28 
 


From the Reports menu 


 


• Input key words of the Project Name into the unlabeled dropdown menu to the right of the field 
displaying Equal To 


• Select the dropdown menu now containing these key words 
• Select the project, for which you are creating the Project Charter 


From the Reports Menu 


 


• Select the Okay button 
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From the Reports Menu 


 


• Select the Export PDF button 


From the Reports Menu 


 


• Select the print icon 
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From the Print pop-up window 


 


• Select the Destination dropdown menu, then select the Save as PDF option 
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From the Print pop-up window 


 


• Select the Save button 
• Select the file directory on your computer, in which you wish to save this document 
• Change the File name of the document to, Project Name + “Project Schedule” + MMDDYYYY 
• Save the document 


In e-Builder, navigate back to the Process menu 


 


• Select the in-progress Project Charter process you are working with 
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From the 02 – Project Charter Process (PCP) screen – PROJECT SCHEDULE section 


 


• Drag and drop the file you just created into the PROJECT TIME field 
• Or, select the Browse Computer button and select the file from the directory on your computer 


in which you saved the estimated project schedule 
• Select the BUDGET AND SCHEDULE CONFIRMATION checkbox 


From the 02 – Project Charter process (PCP) screen 


 
• Select the Save Draft button 


o It is advisable to save your work here as all unsaved work will be lost if you navigate 
away from the screen. 


From the 02 – Project Charter Process (PCP) screen – PERMITTING section 


 
• Select the BCO PERMIT REQUIRED dropdown menu 


 
o Select the applicable option 


• Select SFM PERMIT REQUIRED dropdown menu 


 
o Select the applicable option 
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• Select ST JOHS PERMIT REQUIRED dropdown menu 


 
o Select the applicable option 


• Select GENERATOR PERMIT REQUIRED dropdown menu  


 
o Select the applicable option 


From the 02 – Project Charter Process (PCP) screen – BIDDING/AWARD/CONSTRUCTION section 


 
• Select the RECOMMENDED AWARD METHOD dropdown menu 


 


o Select the award method you are recommending  
 ROTATION – Next company up for a project in a pool of Continuing Service 


Vendors 
 JUSTIFICATION – Vendor selected due to specific considerations related to the 


project 
 EB QUOTES – Open bid among pool of relevant Continuing Service Vendors 
 JOC – Job Order Contract for projects under $500K 
 SELF-PERFORM – Recommendation that UCF in-house personnel complete work 
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From the 02 – Project Charter Process (PCP) screen – BIDDING/AWARD/CONSTRUCTION section 


 
• Select the RECOMMENDATION OF AWARD dropdown menu 


 
• Select the option that best aligns with your AWARD METHOD selection 
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From the 02 – Project Charter Process (PCP) screen – BIDDING/AWARD/CONSTRUCTION section 


 
• Input why you are recommending the award method in the REASON FOR RECOMMENDED 


AWARD METHOD text field 
o It can be helpful to create and save statements for a number of common reasons in a 


separate file, from which you can then copy and paste a prepared statement into this 
field, modifying the statement verbiage if needed 


• If specific vendors will be recommended, select the [Lookup] link next to a category of vendor 
you wish to recommend. 


From the Lookup Company pop-up window 


 
• Search for a specific vendor you wish to recommend 
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o Input the name or a partial name into the Company field, then select the Filter button 


From the Lookup Company pop-up window 


 
• Search for a category of vendors to select from 


o Select the Company Custom Fields dropdown menu 
o Select Continuing Service Category 
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From the Lookup Company pop-up window 


 
• Select the Lookup button underneath the field displaying Continuing Service Category 
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From the Lookup pop-up window 


 
• Select the checkbox next to the Value you wish to filter by 
• Select the Insert Selected button 
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From the Lookup Company pop-up window 


 
• Select the Filter button 
• Select your recommended vendor from the results 
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From the 02 – Project Charter Process (PCP) screen – BIDDING/AWARD/CONSTRUCTION section 


 
• You will see your selected vendor displayed 
• Repeat this process for any other vendors you wish to recommend 


From the 02 – Project Charter process (PCP) screen 


 
• Select the Check Spelling button and correct any issues 
• Select the Save Draft button 


o It is advisable to save your work here as all unsaved work will be lost if you navigate 
away from the screen. 


• Select the Submit button to send the Project Charter to the FP&C MGR for review 


Congratulations!  You have created an e-Builder Project Charter. 


The MGR will approve or return the Project Charter with comments.
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Project Charter - Schedule 


Purpose 
A schedule is created by the PM during the Project Charter process, which provides a timeline of high-
level project deliverables during each of the Project Process Phases.  The schedule developed at this 
stage is not intended to be as detailed or precise as the construction schedule maintained by the 
contractor.  Its purpose is to provide FP&C leadership, and the client, with an approximate timeline on 
which to make further decisions.  For FP&C leadership, they will review the schedule to ensure the time 
allocated to the project deliverables appears to be in line with their experience.  For the client, the 
schedule allows them to determine how to incorporate the project into their operations activities. 


Initiator 
The Project Charter - Schedule is developed by the Project Manager (PM).  The schedule differs from the 
budget as it is not required to be approved by an FP&C Manager, Facilities Planning (MGR) before it can 
be included in the Project Charter process.  The MGR will review the schedule as part of their overall 
Project Charter review.  Before developing the Project Charter – Schedule, the PM should meet with the 
client and all relevant partner departments to develop the basic Project Scope.  The PM develops the 
schedule based on this scope. 


Key Terms 


Project Charter  


A set of information containing estimates for Project Cost and 
Project Schedule, as well as Delivery Method, developed by the 
PM after meeting with project requestor, walking the site, and 
reaching an agreement on the Project Scope. 


Project Charter Process PCP 


The eBuilder process the PM initiates after inputting estimated 
information into the Cost and Schedule modules and selecting a 
Delivery Method.  The process requires the MGR and/or Director 
to review and approve. 


Owners Project 
Requirements OPR A written document that details the functional requirements of a 


project and the expectations of how it will be used and operated. 


Commissioning Cx 


The process of assuring that all systems and components of a 
major piece of equipment, a process, a building or similar are 
designed, installed and tested in accordance with the operational 
requirements of the owner. 


Minor Project Proposal  MPP 


Proposal generated by the PM, which includes actual costs 
corresponding to the project’s Statement of Work, project 
funding sources, and a proposed schedule.  Acceptance of a 
Minor Project Proposal by the Client results in project funds being 
transferred into the FPC Project Account. 


Purchase Order PO 


A Purchase Order (PO) is a binding contract between UCF and the 
Vendor.  POs include the services/materials being purchased, the 
scope of service, payment terms, invoicing instructions and the 
purchase order number. 
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Architect/Engineer A/E Broad term for professionals responsible for the design of 
buildings, building components, and systems 


Schematic Design SD 
Schematic Design produces rough drawings of a site plan, floor 
plans, elevations and often illustrative sketches or computer 
renderings. 


Design Development DD Design development depicts a more detailed site plan as well as 
floor plans, elevations and section drawings with full dimensions.   


Construction Documents CD 


Construction documents include a complete set of architectural 
drawings (site plan, floor plans, sections, details, etc.) that are 
combined with structural drawings (and possibly mechanical and 
electrical drawings) that have enough detail for the contractor to 
build your project. 


General Contractor GC 


A general contractor is the contractor with main responsibility for 
the construction, improvement, or renovation project under 
contract, and is the party signing the prime construction contract 
for the project. 


Trade Contractor TC 
A trade contractor is essentially a subcontractor who specializes 
in a specific part of a construction project. These parts can include 
electrical, plumbing, landscaping, and other activities. 


Manager, Facilities 
Planning MGR 


Member of Facilities Planning & Construction leadership team, 
responsible for supervision of a subset of Project Managers 
and/or support personnel 


Associate Vice President AVP Leader of the Facilities & Safety Division, reporting to the UCF 
Vice President of Administration & Finance 


Building Code Office BCO 
Now the Building Department.  Responsible for coordination of all 
building inspections, permit issuance, and certifications of 
Completion or Occupancy for UCF construction projects 


State Fire Marshal SFM State agency responsible for plan review and inspection of all life 
safety systems installed or modified during construction activities 


UCF Certificate of 
Completion CC 


A certificate of completion is a document issued by the UCF 
Building Department certifying that all inspections have been 
passed  


Certificate of Occupancy CO 


A certificate of occupancy is a document issued by the UCF 
Building Department certifying a building's compliance with 
applicable building codes and other laws, and indicating it to be in 
a condition suitable for occupancy 
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Key Steps 
Start:  Review Basic Project Scope 


Step1:  Access e-Builder Schedule Module 


Step2:  Delete Schedule tasks and sub-tasks which don’t apply to the project 


Step3:  Review and update duration of remaining sub-tasks 


Step4:  Save a snapshot of the schedule 


Step5:  Save the schedule 


Finish:  Schedule ready for inclusion in Project Charter Process 


Review Basic Project Scope 


Before creating a schedule, the PM should always review the basic Project Scope they created after 
meeting with the client and any partner departments involved with this project. 


Access e-Builder Schedule Module 


To create a schedule for a project, the PM logs into e-Builder, selects the project they wish to create a 
schedule for, and selects the Schedule module from the Project Menu.  A full schedule is available for 
the PM as it was added by their project assistant when the project shell was created. 


Delete Schedule tasks and sub-tasks which don’t apply to the project 


Review and update the duration of remaining sub-tasks 


The PM reviews each schedule sub-task and updates its duration as appropriate in order to reflect the 
project-specific duration for the sub-task relative to the specific project timeline. 


Save a snapshot of the Schedule 


The PM takes a snapshot of the project schedule to record a baseline. 


Save the Schedule 


The PM saves the schedule to memorialize all updates. 


Schedule ready for inclusion in the Project Charter Process 


The schedule is now ready to be included in the Project Charter Process (PCP).  The PM can initiate 
the PCP and execute the Project Schedule section, which will pull from the now saved project 
schedule information. 


The PM reviews the schedule and is able to delete tasks and sub-tasks which don’t apply to their 
project. 
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How to guide – The Project Charter - Schedule 


Before creating the Project Schedule, the PM should complete the below activities: 
 


1. Review Notes and Documents included the Project Details 


2. Meet with the client and any relevant partner departments to develop a basic project scope 


3. Review similar projects in e-Builder if desired 


4. Gain input from the project A/E if applicable 


Project Schedule Elements 


There are 5 possible schedule elements which could be applicable for a project.  The elements included 
in the project-specific schedule will be based on the scope of each project. 


Schedule Element Related Process(es) 
PLANNING • Project Charter Process 


DESIGN 


• Minor Project Proposal – Design 
• Commitment Approval(s) – Design Professionals 
• Drawing & Design Plan Review – Schematic Design Documents 
• Purchase Order Revision – Design Professionals 
• Drawing & Design Plan Review – Design Development 


Documents 
• Drawing & Design Plan Review – Construction Documents 


 


BID/PERMIT 


• Vendor Selection | Bid Review 
• Justification 
• Rotation 
• Hard Bid 
• Minor Project Proposal – Construction 
• Commitment Approval(s) – Construction 
• Email permit communication and see Citizenserve TBD process 


CONSTRUCTION 


• Potential Change Order 
• Change Order 
• Purchase Order Revision - Contractor 
• Commitment Transfer Process 
• Contractor Pay-App & Consultant Invoice 
• Owner Direct Purchase Invoice 
• Internal Invoice Payments 
• Request For Information 
• FPC – FO Support Request Form 
• Substantial Completion 


CLOSEOUT • Final Completion and Close Out 
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Navigate to the Schedule 


From the e-Builder Home screen 


 
• Select the Projects menu button 


From the Projects Screen 


 
• Search for and select the project for which you wish to create a schedule 
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From the Projects screen – Project Menu 


 
• Select the Schedule link 


Create the Schedule 
Before a project is assigned to a project manager, their project assistant applies a schedule template, 
which creates a schedule with all five (5) schedule tasks and their sub-tasks.   
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Table 1- Simplified Schedule Tasks and Sub-Tasks 


Schedule Task Sub-Tasks 
PLANNING • Project Charter Development 


DESIGN 


• DESIGN COMMITMENT APPROVAL 
o A/E Proposal Development 
o Requester MPP Approval 
o A/E Commitment Process 


• CONSTRUCTION DOCUMENTS PHASE 
o Drawing Development 
o Issue CDs 


BID/PERMIT 


• ***Justification*** 
o Scope Issued to GC 
o GC Scope Walk 
o GC Proposal Development 


• ***Rotation*** 
o Scope Issued to GC 
o GC Scope Walk 
o GC Proposal Development 


• ***Hard Bid*** 
o Bid Advertisement 
o Bidding 
o Bid Open/Review 


• CONSTRUCTION PROCUREMENT 
o Bid/Quote Received 
o Requester MPP Approval 
o GC Requisition/PO Process 


• PERMITTING 
• ***GC/TC Drawing Submit*** 


o Permit Doc Development 
o Doc Submitted to BCO 
o BCO Review 


• ***A/E Drawing Submit*** 
o Doc Submitted to BCO 
o BCO Review 


CONSTRUCTION 


• Permit Received 
• Mobilization 
• Construction Activities 
• CC/CO Issued 


CLOSEOUT 
• Documents 
• Final Payment 
• Final Signoff 
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Deleting Schedule Elements 
Not all schedule sub-tasks will apply to every project.  Once the PM understands the project goals and 
develops a basic scope, they can delete unneeded sub-tasks from the schedule. 


For example, if the contractor for the project will be selected via Justification, the PM can delete the 
***Rotation*** and ***Hard Bid*** sub-tasks. 


From the Schedule screen 


 
• Expand the BID/PERMIT task 
• Select the desired sub-tasks 


o ***Rotation*** 
o ***Hard Bid*** 


• Right-click within the selected sub-elements 


 
• Select the Delete option 
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The sub-tasks are removed 


 


Updating schedule elements and sub-elements 
When the project manager is satisfied that the remaining schedule elements are valid for the project, 
they review the associated sub-elements, and modify them as needed.  The applied schedule template 
includes values in the Duration, which are placeholders.  The PM must review each duration and input a 
value they believe accurately represents a realistic time frame for completion of the task. 


Changing the duration of a sub-element 


From the Schedule module 


 
• Open the task you wish to review 


o In this example, Drawing Development is selected 
• The duration for Drawing Development is preset to 15 days 
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• Select the 15 days Duration field 
• Input a value or use the ^ or v arrows to change the value to the desired number of days 


o In this example, 20 days were used 


 
• Changing the duration of the Drawing Development task impacts any schedule tasks with 


Drawing Development set as a predecessor.  This then has a waterfall effect on subsequently 
linked tasks. 


o The Finish date of the Drawing Development task changed from 05.12.2020 to 
05.19.2020 


o The Start date of the Issue CD’s task changed from 05.13.2020 to 05.20.2020 
o The Finish date of the Issue CD’s task changed from 05.13.2020 to 05.20.2020 







11 
 


o The schedule template applies the predecessor relationships systematically.  If a project 
manager adds a new sub-task, they must manually apply a predecessor relationship if 
applicable. 


Saving updates and capturing the baseline 
Once all updates have been made to the schedule the project manager saves the schedule and takes a 
snapshot to record the schedule as it appears at this point.  The PM will be updating the schedule at 
regular intervals throughout the project life cycle and the snapshots will record specific past schedules, 
which can be compared to the current schedule. 


From the Schedule module 


 
• Select the Save button 
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• Select the Snapshot menu item 


 
• Snapshot saved on current date auto-populates 
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• Select the text in the name field 
• Input a new name 


 
• Select the Save button 


You will be returned to the main schedule screen. 


 


 


 


The schedule is now ready to be included in the Project Charter. 
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Project Request Process Narrative (Minor Projects) 


Purpose 


The purpose of the Project Request Process is to provide a mechanism to campus clients, which allows 
them to request services from FP&C.  The process is designed to ensure the Project Request contains 
the information needed for FP&C to understand what is being requested, allow Space Administration 
to vet the request, as well as, other university experts depending on the scope of the request, and to 
ensure start-up funding is available.  The goal of the Project Request Process is to ensure quality, well-
understood, supported projects are assigned to FP&C Project Managers who will be able to guide the 
projects to successful conclusions. 


Initiator 


A Project Request can be initiated by anyone with a valid UCF Network Identification Number (NID) 
using the Click Here to Submit a Minor Project Request button on the Facilities Planning & Construction 
(FP&C) website.  Typically, Project Requestors are university faculty/staff with the Building Liaison role, 
however, this is not required.   


Key Terms 


 


Minor Projects 


Projects with estimated construction costs less than $2 Million.  Minor 
Projects span a wide variety of project types.  Common types are listed 
below: 


• Installing a lock with electronic access on an office door. 
• Installing parking meters all over campus. 
• Renovating a classroom. 
• Replacing components of an HVAC system on a sizable building. 


Minor projects vary in cost and complexity, ranging from $10,000 carpet 
replacements, to $1.9M HVAC system upgrades for large campus 
buildings.   


Feasibility Studies 


FP&C can provide basic feasibility studies for a project to help determine 
the viability and rough cost, using existing building documentation, field 
investigations, and professional expertise. We can also contract third-
party design professionals for more in-depth studies and analyses. 


Space Planning and 
Analysis 


FP&C can provide space planning studies for a project. We can also 
contract third-party design professionals for more in-depth studies and 
analyses. In some cases, where the adjustments do not affect life safety 
items (sprinklers, emergency egress, fire alarm changes, etc.), or exceed 
$50,000 of construction cost, these plans may be used for bid and 
construction. 


Concept Design 


FP&C can provide concept-design imagery to help envision the direction 
of the project, and to gather financial support for the project. We can also 
contract third-party design professionals for more in-depth or elaborate 
concept-design services. 



https://secure.fs.ucf.edu/ebuilder/secured/index.aspx

https://fp.ucf.edu/minor-projects/

https://fp.ucf.edu/minor-projects/





 


Key Steps 


Start:  Project Requestor submits a Minor Project Request form through the FPC website 


Step1:  Project Coordinator Content Review 


Step2:  Client Stakeholder Validation 


Step3:  Space Administration Review/Approve 


Step3A (Situational):  Other Departmental Reviews 


Step4:  Project Coordinator Fiscal Review 


Step5:  FP&C Director Review/Approve 


Project Coordinator Assigns AD/Initiates Turnover to FO/Client Pass off 


Step6:  FP&C Assistant Director Assigns Project Manager  


Step7:  Project Administrator Creates a Project Shell in eBuilder 


Step8:  Project Administrator Assigns project to PM 


Finish:  Project Manager Acknowledges Project 


 
 
 
 
 


Project Requestor Individual who submits a Minor Project Request Form. 


Project Request The general action of requesting assistance from FP&C regarding one of the 
services FP&C provides. 


Project Request Process A specific process in eBuilder, in which project requests are evaluated and 
either rejected, or approved and assigned to a Project Manager. 


Requesting Entity College, Department, or other entity which requests a minor project. 


Campus Client Ongoing Point of Contact for the project, who the PM can contact with any 
question for the Requesting Entity. 


Client Stakeholder 
User able to provide an initial validation of the request, that it the 
Requesting Entity will support the project, and all information submitted in 
the Minor Project Request Form is correct. 


Budgetary Authority User who is able to approve the project funding is available. 


Court 
An eBuilder term referencing when an item is ready for action by the user.  
For example, when the Project Request Process form is “In my court” it 
would grant the user the ability to take action on the form. 







 


Submit a Minor Project Request Form 


The Project Requestor completes the request form “01 - Project Request (PRP)” by first navigating to 
the Facilities Planning & Construction website http://fp.ucf.edu/minor-projects/ and selecting the 
“CLICK HERE TO SUBMIT A MINOR PROJECT REQUEST” button.  The Project Requestor must complete 
all required fields before submitting the form, and may complete non-required fields if they have the 
information. 


 


Project Coordinator Content Review 


• An FP&C Project Coordinator reviews the Project Request Form to ensure accuracy and clarity 
of the submitted information. 


• If the Project Coordinator has any questions, they will reach out to the Project Requestor, 
Campus Client, Budgetary Authority, or Client Stakeholder for more information. 


 


Client Stakeholder Validation 


After the Project Coordinator Content Review is completed, the Project Request Form will be 
returned to the individual selected as the Client Stakeholder for validation (this is a field selected by 
the Project Coordinator and only appears once in eBuilder).  Once the Client Stakeholder is satisfied 
that the project information is accurate, they submit the project for review by Space Administration. 


 


Space Administration Review 


Space Admin reviews the project to see if it has any impacts on requesting, planning, constructing, 
maintaining and, where necessary, upgrading the University’s physical facilities, especially buildings.  
For Minor Projects, Space Admin reviews the request to determine if rooms will be created/removed, 
which impact room numbers, or if space use categorization will be changed. 


 


Other Departmental Reviews 


• Environmental Health & Safety (situational) – If a project is related to a research lab, or will 
store hazardous materials 


 


Project Coordinator Fiscal Review 


• Ensure funding availability for initial project review fee. 


 
 
 
 
 



http://fp.ucf.edu/minor-projects/





 


FP&C Director Review 


The FP&C Director reviews projects based on the following criteria: 


• Could the work requested be completed by Facilities Operations (FO)? 
o Project Routed to FO for review 


• Is the Project Cost estimated by the Requestor a realistic value?   
o If low, approve, but add notes about project requiring a larger budget and/or have 


the PM provide them with an early cost estimate. 


 


Project Coordinator Assigns AD 


The Project Coordinator will review the FP&C Director’s comments and assign the appropriate person 
for next steps.  The comments will determine if the project (1) needs to be reviewed by FO for the 
purpose of assuming full control of the project, and creating a corresponding Work Order in the AiM 
system to track the work, (2) is approved to move forward under FP&C management, or (3) is 
approved to move forward under FO management, but using the eBuilder platform instead of AiM. 


• Project Request requires FO Review – Assign FO Administrator Director. 
• Project Request approved as eBuilder FP&C Project – Assign FP&C AD as appropriate. 
• Project Request approved as eBuilder FO Project – Assign FO Project Manager as appropriate. 


 


Facilities Operations Review 


FO Reviews the project request to see if it should be handled in house as an AiM Work Order, in which 
case the request is closed and an AiM Work Order is created.  The client is notified of the change. 


FO may decide to keep the project if it requires only a single trade, which needs to be contracted out.  
The project would continue on through eBuilder, and would be assigned to an FO Project Manager. 


 
 
 
 
 
 
 
 
 
 
 
 







 


Assignment of Project Manager 


The Assistant Director (AD) is responsible for assigning a newly created eBuilder Project to a Project 
Manager (PM).  A reporting tool has been developed to help guide the AD in this process.  The 
Department Capacity Matrix provides the AD with information on each PM’s current workload by 
assigning values or multipliers to criteria including: 


• Project Value (Total Estimated Cost of Project) 
• Delivery Method (Major or Minor) 
• Design Required (Yes/No) 
• Assigned Priority Level (1-5) 
• Phase (New, Active, Awaiting Customer, Temp Hold, Close Out) 


Using this as a guide the Assistant Director assigns the project to a PM, considering the PM’s 
familiarity with similar projects and their general skills and abilities. 


 


Project Administrator Creates a Project Shell in eBuilder  


AiM Work Order 


• When the Project Administrator (PA) receives the PRP form back into their court, they route 
the PRP form to Work Control in eBuilder.   


• Work Control creates a Work Order in AiM. 
• Work Control then routes the PRP form, containing the Work Order Number, back to the PA.   
• To verify that the Work Order has been created, the PA logs into AiM and searches for the 


AiM Work Order Number.   


eBuilder Project Shell 


For detailed instructions please see the eBuilder Create Project Shell process. 


The PA creates the Project Shell in eBuilder by selecting the Projects tab, then selecting the Add 
button.  To prepare a project, the PA will: 


• Input all required information 
• Apply templates to the project 
• Create the Cost Module 
• Add Project Participants 
• Attach relevant documentation including any comments from the PRP form 


 


Project Administrator Assigns Project to PM 


Once the above steps have been completed, the PA selects the PM and then selects the Create Project 
button, which will move the newly created project into the Project Manager’s court. 


 
 







 


Acknowledgement of Project 


The PM will receive an email notification indicating they have a new process instance in their court 
(see below).  To complete the Project Request Process, the PM logs into eBuilder and acknowledges 
the project they have been assigned.   


 


• Select the click here link to navigate to the Project Request Process 
• Alternatively, log into e-Builder and the process will appear in your court 


o Select the displayed process 


From: UCF - e-Builder Network Notification [mailto:bounces@e-builder.net]  
Sent: Wednesday, July 18, 2018 3:26 PM 
To: Cheryl Colvin <Cheryl.Colvin@ucf.edu> 
Subject: ACTION REQ'D - Project Requests Repository - Office upgrade | Requested by: Jorge Rivera  
Estimated Value: $0 
 


Project Requests Repository   
  


Process instance is in your court. To view details or take action, click here.  
  


Process Details  


Project Project Requests Repository 


Process PRP - 135 


Subject Office upgrade | Requested by: Jorge Rivera | Estimated Value: $0 


Step Project Admin Route 


In Step Since 07.18.2018 


Last Action Submit 


Last Action 
Taken By 


e-Builder Implementation 


Status Submitted 
 
   


    


                  
   


 


   


   


  
  


  


    


   
 


   


   
 







From the Project Request Process (PRP) screen 


 


• Scroll to the bottom of the screen 


From the bottom of the Project Request Process (PRP) screen 


 


• Ensure the information in the Project Details section is correct 
o Project Number 
o Assign Project Manager 
o PM E-mail 
o Project Owner 
o Work Order Number 
o PM Phone 


• Ensure the Take Action dropdown menu displays “I Acknowledge” 
• Select the Take Action button 


 


After the PM acknowledges the project, the Project Request Process closes.  The project is generated 
and no further communication is sent to the PM. 







The next step requires the PM to access the project.  To access the project, the PM logs into e-Builder. 


From the e-Builder home page 


 


• Select the Projects Tab 
• Select the project you acknowledged 


It is advisable to create a custom view to effectively filter the projects assigned to you.  Open the 
below guide for detailed information. 


\\FS.UCF\Facilities & Safety\FPC\E-BUILDER\Matt's Guides 


Creating and Managing Custom Views.pdf 


Please see the Project Charter Narrative for more information on the next steps of the project 
management process.
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Purchase Order Revision Narrative 


Purpose 
The purpose of the Purchase Order Revision (POR) to revise an existing Purchase Order.  The below table 
provides a guide for when a POR should be used: 


The PM must understand which Change Order Process to use depending upon Project Type, Vendor, and 
Contract Type.  The below matrix can be used as a reference: 


Project Type Vendor Contract Type e-Builder Process 


Major CM CM at Risk 06 – Potential Change Order 


Major AE Agreement between 
Owner and Professional 07AS – Additional Service 


Major TC Purchase Order 07C – Purchase Order Revision 


Minor CM/GC Purchase Order 07C – Purchase Order Revision 


Minor AE Purchase Order 07C – Purchase Order Revision 


Minor TC Purchase Order 07C – Purchase Order Revision 


CM – Construction Manager     AE – Architect Engineer     TC – Trade Contractor     GC – General Contractor 


Initiator 
The vendor to which the existing Purchase Order is made out to initiates the Purchase Order Revision 
process. 


Key Terms 


Purchase Order 


A Purchase Order (PO) is a binding contract between UCF and the 
Vendor.  POs include the services/materials being purchased, the 
scope of service, payment terms, invoicing instructions and the 
purchase order number. 


Add Service Additional service performed by an AE, not included in the initial 
scope of work, and also not considered a Basic Service 


Summary 


During the Project Process Flow of Minor Projects, a number of events which trigger the need for a 
Purchase Order Revision.  Common reasons are listed below: 


• Scope of work assigned to the vendor is increased or decreased 
• Existing scope required more or less funding 
• Time associated with the in-scope work needs to be increased or decreased 







Requirements 


• Add Service or Contractor Proposal for the change request 
• Explanation of why the proposed change request was not included in the original contract 
• Justification of why the change is needed 
• Description of the impact the change will have on the project 
• The specific commitment impacted by the change 
• Details of what is covered by this addition or deletion of work 


 


 


 


Pre-requisites 


• Issued Purchase Order 
• Agreement from PM that POR can be initiated 


 


 


 


Key Steps 


Start:  Vendor initiates the 07C – Purchase Order Revision Process, provides information, and submits 
process 


Step1:  Routing Workflow – the e-Builder system applies three logical tests to determine CA routing 


Step2:  FSBO Review and Requisition Creation 


Step3:  UCF Procurement Review and PO Creation 


Step4:  Funds Validation 


Step 5:  UCF Procurement Sends PO Information to Contractor 


Finish:  FPC PM follows up with Contractor to ensure PO Information was received 


 


 







 


Subject field  


Type of Change/Addition Select the appropriate radio button to indicate if the Change 
Request applies to the Professional or Contractor. 


A/E on Project Select the appropriate radio button to indicate if there is an 
Architect or Engineer on the project. 


Add Service Proposal If applicable, select the Browse Computer button and attach the 
Additional Service Proposal from the A/E. 


Contractor Proposal If applicable, select the Browse Computer button and attach the 
Contractor Proposal from the Contractor. 


Sub/Consultant Backup If applicable, select the Browse Computer button and attach the 
backup documentation from the Sub/Consultant. 


CCD, RFI, ASI, SK, plans and/or 
specifications, as applicable 


If applicable, select the Browse Computer button and attach any 
relevant plans and/or specifications. 







Schedule Impact (Days) Enter the number of days the project schedule will be impacted 


CONTRACT Enter an explanation of why this Change Request is not part of 
the original Contract. 


JUSTIFICATION Enter a justification of why this Change Request is necessary. 


EFFECT ON PROJECT Enter information of the effects on Operations, Maintenance, 
Cost, and Schedule 


 


 


 


 
Commitment dropdown Select the appropriate commitment 
Date Of Change field Input the appropriate date 
Reason Code dropdown Select the appropriate Reason Code 







Commitment Change Details 
text field Enter information associated with the change 


Contractor Certification 
checkbox (contractor only) Vendor selects the checkbox to certify the POR 


 
• Select the Submit button
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 Vendor Bid and Selection Narrative 


Purpose 
The Vendor Selection | Bid Review process provides a mechanism for the PM to obtain competitive bids 
from qualified vendors, and to communicate fairly with all competing vendors throughout the selection 
process. 


Initiator 
The Project Manager is responsible for initiating the bidding process and recommending which vendors 
will be selected to perform work as per the Statement of Work. 


Key Terms 


Vendor Bid 
Vendor quote, including any qualifications and submittals, 
delivered to the PM to fully complete all activities listed in the 
Statement of Work. 


Bid Package 


Project material prepared by the PM and presented in e-Builder 
to contractors invited to bid on the project.  


Common elements of Initial Bid Package include: 


• Document Request Form 
• Non-Disclosure Agreement (NDA) 
• Access to UCF Sensitive Facilities Data (FSP 2018 FS0019) 
• Critical Needs Checklist 
• Minor Project Construction Scope of Services  
• Construction Drawings (100%CD) 
• Specification Sheet 
• Pre-Bid RFIs 
• AE Scope (if applicable) 


 


Bid Clarification Information provided by the PM to vendors bidding on a project 
in response to questions asked during the bid process. 


Vendor Selection Vendor selected to provide service on the UCF project. 


Vendor Selection Bid Review 
Process (03 – BIDVS) 


Process refers to the specific process in the e-Builder application, 
which allows the Project Manager to invite continuing service 
vendors with capabilities relevant to the scope of work to submit 
bids. 


Statement of Work 
Document provided to vendors for review, which provides the 
project scope, deliverables, and other project-related 
information. 



https://fp.ucf.edu/wp-content/uploads/forms/Request%20Forms/DOCUMENT%20REQUEST%20FORM%20%28FP100%29.pdf

https://fp.ucf.edu/wp-content/uploads/forms/Vendor%20Forms/NON-Disclosure%20Agreement%208-7-19%20CLEAN.pdf

https://fs.ucf.edu/sites/default/files/policies/Access%20to%20UCF%20Sensitive%20Facilities%20Data-%2011-8-18%20approved%20final%20clean.pdf

https://fp.ucf.edu/wp-content/uploads/resources/Standards%20and%20Requirements/CRITICAL%20NEEDS%20CHECKLIST%20BLANK.xlsx





Continuing Service Contract Contract which allows a vendor to bid on UCF Minor Projects 
associated with their trade/profession during the Contract Term. 


The bids are reviewed by the PM and generally the lowest bid is selected unless the vendor did not fully 
address all requirements in the bid package. 


 


Key Steps 


Start:  PM prepares bid package including and based on Statement of Work 


Step1:  PM uploads bid package in e-Builder 03 – Vendor Selection | Bid Review (BIDVS) process and 
submits to the MGR for review 


Step2:  MGR Reviews bid package 


Step3:  PM invites/selects vendors in the e-Builder application with relevant capabilities to bid 


Step4:  PM coordinates pre-bid site visit and sets bidding date 


Step5:  PM sends out Bid Clarifications in response to questions asked 


Step6:  Vendors submit bids including timeline, cost, submittals, etc 


Step7:  PM reviews bids for completeness, sends out Bid Clarifications if needed, and disqualifies any 
incomplete bids 


Step8:  PM selects vendor and moves the process into the MGR court for review 


Step9:  MGR reviews selection and either returns it to PM for revision or approves the selection 


Step10:  Director reviews selection and either returns it to the MGR for revision or approves the 
selection 


Step11:  Project Admin/eB System Admin adds the selected Vendor to the Project, creates user logins 
to e-Builder, assigns users functional and document permission roles, and adds them to the 
project 


Finish:  PM awards the bid to the selected vendor 
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