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Commitment Approval Narrative Builder

ENTERPRISE

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.






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

A Purchase Order (PO) is a binding contract between UCF and the
Vendor. POs include the services/materials being purchased, the
Purchase Order 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

e Commitment Type

e Commitment Control

e Company

e Retainage Percent

e Scope of Work / Project Charter
e Vendor Proposal

e Input Date of Proposal

Pre-requisites

e Project Charter
e Minor Project Proposal or UIMP/Carry Forward Request






Key Steps

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

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

Construction Commitment - The next validation checks to see if Construction was selected by the PM.

e 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.

e |f 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.

e 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.

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






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



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

Commitment Details

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

Switch to Classic style

5058203 ~ s '@ 2

Projects | Planning = Forms  Processes Documents ~Calendar = Contacts Bidding ~Cost Schedule  Reports

UNIVERSITY OF "
NTRAL FLORIDA Michael Hagan o =

Werkflow in your court oo [Frstien T

Available Now Project Name Subject Step Date Due - o
DATA -
WAREHOUSE T s roverktow tems inyour ourt
Learn more Foms Precees

My first 10 tasks o [Frten ¥
Quickstart
Project Task Finish Date - % Manager
02- Projct Charte Process (C tefortod
Toer
Submittal items in your court ity Actons [ A i my court ) soon [Frtien ¥
Prject e . ‘ et - ‘ st | OueDute - ety ‘
04-Dr E o N
0P
05~ Commitment &
Items Pending Approval Sron [Frstien ¥
Project Item Type Item # Approval Requested By ‘ Itm Approval Requested ‘ J—

e Select the Projects tab





From the Projects screen

Switch to Classic style.

5058203 ~ o ' 2

Forms = Processes ~Documents  Calendar  Contacts Bidding Cost Schedule  Reports  Setup ***

Hiddes

UNIVERSITY OF Project:
CENTRAL FLORIDA rojects

Al Actve e e v =
. o roct e
Available Now OEEEERY P e End Usex Trairing Project 07
L
ProjectID ’ Project UCF Building Project »
WAREHOUSE Number - Project Name ‘ Manager Number Type UCFBuilding Name Departmer

Learn more Christopher o
I OHeotrsenth
G Vi | aUSNESSAOMINSTRATON
fosisc o Ve UsNESsASMNSTATON
o colzeE 0 SBNCES BULOING wrn

DENSCH SPORTS CENTE:

&z Carlkelly oies iror s Athietis active
16107001 Ty Beck oton Minor NIKE BULDING 101 Housing active
16102001 ey Beck 002 Minor NIKE BULDING 102 Housing active
0103 nor 103 Housing Active
16164001 otes ajor UCF Main Campus active
a1z Partnership/DOD active

v-A Facites Operations: Active

jay Malcolm 0034 Minor UBRA COMMUNITY CENTER Housing Active

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

From the Projects screen — Project Menu

Switch to Classic style

e-Builder® IEEEE——— 5058203 = ok 18

A TRIMBLE COMPANY

Home Dashboard Planning Forms Processes Documents Calendar Contacts

UNIVERSITY OF . .
CENTRAL FLORIDA Project Details For |20

- Details Export Address Book Printable Participants Directory Edit Cancel

PT'OJ ect Menu Project Name End User Training Project 07

v [ Details Mason , Samantha eBAG

Project Participants

Administrative
Sent Items

ect photo uploaded

© Planning

UsA

> &' Documents
—
= Schedule

Description

* s Cost

e Select the Processes link





From the Processes screen — Filter Processes

@
eBuider$ I

Home  Dashboard ~ Projects | Planning  Forms Documents ~ Calendar ~ Contacts ~ Bidding ~ Cost = Schedule  Reports  Setup

Switch to Classic style

5058203 ~ s "0 2|

UNIVERSITY OF for (2
CENTRAL FLORIDA Processes for |2

End User Training Pro

- Filter Processes

Searchin Processes Inftated By Me

Project Menu

> £ Details All Processes. ¥ ] @ Draft @ Open [ Finished

‘© Planning status | [AllStatuses v

Forms

Issues
Processes
> I Documents

= schedule

Filter

WS Cost Process

Subject ‘ Step

Responsible Actors ‘ Step Age

Requested

In Step Since ‘ Date Created - e

Process Age ‘ Status

e Select the Start Process button

From the Start a Process pop-up window

e-Builder &

A TRIMBELE COMPANY

Start a process on End User Training Project 07

Processes

Cancel

Process Name Description

for reviewing, ]
stones, entering and approving the

This process is for reviewing and approving the wi

wing and design plan review process.

This p s used to obtain funding from a Clies

This process
Change Order |

e Select the 05 — Commitment Approval (CA) link

This process is for creating and approving commitments in e-Builder.

for receiving potential change orders (Addendum & Add Services). This proce:
0} process for bundling multiple PCOs into a single CO.

gurations in e-Builder, assigning participants

), etc,

ning bid/vendor and encompass bidding/GS quotes, rotation, and justification.

be used in conjunction with the





Commitment Approval — Start Process section

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

e-Builder &?9

ATRI MY

05 - Commitment Approval (CA) Instructions
Start Process Print  CheckSpelling  Submit  Save Draft  Cancel
Project: End User Training Project 07
Project Number: 2018-007
Process: 05 - Commitment Approval

Details |~ Attached Documents (0} | Attached Processes (0) | Attached Forms (0}

Please enter the scope and upload the proposal.

Building Permit Number:

[ Date of Proposal: j]
Project ID:
[SEDISe of Wark: Drag and drop file here }r Browse Computer Browse e-Builder

SFM Permit Number:

[ * Contract Selection Method: @ -- Please select an option -- v ]

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

From the Contract Selection Method dropdown menu

— Please select an option -- hd

-- Please select an option --

Bid Process

E&l Coocp

GEA/MIPA

Job Order Contract

Justification

Majaor Project

Owner Direct Purchase

Rotation

UCF Department

Under 10K

e Select the applicable Contract Selection Method
o Bid Process — PM used eB Quotes
o E&ICoop





GSA/NJPA

Job Order Contract — PM used a JOC

Justification — PM made a selection based on fit and prior experience

Major Project — Work is part of a Major Project

Owner Direct Purchase — Materials purchased directly by UCF to obtain tax savings
Rotation — PM made a selection based on next entity ready to receive work

UCF Department — Work to be performed by a Partner Department (FO, UCF IT, etc)
Under 10K — Value of PO is less than 10K

0O O 0O O 0O O O O

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

Entering Commitment Item Instructions:

1. Select the Commitment Type

2. Select the Company

3. Opfional: set the Commitment Date, Scope of work, Notice to Proceed Date, and Retainage Percent {used for applying retainage percentage on ALL commitment items)
4, Under "Add New Commitment ltem," click Please Select a Line Item and select 01.01.39 (Division 13 - Special Construction)

5. Enter the Amount

6. Click the Add button

7. Repeat steps 4 through 6 until all commitment items have been entered,

&, When complete, click the Submit button to move the process forward.

Retainage Note: To set g retainage percent across all commitment items, enter the amount in the *Retainage Percent box in the Commitment Others section. Otherwise, individual
retainage may be set on individual commitment itemy(s).

Commitment Details

Status: Draft
[ Commitment Type: Select one.. A ] Unit Cost Options: Lump Sum Amount
* Commitment Control: Controlled By Commitment tem
€3 Company: ] Company Number: -
Contact: Select a contact.. ¥

e Select the Commitment Type dropdown menu





Job Order Contract

External Hard Eid

GC Up to $2M [Continuing Service)
GC Up to 300K {Continuing Service)
G5A Contract

Intemal Hard Bid

Intemal UCF Confracts

Landscape Architectural Services
Material Testing/Threshold Inspection Services
Mechanical Confract

MEP Engineering Services

MIPA

Other Commitment

e 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

11






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

Commitment Details

Status:

* g itment Type: Job Order Contract Unit Cost Options:

* Commitment Control: Controlled By Commitment Item

[ |v] ] Company Number:

[ *Ccmpany:

Contact: Select a contact.. ¥

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

o

Owvation Construction Inc

wltems 1-1 out of 1

e Type in the partial name of the entity for which you which to create a commitment

e Select the entity name

12





The Company Number will auto-populate when the entity is selected

Entering Commitment Item Instructions:

1. Select the Commitment Type

2. Select the Company

3. Optional: set the Commitment Date, Scope of work, Notice to Proceed Date, and Retainage Percent {used for applying retainage percentage on ALL commitment items)
4, Under "Add New Commitment ltem,” click Please Select a Line ltem and select 01.01.39 (Division 13 - Special Construction)

3. Enter the Amount

6. Click the Add button

T. Repeat steps 4 through 6 until all commitment items have been entered.

&. When complete, click the Submit button to move the process forward.

Retainage Note: To set a retainage percent across all commitment items, enter the amount in the *Retainage Percent box in the Commitment Others section. Otherwise,
individual retainage may be set on individual commitment itemys).

Commitment Details

Status: Draft
* Commitment Type: Job Order Contract v Unit Cost Options: Lump Sum Amount
* Commitment Control: Controlled By Commitment tem
* Company: Ovation Construction Inc [ Company Number: 0000075326 -

[C:Jn:a-::: Select 3 contact.. ¥ ]

e Select the Contact dropdown menu
o All contacts listed for the selected company will populate

lSe ect a contact. '_|

Select & contact..

Hutton, Brad

Reese, Jay
Tata, Carson

e 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

13





Commitment Approval - Commitment Others section

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

Commitment Others

= ] Hatice to Proceed Date: =

|

] Retainage smount: Support manual entry

Use the calendar icon to select the date.

Commitment Date field
This indicates the date which the commitment is due

The Date of the Purchase Order. Leave blank when creating the

Notice to Proceed Date field .
commitment.

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.

e Copy verbiage from PROJECT OBJECTIVE / SCOPE OF
WORK through the end of the document, and paste it

Scope of Work field into the Scope of Work field.

Review and modify format as indicated below:
e Any lists should be in alpha-numeric format, as bullets
cause issues in PeopleSoft
e Font should be Arial
e Font size should be 11

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 Percent field

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

Retainage Amount: Support
Manual Entry checkbox

Commitment Approval - Commitment Custom Fields section

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

Commitment Custom Fields

PeopleSoft PO Number B

e The PeopleSoft PO Number field is populated by FSBO when a PO is issued for the Commitment.

14





Commitment Approval — Add New Commitment Item section

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

Add New Commitment ltem

term Mumber 001

Budget Line ltem Please Select a Line Hem

Current Budget .00

Deeccription |

Retainage Percent |{:.,|;n|} |

Amaount |g..m |

Allowance Item? O

Custom Fields &

e Select the Please Select a Line Item link

15





From the Budget Line Items pop-up window

Budget Line ltems (=]

01.01.01 Summary Cost
01.01.02 Concept Design
01.01.04 Civil

01.01.05 Geatech
01.01.06 Interior
01.01.07 LEED Adim

e Select the Account Code for which you wish to create the commitment line
o Inthis example, 01.03.25 General Requirements was selected

[tern Mumber 001

Budget Line [tem M.03.25

Current Budget 20,000.00

Description |D'r'.'1'5|'::lr1 1 - General Raqul'rementsi

Retainage Percent |{:.,|;n|} |

Amaount |g..m |

Allowance Item? O

Custom Fields =

16





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

Commitment Items

Item Number Line Item Description

Total

Current Budget Retainage Percent Amount  Allowance. Custom
Field(s)

]

20,00000 10.000.00

e Select the pencil icon next to the information you wish to edit

17






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

Commitment Items

7 oo Ror03.25 o/ Division 1 - General Requirements 2000000 000 [1000d =) & Deete

e Enter the new value (ex. 18500)

Commitment Items

7 o Roieszs 7 Division 1 - General Requrements 2000000 w s/ frasod L & Delete

Commitment Items

7 o0 Ro10325  Diision 1 - General Requirements 2000000 o 1850000 /" e & Delete

Commitment ltems

# Divison 1 - General Requirements ! 1850000 7
# Division 2 - Existing Conditions 1 3000004

2400000/

00000/

5500007

18





Commitment Approval — Review and Submit
Once all commitment lines are added, save your work, review and submit

Commitment Items

7o Q010325 / Division 1 - General Requirements 2000000 00/ 18500007 [} pecte

7oz Qo1.0326 # Division 2 - Existing Conditions 500000 000/ 3000004 ) Delete

/o0 Ror0327 # Division 3 - Concrete 5000000 o0/ 2400000/ =) Delete

7 o K002 # Division 4 - Masonry. 5000000 000/ 40000007 £} Delete

7 05 Ro1.0333 # Divsion 7 - Thermal & Mosture Protection 600000 o/ 5500004 B Delete
«

Total 131,00000 111,000.00

Add New Commitment Item

em Number

Budget Line ftem

Current Budget

Description

Retainage Percent

oo

Plesse Seiecta Line ftem

o0

Amount | [0
Alowance ftem? | O
cusomFiess | G

o con () semerton () () v e

e Select the Save Draft button

e 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.

e Select the Submit button to route the process to the next step (see Routing Workflow Heading)
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05 — Commitment Approval Process (CA)

Void / Cancel

PM Revise

Commitment

Resubmit

Y

Submi Commi m Accl\c:Ianlilin Business
Start u—rn|t> ommitment ° Construction s &

Revise to Initiator Revise to Initiator

Revise to Initiator

Review

———————» AVP Review

Revise to Initiator

| Approve  Recan Review

Type Check . Ana.lyst
Ravicw Review
PM Initiates No — To FSBO
Process Review
N Y
° > >=200K es
Yes No
AVP — Associate Vice President (Facilities & Safety)
Director — Director, Facilities Planning -
MGR — Manager, Facilities Planning
PM — Project Manager FP&C Action Non-FP&C Project Manager
FSBO — Facilities & Safety Business Office Action Action
LEGEND
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Commitment Transfer Process Narrative Builder

ENTERPRISE

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
Vendor quote, including any qualifications and submittals,
Budget 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

e Requisition Creation and Approval
e Schedule of Values

e Professional Service Invoices

e Additional Service

e Construction Payment Applications
e Line-to-Line Transfers

e Buyout Savings Transfers

e Contractor Contingency Transfers
e Owner Contingency Transfers

e 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.

Stepl: 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.






07B — Commitment Transfer Process (CTP)

Void / Cancel

Initiator
Revise Return
Resubmit Reject
Start » AE Review Approve » PM Review
A
Contractor
Initiates

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

Approve Approve

s MGR Review

Returnto PM

No
Buyout Savings Yes
No
Contractor Yes Director Approve

Contingency

Review

Returnto PM

FP&C Action Non-FP&C

Action

Project Manager
Action

LEGEND






		 Commitment Transfer Process Narrative




R
Drawing and Design Plan Review Narrative Builder

ENTERPRISE

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

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

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

Design development depicts a more detailed site plan as well as

Design Development Documents . . . . . .
& P floor plans, elevations and section drawings with full dimensions.

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

Checklist based on critical components as described in the UCF

Critical Needs Checklist Design, Construction and Renovation Standards

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






Stakeholders / Reviewers

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

e Facilities Operations (FO)

e Environmental Health & Safety (EHS)
e Utilities & Energy Services (UES)

e Business Services

e Facilities Planning & Construction (FPC)
e Office of Instructional Resources (OIR)
e UCFIT

e Parking Services

e Landscape & Natural Resources (LNR)
e UCF Police Department (PD)

e Resource Management (RM)

e Department of Security (DS)

e Sustainability Initiatives (SI)

Key Steps

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

Stepl:

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

entities

Step2:
Step3:
Step4:
Step5:
Finish:

Project stakeholders submit comments

PM delivers comments to AE

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

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

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:
e DD50%
e DD 50% Specifications (SPECS)
e DD95%

e DD 95% Specifications (SPECS)
e DD DOCS (final)

Construction Documents

Section where applicable Construction Documents are

uploaded:
e CD50%
e (CD 50% Specifications (SPECS)
e (CD100%

CD 100% Specifications (SPECS)
CD 100% SPECS—VOL Il
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:
e Reviewer Name, Comment, and Page #/Spec#
indicator
e PM Notes

e 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

Switch to Classic style

- <
e-Buiider$ I

5058203

Dashboard | Projects ~ Planning ~ Forms | Processes  Documents ~ Calendar ~ Contacts  Bidding ~ Cost Schedule  Reports

UNIVERSITY O
@ cenTRAL FLORIDA

04- Dravi
(ODPR)

Michael Hagan

Workflow in your court

~| Announcements

Training Resources

Available Now o .
Project Name Subject Step. Date Due - =
WAREHOUSE T weriow tems in your court
Learn more e Frec
My first 10 tasks ES v
Quick Start Friday, Jan 31, 2020
Project Task Finish Date ~ % Manager
There are no events for today
.
Submittal items in your court ke Az AL In my court v s v
‘ Project Title # ‘ Rev# ‘ Package # ‘ Status | Due Date - ‘ Held By ‘
There are no submites
05 - Commitment App
Items Pending Approval o v
Project Item Type Item # Approval Requested By ‘ Itm Approval Requested ‘ J—

There are no tems pending spproval for

Switch to Classic style
5058203 ~ sk M 2

UNIVERSITY OF
CENTRAL FLORIDA

Available Now

WAREHOUSE

Learn more

Forms Processes  Documents  Calendar ~ Contacts  Bidding ~ Cost  Schedule Reports Setup  ***
Hidden Projects
Projects
A rojects e -
> Project Name
[iJ23545 .00 e End User Traning Project 07
—
ProjectID 5 Project UCF Building Project o
e Project Name ‘ Monager e Ty UCF Building Name Department
Crtopter 000 . STORM WATES College of Engineering &
SenFauser 00 inor BI0L0GICAL SCENCES BULDING Office of Research

16103001

16164001

ooss Minor BUSINESS ADMINISTRATION
Evan Shick o0ss Minor BUSINESS ADMINISTRATION
o0se Minor (COLLEGE OF SCIENCES BUILDING e
o16s inor o Aletics Active
ot Minar NKE BULDING 101 Housing active
Minor NKE BULDING 102 Housing Active
0103 Minor NIKE BULDING 103 Housing Acte
o6 o UGF Main Gampus Active
&1z . Partnershio/DOD active
ootea inor Facites Operations Active
034 1 Housing Active

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





From the Projects screen — Project Menu

Planning

Forms

Switch to Classic style

5058203 ¥

Processe: Documents Calendar Contacts

UNIVERSITY OF
CENTRAL FLORIDA

Project Menu

v B Details

- Details

Project Name

Project Participants
Project Status

Sent Items

'H'o Planning view map) Address
Farms

H Issues

Documents

Target

—
— Schedule
Description
>  h$ Cost

e Select the Processes link

Project Details For | z01-

Export Address Book Printable Participants Directory Edit Cancel

End User Training

Mason , Samantha eBAdmin

Administrative

Mo project photo uploaded.

UsA

Training Project 7

From the Processes screen — Filter Processes

. <
eBuilder$ I

Home  Dashboard  Projects ~ Planning ~ Forms Documents  Calendar

Contacts ~ Bidding ~ Cost

Switch to Classic style

5058203 T

Schedule  Reports  Setup

UNIVERSITY OF

CENTRAL FLORIDA Processes for 201

er Training Project O7 -

- Filter Processes
Project Menu Searchin Processes Initted By Me O Processes In My Court ®
> [ Details a ¥ Dra: @ Open O Finished
e Planning obs | (Ao
Forms
. Contairing Text
G Bermo Fiter
> (B Documents
= schedule
- . " . Requested
> s cost Process Subject Step Responsible Actors Step Age In Step Since Date Created « Process Age Status -

e Select the Start Process button





From the Start a Process pop-up window

. @,
e-Builder Qg

AT dY

Start a process on End User Training Project 07

Processes Cancel
Process Name Description
02 - Project Charter Process (PCP) This process is for reviewing/approving project requests, identifying configurations in e-Builder, assigning participants (staffing),

identify milestones, entering and approving the ini

budget (ROM), etc.

This process is for reviewing and approving the winning bid/vender and encompass bidding/GS guotes, rotation, and justification.

[-34 - Drawing & Design Plan Review (DDPR) ] Drawing and design plan review process.

05 - Commitment Approval (CA) This process is for creating and approving commitments in e-Builder.
05 - Miner Project Proposal (MPP)

This process is used to obtain funding from a Client te move forward with Design and/or construction,

0F - Potential Change Order (PCOY This process is for receiving potential change orders (Addendum 8t Add Services). This process will be used in conjunction with the
06 - Potential Change Or )
2 . : Change Order (CO) process for bundling multiple PCOs into a single CO.

e Select the 04 — Drawing & Design Plan Review (DDPR) link

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

04 - Drawing & Design Plan Review (DDPR)
e

Instructions

Print  Copy  CheckSpelling  ShowWerkflow  Submit  SaveDraft  DeleteDraft  Cancel

e Select the Review Type dropdown menu

-- Please select an option --

-~ Please select an option --

Drawing Review
Program Docs
5D Docs

DD 50%

DD 95%

CD 50%

D 95%:

CD 100%
e 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

Pint  Copy CheckSpeling ShowWorkflow  Submit  SaveDraft Delete Draft  Cancel

Dot | Arached Docaments 0 | Arached Frocesses 0 | Arachd Forms
* Review Type:

Programing Documents

- e
Schematic Design
| e s
Design Development
o Gromse Computer  Browse e Buldr

o Browse Computer  Browse e Builder

o Browse Computer  Browse e Bulder

o Browse Computer  Browse e Bulder

rowse Computer  Browse e Buflder

e 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

04 - Drawing & Design Plan Review (DDPR)

[Auto-Saved 02.10.2020 255 PM)
Start Process

* Subject

End User Training Preject 07

2018-007

04 - Drawing & Design Plan Raview

5D Docs for 2013-007 End User Training Project 07

Details | Atached Documents (0) I Artached Processes (0) " Artached Forms (0}

Schematic Design.decx (version 1)
Properties | Download (11.8€8) | Rediine | Remove

DD 508 SPECS:

DD 953 SPECS:

CD 50% SPECS:

CD 95% SPECS:

€D 10058 SPECS:

D 100% SPECS - VOL I

* Critical Needs Check List Attachment:

Critical Needs Checklist Mockup.docx (varsion 1)
Froperiies | Dewnad (11.068] | Rediine | Aemove

e Upload the Critical Needs Checklist
e Select the Save Draft button
e 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

Switch to Classic style

eBuiderS  EE—

PPl Dashboard  Projects  Planning  Forms  Processes  Documents  Calendar  Contacts Bidding Cost Schedule  Reports  Setup  +er
(] university of .
CENTRAL FLORIDA Michael Hagan .
e Werkflow inyour court .
Available Now oo ‘ Name ‘ Subject ‘ step ‘ Date Due - s
WAREHOUSE JL w &L
Learn more \
Wy st 10 tsks v
Quickst
Pt e Frich Dot - ‘ « ‘ Mg ‘
s
submitta tems in your court i ¥ o o ¥
proec ‘ e . ‘ =6 ‘ — ‘ s | — ‘ vaany ‘
——
Items Pending Approval v
Project Item Type Item # ‘ Date Approval Requested ‘ Amount ‘

o 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

Swichto Gassictyie
5058203 = e '@

[0 oocuments  Calendar | Contacts  Bidding  Cost  Schedule  Reports  Setup  «-

Unfinishaa Drafis

[ vriversiry or

Start Selectad Process Type. StartProcass

Filter Processes
Project Menu
& ou
e
ring T
i
>
Frnt Log
Requested
‘ ‘m o T p— ‘MM. ‘m,., ‘m -
> o sumitals
— oosm B oz s

e 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





04 - Drawing & Design Plan Review (DDPR) - 1

Take Action  Check Spelling

End User Training Praject 07 Project Number: | 2018-007

DOPR-1 Overall Due Date:
Shaw History | Cument Actors

PM Review & Start Timer Show Workfiow Diagram
5D Docs for 2013-007 End User Training Project 07

Submitted

Details |nn——-m]| ﬁ-!-dnnn-nﬂl] Attached Processes (8) ” Attached Forms (1) " Attached Ta (0)

Review Type:

5D Docs

el —

& Schematic Design.docx [version 1)
Properties | Deowriad (11.068) | Recline:

DD 50% SPECS:

DD 95% SPECS:

Sl —

I
/T

CD 95% SPECS:

CD 1005 SPECS:

CD 100% SPECS - VOL I

Critical Needs Check List Attachment:

Critical Needs Checklist Mockup docx [version 1)
Froperties | Download (118€E) | Reline

Shaw Filter | Select All

Download Template

e Select the Download Template link





An MS Excel file will open.

Draw

Insert

e 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

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

Pagelayout  Formulas  Data  Review Developer Acrobat Tell me what you want to do
o [P .
o 3 cut Avial o - % & S E
ER Copy -~ = Fill -
Paste L&y I U o Insert Delete Format
~ ¥ Format Painter h - - B - Clear -
Clipboard ] Font Alignment Styles Cells Editin;
c1 v Jfe || Page#/Spec#
A B c D E F
1 |Reviewer Name Reviewer Comment Page #/Spec # PM Notes Architect Response Status
2
3
4

End User Training Pr

DDPR -1

& Srart Timar o

SD Docs for 2018-007 End User Training Project

Submitted

Attached Processes (0) || Attached Forms (0]

Details | Comments (0) | Attached Documents (2)

Review Type: | 5D Docs

Programing Documents

PROG DOCS:

e Select the Attached Documents tab

Attached Ta (0)

Start Rvw. Time ¥ | Take Action

Project Numiber

Onzrall Dus Date:

Step Due Date

Check Spelling

Frint Copy Delegate  Save

Cancel






From the Attached Documents tab

Instructions

e ime ¥ | Take Action Check Spelling Print Copy Delegate Save Cancel
ment Overall Due Date:
|
Stepr Step Due Dater
Subject
Statug Submitted
Details =~ Comments (0)  Attached Documents (2] | Attached Processes (0) | Attached Forms (0) | Attached Ta (0)
&l Download l Attach Documents Remove Documents
‘ ‘ File Name Attached By ‘ Date Attached - Seq # - Step Name Attached To ‘

%} Schematic Design.docx |
Properties | i

%) Critical Needs Checklist Mockup.docx (version 1)
Proparties | Dowriza (11.868) | Recline | it

e Select the Attach Documents button

Attach File

L]

v

Cancel

e Select Upload from your Computer

02.10.2020 3:04 PM 0

02.10.2020 3:04 PM

Download Attach Documents Remove Documents

¥ | Take Action Check Spelling Print Copy Delegate Save Cancel





Attach File

Select Destination Folder
Documents / 3_DESIGH / 03.02 5D / 03.02.01 5D DOCS Create Folder
¥ W 2_AUCOUNITING |13] N

~ [ 3_DESIGN [3]

> Im 03.01 PROG [0]

~ @ 03.025D[1]

[) Bm 03.02.01 5D DOCS [1] ]

> [ 03.03DD[0]

* [m 03.04CD[1]

» W 3.055D DD CD[0]
> @ 4_PERMIT [0]

> B 5 CONSTRICTION I

e Select the Destination folder, where your upload will be deposited into
o In this example, 03.02.01 SD DOCS was selected
e Select the Select button

Attach File

A

Drag your files 0

Cancel

e Select the Browse link and navigate to the folder where you saved the Template document and
upload it





Attach File

03.02.01 5D DOCS
1 FILES UPLOADED

All Uploads

28 KB

Description

Comnment Template ais |

bN

This description will be applied to all files being uploade:

=1

Drag your files or Browse

e 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

e-Builder &

04 - Drawing & Design Plan Review (DDPR) - 1

) Schematic Design.docx (ver:
= (11,8581 |

8| Critical Needs Checklist Mockup.doc (version 1)
Fraperiies | Downked (11.84B) | Reline | it

Instructions
Teke Action  Check Spelling  Print  Copy Delegate  Save  Cancel
Project | End User Training Ergject 07 Project Number | 2018-007
Process Document: Overall Due Date:
toey | Curent Actars
Current Workflow P Review & Start Timer Show Wrkfow Diagraem Step Due Date:
Subject | SO Docs for 2018-007 End User Training Project 07
Stztus | Submitted
Details | Comments (1) | Attached Documents (3] Attached Processes (0) | Attached Forms (0} Attached To (0)
Show Thumbnais  Download  Attach Documents  Remove Documents

n 1)

emplateds (version 1}

= (26.1KE} | A

Hagan, Michael e = - .
b 02102020 304PM | 0- Start 5D DOCS
Critical Meads
pzaaLbichas 02102020 304PM | 0-Stant Check List
{UCR .
Artachman
N ] *1""32“ Mishasl 02102020 406PM | 2-PM Review & StartTimer |  Public Comment
Download Attach Documents Remove Documents
TakeAction  CheckSpelling Print Copy Delegate  Save  Cancel






Also, the template is added in the Comments tab

e-BuiIder_ S‘

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

1t Rvw. Time ¥ | Take Action  CheckSpelling Print Copy Delegate Save  Cancel
Praoject EndL Project Number: 0
DoPR-1 Cnverall Due Cate:
|
Currant Workflow Step: Step Due Date:
Subject
Statur Submitted
Details | Comments (1) | Attached Documents (3) | Attached Processes (0) || Attached Forms (0} | Attached To [0)
Request Comment  Comment
‘ ‘ )
Michasl Hagan UCF. 02 10.2020 406 PM
A decument was attached
Files Attached (1):
& [Version 1)
Properties | Download |
Request Comment  Comment
2rt Rvw. Time ¥ | TakeAction  CheckSpelling Print Copy Delegate Save  Cancel

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

End User Training Project 07

A comment was added by Michael Hagan on step PM Review & Start Timer on the following
process. To view details or take action, click here.

Process Details
Project End User Training Praject 07
Process DOPR -1

Subject 5D Docs fer 2018-007 End User Training Praoject 07
Step PM Review & Start Timer

In Step Since 02.10.2020
Last Action Submit
Last Acticn Michael Hagan
Taken By

Status Submitted

'Comment(s)
Michael Hagan, UCF, 02/10/2020 4:06 PM

A document was attached

A comment was added by Michael Hagan on step PM Review & Start Timer on the following
process. To view details or take action, click here.

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
support@e-builder.net





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

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions
Start fww Time ¥ | TakeAction CheckSpeling Frint Copy Delegate Save  Cancel
rejact End User Training Project 07 Project Number 2013-007
e Overzll Due Date:
tory |
Cu jorkflow Step: & Start Timer Step Due Date:
ubject: SD Dy or 2018-0f d Uzer Training Projes
brritted

Details | Comments (1) | Attached Dacuments (3) | Attached Processes (0) | Attached Forms (0} || Attached Ta (0)

| Request Comment ' Camment
‘ ‘ )

A document was attached

Michazl Hagan, UCF, 02.10.2020
Files Attached (1):
.

Wersion 1)

Request Comment Comment
Start Rvw. Time ¥| TekeAction  CheckSpeling Print Copy Delegate Save  Cancel

e Select the Request Comment button

o Ensure pop-up blocker is disabled





From the Request Comment pop-up window

g-BuiIde_I Q‘g

LE C
Request Comment
Request Comment Cancel
*To Select from Users on Projact
All Users T
>
<
Ezuar, Kenng -
Enter Extarnal Usars Emnail or Lookup
Allow external users to attach files
* Subject ACTIOM REQ'D - End User Training Project 07 - S0 Docs for 2018-007 End User Training Project 07
Respond By- B
Message | llrontiame  -Jreal. | B & D ac|E= === |z = 5w B2 4 G
e - Participants accessing the process externally will see all comments and attachments. Request Comment Cancel

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)

aglect from Users on Project
All Users v |

All Users

Roles

*Dioc Control - Super User
*Doc Control Refiabiliny
*Docurnent Controls
*External Member
“Internal Member
Accounting Supendzor
Architect/Engingar

Architect/Engingar Szcondary

e Select the desired role
e 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)

e-Builder'$

" S

Request Comment

Request Comment Cancel

* Ty
v
>
£
-
zers Email or Lookup
[ Allow external users w sttach files ]
* Subject ACTIOMN REQ'D - End User Training Project 07 - 50 Docs for 2018-007 End User Training Project 07
Respond By x|
LEER ontfame  -JRecl. (B 7 D | EES S S E|EEEE Nl |2 8 0

Request Commenit Cancel

e 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.

e Select the Allow external users to attach files checkbox

o A [Select Folder] link will appear

PERMIT

’:. 5_COMSTRUCTION

NST & SIDDING

TIES, O&M, AND TRAINING

T DOCUMENTS

e 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

Request Comment

Request Comment Cancel

® o Select from Userz on Project
v
>
£
-
Enter External Users Email ar Lookup
| Mike Hagan <MichaelHagan@ucfedu> =
Allow externzl users to attach files ® Documents ' 3_DESIGN Y, 0302 5D 03.0201 5D DOCS  [Change folder] [Remaove Fold
* Subject ACTION REQ'D - End User Training Project 07 - 50 Docs for 2018-007 End User Training Project 07
Respond By jem|
Mesis = = o= == g gim 4= i L
Message EEEEE|EEICC %R |54 G

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

comments need to be delivered
e Add a message instructing the recipients to review the document(s) and provide feedback

e Select the Request Comment button





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

Add New Item for Plan Review Comments

Ravizwer Name

[ Please select

* Departments Notified to Review the Chect oll depariments that have been netified

Plans: [ BUSINESS SERVICES 0 COMP. SERV. & TELCOM (CS8T) ) ENV HEALTH & SAFETY (EHES) [ F&S RESCURCE MNGMTRM)
[IFAC PLANNING & CONST. (FP&C) [ FACILITIES OPERATION (FO) £ LAND 8 NAT. RESOURCES (LNR)C OFF. OF EMERGENCY MNGT [DSEM)
[ OFF. OF INSTRUCTIONAL RS (OIR) [ PARKING SERVICES [ POLICE DERARTMENT RO} [ SUSTAINABILITY INITIATIVES {51)
B UTILTY & ENERGY SERV. (UES}

[P ceecianacion— V| TakeAcion  CheckSpelling  Print  Copy  Delegate Save  Cancel

e 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

F_:-Builderl_ %’9

04 - Drawing & Design Plan Review (DDPR) - 1

Instructions

[ Start R, Time ']I Take Action ] CheckSpelling  Print Copy Delegate Save  Cancel
Project End User Training Project O7 Project Number: 2018-007
Procass Document Do 1 Overall Due Date:
|
G forkflow Steg & Start Timar Step Due Date:
Subject SD Docs for 2018-007 End User Training Project 07
1 bmitted

Details | Comments (3) | Attached Documents (4) | Attached Processes {0) | Attached Forms (0} || Attached Ta (0)

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

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

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

Mon 2/10,/2020 4:58 PM

U UCF - e-Builder Network Notification <bounces@e-builder.net>
ACTION REQ'D - End User Training Project 07 - SD Docs for 2018-007 End User Training

Project 07
To @ Michael Hagan
Retention Policy UCF Delete after 10 Years (10 years) Expires 2/7/2030
ﬂ Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this

message,

End User Training Project 07

Michael Hagan has requested your comment on the following process by 02/17/2020. To
view details and comment, ldick here.l

Process Details
Project End User Training Project 07
Process DDPR -1
Subject 5D Docs for 2018-007 End User Training Project 07
Step PM Review & Start Timer
In Step Since 02.10.2020
Last Action Submit

Last Action Michael Hagan
Taken By

Status Submitted

Comment(s)
Michael Hagan, UCF, 02/10/2020 4:57 PM

Requested comment on step PM Review & Start Timer from Mike Hagan Michael. Hagan@ucf.edu with a
respond by date of 02.17.2020.

Please review the SD Document and return your comments by February 17th at Spm.
Michael Hagan, UCF, 02/10/2020 4:06 PM

A document was attached

Michael Hagan has requested your comment on the following process by 02/17/2020. To
view details and comment, click here.

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
supporti@e-builder.net

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





From the reviewer DDRP screen

DDPR- 1 T
Add Comment
Progct: | End Usar Training Project 07 ProectNumbar | Z09-007
Procass Document: | DDPR - 1 Cverall s Dats
Curvant Workflow Stop: | A Raviaw B Start Timar Stap Dus Data
Subjact: S0 Does for 2018-007 End User Training Projact 07
sums | subewmd
Dessis 10 | Atsached To )
ReriowTypa: | 50 Dees
Programing Documents
PROG DOCS:
Schematic Design
50 DOCS: Bl Schamatic Dasign doex frarsion 1)
Dowrlcad (115K}
Design Development
0O 50%:
D0 S0 SPECS:
oo g5%:
D0 954 SPECS:
o bocs:
Construction Documents
oo
I 508 SPECS:
o g%
958 SPECS:
o 0ow:
CD 100% SPECS:
OB 100 SPECS - VOL Il
O DOCS:
Critical Needs
Critical Neads Chack List Attachanent: 5| Critieat Neods Clhuse klist Mockup doex [varsion 1]
Download {11.8K8)
" Reviewer Reviewer Comment Page PM Notes Architect Response Status
Name #/Spec ¥
Granel
Totals
(0isams)

e They can access the
o Critical Needs Checklist
o Schematic Design document





From the Attached Documents tab

DDPR - 1 Insteuetions

Add Comment

Projact: | End Usar Training Praject 07 Projact Numbor, | 3008-007
Process Docsment: COPR - 1 Ovarall Dus Data
Currant Workficw SIop: | PR Raviaw B Star Tmer Stap Dus Data
Subject: | 5D Docs for 2018007 End Usee Tralning Projact 07
Sttus: | Subeimiad
Detals. (E1] -] Attached Te (0}
Chihow Thumbnails  Dawnlead
O | File Name Attached By Date Attached = Seq # - Step Name Attached To
o Hagan, Michal 02102020 X104 PM 0- St 5D DOCS
e
| Critical Mueds Checklisi Mockup. docs (varsicn 1) : Crmeal ess
[m} o . Frome ! ol 02102020 204 PME 0. Surt Chack List
’ . Artachmant
@ varsion Ty an, Mich,
[m] ’ Hagan, Midhaal 02102020 4106 FM 2 PM Raviaw & Star Tinar
by ac (2. 008) UCF
Dawnlead

e Areviewer can download the
o Schematic Design document
o Critical Needs Checklist
o Comment Template
e Once the reviewer has completed their review and updated the Comment Template, they select
the Add Comment button

From the Add Comment screen

Add C

Save  Cancel

Process Document: | DOPR - 1
* vourName: | [bike Hagan |
* vYour compary: | [3rhis ot House |
Vour E-mail Adcass: | [ymichasl Hagan@actsdia ]
Eor— Cammants far sactions G, & and M.
o Browss..
Fila 3 Browse..

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

S ————
WMon 2/10/2020 5:22 PM
U UCF - e-Builder Network Notification <bounces@e-builder.net>
FYI - End User Training Project 07 - SD Docs for 2018-007 End User Training Project 07
To @ Michael Hagan
Retention Policy UCF Delete after 10 Years (10 years] Expires 2/7/2030

@ click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message.

End User Training Project 07

Mike Hagan, zThis Old House (Michael. du) has ded to your request for
comment. To view details or take action, click here.

Process Details

Project | End User Training Project 07
Process  DDPR-1
Subject 5D Dacs for 2018-007 End User Training Praject 07
Step M Review & Start Timer
InStepSince  02.10.2020
LastAction  Submit

LastAction  Michael Hagan
Taken By

Status. Submitted

ReviewType 5D Docs

PROG DOCS

5D DOCS Schematic Design.doce

DD 50%

DD 50% SPECS.
DD 95%

DD 95% SPECS.
DD DOCS

CD 50%

CD 50% SPECS.
CD 95%

CD 95% SPECS.
CD 100%

CD 100% SPECS.

CD 100% SPECS
- VoLl

CD DOCS

Critical Needs Critical Needs Checklist Mockup.doo:
Check List
Attachment

Departments | Check all departments that have been notified
Notified to
Review the
Plans

-

‘Comment(s)
Michael Hagan, UCF, 02/10/2020 5:21 PM

Response to Michae! Hagan's external comment request from Mike Hagan, zThis Old House

Michael.Hagan@ucf.edu):

\_ Comments for sections G, A, and M.

Michael Hagan, UCF, 02/10/2020 4:57 PM

Requested comment on step PM Review & Start Timer from Mike Hagan Michael.Hagan@ucf.edu with a






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

Comment Template - zThis Old House Comments.xls [Compatibility Mode] - Excel Michael Hagan [Eal

Insert Draw Page Layout Formulas Data Review View Developer Help Acrobat Q Tell me what you want to do

"'D % [ ada S0 -lA A & & = N ,O
B =

$ - 0 9 o o Find 8

Paste B
B I 00 3 [= Format~ & - Select =

~

=
=

Clipboard = Font Alignment Mumber Styles Cells Editing

c4 - I A-010

A | B c 1] | E |
_|Reviewer Name Reviewer Comment Page #/5pec # PM Notes Architect Response Status
_ |Mike Hagan Please specify Low VOC paint per UCF Des G-001
Mike Hagan Please inzert administrative froms M-101
Mike Hagan New condutt not indicated in design. Please[A-010 |

€0 £~ @ N e e R -
I I

= e

Ig\gllglg B\BIBIQIBIHIEIEIEIQI: a"‘l\alz.:l"_:"lﬁ‘\ ]

2lelz|a/s|zle(ls

=

i

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

" &
R

Show Hitory | Curet ctors
‘Currant Wordfio Step: | PM Review B St TImer Shew Werkflan Disgram

Subject | SD Docs for 2018-007 End Usar Training Project 07

Swtus | Submitied

Details | Comments (3] Attached Te (0)

RevieuType: | SDDocs
Programing Documents
srosoocs: | [ ]
Schematic Design
SDDOCS: | Schematic Design.docx (ersion 1)
Properies | Damnizad (1.840) | Reine
Design Development
e | [
DD 55 SPECS: 1
DD 95% SPECS: 1
moocs. | [

Construction Documents

o | ]
€D 50% SPECS: l:|
€D 95% SPECS: l:|
D 100% SPECS: l:|

€D 100% SPECS -VOL I

D ooCs:

Critical Needs

Critcal Needs Check List Attachment
Propertes | Denricad (11.068) | Resine

Show Fir | Selct Al

e Select the Import button

& Crtical Needs Checkist Mockaup docx vrsion 1)

520 Dus Dzt

04 - Drawing & Design Plan Review (DDPR) - 1 Instructions|
Start v, Time ¥ Take Action Print  Copy Delegate Save  Cancel
Projsct | End User Taining Sroject O7 ProjactNumber: | 2013007
Process Document | DOPR-1 Overall Due Date:

Downlaad Tempiate)






From the Import Plan Review Comments Items pop-up window

Import Plan Review Comments ltems

Select Import File Download Templatz

* Import file Choose File | |No file chosen
Import

Mate: Please s=lect 2 als or xlsx fils to import.

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

Import Plan Review Comments ltems

Select Import File Downlozd Templats

* Import file Comment Te..mentsxls

Mate: Mleaze salect a xils or xlsx file to import.

e Select the Import button

From the Drawing & Design Plan Review screen

e
Critical Needs Check List Anachment: &, Critical Needs Checklist Mockup.doox (version 1)
Properties | Downicad (11.8¢E | Recline

Delete

Download Templatz  Import

Show Filber | Select All

# Plezss specify Low VOC paint per UCF Design # com r g

Szandards

# Please insert administrative language from

# m-101 Fd
| section 8.1 of the UCF Desian Standards | |

# noto ry

# New conduit not indicated in design. Please

Note: The PM can choose to add their comments to the template before uploading, which would then

populate the PM Notes field as well.





Resubmit

Submit

AE Initiates
Process

04 - Drawing & Design Plan Review (DDPR)

Void

Revision Return Revisions

Required

Send to A/E

Compile Comments, input into e-Builder and assign process to AE

AE — Architect / Engineer

PM — Project Manager

Stakeholders — Campus Client, Building Code
Office, Environmental Health & Safety, Project
Professionals, and other people deemed
appropriate by the PM

FP&C Action Non-FP&C Project Manager
Action Action

LEGEND






		 Drawing and Design Plan Review Narrative

		How to guide – The Drawning and Design Plan Review (DDPR) Process

		Navigate to Drawing & Design Plan Review Process

		PM Review & Start Timer

		Select Stakeholders to Review and Comment

		Indicate which stakeholder groups are required to review and comment

		Setting the Timer

		Reviewer Actions

		Importing Comments from Reviewers
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Minor Project Proposal Narrative Builder

ENTERPRISE

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.

Stepl: Client reviews MPP information and can:

SteplA: Ask the PM for additional information

Stepl1B: Agree to fund the project immediately

SteplC: Indicate funding will be ready at a later date

SteplD: 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

e Access the system at https://fp.ucf.edu/ by selecting the e-Builder button

e Set up a direct shortcut using the following url:
https://federation.net.ucf.edu/adfs/Is/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:

Switch to Classic style
5055201 -

Home  Dashboard | BAGeacll Planning Forms = Processes Documents Calendar  Contacts Bidding Cost Schedule  Reports  Setup

UNIVERSITY OF z
CENTRAL FLORIDA Projects
Available Now Bulk Edit
ProjectID Number Project Name Project Manager Project Status.
WAREHOUSE
..... ’
Learn more
s kS v

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

From the e-Builder Project Menu:

Planning  Forms 10 Documents Col Bidding Cog Schedule Reports. Setup

LY universiTy oF 2 %
CENTRAL FLORIDA Project Details For 1705663 . 17052003 Seotace Siog 1 Hik

Project Menu

“ [ Details

- Details Export Address Book  Primtable Participants Directory  Edit  Cancel

Custom Fiekds (541 Nobes (12)  Documents (0} Torms (3 Processes ) Setings

e Select the Processes link





From the e-Builder Processes screen:

02 Droject Charter Prscess (PCF) Tris process s fer o . e in & Buider, (statfing], identity miestones, antering snd agproving the initial Budget (ROM), ste

03 - Vendor Selection | 0l Review (BIDVS) This process i for the winnng 3 bidding/TS quotes rotation sod justifestion

an Review Draweng and design plan review process.

This process s for reatiog and apgrtving tarmmiments in e-Buider.

Tris process is used o cbin funding fram & Client to move forard with Design ardler co

This process is for receiving potential change arders (Addendum & Add Servces), This process will be wied in conjunction with the Change Order (CO) pracess for bundling muliple PCO3 ints. a single €O,

This process s used for proyects where the A/E is unde contract typrally for Major projects.

er Process (CTP) This. process 1 used to execute the following transfers: Line to Line Buyaut Savings Contractor Contingency/Buyaut Savings Use

This process s usesto subimit for a Purchase Order Contract Change for continuing sevice or ODP contracts that us » Purchase rder a5 & means f conveying scope and cost

Invaice Approval i P - for invi L ang a9p

C4A - wner Direct Puschase Imoie [ODF) Use this pracess for the prosessing of imvoice prosessing (O0FL.

085 - Intermal UCF Invoice Payments

Internal iing for UCF deparsments

Process for working through standard completion procedures

12 - Request For Infarmation (RFY) RFl process

Survey sant to the.

rpus clent ot the endl of 5 project, ndiated by the PAL

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:

05 - Minor Project Proposal (MPP) ]
Start Process Print  Check Spelling  Submit  SaveDraft  Cancel

Project | 17045005 Replace Bidg HVAC Control System
Project Nunber: 17045005
Frocess: 03 - Minor Project Prapusal

Detsts | Attached Documents (0)  Altached Processes (0)  Attached Forms (0)

Minor Project Proposal Approval Form

UCF FPRC Project Manager:

Requester

FPRC Project Number:

Suiing Number

Room / Ares

Minor Projéct Description






o Browse Computer  Browse e-Builder Browse Computer  Browse e-Builder

o BrowseComputer  Browse e-Bullder Browse Computer  Browse e-Bullder

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.
* ['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:





Select the Save Draft button to save your changes and keep the process in your court.
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.
Select the Submit button to send the process to the Client for review.





05 — Minor Project Proposal Process (MPP)

Resubmit to Client Funding unavailable
S Request Funding | Client Return to PM » SRR Request Funds Transfer | FSBO Transfer Funds N
Review with Decision PM Notified — Completes Process

PM initiates
process Resubmit Information

requested

Void/Cancel
PM
Response

Client — Entity requesting project

PM — Project Manager A
FSBO — Facilities & Safety Business Office | |

FP&C Action Non-FP&C Project Manager
Action Action

LEGEND





		 Minor Project Proposal Narrative




Project Charter - Budget

¢
Builder

ENTERPRISE

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.






Key Steps

Start: Review Basic Project Scope

Stepl: 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- 83
Spec-ltem

Budget template designed for
Tech Fee Tech Fee projects, which have 20
a limited scope of work

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.






Customize budget lines

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.

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.






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:

Review Notes and Documents included the Project Details
Meet with the client and any relevant partner departments to develop a basic project scope

Review similar projects in e-Builder if desired

= © M

Gain input from the project A/E if applicable






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






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.






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

Switch to Classic style
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e Search for and select the project for which you will create a budget

From the Projects screen - Project Menu

Switch to Classic style

)
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[ universiTy oF idden Projects
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Recent Pages. - Details Export Address Book  Printable Participants Directory  Edit  Cancel
Project Menu Project Name | 20917001 DK Parking Garage FO Office Buid-out
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ject pF
tart Dat
Torget Date
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e Select the Cost link





Creating a New Budget

From the Cost screen — Cost Summary

Switch to Classic style
¢
S we 2

4552556 ~

Home  Dashboard = Projects ~ Planning ~Forms  Processes ~Documents —Calendar ~ Contacts Bidding Schedule  Reports  Setup  ees

[] university oF st summar ems Pending Approval | Unfinished Drafts | Dats Entry
23 CeEnTRAL FLORIDA ‘Cost Summary For 20917001 - 20917001 DTC Parking Garage FO Office Build-out -

Cost Summary
Funding Sources

Budget Details

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

_ @, Switch to Classic style
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MailMerge  RequestApproval  Edit
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Delete | Apply Template | Add

e Select the Apply Template button





From the Apply Template pop-up window
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e Select the Budget Template link applicable to your project
o The Full Budget Template is used for this guide

From the Apply Template screen

Dashboard ~ Projects  Planning ~ Forms  Processes ~ Documents — Calendar ~ Contacts  Bidding Schedule ~ Reports  Setup

Switch to Classic style

4552556 ~
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Project Menu Budget Template Line Items
Detail Approval
) o Allow Required
Line Item Deseription oy
Change
0 v
01.01.02 Concept Design 4
101.0: AEF v
10108 v
Gex 4
o101 )
1 £ED Adim ]
010108 Lands v

e Review the budget template preview to ensure you have selected the correct budget template





From the Apply Template screen

010456

010467

010468

010469

010571

010572

010573

010674

010675

010676

010677

010678

010679

01,0650

010681

010782

010783

UCF Contingency

Insurance Consultant

Material Testing

Threshald Inspection

Buiding Permit

State Fire Marshall

Permitting Contintgency

Furniture, Fixtures, & Equipment

Telecommunication - Switches, WAPs

Access Control

Security Cameras

OR

Buiiding Accessories

Maving

FF&E Contingency

FPBIC PM Senvices

FPALC Project Contingency

e 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

Processes Buspt e tems 1) | Custom ks ) | Notes 1 | Documents @ | rerms | rceses @

> (3 Documents

Schedule

s Cost
Cost summary
Funding Sources
Budget Details
Cash Flow
Contacts
Calendar
Sidding

f© submittals

Group By Line ftem

010101

010102

010103

010104

010105

010106

010107

010108

010109

010110

010111

010112

010113

[ Apply Template  Add

Summary Cost

Concept Design

AEFees

il

Interior

LEED Adim

Landsespe Design

Surveys & Tests

Energy Model

Revit Model

CA for Commissioning

fire Engrg

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

Switch 1o Classic style

Home Dashboard Projects Planning Forms Processes Documents  Calendar Contacts ~ Bidding Schedule Reports

Cost Summary | items Pending Approval | Unfinished Drafts | Data Entry
PENTRAL PLORIDA Budget Detalls For |20217001 - 20017001 DTC Parking Garage FO Office Build-out -
Confirm Deletion
Project Menu

Are you sure you want to delete the fallowing budget line item(s)?

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

Documents.

i Processes
> -

Schedule

w

WS Cost
Cost Summary
Funding Sources
Budget Details
Cash Flow
Contacts
Calendar
Bidding

i® submittals

| Nates ) | | Forms o) | Pracesses @)

Group By: [ Line ltem v | Hide Fiter

@ Delete  Apply Template m

010103

010325 Diisier: 1 - General Requirements

00326 Division 2 - Existing Conditions.

010327 Diision 3 - Cancrete

010331 Diision 6 - Wood Plastics & Composites

00333 Division 7 - Thermal & Maisture Protection

010338 Diition 8 - Opaninge

010335 Division § - Finisnes
010337 Division 11 - Equipment
o104 Civision 21 - Fire Suprassion
010342 Dvision 22 - Flumbing
010343 Dvision 22 - Hvac

010348 Daiion 26 - Blectrical

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

(0]

0O O O 0O 0O 0O 0 O O

Account Code Phase

Account Code Category

Account Code Specification Item

Description

Assumption

Formula

Assign a dollar amount

Allow Changes

Approval Required For Change

Contractor Construction Cost Additional Information
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From the Add Line Item pop-up window

e-Builder &

Add Line Item

Savc®AddNew  Save  Cancel

,,
E
=

sl Requirea For Crangel@l

Custom Fields | Attached Documents (0) | Attached Forms (0) | Attached Processes (0)

Contractor Canstruction Cast Add. Info

Save & Add Mew  Save  Canecl

e Select the Account Code Phase Dropdown menu

From the Add Line Item pop-up window

Add Line Item

Save & Add New  Save  Cancel

Save & MdNew  Save  Cancel

e 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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Add Line Item

ol Required For Changell

Custom Fields | Attached Bocuments (@) | Aftached Forms (0) | Attached Processes 0)

e Select the Account Code Category dropdown menu

From the Add Line Item pop-up window

Add Line Item

Save & AddNew  Save  Cance

Save & AddNew  Save  Cancol

e Select the Category you wish to assign to the Line Item
o 01-Design

02 — Preconstruction

03 — Contractor Construction

04 — UCF Construction

05 — Permitting

06 — FF&E

07 — FP&C PM Services

08 — Facility and Safety — DO NOT USE

09 — Information Technology and Resource — DO NOT USE

10 — Construction Cost — DO NOT USE

O 0O O 0O OO0 O O O
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From the Add Line Item pop-up window

e-Builder &

Add Line Item

Savc®AddNew  Save  Cancel

,,
E
=

sl Requirea For Crangel@l

Custom Fields | Attached Documents (0) | Attached Forms (0) | Attached Processes (0)

Contractor Canstruction Cast Add. Info

Save & Add Mew  Save  Canecl

e Select the Account Code Specification Item dropdown menu

Add Line Item

Save & AddNew  Save  Cancel

Save B AddNew  Save  Cancel

e Select the Specification Item you wish to assign to the Line Item
o There are 83 Specification Items
o Forafull list refer to Table 1 — Line Item Specifications in this guide
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From the Add Line Item pop-up window

Add Line Item

Save&AddNew Save  Cancel

Custom Fields | Attached Documents (0) | Attached Forms (0) | Attached Processes (1)

Cost Add. Info

e 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
e Input information in the Assumption field if desired (optional)
o Example: Assume 1000 ft3 of concrete
e Select the Formula Edit button to incorporate a formula into the Line Item
o Not currently used
e |nput a value for the Line Item into the Amount field
o Allow Changes checkbox
o Should be selected by default — do not change
e Approval Required For Change checkbox
o Should be unselected by default — do not change
e Contractor Construction Cost Add. Info. Dropdown menu
o Not currently used
o Select the Save & Add New button to save your changes and add a new budget Line Item
e Select the Save button to save your information and return to the Cost Screen — Budget Details
e 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

i Processes

Budoet Line Items (26) | Custom Fields (1] | Notes (0} | Documents @ | Forms (0) | Processes @

(H Delete  ApplyTemplate  Add

S 10 v Eﬁnkmi-ﬂmj

s Approval

ost Line ltem Deseription Assumption e Required For Original Budget
Change (]
5
T T
Budget Details
10325 Division 1 - Ganeral Requiremants L [}

< o
v
4
v
o b v
v
o L4 oo

e Select a Line Item number link to edit the line

From the Edit Line Item pop-up window

Edit Line Item

Custom Fields | Attached Documents (0) | Attached Forms (0) | Attached Processes )

Contractar Construction Cost Add. Info Please select

—

e Review the Account Code and Description information, which should be pre-populated by the
Budget Template

e Input a value for the Line Item into the Amount field

e 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

Switch 1o Classic style

e-Builder &  IEEE—

Home Dashboard Projects Planning ~ Forms Processes  Documents  Calendar Contacts  Bidding Schedule Reports Setup e

ost Summary | nding Approval | shed Drats |
UNIVERSITY OF P
CENTRAL FLORIDA Budget Details For | 20917007 - 20917001 BC Paking Gavage FO Offee Bule-ous -
Project. | 20917001 DTC Parking Garage FO Offce Buid-out Project Number: | 20817001

Project Menu

Description

Budget Line ltems (25) | Custom Fields (1) | Motes (0) | Documents {0) | Forms (0) | Processes i0)

@ Delete  ApplyTemplste  Add

‘ Show 100 v Zillcmsm‘plgﬂ‘
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Change [
o Sources
T T
Budget Details
v
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-
v
4
>
L] al L B
s 000

e Review the budget to ensure no additional changes are needed.

e 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

Switch to Classic style

4552556 *

Planning ~ Forms s Documents Calendar ~Contacts Bidding S8 Schedule  Reports | Setup  se

UNIVERSITY OF 5
CENTRAL FLORIDA Budget Details For | 20017001 - 20017001 07C

Mail Merge | Rescind Approval Req | Edit

Project Menu

g
e
- Allow Approisl
Line ltem Description Assumption = Required For Original Budget
s Change (1
g Sources
v v
Budgat Datails
AVE Fees L4
Flow
E L4
-
v 0

e 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:

From: UCF - e-Builder Network Motification <bounces@e-builder.net>

Sent: Wednesday, February 6, 2019 3:26 PM

To: Michael Berrios <Michael.Berrios@ucf.edu>

Subject: FYI - UCF-585A Major Project-3rd floor renovation &Expansn - Budget - REJIECTED

UCF-585A Major Project-3rd floor renovation &Expansn

Renwick Daelo has REJECTED your Budget. To view the details, click here.

Budget Details

Budget UCF-585A Major Project-3rd floor renovation &Expansn
Description
Amount 13,496,526.72
Rejected 02.06.2019 (Renwick Daelo)

Note Per discussion with the PM, additional description for the phasing breakdown with
regards to the A/E budgets and CM pricing will be required for clarification.

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
support@e-builder.net

e 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: UCF - e-Builder Network Notification <bounces@e-builder.net>

Sent: Monday, February 3, 2020 3:49 PM

To: Michael Berrios <Michael.Berrios@ucf.edu>

Subject: FYl- 20917001 DTC Parking Garage FO Office Build-out - Budget - APPROVED

20917001 DTC Parking Garage FO Office Build-out

Ben Fauser has APPROVED your Budget. To view the details, click here.

Budget Details

Budget 20917001 DTC Parking Garage FO Office Build-out
Description
Amount 290, 440.00
Approved 02.03.2020 (Ben Fauser)

e-Builder Technical Support
phone: 1-888-288-5717 fax: 1-888-576-9322
support@e-builder.net

From the Cost module - Budget Details screen

= (a3
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Planning Forms Documents Calendar Reports

& UNIVERSITY OF &
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eated BN o o8
d 020 (Ben Fauser

Quick Cost Summary

Cost Summary | tams

Wil Marge et

Current Budget Current Commitments Actuals Approved Actual Cast To Complete Farecasted Gver/ (Uncler)
0 am
Sudges e 120 (25) | Budet Chanpes (%) | Cusiom tds (1) Molzs ) | Decuments (1) | Formms (1) | Prodesses 1)
Expard Al | Colagsedl Group by Category v e Fite [ Apply Templete Add
Budget Details
ShER 0o - 23 fems in 7 pages
Approval
. e - Allew : L Appraved Pending Projected Projected
Line ltem ‘ Description Aasumption | oo :;qu.-gu.— Original Busiget ‘ 2D Current Budget = Cromes eh
T i
F ] Cesan 2154000 010 54 a0
-
AE Fees v 2384000
l’l
Tatals 28040000 000 280.440.00 oo e 200,440.00
3w

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 p:.i.der,

ENTERPRISE

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

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

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 Charter Process

Project Requestor Individual who submits a Minor Project Request Form.

Ongoing Point of Contact for the Minor Project for the Requesting

Campus Client (CC) Entity

Entity requesting the Minor Project such as a College,

Requesting Entit
d & Y Department, Office, or Auxiliary.

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






Key Steps

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






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






Develop Budget Estimate (see Project Charter Budget Narrative)

e Design Professional will be Required — YES/NO
e YES
e AE selected to participate in project
e PM meets with AE to walk site and get rough estimates of job costs
e NO
e PM uses prior experience to determine cost estimates
e e-Builder Cost Module — Create Budget Estimate
e PM should use Budget Template, then delete non-applicable line items

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

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

e eBuilder saves information continuously in the Cost module so there is no need to save
work as you go

Develop a Project Schedule (see Project Charter Schedule Narrative)

e e-Builder Schedule Module — Create Schedule

e Aschedule template will be applied by the Project Assistant before assigning the project
to the Project Manager

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

e 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.

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

e Save a snapshot of the completed schedule






Determine Delivery Method

e 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)
Completion by a single trade
Completion by more than one trade with UCF oversight
Completion by Job Order Contractor (JOC)
Completion by a licensed General Contractor (GC)
Completion by a licensed Construction Manager (CM)

o Completion by a Design Builder
e Projects less than $35K

o PM will create a Statement of Work (SOW)

o Rotation

o Job Order Contract
e 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
e Projects over 35K awarded to Construction Managers

o PM will create a Statement of Work (SOW)

o Justification

O O O O O

Confirm Funding Source(s)

e 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



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

Used only if the project requires design professionals

DESIGN 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

Select Delivery Method and provide recommendation logic

BIDDING/AWARD/CONSTRUCTION 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. Inthe e-Builder Cost Module, create the Project Budget

5. Inthe e-Builder Schedule Module, create a Project Schedule

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





From the e-Builder Projects screen
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Switch to Classic style

Project DN
2018.007

Reports

5058203 +

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

Setup

LR





e Select the Processes link

From the Processes screen

< c O

% Information Techno.

& app.e-buildernet/d
@ Kronos

Switch to Classic style:

5058203 ~ ok ' ?

ashboard | Projects  Planning  Forms Documents ~ Calendar ~ Contacts = Bidding =~ Cost Schedule  Reports  Setup

[ universiTy oF Unfinist afts
CENTRAL FLORIDA Processes for | 2015-007 - nd User Training Project 07 -
T Fier Processes
Project Menu sex Processes Intates By Me O Processes n Wy Court
> Details Type of Proces Al Processes ]9 Draft @ Open U Finished
“o Planning Status All Statuses v
Forms
% Issues
of Processes iter
> ¥ Documents
e Select the Start Process button

From the Start a Process pop-up window

& Select Process - Geogle Chrome

@ app.e-builder.net/d

rocesses/sele

ctProcess.aspx?

e-Builder &

A TRIMELE COMPANY

Start a process on End User Training Project 07

Processes

Process Name

Cancel

Description

der, assigning participants

s for reviewing and approving the winning bid/vender and encompass bidding/GS quotes, rotation, and

Drawi

ng and design plan review process.

This process is for creating and approving commitments in e-Builder.

This process is used to obtain funding from a Client to move forward with Design and/or construction.

<5 is for res

s . This process will be used in conjunction
ange Ord

vice (AS) This process where the A/E

s used for proj

under contract typically for Major projects.

This process is used fo execute the followi

Use

transfers: Line to Line Buyout Savings Contractor Contingency/Buyout Savings

Select the 02 — Project Charter Process (PCP) link

From the 02 — Project Charter Process (PCP) screen — PROJECT INFORMATION section





PROJECT PRIORITY:

PROJECT NUMBER:

(**Please ensure ALL information on the Project Details page is up-to-date before submitting this process**

Upload all pictures to the [Attached Documents] tab

[ AT PROECT TWEE

[E—

REQUESTER NAME:

BUILDING UAISON:

PRINCIPAL INVESTIGATOR:

DEPARTMENT:

BUILDING NUMEER:

ROOM NUMBER(S):

IMPORTANT!!

PROJECT INFORMATION MUST BE UP-TO-DATE

*

DATE:

PROIECT MANAGER:

PROJECT DESCRIPTION:

[ *esTmaDeRoECTCOST | [ ] ]

[ Piease seect anoption —

[~ Please select an option —-

(Freorrroner | L pess secion oo ) ([reseoncrs ccurpwent ursi roow | [ pisse slct s opion — -]
([ crmnce o sace rvest: | [ pinse sectanoptn - ) [ ruzsroous wateast: [ esse sectan ot - )
[eravsz o occumncr countr | [-peaseseiestan ption - -1 [sace saseor e ves oescree ssove: [ iease seectn opion )

INCREASE OF ELECTRICAL CAPACITY':

PROJECT DEADLINE:

(crcnsc o wecricas cama | (- peas seictn oo - )

e Input ESTIMATED PROJECT TIME as a whole integer indicating the months from planning to
close-out

e Input ESTIMATED PROJECT COST in whole dollars

e Select TYPE OF PROJECT dropdown menu

-- Please select an option -- v

-- Please select an option --
MEW BUILDING

ADDITION

REMOVATION

EXTERIOR ONLY

OTHER

o Select the option that best describes your project

o Select the CHANGE OF SPACE TYPES dropdown menu

-- Flease select an option -- ¥

-- Please select an option --

UNKMOWN

o Select the applicable option





o Select the CHANGE OF ROOM NUMBERS dropdown menu

| )
-- Please select an option -- v

-- Please select an option --

UNKMNOWN

o Select the applicable option

o Select the CHANGE OF OCCUPANCY COUNT dropdown menu

| )
-- Please select an option -- hd

-- Please select an option --

UNKMNCOWN

o Select the applicable option

e Select the INCREASE OF MECHANICAL CAPACITY dropdown menu

) )
-- Please select an option -- v

-- Please select an option --

UNKMNOWN

o Select the applicable option

o Select the PROJECT FULLY FUNDED dropdown menu

| )
-- Please select an option -- hd

-- Please select an option --

UNKMNOWN

o Select the applicable option

e Select the FUNDING SOURCE dropdown menu

-- Flease select an option -- v

-- Please select an option --

E&G
CaG
ALK

CTHER
o Select the applicable option

= E&G - Education & General

10





= C&G - Contracts & Grants
=  AUX - Funds from Auxiliary organizations
= QOTHER - Technology Fee, Donations, etc

o Select the MAJOR OR MINOR PROJECT dropdown menu

-- Please select an option -- hd

-- Please select an option --

MAJOR »520

MINCR <520

o Select the applicable option

e Select the ESTIMATED PROJECT COST RANGE dropdown menu

— Please select an option - v
-- Please select an option --
UMDER $10K

S10K - 3208

S20K - $30K

230K - $40K

S40K - 250K

§50K - $500K

§500K - $1M

§1M - $2Mm

OVER §2M

o Select the range which corresponds to your ESTIMATED PROJECT COST

o Select the RESEARCH EQUIPMENT INSIDE ROOM dropdown menu

{ ]
-- Please select an option -- v

-- Please select an option -

YES
NO

UNEKMNOWN

o Select the applicable option

e Select the HAZARDOUS MATERIALS dropdown menu

) )
-- Flease select an DE!IDH -- hd

-- Please select an option --

YES
MO

UNKMNOWN

o Select the applicable option

11





e Select the FURNITURE dropdown menu

{

-- Please select an option -- v

-- Please select an option --

UNKMNOWN

o Select the applicable option

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

-- Please select an option -- hd

-- Please select an option --

UNKMNCOWN

o Select the applicable option
o Notes on shared space are entered in the PROJECT DESCRIPTION
e 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

12





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

DESIGN

[Lookup] instructions.
1. Clck [Lookug]
2

3. Click the FILTER button
4. Click on the company name of the company identified

ARCHTECT, | foor] LEED REQUIRED
VEPENGINEER: | Loius) SCHEMATIC DESIGN REQURED: [ i ropton
CVILENGNEER: | fousl DESIGN DEVELOPVENT REQURED: | [
LANDSCAPE ARCHITECT: Lookup] '50% CONSTRUCTION DOCUMENTS REQURED: | [
BULDING ENVELOPE | fookus] 100% CONSTRUCTION DOCUMENTS REQURED: | [
THRESHOLD INSPECTION: | [Leokus] WORKSHOPS REQURED: | [
FREALARM: | [Lookus] CRATICAL NEEDS CHECKLIST REQURED: | [-= P opton -
ELECTRICAL PANEL EVALUATION: | [ lese - v HvaC EvaLATON: | [
FIRE PENETRATIONS INSPECTIONS REQUIRED: | [—Piase - gl COMMISSIONING AGENT REQURED: | [
JUSTFICATION DELANATION: | [[TrontName _+[Real | B2 Ul e | B = 3 B8 1| ¢F 3

e Select the DESIGN TEAM REQUIRED dropdown menu

-- Please select an option -- v

-- Please select an option --

UNKMNOWN

o Select the applicable option

o If YESis selected, complete the applicable information in the section. If NO, or
UNKNOWN is selected, continue to the PROJECT COST REPORT section.
e Select the [Lookup] link next to any design professional category for which you wish to
recommend a vendor

13





From the Lookup Company pop-up window

e-Builder 37
A TRIMELE N
Lookup Company
Filter Companies Clear
[1_--3‘1‘|JEI"_-,': brph ] Company Custom Fields: Select 3 custom field ¥
City: State: Lookup
Area Code: County: Lookup
Zip Proximity: Within |50 mies o Project Companies Only:
Construction Codes: Lookup @
Companies {Click om company name to view the details) Cancel
Company Name~ City State Phone
nc helbourne FL

e 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

14





From the Lookup Company pop-up window

e-BuiIder_ ‘Q’

ATE

Lookup Company

Filter Companies Clear

Company: Company Custom Fields:

o

|SEE§ECvE:C”‘f'EC '|

Select a custom field

iy Stater Continuing Service Category Tt

Insurance Expiration Date

[a]
v

Area Code: County: License Number bkup

License Expiration Date

Zip Proximity: Within 50 miles of Project Companies Only:

Construction Codes:

Lookup @
Filter
companies [Click om company name to view the details) Cancel
Company Name- City State Phone
There are no companies for this selection
Cancel

e Search for a category of vendors to select from
o Select the Company Custom Fields dropdown menu
o Select Continuing Service Category

15





From the Lookup Company pop-up window

e-Builder g

A TRIMELE COMPANY

Lookup Company

Filter Companies

Q

=

Construction Cades:

Company Name~

Company:

Area Code:

Zip Proximity:

Companies (Click on company name to view the details)

Within S0 miles of

Company Custom Fields:

State:

County:

Project Companies Only:

City State

There are no companies for this selection

Continuing Service Category ¥

Lookup

Lookup

Lockup

Phone

e Select the Lookup button underneath the field displaying Continuing Service Category

16

Clear

Filter

Cancel

Cancel





From the Lookup pop-up window

Lookup {Select the values to add below)

Insert Selected Cancel

Value

Building Automation Systems

Building Envelope Contractor
Civil Engineer
Commissioning

Electrica

e Select the checkbox next to the Value you wish to filter by
e Select the Insert Selected button

17





Lookup Company

Filter Companies

Company:

Q

=

Area Code:

Zip Praximity: Within |50 mi

Construction Codes:

CDI"I‘IpEll‘iiES {Click on company name to view the details)

Company Name-

e Select the Filter button

m
i
[=]

Orlando

Select your recommended vendor from the results

18

Company Custom Fields:

State:

County:

Project Companies Only:

State

1
1=

Clear

Continuing Service Category ¥

Architect

Lookup
Lookup
Lookup
Lookup ()

Cancel

Phone

(407) 423-0095





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

DESIGN
[Lookup] nstructions

1. Click [Lockup]
2

3. Click the FILTER button
4. Click on the company name of the company identified

ARCHTECT: | 889H Archtects-Engineers o Cnarg ) Rem LEED REQUIRED:
MEPENGINEER: | [uooiup] SCHEMATIC DESIGN REQURED: | [ - 3l
CVILENGNEER | fookus] DESIGN DEVELOPMENT REQURED: | [ - gl
LANDSCAPE ARCHITECT: | [iookus] 50% CONSTRUCTION DOCUMENTS REQURED: | [ P nopton -+ il
BUILDING ENVELOPE: Lookup] 100% CONSTRUCTION DOCUMENTS REQUIRED: | [ = ]
THRESHOLDINSPECTION: | (ooiae) WORKSHOPSREQURED: | [P nopion - il
FIRE ALARM: Lookup] CRITICAL NEEDS CHECKLISTREQUIRED: | [ = v
ELECTRICAL PANEL EVALUATION: | [ - v \ HVAC EVALUATION: | [ - ]

FIRE PENETRATIONS INSPECTIONS REQUIRED: | [

\ COMMISSIONING AGENT REQURED: | [ - /

JUSTIRICATION EXPLANATION: [fortneme [resi[B Z Us|[ESZEE[FFEiZE 0L

B4 D)

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

i

)
-- Please select an option -- v

-- Please select an option --

YES
MO

UNKMNOWN

o Select the applicable option

e Select the FIRE PENETRATIONS INSPECTIONS REQUIRED dropdown menu

) §

— Please select an option -- hd
-- Please select an option --

YES

NO

UMKNCOWN

o Select the applicable option

19





Input why you are recommending the design professional(s) in the JUSTIFICATION EXPLANATION
text field

JUSTIFICATIOM EXPLAMATIOM:

|V|F:rt Name leeeI.Hv‘ B 7 U hlg ==
(%)

1E

w

s = :
iE b
T

]
i
F
@

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

-- Please select an option -- v

-- Please select an option --

UNKMOWN

o Select the applicable option

Select the SCHEMATIC DESIGN REQUIRED dropdown menu

]
-- Please select an option -- v
-- Please select an option --

UNKMOWN

o Select the applicable option

Select the DESIGN DEVELOPMENT REQUIRED dropdown menu

-- Please select an option -- v
-- Please select an option --

UNKNOWN

o Select the applicable option
[ ]

Select the 50% CONSTRUCTION DOCUMENTS REQUIRED dropdown menu

]
-- Please select an option -- v
-- Please select an option --

UNKMOWN

o Select the applicable option

20





)

Select the 100% CONSTRUCTION DOCUMENTS REQUIRED dropdown menu

)
-- Please select an option -- v

-- Please select an option --

UNKMOWN

o Select the applicable option

Select the WORKSHOPS REQUIRED dropdown menu

)
— Please select an option -- hd

-- Please select an option --

UNKNCOWN

o Select the applicable option
[ ]

Select the CRITICAL NEEDS CHECKLIST REQUIRED dropdown menu

)
-- Please select an option -- v

-- Please select an option --

UNKMOWN

o Select the applicable option

e Select the HVAC EVALUATION dropdown menu

— Please select an option -- b I

-- Please select an option --

YES

NO

UNKMNOWN

o Select the applicable option

[ ]

Select the COMMISSIONING REQUIRED dropdown menu

)
-- Please select an option -- v
-- Please select an option --

UNKMOWN

o Select the applicable option

21





From the 02 — Project Charter process (PCP) screen

<

Builder $

ATRIMBLE COMPANY

02 - Project Charter Process (PCP) nstructions

Start Process pint o rckspeting Stowtton Subot (st ] ettt G

ory | Project Cost 0

Details | Attached Documents (0) | Attached Processes (@) | Attached Forms (0)

e Select the Save Draft button
o ltis 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

PROJECT COST REPORT (a budget must be in place before running the report, otherwise no data will appear)

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

From the Reports menu

Switch to Classic style:

5058203 ~ 1l "¢

ashboard Projects Planning  Forms Processes  Documents  Calendar Contacts ~ Bidding ~ Cost = Schedule

[} universiTy oF ~ o
CENTRAL FLORIDA » PCP-Proect Cost 2

Available Now Reports Report Filters

DATA =

WAREHOUSE

Fiter By Tite

Learn more

PP PP PEEEEBPEEEEEDEEEEDEEDEEDEEEEEDD DD

4 add 4 Add Forma

SummARY

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

e Select the dropdown menu now containing these key words

e Select the project, for which you are creating the Project Charter

22





From the Reports Menu

Py Switch to Classic style

e-Buildery) IS 5056203 ~ b !

Home  Dashboard = Projects = Planning ~Forms = Processes Documents —Calendar  Contacts Bidding  Cost S

UNIVERSITY OF
CENTRAL FLORIDA

Available Now Report Filters

o fier fekls o incude on repo
WAREHOUSE > Fiter By Tide
Budge Line tems v foav X

Learn more

Actual Cost To Complete:

Actuals Approved

Actuals Paid

wals Rece

Allocated Forecas

[EE RN RN NN

et Changes

memitment Changes

& Program Summan

jork Reports

Scheciule Repo
ecutve Dashb

Admin Dashboard Ref

Current Commitments

Current Over Under

TEEERERUERE RO RN

ital Module Reports
ation Reports

EaulTe

y Description
Estimate At Cormy
4 add

summARY

a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a

hboard Components

e Select the Okay button

From the Reports Menu

Py Switch to Classic style

idery) I TAERT DYy

Home  Dashboard ~ Projects  Planning ~Forms  Processes Documents — Calendar ntacts  Bidding ~ Cost Schedule

UNIVERSITY OF
NTRAL FLORIDA » POP-Projecs

POF v «esn 2

Available Now Reports

>EM

UNIVERSITY OF
CENTRAL FLORIDA

WAREHOUSE

Project Charter - Cost

Learn more ] End User Training Project 07

. e Wansger Nt Assigred Doie ZOT012E TEAED
= Sy N 510,06 CAL SCENCES BULONG Suing Numeer 0020

. e Sraning Progot 7

> W Admiristation Managemen

= D

> & Budget Reports

> & Imegration Repors

> 8 Planning Modkle Reports

»  Cashfiow Reports Ekccey

> & Commitment Reports

> I Prject Management & Contr

& nd Cortacts

> R |} o

01,03 26 - Do 1 - Generl Reaurements
“Eimig Contons

e G
Waisturs rtesten

Diont - Weos B
DuzenT-Tremale

EEEPEPEEEEDPBEEEEEEEDPEPEEDEDEDBEDD D

NEREERERE R

shboard Components

T
I
155550050

e Select the Export PDF button

23





From the Reports Menu

Chror - X
@ app.e-builder.net/da2/Reports/Businessintelligence/BIReports.aspx?ActionType=28ReportiD=c4cd3535-9875-4484-bedd-b2d343579d1 Q
Switch to Classic style.
-Builder & EEEE——
ERuden

Home Dashboard Projects Planning Forms Documents Calendar Contacts Biddil Cost Schedule

UNIVERSITY OF X

CENTRAL FLORIDA B roe-rosmcse Geting sared

ExecuteExport.aspx
Reports
> B My Personal Reports

> Unied Account Resors
REHOUSE > UcF 8 Repors
+ B UCE Kis s Pl s ™ Liversity oF
Learn more > B UCF Standard e Buider Report B CENTRAL FLORIDA
» 8 PS50 ep A

Project Charter - Cost

ashboards End User Training Project 07

rojct Manager:Not Assin Dote: 20200122 124336
Bulding Name. BIOLOGICAL SCIENCES BUILDING Buiding Number: 0020
Proect Deer

apton: Trining Project 7
I::mn 50050

> Adminisration Manage

> & Master Commitment Reports

> Actual Cost Reports

Budget Line iam Descrption
[0751.07 - Summary Cost.

> & Trend Analysis

> & Imegration Reports
> & Planning Mode Reports
> & Cashflow Reports

> & Commitment Reports

> B Project Management & Control

> & Companies and Contacts

> & Project knowledge B:

> & Executive Program Summary Re.

> & My Work Reports.

> & Schedule Reports

> Executive Dashboard Reports

> B Admin Dashboard Reports

> & Document Management
> & MCO REFORTS
> & submittsl Module Reports

> & Implementation Reports
> & Cycle Time Reports

> B Process Routing History

PP EEEEEEEEEEPEEEPEEDEEEDDEEEEDD DD D

> & Dashboard Components

44~ Divison 25 - Sl

e Select the printicon
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From the Print pop-up window

pe=2&ReportlD=c4cd3535-9875-4484-bedd-b2d3f43579d1
Switch to Classic style
Print 2 sheets of paper 5058203 -
UNIVERSITY OF
CENTRAL FLORIDA

Project Charter - Cost Destination = FPC-Project Manager
End User Training Project 07

Prages arager. N Acutrnd o 2000122 124338

Project Managers eSTUDIO2555¢c on FSRMFPS|

Pages
Save as PDF N
~ Save to Google Drive
Copies
See more...
Color Color -
More settings e

g

e

i

EE

i

i

m Cancel

101,000.00
520,000 00
[$5.000.00
[$50,000 00
~ Division 4 - Masonry. 550,000 00
010328 - Division 5 - Mietals.
~Division 6 - Wood, Plasiics & Composites
~Division 7 - Thermal & Woisture Protection [$6,000.00
$20,000.00
[$20,000.00
~Division 10 - Speciaibes [$5.000.00
~Division 11 - Equipment
~Division 12 - Furnishings 580,000 00
~ Division 13 - Special Construction
~ Division 14 - Conveying Equipment
~ Division 21 - Fre Supression
~ Division 22 - Plumbing [$25,000.00
[01.03.43 - Division 23 - Hvac [$90,000.00
= Division 26 - Electrcal [$40,000.00

2020 &-Builder

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

Print 2 pages
é& UNIVERSITY OF
B CENTRAL FLORIDA
Project Charter - Cost o
End User Tralning Project 07 Destination i Save as PDF -
Progect Manager. Mot Assigned Diate: F020-01-22 124338
Buing Nama: EKILOGICAL SCENCES BLILDING Buing Numosr- 0620
Project Deseripion: Training Project 7
|Budgat Line Itam Description
(0101 01 - S Coart
T e R Pages All -
R —
[01.01 .0 - Cival
[01_0r1 .06 - Inrior
G Pages per sheet 1 -
0101 .08 - n
T r:..%'fum-ﬂ
[01.01.11 - Rasat Model
010 FII—"EFgg m
SibTom
1
52000000
[85.000.00
Issnmnnn
85, 000.00
52000000
520,000 00
T :
[T T 17 -Fomarige
Division 13 - Special Constuction
[T Tt 12 - ooy Esugrent |
347 D 51T Sepresmion
iR B o Fumbng [S2E 00000
(700 42 - Diwision 2 - Elecineal | ST
(37,00 45 - Division 28 - Elecisonic Salety & Securiy
0103 47 - Devesion 371 - Eartwce [550.000.00
01,00 48 - Division 332 - Exienicr Impeoemant [550.000 00
0103 48 - Devesion 33 - Liditses 56, 000.00
01,03 50 - Allowances & Atemates
BT BT ET - Gorarl Tbily 1
TIET Therwa Coiers T
01,03 53 - Contracior's Fee [ 500.00000
108 55 - Consinudion Comingency —
Save Cancel

e Select the Save button

e Select the file directory on your computer, in which you wish to save this document

e Change the File name of the document to, Project Name + “Project Budget” + MMDDYYYY
e Save the document

In e-Builder, navigate back to the Process menu

Switch to Classic style

5058203 ~ o '

Projects ~ Planning  Forms Documents ~ Calendar  Contacts Bidding = Cost = Schedule  Reports  Setup ***

[ oniversity or % Unfinished Drafts
R T Srioa Processes for 2015007 - Use: Taining Proect o7

- Filter Processes Start Selected Process Type  Start Process

Project Menu searenln

> ™ Details Tpeorprocess | [0z 718 orart e
© Planning Sates | [AlSinses
Forms
SiepName B

Issues

 Processes

aining Text

of
> 1B Documents

Fier

Schedule

> s Cost
Proceses Reports 1)

I Contacts
print Log

B Calendar
& Bidding ' Process Subject Step Responsible Actors Step Age In Step Since Date Created - Process Age Status. Reguostod

> i© submittals

oo oReves  senFaser 1 0122200 01212020 1 supmitea

B2 Webcam

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

PROJECT COST (update cost report here)

e Drag and drop the file you just created into the PROJECT COST field
e 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

02 - Project Charter Process (PCP)

Start Process Print  Copy  CheckSpelling Show Workilow  Submit

e Select the Save Draft button
o ltis 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

PROJECT TIME REPORT (an Activated schedule must be in place before running the report, otherwise no data will appear)

Project TmeReport: | Te

e Ensure you have completed the pre-requisite of creating the Project Schedule in the Schedule
Module
o Select the **REPORTED PROJECT SCHEDULE** link, which will take you the Reports Menu
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From the Reports menu

Switch to Classic style

iider$  EEE— 0203 -
e-Builder §a 5058203

ATRIMBLE COMPANY

Home Dashboard Projects Planning ~ Forms Processes  Documents  Calendar Contacts ~ Bidding Cost  Schedule

UNIVERSITY OF

Available Now

WAREHOUSE Firar By Title

Learn more

PP EEPEEDPPEDEEPPEDEBEREEDEEBEEDEDED DD

SuMMARY
Projects Name =

e |nput key words of the Project Name into the unlabeled dropdown menu to the right of the field
displaying Equal To

e Select the dropdown menu now containing these key words

e Select the project, for which you are creating the Project Charter

From the Reports Menu

Switch to Classic style

Builder S I— 0205 -
e Bullﬁg{ N 5058203

Home Dashboard Projects Planning  Forms Processes  Documents  Calendar Contacts ~ Bidding ~ Cost ~ Schedule

UNIVERSITY OF ;
CENTRAL FLORIDA k> eee-pom

Available Now Reports Report Filters
a
DATA - R
WAREHOUSE a e =
a AV x
Learn more a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a
a Equal To w | | @ EndUser Training Project 07 -
a vere v
a Group Wi Nt Fitar

<+ Add Formla

‘SuMmARY

= End Use

Proje aining P

e Select the Okay button
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From the Reports Menu

Switch to Class

Dashboard Projects Planning Forms Processes Documents = Calendar Contacts  Bidding Cost S

(] universiTy oF
Ll CENTRAL FLORIDA i > POP-ProjectSchedule v2 Getting Started

Available Now Reports

> B My Personal Reports

& Unfiled Account Reparts UNIVERSITY OF
WAREHOUSE & UCF Bl Reports: CENTRAL FLORIDA

& UCF KYls and KPIs Metrics

Project Charter - Schedule

End User Training Project 07
Frojee \anager ot ASsgrag Dot 20200122 1705
e e — 1= |
Froject Gescrpnon Traning Frogct T

I I
FROIECTTIVE Burston Fin Dz [Far=
T owslFoes Ti9.78me
o

i

Learn more

UCF Standard e-Builder Report

Dashboards

Administration Manag

Master Commitment

Actual Cost Reports

ding Reports

ww

iget Reports

end Analysis

megration Reports 5 Coeps Revew

& Planning Module Reports
» B Cashflow Reports
@ Commitment Reports

ontact AFE Firm
£ Propossl Development
E Propossl Reosived

apmant

Design Funcing Approval a
P Santto Requester for Degn
]

= Project Managemen & Control

& Companies and Contacts

Project Knowledge Base
Program Summar
k Reports

Schedule Reports

Exer

utive Dashboard Reports

‘Admin Dashboard Reports
Document Manage
MCO REPORTS.

et

ww

Subrmittal Module Reports

implementation Repoi
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Time Reports

Process Routing History

v ow

EP P EEPEPEEEPRPEERPRPERPPREERRPRERERREREREE DR R

Dashboard Companents

Bid Package Eriered

e Select the Export PDF button

From the Reports Menu

x

€ Business Intelligence - Google Chrome
& appee-builder.net/da2/Reports/Businesslntelligence/BIReports.aspx?ActionType=28(ReportiD=198cbS0b-f170-4106-af98-18fa92e5213 Q
P Switch to Classic style

e-Builder$  EEEE——

Home  Dashboard ~ Projects  Planning =~ Forms = Processes  Documents — Calendar = Contacts Biddi Cost ~ Schedule

[ universiry of
f CENTRAL FLRion Y

ExecuteExport.aspx
Available Now Reports

= My Personal Reports
Account Reports

DATA

WAREHOUSE

 UCE KVis and KPls Metrcs
5 UCF Standard e-Builder Report
= FSB0 Step Age:
5 Dashboards

& Admiristration Management

g&w UNIVERSITY OF
ISl CENTRAL FLORIDA
Project Charter - Schedule
End Usar Trining Project 07
PrjectHansger.Not Aesigned Date 20200122 170849

Buiding Name: BIOLOGICAL SCIENCES BULDING Buiding Number 0020
Project Descripton: Traning Project

Learn more

& Master Commitment

& Actual Cost Reporis

ROJECT TIWE S Ve Tase

imegration Reports
Planning Module Reports

& Cashfiow Reports

& Commitment Reports

8 Project Management & Control
& Companies and Contacts

& Project Knowledge Bas

8 Executive Progrem Summery Re.

& My Work Reports
& Schedule Reports

S Executive Dashboard Reports

& Admin Dashboard Reports
& Document Management
> & MCO REPORTS

& Submital Module Reports

& implementation Reports
& Cycle Time Reports
> B Process Routing History

PEEPEEPEEEEEEEDEPEEEPEEDEEEEBEBEEDD DD

& Dashboard Components

eesuier Communiy

e Select the printicon
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From the Print pop-up window

Business Inteligence - Google Chrome.

ce/BIReport:

e-Builder gg

Home  Dashboard  Projects
universiTy oF X
CENTRAL FLORIDA ]

Recent Pages -

Available Now

DATA

AREHOUSE

Learn more

etuier Communiy

Planning

A PoP-Pr

Reports
> 8 My Personal Repx
> 8 Unfled Account Reports

> 8 UCF Bl Reports

> B8 UCF KVis and KPls Metrics

> B8 UCF Standard e Buider Report
> FS80 Step A
> Dashboards

> B Admiristration Management
mtReports

> B Budget Reports
> 8 Trend Analysis

> 8 Integration Reports

> 1 Planning Module Reports
> & Cashflow Reports

> B Project Management & Control
>m
> B Project Knowledge Base

anies and Co

> Bxecutve Program Summary Re.
7k Reports

dule Reports

2ActionTyp

> I Executive Dashboard Reports
> 8 Admin Dashboard Reports

iment Management
> % MCOREPORTS
> 8 Submital Module Repe

> Implementation Reports

sroduct gess | Aout | Help

28ReportiD=198cbS0b-f170-4106-3f9¢: 205213
Print
unIvERSITY OF
CENTRAL FLORIDA
e Destination
e e Pages
= Copies
Color
1 More settings

& FPC-Project Manager ~

Switch to Classic style
4 sheets of paper

FPC - Project Managers eSTUDIO2555¢ on FSRMFPS|

Save as PDF
Save to Google Drive

See more,

Color -

m cancel

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

Print 4 pages
é& UNIVERSITY OF
UCF

CENTRAL FLORIDA
Project Charter - Schedule

[End User Trai Project 87 il i

kil S — Destination B saveasPDF v
Buiksing Name: ESOLOGICAL ECIENCES BUILDING Busiding Numbaer: 0020

Project Descripion: Training Project 7

PROJECT TIME S T 1 — A

[Cremal Proaet

o e Pages Al v
_ oruena

EEE_ mnma e
mnma CEET

Pages per sheet 1 -

wmul}'w mzma owzna

D 5% omuna
% U0 P i

e Select the Save button

e Select the file directory on your computer, in which you wish to save this document

e Change the File name of the document to, Project Name + “Project Schedule” + MMDDYYYY
e Save the document

In e-Builder, navigate back to the Process menu

Switch to Classic style
e-Builder \? ] 5058203 ~ ok '@
Home | Dashboard = Projects  Planning  Forms Documents ~ Calendar ~ Contacts  Bidding ~ Cost Schedule  Reports  Setup
Unfinished Drafis
[ university oF
CENTRAL FLORIDA Processes for | 2015007 - End User Training Project 07 -
- Filter Processes Start Selected Process Type  Start Process
Project Menu Secnin | O processes ntates By Ve O Processes Iy Court © Al Processes
3 = Details Type of Process. 02 - Project Charter Process (PCP} ¥ |@ Draft @ Open [ Finished
'© Planning Status Al Satuses =
Forms
. sizoName -
= Issues
2 Processes Containing Text
> = Documents
- fiter
= Schedule
> m$ Cost
processes | Rogorts (1)
B2 Contacts
print  Log
B Calendar
P ’ . . Requested
v Bidding Process Subject Step Responsible Actors Step Age In Step Since Date Created « Process Age Status. e

> {® Submittals

Submitted

Ben Fauser. 1 o2

B Webcam

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

'ROJECT SCHEDULE (upload schedule report here)

o ) (o) i

 uner D scheDute conrsion: | (Sejc Mansgr s conine st o costand scece e 1 ric s e .56 i nd st upony e e

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

e Select the BUDGET AND SCHEDULE CONFIRMATION checkbox

From the 02 — Project Charter process (PCP) screen

o-Builder &

02 - Project Charter Process (PCP)

Start Process

..........

Details | At

tached Documents (0) | Attached Processes 0) | Attached Forms (0)

e Select the Save Draft button

o ltis 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

PERMITTING

7)) [y JOHNS PRMIT REQURED: | [Pl

(5o sscmen: | e

e Select the BCO PERMIT REQUIRED dropdown menu

-- Please select an option --

-- Please select an option -

MO

UNKMNCWN
o Select the applicable option

e Select SFM PERMIT REQUIRED dropdown menu

-- Please select an option --

-- Please select an option —

UNKMNOWN

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

-- Please select an option -- v

-- Please select an option --

YES
MO

UNKMNOWN

o Select the applicable option

e Select GENERATOR PERMIT REQUIRED dropdown menu

-- Please select an option -- hd

-- Please select an option --

YES
MO

UNKMNCOWN

o Select the applicable option

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

BIDDING/AWARD/CONSTRUCTION
[Lookup] instructions

1. Click [Lookup]
2

3. Click the FILTER button
4. Click on the company name of the company idenified

[ T | - o ] rrErReTrEEs |-

RECOMMENDATION OF ANARD: | [ Piase seectan optian il ELECTRICALCONTRACTOR. | Lavkan]

SONING FOR RECOMMENDED AWARD METHOD: | [[TFant Name_~[Res- | B Z U e [ = B E B[ FF == . 8] MECHANICAL CONTRACTOR: Lookup]
B4 0

s RUCTIONCOST: | ook ) RACTOR: | fLookun )

JUSTIFICATION

EB QUOTES

10

SELF-PERFORM {UCF)

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 S500K

= 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

BIDDING/AWARD/CONSTRUCTION
[Lookap] insructions

1. Click [Lookup]
2

3. Click the FILTER button
4. Click on the company name of the company idenified

sk
RECOMMENDED AWARD METHOD: [= - il LANDSCAPE CONTRACTOR:
* REASONING FOR RECOMMENIDED AWARD METHOD: [oitore Jreo B Z Um|E= =22 F & MECHANICAL CONTRACTOR:
&% h)
C UNDER $500K CONSTRUCTON COST: | st ROGFING CONTRACTOR:
GG UNDER 52M CONSTRUCTION COST; | fecior] TREE CARE CONTRACTOR:
A UNDER $2V CONSTRUCTION COST: | kel TURF FELD CONTRACTOR.
REPAIR & MAINTENANCE: [-eokug]

OTHER:

[eorue]

fLookup]

[eorue]

[eorue]

TLookup]

[eorue]

e Select the RECOMMENDATION OF AWARD dropdown menu

-- Please select an option ¥

-- Please select an option --

Type of project: sitework/roadwork/traffic signals, classroom/office renovaticns, research/wet lab, computer lab, new construction, etc.

Client group

Contractor's expertise and specialized experience on similar projects

Contracter's workload and due dates, as they relate to their ability to meet time requirements, when expediting the project is necessary
Fair share of work

Contracters demonstrated past perfermance in terms of quality, time, and budget

EB QUOTES - project to be bid using EB QUOTES

Location of project: contractor's current or recent work in the same building or successful past experience with faculty/staff on another project in same building

e 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

BIDDING/AWARD/CONSTRUCTION
[Lookap] insructions
1. Click [Lookup]

3. Click the FILTER button
4. Click on the company name of the company idenified

dickh

RECOMMENDED AWARD METHOD: | [ - v LANDSCAPE CONTRACTOR: | ookl

RECOMMENDATION OF AWARD: | |- Flease seect an option ) [ ELECTRICAL CONTRACTOR: | ookl I

* [fortneme -[resl.[B Z Uae[E= == E[EE == 8] MECHANICAL CONTRACTOR: | [Lookusl

&% h)

‘GC UNDER $500K CONSTRUCTION COST: | [Lookue] ROOFING CONTRACTOR: | [Leoiu]

‘GC UNDER 52M CONSTRUCTION COST: | (1ookup] TREE CARE CONTRACTOR: | [Looku]

CM UNDER $2M CONSTRUCTION COST: | [ookur] TURF FIELD CONTRACTOR: | cokue]

REPAR&MAINTENANCE | [iookus] OTHER:

e 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
o 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

Lookup Company
Filter Companies Clear
[Company: F-CG ] Company Custom Fields: Select a custom field r
o | [ e E—
Zip Proximity: Within |5g |mi 5 0f | | Project Companies Only: [}
Construction Codes: | Lookup @)

Companies (Click en company nams to vizw the details) Cancel

RCG Electric LLC Crlando FL

RCG Productions LLC Kissimmee FL

e 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

e-Builder ‘\‘-‘9

A TRIMELE COMPANY \

Lookup Company

Filter Companies Clear

Company: Company Custom Fields: | Select a custom field ¥ |

Select a custom field

City: State: I Continuing Service Category e

Insurance Expiration Date

Area Code: County: License Number bkup

) o . License Expiration Date
Zip Proximity: Within 50 miles of Project Companies Only:

Construction Codes:

Lookup ()
Filter
CDmPElI'IiES (Click on company name to view the detaiks) Cancel
Company Name- City State Phone
There are no companies for this selection
Cancel

e 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

e-Builder g

A TRIMELE COMPANY

Lookup Company

Filter Companies

Q

=

Construction Cades:

Company Name~

Company:

Area Code:

Zip Proximity:

Companies (Click on company name to view the details)

Within S0 miles of

Company Custom Fields:

State:

County:

Project Companies Only:

City State

There are no companies for this selection

Continuing Service Category ¥

Lookup

Lookup

Lockup

Phone

e Select the Lookup button underneath the field displaying Continuing Service Category

37

Clear

Filter

Cancel
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From the Lookup pop-up window

e-Builder
"

A TRIMELE COM

LDGkup (Select the values to add below)

Insert Selected Cancel

Value
Architect

Building Automation Systems

Civil Engineer
Commissioning

(oo ]

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

g-Builder "g’

Lookup Company

Filter Companies

Company: Company Custom Fields: Continuing Service Category ¥
Electrical Lookup

| Lookup

Area Code: County: | Lookup

Zip Proximity: Within |5g |mi 2cof | Project Companies Only:

Construction Codes:

Companies (Click on company nams to visw the details)

Ballentine Electric Inc Orlando

Cape Design Enginesring Co Merritt sland

Giles Electric Company, Inc. South Daytona (386) TE7-5835
GRAEF-USA (407) 659-6500
Hanson Professional Semvices Inc Springfield

hoses & Associates Inc Gainesville

RCG Electnic LLC QOrlando

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

BIDDING/AWARD/CONSTRUCTION
ILookup] instructions

1. Click [Lookup]

2. Type the first 3 characters of the in the Company box
3, Click the FILT]
4. Click on the company pany ideutified
RECOMMENDED AWARD METHOD: | [JUSTIFICATION 2 LANDSCAPE CONTRACTOR:
RECOMMENDATION OF AWARD: [ Contractor's expertise and specialzed experience on

* REASONING FOR RECOMMENDED AWARD METHOD: | [[ramtnome <]
= I
GC UNDER $500K CONSTRUCTION COST: | [k ROOFING CONTRACTOR:
GCUNDER 521 CONSTRUCTION COST: | Looks TREE CARE CONTRACTOR:
CM UNDER 52 CONSTRUCTION COST: | o0k TURF FIELD CONTRACTOR:
ANTENANCE: | [Lcokon omHER

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

From the 02 — Project Charter process (PCP) screen

02 - Project Charter Process (PCP)

Instructions

Start Process Print  Copy '(he(kSpeHmﬂ stowWorktiow (submit )((Saveprar)) - peite prart  cancer

*Subject: | Project Charter for End User Training Project O7] Prioity | roject Cost 0

Details | Attached Documents (0) | Attached Processes © | Attached Forms (0)

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

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

e 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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02 — Project Charter Process (PCP)

Reject
Start Submit MGR Review Approve > High Priority Yes SR Approve
Review
PM initiates
process Resubmit Reject No

PM revise
Project > 35K
Charter

Yes

No — Process can move forward with existing approval

Cancel
MGR — Manager, Facilities Planning -
PM — Project Manager FP&C Action Non-FP&C Project Manager
Action Action
LEGEND
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		Project Charter Process Narrative




@
Project Charter - Schedule BEilder,

ENTERPRISE

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
A set of information containing estimates for Project Cost and
Project Schedule, as well as Delivery Method, developed by the
Project Charter PM after meeting with project requestor, walking the site, and

reaching an agreement on the Project Scope.

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

Owners Project OPR A written document that details the functional requirements of a
Requirements project and the expectations of how it will be used and operated.
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.

Proposal generated by the PM, which includes actual costs
corresponding to the project’s Statement of Work, project

Minor Project Proposal MPP | 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.

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.

Commissioning Cx

Purchase Order PO






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

CcC

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






Key Steps

Start: Review Basic Project Scope

Stepl: 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

The PM reviews the schedule and is able to delete tasks and sub-tasks which don’t apply to their
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.






How to guide — The Project Charter - Schedule

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

Review Notes and Documents included the Project Details
Meet with the client and any relevant partner departments to develop a basic project scope

Review similar projects in e-Builder if desired

= © M

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 e Project Charter Process

e  Minor Project Proposal — Design

e Commitment Approval(s) — Design Professionals

e Drawing & Design Plan Review — Schematic Design Documents

e Purchase Order Revision — Design Professionals

e Drawing & Design Plan Review — Design Development
Documents

e Drawing & Design Plan Review — Construction Documents

DESIGN

e Vendor Selection | Bid Review

e Justification

e Rotation

BID/PERMIT e Hard Bid

e Minor Project Proposal — Construction

e Commitment Approval(s) — Construction

e Email permit communication and see Citizenserve TBD process

e Potential Change Order

e Change Order

e Purchase Order Revision - Contractor

e Commitment Transfer Process

e Contractor Pay-App & Consultant Invoice

CONSTRUCTION . .
e Owner Direct Purchase Invoice
e Internal Invoice Payments
e Request For Information
e FPC-FO Support Request Form
e Substantial Completion
CLOSEOUT e Final Completion and Close Out






Navigate to the Schedule

From the e-Builder Home screen

Switch to Classic style

¢$ s 036203

Dashboard | Projects  Planning = Forms ~ Processes  Documents ~ Calendar = Contacts  Bidding =~ Cost ~Schedule  Reports  Setup

UNIVERSITY OF

I cenTrAL FLORIDA Michael Hagan +| Announcements

- Workflow in your court s v
Available Now 5 5 Requested
DATA Project Name Subject Step. Date Due - o
WAREHOUSE T oW fems inyour court
For UCE Project Support
Learn more o
My first 10 tasks e v
Quick Start Friday, Jan 31, 2020
Project Task Finish Date ~ % Manager
02 Project Charter ro There are no everts o today
.
Submittal items in your court ke Ao AL In my court v s v
e e R Pucage’ | s == eay |
04 Draving & Design Pln Review There are no submit
(O0PR)
05 - Commitment Aperoval (CA)
Items Pending Approval v
- — — S ‘-zmwmlwm ‘ —

There are o tems pending sporoval for i

e Select the Projects menu button

From the Projects Screen

Switch to Classic style

eBuiderS  mE— soss203 - M 2

Home  Dashboard j Planning ~ Forms = Processes Documents Calendar = Contacts Bidding ~ Cost Schedule  Reports  Setup

UNIVERSITY OF .
ENTRAL FLORIDA Projects

rojects v

|

Available Now [J2345.0m 2018-007 :nanu:;t\:;ramrg Project 07
WAREHOUSE ;’:m:‘z Project Name ‘ ;’:::‘;" ‘ xﬁ:‘::ir“i"g 'T’y";‘:“ ‘ UCF Building Name. ‘ Department
G Christopher Viner STORM WATE e Corege oEngreenng 2
s
sen Fauser o020 Minor SIOLOGICAL SCIENGES BULDING orce
oy T (-
cven srice ooss Minor SUSINESS ADMINISTRATION
Vicseiseros 005 Viner COLLEGE OF SIENCES SULDING wem
Conkely otes ror s sce
6101001 o1 NIE BULDIN Housing scte
Trey sec o Minor NI BULDING 102 Housng sce
o103 NIE BULDIN Housrg scte
Mg, - p—
s Minor Barve =
1Tore00s ey Beck ootea Minor :z: =
oose . Housrg scte

e Search for and select the project for which you wish to create a schedule





From the Projects screen — Project Menu

’.
4

e-Builder

Home Dashboard

&
UCF

UNIVERSITY OF
CENTRAL FLORIDA

Project Menu l
v B Details
Project Participants

Sent Items

inis i
© Planning

Forms
Y= lssues
.
»8 Processes

> L' Documents

Cost

s

Recent Pages... -

Planning

Project Details For | 2013007 - £nd User Training Project 07 -

Switch to Classic style

5058203 ~ ot @ 2

Forms Processes Documents Calendar Contacts

Hidden Projects

Details

Project Name

e-Builder Project
Administrator

Project Status

{view map) Address

Country

Start Date

Target Date

Description

Export Address Book Printable Participants Directory Edit Cancel
End User Training Project 07

Mason , Samantha eBAdmin

Administrative

3528 N Perseus Loop, 164

Mo project photo uploaded.

UsA

Training Project 7

Create the Schedule

Select the Schedule link

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.

Projects  Planning  Forms

Documents ~ Calendar  Contacts  Biddi

Switch to Gassic style

g Cost

unIVERSITY oF

CENTRAL FLORIDA Schedule

Project Menu
+

Detsils Atk indem

Task Name

End User Trining Project 7
Frocesses 1 ~ OVERALLPROJECT

o
s oomments

1 > PLANNING
Schedule 12 > oEsin
> fis cost 1 > B/pERMIT
B contacs 14 b CoNSTRUCTION
- Caenr 15 » aostout
2 sioging

> o submitsls

B webcam

Foudent [)Tempizes  Dndo Wimport ESeapshot [Figand [Hpreions BTogge Qow [l
“wowGlRth (“Redo EBport MAsend  [lColapse MiNes  odser

Duration | Start Finish %o | Pre
a @ @ @ a @ @
2wk w2120 1203200 ] P |

Qn Worig e

220






Table 1- Simplified Schedule Tasks and Sub-Tasks

Schedule Task

Sub-Tasks

PLANNING Project Charter Development
DESIGN COMMITMENT APPROVAL
o A/E Proposal Development
o Requester MPP Approval
DESIGN o A/E Commitment Process
CONSTRUCTION DOCUMENTS PHASE
o Drawing Development
o Issue CDs
***Justification***
o Scope Issued to GC
o GCScope Walk
o GC Proposal Development
***Rotation***
o Scope Issued to GC
o GCScope Walk
o GC Proposal Development
***Hard Bid***
o Bid Advertisement
o Bidding
o Bid Open/Review
BID/PERMIT CONSTRUCTION PROCUREMENT
o Bid/Quote Received
o Requester MPP Approval
o  GCRequisition/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
Permit Received
CONSTRUCTION Mobilization -
Construction Activities
CC/CO Issued
Documents
CLOSEOUT Final Payment
Final Signoff






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

cBuider®  EE——

Home  Dashboard  Projects  Planning  Forms | Processes  Documents  Calendar  Contacts  Bidding  Cost Reports  Setup  -ee

: Schidules | Tasks
umiversiTY oF Sehedul
et cenRaL FLorioa chedule o

Hagan 02.122020 1220 P
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oot ) | Hisory 1)

Project Menu
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15 > aoseour

e Expand the BID/PERMIT task
e Select the desired sub-tasks
o ***Rotation***
o ***Hard Bid***

e Right-click within the selected sub-elements

“undo ®pimport EiSnapshot [HlEgand [TPrevioss €

Task Name Duration Start
¥
End User Training Praject 07 4120weeks 02122020
*  OVERALL PROJECT " 0s0months | 0212200
»  PLANNING 15 days
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*  ==ustification™= 13 days " 13200
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C Scope Walk S days
C Proposal Development 5 days " 52620
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B+ Hard Bid = Task Detals wasks " pe13200
b CONSTRUCTION PROCURET "% " saa r
¥ PERMITTING send D20 weeks r 05132020
b CONSTRUCTION Actvae D days r
b CLOSEOUT Set Basaline D days
Dalzte

e Select the Delete option





The sub-tasks are removed

Switch to Glassic style
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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

Switch to Glassic style

g-BHi!ders’g —— sose0 - 7

Home  Dashboard Projects Planning Forms  Processes Documents  Calendar | Contacts  Bidding  Cost Reports  Setup v

X
UNIVERSITY OF
P cenRAL FLoRIDA Schedule -

2122000 12200

oges

“Eoudent [Viempistes  “YUndo Wpimport @ Snapshot  [HlExpand  [Hprevios Boggle @ ow {3

’ petle CriiPath (Redo $Bport Msend  Elcotame [lNex  odst @i
% Planring
) w0zt
Foms Task Name Duation  start Finish %Con P
@ @ ® a @ @ @
B End User Training Project 07 945 months 02122020 11052020 o

= VERALLPROJECT 220

> fo suomittals

B webam

!
> & Do ] ¥ PLANNING
= scheaute w - ossan
> i con " - ocson commmue serouaL
B Contacts 2
B Coercer 2
4 =
2 sicana
=
.
.
w

> EiopeRMT
1 > consTRuCTIoN

1 > cuseour

Il (AP

e Open the task you wish to review
o In this example, Drawing Development is selected
e The duration for Drawing Development is preset to 15 days
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14 b CONSTRUCTION 20 days r
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e Select the 15 days Duration field
e Input a value or use the A or v arrows to change the value to the desired number of days
o In this example, 20 days were used
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e 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
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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
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e Select the Save button
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Schedule

Last Modifizd by Michael Hagan 02.13.2020 01:02 PM

Tasks Dietails Snapshots (1) History [906)

“JUndo ®pimport E¥5napshot [HlEpand []Previous M Toggle Slowt [JFr
%, Critical Path (™ Redo %, Export B2 Send Bl colapse [ Nex =4 Set Qin

Finish

End User Training Froject 0T 9.70 months 02122020 11.13.2020
* OVERALL PROJECT 9.70 months 02.12.2020 11.13.2020
¥ PLANNING 15 days 02.12.2020 03.03.2020

* DEsIGN 11 weeks 03.04.2020 05.20.2020

* DESIGM COMMITMENT APPROVAL T weseks 03.04.2020 04.21.2020

A/E Proposal Development 10 days 03.04.2020 03.17.2020

Reguester MPP Approval 15 days 03.18.2020 04.07.2020

AJ/E Commitment Process 10 days 04.08.2020 04.21.2020

*  CONSTRUCTION DOCUMENTS PHASE 20 days 04.22 2020 05.20.2020
Drawing Development 20 days 04 222020 05.19.2020

lssue CD's 0 days 05.20.2020 05.20.2020

¥ BID/PERMIT 16.80 weeks 05.20.2020 09.16.2020

P COMSTRUCTION 20 days 09.17.2020 10.15.2020

P CLOSEQUT 20 days 10.15.2020 11.13.2020

e Select the Snapshot menu item

Save Snapshot [x]

"
fcme Snapshot saved on 02.13.2020

| sawe || Cancal |

e Snapshot saved on current date auto-populates
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Save Snapshot

* hamea

Save Cancel

e Select the text in the name field
e Input a new name

Save Snapshot

* hame

e 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.

13






		Project Charter - Schedule

		Purpose

		Initiator

		Key Terms

		Key Steps

		Review Basic Project Scope

		Access e-Builder Schedule Module

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

		Review and update the duration of remaining sub-tasks

		Save a snapshot of the Schedule

		Save the Schedule

		Schedule ready for inclusion in the Project Charter Process

		How to guide – The Project Charter - Schedule

		Project Schedule Elements

		Navigate to the Schedule

		Create the Schedule

		Updating schedule elements and sub-elements

		Saving updates and capturing the baseline






&
Project Request Process Narrative (Minor Projects) Bﬁi,det

ENTERPRISE

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

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.

e Renovating a classroom.

Replacing components of an HVAC system on a sizable building.

Minor Projects

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

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.

Feasibility Studies

FP&C can provide space planning studies for a project. We can also
contract third-party design professionals for more in-depth studies and
Space Planning and analyses. In some cases, where the adjustments do not affect life safety

Analysis items (sprinklers, emergency egress, fire alarm changes, etc.), or exceed
$50,000 of construction cost, these plans may be used for bid and
construction.

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.

Concept Design




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

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

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



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
guestion 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.
An eBuilder term referencing when an item is ready for action by the user.
Court 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.
Key Steps

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






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

e AnFP&CProject Coordinator reviews the Project Request Form to ensure accuracy and clarity
of the submitted information.

e |f 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

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

Project Coordinator Fiscal Review

e 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:

e Could the work requested be completed by Facilities Operations (FO)?
o Project Routed to FO for review
e |s 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.

e Project Request requires FO Review — Assign FO Administrator Director.
e Project Request approved as eBuilder FP&C Project — Assign FP&C AD as appropriate.
e 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:

e Project Value (Total Estimated Cost of Project)

e Delivery Method (Major or Minor)

e Design Required (Yes/No)

e Assigned Priority Level (1-5)

e 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

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

e Work Control creates a Work Order in AiM.

e Work Control then routes the PRP form, containing the Work Order Number, back to the PA.

e 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:

e Input all required information

e Apply templates to the project

e Create the Cost Module

e Add Project Participants

e 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.

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 Riverd
Estimated Value: SO

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 e-Builder Implementation
Taken By
Status Submitted

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






From the Project Request Process (PRP) screen

& Instance Details - Mozilla Firefox

G7 & & httpsi//app.e-builder.net/da2/Processes/InstanceDetails.aspx?Instancel D={d7 8b8&

25345bi&InstanceSteplD={7c9894cc-aTa3

47 -48d8-4b3d-b6c5

01 - Project Request (PRP) - 541

Project:

Process Document:

Current WorkFflow Step:

Project Requests Repository

PRP - 541
Show History | Current Actors
PM Acknowledge Assigned Project Show Workflow Diagram

Subject: Exterior improvement | Requested by: Austin Bott | Estimated Value: S0
Status: Pending
Details | € @ D, s (0D [ Forms (0) | Attached To (0)

Thank you for your patience and thoroughness in completing this e-Builder Project Request fc

This form and checklist must be completed in their entirety for all projects. Required inf

fields are by ).
This information is necessary to understand thes

= long-term implications of a request related to space classification
£

e Scroll to the bottom of the screen

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

Project Manager, please do the following prior to starting the Project Charter Process and after meeting with the project requester
or client:

1.Update the project information page (Project Details)
» Create the budget on the project
1.Create the schedule on the project

Project Details
Project Number & 200TCO01 Project Gwner: @ FRA&C
Assign Project Manager.  George Hayner Jr Viork Order Number:
PM E-rmaik George Hayner@uel.edu PMPhane: 407-833-157
| Acknowledge Take Action Check Spelling Print Copy Delegate Save Cancel

e Ensure the information in the Project Details section is correct
o Project Number
Assign Project Manager
PM E-mail
Project Owner
Work Order Number
o PM Phone
e Ensure the Take Action dropdown menu displays “I Acknowledge”
e Select the Take Action button

O O O O

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

.
e-Builder® IEEE—— sose203 -+ Wk 8 72

ATRIMBLE

Home  Dashboard Planning = Forms  Processes = Documents ~Calendar = Contacts Bidding =~ Cost = Schedule  Reports  Setup =«

Hidden Projects
(] vniversity oF .
CENTRAL FLORIDA Projects

Poges Trey Beck Active Projects v et aca Ve All Projects

Available Now

DATA ‘

WAREHOUSE

Project Name City State / Province Site Administrator

Orlando £

Learn more

e Select the Projects Tab
e 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.





01 — Project Request Process (PRP)

Void/Cancel

Y

Reject

iti Client
CPR(eIVIE\t/:Ial Stakeholder
Verification

Requestor submits
a project request
online through a
link to eBuilder

Director — Director, Facilities Planning
MGR — Manager, Facilities Planning
CPA — Construction Project Assistant
CPC — Construction Project Coordinator
eB — e-Builder Project Management Application
EHS — Environmental Health & Safety
FO — Facilities Operations

Space Admin — Space Administration
PM — Project Manager

WC - Work Control

WO — AiM Work Order

Space Admin

Rev

Approve Director

Review

CPC Project
Fee Review

CPC Assign

EHS Review MGR

iew

Approve

Research or RetL{rn ) Send for FO
Laboratory Not in FO review
Scope

MGR Assign CPA Creates
PM eB Project

Advise Work
Control

WC confirms
WO Created

WC Creates
WO Number

Acknowledge

A 4
W
FO Review FO accepts Project » WO and
Manages
- Scope
FP&C Action Non-FP&C Project Manager
Action Action

LEGEND
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Purchase Order Revision Narrative Bf.nde._

ENTERPRISE

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 gg\/\tig:naenn; Erec:xi_:r;nal 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

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.

Purchase Order

Additional service performed by an AE, not included in the initial

Add Service . . .
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:

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






Requirements

e Add Service or Contractor Proposal for the change request

e Explanation of why the proposed change request was not included in the original contract
e Justification of why the change is needed

e Description of the impact the change will have on the project

e The specific commitment impacted by the change

e Details of what is covered by this addition or deletion of work

Pre-requisites

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

Key Steps

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

Stepl: 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






e-Builder &

A TRIMELE COMPARY

07C - Purchase Order Revision (POR)

Start Process Print  Check Spelling Submit  Save Draft  Cancel
roject: nd User Training Project 07
Praject Numbes 2018-007
o c chasz O Revizi
*® 2

Details | Attached Documents (0) | Attached Processes (0) | Attached Forms (0}

Proposal/Backup Info

* Type of Changa/Addition: Professional Add Service © Construction Change Order
* A/E on Project: a5 O Na
Sudsen cePioposat: Drag and drop file here or  Browse Computer  Browse e-Builder
Contractor Propasal: Drag ond drop file here or  Browse Computer Browse e-Builder
SNl R Drag and drap file here or  Browse Computer Erowse e-Builder

or  Browse Computer Browse e-Builder

Justification

Schedule Impact (Days):

COMTRACT: Explzin why this Change Requast iz not part of the original Contract
v
JusTiFicaTION: @ Explain why this Change Reguest iz necessary
v
EFFECT ON PROJECT: Provide the effectiz) on operations. maintenancs, cost. and schedule
v

Subject field

Select the appropriate radio button to indicate if the Change
Request applies to the Professional or Contractor.

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

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

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

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

CCD, RFI, ASI, SK, plans and/or | If applicable, select the Browse Computer button and attach any
specifications, as applicable relevant plans and/or specifications.

Type of Change/Addition

A/E on Project

Add Service Proposal

Contractor Proposal

Sub/Consultant Backup






Schedule Impact (Days)

CONTRACT

the original Contract.

JUSTIFICATION

EFFECT ON PROJECT

Cost, and Schedule

Commitment Change Details

* Commitment:
Status:

* Date Of Change:

|3Iease select a commitr = Company:
Draft
05.06.2020 [ * Reason Code: Added Scope (Changes) v

Commitment Change Custom Fields

There are no commitment change custom fields.

Commitment Change Items

* Commitment
Change Details:

There are no Commitment Change ltems

Explain what is covered by this addition or deletion in work. Include all details of the change.

Purchase Order Revision Detail

Original Contract
amount:

Present Contract Sum:
New (Add) (Deduct):

New Contract Sum:

(Contractor Only)

* CONTRACTOR
CERTIFICATION:

Contractor hereby certifies that the cost and schedule impacts to this project have been completely
appraised, that the justifications herewith are accurate and complete (including all direct costs,
indirect costs, and consequential items), and that all changes have been coordinated with the
contract documents (plans, specs, scope of work). Contractor also certifies that submission of this
Change Order warrants that the project is free and clear of any and all claims or disputes in favor of
the Contractor, subcontractors, material suppliers, or other persons or entities concerning this
Change order and does hereby release the Owner from such claims and disputes. On bonded work,
Contractor also certifies that the Surety consents to this Change Order and agrees that its bond(s)
shall apply and extend to the Contract as modified or amended herewith.

Yes

Print Check Spelling Submit Save Draft Cancel

Commitment dropdown Select the appropriate commitment

Date Of Change field Input the appropriate date

Reason Code dropdown Select the appropriate Reason Code

Enter the number of days the project schedule will be impacted
Enter an explanation of why this Change Request is not part of

Enter a justification of why this Change Request is necessary.
Enter information of the effects on Operations, Maintenance,






Commitment Change Details
text field

Enter information associated with the change

Contractor Certification
checkbox (contractor only)

Vendor selects the checkbox to certify the POR

e Select the Submit button






07C — Purchase Order Revision (POR)

Void / Cancel
Initiator Resubmit to PM
Review
- Return to
Initiator
l Return to PM Return to PM Return to PM i Return to Director
\ 4
PM Add FSBO MGR Add
Y . A Validat . A i Al . A
Start »<Add Service & » Service pprove » Budget aldate Service pprove DlreFtor pprove Yes AVP Review pprove
v s X Review
Review Validation Review
PO Vendor iNo
Initiates No > Y
No i
AE.on FSBO Modify
Project PO
No R
4 A
Yes
Approve PM CO Approve RRRE Validate MGR CO Approve DT Approve Approve
AE Review PP Revi PP » Budget B PP > RS, PP AVP Review PP
i Validation
Resubmit Return to .
to AE Initiator Return to PM Return to PM Return to PM Return to Director
Return to
Initiator Initiator
Review
Void / Cancel
MGR — Manager, Facilities Planning
AVP — Associate Vice President
Director — Director, Facilities Planning
CO - Change Order FP&C Action Non-FP&C  Project Manager
PO — Purchase Order Action Action
PO Vendor —Vendor to whom the PO is issued
FSBO — Facilities and Safety Business Office LEGEND

PM — Project Manager
AE — Architect Engineer
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Vendor Bid and Selection Narrative Builder

ENTERPRISE

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:

e Document Request Form

e Non-Disclosure Agreement (NDA)

e Access to UCF Sensitive Facilities Data (FSP 2018 FS0019)
e Critical Needs Checklist

e Minor Project Construction Scope of Services

e Construction Drawings (100%CD)

e Specification Sheet

e Pre-Bid RFIs

e 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

Stepl:

Step2:
Step3:
Step4:
Step5:
Step6:
Step7:

Step8:
Step9:

Finish:

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

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

MGR Reviews bid package

PM invites/selects vendors in the e-Builder application with relevant capabilities to bid
PM coordinates pre-bid site visit and sets bidding date

PM sends out Bid Clarifications in response to questions asked

Vendors submit bids including timeline, cost, submittals, etc

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

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

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

PM awards the bid to the selected vendor






VI Review P_M Finalize
N Bid Pack Bid Package
\ y S Invite Bidders
PM Iﬁitiates

Process

Resubmit Return

Results

———— 3» Recommend

Ready

03 — Vendor Selection | Bid Review Process (BIDVS)

Void / Cancel

Director CPC
Review Configure eB
Vendors Vendors

N Approve

Approve _ EVICRINEVISWAE Approve
Vendors

or Clarify

T

Request Clarification

PM Award
Job and
Close Bid

Director — Director, Facilities Planning

MGR — Manager, Facilities Planning

eB — e-Builder Project Management Application
CPC — Construction Project Coordinator

\4 )
Reject to
> PM
PM Review <
Void / Cancel
FP&C Action Non-FP&C Project Manager
Action Action

PM — Project Manager

LEGEND
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