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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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e Select the Processes link

From the Processes screen
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From the Start a Process pop-up window

& Select Process - Geogle Chrome
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e-Builder &
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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
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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 YES is 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
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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
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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
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a
a
a
a
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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
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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

53

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
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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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