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Builder. & Final Completion & Project Closeout Process (FCCO) %

Process Details:

Process Description: 1. After the submission of the Final Completion & Project Closeout the
The purpose of the Final Completion & Project Closeout process will route to the PM for review.

2. The PM reviews the information and can revise back to initiator with
comment or take the reviewed action to move the process forward.

3. The Project Closeout Specialist reviews the information then takes
action to indicate the document is ready, moving the process forward.

4. Document Control uploads documentation then take action to move the

Process Participants: process to a conditional to determine Project Closeout.

1. GC Primary 5. If (Not Project Closeout) the process moves to the FSBO Support
2. GC Secondary Review. Once information is reviewed the process moves forward.
3. GC Tertiary 6. Project Admin reviews the information and once complete will take

action to approve and move the process to close.

7. If (Yes, Project Closeout) the process routes to a conditional to
determine “Final Closeout?’ If yes, the process routes to the Architect
to review and sign off on the information.

8. Authorizing Agent then reviews the information then takes action to
approve.

9. The Director reviews the information then takes action to approve and
move the process forward.

10. The BCO receives the process and then approves the process
forward.

11. AVP reviews process then approves to move it forward.
12. Accounting completes final review and approves the process to close.

13. If (Not Final Completion) the process moves to finish.
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Processes (LS00 Calendar Contacts Bidding Cost Schedule ==

Initiation of Process:

1. Click process name to open Final Completion & Project Closeout 3. Select Start Process in the process Module.

FCCO.

2. Select Processes from the Project Menu. Start Process

Project Menu

> [£] Details
E Planning
@ Forms

> % Issues

i% Processes

4. Click Final Completion & Project Closeout FCCO button.

> [ ] Documents

This pracess s used when 2 project has achieved all the technical and performance requirements set

10 - Final Completion & Project Closeout (FCCO) R
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it Documents |  Calendar Contacts Bidding Cost Schedule ==
GC Input:
1. Click process name to open Final Completion & Project Closeout e -
FCCO 0
Processes | Reports (D) ) A .
u
L test PM Review

2. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

3. Select an action and click Submit button to move process along;
possible actions are:

a. Submit — Select this action if all information is entered and
process is ready to move forward.

Start Process

Print Check Spelling Save Draft Cancel
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it Documents |  Calendar Contacts Bidding Cost Schedule Reports ==

PM Review:
1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

| |
§ FCCO -1 test

PM Review

2. Scroll to review and complete the necessary details. Required fields
will have a red asterisk (*) and the process cannot be submitted until all
required fields have been completed.

Final Completion

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Reviewed to Project Closeout Specialist — Select this action if
all information is correct and process is ready to move forward.

b. Reviseto Initiator — Select this action if after reviewing the
information entered, the process needs to get sent back to the
Initiator to make updates. Comments will be required upon taking
this action

10 - Final Completion & Project Closeout Delete Instance Workflow Override | | All Fields View
(FCCO) -1 Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel
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Projects Forms

Processes Documents Calendar

7

Contacts Bidding Cost Schedule ==

Initiator Revise:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review comments by selecting the Comments tab.

Details | Comments (1) | Attached © | Attached To (@)

Request Comment || Comment

Request Comment || Comment

Final Completion

3. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

10 - Final Completion & Project Closeout Delete Instance Workflow Override | Al Fields View

(FCCO) -1 Instructions

I -- Please select an action -- ¥ || Take Action I Check Spelling Print Copy Delegate Save Cancel

4. Select an action and click Take Action button to move process along;
possible actions to take are:

a. Resubmit — Take this action once all comments have been
addressed and all information in the process has been updated
accordingly.

b. Void — Process is no longer needed and routes to finish in a Void
status.
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Calendar Contacts Bidding Cost Schedule ==

Processes Documents

7

Project Closeout Specialist Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the following information:

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Documents Ready — Select this action if all information is entered
and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance Workflow Override | | All Fields View
(FCCO) -1 Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel
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Projects Forms

Processes Documents Calendar

Schedule

Contacts Bidding Cost

Document Control Upload:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

M Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been

completed.
fedling Fstructions:
1. if wwng the Redline tool on ciick the Redling file nama.
 Once & h the fike the screen, click the o start ing up the file.

3. Whan complete. cick the Annotate dhop down menu and select Save
4. Give the anmataticn layer a rams and cick .
5 Chase the windom,
Mk with 3 numbes nexs 15 the word “Redline” - For examyple, Badlin (1] 1o denate thers is anly 1 layer of markups.

1. Chek o “Frecline (X1

2. Chek on the Annatate drop down menu and select OPEN

3. Chek on the checkbon nest 1o the markup ble yesl wish 1o view lram the kst
1 you wish b mark up the existing Se. you can do 6.

® It you wish 1o 59w the markup créo the easting file, chck SAVE.
= 1F o with 16 sive the mikup eto ancther Liyer, chek SAVT AT, name the rew Ly, then clhek 0K

Cortractor - b Ths & Fir

P14+ ks This 4 Firal Completion®

‘Commitment Involce Detalls

Status: Deatt

* Commament: Select a commilment x
* irwoice Number: Company/Contact
* Diate Racaivad t200201e | BT 102082015 Dt Dt =

Thit is 3 retainags release:

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Confirmed & Uploaded — Select this action if all information is
entered and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance Workflow Override | Al Fields View

(FCCO) -1 Instructions

-- Please select an action -- ¥ || Take Action Check Spelling Print Copy Delegate Save Cancel
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Projects Forms

Processes Documents Calendar

Contacts Bidding Cost Schedule

FSBO Support Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and

the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the fte name.

2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the o e you mish bo viewr it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

Ceetragtor - 1s Thes & Feal Completin
Bl < 1 This @ Firul Completion
‘Commitment Involce Detalls
Status Deaft
* Commitment: Select a commitment

* irwoice Number: Company/Cortact:

“oaterecened | p209.2018 [ (20820181 Gate Bue: =

This i 3 redEnags reiease:

3. Select an action and click Take Action button to move process along;

possible actions are:

a. Forward to Project Admin — Select this action if all information is
entered and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance
(FCCO) - 1

Workflow Override All Fields View

Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel
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Projects Forms

Processes Documents Calendar

Contacts Bidding Cost Schedule

Project Admin Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and

the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the fte name.

2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the o e you mish bo viewr it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

Ceetragtor - 1s Thes & Feal Completin
Bl < 1 This @ Firul Completion
‘Commitment Involce Detalls
Status Deaft
* Commitment: Select a commitment

* irwoice Number: Company/Cortact:

“oaterecened | p209.2018 [ (20820181 Gate Bue: =

This i 3 redEnags reiease:

3. Select an action and click Take Action button to move process along;

possible actions are:

a. Approve Closeout— Select this action if all information is entered
and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance
(FCCO) - 1

Workflow Override All Fields View

Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel

11
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Projects Forms it Documents |  Calendar Contacts Bidding Cost Schedule

Architect Review and Sign-Off:

L Eg%(grocess name to open Final Completion & Project Closeout 3. Select an action and click Take Action button to move process along;

Processes | Reports (0) pOSSible actions are:

a. Approve to Authorizing Agent— Select this action if all
information is entered and process is ready to move forward.

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been

completed.
Rediine instructions:
1. f png the Recline click the file name. 10 - Final Comp|etion & Project Closeout Delete Instance Workflow Override | All Fields View
2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3, Whan complete, click the Annatate drop down menu and select Save (FCCO) -1 Instructions
AL Give the arnatation lryer & name and clizk K,
5 Chase the window,
Marky be dancind with & rumber et b the word “Reding” - For Retline (1) 1o derote 1 laper of markups. Take Action Check Spelling Print Copy Delegate Save Cancel
1. Chick o “Recline (X]°
2 Chck on the Annotate drop down manu and selrct OFEN
3. Clck o the chect 1o the p e you mish b view b it

1 youi wish b mark up the existing e, you can do 3.

= i he ¥ luyer, chck SAVT A Ly, than clck O

Zerdractor - 1 Thes & Feral Completion

B4« 18 This 4 Fral Completion?

‘Commitment Involce Detalls

Status: Draft
* Commitmens: Select a commitment
* irwoice Number: Company/Certact
* Date Raceived: o2002018 [ (029820181 Date Due: =

This i 3 redEnags reiease:

12



Builder. & Final Completion & Project Closeout Process (FCCO)

Projects Forms it Documents |  Calendar Contacts Bidding Cost Schedule

Authorizing Agent Review:

1. Click process name to open Final Completion & Project Closeout

FCCO 3. Select an action and click Take Action button to move process along;

Processes | Reports (0) pOSSible actions are:

a. Approve to Director— Select this action if all information is
entered and process is ready to move forward.

W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been

completed.
Rediine instructions:
1. f png the Recline click the file name. 10 - Final Comp|etion & Project Closeout Delete Instance Workflow Override | All Fields View
2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3, Whan complete, click the Annatate drop down menu and select Save (FCCO) -1 Instructions
AL Give the arnatation lryer & name and clizk K,
5 Chase the window,
Marky be dancind with & rumber et b the word “Reding” - For Retline (1) 1o derote 1 laper of markups. Take Action Check Spelling Print Copy Delegate Save Cancel
1. Chick o “Recline (X]°
2 Chck on the Annotate drop down manu and selrct OFEN
3. Clck o the chect 1o the p e you mish b view b it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

B4« 18 This 4 Fral Completion?

‘Commitment Involce Detalls

Status Deaft
* Commitment: Select a commitment
* irwoice Number: Company/Certact
* Diate Racsved: p20020te | [ 1020820181 Date Gue: o

This i 3 redEnags reiease:

13
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Projects Forms

Processes Documents Calendar

Contacts Bidding Cost Schedule

Director Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and

the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the fte name.

2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the o e you mish bo viewr it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

Ceetragtor - 1s Thes & Feal Completin
Bl < 1 This @ Firul Completion
‘Commitment Involce Detalls
Status Deaft
* Commitment: Select a commitment

* irwoice Number: Company/Cortact:

“oaterecened | p209.2018 [ (20820181 Gate Bue: =

This i 3 redEnags reiease:

3. Select an action and click Take Action button to move process along;

possible actions are:

a. Approve to BCO- Select this action if all information is entered
and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance
(FCCO) - 1

Workflow Override All Fields View

Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel

14



Builder. & Final Completion & Project Closeout Process (FCCO)

Projects Forms

Processes Documents Calendar

Contacts Bidding Cost Schedule

BCO Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and

the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the fte name.

2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the o e you mish bo viewr it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

Ceetragtor - 1s Thes & Feal Completin
Bl < 1 This @ Firul Completion
‘Commitment Involce Detalls
Status Deaft
* Commitment: Select a commitment

* irwoice Number: Company/Cortact:

“oaterecened | p209.2018 [ (20820181 Gate Bue: =

This i 3 redEnags reiease:

3. Select an action and click Take Action button to move process along;

possible actions are:

a. Approve to AVP- Select this action if all information is entered
and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance
(FCCO) - 1

Workflow Override All Fields View

Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel

15



Builder. & Final Completion & Project Closeout Process (FCCO)

Projects Forms

Processes Documents Calendar

Contacts Bidding Cost Schedule

AVP Review:

1. Click process name to open Final Completion & Project Closeout
FCCO.

Processes | Reports (0)

L |
W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and

the process cannot be submitted until all required fields have been
completed.

Medline instructions:

1. 1t upng the Reciine chick the fte name.

2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3. Whan complete, click the Annotate drop down meny and select Save

A Giva the snnotaticn tiyer & name ard click OK.

5. Cherse the window,
Mari b dencied with & rumber et to the word “Reding” - For ‘Bedline (1) to dencte ¥ layer of markups.
1. Chick o “Recline (X]°
2 Chck o the Annakate drop doven menu and selct QPEN
3. Clck o the chect 2 the o e you mish bo viewr it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

Ceetragtor - 1s Thes & Feal Completin
Bl < 1 This @ Firul Completion
‘Commitment Involce Detalls
Status Deaft
* Commitment: Select a commitment

* irwoice Number: Company/Cortact:

“oaterecened | p209.2018 [ (20820181 Gate Bue: =

This i 3 redEnags reiease:

3. Select an action and click Take Action button to move process along;

possible actions are:

a. Approve to Accounting— Select this action if all information is
entered and process is ready to move forward.

10 - Final Completion & Project Closeout Delete Instance
(FCCO) - 1

Workflow Override All Fields View

Instructions

Take Action Check Spelling Print Copy Delegate Save Cancel

16



Builder. & Final Completion & Project Closeout Process (FCCO)

Projects Forms it Documents |  Calendar Contacts Bidding Cost Schedule

Accounting Final Review:

1. Click process name to open Final Completion & Project Closeout

FCCO 3. Select an action and click Take Action button to move process along;

Processes | Reports (0) pOSSible actions are:

a. Final Payment Confirmed— Select this action if all information is
entered and process is ready to move forward.

W Fcco -1 test PM Review

2. Review the information, Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been

completed.
Rediine instructions:
1. f png the Recline click the file name. 10 - Final Comp|etion & Project Closeout Delete Instance Workflow Override | All Fields View
2 Once the rew windcw appears with the file conterd on the screen, click the Annctate buflon 1o start misking up the fle,
3, Whan complete, click the Annatate drop down menu and select Save (FCCO) -1 Instructions
AL Give the arnatation lryer & name and clizk K,
5 Chase the window,
Marky be dancind with & rumber et b the word “Reding” - For Retline (1) 1o derote 1 laper of markups. Take Action Check Spelling Print Copy Delegate Save Cancel
1. Chick o “Recline (X]°
2 Chck on the Annotate drop down manu and selrct OFEN
3. Clck o the chect 1o the p e you mish b view b it

1 youi wish b mark up the existing e, you can do 3.

it the eutsting Sle. chick SAVE
= i he ¥ luyer, chck SAVT A Ly, than clck O

B4« 18 This 4 Fral Completion?

‘Commitment Involce Detalls

Status Deaft
* Commitment: Select a commitment
* irwoice Number: Company/Certact
* Diate Racsved: p20020te | [ 1020820181 Date Gue: o

This i 3 redEnags reiease:

17
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Accept -- Please select an action -- ¥ Check Spelling Print Delegate Save Cancel
Project: ] ! Training Project = Project Number. 6 1111111111
Process Document: 2 CO-1 Overall Due Date: {

Show History | Current Actors
Current Workflow Step: 3 Procurement Review C Show Workflow Diagram Step Due Date: 8
Subject: 4 O Initiated on 9/22/2016 6:57:35 PM

Status: 5 Submitted

Process Description:
Each time you open a process to perform your function within a project, you will see the Process Header. The process header contains information
that can help you identify where you are within a process, within a project.
1. Project: Project Name
2. Process Document: The process instance
e Show History: Will display a historical list of actions taken within this process instance
e Current Actors: Will display a list of actors responsible for the process in its current step
3. Current Workflow Step: The name of the current step

» Show Workflow Diagram: Will display the workflow diagram, highlighting the current step where this instance is with a blue frame

Subject: Displays the specific process instance subject
Status: Displays the process’ current status
Project Number: Displays the project number

Overall Due Date: Date the process needs to be completed by (If applicable)

© N o g &

Step Due Date: Date this step in the process needs to be completed by (If applicable)

18



Builder & Support Information

ﬂ Dashboard Projects Forms Processes (LS00 Calendar

Contacts Bidding Cost

Support:

Notes and Comments:

Announcements -

To contact e-Builder Support
Please call (888) 288-5717 or email
support@e-builder.net. Thank you!
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