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Submitting a PDC Document Request 
Login to e-Builder: 

Outside vendors: UCF Staff: 
Go to https://www.e-builder.net/  

• Login with your email and password 
Go to https://fp.ucf.edu/  

• Select yellow e-Builder tab 
• Login with your NID and NID password 

 
For requests related to established PDC projects, i.e. those with an 8-digit project number (e.g. 24053004): 
Search the project number using the All Projects search bar: 

 
 
For requests not related to established PDC projects: Type FP100 into the search bar and select File Request 
Repository. If the Repository is not visible, please contact john.settle@ucf.edu to provide the proper access. 

 
 
For either type of request: 
Go into the Processes page, then select the Start Process button on the right side of the screen: 

 
 
Select Process 14 - Document Request Form (FP100): 
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Read and acknowledge the language regarding document confidentiality: 

 
 
Fill in the remaining fields to the best of your knowledge. For UCF staff, select “UCF” from the drop-down menu under 
Requesting Business. For outside vendors, if your company is not listed in the drop-down menu, select *Other, and 
enter the full business name in the appropriate field:  

 
 
List the building(s), room(s), type of files, preferred format, and purpose for the request, in the last section:  
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If the request includes multiple buildings, just list the building numbers, do not submit multiple requests: 

 
 
  
Be sure to click the Submit button to initiate the process, which will then route to the UCF Contact for approval, then 
to the Archivist to provide the documents:  

 
 

Once the process is finished, you will receive an email notification from e-Builder that contains a link to the files. Or 
you can open the process from your home page: 

 
 

In the final step, you will download the files, then select Files Received from the drop-down menu and click Take 
Action:  

 
 

 

 

 

 

 

 

 

 


