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Process Overview | 
The 10.00 - Project Authorization (Budget Establishment ) (PA) process is typically used once in each project to establish the budget and PCS summary in 
eBuilder. This process is normally initiated by the Project Manager. Once you are completed with your initial planning and have approved funding for 
design, you need to determine the appropriate budget templated to apply, apply new budget template, then execute this process to establish the 
budget. Typically, you increase the budget based on the funding approved by the client. For Board of Curators (BOC) approved projects, the amount for 
the complete project (Design and Construction) is typically provided and will be the amount used to establish the budget for these projects.  
 
For MU Campus - You are NOT using the Client Department Leader / CFO approval steps in the workflow process, you will need to obtain approvals 
outside of eBuilder and attach the documentation to this process.   
 

PA - Workflow Details 

Description: This process is used to obtain approvals and establish the 
initial project budget. 
Actors: Project Manager, Director of PDC, Client (Requester) Approval, 
Dept. Leader, Client Fiscal Officer, CFM Fiscal Officer, UM System 
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Process Pre-Work |  
There are several steps outside of eBuilder that are required prior to initiating the process to establish the budget in eBuilder: 

1. Work with client and other resources on initial planning to determine high-level budget (Design and Construction Est.). 
2. If you use a spreadsheet to manage your PCS in conjunction with eBuilder, make sure it is up to date. 
3. If your campus is not using the client approval steps in the workflow you need to obtain approvals for funding by email. 

a. Print email or document to PDF file and save to attach later in the process.  
4. Obtain client/funding MoCode(s) and add them to the project Details Page. 
5. You need to determine what PeopleSoft Account to use and apply the appropriate Budget Template. Note: You can use reference cards in the 

reference section to help with this). Follow these steps to update the budget template: 
a. In the project navigate to Project Menu \ Details \ click on Apply Templates: 

 

 
 

6. Obtain project MoCode(s) that correspond with funding MoCode(s). Note: These are not required to establish your budget but  will be required prior to 
adding a commitment.  

 
 
 
 
 
 
 
 
 
 
 

MU Campus to 
use templates 
that start with 
*MU  
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Initiation/Start Step |  
Navigate to the Process Module of the project, select 10.00 – Project Authorization (Budget Establishment) (PA) process and click Start. Complete the 
following sections: 
 

 
 
 

This is typically Budget Establishment 

Yes or No 
Select 
appropriate 
Phase 

Attach approval documentation from 
client if required by your campus 

This can be updated later if you 
don’t have this information.  
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Copy from the Project 
Details Page 

Does the project 
meet requirements 
for UM System 
review? Yes or No. 

Note: You are required to apply the correct budget template before you can proceed. In 
your project, go to Details, Apply Templates and select and apply the appropriate Budget 
Template.  
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After completing the required fields click Submit to submit the budget establishment process. You can also Save Draft to finish later or Delete Draft 
and Cancel. 

You can add all budget 
PCS line items or just a 
few, or one at time. 

Select the PCS line 
you want to change 
and click on the 
Pencil to edit.  

Note: When establishing a new budget, the Current Budget Amount 
typically will be $0. 

Use today’s date 
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Conditionals |  
During the start step, if your selected “Yes” to Needing System Review and/or the budget request amount is greater than $600,000 the process will 
route to Director Review and the UM System Review steps.  
 
During the start step, if your selected “No” to Needing System Review and/or the budget request amount is less than $600,000 the process will bypass 
Director Review and the UM System review steps.  
 
 

-----Note: The Screen Layouts are identical for the remaining steps.----- 
Reference eBuilder page layout on page 7. 

 
 
Director Review / UM System Review Steps |  
The Director of PDC and UM System will review the information in the process, comments and attached documents. Once done and ready to move the 
process forward either can Take Action “Reviewed” to send to the next step, or  “Revise” to send back to the PM. You will be prompted and required to 
add comments if you take the “Revise” action. 
 
PM Review Step |  
The PM will review the information in the process, comments tab and any attached documents. Once done and ready to move the process forward, the 
PM will Take Action “Reviewed” to send to the next step.   
  
CFM Fiscal Officer Approval Step |  (Senior Accountant within PDC) 
The Campus Fiscal Officer will review the information in the process, comments tab, and any attached documents. Once done and ready to move the 
process forward, the Campus Fiscal Officer will Take Action “Approved” to finalize this process, or  “Revise” to send back to the PM. You will be 
prompted and required to add comments if you take the “Revise” action. 
 
Requestor (Client) / Department Leader / Client Fiscal Officer Approval Steps(MU Campus will bypass these steps in eBuilder)  
These three roles will review the information in the process, comments tab, and any attached documents. Once done and ready to move the process 
forward, they will Take Action “Approved” or “Reviewed” to move forward, or  “Revise” to send back to the PM. You will be prompted and required to 
add comments if you take the “Revise” action. 
 
 
 

 



 

7 | P a g e  
 

 
 
 
 
 
 
 

 
 



 

8 | P a g e  
 

 

                                                         
 
 
 
 
 
 

                                                       
 

  
 
 
 
 
 



 

9 | P a g e  
 

Reference|  
University of Missouri Capital and Non-Capital Account Quick Reference Cards:  
 
 
 
 
 

 

Reference Card #1  Capital vs Non-Capital  
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Reference Card #2  Capital vs Non-Capital 


