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Important Terms

Terms Descriptions
Account Level Role Roles, when added to, that will automatically be assumed when added as a participant to a project. Also see Project Level Roles.

Commitment Refers to money obligated to a consultant or contractor in eBuilder. (i.e.: Agreements, Contracts, POs, etc.)

Controlling Process The process through which cost has been implemented into the system. This is only displayed for cost-enabled processes.

Cost-enabled Process A process that integrates with cost items such as the budget and commitments.  

Initiator A user who can start (initiate ) a workflow process instance. 

Mail Merge A step in a process that will merge data with a template to create documents such as agreements, contracts, NTPs, etc.

Project Level Roles Roles that are configured and managed at the project. Also see Account Level Roles.

Process Instance This provides insight to the process current state. Accessed by clicking into the process link. 

Project Participants A subcategory of Project Details that allows you to view participants and their roles on the project. 

Spawned A process step that initiates another process.

Take Action Selecting and using the “Take Action” button in a process instance. 



Important Concepts

• 98.5% of the interaction with the project budget will be done through processes 
• You can only initiate a processes through a project
• Processes can be initiated and acted on by internal and external users with the correct permissions
• Processes will automatically place attachments in the correct folder in the Document Module
• A SPAWNED process will initiate a new process in draft mode and will require an actor to submit it
• In eBuilder a child projects are not required for multiple construction contracts
• eBuilder uses financial controls that prevent you from going over budget or over commitment

Continued



Processes are Core to eBuilder

Budgets

Commitments

Actuals

2. Commitments in eBuilder are 
equivalent to Agreements, Contracts, 
Work Orders, etc. This is the amount 
of money obligated to the vendor. 

3. Actuals are invoices, pay 
applications, etc., in eBuilder. Once 
invoices are paid, they will show up as 
actuals. Invoices are submitted through 
a process. 

1. Budget is the amount you expect to 
spend. This is the first financial item 
you create on a project in eBuilder. 
Budgets are required to be approved  
before commitments can be added to 
your project.

Note: Processes provide the functionality necessary to 
accomplish these three core aspects of eBuilder. Whether you are 
creating a budget, commitment or paying invoices you ultimately 
utilize the Process Module to do this work.

Important Concepts - Continued



PCS/Commitments/Invoices

Establish SOVs Actuals 
(Invoices)

Commitments
(Agreements, Contracts, PO’s)

Budget – PCS Summary

Design Services
$1 M

Construction
$5M

FF&E
$500K

Project Contingency
$1.5M

Design Services
$500K

Design Services
Amendments

Construction (Base Bid)
$5M

Change Orders

Equip Purchase
$500K

AE Invoice #1

AE Invoice #2

AE Invoice #3

Pay App #1

Pay App #2

SOV #1

SOV #2
SOV #3

SOV #4

SOV #5

eBuilder Cost Module Configuration with Established SOVs

Budget Controls Commitment Controls SOV Controls

Purchase Order #1

If you establish SOVs 
Cost controls will not 
allow Invoices to 
exceed SOV line-item 
amounts.

Net $0 Dollar 
Budget Change 

Does not require 
approval.

Cost Controls
 Will prohibit 
commitments 

from exceeding 
the budget and 

invoices from 
exceeding  

commitments.

(Optional)

Important Concepts - Continued



PCS Updates

Initiate Planning Design Construction Closeout

NPR Approve Initial Budget*

Project Manager Construction Project Manager

Select PCS 
inquiry only 

budget 
template

Select correct 
PS Acct. budget 

template & 
update PCS 
summary

Start draft of 
PCS in Excel 

template

Request Client 
approval for Design 

Phase

DD
Review

Execute Contracts as needed

Execute Change Orders as needed

Establish SOVs

Note: Budget changes requiring additional funding requires client approval.

SD 
Review

Important Concepts - Continued

CD
Review

Interaction with eBuilder Cost Module-  budget establishment, commitments, change orders, invoices, etc.

Award Bid 
and execute 
Contract(s)

Execute 
agreement(s)

Execute 
amendment(s)

Award Bid 
and execute 
contract(s)

Execute 
agreement(s)

Establish 
SOV(s)

Update PCS Summary in Excel -  budget information, agreements/contracts change orders, invoices, etc.

Execute Change 
Order(s)

Execute 
amendment(s)

Execute Amendments as needed

Pay Invoices

Execute Agreements as needed

Update
Budget for 

Design 
Phase

Request 
Funding for 

Const

Bid

eBuilder
Processes



Cost Summary

Get access to your projects 
Budget Details, Commitments 
and Invoices using these 
subcategories

Change view by selecting 
Layout and Group By

PeopleSoft account number and 
PCS line items



Budget Details

Note: The Budget Changes tab will provide insight into all  budget related processes, ongoing and approved for your project. 

Budget Tabs with 
Additional Information

Budget Status 
and Cost Control 
Information

Allows eBuilder to apply actuals 
directly to this line item



Commitments (Agreements\Contracts)

Note: Clicking into a  Commitment link will give you access to Commitment Details 
that will include a list of any line items and any associated changes or amendments.

Clicking on the commitment will 
provide additional details for 
each amendment or contract.

Commitment Filter

Current Commitment 
Amount



Actual Costs (Invoices)

Note: Clicking the headers of the grid above will sort the data. This is 
especially useful when you’d like to sort by  Companies as an example.

Clicking on invoice link to see 
additional details.

Invoice Filter

Invoice 
Status 
and 
Amount

Commitment 
Invoices

General 
Invoices



Processes that Interact with the Cost Module

Project Lifecycle Steps eBuilder Processes
1 Project Initiation 01.00 - NPR (Unless you know the full scope, select PCS Inquiry only budget template)

2 After Initial Planning / Meeting with Client on funding, determine PS 
Account, apply appropriate Budget Template, establish budget and 
obtain project MoCode

Project Details\Apply Templates: Select budget templates that start with *MU…..
10.00 – Project Authorization(Budget Establishment): initial budget approval

3 Engage Consultants 20.10 – SCA, 20.30 – GCA, 20.50 – GEA, 20.60 – LSA, 10.20 - WA

4 Pay Invoices 70.00- Invoice Approval: Consultants will use the process to submit invoices

5 Amendments 30.15 – Change Order/Amendment Request

6 Budget Change that Requires Additional Funding 10.05 – Project Budget Re-Allocation/Change: To acquire more funding for budget

7 Advertise for Bid and Award Bid Module (create bid package during design to advertise) 

8 Engage Contractors 30.10 – DBB, 30.30 – CMR, 30.40 - MCA WA, 10.20 – WA

9 Establish SOVs 10.50 – Schedule of Values

10 Pay Invoices 70.00- Invoice Approval: Contractors will use the process to submit invoices

11 Net $0 Dollar Change to a Budget (PCS item to another) 10.05 – Project Budget Re-Allocation/Change 

12 Change Orders 30.15 – Change Order/Amendment Request



Process Key

Process Key
Rectangle: Data Entry, Ball in Court, requires 
action by a user.

Diamond: eBuilder processing an automatic 
condition to route the process.

Rectangle w/Double Lines: Automatically starts 
another process.

Oval: Represents the mail merge of data with a 
template to create a document (Agreements, 
Contracts, et.).

Arrows: Actions that can be taken from each 
step. 



01.00 – New Project Request

Continued

NPR - Workflow Details
Description: This process can be initiated either 
internally or externally (Public Enabled) to request a 
construction project in e-Builder. This process is to be 
used for all project requests regardless of size or cost.

Actors: Director of PDC, Agreement Admin, Project 
Manager



01.00 – New Project Request

Process Steps Roles Page Layout Sections
1 Start Agreement Admin 1. Upon receiving the PRF, the Agreement Admin will navigate to the portal to complete the project request.

2. Complete the required sections:
a. Requester/Client Information
b. Description of Work (attach supporting documentation related to the project request)
c. User Creation

Click on “Submit” button to initiate the New Project Request or “Save Draft” button to save and work later. 

2 Campus? Conditional Route to appropriate campus based on what was entered in the new project request. 

3 Assignor Vets Request Director, PDC 1. Review request as you normally have done in the past.
2. Complete any additional information on request. 
Take Action:  “Reviewed.” You will have an option to add notes for the next step -  Administrative Update.

4 Administrative Update (MU) Agreement Admin Project Details Section – Project Name, Project Number, Project Status, etc. 
Take Action: “Updated”  choose the PM the project is assigned to. “Revise” will send back to the Director in the 
Assignor Vets Request Step.

5 PM Reviews Request Project Manager Complete required fields.
Take Action: “Create Project” to create the new project and finish the process. “ Revise” will send back to 
Administrative Update Step.

5 SPAWN PCG Automated Step Creates project and updates Project Details with information provided during this process and applies the templates 
that were selected.

Continued



10.00 – Project Authorization (Budget Establishment)

Continued

PA - Workflow Details
Description: This process is used to obtain approvals 
and establish the initial project budget.

Actors: Project Manager, Director of PDC, CFM Fiscal 
Officer, UM System

Note: You need to determine what PS account to use and apply the 
appropriate budget template before starting this process.

Capital vs. Non-Capital Improvements Reference Card

To add Budget Template - Go to your project, click on Details, then 
click on Apply Templates, select the Budget Template and then click 
Apply Templates.

*MU - Send standard email template to the client to requesting approval. This will happen 
outside of eBuilder but save as a PDF and add to this process.

Note: The CFM Fiscal Officer role is the 
senior accountant for each campus PDC. 

https://collaborate.umsystem.edu/sites/fpd/public/docs/Capital-Noncap-Reference-Card_Combined.pdf?d=wf8faca31716f43b5a9ca2a686b3caee1


Process Steps Roles Page Layout Sections
0 Pre-work PM 1. Work with client and other resources on initial planning to determine high-level budget (Design and Construction Est.)

2. Send regular email template request for funding approval / print email to PDF and save.
3. Start this process and attach email response from client for documentation. 

1 Start Process PM 1. Complete the required fields in the following sections:
1. Authorization Type 
2. Approval Authorization
3. Project Information
4. Budget Change Items

Click on “Submit” button to initiate the New Project Request or click “Save Draft” button to save and work later. 

2 Budget > $600K Conditional If the budget request is greater than $600,000 it will route to the PDC Director and FPD for review.

3 PM Review PM Review all sections.
Take Action  “Reviewed” to move to the CFM Fiscal Officer Approval Step or “Revise” to send back to the Initiator Step.

4 CFM Fiscal Officer Approval Campus Fiscal 
Officer

Review all sections.
Take Action -  “Approved”  to update the budget PCS summary or “Revise” will send back to the Initiator Step. 

5 Finish Automated This process is now complete, and the budget PCS summary will be updated.

Continued

10.00 – Project Authorization (Budget Establishment)

Note: The CFM Fiscal Officer role is the senior accountant for each campus PDC. 



20.10 – Standard Consultant Agreement

Continued

All Agreements Types
SCA Standard Consultant Agreement 

GCA General Consultant Agreement

LSA Land Surveyor Agreement

GCA Geotechnical Engineer Agreement

SCA- Workflow Details
Description: This Process is used to create and route Standard Consultant Agreement 
for review and approval/signatures. 

Actors: Project Manager, Contract Admin, Accounting, Director of PDC, Campus 
Contracting Officer, UM System (FPD Review / Director), Consultant



Continued

20.10 – Standard Consultant Agreement

Process Steps Roles Page Layout Sections
0 Pre-work PM Request proposal and required insurance information from consultant. 

1 Start Process PM 1. Commitment Details
2. Commitment Others 
3. Commitment Custom Fields 
4. Commitment Items

Using the Add New Commitment Item – add necessary PCS line items
5. Contract Documentation: Complete the Project Manager information section and attach the proposal
6. Consultant Information:  Complete using information from the Agreement Proposal
7. Project Schedule and Scope
8. Required Visits
9. Consultant’s Reimbursable Expense Schedule
Take Action “Submit” to send to the next step in the workflow or “Save Draft” to complete later.

2 Amount Null? Conditional “Yes” will return process back to the Initiator to complete the Commitment Items section.
“No” will send to the next step.

3 Uncontrolled? Conditional “Yes” will return process back to the Initiator to change the Commitment Control to “Controlled by Commitment Item.”
“No” will send to the next step.

4 Contract Admin Review Agreement 
Admin

Review all information in the page layout and update if needed.
1. Agreement Documentation – Complete the insurance sections and ensure the Certificate is attached.
2. Consultant's Hourly Rate Schedule
3. Supplier Diversity Participation
Take Action “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator Review 
step (Project Manager) to revise. 

Note: This is same information you enter 
into the Agreement Request Form. 



Continued

20.10 – Standard Consultant Agreement

Process Steps Roles Page Layout Sections
5 Accounting Review Account/BSS Commitment Items: Review and add/correct project MoCodes

Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator Review step 
(Project Manager) to revise. 

6 Docs Already Signed? Conditional Only used when moving a project from another system to eBuilder. 

7 Director Review Director Review Standard Consultant Agreement
Take Action “Reviewed” to send to the next step in the workflow or “PM Revise” to send it back to the Initiator Revise step 
(Project Manager) to revise. 

8 Mail Merge Automated This step will merge process data with the SCA template and create the Standard Consultant Agreement and attach it to the 
process for the next review step.

9 AE Signing Limits Conditional Does the Standard Consultant Agreement Require UM System Approval?
“Yes” will route to FPD
“No” will route to Campus Contracting Officer

10 Contracting Officer 
Campus Review

Contracting Officer - 
Campus

Review Standard Consultant Agreement
Take Action “Approve” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator Revise 
step (Project Manager) to revise. 

11 Contract Admin: 
Agreement Routing

Agreement Admin Prepare DocuSign / Adobe Sign and route to Consultant for signatures
Take Action “Inside eBuilder” to forward to the consultant for execution. You will select the Consultant's name for routing. If 
you need to make edits to the standard SCA template, you will Take Action “Outside Sign.” 

Contact eBuilder Administrator for help with exceptions to the regular process. 



Continued

20.10 – Standard Consultant Agreement

Process Steps Roles Page Layout Sections
12 Consultant Final 

Execution 
Consultant – 
Agreement Execution

Consultant will review and execute. 
Take Action “DocuSign” to send to the next step in the workflow, or “Revise” to send it back to the Initiator Review step 
(Project Manager) to revise, or “Reassign” to send back to the Contract Admin to update the consultant.  

13 AE Signing Limits? Conditional Does the Standard Consultant Agreement Require UM System Approval?
“Yes” will route to FPD
“No” will route to Campus Contracting Officer

14 Campus Execution Contracting Officer - 
Campus

Apply electronic signature to SCA. 
Take Action “DocuSign” to send to the next step in the workflow

15 Spawn the 
Commitment 
Approval Process

Automated This step will merge process data with the SCA template and create the Standard Consultant Agreement and attach it to the 
process for the next review step.

16 Status Change Conditional Updates the SCA process status to “Void.”

17 Finish Automated Completed.



70.00 – Invoice Approval

Continued

INV - Workflow Details
Description: The process can be initiated by the Consultant or Contractor to request payment. The process is routed to 
specific internal roles or actors to review and approve the invoice.

Actors: PM, Contract Admin, CPM Accounting, Director of PDC, Campus Contracting Officer, UM System (FPD Review / 
Director), Consultant and Contractor



Continued

70.00 – Invoice Approval

Process Steps Roles Page Layout Sections
1 Start/Initiate Vendors Invoices are submitted through eBuilder by consultants and contractors. They will initiate the process, select their 

commitment and line items they are billing against, attach a copy of their invoice and click “Submit.” 

2 Amount Null? Conditional If the amount  is null, the invoice will be returned to the Initiator step with an error message to correct. 

3 Invoice ID Unique? Conditional If the invoice ID is already in use, the invoice will be returned to the Initiator step with an error message to correct.

4 Construction Contract? Conditional “No” route Agreement Commitment type.
“Yes” route Construction Commitment type.

Agreement Invoice

5 Agreement Insurance 
Expired?

Conditional “Yes” route to Payment Hold Step for Agreement Administrator to update insurance.
“No” route to Project Status Construction? conditional.

6 Project Status 
Construction?

Conditional “Yes” route to CPM. 
“No” route to PM.

7 PM Review Step PM PM reviews attached invoice and compares it to the information entered in the process page layout.

Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

7.5 CPM Review Step CPM CPM reviews attached invoice and compares it to the information entered in the process page layout.

Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

8 Accounting/BSS Review Accounting/BSS Verify the appropriate MoCode has been applied.

Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator to revise. 

Note: If the Project Status is Construction or Construction Close, 
invoice is routed to the CPM first then to the PM for review.



Continued

70.00 – Invoice Approval

Process Steps Roles Page Layout Sections
9 Assoc. Director of Const 

Review
Construction 
Director

Reviews attached invoice and compares it to the information entered in the process page layout.

Take Action “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

10 Campus Fiscal Officer I? Conditional “Yes” will route the final approval Campus Fiscal Officer II for review.
“No” will route the final approval Campus Fiscal Officer I for review.

11 Fiscal Officer Review I or II Conditional “Yes” will return process back to the Initiator to complete the Commitment Items section.
“No” will send to the next step.

Take Action “Approved” to send to Integration Hold or “Revise” to send it back to the Initiator. 

12 Integration Hold Automated This step will send payment information to People Soft. Once payment is queued, People Soft will send a journal entry back to 
eBuilder. 

13 Finish Automated Changes process status to “Complete”

Construction Invoice

14 Work Authorization? Conditional “Yes” will route to Final Payment ? (Conditional Step).
“No” will route to Construction Insurance Expired? (Conditional Step).

15 Final Payment? Conditional “Yes” will route to CPM verifies PRCLO Complete. 
“No” will route to Step 6 - Project Status Construction? (Conditional Step).

16 CPM verifies PRCLO 
Complete

CPM Will verify project close out is complete. Need to hold final payment until this step is completed by the GC.

Take Action “PRCLO Complete” to move forward in the approval process or “Revise” to send it back to the Initiator. 



10.05 – Project Budget Re-Allocation/Change

Continued

PABC - Workflow Details
Description: This process is used to reallocate budget PCS 
line items or increase/decrease the existing budget. If 
reallocating budget line items resulting in a net $0 change 
in the budget, the initiator can submit process without any 
additional approvals.

Actors: Project Manager, Director of PDC, and CFM Fiscal 
Officer

Note: Determine first if you need to increase the budget or if you are 
re-allocating funds between PCS line items. 

MU - Send standard email template to the client requesting approval. 
This will happen outside of eBuilder prior to initiating this process. 
Save as a PDF to add during the initiation step.



Process Steps Roles Page Layout Sections
0 Pre-work PM 1. If needed, work with client and other resources to obtain approval on budget increase.

2. Send regular email template request for funding approval / print email to PDF and save.
3. Start this process and attach email response from client for documentation. 

1 Start Process PM 1. Complete the required fields in the following sections:
1. Authorization Type 
2. Approval Authorization
3. Project Information
4. Budget Change Items

Click on “Submit” button to initiate the New Project Request or click “Save Draft” button to save and work later. 

2 $0 Re-Allocation Conditional Does not require any approvals if the net change is $0.

3 PIF Required? Conditional Budget change require System Review?  See Table in the Reference Section. 

4 Budget > $600K Conditional If the budget request is greater than $600,000 it will route to the PDC Director for review.

5 PM Review PM Review all sections.
Take Action  “Reviewed” to move to the CFM Fiscal Officer Approval Step or “Revise” to send back to the Initiator Step.

6 Director Director Review all sections.
Take Action  “Reviewed” to move to the CFM Fiscal Officer Approval Step or “Revise” to send back to the Initiator Step.

7 UM System Review Director of FPD Review all sections.
Take Action  “Reviewed” to move to the CFM Fiscal Officer Approval Step or “Revise” to send back to the Initiator Step.

6 CFM Fiscal Officer Approval Campus Fiscal 
Officer

Review all sections.
Take Action -  “Approved”  to update the budget PCS summary or “Revise” will send back to the Initiator Step. 

7 Finish Automated This process is now complete, and the budget PCS summary will be updated.

Continued

10.05 – Project Budget Re-Allocation/Change

Note: The CFM Fiscal Officer role is the senior accountant for each campus PDC. 



30.15 – Change Order / Amendment Request

Continued

COAR- Workflow Details (Agreements)
Description: Process can be initiated by the Project Team to route Contract 
Changes/Amendments for review, approval and final execution.

Actors: Project Manager, Contract Admin, Accounting, Director of PDC, Campus 
Contracting Officer, UM System (FPD Review / Director), Consultant



Continued

30.15 – Change Order / Amendment Request
Process Steps Roles Page Layout Sections
1 Start/Initiate PM/CPM/Agreement 

Admin/Contract 
Admin

Complete the required fields in the following sections of the start page layout:
1. Change Order/Amendment Request Details
2. Commitment Change Details
Once completed, click “Submit.” 

2 SOV? Conditional “Yes” route to Integration Hold step. (When establishing SOVs, COAR process is required to update People Soft)
“No” route to CMR?. (Conditional Step)

3 CMR? Conditional “Yes” route to  Accounting Review for CMR Step.
“No” route to CMR (SOV $0 Change)?

4 Construction 
Contract?

Conditional “No” route Agreement Commitment type.
“Yes” route Construction Commitment type.

Commitment Type = Agreement (Amendment Request)

5 PM Review PM Review attached proposal and compare it to the information entered in the process page layout. If the PM initiated the 
COAR, this will be a cursory review. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 

6 Contract Admin Agreement Admin Review attached proposal and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 

7 Director Review Director Review attached proposal and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 

8 Accounting/BSS 
Review

Accounting/BSS Verify the appropriate MoCode has been applied.
Take Action: “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator to revise. 

9 Mail Merge Automated This step will merge process data with the Agreement Amendment template and create the Amendment Request and 
attach it to the process for the next review step. 

10 Finish Automated Project status changed to Approve.

Note: The commitment type selected will determine if this is a 
Change Order or an Amendment Request.



Continued

30.15 – Change Order/Amendment Request

Process Steps Roles Page Layout Sections
10 System Review? Conditional “Yes” route to Campus Contracting Officer, then FPD Review and then UM System Review steps.

“No” route to Contracting Officer Campus Review step.

11 Contracting Officer 
Campus Review 

Contracting Officer - 
Campus

Review attached Amendment Request and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send back to the Initiator

12 Contract Admin: 
Amendment Routing

Agreement Admin Prepare for DocuSign and route to Consultant.
Take Action: “Inside eBuilder” to prepare and route for signatures, “Outside eBuilder” if required to execute amendment 
outside of eBuilder or make edits to template, or “Revise Request” to send back to the Initiator. 

13 Consultant Execution Consultant Review and sign, route back to reassign, or cancel.
“Reassign” to have the contract admin to send to someone different in their office, or “Cancelled” to cancel the 
amendment. 

14 Signing Limits? Conditional “Yes” route to Campus Contracting Officer, then FPD Review and then UM System Review steps.
“No” route to Contracting Officer Campus Review step.

15 UM System/Campus 
Execution

Director of FPD,
Contracting Officer - 
campus

Take Action: “DocuSign” to execute.

16 DocuSign Mail Merge Automated step that will email executed copy to the Consultant.

17 Integration Hold Automated This step will send commitment amendment information to People Soft. 

13 Finish Automated Changes process status to “Complete”



30.15 – Change Order / Amendment Request

Continued

COAR- Workflow Details (Contracts)
Description: Process can be initiated by the Project Team to route Contract 
Changes/Amendments for review, approval and final execution.

Actors: Project Manager, Contract Admin, Accounting, Director of PDC, Campus 
Contracting Officer, UM System (FPD Review / Director), Contractor



Continued

30.15 – Change Order / Amendment Request

Process Steps Roles Page Layout Sections
1 Start/Initiate PM/CPM/Agreement 

Admin/Contract 
Admin

Complete the required fields in the following sections of the start page layout:
1. Change Order/Amendment Request Details
2. Commitment Change Details
Once completed, click “Submit.” 

2 SOV? Conditional “Yes” route to Integration Hold step. (When establishing SOVs, COAR process is required to update People Soft)
“No” route to CMR? (Conditional Step)

3 CMR? Conditional “Yes” route to  Accounting Review for CMR Step.
“No” route to CMR (SOV $0 Change)?

4 Construction 
Contract?

Conditional “No” route Agreement Commitment type.
“Yes” route Construction Commitment type.

Commitment Type = Contract (Change Order)

5 Allowance? Conditional “Yes” route to  CPM Review Construction (Allowance)
“No” route to  CPM Review (Const.) Allows the CPM to include the GC in the workflow.

6 CO > $5K Conditional “Yes” route to Manual Calculation CO > $5K
“No” route to PM Review/Review (Const.)

7 Manual Calculation 
CO > $5K

CS Manual Review Perform manual calculations to ensure the change order is correct. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

8 PM Review/Review 
(Const.)

PM Review attached proposal and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 

9 Mail Merge Change 
Order

Automated This step will merge process data with the Change Order template and create the Change Order and attach it to the 
process for the next review step. 

Note: The commitment type selected will determine if this is a 
Change Order or an Amendment Request.



Continued

30.15 – Change Order/Amendment Request

Process Steps Roles Page Layout Sections
10 Construction Director 

Review / Approval
Construction Director Review attached proposed Change Order and compare it to the information entered in the process page layout. 

Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the 
Initiator. 

11 UM System Approval? Conditional “Yes” route to Campus Contracting Officer, then FPD Review and then UM System Review steps.
“No” route to Contracting Officer Campus Review step.

12 Cont. Office Campus Review 
and System Review (Const.)

Contracting Officer – 
campus and Director of FPD

Review attached proposed Change Order. 
Take Action: “DocuSign” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

13 Contract Admin: 
Amendment Routing

Agreement Admin Prepare for DocuSign and route to Consultant.
Take Action: “Inside eBuilder” to prepare and route for signatures, “Outside eBuilder” if required to execute 
amendment outside of eBuilder or make edits to template, or “Revise Request” to send back to the Initiator. 

14 Consultant Execution Consultant Review and sign, route back to reassign if necessary, or cancel.
Take Action: “DocuSign” to execute Change Order, “Reassign” to have the contract admin send to someone 
different in their office, or “Cancelled” to cancel the amendment. 

14 Signing Limits? Conditional “Yes” route to Campus Contracting Officer and then System Review (Const.) step.
“No” route to CO Approver (Const.) step.

15 Cont. Office Campus Review 
and System Review (Const.)

Contracting Officer – 
campus, Director of FPD

Review attached proposed Change Order. 
Take Action: “DocuSign” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

16 Contract Admin:Change 
Order Routing

Contract Admin Prepare for signature execution by GC
Take Action: “Inside DocuSign” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

17 GC Acknowledge General Contractor Execute Change Order by applying electronic signature.
Take Action: “DocuSign” to execute and send to the next step in the workflow or “Revise” to send it back to the 
Initiator. 



Continued

30.15 – Change Order/Amendment Request

Process Steps Roles Page Layout Sections
18 UM System Approval? Conditional “Yes” route to System Execution step for execution.

“No” route to Contracting Officer Campus step for execution.

19 System Execution Contracting Officer - System Review attached proposed Change Order. 
Take Action: “DocuSign” to send to the next step in the workflow.

20 Campus Execution Contracting Officer - Campus Review attached proposed Change Order. 
Take Action: “DocuSign” to send to the next step in the workflow.

21 DocuSign Automated Will place a copy in the document library of the project and email a copy to the GC.

22 Integration Hold Automated This step will perform the update to eBuilder Cost Module (budget summary and commitment) and integration 
with People Soft.

23 Finish Automated Changes process status to “Approved”



30.10 – DBB Construction Contract Approval

Continued

DBB - Workflow Details
Description: Process used to route standard design\bid\build 
contract for review and approval and final execution.

Actors: PM, CPM, Contract Admin, Accounting, Director of PDC, 
Campus Contracting Officer, UM System (FPD Review / Director), 
General Contractor.

All Contract Types
DB Design\Build

DBB Design\Bid\Build

MCA WA Master Construction Agreement - Work Authorization

CMR Construction Manager at Risk



Continued

30.10 – DBB Construction Contract Approval

Process Steps Roles Page Layout Sections
1 Start/Initiate Construction Director, 

CPM, Director, PM and 
Contract Admin

Complete the required fields in the following sections of the start page layout:
1. Commitment Details
2. Commitment Others
3. Commitment Custom Fields
4. Commitment Items
Once completed, click “Submit” or “Save Draft” to complete later. 

2 Amount Null? Conditional If the amount  is null, the process will be returned to the Initiator step with an error message to correct. 

3 Construction 
Services Manager

Construction Director Review attached proposal and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 

4 Accounting/BSS 
Review

Accounting/BSS Verify the appropriate MoCode has been applied.
Take Action: “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator to revise. 

5 Director Conditional “Yes” route to  CPM Review Construction (Allowance)
“No” route to  CPM Review (Const.) Allows the CPM to include the GC in the workflow.

6 Contract Signing 
Limits

Conditional “Yes” route to MM with CL
“No” route to MM with No Cl

7 Mail Merge with CL
(System)

Automated Performs mail merge of process data with DBB contract template and routes to Mail Merge for Bonds System.

8 Mail Merge for Bonds 
System

Automated This step will merge process data with the Change Order template and create the Change Order and attach it to the 
process for the next review step. 

9 Campus Contracting 
Officer and System 
Review

Contracting Officer 
Campus/System

Review attached proposal and compare it to the information entered in the process page layout. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise Request” to send it back to the Initiator. 



Continued

30.10 – DBB Construction Contract Approval
Process Steps Roles Page Layout Sections
10 Mail Merge with No CL 

(Campus)
Automated Performs mail merge of process data with DBB contract template and routes to Mail Merge for Bonds Campus.

11 Mail Merge Bonds Campus Automated This step will merge process data with the Change Order template and create the Change Order and attach it to the 
process for the next review step. 

12 Campus Contracting Officer Contracting Officer - 
Campus

Performs mail merge of process data with DBB contract template and routes to Mail Merge for Bonds Campus.

13 Contract Admin: 
Amendment Routing

Agreement Admin Prepare for DocuSign and route to Contractor.
Take Action: “Inside eBuilder” to prepare and route for signatures, “Outside eBuilder” if required to execute 
amendment outside of eBuilder or make edits to template, or “Revise Request” to send back to the Initiator. 

13 Contract Admin: 
Amendment Routing

Agreement Admin Prepare for DocuSign and route to Consultant.
Take Action: “Inside eBuilder” to prepare and route for signatures, “Outside eBuilder” if required to execute 
amendment outside of eBuilder or make edits to template, or “Revise Request” to send back to the Initiator. 

14 Consultant Execution Consultant Review and sign, route back to reassign if necessary, or cancel.
Take Action: “DocuSign” to execute Change Order, “Reassign” to have the contract admin send to someone 
different in their office, or “Cancelled” to cancel the amendment. 

14 Signing Limits? Conditional “Yes” route to Campus Contracting Officer and then System Review (Const.) step.
“No” route to CO Approver (Const.) step.

15 Cont. Office Campus Review 
and System Review (Const.)

Contracting Officer – 
campus, Director of FPD

Review attached proposed Change Order. 
Take Action: “DocuSign” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

16 Contract Admin:Change 
Order Routing

Contract Admin Prepare for signature execution by GC
Take Action: “Inside DocuSign” to send to the next step in the workflow or “Revise” to send it back to the Initiator. 

17 GC Acknowledge General Contractor Execute Change Order by applying electronic signature.
Take Action: “DocuSign” to execute and send to the next step in the workflow or “Revise” to send it back to the 
Initiator. 



Continued

30.10 – DBB Construction Contract Approval
Process Steps Roles Page Layout Sections
17 GC Acknowledge General Contractor Execute Change Order by applying electronic signature.

Take Action: “DocuSign” to execute and send to the next step in the workflow or “Revise” to send it back to the 
Initiator. 

18 Campus Contract Admin: 
Final Review

Automated Review attached proposed Change Order. 
Take Action: “Reviewed” to send to the next step in the workflow or “Revise” to send it back to the Initiator, or 
“Send to Contractor.” 

19 Contract Limits 2 Conditional “Yes” System Review (Const.) step.
“No” route to CO Approver (Const.) step.

20 FPD Contract Administrator 
Final Review

FPD Contract Admin Review contractor’s signed contract. 
Take Action: “Reviewed” to send to the next step. 

21 System Contracting Officer 
Signs

Contracting Officer - 
System

Execute Contract. 
Take Action: “DocuSign” to execute contract and route to next step.

22 Campus Contracting Officer 
Sign

Contracting Officer - 
Campus

Execute Contract. 
Take Action: “DocuSign” to execute contract and route to next step.

22 NTP Creation Spawned Process Automated step to initiate the Notice to Proceed process. 

23 Spawn the Commitment 
Approval Process

Automated This step will merge process data with the SCA template and create the Standard Consultant Agreement and attach 
it to the process for the next review step.

24 Status Change Conditional Updates the SCA process status to “Void.”

25 Finish Automated Completed.



• Process List by Lifecycle
• Schedule Templates

• MU Schedule – BOC 
• MU Schedule – Kickoff

• PeopleSoft Reference Cards to identify Budget Templates
•  Commitment Approval Process

References



Processes by Lifecycle

References Continued



MU Schedule – BOC | Schedule Template 

References Continued



MU Schedule – Kickoff | Schedule Template 

References Continued



PS Reference Cards

Capital vs Non-Capital 
Reference Card 1

References Continued



PS Reference Cards

Capital vs Non-
Capital Reference 

Card 2

References Continued



Commitment Approval

CA - Workflow Details
Description: This is an automated process that is used for cost-
enabled processes that require integration with People Soft. The 
Agreement or Contract process that Spawns the CA process will be 
updated to Void status. This is to eliminate duplicate entries in the 
budget from the process completion  and PS integration. 

Processes that Require CA
SCA Standard Consultant Agreement 

GCA General Consultant Agreement

LSA Land Surveyor Agreement

GCA Geotechnical Engineer Agreement

DBCA Design Build Contract Approval

DBB DBB Construction Contract Approval

CMR CMR Commitment Approval

MCAWA MCA Work Authorization

WA Work Authorization

References Continued
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