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Navigation / Personal Settings

Global Tabs provide 
account level insight

Announcements 
that can help 
inform

Items in your Court

Search and 
helpful Resources

Customize 
My Home 
page 

Note: Links take you directly to the 
Project and Process



Navigation / Personal Settings
Global Search

Enter search criteria

Select 
search 
criteria

Edit My Home Page

Widgets can be 
turned off and 
on and 
reorganized

Continued

Allows 
you to 
configure 
columns
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eBuilder Navigation / Personal Settings
My Settings (Click on Setup Tab)

Membership
• Projects 
• Roles

Preferences
• Notifications Settings
• Interface Settings

Schedule
• My Schedule Templates
• Settings

Subscriptions
• Documents
• Reports

Views
• Projects
• Cost
• Processes
• Etc.

Sub-Categories

Allows you to view what projects you have access to 
and what roles you have.

Continued

Allows you to configure notifications and interface settings (Font 
size, display density, # of files per page, sorting, etc.

We have system schedule templates, so this is not used. Settings 
are for notification configuration of calendar conflicts. 

Document subscriptions are added in the Documents Module but 
can be managed here. Report subscription allows you to add, 
delete or change scheduling details.

Allows you to hide admin views or views you create on each 
Global Tab.
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Important eBuilder 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.

Actor A person who can take action by moving a process instance to the next step. 

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

Court eBuilder uses the “Ball in Court” analogy to refer to items you are responsible for in a workflow process.

Custom Fields Data Fields that are specific to our eBuilder account. All Custom fields are reportable. 

Global Tabs Global Tabs provide access into the different facets of your projects. As opposed to a project specific view.

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

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

Project Menu Menu located on the left-hand side after selecting your project. This menu allows you to navigate through eBuilder 
modules while staying withing your project. 

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

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

Templates This allows for a predefined information to be added to a project. Template types include Schedule, Budget, Project.

Views Views are provided on most Global Tabs and allow you to narrow your results. You can use system views or create your 
own. Views are managed under My Settings > Views.



Core Modules

Processes or workflows facilitate all the businesses procedures in 
eBuilder. These will automate typical processes to facilitate data 
entry, review and approval in a more efficient way.

The Documents Module provides a central location to store, 
organize and access project files. All project members will be able 
to access the most up-to-date files from any location. 

The Schedule Module is a location where you can create a 
schedule on a project and manage project tasks, details and get a 
consolidated view of your project timeline. 

The Project Details page provides key information about the project, such 
as project name, the administrator, the status of the project and the start 
and target dates, for example. All project participants have access to this 
page.



Core Modules

The Contacts Module provides a centralized directory of contacts for all your 
projects. You can also use this information with the Mail Merge feature to 
automatically merge existing contacts into your defined contract or invoice 
templates

The Bidding Module helps manage this bidding process and 
streamlines the exchange of documents, drawings and 
communications that surround it. 

The Submittal module helps the project team actively manage the full 
submittal process, confirming that the contractor's planned work on the job 
site will meet the designer's intentions as detailed in the project 
specifications.

The Cost Module standardizes cost management for all project 
participants. Data is entered through processes and will ultimately 
make its way here for tracking costs across the project. 

Continued



Project Menu: Details

This provides access to the Project 
Detail information and subcategories: 

• Apply Templates
• Project Participants



Project Menu: Details

Continued

Allows you to update templates after projects are 
created. 

Example: A Project Inquiry Only budget template will be 
selected during project setup. During planning, the 
template with the correct PS account code will be 
applied before the budget is approved. 

Allows you to view project 
participants and their roles. 



Project Menu: Processes

Majority of interactions with a project in eBuilder occur utilizing a 
workflow process. Processes “Landing Page” allows you to initiate 
and manage workflow processes within your project. All processes 
in eBuilder must start within a project. 

Allows you to start 
processes, filter your view 
and configure table layout



Project Menu: Documents

1. Standardize Folder 
Structure. Processes will 
place documents in the 
correct folders 
automatically. 

2. Workflow processes 
configured to add 
documents

3. Document counters on 
all folders.

4. Email address for 
correspondence.

5. Properties on file edits, 
version control and 
deleted files.
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Project Menu: Schedule

Feels like Microsoft Project when 
adding tasks and milestones

Right click on tasks to manage 
details



Project Menu: Cost

Additional subcategories under 
the Cost Module

Interaction with the Cost Module is primarily done 
through eBuilder workflow processes and 
integrations with People Soft:

10.00 – Project Authorization (Budget Establishment)
10.05 – Project Budget Re-Allocation/Change
10.20 – Work Authorizations
10.50 – Schedule of Values
20.10 – Standard Consultant Agreement
20.30 – General Consultant Agreement
Etc.

Note: Financial Controls – 
eBuilder has budget, commitment 
and line-item controls.



Project Menu: Cost

Continued



Project Menu: Contacts

Contact refers to external users 
and companies you interact with 
on  a project.



Project Menu: Bidding and Submittals

eBuilder allow for the 
management of Bidding and 
Submittals

Note: These are self-contained 
modules with built-in workflow.



Project Menu: Bidding and Submittals

Continued



Project Menu: Bidding and Submittals

Submittals 
subcategories

Contractor will create Submittal packages, 
then create Submittals through the Register 
and add to packages.

Typically, the Consultant will then manage 
the review process. PMs/CPMs can be 
notified when reviews move through the 
process.

Continued



The End
Questions?

More – Specific Training Coming:
• Process Module
• Cost Module
• Schedule
• Reports / BI Dashboards
• Bidding
• Submittals
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