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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.

Actor A person who can “Take Action” by moving a process instance to the next step. 

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 budget changes, commitments and invoices.  

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

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

• 95% of the interaction with project(s) will be done through workflow processes 
• You can only initiate a process via a project
• Processes can be initiated and acted on by internal users and external users with the correct permissions
• Processes will automatically place attachments in the correct folder in the Document Module
• You can transfer your workflow items through: 

• Access Delegation – for a duration of time (under Setup/My Settings/Personal Information/Access Delegation)
• Delegate Button – one time action in a process instance
• Reassign Work (eBuilder admin function)

• A SPAWNED process will initiate a new process in draft mode and requires an actor to submit it
• In eBuilder, child projects are not required for multiple construction contracts



Process Landing Page

Note: Majority of interactions with a project in eBuilder is done through a workflow process. The 
Processes “Landing Page” allows you to initiate and manage workflow processes within your project. 

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

Information on process 
instances within a project.



Process Landing Page

Continued

You can customize which 
columns you see by clicking 
the ellipse. 

Rearrange columns by dragging the headers. 
You can re-sort using the arrows.

Configure Table Layout 



Process Landing Page

Filters - Allows you to filter 
the view of the table layout

Continued

Start Process – You will be presented with a 
list of processes you can initiate. You can also 
type in the search box 



Understanding a Process

Global Tabs provide 
account level insight

Announcements 
that can help 
inform

Step with two  
Responsible Actors

Allows you to 
delegate this one 
instance to another 
user

Allows you to 
accept or decline 
responsibility for 

this step

Send to Next Step

Helpful Information



Understanding a Process

Continued

Cost-enabled processes will always have an associated 
Commitment (Agreement/Contract/Blanket). 

Project Information Tabs that 
contain 
useful info 

Red * are 
required 
fields

Dynamic grids allow you to 
enter multiple line items.

Page Layout



Troubleshooting Tips

Show History
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Routing 
History

Values of Data 
Field Changes

2 Current Actors



Workflow Diagram

Continued

3

Step outlined in 
Bold Blue Line 
Represents the 
Current Step

Troubleshooting Tips



Functions eBuilder Admins can use to help you:
• Workflow Override – allows admins to move workflow to a different step.
• All Fields Layout – allows admins to update data in a workflow.

Note: Only users with Admin roles can see these buttons.

Continued

Troubleshooting Tips



Delegation

Complete the following fields and 
click Grant belowYou can Grant and 

Request Access

From the Global Tabs click on Setup\My Settings\Personal Information\Access Delegation:



Processes

List of Processes

01.00 – New Project Request 30.10 – DBB Construction Contract 50.10 – Request for Information

01.10 – Project Status and Details Update 30.15 –  Change Order/Amendment Request 50.20 – Architectural Supplemental  Instruction

10.00 – Project Authorization (Budget Est) 30.20 – DB Contact Approval 60.05 – Substantial Completion Acceptance

10.05 –Project Budget Re-Allocation/Change 30.30 – CMR Commitment Approval 60.10 – Project Closeout

10.20 – Work Authorizations 30.40 – MCA Work Authorization 60.20 – Project Closeout – Consultant

10.50 – Schedule of Values 30.80 – Notice to Proceed 60.30 – Project Closeout – Contractor

20.10 – Standard Consultant Agreement 40.10 – Planning Phase Review 70.00 – Invoice Approval

20.30 – General Consultant Agreement 40.20 – Schematic Design Review

20.50 – Geotechnical Engineer Agreement 40.30 – Design Development Review

20.60 – Land Surveyor Agreement 40.40 – Construction Document Review



Processes by Lifecycle

Continued



The End
Questions?
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