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Process Description:

The purpose of the Drawing & Design Plan Review process is to track and
manage Design Submittals. This process is initiated by the
Architect/Engineering team to periodically submit design documents for
review and comment. The A/E issues a package to UCF which routes to a
Project Manager (PM) and Associate Director (AD) for review. Once the
PM and AD completes review, the process routes to the professional team
to review and provide comment. Once the team has provided their review,
the AE provides an overall disposition on the proposed design prior to its
execution within the project.

Process Participants:
1. Architect/Engineer (A/E)
2. Project Manager (PM)

3. Associate Director (AD)

Process Details:

1.

The Architect/Engineer (A/E) will complete the required fields and
submit design documents for review.

The Project Manager (PM) receives and reviews the information and
can send back to the Architect/Engineer (A/E) for revisions or move the
process forward for the Associate Director (AD) to review.

Once the AD approves, the process moves forward to the PM who can
Issue Drawings. Another option is to request external comments and
move the process to another step in the Project Manager’s court (PM
Review Comments & Stop Timer Step) by actioning the process as
Start Design Review Time. This action tracks which departments have
been notified and has a two week action due date.

The Project Manager (PM) reviews the comments from the
professional teams, and will move the process forward to the Architect/
Engineer for review of the comments by actioning the process as To
A/E Comment Review.

The Architect/ Engineer (A/E) receives the process in their court and
reviews the information. The A/E can either accept the comments/
issues and move the process forward as Accepted or they can send it
back to the PM Review Comments & Stop Timer Step.
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Buider &  Drawing & Design Plan Review (DDPR) Process

Initiation of Process:

1. Select specific project to start the Drawing & Design Plan Review 3. Select Start Process in the process Module.

Process.

2. Select Processes from the Project Menu. Start Process

Project Menu

> Details
E Planning
@ Forms

> % Issues

aEc. Processes

4. Click Drawing & Design Plan Review button.

> "] Documents

J04 - Drawing & Design Plan Review (DDPR} | Drrawing and design plan review process.
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Architect/Engineer Input:

1. Click process name to open Drawing & Design Plan Review.

Processes | Reports (0)

2. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

Details = Attached Documents (0) | Attached Processes (0) | Attached Forms (0}

* Review Type:

[ - Please select an option -- v

PROG DOCS:

J or | Browse Computer Browse e-Builder

Schematic Design

SD DOCS:

J or | Browse Computer Browse e-Builder

Design Development

DD 30%:

J or | Browse Computer Browse e-Builder

DD 50% SPECS:

" or | Browse Computer | Browse e-Builder

DD 95%:
Browse Computer | Browse e-Builder

DD 95% SPECS:
" or | Browse Computer | Browse e-Builder

DD DOCS:
" or | Browse Computer | Browse e-Builder

C uction Doc

CD 50%:

Browse Computer Browse e-Builder

CD 50% SPECS:

Browse Computer Browse e-Builder

€D 95%:
Browse Computer Browse e-Builder
CD 95% SPECS:
Browse Computer Browse e-Builder
CD 100%:
Browse Computer || Browse e-Builder
CD 100% SPECS:
Browse Computer || Browse e-Builder
CD DOCS:
Browse Computer Browse e-Builder
Critical Needs
* Critical Needs Check
List Attachment: Browse Computer || Browse e-Builder

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Submit — Select this action if all information is entered and
process is ready to move forward.

. @,
o i b Like 1 ?
e-Builder’ys Like W
04 - Drawing & Design Plan Review (DDPR) Instructions
Start Process Print || Copy | CheckSpelling | Show Workflow Save Draft || Delete Draft || Cancel
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PM Review:

1. Click process name to open Drawing & Design Plan Review.

Processes | Reports (0}

Print || Log

2. Scroll to review and complete the necessary details. Required fields
will have a red asterisk (*) and the process cannot be submitted until all
required fields have been completed.

Review Type:

Programing Documents

PROG DOCS:

|

Schematic Design

SD DOCS:

|

Design Development

DD 50%:

DD 50% SPECS:
DD 95%:
DD 95% SPECS:
DD DOCS:
Construction Documents
€D 5%
€D 503 SPECS:
<D o5
€D 95% SPECS:
<D 100%:

D 100% SPECS:

0 Docs:

Critical Needs

izl Nescs sk s Amsenmant:

< 3
Grand Totals
© ftems)

Instructions:

PM: Download the template or Dynamic Grid (visible line items), and attach the file to the [Attached Files] tab then do the
following:

Department Notification Instructions via Request External Comments

+.Click on the [Comments] tab

2 Click on the "Request Comment" button (right); make sure popups are allows on your browser.

- Enter email address of all recipients for the drawing and plans review.

«Check the box "Allow external users to attach files” and set the folder location where attachments from recipients will be
uploaded.

< Update the *Subject line

sSet a Respond By date

+ Enter a Message instructing the drawing and plans reviewers

< Click the [Request Comment] button to send the message

Respondents will attach their comments in their response. Consolidate the comments into a single file and import into the
the Plan Review Comments.

Please check-off departments that have been notified.
Then [Take Action] to start the clock (2 weeks)

P
SUSINESS SERVICES \COMP. SERV. & TELCOM (CSAT)) ENV HEALTH & SAFETY (E456) [ 785 RESOURCE MNGMTIRM)
FAC PLANNING & CONST.(FPO/] FACILTIES OPERATION (0] L LAND & NRI OFF. OF EMERGENCY MNGT (DSEM)
(05 OF INSTRUCTIONAL RS 0] PARCING SERV CES PoLce o SUSTAINABLTY INTATIVES 5)

UTLITY & ENERGY SERV. UES)

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Send to AD- Select this action if all information is correct and
process is ready to move forward to the AD for additional review.

b. Revise to Initiator — Select this action if after reviewing the
information entered, the process needs to get sent back to the
Initiator to make updates. Comments will be required upon taking
this action.

-Builder'$ atke w7 |8
e-Builder';7 like w2

04 - Drawing & Design Plan Review (DDPR) Delete nstance Workflow Override. || All Fickd View
-1 Instructions

Check Spelling || Print || Copy | Delegate || Save || Cancel
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AD Review:

1. Click process name to open Drawing & Design Plan Review.

Processes | Reports (0}

Print || Log

2. Scroll to review and complete the necessary details. Required fields
will have a red asterisk (*) and the process cannot be submitted until all
required fields have been completed.

Review Type:

Programing Documents

PROG DOCS:

|

Schematic Design

SD DOCS:

|

Design Development

DD 50%:

DD 50% SPECS:
DD 95%:
DD 95% SPECS:
DD DOCS:
Construction Documents

€D 5%

€D 503 SPECS:

<D o5

€D 95% SPECS:

<D 100%:

€D 100% SPECS:

D DOCs:

Critical Needs
izl Nescs sk s Amsenmant:
< 3
Grand Totals
© ftems)

Instructions:

PM: Download the template or Dynamic Grid (visible line items), and attach the file to the [Attached Files] tab then do the
following:

Department Notification Instructions via Request External Comments

+.Click on the [Comments] tab

2 Click on the "Request Comment" button (right); make sure popups are allows on your browser.

- Enter email address of all recipients for the drawing and plans review.

«Check the box "Allow external users to attach files” and set the folder location where attachments from recipients will be
uploaded.

< Update the *Subject line

sSet a Respond By date

+ Enter a Message instructing the drawing and plans reviewers

< Click the [Request Comment] button to send the message

Respondents will attach their comments in their response. Consolidate the comments into a single file and import into the
the Plan Review Comments.

Please check-off departments that have been notified.
Then [Take Action] to start the clock (2 weeks)

P
SUSINESS SERVICES \COMP. SERV. & TELCOM (CSAT)) ENV HEALTH & SAFETY (E456) [ 785 RESOURCE MNGMTIRM)
FAC PLANNING & CONST.(FPO/] FACILTIES OPERATION (0] L LAND & NRI OFF. OF EMERGENCY MNGT (DSEM)
(05 OF INSTRUCTIONAL RS 0] PARCING SERV CES PoLce o SUSTAINABLTY INTATIVES 5)
UTLITY & ENERGY SERV. UES)

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Approve to PM- Select this action if all information is correct and
process is ready to move forward to the PM’s court to wait for
professional team comments.

b. Reject to PM— Select this action if after reviewing the information
entered, the process needs to get sent back to the Initiator to make
updates. Comments will be required upon taking this action.

-Builder'$ atke w7 |8
e-Builder';7 like w2

04 - Drawing & Design Plan Review (DDPR) Delete nstance Workflow Override. || All Fickd View
-1

Instructions

Check Spelling || Print || Copy | Delegate || Save || Cancel
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PM Send For Review:

1.

Click process name to open Drawing & Design Plan Review.

Processes | Reports (0}

Print || Log

InStep |Date Process.
Since  |Created |Age

Responsible | Step
‘5""'|nm.s ‘Aqe

Scroll to review and complete the necessary details. Required fields
will have a red asterisk (*) and the process cannot be submitted until all
required fields have been completed.

Review Type:

Programing Documents

PROG DOCS:

Schematic Design

SD DOCS:
Design Development

DD 50%:
DD 50% SPECS:

DD 95%:
DD 95% SPECS:

DD DOCS:

Construction Documents

@ s0%
D so% specs:
os
€D 95% SPECS:
100
0 100% sPECS:

0 Docs:

Critical Needs
izl Nescs Gk L Amschmen
¥ Reviewsr | Reviewsr Comment Page | PMNotes [Architect Response Status
Name #rspec
3
Grand Totals
© ftems)

Instructions:

PM: Download the template or Dynamic Grid (visible line items), and attach the file to the [Attached Files] tab then do the
following:

Department Notification Instructions via Request External Comments

+.Click on the [Comments] tab

2 Click on the "Request Comment" button (right); make sure popups are allows on your browser.

- Enter email address of all recipients for the drawing and plans review.

«Check the box "Allow external users to attach files” and set the folder location where attachments from recipients will be
uploaded.

< Update the *Subject line

sSet a Respond By date

+ Enter a Message instructing the drawing and plans reviewers

s Click the [Request Comment] button to send the message

Respondents will attach their comments in their response. Consolidate the comments into a single file and import into the
the Plan Review Comments.

Please check-off departments that have been notified.
Then [Take Action] to start the clock (2 weeks)

SUSINESS SERVICES COMP SRV, & TELCOM (CSAT)) AV HEALTH &5
FAC PLANNING & CONST.(FPO)) FACILTIES OPERATION (0] L LAN

(05 OF INSTRUCTIONAL RS (O1F] | PARKING -
UTLITY & ENERGY SERV. UES)

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Start Design Review Time— Select this action if all information is
correct and process is ready to move forward to the PM’s court to
wait for professional team comments.

b. Revise to Initiator — Select this action if after reviewing the
information entered, the process needs to get sent back to the
Initiator to make updates. Comments will be required upon taking
this action.

c. lIssue Drawing to A/E — Select this action to bypass professional
team review holding queue. Comments will be required upon

taking this action. Xz T

04 - Drawing & Design Plan Review (DDPR) Delete Instance
-1

Instructions
Check Spelling | Print | Copy | Delegate | Save || Cancel 8

Workdlow Override Al Fields View
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Initiator Revise/Resubmit:

1. Click process name to open Drawing & Design Plan Review.

Processes | Reports (0)

2. Review comments by selecting the Comments tab:

Details || Comments (1) || Attached Artached To (0)

Request Comment || Comment

Thesa are the comments

Request Comment || Comment

3. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required
fields have been completed.

04 Draving & Dz San S vers Dus oate

—
—

R Type

S

Programing Documents

soovocs |
ey ) e
Schematic Design
so00cs
- s (B o
Design Development

00 50% .
o | Browse eBuilder || Browse Computer
oospssEcs |

or | Browse eBuildr || Browse Computer
o008 .
or | Browse euilder || Browse Computer
0095t spEcs: .
or | Browse euilder || Browse Computer

oo00cs:
or | Browse e Builder || Browse Computer

Construction Documents

0 5o
Browse Computer

€D 505 sPECE:
Browse Computer

oo
Browse Computer

[SEESEES
Browse Computer

€D 100%:
Browse Computer

5 1005 3950,
Browse Computer

o poxcs:

Erowse Computer

Critical Needs

* Critical Needs Check List .
|or | Browse e-Builder || Browse Computer

Plan Review Comments
Comments may be imported or exported depending on your needs.

+ If Importing, the columns in the file must match the columns on the screen. To do so, click the Import button, locate your file from your computer and dlick the
import button.

+ If Exporting, click the Download button and select either the “Template” to download the template OR “Visible Line Items* to download the existing informatian on
the grid.

Grand Totals
(0 items).

Select an action and click Take Action button to move process along;
possible actions to take are:

a. Resubmit — Take this action once all comments have been
addressed and all information in the process has been updated
accordingly. Comments will be required upon taking this action.

b. Void — Process is no longer needed and routes to finish in a Void
status. Comments will be required upon taking this action.

e-BuiIder"gg wlike w7
04 - Drawing & Design Plan Review (DDPR) Delete Instance Workflow Override | | Al Fields View
-1 Instructions

| Take Action || CheckSpelling || Print | Copy || Delegate || Save || Cancel

9
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PM Review Comments & Stop Timer:

1.

Click process name to open Drawing & Design Plan Review.

Processes | Reports (0)

Review the following information:

Programing Documents.

Schematic Design

o0 50%
00 50% sPECS:

oo 9ss
0D 95% SPECS:

oo Docs:

Construction Documents

P
s svecs:
s
85 5PEC:
1005

€ 1003 spEcs:

o Docs:

Critical Needs

Ciica Neass Chack Lis Axtachment.

Grand Totals
(Oitems) -

Instructions:

PM: Download the template or Dynamic Grid (visible line items), and attach the file to the [Attached Files] tab then do the
following:

Department Notification Instructions via Request External Comments

+.Click on the [Comments] tab

2Click on the "Request Comment” button (right); make sure popups are allows on your browser.

3 Enter email address of all recipients for the drawing and plans review.

1 Check the box "Allow external users to attach files" and set the folder location where attachments from recipients will be
uploaded.

= Update the *Subject line

s Set a Respond By date

+ Enter a Message instructing the drawing and plans reviewers

2 Click the [Request Comment] button to send the message

Respondents will attach their comments in their response. Consclidate the comments into a single file and import into the
the Plan Review Comments.

Please check-off departments that have been notified.

Then [Take Action] to start the clock (2 weeks)

v Chect al departments that have besn norified
Dl

‘Commen Consalidation Insructions.

1. Take all the i omments Gric)

3. Select an action and click Take Action button to move process along;
possible actions are:

a. To AJIE Review Comments— Select this action when the process
is ready to move forward. Comments will be required upon taking

this action.
: -
e-Builder’37
04 - Drawing & Design Plan Review (DDPR) Delete Instance Workflow Override || All Fields View
-1 Instructions

| Take Action || CheckSpelling || Print | Copy || Delegate | Save || Cancel

-
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Architect Rvw Cmts & Updte Drawing/Plans:

1. Click process name to open Drawing & Design Plan Review.

Processes | Reports (0)

Print || Log

2. Review the information. Required fields will have a red asterisk (*) and
the process cannot be submitted until all required fields have been
completed.

Ouersl Dus Dt

Step Due Date

Programing Documents

2R06 DOCS:

—

Schematic Design

sop0cs:

Design Development

o050
0 5% spEcs:

oo
D0 95% sPECS:

00 Docs:

Construction Documents

s
0 st spEcs:
e
oo spEcs:
o0
< 100% 9

oocs:

Critical Needs

ot Nasos Crec it Artsmens.

Instructions:

PM: Download the template or Dynamic Grid (visible line items), and attach the file to the [Attached Files] tab then do
the following:

Department Notification Instructions via Request External Comments

1.Click on the [Comments] tab

2 Click on the "Request Comment” button (right); make sure popups are allows on your browser.

= Enter email address of all recipients for the drawing and plans review.

2 Check the box "Allow external users to attach files” and set the folder location where attachments from recipients
will be uploaded.

s Update the *Subject line

s Set a Respond By date

7 Enter a Message instructing the drawing and plans reviewers

= Click the [Request Comment] button to send the message

Respondents will attach their comments in their response. Consolidate the comments into a single file and import into
the the Plan Review Comments.

Please check-off departments that have been notified.

Then [Take Action] to start the clock (2 weeks)

Departments Notified to Reviewthe | Check all departments that have ben notified
Plans:

Comment Consolidation Instructions

1. Take 2l e import them (Drawing and
Adterallitems have: imported & Design Flan 2 P backun
Architect Acknowledgement
* prene Acinavisdgement I acknowledge that all comments/issues identified have been resolved and/or will be addressed in future reviews.
Acknowiedged

3. Select an action and click Take Action button to move process along;
possible actions are:

a. Drawing/Plans Updated— Select this action if all information is
entered and process is ready to move forward. Comments will be
required upon taking this action.

b. Revise to PM- Select this action if after reviewing the PM
comments, the process needs to get sent back to the PM to make
updates. Comments will be required upon taking this action.

e-BuiIder'\’g wiike w7
04 - Drawing & Design Plan Review (DDPR) Delete Instance Workflow Override | | Al Fields View
-1 Instructions

[Cememsmion—] Greck speting | [[Print | [ Copy | ((Detegate ] [[save | [[Cancel 11
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Buider®  Drawing & Design Plan Review (DDPR) Process

Accept -- Please select an action -- ¥ Check Spelling Print Delegate Save Cancel
Project: 4 ! Training Project #*++* Project Number. 6 1111111111
Process Document: 2 CO-1 Overall Due Date: 1
Show History | Current Actors
Current Workflow Step: 3 Procurement Review € Show Workflow Diagram Step Due Date: 8
Subject: 4 colnitiated on 9/22/2016 6:57:35 PM
Status: O Submitted

Process Description:
Each time you open a process to perform your function within a project, you will see the Process Header. The process header contains information
that can help you identify where you are within a process, within a project.
1. Project: Project Name
2. Process Document: The process instance
+ Show History: Will display a historical list of actions taken within this process instance
* Current Actors: Will display a list of actors responsible for the process in its current step
3. Current Workflow Step: The name of the current step

+ Show Workflow Diagram: Will display the workflow diagram, highlighting the current step where this instance is with a blue frame

Subject: Displays the specific process instance subject
Status: Displays the process’ current status
Project Number: Displays the project number

Overall Due Date: Date the process needs to be completed by (If applicable)

© N o o &

Step Due Date: Date this step in the process needs to be completed by (If applicable)

12
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Support:
Notes and Comments:

Training Resources

Please visit the FP&C website for a
variety of e-Builder training resources
both in print and video.
http:/fp.ucf.edu/resources/ebuilder/

Meed e-Builder Help?
Please call [283) 283-5717 or email
support@e-builder.net. Thank you!

For UCF Project Support
e-Builder System Admins can be reached
at eBuilderadmin@ucf.edu

13
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