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Process Description: Process Details:
The purpose of the Substantial Completion process is to track and collect 1. After the submission of the Substantial Completion the process will
all documentation including but not limited to letters, certificates, punch-list, route to the PM for review.

and O&M required to reach Substantial Completion. This process is
initiated by GC (Primary, Secondary, Tertiary), or Project Manager. The
routing of the process assures that Project Manager, Architect,
Associate/Assistant Director, an Director have reviewed the information

before officially declaring Substantial Completion. 3. The Project Manager (PM) will review the process and approve the
process for further review. The PM can also send the process back to

the initiator wit comment.

2. The Architect / Engineer (AE) will review the information and will send
it back to the initiator for revise with comment or approve the
information and move the process forward.

4. The PM will review the process for one final review and approve the
process to move forward.

5. The Associate Director will review the process and either revise back
to the PM with comments if necessary or approve the information

Process Participants:
b provided and push the process forward.

1. GC Primary
6. The F&S Directors will review the process and revise back to the PM

GC Secondary with comment or approve and complete the process.

2
3. GC Tertiary
4. PM Project Manager
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Initiation of Process:

1. Click process name to open Substantial Completion.. 3. Select Start Process in the process Module.

2. Select Processes from the Project Menu.
Start Process

Project Menu

> [£] Details
Planning
@ Forms

> % Issues

i% Processes

= 4. Click Substantial Completion SC button.
Documents

09 - Substantial Cempletion (SC)
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GC/PM Input:

Note: Items abowe this note must be completed to receive TCO.

1. Click process name to open Substantial Completion SC. HETTE: bl e foe ore reouied. for Cicse O anct b stAntial Completion.

Processes | Reports (0}

[} ubstantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT)

2. Scroll and complete the necessary details. Required fields will have a

red asterisk (*) and the process cannot be submitted until all required s
fields have been completed.

ot Coarars - Lobetanas Compisicn

Wi s

[Two.
fatke freim

3. Select an action and click Submit button to move process along;
All of the fellowing checklist requi must be completed prior to Substantial Completion. pOSSIbIe actions are:

At UCF discretion (F&S AVP and BCO), partial completion of the checklist can allow issuance of Temporary Certificate of a. Submit — Select this action if all information is entered and
Occupancy.

process is ready to move forward.

Start Process

Print Check Spelling Save Draft Cancel




Builder. & Substantial Completion Process (SC)
R Documents | Golendar | Contacts | Bidding | Cost | Schedule | Reports [ +_

AE Review:

1. Click process name to open Substantial Completion.

Processes | Reports (0}

= Substantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT)

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.

All of the following checklist requirements must be completed prior to Substantial Completion.

At UCF discretion (F&S AVP and BCO), partial completion of the checklist can allow issuance of Temporary Certificate of

Occupancy.

Note: items abowve this note must be completed to receive TCO,
Items below the line are required for Close Out and Substantial Completion.

A

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.

b. Reviseto Initiator/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

09 - Substantial Completion (5C) - 1 Delete Instance Workflow Override | Al Fields View | | Instructions

I -- Please select an action -- ¥ || Take Action I Check Spelling Print Copy Delegate Save Cancel
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Initiator Revise: 3. Scroll and complete the necessary details. Required fields will have a
red asterisk (*) and the process cannot be submitted until all required

1. Click process name to open Substantial Completion. fields have been completed.

All of the following checklist requirements must be completed prior to Substantial Completion.
Processes | Reports (0}

At UCF discretion (F&5 AVP and BCQ), partial completion of the checklist can allow issuance of Temporary Certificate of
Occupancy.

o i 1

[} ubstantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT)

2. Review comments by selecting the Comments tab.

Details | Comments (1) | Attached © | Attached To (@)

Request Comment || Comment

| Make Private These are the comments |

Request Comment || Comment

09 - Substantial Completion (SC) - 1 Delete Instance Workflow Override | All Fields View | Instructions

I -- Please select an action -- ¥ || Take Action l Check Spelling Print Copy Delegate Save Cancel

A A T Rollowire] cheschg] eTuArETE] LT b ommpleted Dror 0 Subiann Compieron. . . .
4. Select an action and click Take Action button to move process along;

BEUKF dranwbon Pl ST e B0 markal sorpbebon of  chectinl cin stow o Sy Lot hoats of ) .
Bmpy possible actions to take are:
' ' e a. Resubmit — Take this action once all comments have been
- s addressed and all information in the process has been updated
—— T accordingly.
b. Void — Process is no longer needed and routes to finish in a Void
status.
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PM Final Review/Approve:

1. Click process name to open Substantial Completion.

Processes = Reports (0}

| |
O ubstantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT)
2. Review the following information:

Redine instructinns:

11 uwmgy atachments, ghck

2 Oncethe i FF
3 When complete cick th ap
A Bive thr anectation layer a rame and diick (&
3 Clase the window.
Reviewing Redling b st 1 thee o “Recling” - For exsonphe, Radin (1) 19 dencoe thane o caly | layer of markps.

1. Click o “Resiline 07"

2 Clrck

ir_ 5 ¥ 1 from e kst
you wish 1o mark up the existing e, you can do 50,

= IFyou wish b seve the madkup onto the moring file, chek SIS
= [Fycu wish 52 aave the markup anta anather layer, click SAVE A5, name the new laper then dhick O

Feimbursables:
Subconsulant Eillng
Corntracter - Is This a Final Completion?:

% 0 - I This & Fnal Campletin?: Ves

Commitment Invoice Details

Status: Dralt
¥ Commitment: | Seect a cmmitmen
* [nyeice Number: CompanpContact
* Dute Receved: oaosams | §0200203) Diate Duie:

Thitit & retainage ebe:

C]

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

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

09 - Substantial Completion (SC) - 1 Delete Instance Workflow Override | | All Fields View | lInstructions

I -- Please select an action -- ¥ Take Action l Check Spelling Print Copy Delegate Save Cancel
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Associate Director:
1. Click process name to open Substantial Completion. 3. Select an action and click Take Action button to move process along;
possible actions are:

Processes || Keport=(0) a. Info Validated — Select this action if all information is entered and
process is ready to move forward.

- b. Reviseto PM — Select this action if after reviewing the information
= Substantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT) -
entered, the process needs to get sent back to the Initiator to make
2. Review the information, Required fields will have a red asterisk (*) and updates. Comments will be required upon taking this action
the process cannot be submitted until all required fields have been
com pIeted. 09 - Substantial Completion (SC) - 1 Delete Instance Workflow Override | All Fields View | | Instructions
I -- Please select an action -- ¥ || Take Action l Check Spelling Print Copy Delegate Save Cancel
fedling Fstructions:
1. if wpng the Recling tocl on ciick the Redling file nama.
 Once & h the fike the screen, click the o start ing up the file.

appear
3 When complete, <lick the Annotate: drep down menu and select Save
A Give the sreatation byer 3 pamas and dick 0K

5. Close the window,

Markups with 3 number naxt 1o the weed "Rediing” » For example. Eagline (1] to denate thers is only 1 layer of markps

2. ik on the and s
3. Chek o the checkba nest 1o the markup Sle you wish 15 view ram the it

1 you wish b mark up the existing Se. you can do 6.

it you wish 10 save the markup oreo the easting file. cick SAVE.
= I you winh N save the markup eeto anothes Leyer, click SAVE A5, name the rew iy, then click 0K

P14+ ks This 4 Firal Completion®

‘Commitment Involce Detalls

Status: Deatt

* Commament: Select & commilment. x
* inwoice Number: CompanyContact
* Diate Racaivad t200201e | BT 102082015 Dt Dt =

Thit is 3 retainags release:
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F&S Directors:

1. Click process name to open Substantial Completion. 3. Select an action and click Take Action button to move process along;

possible actions are:

Processes | Reports (0}

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

| |
= Substantial Completion Checklist and Approval for z - User Acceptance Testing (zzUAT) b ReVISe to PM - SeleCt th|S action If a'fter reVIeWIng the |nf0rmat|0n
. . . . ) . . nter he pr n n k to the Initiator to mak
2. Review the information, Required fields will have a red asterisk (*) and entered, the process geds to get[ sent bac tqt € ) “"“? to make
the process cannot be submitted until all required fields have been updates. Comments will be required upon taking this action
completed.
09 - Substantial Completion (SC) - 1 Delete Instance Workflow Override | | All Fields View | lInstructions
m::::d:::ewmww click the & 2 I -- Please select an action -- ¥ Take Action I Check Spelling Print Copy Delegate Save Cancel
2. Once the rew windcw appears with the file contend on the screen click the Annctate butlon 10 start misking up the fe,

3, Wihen complete, click the Annatate drp down menu and select Save
4 Give the srnatatic layer & name 3rd click OK.
5 Chase the windom,

b cenciad with & rember it £ the word “Recline” - For gsamphe; Beling (1) 15 dencte there i only 1 layer of markups:

1. Check on “Hedline (5]
2 Chck on the Annatate drop down manu and seirct OFEN
3. Chek on the checkbox pet 1o the markup He you mish bo vew from the bt

1 youi wish b mark up the existing e, you can do 3.

* It you wish 1o 5 ng fle. clck SAVE.
= 1o weh 3 P luyer, chck SAVT A L, than clck £

B4« 18 This 4 Fral Completion?

‘Commitment Involce Detalls

Status Deaft
* Commitment: Select a commitment
* irwoice Number: Company/Certact
* Date Raceived: o220t [N [U2E20181 Date Gue: ]

This it 3 redEnags release:

10




Builder & Substantial Completion Process (SC) %

Accept -- Please select an action -- ¥ Check Spelling Print Delegate Save Cancel
Project: ] ! Training Project = Project Number. 6 1111111111
Process Document: 2 CO-1 Overall Due Date: {

Show History | Current Actors
Current Workflow Step: 3 Procurement Review C Show Workflow Diagram Step Due Date: 8
Subject: 4 O Initiated on 9/22/2016 6:57:35 PM

Status: 5 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
e Show History: Will display a historical list of actions taken within this process instance
e 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 g &

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

ﬂ Dashboard Projects Forms Processes (LS00 Calendar

Contacts Bidding Cost

Support:

Notes and Comments:

Announcements -

To contact e-Builder Support
Please call (888) 288-5717 or email
support@e-builder.net. Thank you!
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