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Process Details:
1. Process is initiated by the Project Manager. 

1. Data Field Assignments on “Submit” action: e-Builder reads the value 
from the Assignment Expression and stores it in a process data field.  
For example, row 1 of the table below, e-builder reads the value from 
the project custom field “Project ID” and stores it the process data 
field “PROJECT NUMBER”.

2. The Associate/Assistant Director receives and reviews the information and can 
take the following actions:

1. Approved. To Conditional. Process routes to “High Priority 1/2” 
conditional to evaluate the priority of the project.  If the priority is 
either Emergency or Urgent, process routes to “Director Review” 
step; otherwise, process routes to “<35K?” conditional to evaluate if 
the estimated cost of the project is less than $35,000.  If project is not 
an Emergency/Urgent and less than $35,000, process completes; 
otherwise, process routes to “Director Review” step. Status of 
process: Leave Status Unchanged.

3. Initiator resubmit - Project Manager receives the workflow and make the 
changes required in the comments tab. 

4. Director receives the workflow and reviews the information submitted by the 
PM and reviewed by the AD.

5. Finish, process completes

Project Charter (PCP) Process

Process Description:
The purpose of the Project Charter process is to 
review and approve project requests, identify 
configurations in e-Builder, assign participants 
(staffing), identify milestones, enter and approve the 
initial Budget (ROM).
This process is initiated only by the Project Manager.

Process Participants:
1. Project Manager
2. Assistant Director
3. Director
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3. Select Start Process in the process Module. 

4. Click Project Charter Process (PCP) button.

Initiation of Process:
1. Select the project you wish to start the process in

2. Select Processes from the Project Menu.
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Start/Initiator Review:
1. Initiate process within specific project and read prompts

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. Instructions are listed on the screen

3. Select necessary companies/persons from lookup fields

3. Enter estimated project cost.  The total will calculate when submitted.

4. Generate and attach reports per prompts

5. Address permit requirements and lookup bidding information per 
prompts. Approvals will be automatically captured and assigned in 
process

5

Project Charter (PCP) Process



AD Review:
1. Filter process instances by project and select desire instance

2. Review information as-needed. Most fields will be read-only

4. Address permit requirements and lookup bidding information per 
prompts. Approvals will be automatically captured and assigned in 
process
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Director Review:
1. Filter process instances by project and select desire instance

2. Review information as-needed. Most fields will be read-only

4. Address permit requirements and lookup bidding information per 
prompts. Approvals will be automatically captured and assigned in 
process
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PM Sets Baseline Schedule:
1. The PM shall go to the project’s Schedule module and set the baseline 

project schedule.
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Finish:
1. Filter process instances by project and select desire instance

2. Review information as-needed. All fields will be read-only.  Approvals 
will be listed.
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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

4. Subject: Displays the specific process instance subject

5. Status: Displays the process’ current status

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

7. Step Due Date: Date this step in the process needs to be completed by (If applicable)
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Support:
Notes and Comments:
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