Online Capital Project Request Form 6/20/17
Application Help — FOR REVIEWERS -

Accessing the website:

Utilizing the Firefox browser, go to the Facilities Services website (http://facilities.uchicago.edu/), and
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Scroll to the bottom of the page and click on the “Start a Project” link.
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http://facilities.uchicago.edu/

OR Go to http://facilities.uchicago.edu/services/construction/starting-project/, and

Pan down to the section labeled, “Need to make an upcoming fiscal year capital request?”, and
Click the link to access the online system.

@@ THE UNIVERSITY OF Facilities

CHICAGO | Sowies

OUR SERVICES CAMPUS CONSTRUCTION SUSTAINABILITY BOTANIC GARDEN ABOUT US CONTACT US

Home / Our Services / Construction & Renovation / Starting a Project

Starting a Project

Campus, Bui Facilities Services is here to serve you with your design, construction and renovation needs

Residential £ ]

T m—— Starting from scratch? Need to develop a plan and pricing?

Starting a Project

Master Furniture Standards
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Sustainable Buildings

= Pleasq @ cess the online system

= You must be a registered user to access this site. Click here to register via email.

ss. The User Guide for Capital Project Delivery contains a

ded to illustrate some of the key steps we will guide you through

Y

he assigned project manager will review the process with you in more detail during the initial

meeting.

Login by inputting your CNetID (in lower case only) and then your password.
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Please Login

If you do not have access, please email fycapitalrequests@lists.uchicago.edu to become a registered user.

Note: Reviewers can create Requests as Submitters. If you need to create a Request, please see Application Help,
FOR SUBMITTERS, Overall Process Instructions, and if needed, the List of Capital Request Questions.
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Capital Request Review Process Overview —

Step 1: Review a SUBMITTED Capital Project Request

Step 2: Provide Comments on a SUBMITTED Request

Step 3: Review Updated SUBMITTED Capital Project Request

Step 4: Check a SUBMITTED Capital Project Request as COMPLETE
* How to Review/ Print a Project Request

Step 1: Review a SUBMITTED Capital Project Request

- Once a Request has been Submitted, login to the Capital Request website homepage.
- Select “Review Submitted Capital Project Requests”.
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Welcome Antonio .J Mena! username: ajmena (Log out)
You're a Capital Project Request Reviewer

Capital Projects Request Form (CPR)

Application Help
Please select from the list of actions below

Available Actions:

» Create a Capital Project Request

= Find /Edit a Capital Project Request
* Review Submitted Capital Project Requests
Links
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This will take you to the “Submitted Requests List” screen.
- Select a Request by clicking on the “Project Number”.
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Submitted Requests List

TranslD  ProjectNo. ¥ Project Name Status Created Date Bldname PSC Group CostEstimate  Project Type

608 2017608 Roof Drain Disconnects SUBMITTED 5/15/179:38 AM  Ruckefeller Chapel  Capital AR 53,000,000 Exterior Upgrade

607 SUBMITTED A7 762 MM Other Major Projects 50 Feasibilty/ Planning

606 SUBMITTED 5115117 7:51 AM  UNKNOWN Major Projects 50 Code of Infrastructure
Deficiency

605 2017605 FY Electrical SUBMITTED  515/17 T48AM  Multiple Buikdings Units 525,300,000 Equipment/ Systems

544 2017544 1 SUBMITTED  4/27/17 848 AM  Other Campus Enhancements 50 Code of Infrastructure
Deficiency

543 2017543 1 SUBMITTED  4/27/17 844 A Other Msjor Projects 35 Code of Infrastructure
Deficiency

503 2017503 Capital Project Request website SUBMITTED  4/10/117 9:40 AM  Facilities Senices Capital $120,000 Feasibility/ Planning

466 2017466 012345678900123456789001234567690012345678900123456789001234  SUBMITTED  11/21/16 1053 UNKNOWN Campus Enhancements  §1 Equipment/ Systems

AM
404 2017404 2016-10-11-v2 SUBMITED 10/11/16 1051 UNKNOWN Residential Properties 30 Code of Infrastructure
AM Units Deficiency
4 2017344 1 SUBMITTED  10/5/16 1:08PM  Young Memorial Campus Enhancements  §0 Interior Upgrade
Building
Bl 2 rex

ill take you to the “Show Request” screen.
Note: you can use column headers to sort as needed, % sign for wildcard.



- Review the Submitted Request for errors, necessary revisions, attachments, or approvals.

EEFacilities
E#Services

[sl CHI CJ!;(% O

Office Of The Provost Capital Project Requests

< DBk T ok 15 BT STIer LRABIAG This reoon v

Note: To view any attachments, click the icon I to the right of “View Capital Project Request Document(s)”.
To view a history of the Request, click the icon @ to the right of “Status History”.

Step 2: Provide Comments on a SUBMITTED Request

- If the Request is deficient in any way, the Reviewer will need to notify the Submitter (via email) to revise the
Submitted Request, plus

- If not already in, login to the Capital Request website homepage and select the Request by clicking on the
“Project Number” (Step 1).

- Click the “Edit” button at the top or bottom of the page.
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Roof Drain Disconnects
Remove roof drain downspouts
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MO
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HO
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- Goto question #24, and change its’ “STATUS” to “INCOMPLETE”",
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Welcome Antonio J Mena!  username: ajmena (Log out)
You're a Capital Project Request Reviewer

£ Home 7 Search Request List @ New Request © Back

Edit Request_- Project Number: 2017608 TransID: 608 Modified By Name: Fs Maximo Modified Date: 05/15/2017 10:09: AM Add an Attachment click -» .

CAPITAL PROJECT REQUEST FORM - edit UNIT FUNDED FROM:
roation Date  05/16/2017 09:38: AM

10. Unit Oparating
Budget *

Name ' Roof Orain Disconnects

Name | Fs Maximo
11, University Held e
Unit Surplus * |NO |%
" Submitting Unit:

2 Froject | Remove roof drain downspouts

12. Git
Description * et

nt * NO

22 Exec Level UNKNOWN

= LLQIOWN
Funded * | YES [x]

SUBMITTED

A Cost Estimats
rojoct Typs *  Exterior Upgrade [+ fknown: *  3,000,000.0
4. Original Request + | suemrTTED
L Additional Funding Opporunities: TNCOMPLETE
Repeat Request AT E 26. Building Name
- ves [+ Sl a2 % = wildcard * | Rocksfeller Chapel

i 16 Cost Sharing * |NO [ St i
s Request * | 2020 [z]

. 28. PSC Group * | Capital AR [=]
17. Only Request * |NO [ |

Contact Information: 29. Request Starting Date

Relatiy
Contact P Priorty: Rani ; i '
sntact Person | Bary O'Quinn viorky: Rank |0 1 [2] oy =] 29 [¢]
of

ontact Ph. = | 3124567854 34567890 i 30. Request Complete Date
; | |
Prionty: Rank |0 2 * 15 [=] september =] 2019 [+]
9 Contact Email bamy@uchicago.edu - - | september [«] =

AND THEN,

- Send the Request back to the Submitter by selecting the “To send back as INCOMPLETE check here” box at the
bottom of the page, and then clicking “Update”.

CRITERIA CHECK.LIST PFlease Answei The Following Questions

99 Dows the project comect Life/Safety cancoms? o [3] 40. i 50 haw Gitatians bien issued? |NO =] Reviewed By Date
41 Daes the project address smaronmental or code violations? NO || 42 ¥ 30 have citations been issued? NO [=| Reviewed By Mame | Antonio J Mena

43 Does the project addross accessibility ssuns? no [+ 44 50 have citations been issued? NO [=] Revewed By | 01335833
46 I deficiency is not caected will the use of the facility be adwrsely no [=]
affocted? -
46 Ase the components of this project biyand affective epair? NO |7
47 Was the project mcluded in last year's Capal Project list. but not no |+
funded b

48 Is project retated 1o a Presidential Initiatie? NG -|

49. If deficiency is not comected will it cause significant damage to the facility o [«
? d

of its contents
B0 1= this preject a sequantial phage of a multi-phased. schedula-crtical NO v| 51. if g0 please indicate which projectis) in commwants. —>
project?

ce O&M costs? MO

Aill this progect significantly re

il this peojoct address significant clisnt complaints? no [z]

54, Doas project axpand programming and/ or provide additional space (SF)7 N

il this progect support sustanabilily objectres and/ or generale energy

86 Is this a pronty 1 or 2 progect i the Facildy Condition Asse NO |-
databasa?
ET. Estimated gifuare footage increase with implementation of thiz project. * g

off back as INCOMPLETE check here:

- If the Submitted Request is complete, notify the Submitter of its formal submission.

Step 3: Review Updated SUBMITTED Capital Project Request

- If reviewing an updated Submitted Request, repeat Steps 1 and 2 until all requisite information has been received,
and until the Request has been formally Submitted.



Step 4: Check a SUBMITTED Capital Project Request as COMPLETE

- Upon acceptance of a Submitted Request, if not already in, login to the Capital Request website homepage and
select the Request by clicking on the “Project Number” (Step 1).

- Click the “Edit” button at the top or bottom of the page.

- Select the “Review Complete” check box and click the “Update” button at the bottom of the page.

e

ar [Ne [ T Hanve | Mangeod Maine

ans bean inseed? [HNO | . 2 By | BIBSIEITY

1.) Check Tlle//?
Review

Complete Box

This will take you to the “Show Request” screen, with a status (#24 field) of “REVIEWCOMPLETE".
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Printing a SUBMITTED Capital Project Request

- Login to the Capital Request website homepage and select “Review Submitted Capital Project Requests”.
- Select a project by clicking on its “Project Number”. This will take you to the “Show Request” screen.
- To print a Request, utilize Firefox’s print function.
Note: Please format by scaling to 70%, and printing the background option
(this can be found within “Format & Options” in the Page Setup menu)



