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

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.
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Starting a Project

Facilities Services is here to serve you with your design, construction and renovation needs
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= You must be a registered user to access this site. Click here to register via email.

ied process map that is intended to illustrate some of the key steps w

—

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.
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Capital Request Submittal Process Overview —

Step 1: Create a Capital Project Request
Step 2: Update your Capital Project Request
Step 3: Upload Documents in support of your Capital Project Request
Step 4: Formally Submit a Capital Project Request
Step 5: Reviewers will check your SUBMITTED Request
Step 6: Edit an INCOMPLETE submittal
* How to Review/ Print a Project Request

Step 1: Create a Capital Project Request

- Start by selecting “Create Project Request”.

@ THE UNIVERSITY OF

CHIIEAGO

Office Of The Provost Capital Project Requests

Welcome Fs Maximo! username: T-9fs (Log out)
You're a Capital Project Request Submitter

Capital Projects Request Form (CPR)

Application Help
Please select from the list of actions below:

Available Actions:
* Create Project Request @
« Find /Edit a Project Request

Links

Office to the Provost
The University of Chicago

8 The University Of Chicago 2018. - For questions, and support regarding this Web site, please send emails to fsupporti@lisis.uchicago. edu

- Answer as many questions as possible within the sections provided. If needed, see List of Capital Request Questions.
Note: the questions with a red asterisk * will need to be answered in order to save (create) the form.
- Once completed, click the “Create” button on the left, lower most corner of the page.

CRITERIA CHECKAIST Flease

wer The Following Questions

30. Doss the project coneet Life/S:

iy Foncems| No || 40. K 50 hava citations been issued? NO |z

41, Does the project address environmental or code vilations? no [z] -l

43. Doss the project addrass accessibiity issues? no 7|
45. I deficiency is not comected will the uss of the facility be advarssfy no [=]
affected? |
46, Are the components of this project bayond effective repair? NO '|
A7 Was the project included in last years Capital Project list, but not no [+
funded? i
NOY j
ity o [z]

vo [z 51, If so please indicate which project(s) in comments, >
no [

NO

54. Daes project expand programming and! or provide additional space (SF)? | NO
agy NO

no x|

This will save a draft version of your request and take you to the “Show Request” screen.


http://d3qi0qp55mx5f5.cloudfront.net/facilities/pdfs/Application_Help_-_CPRF_-_List_of_Questions.pdf?mtime=1496412226

Step 2: Update your Capital Project Request

- Select the “Edit” button at the top or bottom of the page,

THE UNIVERSITY OF

@CHICAGO

Office Of The Provost

Capital Project Requests

Welcome Fs Maximo! username: T-9fs (Log out)

& New Reguest

Show Request

@ Request 608 created

Capital Project Request Number.
Capital Project Request TransiD
1. Project Name

2. Project Description

3. Project Type

4. Original Request

5. Repeat Req

6. Fiscal Year:

7. Contact Person

8. Contact Phone

9. Contact Email

10. Unit Operating Budget

11. University Surplus

12. Gift! Endowment

13. University Funded

14. Cost Estimate

15. Development

16. Cost Sharing

17. Relative Priority: Only Request

20. Creation Date

- Update the form as needed, and then click the “Update” button at the bottom of the page,

CRITERIA CHECK LIST Pleasa Ansver The Following Questions:

39. Does the project camect Life

concerns?

wo [+

41 Does the project address environmental o code vielstions?

43. Does the project addrass accessibility issuss? YES ‘.‘

45, If deficiency is not comocted il the se of the facility be aversaly o B
afiected?

4E. Are the componants of this project beyond sfiective repair? HO '\

47 Was the praject included in last year's Capital Project list, but not no [+

funded?

48, I project related to a Presidential Intiative? no [=]

49, defciency is not comected will it cause signifca damage 1o the faciity o []
oris content

a sequential phase of a muli-phased, schedule-crtical,  |NO [

projact?

il this project signifcantly reduce D&M costs? MO

Il this project addrecs significant client complaint=?
54 Does project expand programeming and or provide addtional space (SFJP | MO |»
55 Will this project suppart sustainability chjectives and/ o generate energy | MY
saings?

56. 15 this a priarity 1 or 2 project in the Facility Candition Assessment

database?

57 Estimated square footage increase with implement ST this project * | g

- GotoStep3
OR

2. #Edit

€ Back

€ Back to list after updating this record

2017608

608

Roof Drain Disconnects
Remove roof drain downspouts
Exterior Upgrade

NO

YES

2020

Barry O'Quinn

312-456-7854
barry@uchicago_edu

NO

NO

NO

YES

53,000.000.00

NO

NO

NO

2017-05-15 09:36:03 COT

40 [ 50 have citations been issued? NO | =|

42. ¥ 50 have citations been issued? | YES [=]

44 If 50 have citations been

ued? (O [x]

51, If s please indicate which praject(s) in comments. —>

- If not already in, login to the Capital Request website homepage.



Select “Find/ Edit a Project Request”.
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Welcome Fs Maximo!  username: T-9fs (Log out)
You're a Capital Project Request Submitter

Capital Projects Request Form (CPR)

Application Help
Please select from the list of actions below:

Available Actions:

» Create Project Request
* Find /Fdit a Project Request

Links
Office to the P t
The Universi Chicago

Click the “Find Request” button to show all Requests.

THE UNIVERSITY OF PWFacilities
CHICAGO RdServices

UAT Version 1.0

Office Of The Provost Capital Project Requests

Welcome Fs Maximo! username: T-9fs (Log out)
You're a Capital Project Request Submitter
£ Home & New Request € Back

Capital Project Request Filter Form

Search Fields For Capital Project Requests

Project Number Project Name Building Name Status: Created By Name: Request Date From: Request Date To:

TransID Project No. Project Name Status Created Date Bldname PSC Group Cost Estimate Project Type

EI Fs Maxima

® The Uniw C - nd support regerding thi

Note: You can use column headers to sort as needed, use % sign for wildcard OR
Input a few letters into the search fields and click the “Find Request” button,
Select your Request by clicking on the “Project Number”.
® CHICAGO
Office Of The Provost Capital Project Requests

Weleome F
Youre a Captal

B Home © Back

Capital Project Request Filter Form

elds For Capatal Project Requests

mber v Projact Name Building Name Status Craated By Name Request Date From:  Requast Dats To
[l  FeMaimo
Find Requests

TansiD  Projef v Project Hame Bidname Projet Type

508 Roef eain Discomnects Rockeleller Chapel Exerior Upgrade

07 gisd ITTED Cther Feasitility/ Planning

508 05 ha susMTTED aiown Misor Projects © Cods o Inasinucture

)
508 FY Eloctical SUBMITTED SHENTTARAM  Molipl Bukdings Units 523 =
588 Large Attachments - 2017-05-12 DRAFT Young Memodial Building Major Projects 80 Edquipment ns
V3

sa7 w1z Lorge Attschmunts -2017.0612  DRAFT SUUITIZN Yourg Memoral Buidng Mo Propects e Eipmant Systams

86 1758¢ Young Memonal Building Campus st Equigment/ Sysiems
Enhancements

585 Test 1 ok — Blsh REVIEWCOMPLETE  SH2/1T Cther Capital AR 4

o6 2 Test2 REVIEWCOMPLETE 4217 120PM  Young Memosal Builing Camp w0 Eqipment Systems
Enhan

This will take you to the “Show Request” screen.



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

THE UNIVERSITY OF

CHICAGO

Office Of The Provost

Welcome Fs Maximo!  username: T.9fs {Log out)

You're a Capital Project Request Submitter

o

& MNew Request

Show Request

@ Request 508 created

Capital Project Request Number.
Capital Project Request TransiD
1. Project Name

2. Project Description

3. Project Type

4. Original Request

5. Repeat Req

6. Fiscal Year

7. Contact Person

8. Contact Phone

9. Contact Email

10. Unit Operating Budget

11 University Surplus

12. Gift/ Endowment

13. University Funded

14 Cost Estimate

15. Development

16. Cost Sharing

17. Relative Priority: Only Request

20. Creation Date

Update the form as needed, and then click the “Update” button at the bottom of the page.

CRITERIA CHECK.LIST Pleasa Answer The Following Questions.

3. Daes the project camect Life/Safety concems?

41 Daes the project address envrcnmental or cade vielstians?

43. Does the project address accessibility issues?

YEs [+

af the facility ba agw NO Tl

6. Are the components of this project beyond effective repar? no [+

A7 Was the project included in last years Capital Project list, but not o [=]
funded?

48 Iz project related to a Presidentis| Intiative? NO .|

49, I deficiency Is not comected will it cause signifizamt damage 1o the faciliny
of its conterts?

50, 15 this project & sequential phase of a muli-phased, schedule-critical
praject?

£2. Wil this project signifcantly reduce O&M cosls?

3. Will this project sddress significant client complaints?

54 Daes project expand pragramming and or provide additional space {SF)?

Il this project suppart sustainability objectives andf or generate snergy
57

56, s this a priorty 1 or 2 project in the Facility Candition Assessment
daabase?

57 Estimatad square footage increase ith implemantge i this project * |

“Please check the bex below af
the requirsd fields are filed in._j

& Updste

£ Subme

Capital Project Requests

2. EEdit

© Back

€ Back to list after updating this record

2017608

608

Roof Drain Disconnects
Remove roof drain downspouts
Exterior Upgrade

NO

YES

2020

Barry O'Quinn

312-456-7854
barry@uchicago.edu

NO

NO

NO

YES

$3,000,000.00

NO

NO

NO

2017-05-15 09:38:03 COT

40. 1 50 haue ctations been issued? |NO [=]
42 1 50 have sitations heen issusd? | YES [1]

44, 1 50 have cit:

w? (N0 [+]

&1.IF so plaase indicate which project(s) in commants. —>




Step 3: Upload Documents in support of your Capital Project Request

- To upload documents, go to the top of the page and
Click on the icon to the right of “Add an Attachment click >” &
@ THE UNIVERSITY OF

CHICAGO

Office Of The Provost

Welcome Fs Maximo!  username: T-9fs Log out)
You're a Capital Project Request Submitter

{2 Home 7 Search Request List & New Request

Edit Request - Project Number: 2017608 TranslD: 608

CAPITAL PROJECT REQUEST FORM - edit

1 Project Name | Roof Drain Disconnects

2. Project - Remove roof drain downspouts
Description =*

3. Project Type *  Exterior Upgrade

o [z]
5. Repeat Request

- ves[7]

6. Fiscal Year for
this Request * 2020 E|

4. Original Request

Contact Information:

7. Contact Person | Barry O'Quinn

8. Contact Ph. = | 312-456-7854 123-456-7890

9. Contact Email = barry@uchicago.edu

Modified By Name:

Capital Project Requests

UNIT FUNDED FROM:

10. Unit Operating
Budget * NO B

11. University Held
Unit Surplus *  NO B

12. Gift/
Endowment * | NO B

13. University
Funded * YES D

14. Cost Estimate.
if known: *  3,000,000.0

Modified Date: 05/15/2017 09:38: AM

| Funding Opp

15. Development = | NO B

16. Cost Sharing * NO B

17. Only Request * | NO B

18. Relative
Priority: Rank | 0 |&

of

19 Relative
Priority: Rank | 0 [

es
diServices

UAT Version 1.0

Add an Attachment click > ‘

20 Creation Date | 05/15/2017 09:38: AM

21. Created By
MName ' Fs Maximo

Submitting Unit:
22 Exec Level | UNKNOWN
23. Department | UNKNOWN
24, Status | DRAFT ]

25 Dept ! Program | Other
Affected =

26. Building Name
% = wildcard * | Rockefeller Chapel

27_ Property |.D. * | D29
28. PSC Group * | Capital AR B
29 Request Starting Date

«[1 E| July E| 2019 B

30. Request Complete Date

* 15 [ =] september [+ 2019 [~]

- Click the “Browse” button, select your file, and then click the “Upload” button.

@ CHICAGO

Office Of The Provost

Capital Project Requests

Welcome Fs Maximo! username: T-9fs
You're a Capital Project Request Submitter

@ Back to Request Edit - Trans|D: 608

Upload New Docysfent

No file selected.

B Upload %

support regarding this

eb site, please send email:

This will save your request and take you to the “Document List” screen.



Step 4: Formally Submit a Capital Project Request

- Select the “Back to Request” button at the top left of the screen,

CHICAGO

Office Of The Provost Capital Project Requests

Welcome Fs Maximo! username: T-9fs (Log out)
You're a Capital Project Request Submitter

£ Home @ Upload Another Document © Backto Raquast@

Document List

File Name Upload Date TransID
DOC110116-11012016110938 pdf 05-15-2017 608

Chicaga 2016, - For questions, end support regarding this Web site, plesse send emails to fssi lists.uchicage. edu

- If not already in, login to the Capital Request website and “Edit” your Request (Step 2).
- If you have answered all questions, and uploaded all necessary documents, go to the bottom of the page and
check the “l acknowledge the form is complete” box, and then click “Submit”.

CRITERIA CHECK-LIST Please Answer The Following Questions:

38 Does the project correct Life/Safety concerns? MO 40, If 50 have citations been issued? |NO
41. Does the project address emvironmental or code violations? NO 42.1f so have citations been issued? NO
43 Does the project address accessibility issues? NO 44, If so have citations been issued? NO
45. If deficiency is not corrected will the use of the facility be adversely NO
affected?

46. Are the components of this project beyond effective repair? NO

47. Was the project included in last year's Capital Project list, but not NO

funded?

48 Is project related to a Presidential Initiative? NO

49 If deficiency is not corrected will it cause significant damage to the facility | yo
or its contents?

50. Is this project a sequential phase of a multi-phased, schedule-critical, NO 51. If so please indicate which project(s) in comments. —>

project?
52. Will this project significantly reduce O&M costs? NO
53. Will this project address significant client complaints? NO

54. Does project expand programming and/ or provide additional space (SF)? | NO

55_Will this project support sustainability objectives and/ or generate energy | NO
savings?

E E E E E EE E EEEEEE

56. s this a priority 1 or 2 project in the Facility Condition Assessment NO
database?

57. Estimated square footage increase with implementation of this project. * |

*Please check the box below after checking that
the required fields are filled in. then click on the "Submit” button.

| acknowledge the K
form is complete (T

B Update B Submit © Back

® The University O o 20 or questions, and support regarding this Web site, please send emails to fssuppo s uchicago.edu

Note: if you have not completed all fields, you will get an error message requesting you to “go back
and check the form, and fill in the required values”
- Once you have submitted your request, you will be taken to the “Show Request” screen.
- At this point, you can exit the webpage, complete a New Request, or return to the Project Request list.
Note: If you try to edit a submitted Request you will get an error message. See Steps 5 + 6.

Step 5: Reviewers will check your SUBMITTED Request and respond to you with either:

- An e-mail confirming receipt and completion,
OR
- An e-mail requesting revisions or additional information.



Step 6: Edit an INCOMPLETE submittal

If your Request requires revisions or additional information, a Reviewer will mark it “lNCOMPLETE”, and
send you an email notifying you to re-submit.

“Edit” your Request as needed (Step 2) and when complete,

Proceed to re-“Submit” (Step 4).

Repeat until request is formally submitted

Review/ Print a Project Request

Note:

Select a project (Step 2) and go to its “Show Request” screen.
To print the Request (in case an approval signature is required), 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)
To view a Request’s uploaded Documents or 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”.

Please see FY18 Capital Project Requests for level of information required, particularly “Project Justification
and Consequences of not funding” and other questions regarding the criticality of the project or its potential
to impact program.



