
Online Capital Project Request Form       7/2/18 

Application Help       – FOR SUBMITTERS – 

Accessing the website: 

Utilizing the Firefox browser, go to https://itsfit01.uchicago.edu/CAPREQPROC 

 

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

 

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

 

 

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 7: Duplicate a previously submitted Capital Project Request 
 
  

https://itsfit01.uchicago.edu/CAPREQPROC
mailto:fycapitalrequests@lists.uchicago.edu


Step 1: Create a Capital Project Request 

- Start by selecting “Create Project Request” 
 

 
 

- Answer as many questions as possible within the sections provided. 
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. 

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

 



Step 2: Update your Capital Project Request 

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

- Select “Find/ Edit a Project Request”. 

 
 

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

Note: As a submitter, other than approved requests, you will only be able to see your own requests. 

 
Note: You can use column headers to sort as needed.  Use % sign for multi-value searches OR 
           Input a few letters into the search fields and click the “Find Request” button,  



- Select your Request by clicking on the “ID”. 

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

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

 



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

 
 

 

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 ”  

 

 
  



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

 
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, 

 
OR 

- 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 “I acknowledge the form is complete” box, and then click “Submit”. 

 



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/ 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 “INCOMPLETE”, 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 

- Select a project (Step 2) and go to its “Show Request” screen. 
- To print the Request, utilize Firefox’s print function. 

Note: Format to Landscape, Scale to 70%, and use the “Print Background” option 
           (found within “Format & Options” in the Page Setup menu) 

- To view an approved Request’s uploaded Documents or Attachments, 
Click the icon  to the right of “View Capital Project Request Document(s)”. 

- To view a history of an approved Request, 
Click the icon  to the right of “Status History”. 

 
Step 7: Duplicate a previously submitted Capital Project Request 

- Select a project (Step 2) and go to its “Show Request” screen. 
- Click the “Edit” button at the top or bottom of the page. 
- Pan down to the bottom left corner of the page, and select “Duplicate Record” 

 



The site will auto-populate all of the fields with the same values as previously entered for the cap request, except 
for the Creation Date and all of the Criteria Check-List entries. 
 

- Revise the capital project request as needed. 
Note: at minimum change the Fiscal Year for the Request, #6 

- Once complete, select “Create” at the bottom left hand side of the page. 
 

 
 
- Repeat steps 2-6 above as needed until formal submittal. 

 


