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Role and Responsibility Matrix

The table below outlines the process steps within the workflow and which role is responsible for that specific

step.

e e e e

Start Initiator Submit
Prime A/E Review (Design) (Projected) Design-Prime A/E Reviewed or Revise
PM Review (Design) (Projected) DFD PM Reviewed, Revise, or Void
Review Step BAE Deputy Bureau Director (LAA) BAE Deput\.r Sureau Reviewed or Revise
Director
Financial Specialist Review (LAA) Financial Specialist Approve

Note: If you take a Revise
action, the process will go
back into the DFD PM’s court.

Workflow view




Starting a Process

Design Change Request (DCR)




Processes - Starting a New Process

Design Change Request (DCR)

Once you have searched for and located your project, you can start a new process by clicking the Start Process
button in the upper right-hand corner of the page.

My Home Dashboard Projects Planning  Forms QRGO Documents Calendar  Contacts Bidding Cost Schedule Reports Setup  eee
X Unfinished Drafts | Import Processes
Processes FOr | Demo - State of Wisconsin DOA - YYMXX -
Start Process
c Q, Filter by
ADMINISTRATION
W In My Court In Progress Process Status ?,:" All filters
Recent Pages... b I 3 2 3 45 P M Show 25 w

Tip: There are also alternative methods

- - to starting a process. To review the steps

" prior to this, see the Processes Tab
training.
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Processes - Starting a New Process

Design Change Request (DCR)

Click on the hyperlink for the
process you want to start.

Once clicked, a new screen will
appear, and you will be directed
to a page for the Start step of the
workflow.

Note: For this guide, the Design Change <’ _

Request (DCR) example will be shown -
on the following pages.

18 Construction Bulletin (CB)

18 Design Change Request (DCR)

18 Field Order (FO)

The Construction Bulletin is issued for the purpose of investigating a potential change in the work. You are requested to review the proposed
changes and advise the Architect and Construction Representative of any change in the contract price incorporating any addition, deduction or no
change that may result. If the proposed changes are to be made, a Change Order will be issued. Indicate change in Contract Time, if appropriate.
This is not a Change Order or direction to proceed with proposed changes

The design change request process involves initiating a formal request for changes to the existing design contract. This request documents the
proposed changes and any impacts to project scope, required AE services, schedule, or budget. The request is reviewed by DFD, and if approved a
change order will be spawned from this process.

The field order process involves a request for change or additional work that is minor in nature or an emergent situation. This is a directive to
proceed with the work immediately. Provide pricing within 10 days from notification. A change order will be spawned from this process.



Processes - Starting a New Process

Design Change Request (DCR)

For the DCR process, you will see
the necessary fields in the Details
tab. Fields with an asterisk (*) are
required and must be completed.

e-Builder instructions are
highlighted in blue within the
setup screen.

Note: to see additional instructions
or helpful tips for certain fields,
hover over the “ 1" icons.

18 Design Change Request (DCR)

Start Process Print Check Spelling Submit Save Draft Cancel
Project: Demo - State of Wisconsin DOA
Project Number: YYMXX
Process: 18 Design Change Request
Details Documents (0)  Attached Processes (0)  Attached Forms (0)
Expand All | Collapse All
Design Change Request ”
If supporting documents or files need to accompany this process, please use the [Documents] tab to upload the files.
If there is a cost impact, enter that information here.
* Brief Description of Scope:
A
* |5 this a change to the reimbursable O Yes
or LAA only?:ﬂ ®no
Proposed Opinion of Cost: @ {
Fee Proposal: Drag and drop file here or = Browse Computer Browse e-Builder
Print Check Spelling Submit Save Draft Cancel



Processes - Starting a New Process

Design Change Request (DCR)

If supporting documents or files need
to be attached to the process, use the
DOCU ments ta b to u pload the files‘ I?::;i‘ﬂf::ii::itillu need to accompany this process, please use the [Documents] tab to upload the files.

If there is a cost impact, enter that information here.

Enter the remaining information in the e

required fields. To attach a fee T R y
proposal, either drag/drop the file into psetmmnstoon | [

the designated space or click the Fee Proposal | Drg and arop fiehere | or [ Brewea Computer | [ Browse e-Buitder

Browse Com pUter or Browse e- Print! | [Tchsck Speiling] | [[Submit | [SaveiDratt | [ (Gance!

Builder button to select the file.



Processes - Starting a New Process

Design Change Request (DCR)

Once all the information has been
entered, you can choose to either
Submit or Save the draft.

Save Draft

If you are not ready to submit the form,
click the Save Draft button to save and
return to the form at any time.

Submit

If you are ready to submit the form,
click the Submit button and the form
will be moved to the next step in the
workflow. The system will move the
action to the next person's court and
assign a number to it.

Design Change Request

If supporting documents or files need to accompany this process, please use the [Documents] tab to upload the files.

If there is a cost impact, enter that information here.

* Brief Description of Scope:

* |s this a change to the reimbursable
ar LAA only?:ﬂ

Proposed Opinion of Cost:@

Fee Proposal:

Test

Oes
@ No

[ 100

' Drag and drop file here

or  Browse Computer

Browse e-Builder

Pri

nt

Check Spelling

Submit

Save Draft Cancel



Tracking a Process

Design Change Request (DCR)




Processes in Your Court

Design Change Request (DCR)

When a process lands in your court, you will see it under the My Processes section. Having items in the My
Processes section indicates that the item is in your court to review and approve before it can move forward in
the workflow.

You can open the process by clicking on the process item’s numbers. When clicked, the instance will open.

& e-Builder

My Home  Dashboard Projects Planning  Forms Processes Documents Calendar  Contacts Bidding Cost Schedule Reports Setup

Welcome, All project v Edit My Hi

, My Processes
DEPARTMENT OF

ADMINISTRATION Project T2 | Instance T2 | Subject T2 |step 1% | Date Due 1% Requested Comment
-W Demo - State of Wisconsin DOA CB-34 Test 2-25-24 DFD PM Review CB
Demo - State of Wisconsin DOA DCR - 29 WEDIS LGS | srndiGatwoadion Prime A/E Review (Design) (Projected)

02/25/2024

New Project Request-Enumeration-23L2K-

: eB Admin Review Error
Rebuild the fort at aztalan o RESH

Demo - State of Wisconsin DOA

Events
Sunday, Feb 25, 2024 Dermo - State of Wisconsin DOA PIR-211 EJ%WD?’:E]E:;::?;ESDA” Ageney-2alol-Tese eB Admin Review Error
View Calanca D f in DO 2 5::;Ifgrtgictttizqgjggglr'e»:sency-NAER- eB Admin Review Error
5 Demo - State of Wisconsin DOA PIR - 225 New_ProjecI: RequestARABENCy LI eB Admin Review Error
Quick Add v Testing!
18 Design Change Request (DCR) View: 10 25 50 Showing 1to 6 of 6 results  Previous (]



Processes in Your Court

Design Change Request (DCR)

When you open the process, you
will see a section that says

18 Design Change Request (DCR) - 29 Delete Instance Workflow Override Al Fields View
11 11
Current Workflow Step." Next to
Accept Decline -- Please select an action -- ~ || Take Act Check Spelling Print Copy Save Cancel
that, you will see the current Project: | Demo - State of Wisconsin DOA project Number: | YYMX
. . . Process Document: DCR - 29 Overall Due Date:
step that the instance is in. Show istory | Current ctr
Current Workflow Step: Prime A/E Review (Design) (Projected) Show Workflow Diagram Step Due Date:
Subject: WCD request by Jenna Gatwood on 02/25/2024
Status: Submitted

INn the example on the right, the
Instance is shown in the "Prime
A/E Review (Design) (Projected)"
step.

_v» lip: If you were to click on the "Show
~ )~ Workflow Diagram" link, it will open a
visual of the current workflow steps.

4
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Processes in Your Court

Design Change Request (DCR)

See below for more information about key features to know:

Process Document Current Actors
Project The document and process This shows the person who has the process
The name of counter. Each process is in their court. This person is currently
the Project. assigned a gnique number responsible for reviewing/approving the
This example is when submitted. item.
for the Demo
account. 18 Decian Change Request (DCR) - 29

Accept Decline
Show History
A link to show Project: Demo - State of Wisconsin DOA
the history. Process Document: DCR - 29
When clicked, Show History | Current Actors
a new page Current Workflow Step: Prime A/E Review (Design) (Projected) Show Workflow Diagram
will appear. Subject: WCD request by Jenna Gatwood on 02/25/2024
Status: Submitted

1



Processes in Your Court - Show History

Design Change Request (DCR)

If you click the Show History hyperlink, a new
window will pop-up Iin the Routing History
tab. This tab is going to show you every step . ——
in the workflow, if someone acted on the Ty o

process (anytime someone reviewed It or _ vvort -
approved it) and what happened. QT Actor Acton DueDate | Complted [agen [stre

1 | Start Jenna Gatwood Submit 02.25.2024 06:34 PM Completed

Routing History

Reuting History  History

LAA/Reimburse COnly? false 02.25.2024 06:34 PM 0 Completed

Prime A/E Review (Design)

2
3 | PM Start? true 02.25.2024 06:34 PM 0 Completed
& (Projected)

In the photo, you can see every step In the
workflow that this process has gone through,
who the actor was on each of those steps,
the action that was taken at each of those
steps, the date that it was completed, and
how many days it was in that step before it
was acted on. You can also view the status of
each step as it progresses from one step to
the next.

Current Actors.. 0 In Progress

12



Processes in Your Court - Show History

Design Change Request (DCR)

If you scroll down on the same screen, you
can see all the different data fields. These are
the data fields that were completed when
the process was started. The data fields are
on the first column, then you will see who
edited the information within that data field,
the date that it was edited, and, on the right
side of the screen, you can see the values
that were entered.

If any changes are made to these data fields,
as it moves through the workflow, you will be
able to see what the old information was,
what the person updated it to, and what the
new information is.

Data Fields (6) Comments (0) Documents (0)  Attached Processes (0)

Attached Forms (0)

Export ~
Data Field Edit User Edit Date~ 0ld Value New Value
Subject Jenna Gatwood 02.25.2024 06:34PM [No Subject]
Brief Description of Scope Jenna Gatwood 02.25.2024 06:34PM Test
Is this a change to the reimbursable [ R—— 02.25.2024 06:34PM No
or LAA only?
PM Start? lenna Gatwood 02.25.2024 06:34PM Yes
Proposed Opinion of Cost lenna Gatwood 02.25.2024 06:34PM 100.00
: , WCD t by J Gat d
Subject Jenna Gatwood 02.25.2024 06:34PM [No Subject] o s R e

02/25/2024

135



Processes in Your Court - Show History

Design Change Request (DCR)

At the top of the page, if you click on the
History tab, you can see if/when someone
looked at that specific process.

This tab can be used as a form of
accountability If something is changed by
accident.

History

Routing History = History

Details

History

Name

Gatwood, Jenna

Gatwood, Jenna

Gatwood, Jenna

Gatwood, Jenna
Gatwood, Jenna

Gatwood, Jenna

MName:
Status:

DCR - 29
Submitted

Company Time Stamp Step Name

Avicado 02.25.2024 6:40 PM sl EIREIEVIB=SIdn)
(Projected)

Avicado 02.25.2024 6:35 PM 10 LRl S
(Projected)

Avicado 02.25.2024 6:35 PM A=RrimesyElRenew (Desion)
(Projected)

Avicado 02.25.2024 6:35 PM 1 - Start

Avicado 02.25.2024 6:34 PM 1 - Start

Avicado 02.25.2024 6:34 PM 1- Start

Show Workflow Cancel

Print | (&

Access Description

View

Workflow Override - Add
Actors

View

View
Created Process Instance Submitted

Draft Created

Print

14



Processes in Your Court - Current Workflow

Design Change Request (DCR)

To view the process workflow, click on
the Show  Workflow Diagram
hyperlink (shown in the image) from
the specific process page.

This will prompt a pop-up screen with
the entire workflow (shown on the
next page).

18 Design Change Request (DCR) - 29

Acce

pt

D

ecline

Project:
Process Document:

Current Workflow Step:
Subject:
Status:

Demo - State of Wisconsin DOA

DCR - 29
Show History | Current Actors

Prime A/E Review (Design) (Projected) Show Workflow Diagram
WCD request by Jenna Gatwood on 02/25/2024
Submitted

action --

Project Number:
Overall Due Date:

Step Due Date:

Delete Instance

Check Spelling

YYMEX

Workflow Override

Pri

nt

Copy Save

Ca

All Fields View

ncel

15



Processes in Your Court - Current Workflow

Design Change Request (DCR)

For a DCR, the entire workflow can be found below: Key

DCR - 29

Each of the rectangles represent a
— different step in the flow, essentially,
a different actor. You can tell what

fage—»ﬁ%ﬁw | Reviewed step it is in currently by the darker
(Projected) . .
blue ring around it.

Graphical View

—

3
Revise Void
, , The Dblue diamonds represent
e BAE Deputy i : oy . . e
oM start? > —— [ :g%ﬁ Bureau — Rﬁt‘-’z?"":f%\) WRIN || | E—— conditional steps. Conditional steps
ign (LAA) iew 0
- g . are defined statements that can

false

take a path of true or false. If a
certain criteria is met then route the
process one way, otherwise if not,

s route it another direction.
‘Subrnit m”” pg::;etm —
{Design) . .
(Projected) Using this feature, you are able to
£ | | automate the start of another

process that is dependent on the
one you're creating.

16



Approving a Process

Design Change Request (DCR)

17



Approving a Process

Design Change Request (DCR)

From the My Home tab, find the appropriate instance in the My Processes section. Having a process in this
section indicates that the item is in your court to review and approve before it can move forward in the
workflow.

You can open the process by clicking on the process item’s numbers. When clicked, the instance will open.

& e-Builder

My Home  Dashboard Projects Planning  Forms Processes Documents Calendar  Contacts Bidding Cost Schedule Reports Setup

Welcome, All project v Edit My Hi

My Processes

DEPARTMENT OF
ADMINISTRATION Project % | Instance 2 | Subject 2 |step 2 | Date Due 1% |Requested Comment
-W Demo - State of Wisconsin DDA CB-34 Test 2-25-24 DFD PM Review CB
s - State of Wiceamneio DO BeR . 29 WCD request by Jenna Gatwood on : : : :
Demo - State of Wisconsin DOA DCR - 29 02/25/2024 Prime A/E Review (Design) (Projected)
Demo - State of Wisconsin DOA PIR - 209 :jgvuﬁ;]:;tfgff;f;’;'tz?:nmerat'On'23L2K' eB Admin Review Error
Events
Sunday, Feb 25, 2024 Demo - State of Wisconsin DOA PIR - 211 EJTQWD:?;JE:;F)R:?;?&H.A” AgeneyLSIL sTesE eB Admin Review Error
View calendar ema - State of Wisconsin DOA BIR - 291 MNew Project Request-All Agency-24A2R- ) :
Demo - State of Wisconsin DOA PIR-22 Testing Out the Code Step eB Admin Review Error
. Demo - State of Wisconsin DOA PIR - 225 MEWEIDject RequUEStRTARENGFZRieLE eB Admin Review Error
QUICk Add e Testing!
18 Design Change Request (DCR) View: 10 25 50 Showing 1 to 6 of 6 results  Previous n

18



Approving a Process

Design Change Request (DCR)

No te: Depen ding On yo ur rO/e an d th e Details Commen ts (0) Documents (0) Attached Processes (0) Attached Forms (0) Attached To (0)
current step Iin the workflow, the e A Cllpse
action/approval steps may be different DESIGH CHANGE .
th an Wh O t iS Sh OW”. For a de tai/ed Is this a change to the reimbursable or No
. . LAA only2: @
view of workflow actions based on role, ® i Descrton o eop:. |t
see page |I. )
* proposed Opinion of Cost: @ [100.00
®FeePropossk | | paganddropfilehere | or [JErowselComputerl] (NEcowse /e BUlIHar

When the instance opens, scroll down
until you see the empty fields. Fields
with an asterisk (*) are required and
must be completed before submitting.
Review the information and navigate to
the Comments tab to note any changes
to the description.

-- Please select an action -- v Check Spelling Print Copy Save Cancel

19



Approving a Process

Design Change Request (DCR)

Once the information has been reviewed R )
fo r th e e nti re pa g e’ Cl iC k t h e d ro pd Own NAVIGATE TO THE COMMENTS TAB TO NOTE ANY CHANGES TO THE DESCRIPTION.

menu to select the appropriate action. R

O n Ce Se | eCted ? C | iC k t h e Ta ke ACti O n * Proposed Opi:ion of CostEl- v
button.

of  Browse Computer Browse e-Builder

-- Please select an action -- Check Spelling Print Copy Save Cancel

DESIGN CHANGE -

NAVIGATE TO THE COMMENTS TAB TO NOTE ANY CHANGES TO THE DESCRIPTION.

Is this a change to the reimbursable or No
LAA only?: @
* Brief Description of Scope: Test

y
* Proposed Opinion of Cost: @ 100.00
* Fee Proposal: Drag and drop file here or  Browse Computer Browse e-Builder
Reviewed ~ | Take Action Check Spelling Print Copy Save Cancel

20



For additional assistance, please
contact a member of the DFD team.




