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DOCUMENT SUMMARY VERSION INFORMATION

This job guide provides step-by-step instruction for locating, creating, and completing Version 1.1 Release Date  03/04/2022
project phase checklists.

Owner NU Facilities
The purpose of this document is to serve as guided reference and/or new hire training
on project task management and workflow functionality available to applicable users
in Facilities Connect.

Version  This is the original version of the document; content within represents
Notes delivered system functionality at PM Module go-live (11/27/2018), and
has been verified as up-to-date of this document’s release (2/18/19)
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N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Y GETTING STARTED = Northwestern |FACILITIES CONNECT
% To begin, access the Facilities Connect
Home Screen @ Home I My Bookmarks
Z
« Inorder to create a Project Phase Checklist, . [5] Reminders - Projects 0w [5] Project Checklists In Revision Ow [E] Project Reports Ow
. Rk . al
the pI’OjeCt (fOI’ which you are creatlng the = . Created By Project Name Status Checklist Type Comment Created Date/Time i
.  Notices All Progress Reports
report) must: ] No data to display.
0 - Action Ttems Current Budget Balance (Summary by |
a) Hav.e.a_lready been created in _ 45 - Notifications [5] My Projects - Phase 0.0 Initial Request Ow Current Budget Balance (Detail) Report
Facilities Connect &) w Tasks Project Area Summary
o 0w A
. - a \a — 0] i i
b) Have a Project Template (Large or = 411 - Overdue Tasks Project Financial Summary &
Small) applied. 2 - Tasks Due This Week @& ErfEs e Project Status Plan Complete o Project Schedule Summary
. 1 - Tasks Over Budget Project Contact List
Note: The Project Template only needs to 5]  Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 Scheduled Task Compliance
be applied once; if it was already applied at Vendor Charactoriet
project creation, do not reapply at this [5] Reminders - Manage SpaceR... [ » endor Characteristics Query @
stage » Workload by Primary Project Manager |
R t .
T requests ) Items per page: 50 1-10of 1items 1 of 1 pages
6 - My Active Requests — [ space Information O
[=] My Projects - Phase 1.0 Feasibility 0w .
[] Related Links - Projects O b My Responsible Spaces
R & ¥ Northwestern Spaces
~ Programs and Funding Sources Area by Space Class Parent
View Programs Project Name Project Status Plan Complete Project Manager Primary Location Assignee Space Report @
* Projects ildi 5
! - B)  TechlabHVACC..  OnHold Wright Teri Building Data
Create a Capital Project Building Occupant Contact List
My Capital Projects D Building Occupant Location Contac
All Capital Projects ] Building Occupant List
Items per page: 50 1-10of 1items 1 of 1 pages
Department Base Data Report (@ -
» PROCESS
» IMPORTANT
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V GETTING STARTED

0
o

Locate your desired project, contained
within the ‘My Projects’ Phase portlets
(center of Facilities Connect Home Screen)

» PROCESS

Versio

» IMPORTANT

1.1

Northwestern | FACILITIES CONNECT

N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Home I My Bookmarks
[=] Reminders - Projects 0w [=] Project Checklists In Revision O w [=] Project Reports Ow
+ Notices Created By Project Name Status Checklist Type Comment Created Date/Time All Progress Reports
. No data to display.
0 - Action Ttems Current Budget Balance (Summary by |
45 - Notifications [5] My Projects - Phase 0.0 Initial Request O+ Current Budget Balance (Detail) Repori
- Tasks Project Area Summary
o W Xk BT
411 - Overdue Tasks = Project Financial Summary
2 - Tasks Due This Week & Project Name Project Status Plan Complete P Project Schedule Summary
1 - Tasks Over Budget Project Contact List
- - . Scheduled Task Compliance &
(2] Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 o
[E] Reminders - Manage Space R... [ w Vendor Characteristics Query [
» Workload by Primary Project Manager |
+ Requests .
q Items per page: 50 1-10of 1items 1 of 1 pages
6 - My Active R s (6 -
¥ ACTive Requests [=] Space Information Ow-
[=] My Projects - Phase 1.0 Feasibility 0w .
[] Related Links - Projects O b My Responsible Spaces
R & ¥ Northwestern Spaces
w Programs and Funding Sources Area by Space Class Parent
View Programs Project Name Project Status Plan Complete Project Manager Primary Location Assignee Space Report @
+ Projects . . Building Data &
! ) ) Bl  TechlLabHVACC.. On Hold Wright,Teri uliding Data
Create a Capital Project Building Occupant Contact List
My Capital Projects D Building Occupant Location Contac
All Capital Projects ) Building QOccupant List
Items per page: 50 1-10of 1items 1 of 1 pages

Department Base Data Report (@
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1) Select your desired project to open in

N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Northwestern | FACILITIES CONNECT

Project Focus by clicking on the Project “ Home R My Bookmarks
Focus Icon immediately to the left of th &
. ediate y 1o eletto e [=] Reminders - Projects 0w [=] Project Checklists In Revision O w [=] Project Reports Ow
project name o
. Created By Project Name Status Checklist Type Comment Created Date/Time i
., . .  Notices All Progress Reports
<KUpon clicking, the Project Focus for the No data to display.
selected project will appear>> Q 0 - Action Ttems Current Budget Balance (Summary by |
_ 45 - Notifications [5] My Projects - Phase 0.0 Initial Request O+ Current Budget Balance (Detail) Repori
8 w Tasks Project Area Summary
S w4

[} 411 - Overdue Tasks
2 - Tasks Due This Week @
1 - Tasks Over Budget

Project Financial Summary
Project Name Project Status Plan Complete P Project Schedule Summary
Project Contact List

bbott Hall Second Floor MFA Teaching Studio Buildout 2022 Scheduled Task Compliance

Vendor Characteristics Query [

[=] Reminders - Manage SpaceR... [ w»

» Workload by Primary Project Manager |
+ Requests .
q Items per page: 50 1-10of 1items 1 of 1 pages
6 - My Active R s (6 -
¥ ACTive Requests [=] Space Information Ow-
[=] My Projects - Phase 1.0 Feasibility 0w .
[] Related Links - Projects O b My Responsible Spaces
R & ¥ Northwestern Spaces
~ Programs and Funding Sources Area by Space Class Parent
View Programs Project Name Project Status Plan Complete Project Manager Primary Location Assignee Space Report @
+ Projects . . Building Data (&
! ) ) Bl  TechlLabHVACC.. On Hold Wright,Teri uliding Data
Create a Capital Project Building Occupant Contact List
My Capital Projects D Building Occupant Location Contac
All Capital Projects ) Building QOccupant List
Items per page: 50 1-10of 1items 1 of 1 pages

Department Base Data Report (@

» IMPORTANT
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2) From the Related Links — Capital Project
Progress portlet, under the Checklists
group, click on the option for Project Phase

<KUpon clicking, the Project Phase Checklist
Menu for the selected project will appear>>

» IMPORTANT

Version 1.1

Northwestern | FACILITIES CONNECT

N[OVTAYIVII el PROJECT INFORMATION (PROJECT FOCUS)

o 1001785-Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 Project Record [5  Switch Project s
a N Home I My Bookmarks
[=] Related Links - Capital Project General 0w [=] Progress Reports =
Q Add  Delete
} Contracts
o) | ID Fiscal Period Title Budgeted Cost Of Work Performed Actual Cost Period End Status
& to display.
[=] Related Links - Capital Project Progress Ow
Contacts 0w
~ Progress Role Person Email Primary Organization
Request For Information Director Aaronson,Alexandra Leigh \Organizations\Northwestern
Project Report Manager Wright, Teri \Organizations\Workgroups\Facilities Capital Programs

w Checklists

0 |Pr0ject Phase @i
vl

Punchlist

4

Issues And Change

Issue Item

Potential Change Order
w Risk
Risk Item

4

Permit
Record

w Meetings

Meeting Record

Primary Manager Aalsburg,Alan Michael

\Organizations\Northwestern

estern University
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3) From the Project Phase Checklist Menu,
click on the Add button to create a new “ 1001785-Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 Project Record [5  Switch Project 3

phase checklist 24 - .
1 Add to Bookmarks My Bookmarks

«Upon clicking, the Project Phase Checklist d > | Project Phase i

Form will open as a new window>> [5) Popup View =

" Add Delete |

Phase Checklists Apply Filters Cleal a2 bk

INAYISVIN el PROJECT PHASE CHECKLIST MENU

= Northwestern | FACILITIES CONNECT

o D Revision Date Name s

No data to display

Iltems per page: 50 0 of 0 items 1 of 1 pages

» IMPORTANT
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¥V PROCESS Phase Checklist: A Add To Bookmarks Print @) Help
. it Actions Create Draft X
On the General tab of the Project Phase
Checklist Form: (Required): The Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not applicable to the current Project
Phase, Issue the Checklist record.
4) Begin by adding the Checklist Type; click on G |
agl o - q o - eneral
the Magnifying Glass icon (right of the field)
. . D Revision 0 Status
5) The Checklist Type menu Wl.ll now appear « Date |04/01/2022 ®o
d|re_ctly below; click the option labeled . tome o
PrO]eCt Phase Project Phase poLx
+ Checklist Type 3
1
° 1 = Capital Project (Checklist Type)
L
. » Project Phase
S % %
Name Current Project Phase D
Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Request 1001785 -
»
Items per page: 10 ~ 1-1of 1items 1 of 1 pages
- Project Checklist Items
0 0 total found Show: |10 v
0 Sort Checklist Category Checklist Item Complete? Completed On Project Manager Comments
Mo data to display
- Recorded By
name |(Wright, Teri 3
Create Draft X
A4

» IMPORTANT

Page 8 of 20
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6) Next, select the Project Phase; click on the
Magnifying Glass icon (right of the field)

7) The Project Phase menu will now appear
directly below; select the appropriate
Project Phase from the menu

Note: Select the Project Phase that matches the
Current Project Phase shown on the form. As a
Project Manager, you will mark completion status

in the checklist for the project’s current phase,
not for the phase in which you are requesting
advancement

Note: To access project subphases (i.e. large
template phases) on the Project Phase menu,
click on the expand icon ([#]) beside each major
project phase

» IMPORTANT

Version 1.1

RISV el PROJECT PHASE CHECKLIST FORM

Phase Checklist:

ud'\t Actions

A Add To Bookmarks Print @) Help

Create Draft X

(Required): The Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not applicable to the current Project

Phase, Issue the Checklist record.

= General

1o}
# Date 04/01/2022
* Name

# Checklist Type |Project Phase Folx)

Comment

- Associated Project

Revision 0 Status

Project Phase ot

= MU Project Phase (Project Phase)

Name

Abbott Hall Second Floor MFA Teaching Studio Buildout 2022
1-1of 1items

Items per page: 10 ~

- Project Checklist Items

» 0.0 Initial Request
& 1.0 Feasybility & Pre-Design
1

8 % L
a8 2.0 Desi$n
Curre Current Project Phase | | 9_}._0_(50_n_s:truction Procurement
0.01 0.0 Initial Request @ 4.0 Construction Delivery -
& 5.0 Operational »
& 6.0 Close-Out 1 of 1 pages

« 7.0 Closed

0 0 total found
| Sort Checklist Category

Mo data to display

- Recorded By

Show: |10 hd

Checklist Item Complete? Completed On Project Manager Comments

name |(Wright, Teri

Create Draft X

Page 9 of 20

estern University
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RISV el PROJECT PHASE CHECKLIST FORM

¥V PROCESS Phase Checklist: A 244 To Bookmarks Print @) Help
et Name O [ iy
8) Next, update the checklist Name field; copy - -
and paste the contents of the Project Phase (Required): The Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not applicable to the current Project
field into the Name field Phase, Issue the Checklist record.
Note: These two (2) fields should match exactly _°General
before proceeding to the next step D Revision 0 Status
. # Name 0.0 Initial Request
9) Next, create a draft of your Project Phase E
Checklist; click on the Create Draft button # Checklist Type | Project Phase . - .
(upper right of the form) Project Phase |0.0 Initial Request yel)
Comment
<KUpon clicking, the Project Phase Checklist draft
is saved, and new action buttons will appear at
the upper right of the form>>
- Associated Project
S % %
Name Current Project Phase D
Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Request 1001785 -
»
Items per page: 10 ~ 1-1of 1items 1 of 1 pages
- Project Checklist Items
0 0 total found Show: |10 v
| Sort Checklist Category Checklist Item Complete? Completed On Project Manager Comments
Mo data to display
- Recorded By
name |(Wright, Teri 3
Create Draft X -
» IMPORTANT

Page 10 of 20
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RISV el PROJECT PHASE CHECKLIST FORM

Y PROCESS Phase Checklist: B Bw@ B @ el
G 1 it Actions crq More
10) Now that the checklist draft has been -

H H : . : : . X X . . . : : :
Created, populate PrO]eCt Checklist Items (Required): The Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not appl]c@a t | Apply Template
by clicking the More button (upper right of Phase, Issue the Checklist record. -

the form) = General y T T T TS T T TSI m T e T !
q q . 1
11) Next, click on the Apply Template option o Revision 0 Statu
(will appear beneath the More button) * Date |04/01/2022 £SO !
o . . # Mame 0.0 Initial Request \ 4
<KUpon clicking, a new search window will open . - .
. . . # Checklist Type |Project Phase yolx P x
for selection of Project Checklist Items>> : ) =
Checklists Template PopUp: =y Print @) Help
Comment -
Continue X
- Closeout Checklist Templates
- Associated Project Apply Filters Clear Filters & sy L
Closeout Checklist ID Checklist Type Checklist Name
. Contains Contains Contains
Name Current Projed
O 1000026 Project Phase 0.0 Initial Request
Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Re
O 1000027 Project Phase 1.0 Feasibility & Pre-Design
O 1000028 Project Phase 1.1 Feasibility
Items per page: 10 ~ 1-1of 1items
O 1000029 Project Phase 1.2 Planning/Pre-Design
O 1000030 Project Phase 1.3 Estimate
- Project Checklist Items
O 1000031 Project Phase 2.0 Design
® owmtioun O 1000032 P Pt 2.1 Sct D
. N t . it i
| Sort Checklist Category Checklist Item folectFhase chematic Desion
No data to display O 1000033 Project Phase 2.2 Design Development
O 1000034 Project Phase 2.3 Contract Documents
= roject Phase onstruction Procurement
Recorded By 1000035 P Pt 3.0C P
name |(Wright, Teri O 1000036 Project Phase 3.1 Bid
Create Draft = x (O 1000037 Project Phase 3.2 Award -
O 1000038 Project Phase 4.0 Construction Delivery
O 1000039 Project Phase 4.1 Mobilization
m 1nnnNAN Draiont Dhaca A T Canctruntinn v

» IMPORTANT
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¥V PROCESS
12) Click the Radio Button for the current

Project Phase; this will select the pre- e
defined list of Project Checklist Items
aligned with that phase

RISV el PROJECT PHASE CHECKLIST FORM

13) Next, click the Continue button to confirm
the selection Project Phase 0.0 Initial Request Lo ----- |

<<Upon clicking, the search window will close, and
the Project Checklist Items will be populated in

. . Checklists Template PopUp:
the corresponding section of the form>>

]
1
1
1
1
1
1
1
- Closeout Checklist Templates 1
T
1
1
1
1
I
1
T

Apply Filters Clear Filters [« .
Closeout Checklist ID Checklist Type Checklist Name
Contains Contains Contains
0 1000026 Project Phase L e e e = 0.0 Initial Req@ 1
1000027 Project Phase 1.0 I
1000028 Project Phase 1.1 Feasibility

Project Phase 1.2 Planning/Pre-Design
Project Phase 1.3 Estimate

Project Phase 2.0 Design

Project Phase 2.1 Schematic Design

Project Phase 2.2 Design Development
Project Phase 2.3 Contract Documents
Project Phase 3.0 Construction Procurement
Project Phase 3.1 Bid

Project Phase 3.2 Award

Project Phase 4.0 Construction Delivery

Project Phase 4.1 Mobilization

Draisct Dhaca AT Panetriatian

OHCGHOHNOHOHONOHOHCHOHOHOHONE®

» IMPORTANT
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The Project Checklist Items are now populated
as a numbered list, representing the typical —
sequence of activities to occur in the given
Project Phase

RISV el PROJECT PHASE CHECKLIST FORM

Note: Always be aware of the number of Project
Checklist Items belonging to the given project phase.
This is indicated by the Number of Records Found
located immediately below the section header. In
order to view the full list of Project Checklist Items,
you may need to adjust the number of records (i.e.
checklist items) displayed using the Show dropdown
box on the right side of this section

Project Checklist Items

1 total found
Checklist Item Complete? Completed On Project Manager Commen

1 Approvals 1. Initial Request activities and deliverables for this phase have been completed |

» IMPORTANT
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To complete the Project Phase Checklist,
perform the following steps for each of the ST
Project Checklist Items:

RISV el PROJECT PHASE CHECKLIST FORM

14) Inthe Complete column, use the dropdown
box to select the Completion Status of the
item. The available options are:

* Yes - indicates the specific Project
Checklist Item has been completed

* N/A - indicates the specific Project
Checklist Item is not applicable to the
current project (PM Comment required)

15) Inthe Completed On column, enter the
Completion Date of the item by using the
calendar icon to select the date (or enter it
directly into the content box in the date
format MM/DD/YYYY)

16) In the Project Manager Comments column,
enter any brief comments of notations
pertaining to the Project Checklist Item.

= Project Checklist Items @ @ e
9 Export 1totalfound

] Sort  Checklist Category Checklist Item

Complete? Completed On Project Manager Comments

O 1 Approvals 1. Initial Request activities and deliverables for this p|

Note: Acomment is required for any items you
indicated as N/A in the Complete column; any
other comments for checklist items are optional

53]

and at the Project Manager’s discretion

» IMPORTANT
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¥V PR 0 C E S S Phase Checklist: 1001554 - 0 - 0.0 Initial Request +I Add To Bookmarks é Print @) Help
it Actions 0 Save Save & Close b I More =

17) Asyou complete a Project Phase Checklist,

Re Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not applicable to the current Project Phase, Issue the a

use the Save and Save & Close buttons to Checklist record.
save your progress

y prog = General
Tip: Depending on individual phase length and o 1001554 Revision 0 Status Draft
project dynamics, you may need to update a % Date |04/01/2022 Ho
Project Phase Checklist over multiple sessions. « Name 0.0 Initial Request
Use the Save and/or Save & Close buttons to ) : - ) . -

. ) # Checklist Tyoe  Project Phase yolx] Project Phase 0.0 Initial Request Felx}

save your progress until your are ready to submit
the completed checklist to your Project Director Comment

Please continue to steps #18-19 once you are
ready to submit your completed Project Phase

Checklist for Project Director review and = _Associated Project

approval 9 N
Name Current Project Phase D
Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Request 1001785
»
Iltems per page: 10« 1-1o0f 1items I of 1 pages
= Project Checklist Items
© Export 1totalfound Show: |10 v
D Sort  Checklist Category Checklist Item Complete? Completed On Project Manager Comments
O ﬁ 1 Approvals 1. Initial Request activities and deliverables for this phase have been completed |‘r’e5 |E [ narosrz022 | [EQlx] | o
= Recorded By
name  Wright,Teri L a

Save Save & Close Issue More X

» IMPORTANT
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RISV el PROJECT PHASE CHECKLIST FORM

¥V PR 0 C E S S Phase Checklist: 1001554 - 0 - 0.0 Initial Request +I Add To Bookmarks é Print @) Help
- e e @y e -
18) Asyou complete the Project Phase

. .. Re Phase Checklist provides a project view of open or outstanding items that are to be addressed prior to ending the current Project Phase. When all items are complete or determined to be not applicable to the current Project B e
Checklist and prepare for submission, Checklist record. B
update the Comment field with a brief

- . . - General
message to your Project Director. In this
message, be sure to include the following: 0 1001554 Revisian 0 status Draft
* Date 04/01/2022 [ESX
» Callouts — indicate any key / pertinent Qm 0.0 Initial Request
information that the Project Director # Chedfit Tyse Project Phase yelx) Project Phase 0.0 Initial Request ¥l

should know regarding this phase of
the project; this Comment Box will be
the first thing he/she reviews upon
receipt of your checklist

Comment |All project setup activities have been completed. Please move this project to Phase 1.0 - Feasibility & Pre-Design.

» Desired Next Project Phase — indicate a

requested next phase for the project. FO T + )
As not all projects are alike in scope
and/or process, some phases may not paine EREEED e E
be appllcable' Be sure to Cl?arly state Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Request 1001785
the phase for which you believe the 3
project should be assigned next
Iltems per page: 10« 1-1o0f 1items I of 1 pages
19) To submit your completed Project Phase
Checklist to the Project Director, click on = Project Checklist Items
the Issue bUtton- © Export 1totalfound Show: (10 W
D Sort  Checklist Category Checklist Item Complete? Completed On Project Manager Comments
The Project Phase Checklist has now been ] @ 1 Approvals 1. Initial Request activities and deliverables for this phase have been completed [Yes |E [04/08/2022 | [EQlx] | =
issued to the Project Director for his/her
review and approval
= Recorded By
name Wright, Teri L a

Save Save & Close Issue More X

» IMPORTANT
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Once the Project Director has reviewed your
Project Phase Checklist, they will take one of
two (2) available actions:

1. Approval - the checklist is advanced to
the requested project phase, and will
move between your ‘My Projects’ Phase
portlets, indicating the change in
status and advancement of project
phase

» IMPORTANT

Version 1.1

Northwestern | FACILITIES CONNECT

N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Home I My Bookmarks
[=] Reminders - Projects =] [5] Project Checklists In Revision MAw [=] Project Reports M
+ Notices Created By Project Name Status Checklist Type Comment Created Date/Time All Progress Reports @
No data to display. .
0 - Action Items Current Budget Balance (Summary by PM) Repor
45 - Notifications & [5] My Projects - Phase 0.0 Initial Request Oe Current Budget Balanc etail) Report — All Proj
w Tasks Project Area Summary [§
o fnd . .
411 - Overdue Tasks [ Project Financial Summary
- Tasks This Wi | . . . . . Project Schedule Si nary &
2~ Tasks Due This WWssk Project Name Project Status Plan Complete Project Manager Primary Location relsel Behsduls summary
1 - Tasks Over Budget Project Contact List @
Scheduled Task Compliance &
[=] Reminders - Manage Space Requests Ow No data to display Vendor Characteristics Query
3 Workload by Primary Project Manager
¥ Requests
VI Items per page: 50  ~ 0 of 0 items 1 of 1 pages
& - My Active Requests @ — [=] Space Information Ow
. . N e Spaces
[=] Related Links - Projects Ow [=] My Projects - Phase 1.0 Feasibility 0w
paces
¥ Programs and Funding Sources ] < L e Class Parent
View Programs ce Report @
¥ Projects Project Name Project Status Plan Complete Project Manager Primary Location 7]

Create a Capital Project @
My Capital Projects [
All Capital Projects @

2] Abbott Hall Second Floor...

Aalsburg,Alan Michzel

Items per page: 50  ~ 1-20of 2items 1 of 1 pages
[=] My Projects - Phase 2.0 Design 0w
SO ok
Project Name Project Status Plan Complete Project Manager Primary Location

upant Contact List @

upant Location Contact List

upant List @

Department Base Data Report @

Department Base Data v2

Office Area Capacity

Overall Total Campus Square Footage @

Room and Department Base Data Only [

Space Allocation

Space Class Count by Building hd

western University

Page 17 of 20
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Once the Project Director has reviewed your

N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Northwestern | FACILITIES CONNECT

Project Phase Checklist, he/she will take one of “ Home N ™y Bookmarks
two (2) available actions: @
( ) . [=] Reminders - Projects [E] Project Checklists In Revision M Ow
. . 5
2. Return for Revision - the checklist = -+ Notices Created Checklist Created .
appears in your Project Checklists In . By Project Name Status Type Comment Date/Time
Revisi tlet, indicating that th 0 Action Ttems lance (Summary by |
evision portlet, indicating that the 9 Doug 1001224-Pete’'s New  Revision In Project Director, Doug (2/18): Please change the Completed On date 02/19/2019

Project Director has a follow-up 45 - Notifications Director  Project Progress Phase for checklist item #1... 07:52:29 lance (Detail) Report

question and/or revision request for ] ary
your checklist ] 411 - Overdue Tasks = Project Financial Summary
2 - Tasks Due This Week @

w Tasks

Project Schedule Summary

Project Name Project Status Plan Complete P
1 - Tasks Over Budget Project Contact List
BJ Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 Scheduled Task Compliance
[E] Reminders - Manage Space R... [ w Vendor Characteristics Query [
» Workload by Primary Project Manager |
+ Requests .
q Items per page: 50 1-10of 1items 1 of 1 pages
6 - My Active R s (6
¥ ACTive Requests [=] Space Information Ow-
[=] My Projects - Phase 1.0 Feasibility 0w .
[] Related Links - Projects O b My Responsible Spaces
R & ¥ Northwestern Spaces
~ Programs and Funding Sources Area by Space Class Parent
View Programs Project Name Project Status Plan Complete Project Manager Primary Location Assignee Space Report @
+ Projects . . Building Data (&
! ) ) Bl  TechlLabHVACC.. On Hold Wright,Teri uliding Data
Create a Capital Project Building Occupant Contact List
My Capital Projects D Building Occupant Location Contac
All Capital Projects ] Building Occupant List
Items per page: 50 1-10of 1items 1 of 1 pages

Department Base Data Report (@

» IMPORTANT
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N[OAYISV[ el HOME SCREEN (COMPANY FOCUS)

Y PROCESS Northwestern | FACILITIES CONNECT
To revise the Project Phase Checklist,
@ Home I My Bookmarks
A A-A A . q 74
20) Click on the revision item in the Project [E] Reminders - Projects 01 w | [ Project Checklists In Revision M w roject Reports Ow
Checklists In Revision portlet G -
+ Notices Created Checklist Created Brogress Reports
<<Upon clicking, the Project Phase Checklist will , @ By Project Name Status Type Comment Date/Time
. . 0 - Action Ttems } .. . . . rent Budget Balance (Summary by |
in a new window>> Y Doug 1001224-Pete’s New  Revision In Project Director, Doug (2/18): Please change the Completed On date 02/19/2019
45 - Notifications Director  Project Progress Phase for checklist item #1... 07:52:29 rent Budget Balance (Detail) Report
) - Tasks ject Area Summary
o 0w Xk e
[} 411 - Overdue Tasks = Project Financial Summary
2 - Tasks Due This Week & Project Name Project Status Plan Complete P Project Schedule Summary
1 - Tasks Over Budget Project Contact List
BJ Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 Scheduled Task Compliance
[E] Reminders - Manage Space R... [ w Vendor Characteristics Query [
» Workload by Primary Project Manager |
+ Requests .
q Items per page: 50 1-10of 1items 1 of 1 pages
6 - My Active R s (6 -
¥ ACTive Requests [=] Space Information Ow-
[=] My Projects - Phase 1.0 Feasibility 0w .
[] Related Links - Projects O b My Responsible Spaces
R & ¥ Northwestern Spaces
~ Programs and Funding Sources Area by Space Class Parent
View Programs Project Name Project Status Plan Complete Project Manager Primary Location Assignee Space Report @
+ Projects . . Building Data &
! ) ) Bl  TechlLabHVACC.. On Hold Wright,Teri uliding Data
Create a Capital Project Building Occupant Contact List
My Capital Projects D Building Occupant Location Contac
All Capital Projects ] Building Occupant List
Items per page: 50 1-10of 1items 1 of 1 pages
Department Base Data Report (@ -
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~\ @
NOW VIEWING PROJECT PHASE CHECKLIST FORM
¥V PROCESS Phase Checklist: 1001554 - 0 - 0.0 Initial Request @ma Bookmarks (i Print @) Help
Save Save & Clo m ore X

General  Audit Actions

21) ReVieW the el and/or reViSion (R ired): The Ph Checklist id ject vi f tstanding it that to be add d prior t ding th t Project Ph Wh Il it let det ined to b t licable to th t Proj th
. - equired): e ase ecKlist provides a project view of open or outstanding 1tems at are to be addressed prior to ending e curren rojec ase. en all items are complete or determine 0 be not applicable to e curren rojec Phase, Issue e -~
request(s) from the Project Director that Checklist record.
he/she has added in the Comment field
- General
0 1001554 Revisi 1] Status Draft
22) Based on the feedback, make any - e ”
ope q a # Date 04/01/2022 @ (]
necessary modifications to the Project \ome (00 méequest
- - * ame -
Checklist / Checklist ltems # Checklist Tyoe  Project Phase yolx] Project Phase 0.0 Initial Request yelx)
Tip: Use the Save and/or Save & Close buttons to c i

S your progress_; until your are_ read}’ tore- Comment| Director, Doug (2/18): Please change the Completed On date for checklist item #1 to 2/15/19 and re-submit.
submit the checklist to your Project Director

All project setup activities have been completed. Please move this project to Phase 1.0 - Feasibility & Pre-Design.

23) When you are ready submit the revised -
checklist to the Project Director, click on
the Issue button (SIS
Name Current Project Phase D
Abbott Hall Second Floor MFA Teaching Studio Buildout 2022 0.0 Initial Request 1001785 :
4 »

eis per page: 10~ 1-10f1items 1 of 1 pages

= Project Checklist Items

Show: |10 v

L) Export 1 total found
O Sort  Checklist Category Checklist Item Complete? Completed On Project Manager Comments
0O BE 1 Approvals 1. Initial Request activities and deliverables for this phase have been completed | Yes |+ [04i08/2022 | Q| | :

name Wright, Teri

Save Save & Close Issue More x
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