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For more information contact System Office e-Builder Support in the 

Facilities website https://www.minnstate.edu/system/finance/facilities/design-

construction/index.html. 
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Proposal Request (PR) Process  
A/E, PM, PM Support, Haz Mat Consultant, or Owner’s Rep can start the Proposal Request (PR) to 
Contractor for Changed Work. Upon acceptance of the Contractor's Proposal, the PR will move to the 
Finish Step where it becomes available for selection into a Change Order (CO) process. The CO process 
will integrate into Workday and funds will be committed.  

 
 

Initiator starts the PR process (Actor: A/E, PM, PM Support, Owner’s Rep, or 

Consultant Hazmat) 

1. Click Projects from the Top Navigation tabs. 

 

 

2. Select a project from the drop-down list. 
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3. Select Processes from the Project Menu on the left-hand side. 

 

 

4. Click on Start Process 

 

5. Select the Proposal Request (PR) process from the list. Click “Start PR.” 
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6. Fill out the information on the Proposal Request page. Follow the instructions in the blue section. 
a. b. Click Submit to move it to the next step. 
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Contractor Prepares Proposal (Actor: Contractor-Prime or Contractor-HazMat) 
The contractor reviews and uploads change proposal documents and/or adds comments. See the instructions in 

the blue section.  

1. Click on the "Documents" Tab,  

 

2. Click Attach Documents. 

 

3. Select Attachment Methods.  

a) Upload and attach file(s) from your computer by clicking on the “Upload from Your computer.” 

b) Attach files from the e-Builder Document module by clicking on the “Select Documents Module.” (Select 

this option only if you already upload the document into the e-Builder Document structure.) 

  

7. If you want to add a Comment on the Proposal Request, click on the "Comments" Tab, then Click 

"Comment", enter your Comment then click "Add Comment." 
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8. If you wish to forward to a Subcontractor or Supplier, click on the "Comments" Tab, then Click "Request 

Comment", use the "Enter External Users Email" box to type in their e-mail Address, provide a "Respond By" 

date, and type a "Message" in the box provided.  When done, Click "Request Comment”? 

 

9. Review the rest of the data on the page then select an action from the drop-down list and click on “Take 

Action” to move it to the next step. 
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Initiator Review (PR) (Actor: AE, PM, or Consultant-Hazmat) 
Process will move to the Initiator, who is the person that created the process, to review the pricing 

documentation from the Contractor and forward it to the Project Manager for acceptance. 

1.  Review the information on the page including any attached documents in the “Documents” tab. 

2. Select the action “Send to PM,” click Take Action to forward it to the Project manager. 

 

 
 

 

PM Review of Proposal (Actor: PM) 
The Project Manager reviewed all the information on the page including the PR amount. Follow the instructions 

in the blue section.  
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1. Select an action and Take Action to move the process to the Finish step. 

 

Finish Step (Actor: None) 
This PR process sits in the Finished step and will be bundle into a Change Order (CO) process.  


