:04(» MINNESOTA STATE

Minnesota State Colleges and Universities

Proposal Request (PR)

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.

e Submit

Respond

Review by
Other
Selected
Role(s)

Revise

CMor
Contractor
Prepares
Proposal

Forward —>»|

Req. Clarific.

Initiator

k

Initiator
Review (PR)

Request Review

Selected

Clarify (PR}

Send to PM

Respond

Role(s)

PM Initiated?

No

Request Review

Recnond

PM Review
of Proposal

Accept Price

Void/Cancel

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.

B Trimble Unity Construct

My Home Dashboard = Projects

2. Select a project from the drop-down list.

Planning

Forms
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3. Select Processes from the Project Menu on the left-hand side.

Recent Pages... -
Project Menu
> [E] Details

E Planning

Forms

55 Processes _
> ] Documents

Schedule
> 05 cost

Contacts

E Calendar
> Submittals

@ Webcam

4. Click on Start Process

Unfinished Drafts | Import Processes

Project Processes | mibortest

-

Filter Processes Start process _

ol |

5. Select the Proposal Request (PR) process from the list. Click “Start PR.”

Select process

Q@  Proposal Requests (PR)

X

Proposal Requests (PR)
~ AVE, PM, and Haz Mat Consultant initiate Proposal Request (PR) to Contractor for Changed Work.

Upon acceptance of the Contractor's Proposal, PR is placed in a "Hold for CO" step where it
i ilablo £ leciiooiota o Change Oudoc (Ol

Purchase Requisition (PO)
Process for routing and approval of Purchase Requisitions for Goods and services.

Request for Information (RFI2)

NEW RFI Process (w/Spawned PR or CCD): Contractor, Construction Manager, and Haz Mat
Contractors shall use this Process to issue a Request for Information (RFI) to Architects.
Dependent upon selected "Response Type" this process may spawn CCD or PR.

Request for Vice Chancellor Approval (VC)

REQUEST FOR VICE CHANCELLOR APPROVAL.

System Procedures 5.14.2, Part 2 & 6 Subpart B; and 5.14.5, Part 4, subpart D require completion
of this form for purchases over $100,000

Filters

2 =
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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.

Start Process Print ~ Check Speling ~ Submit ~ SaveDraft  Cancel
Project  *mailor test
Process:  Proposal Request
* Subject |] ]

Details  Documents [0) = Attached Processes () Attached Forms (0)

Expand All | Collapse Al
Proposal Request Details 4
Proposal Request (PR) Details
Enter the company's PR number and the PR amount (if known). Complete the remaining Fields with all known information. Allfields with “*" are REQUIRED.
When done, press “Submit" and you will be REQUIRED to Select the appropriate Contractor/CM User fo receive this Proposal Request.
Proposal Request Number: |
PR Amount: Enter the amount of the Proposal Request if known at this fime.
* Detailed Description:
4

|

* Schedule Impact {calendar days):
PM Inifiated?. ~ Yes

Print  Check Spelling W SaveDraft  Cancel
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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,

Project | “mailor test
Overal| Due Date:

Progess Document:

Submitted

Attached Processes (0) | Attached Forms (0] | Attached Ta (0)

Proposal Request Details
INSTRUCTIONS FOR UPLOADING CHANGE PROPOSAL
1.Click on the "Documents™ Tab, then Click " Attach Documents" to UPLOAD your Change Proposal
2 If you wish to Comment on the Proposal Request, click on the "Comments” Tab, then Click "Comment”, enter

your Comment then click "Add Comment"

3. 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™

4+ Enter and/or verify the PR amount

Proposal Reguest Numoes@ | [oat
Moua, Mailor K (ap7743np@minnstate
%pR amount @ | Enter the amount of the Proposal Request if known at this time,
200
* Detailed Description: test
P
PR Disclaimer @ (ON TO PROCEED WITH THE WORK DESCRIBED IN THE

* Schedule Impact (cal

Check Spelling | Print | Copy  Delegate  Save | Cancel

2. Click Attach Documents.

Details | Comments () | Documents (0) | Attached Processes (0) | Attached Forms (0) | Attached To (0)
() Show Thumbnails (] Show File Description | Attach Documents

Seq # - Step Name ‘ Attached To ‘

| ] ‘ File Name Attached By Date Attached =

2 Drag and drop files here to upload, or browse.

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.)

Attach

0
\

Cancel

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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Details =~ Comments (0) Documents (0) = Attached Processes (0) = Attached Forms(0)  Attached To (0)

Request Comment W‘_

‘ | |Private|Commen‘t'

There are no comments for this process.

Request Comment =~ Comment

Add Comment

Process: Proposal Requests #22 : training guide

* Comment :

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.

|| Take Action Check Spelling Print Save Cancel

L *
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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.

PI’O posal Req ueSt (PR3) - 1 1 Delete Instance Workflow Override All Fields View
Send to PM v | Take Action Check Spelling Print Copy Delegate Save Cancel
Project: “mailor test
Process Document: PR3 -11 Overall Due Date:
Show History | Current Actors
Current Workflow Step: Initiator Review (PR) Show Workflow Diagram Step Due Date:
* subject: [co1PRIpr2cetee
Status: Pending
Details = Comments (0) § Documents (0) NAttached Processes (0) | Attached Forms (0) = Attached To (0)
Expand All | Collapse All

~

Proposal Request Details

Initiator review all information in the details page and any attached documents in the “Attach

Proposal Request Number: @
Date of Issuance: @

Time for Response (calendar
days)
PR Amount:@

Detailed Description
PR Disclaimer:@

Schedule Impact (calendar days)

Documents” tab.

Enter the amount of the Proposal Request if known at this time.

1,000

Kij

THIS IS NOT A CHANGE ORDER, A CONSTRUCTION CHANGE DIRECTIVE OR A DIRECTION TO PROCEED WITH THE WORK DESCRIBED IN THE
PROPOSED MODIFICATIONS.

0

I Send to PM v | Take Action I Check Spelling Print Copy Delegate Save Cancel

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.

Accept Price v|| TakeAction = CheckSpelling  Print | = Copy  Delegate = Save | Cancel
Project: *mailor test
Process Document: PR3 - 13 Overall Due Date:
Show History | Current Actors
Current Workflow Step PM Review of Proposal Show Workflow Diagram Step Due Date:
* Subject: CO1PR1pr2ecl cc2
Status: Pending
Details | Comments (0) = Documents (0) = Attached Processes (0) | Attached Forms (0) | Attached To (0}
Expand Al | Collapse All
~

Proposal Request Details

CHANGE AMOUNT

VERIFY THAT PROPOSAL REQUEST AMOUNT HAS BEEN ENTERED BELOW, |F NOT, PLEASE ENTER THE

Proposal Request Number. @
# Is this a No Cost Change?:

* PR Amount: @

Date of Issuance: @

Time for Response (calendar days):
Detailed Description:

PR Disclaimer: @

Schedule Impact (calendar days):
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APPROPRIATE PROPOSAL REQUEST AMOUNT
THEN FROM THE "TAKE ACTION™ DROP-DOWN, SELECT "ACCEPT PRICE"

001
Oves
Ono
Enter the amount of the Proposal Request if known at this time.
1,000

ghth
THIS IS NOT A CHANGE ORDER. A CONSTRUCTION CHANGE DIRECTIVE OR A DIRECTION TO PROCEED WITH THE WORK DESCRIBED IN THE PROPOSED MODIFICATIONS.

0

Take Action | Check Spelling ~ Print | Copy  Delegate | Save  Cancel
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1. Select an action and Take Action to move the process to the Finish step.

‘ | -- Please select an action -- Vl Take Action Check Spelling Print Copy Save Cancel

*

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