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Educational Specifications (Ed Spec) 
Process 

Starting the Process 

To start this process, you must find the specific project in the project list. To find the project, 
click on the projects tab, and then start typing the name of the project. The application should 
recognize the first few letters that have been typed and will shorten the list to help you find the 
project easily. 

 

 

 Once you are within that project, please use these steps to start the process. 

1. In the Project Menu, select the “Processes” tab. 
2. In the “Project Processes” home screen, click on the start process tab which is situated 

in the top right corner of the page. 

 

3. Once you have clicked the start process tab, you will be presented with a list of 
processes that you have access to start or submit. 

4. Choose the process by clicking on the name. 



 

5. You will then be presented with the initial step of the process. This will include lengthy 
instructions on filling out the request. 

Initial Submission Layout 

1. You will be asked to download and complete the current Ed Spec checklist. To do this 
you will be provided with a link that will bring you into the IAC Design Submissions page. 
From there you will be able to download and complete the checklist. 

2. It is easiest to right click on the provided link and then choose to open in a new window, 
otherwise you will lose your information. 



 

 

 

6. Fill out all pertinent information, which includes a “Scheduled Event Table”. Instructions 
on filling in this table will be in the light blue header above the table itself 

7. Please pay close attention to all required fields, which will be notated by the red asterisk. 
8. Once finished, submit the process using the “Submit” button which will be in the top right 

corner. 
9. If for any reason during the filling out of the process fields, you can save your work by 

clicking on the save button in the top right corner.  

 



Process Workflow

 

Workflow Steps 

1. Start: Initial submission of the Ed Spec Process: Requested by the LEA Facilities 
Planner. The Planner will fill out all information required. 

2. Ed Spec Type: This is a conditional step that will direct the process automatically by the 
data field, “Are you submitting a prototype Ed Spec for use in a feasibility study?”. If the 
answer is yes, then it will direct it to the "Prototype Submission” step. If “No”, then it will 
direct it to the “Ed Spec Submission Step”. 

Prototype Submission Step 

3. Prototype Submission: The process initiator will complete the step by, filling out all 
required fields, including uploading all appropriate documentation. Once complete, the 
process initiator will submit the process and it will continue onto the next step. 

4. IAC Staff Determination: The Capital Projects Director will review the application for 
completeness. If all information is correct, then the CPD will mark the instance as 
reviewed, and then send it along to the OSF Architect for review. The CPD will also be 
able to determine if the application is a prototype. If it is deemed as not a prototype, then 
the process will be routed to the OSF Administrator.  

5. OSF Architect Draft Memo Prototype: Either the OSF Admin, or the OSF Schools Facility 
Architect will review that application, and upload the “Draft Memo”. Once complete, the 
process will then move to the LEA, or process initiator. 

6. Upload LEA Response: The process initiator will then upload the response to the draft 
memo. Once complete, the process will be routed to the “OSF Prototype Final Response” 
step. 

7. OSF Prototype Final Response: Either the OSF Admin, or the OSF Schools Facility 
Architect will review that application, and upload the “Final Memo”. If there are any 
questions, the OSF will provide a comment, and send it back to the process initiator so 
that they may update the response, or add comments themselves. 



8. IAC Staff Final Approval: The Capital Projects Director will review the final memo. Once 
reviewed and accepted, the process instance will then move on to the final step which 
will also approve the process. The process initiator will be notified of the approval and 
will have access to all of the information.  

Ed Spec Submission Step 

9. OSF Admin Completion Check: The request will be reviewed for completeness. 
a. If the OSF Admin needs a revision or requires more information, then the request 

will be sent back to you. You will receive a notification when this happens. 
10. OSF Architect Review: The actor will review the request and add all pertinent 

information regarding the Program Summary, and will then upload a draft Memo. 
11. CPM Review: The CPM will review the request, and add any comments or issues to be 

reviewed by the team. 
12. IAC Planner/Senior CPM Review: Either or both will review the request, and provide 

comments and information about the facility. 
13. OSF Architect Draft Memo: The OSF architect will review the information, and will 

replace the draft memo with updated information.  
14. OSF Supervisor Review: Will review and add any comments or suggestions. 
15. OSF Director Review: Will review and add any comments or suggestions. 
16. Capital Projects Director Review: Will review and possibly update the memo. 
17. OSF Admin Reviews Memo: Will do the final review of the memo. 
18. Final Ed Spec Memo: The application will compile and complete the memo, and will 

send it to the process initiator. This will be a direct notification from the BMS 
application, and the process initiator will review a notification with directions on how to 
review the memo. 

19. LEA Response: The process initiator will be able to review the memo and formulate a 
response. They will then upload the memo back into the process, and then submit it. 

20. Final Approval: The OSF will review the updated memo from the LEA, and then will 
approve it. 
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