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FIDB Update Request Process 

Purpose of Process 
To submit a request to update the FIDB in cases of discrepancies or additions. 

Starting the Process 

To start this process, you must open the LEA Global Project. Once you are within that project, 
please use these steps to start the process. 

1. In the Project Menu on the left side of the page, select the “Processes” tab. 
2. In the “Project Processes” home screen, click on the “Start process” button which is 

situated in the top right corner of the page. 

 

3. Once you have clicked the “Start Process” button, 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 is a simple one 
question step that will route the process according to the request type. 

Initial Submission Layout 
Your initial step will require you to determine the type of request, and if your request is a multi 
project update, or a single project update.  
 
If it is a multi-project update, then you will load your completed Excel document into the 
appropriate field. By choosing a multi-project update, this will route your request directly to the 
IAC Admin for review for approval, and you will not be required to take any further action unless 
questions about your request arise.  

If your request is not a multi-project update, the information you provide will determine how the 
process is routed within the workflow, which has multiple paths for the process to take 
depending on the request type. The multiple paths allows for different layouts, or different 
information to be asked per request type. This will also require you to click submit on the 
request twice to ensure you are routed to the appropriate layout. Please see the directions 
below.  

 

For a single project update, when you have selected the “Request Type,” click “Submit” to start 
the request.  

You may select the “Multi project update” option if you have 10+ similar changes to request. 
Please also upload a spreadsheet that identifies the information you wish to change. A template 
is available, but use of this exact template is not required. Please note that the more thorough 
your request, the more likely it will proceed through review by IAC staff smoothly.After selecting 
your update request type, the system will then route your request accordingly and in the 
"Processes" tab, you will see the request that you have just started. Click on the subject, and this 
will reopen the request.  

https://iac.mdschoolconstruction.org/?page_id=898
https://iac.mdschoolconstruction.org/?page_id=898


 

Second Step 

Once you have opened the request, you will see that the data fields are set up specifically for the 
type of request. The image below is for a request to add a New Facility. 

 

Once you have filled in all data fields, choose the “Submit” action from the dropdown menu at 
the top right of your screen and then click the ”Take Action” button. This will submit your 
request to the proper reviewer. 

Once you have submitted your request, you will be able to review the process in read only mode 
during the duration of the workflow. 

  



Process Workflow 

 

Workflow Steps 
(The process initiator is responsible for workflow steps 1 through 4) 

1. Start: Requested by the LEA Facilities Planner. The LEA Facilities Planner will choose the 
“Request Type” and then submit the request. This will route the process depending on 
the “Request Type” back to the process initiator for them to fill out all pertinent 
information. 

2. New Facility: The LEA Facilities Planner will fill out all pertinent information regarding 
the addition of a new facility. They will then submit the request to continue the workflow. 

3. Change/Edit Facility: The LEA Facilities Planner will fill out all pertinent information 
regarding the change or editing of an existing facility’s data within the FIDB. They will 
then submit the request to continue the workflow. 

4. Add/Rem Adjacent: The LEA Facilities Planner will fill out all pertinent information 
regarding the addition or removal of any adjacent facilities to an existing facility within 
the FIDB. They will then submit the request to continue the workflow. 

5. FIDB Admin Triage: The FIDB Admin, using the information provided, will choose the 
correct subject matter expert (SME), to review the request. The process will then be 
routed to that specific SME for review. If there are any questions or if the FIDB admin 
requires additional information the process will be routed back to the initiator for 
updates. 

6. FIDB SME Review: The FIDB SME will review the request and either approve the request 
or send it back to the FIDB admin with questions or comments.  

7. FIDB Admin Updates: Once approved by the SME, the FIDB Admin will make all 
appropriate changes to the FIDB, and then send the process to finish. If the update has 
been denied, then the FIDB Admin will reject the request and close the process. The 
process initiator will be notified on either action for their information. 
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