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Facility Status Change Process 

Purpose of Process 
To submit changes to the status of an existing school facility (such as name change, grade 
configuration, etc.). 

Starting the Process 

To start this process, you must choose 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. Please review all data 
fields and make sure that you include all required information and documents, indicated 
by a red asterisk.   

Initial Submission Layout 

6. The initial step will require you to state information that is important to the request. 
Please be sure to read each data field description carefully and populate all necessary 
information. This will include both comments and important documents. After you 
choose your LEA name, the PSC number and Facility Name dropdowns will be specific to 
your LEA. 



 

7. Once you have completed all required fields, click submit in the right hand corner of the 
submission page. 

8. The next step of the process will be determined by the “Type of Request” data field. 
Please fill out all required fields that are specific to the “Type of Request.”  

The process will then be routed to the appropriate next step. You are able to follow the process 
as it goes through all steps by clicking the process instance with the Processes tab within the 
project.  

 

 

 

 

 



Process Workflow 

 

Workflow Steps 

1. Start: Requested by the LEA Facilities Planner. The LEA Facilities Planner will complete 
all required fields by adding pertinent data, and required documents. 

Change of Name Workflow 

2. Facility Change: The LEA Facility Planner will fill in all data fields that are specific to the 
“Change of Name” request type. Once complete, the process will be routed to the IAC 
Admin for review 

3. IAC Admin Completeness Review: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. CPM Review Config Changes: The CPM will review the submission. If the CPM has any 
questions or if there is anything missing, they will be able to send the submission back 
to the IAC Admin for revision. 

5. IAC Approval: This is a non-actor decision point. If the submission requires IAC 
approval, then the process will be routed to the IAC Admin for debt review. If the process 
does not require IAC approval, then it will be routed for configuration review.  

6. IAC Admin Debt Review: The IAC Admin will check State Bond Debt as of the closure 
date, and route the process accordingly. 

7. IAC Admin Approve Configuration: The IAC admin will then add the “Approved Motion” 
and the IAC approval date. Once complete, the process will be routed accordingly. 

8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  



Change of Educational Function Workflow 

2. Facility Change: The LEA Facility Planner will fill in all data fields that are specific to the 
“Change of Educational Function” request type. Once complete, the process will be 
routed to the IAC admin for review 

3. IAC Admin Completeness Review: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. CPM Review Config Changes: The CPM will review the submission. If the CPM has any 
questions or if there is anything missing, they will be able to send the submission back 
to the IAC Admin for revision. 

5. IAC Approval: This is a non-actor decision point. If the submission requires IAC 
approval, then the process will be routed to the IAC admin for debt review. If the process 
does not require IAC approval, then it will be routed for configuration review.  

6. IAC Admin Debt Review: The IAC admin will check State Bond Debt as of the closure 
date and route the process accordingly. 

7. IAC Admin Approve Configuration: The IAC Admin will then add the “Approved Motion” 
and the IAC approval date. Once complete, the process will be routed accordingly. 

8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

Program or School Closure Workflow 

2. Facility Change: The LEA Facility Planner will fill in all data fields that are specific to the 
“Program or School Closure” request type. Once complete, the process will be routed to 
the IAC admin for review 

3. IAC Admin Completeness Review: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. CPM Review Config Changes: The CPM will review the submission. If the CPM has any 
questions or if there is anything missing, they will be able to send the submission back 
to the IAC Admin for revision. 

5. IAC Approval: This is a non-actor decision point. If the submission requires IAC 
approval, then the process will be routed to the IAC admin for debt review. If the process 
does not require IAC approval, then it will be routed for configuration review.  

6. IAC Admin Debt Review: The IAC Admin will check State Bond Debt as of the closure 
date, and route the process accordingly. 

7. IAC Admin Approve Configuration: The IAC admin will then add the “Approved Motion” 
and the IAC approval date. Once complete, the process will be routed accordingly. 



8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

Grade Reconfiguration Workflow 

2. Facility Change: The LEA Facility Planner will fill in all data fields that are specific to the 
“Grade Reconfiguration” request type. Once complete, the process will be routed to the 
IAC Admin for review 

3. IAC Admin Completeness Review: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. CPM Review Config Changes: The CPM will review the submission. If the CPM has any 
questions or if there is anything missing, they will be able to send the submission back 
to the IAC Admin for revision. 

5. IAC Approval: This is a non-actor decision point. If the submission requires IAC 
approval, then the process will be routed to the IAC Admin for debt review. If the process 
does not require IAC approval, then it will be routed for configuration review.  

6. IAC Admin Debt Review: The IAC Admin will check State Bond Debt as of the closure 
date, and route the process accordingly. 

7. IAC Admin Approve Configuration: The IAC admin will then add the “Approved Motion” 
and the IAC approval date. Once complete, the process will be routed accordingly. 

8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

Grant of Easement Workflow 

2. Grant of Easement ROW: The LEA Facility Planner will fill in all data fields that are 
specific to the “Grant of Easement” request type. Once complete, the process will be 
routed to the IAC Admin for review 

3. IAC Admin Completeness Review ROW: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. IAC Admin ROW: The IAC admin will then add the "Recommended Motion” and the IAC 
approval date. Once complete, the process will be routed to the finish step, and the 
process will be complete as this will not require an update to the FIDB. 

Transfer of Property Workflow 

2. Transfer of Property: The LEA Facility Planner will fill in all data fields that are specific to 
the “Transfer of Property” request type. Once complete, the process will be routed to the 
IAC Admin for review 



3. IAC Admin Completeness Review TOP: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. IAC Admin Review: The IAC Admin will fill in the data fields for “Outstanding State Debt,” 
“Total State investment as of 1972,” “STO Analysis,” and the “Draft Property Transfer 
Agreement” for review in the next step. 

5. LG PTA Signature: Either the LEA Facility Planner or the LEA Finance Approver, will 
upload the “Locally Signed Property Transfer Agreement” and then submit the process. 

6. IAC Admin TOP 2: The IAC Admin will then add the “Approved Motion” and the IAC 
approval date. Once complete, the process will be routed accordingly. 

7. Communications Coordinator Executed PTA: The Communications Coordinator will 
review the submission and upload the final executed PTA, and then route the process to 
the final step.  

8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

Disposal of Property Workflow 

2. Disposal of Property: The LEA Facility Planner will fill in all data fields that are specific to 
the “Disposal of Property” request type. Once complete, the process will be routed to the 
IAC Admin for review 

3. IAC Admin Completeness Review DOP: The IAC Admin will review the submission for 
completeness. If there are any questions or if there is anything missing, they will be able 
to send the submission back to the process initiator for revision. If the submission is 
correct, the Admin will then push the process to the next step. 

4. CFO State Investment: The IAC CFO will add the “State Share of Disposition Proceeds” 
and then route the process accordingly. 

5. IAC Admin DOP 2: The IAC Admin will then add the “Approved Motion” and the IAC 
approval date. Once complete, the process will be routed accordingly. 

6. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

Leasing or Renting Workflow 

2. Leasing or Renting of Property: The LEA Facility Planner will fill in all data fields that are 
specific to the "Leasing or Renting of Property” request type. Once complete, the 
process will be routed to the IAC Admin for review 

3. IAC Admin Completeness Review Leasing: The IAC Admin will review the submission 
for completeness. If there are any questions or if there is anything missing, they will be 
able to send the submission back to the process initiator for revision. If the submission 
is correct, the Admin will then push the process to the next step. 



4. IAC Admin Bond Debt Leasing: The IAC Admin will fill in the data fields for “Outstanding 
State Bond Debt as of transfer date,” “Total State investment as of 1972,” and the “STO 
Analysis” for review in the next step. 

5. IAC Admin: The IAC admin will then add the “Approved Motion” and the IAC approval 
date. Once complete, the process will be routed accordingly. If the Admin has any 
questions or if there is anything missing, they will be able to send the submission back 
to the process initiator for revision. 

6. LEA Uploads Executed Lease: In this step the process initiator will upload the executed 
lease, and then route the submission to the IAC Admin for approval.  

7. IAC Admin: The IAC Admin will review the executed lease for review and approval. If the 
Admin has any questions or if there is anything missing, they will be able to send the 
submission back to the process initiator for revision. If the submission is correct, the 
Admin will then push the process to the next step. 

8. FIDB Update: Please see explanation at the end of this guide for instructions on how to 
find your FIDB Update process instance.  

FIDB Update Process 
This process, if prompted by the “Type of Request,” will route the submission to “Spawn” (aka 
start) a new FIDB Update process. This will be done automatically, and does not require any 
more steps. However, you will need to find the newly started process, and complete the first 
step. The “Spawn” step will not only start the process, but it will fill in most of the required data 
fields.  
 
Here are the steps to find the process instance. 

1. Go to the “Process” tab within your “Global LEA Project.” 
2. In the process tab, look for the newly created “FIDB” process, which will be in draft 

status. 



 
3. If you cannot find the process instance, then use the filters on the right hand side to filter 

only “FIDB” processes.  
 

 
4. Click on the process link and this will open up your draft “FIDB” process. Once open, 

please fill in any required fields and then click “Submit” in the same way as described in 
the beginning of this guide.  
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