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Getting Started
Logging In

e Tolog in, user this link to arrive at the Log In Screen https://gov.e-builder.net/

e Your Username will be your email address. Your password will have been set up ahead
of time. If you have not set up your password, then please let your BMS administrator
know at iac.pscp@maryland.gov and they can help you.

& Trimble.

Log In

Username

e If you have forgotten your password, there is a link on the login page that will allow you
to reset it. You will need access to your email to complete the reset process.

& Trimble.

Log In

Password

................... ® ‘

Forgot password?

Back to login

2-Step Verification
You will have to enter a verification code for the 2-Step verification.

You will first have to set up an Authenticator Application on your mobile device.
Please go to your provider’'s app store and download your Authenticator. A simple
choice is Google Authenticator.

e Onyour first log in, you will be presented with a QR Code. This code is specific to your
username.


https://gov.e-builder.net/
mailto:iac.pscp@maryland.gov

e Using your mobile device’s camera, scan the QR code, and this will prompt you to finish
the set up.

e Once the Authentication is complete, you will be able to create the verification code to
enable you to enter the BMS application.

® o

Agreement Security

2-step verification

Open your authenticator app to get your verification code so that we know it's you. If you don’t have your phone,
please contact your admin.

Enter verification code

Application Navigation
Home Screen

Workflow in your court

Once you have successfully logged in, you will be taken to the Home Screen. This screen is
where you will be able to see any processes that are in your court, or that need your immediate
attention.

Within the home screen you will see your processes in a list that will include:

Project Name

Process Name/Number
Subject of Process
Process Step

Date Process is Due

This list can be sorted easily by clicking on the header for each column. By clicking on the
column header, the list will be sorted by the data within the column.

Column

Header,
Workflow in your court Shaw
Requested

Project Name Subject Step Date Due ~ o

*Mickey Test Project EMSC - 1 “Mickey Test Project, Emergency Management Shelter Compliance Process CPM Review

FS-4 *Mickey T:

roject Feasibility Study CPM Completeness Review

pcp-8 Project Request, Baltimore City Project Creation Review CPM



Application Tabs

You will notice across the top, there will be several tabs. These tabs allow you to navigate within
the application. You are able to determine which tabs are shown. This will allow you to
configure the tabs per your needs. To configure the tabs, please do the following.

e Click on the 3 dots tab. This will be the last tab on the right, in the row of tabs.

Dashboard Projects Planning  Forms Processes  Documents  Calendar Contacts  Bidding Cost  Schedule Reports Setup -

Once clicked, you will see a vertical list of all of the tabs that are available.
Highlight the ones that you will be using the most.
Our suggestion would be to highlight the following tabs.
o Home
Projects
Processes
Documents
Cost
Setup

o O O O O

Selecting a Project

Although you will be presented with processes in your court on the home screen, there will be
times when you will need to submit a process. To submit a process, you will need to enter into a
project. You are not able to start a process unless you have navigated into a project.

Projects are specific to your specific LEA, so you will not have to search.
To select a project:

e From the home screen, choose the “Projects” tab from the upper application tabs.
—————————

Home Projects Processes Cost Setup ==

I

You will be presented with a list of all projects that you have access to.
You can enter a project by clicking on the “Project Name.”
If the list is long and you don’t want to scroll through them all, you are able to search the
project name within the “All Projects” dropdown.

e This is done by typing the first letters of the project name. The application will use the
letters to filter for the name. Click on the project name and you will then enter the
project.

Projects

rr
Project Name Project ID)
Description | “Mickey Test Project ddginh

PCP Process Testing Project “Delete Me Please”




Navigating the Project

To navigate within a project, you will use the Project menu tabs. This looks similar to the
Account Menu” tabs, but these will show you information and details specific to the project you
arein.

These tabs will be on the left side after you have entered the project.

& Project Details |pce proces: festing Project - Desete e Please

Details Export Address Book | Printable Porticipants Directory | Cancel

Project Menu

Custom Fields (30) | Hoies (3 | Do

From this menu you will be able to navigate within your specific project.

Finding Processes that are not in your court

You may need to revisit a process that you have either submitted, or where you were an
approver or reviewer for. Since you are within a project, the process list will only show you
processes for that specific project.

To review or search project specific processes:

e Select the project using the instructions above.
e Within the “Project Menu” on the left side, select the “Processes” tab.

m Project Details [rcproces:
st

Details

Project Menu

v B Details

e Once you have selected the tab, you will be presented with the process list.
e From here you may review any processes that you have access to.

Project Menu

Instance ! | State Subject step I e 11| DateDuel I status S et

PCP-6 Open Downsville Pike ES Project Request. Admin Create Feb 20, submitted

PCcp-7 Open Friendship Valley ES - PreK Project Request. Admin Create Feb 20, Submitted
Project

Open Oakland Mills MS - Reno/Add Project Request, Howard Admin Create Feb 20, Submitted



Starting a Process

You will be tasked with submitting or starting processes within the BMS. Each process
submission will be from a specific project. You must be within a project in order to start or
submit a process. This will be accomplished using the following steps.
e Navigate to the specific project.
e Inthe Project Menu, select the “Processes” tab.
e Inthe “Project Processes” home screen, click on the start process tab which is
situated in the top right corner of the page.

Project Menu

Subject Step

Downsville Pike ES Project Request

PCP-7 Open Friendship Valley ES - PreK Project Request admin Create

[ Open Oakland Mills MS - ReniniAdd Project Request, Howare Admin Create Feb 20 Submitted

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.
e Choose the process by clicking on the name.

Select process *

Adjacent Schools Determination Request (ASDR)
To request the exclusion or inclusion of a school facility (or facilites) considered to be adjacent
o anather schaol faciliny

Aging Schools Programs (ASP)
To reguest schaol construction funding fram the Aging Schools Program (ASP).

Budget Change (BC)
Used to add the initial budget for a project, to move maney from one line item ta another, and
complets other budget changes.

Built to Learn Fundi
To request school col

Application (BTL)
on funding from the Built to Learn Program (BTL)

CIP Fun g Ap n (CIP)
truction funding from the Capital Improvement Frogram (CIP) -

e You will then be presented with the initial step of the process.
e Fill out all pertinent information.
e Submit process using the “Submit” button which will be in the top right corner.

Contract Approval (CA)

Start Process Print || CheckSpelling  Submit | [Save Draft | Cancel

* Is this a CMA Contract?:

Anatomy of a Process

This will show the parts of a BMS process. All parts shown are typical to all process types and
can be used by you as a user. Please see the numbered diagram below.



Show History: will show the complete history of the process which will include all
users that have worked on the process, as well as a time stamped report of all the data
fields within the process. All users will have access to this history, and it is read only.
Current Actors: This will show who's court this process is currently in. All users will
be able to see this, even if you are not the actor on this step.

Show Workflow Diagram: This will show the step that the process is currently
represented in the actual workflow.

Documents tab: This tab allows you to drag and drop supporting documents for the
process instance. There is no limit to the number of documents you are able to add, and
there are currently no restrictions for the document type. You must click on the tab prior
to dragging the document in.

. Action Dropdown: by choosing one of the actions within the dropdown, this will
route the process to the appropriate step within the workflow. This dropdown is specific
to each process step and will not be seen unless you are the actor designated for that
step. At any point while filling out the process you may save your work by clicking on the
save button.

Required Field: The red asterisk denotes that this field is required, and you will not be
able to take action on the process step without addressing the data field.

Dynamic Grid Table: within a process you can create a table using data fields
configured specific to the table. This is what a dynamic grid looks like when there is data
added.

Dynamic Grid Data Fields: The data fields represented in the diagram are the
fields that have been configured for this specific grid. As you can see by the red asterisk,
you are not able to add a line within the grid, without filling out those fields. **even if the
grid requires you to address the required fields to add a line within the grid, it does not
require you to add a line within the grid**

. Add button: Once all required fields have been addressed, click on this button to
create the new line within the grid. You will have to fill the data fields out and click on the
add button for all lines within the table.



& e-Builder

Contract Approval (CA) - 8

Check speliing | | Print | Copy || Delegate || Save || Cancel

Project: | *Mickey Test Project
cass

A
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