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Project Details Update Process 

Purpose of Process 
To request changes to the project details information of an existing project. 

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 will 
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 left side Project Menu, 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 will include lengthy 
instructions on filling out the request. 

Initial Submission Layout 

You will be provided with a list of all of the possible project detail data fields. As you will see, the 
only required field is the “Reason for the Change” text box. Since no other fields are required, 
you will only have to update the fields that you would like to change in the existing project 
details.  



 

 

 

Once you have filled out all fields that need to be changed, then click “Submit” in the upper right 
corner.  



 

Process Workflow 

 

Workflow Steps 

1. Start: This process can be started by any BMS user. The user will fill out the text box that 
determines the reason for the change, and then proceed to address any data fields that 
need to be changed in the existing project details. Once finished, click “Submit.” 

2. Started By: This is a conditional step that will check to see which role started the 
process and will route the workflow accordingly. 

3. Capital Project Manager Review: If the process was started by the LEA Facilities 
Planner, then the project's Capital Projects Manager (CPM) will review the submission. If 
the CPM has any questions, then they are able to send it back to the process initiator for 
comments and revisions. If there are no questions, then the CPM will push the process 
forward. 

4. Funding Programs Manager Review: The Funding Programs Manager will review the 
submission. If any questions or revisions are needed, they are able to send it back to the 
initiator for revision. If there are no questions, then the Funding Programs Manager can 
push the process to the next step. 

5. Admin Review: The IAC BMS Admin will review the submission. If there are any 
questions or if revisions are needed, they are able to send it back to the initiator. If there 
are no questions, then the Admin will update the existing project details as requested 
and push the process to finish. By pushing the process to finish, the Admin is verifying 
that the updates have been made. 
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