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Site Approval Process 

Starting the Process 

To start this process, you must go to your Global LEA project. Your specific project will be 
named, “*- (Your LEA Name) Global Project. Once you are within that project, please use these 
steps to start the process. 

● In the Project Menu on the left side of the page, select the “Processes” tab. 
● In the “Project Processes” home screen, click on the start process tab which is situated 

in the top right corner of the page. 

 

● 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. 

● Choose the process by clicking on the name. 

  

  



● You will then be presented with the initial step of the process.  

 

 

● There are many required fields within this step displayed with a red asterisk. Fill out all 
pertinent information, specifically the “Type of Request.” 

● Once finished, you can submit the process using the “Submit” button which can be 
accessed either at the top right or bottom right corner. 

●  If needed while filling out the process fields, you can save your work by clicking on the 
save button in the top right corner. This will put the process in a “Draft” status. While in 
“Draft” status your work will only be available to you.  

● After submitting, the request will then be routed to the IAC for review and approval. 
Please see the description of the workflow below.  

 



Process Workflow 

Workflow Steps 

● Start: Initial submission of the Site Approval Request. This will be requested by the LEA 
Facilities Planner. 

● IAC Admin Completeness Review: An IAC Admin will review the request to make sure 
that all information that is needed is contained in the request. 

● Banked Land? This will be a decision point that will route the process accordingly.  
○ If the request type is a Banked Land, then the process will route to the finish step, 

and an “FIDB Update” process will start. As the process initiator, you will receive 
a notification and an “FIDB Update” process will appear in your court. If not, then 
the process will route to the next conditional step. 

● Added to Existing? If the “Request Type” is "Land Added to An Existing School Site," then 
the process will be routed to the OSF/State Superintendent for review. If not, then it will 
go to the Capital Projects Manager (CPM) Review step. 

● OSF/State Superintendent Review: In this step, the OSF team will review the request, 
and route it accordingly. If approved, then the OSF team will add the Superintendent’s 
letter of approval before moving it forward. 

● CPM Review: If the request is not for "Land Added to An Existing School Site," then the 
CPM team will review the process before submitting it to the OSF team. 

● Added to Existing? If the request type is "Land Added to An Existing School Site," then 
the process will route to the finish step and an “FIDB Update” process will start. As the 
process initiator you will receive a notification and an “FIDB Update” process will appear 
in your court. If not, then the process will route to the MDP Site Approval step 

● MDP Site Approval: In this step, the MDP Planner will add their recommendation and the 
process will route to the IAC Admin Site Approval step.  

● IAC Admin Site Approval: The IAC Admin will note the “Approved Motion,” and then add 
the IAC approval date. Once this is complete, then the process will route to the finish, 
and an “FIDB Update” process will start. As the process initiator you will receive a 
notification and an “FIDB Update” process will appear in your court. 

http://accordingly.if/


● FIDB Update Process: This is an automated step. A new “FIDB Update Process” will have 
started; as the process initiator you will receive a notification and an “FIDB Update” 
process will appear in your court. 
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