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BOR APPROVAL




1- Click on FORMS from the buttons on the left.
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2- Under Forms on the top left navigation pane, select BOR Approval.




3- Click on ‘+’ in the top bar. This will start a new record.

4- Project field - Select the project from the Project drop down menu.

5- Version field — select original or revised.

6- Total Project Cost field - Enter the total project cost.

7- Approved Date field — Enter approved date.

8- Executed Date field — Enter Executed Date,

9- Project Schedule fields — Enter Design Completion, Construction start and Completion dates.

10- Summary of Construction Contracts fields — Enter Construction Contract, Design Contract,
Furnishing Contract and Other if greater than $1 Million

11- Notes fields — Enter notes that correspond with Construction Contracts
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Amount Notes

Construction Contract ‘ |
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12-To add reference documents, select the ‘Attachments’ tab at the top.
13- Add attachments by dragging them to the ‘Drop files here’ section.
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Drop files here or click the Add button




14-Select the ‘Workflow’ tab at the bottom.
15- Click submit under “Workflow Actions”.

16- Add Comments if applicable and click the Save button.
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17- Select Approve and Save.
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