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IntroductionIntroduction

• Training Objective: To review ARCHIBUS NEW Project 
Management functionality and processes in relation to 
PAM and FAM roles through review and hands on training. 

P id i f t d th• Provide an overview of current processes and the 
knowledge and skills needed to perform duties and daily 
responsibilities in relation to the specific role within 
ARCHIBUS Web Central.

PROJECT PROJECT 
MANAGEMENTMANAGEMENT

Informal projects (less then $500,000) involve 
a larger scope than that of a Service Request. 
Projects often involve more than one trade 
and sometimes outside contractors andand sometimes outside contractors and 
suppliers.
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Process Process 
OverviewOverview

Action Item Role Menu Item
1 Create Project Request PAM

2 Approve Project Request FAM Approve Project Processes
3 Assign Scope&Budget Mgr OM
4 Attach Scope&Budget SBM
5 Assign Project Name & Number OM
6 Approve Scope&Budget PAM Approve Project Processes 
7 Approve Scope&Budget FAM Approve Project Processes 
8 Assign Project Coordinator OM
9 Kick Off Meeting PC
10 Assign Est. Design Completion Date PC

11

Build Estimating Workbook/Create 
Design&Estimate PC

12 Route Project for Approval PC/OM
13 Approve Design & Estimate PAM
14 Approve Design & Estimate FAM
15 Edit Fund Accounting FAM Edit Fundingg g
16 Create Actions/Assign In-Const Status PC
17 Assign Est. Construction Completion Date PC
18 Action Items Submitted to Shop (WRs) FO Shops
19 Encumber Funds/Partial Billing FBO
20 Complete WRs According to Procedures FO Shops

21

If WR Goes over Est., WR Locks Requiring 
Shop/DS Adjustments FO Shops/PC

22 Update Workbook/Create Amendment PC
23 Approve Amendment PAM Approve Project Processes
24 Approve Amendment FAM Approve Project Processes
25 Update Project % / Progress OM/PC
26 Process Action Items/Contracts OM
27 Completes Contracts/Action Items OM
28 Move Project to Punch List Status OM
29 Punch List Notification-Completes WRs FO Shops
30 Complete Project OM
31 Complete Final Bill FBO
32 Close Project FBO

Archibus Project Archibus Project 
Management Customer RolesManagement Customer Roles

Project Management Roles:

 Project Account Manager (PAM) 

‐ Creates Informal Project Request

‐ Approval and Monitors Informal Project

 Financial Account Manager (FAM)

‐ Primary vs. Secondary vs. Third vs. Fourth

‐ Building Operations vs. Project Management

‐Managing Account Codes (Banner vs. Archibus)

Archibus Project 
Management OverviewManagement Overview

ARCHIBIS PAM & ARCHIBIS PAM & 
FAM Role OverviewFAM Role Overview

1. Consolidated Project Approval View allows approvals of all phases 
within one view.

2.    At Project Request phase, when PAM and FAM are the same 
individual they may assign account codes, auto approve as the FAM 
and submit the project in Requested status to Design Services.and submit the project in Requested status to Design Services. 

3. FAM has the ability at the initial Project Request approval phase to 
select an option to bypass the Scope and Budget approval process if 
the budget is equal or lower than original submitted budget.

NOTE: If PAM/FAM are same then both may skip Scope and Budget 
phase if checkbox is selected.

Creating a Project Creating a Project 
R tR tRequestRequest

PAM (Customer) View: PAM (Customer) View: 
Request ProjectRequest Project

The green tab is
the active tab

Actions:
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Request Project Request Project 

Select the Submit Project
button to submit the project request to 
the FAM. The Customer also has the 
option of saving the project for later.

Select the Document(s) 
button to upload a 
Customer document.

DOCUMENT UploadDOCUMENT Upload

The PAM may add a document to the 
Project by selecting the Documents 
button on the Edit Projects 
windowpane.

The Project Document window will j
display allowing a document to be 
located and uploaded to the project.

PAM (Customer): PAM (Customer): 
Manage My ProjectsManage My Projects

Edit Current 
Project

Add New 
Project

Manage Requested Projects view allows editing of 
current projects and the ability to summit a new 
project request to the FAM. 

Actions:
EDITEDIT

Add New Project

When FAM/PAM Are When FAM/PAM Are 
Same IndividualSame Individual

When FAM and PAM are the same on a 
project, the FAM/PAM has the option of 
submitting the project directly to Design 
using Submit Project.

The fund accounts 
will be required and 
the option to select 
skip the Scope and 
Budget will be 
activated.

PAM: Manage PAM: Manage gg
Team (Project) ContactsTeam (Project) Contacts

PAM: Add Project PAM: Add Project 
Team ContactsTeam Contacts
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Approve Project Approve Project 
PPProcessesProcesses

FAM Role: Approve FAM Role: Approve / / Reject Reject 
Project ProcessesProject Processes

“Projects” Section 
displays project 

status

Projects Information 
Section

Select option to bypass 
Scope&Budget process 

FAM Approve FAM Approve 
Project ViewProject View

The fund 
accounting must 
be entered prior to 
selecting the 
Approve button.pp

Use ellipse buttons to 
view and assign 
accounting

Update to Banner Codes
(Handout)

‐ Laura Demski, Compliance Manager,
Comptroller’s Office

Design Services Process

• Assign Scope and Budget Manager

23

• Attach Scope and Budget

• Assign Project Name and Number

Customer Work Flow SummaryCustomer Work Flow Summary

PAMPAM PAM PAM
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Scope & Budget Scope & Budget 
Review and ApprovalReview and ApprovalReview and ApprovalReview and Approval

PAM Role: PAM Role: 
Approve/Reject Scope & Budget Approve/Reject Scope & Budget 

EstimateEstimate

“Projects” Section

Projects Header

“Project Information” 
Section

FAM Role: Approve FAM Role: Approve / / Reject Reject 
Scope Scope Budget Budget EstimateEstimate

“Projects” Section

Projects Header

“Project Information” 
Section

Approving Scope Approving Scope 
& Budget& Budget

The FAM will not have to view and 
approve if they selected to bypass this 
phase when the S&B Estimate is less than 
or equal to the Project Dollar Maximum.

FAM: Approve Project FAM: Approve Project 
––View DocumentsView Documents

Project Documents 
may be viewed by 
selecting the 
Document(s) button.

Design Services Process
• Assign Project Coordinator

• Kick Off Meeting

• Assign Estimated Design Completion Date

• Create Work book / Action Items; Generate Design and Estimate

• Route Project for Approval
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Customer Work Flow SummaryCustomer Work Flow Summary

PAMPAM PAM PAM
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Review / Approve Review / Approve 
Design & EstimateDesign & Estimate

PAM Role: Approve PAM Role: Approve / / Reject Reject 
Design and EstimateDesign and Estimate

“Projects” Section

Projects Header

“Project Information” 
Section

 Actions:

FAM Role: Approve / Reject 
Design and Estimate

“Projects” Section

Projects Header

“Project Information” 
Section

 Actions:

Document Review 
Action: Coversheet

Approve Project Processes: Approve Project Processes: 
View DocumentsView Documents

Project Documents 
may be viewed by 

l ti thselecting the 
Document(s) button.
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Design Services Design Services 
ProcessProcess

• Create Work Requests from Design and Estimate

• Assign Estimated Construction Completion Date

37

• Encumber Funds

• Complete Work Requests

• Create Amendment and Submit for Approval

Customer Work Flow SummaryCustomer Work Flow Summary

PAMPAM PAM PAM

1-
Request
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PAM & FAM Roles: PAM & FAM Roles: 
Approve / Reject AmendmentsApprove / Reject Amendments

 Actions:

Amendment(s) 
being Reviewed

Design Services 
Process

• Create Work Requests from Amendment

• Complete Work Requests

• Update Project Progress

• Move Project to Punch List Status

• Complete Project

Customer Work Flow SummaryCustomer Work Flow Summary

PAMPAM PAM PAM
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Hands on PracticeHands on Practice
• Using Archibus Development Server

• Reviewing new views of PAM and FAMg
• Create Request Project

• Manage Requested Projects

• Approve Project Processes (Scope & Budget, 
Amendments, Design and Estimate)

HandsHands‐‐On Training On Training 

Development Server:

http://fm451:8080/archibus/login.axvw

Select the ARCHIBUS training link: 

44

ARCHIBUS Training Link
Sign In using NinerNet username and password

REPORTSREPORTS

Reports

• Archibus contains many reports that 
are very useful when trying to keep 
track of a project

• Some reports that we will cover:
– My Projects

– Project Priority List

• New reports:
– Customer/FAM Project List

– Coversheet (PDF)

My Projects

R i d t ilReview details 
on all projects

Project Priority List
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The Project Priority 
List: Assignments

• All Projects receive a priority 
assignment after they are created by 
the customer

• 0 – Customer initiated request0  Customer initiated request

• 5 – Scope & Budget has been sent to the 
customer

• 4 – Scope & Budget has been approved by the 
customer

• 3 – Future priority classification

• 2 – Summer project

• 1 – End of the Year project

FAM Role: FAM Role: 
Edit F diEdit F diEdit FundingEdit Funding

FAM: Edit FAM: Edit 
FundingFunding

FAMs may edit Account 
Codes on projects up until 
“In Construction” status; 

when new funds are 
added, the fund may be 

indicated as the new 
Primary Fund by select 
the drop down box” to 

indicate “Yes”

HANDS ON PRACTICEHANDS ON PRACTICEHANDS ON PRACTICEHANDS ON PRACTICE

Hands on PracticeHands on Practice

• Using Archibus Development Server

• Reviewing new views of PAM and FAM
• Manage Team Contacts

• Edit Funding (FAM)

HandsHands‐‐On Training On Training 

• http://fm451:8080/archibus/login.axvw

Select the ARCHIBUS training link: 

k

54

ARCHIBUS Training Link

Sign In using NinerNet username and password
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FAQ’sFAQ’sFAQ sFAQ s

How do I Add/Update aHow do I Add/Update a
FAM within My Department?FAM within My Department?

On the Facilities Management Archibus 
Home page:  
http://facilities.uncc.edu/information-
systems/archibus/archibus

Fill out a FAM access form and send it to Noella Paquette (FBO)

Remember to select which FAM role you would like (Primary, 4th, 
etc.) and fill out as many fields as possible

I submitted a project; however, now I do not 
see my submitted project. Where is it?

If the PAM (Customer) has submitted 
a project but it does not show on the 
Project Priority List, then confirm that 
the FAM has approved the project.

NEW ARCHIBUS PROCESS:
Campus Key Request Process

Discontinuation of 
Paper format 
‐ Jan 2013

Key Request Key Request 
InfoInfoGo to Facilities Management homepage:

http://facilities.uncc.edu

Select Key 
Requests locatedRequests located 
under the Home listing

Key Shop Key Shop 
InformationInformation

Contacts:

Rob Herrington     rgherrin@uncc.edu 704‐687‐0588

Andy Lavoie   amlavoie@uncc.edu 704‐687‐0589

Website:
http://facilities.uncc.edu/home/key-request-forms/lockshop-information
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Questions or Concerns

Facility Information Facility Information 
Systems Systems 

Points of Contact:Points of Contact:

• Pamela Duff pduff@uncc.edu 704‐687‐0552

• Ray Dinello rdinello@uncc.edu 704‐687‐0551

• Dionte Sims  dmsims@uncc.edu  704‐687‐0555

• Yimin Wu ywu23@uncc.edu 704‐687‐0556

• Fred Brillante jbrilla@uncc.edu 704‐687‐0530

• Curtis Gatt cgatt@uncc.edu  704‐687‐0530


