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Workflow Diagram



Description of the Process

The Events Preliminary Request (EPR) process is used by the Terminal Operations division to request 
date, time, and location for events.



Process Steps

• The Events Preliminary Request (EPR) process is initiated by the internal CLT members and 
Tenants.

• Once submitted, the process will be routed to the CLT Security Manager for review and he/she 
will take the action Reviewed to move the process to the CLT Terminal Ops Review Group for 
review or take the action Clarify to move the process back to the process initiator for revisions.

• If the Reviewed action is taken, the CLT Terminal Ops Review Group will open the process for 
review and will take one of the following actions:

• Approved to move the process to the Mail Merge notification step for closeout.
• Revise to move the process back to the previous step for revisions.
• Denied to void the process and move it to the Finish step.

• If the Approved action is taken, a Mail Merge email notification will be sent to the CLT 
Admin/Records Liaison and the PDF of the Mail Merge will be housed in the 005 Processes 
folder of the associated project, the process will then close out.



Navigating to the Process

• The EPR Process can be started by following the steps, below:
• Navigate to e-Builder and login to the system
• Click on the Events Preliminary Request (EPR) hyperlink located under the ‘Quick 

Add’ menu
• If the hyperlink is missing, click the “View More” Hyperlink
• At the prompt, select the appropriate Project Name and Process Name
• (*) Project Name: Selected Project
• (*) Process Name: Events Preliminary Request (EPR)
• Click Continue to start the selected process

*** To navigate without “Quick Start”, users can select the “Processes” tab > select the appropriate 
project from the drop-down in the “All Projects” bar > select “Start Process” > select “Events
Preliminary Request (EPR)” from the list ***



Starting the Process

The internal CLT members and 
Tenants can initiate the process 
and will be expected to fill out all 
required fields (*) as well as any 
additional information in the non-
required fields
• Once complete, click the Submit 

button located at the top or bottom 
of the screen



Starting the Process
Cont.

• The process initiators will also 
be required to provide the 
Events Requirements and 
identify the CLT Services 
needed for the event

• Once all the required
information is provided, the 
process initiator will take the 
action Submit to move the 
process to the CLT Security 
Manager for review



Security Review

• The CLT Security Manager will open the 
process for review and will be required to 
identify the following:

• If a Security Amendment is required?
• Is the request for doors prop or 

override approved?
• The CLT Security Manager will take the

action Reviewed to move the process to 
the Terminal Ops Review or take the action 
Clarify to move the process back to the 
process initiator for revisions



Initiator Revise

• The Process Initiator will open the process 
for review and will need to refer to the 
comment tab to review any recommended 
changes

• Once the changes have been made, the
Process Initiator will take the action Void to
move the process to Finish step or
Resubmit to move the process back to the 
CLT Security Manager for review. 



Terminal Ops Review

• The CLT Terminal Ops Review Group will
open the process for review and will be
required to provide the following
information:

• Is the event approved?
• Identify if the event is internal or

external?
• The CLT Terminal Ops Review Group can 

take one of the following actions
• Approved to move the process to the 

Mail merge notification step for 
closeout

• Revise to move the process to the 
Process Initiator for revisions

• Denied to move the process to the 
Finish step



Notification

• Once the event is approved, a mail merge
notification will be sent to the CLT
Admin/Records Liaison and will be housed in 
the 005 Processes folder in the associated 
document module 



Questions?

• The Help Desk Ticket (HDT) process is to be used to address any e- Builder 
related questions, issues and/or requests

• In e-Builder: Select Process > Processes > Start Process > Help Desk 
Ticket > Complete the information on the HDT > Submit

• If additional help is needed on the Help Desk Ticket, please refer to the 
HDT Guide available in e-Builder project *CLT Airport e- Builder How To 
Guides - Instructional Guides.


