LLE

CHARLOTTE DOUGLAS™
||||||||||||||||||||

Events Preliminary Request (EPR)

Instructional e-Builder Guide

« CITY OF CHARLOTTE DEPARTMENT




Table of Contents

» Workflow Diagram
 Description of the Process
» Process Steps

« Navigating to the Process

» Starting the Process

» Security Review

* Initiator Revise

« Terminal Ops Review

» Notification

* Questions/Issues /Requests




Workflow Diagram

Resubmit veid

Clarify

Submit

il

Revise

Reviewed :
Terminal . Code Complete
Ops Review Approved 4'.7
Denied




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: Quick Add -
» Navigate to e-Builder and login to the system VRS PREFRG REGUESEEFN)]
 Click on the Events Preliminary Request (EPR) hyperlink located under the ‘Quick ., v reme o)

Add’ menu

User Audit Process {UAP)

* 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

Mew User Addition (USER)
Contract Expiration Tracker - Facilities (CET-F)

View more e

Quick Start
Process or Form —— Cancel
—b *p.e: | Selected Project v]

— * Start ® Process

| Events Preliminary Request (EPR) V|

L) Farm

*** 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

Events Preliminary Request (EPR)

Start Process

Project:
Project Number:
Process:

* Subject:

222 - Geordian H Test Project
zzTesting

Events Breliminary Request

Print | Copy | CheckSpelling

Show Workflow Save Draft

Test Event Request

Details | Documents (D) = Attached Processes (0) | Attached Forms (0]

Expand All | Collapse Al

General Information

* Tenant/ Sub-Tenant Company
Name@

* Tenant Contact @
* Tenant Phone &

* Tenant Email:

* Target Audience!E

* Dermit(s) Required®@

* Requesting Entity:

Entity Other:

* Event Date;

|
| * et TimeStorc@ |
|
|

Delete Draft

Cancel

XXX AM/PM

®pentTimetnd: |

KKK AM/PM

*mentlocatond |

Al

* Durpase of the Event@

Will permits be required for this event?
Oes
ONe

O Not Known

OTenant
Opevelopment  [racilities
[ saint Operations[ Operations
Cother

[ administrative Services ] Business and Revenue

* Day of Event Point of Contact

Information: @

Cfinance
[Ostrategic Communicstions(JTechnology

Provide the entity company name and contact information if other is selected sbove.

Name:
Phone Number:
e-Mail Address:

Innovation and Experience

[J¢ommercial & Community Engagement

2




Event Requirements
n *SecuredDoors: | Areyou requesting any doors be proppad open or * Euternal Decorations. | Will any external decorations, items, supplies and tools be
Y overridden? brought through the restricted areas?

Oes

U Ne
Owna

* General Description of Door(s) & * Extemal Decorations, Items, it all eterngl et Anad yolir e BoF

® The process initiators will also J
Events Requirements and
identify the CLT Services /*

RS BT Whe will be escorting the non- [ Name:
)ves badged guest™ | phone Number:

) Yes

)No

Ona
needed for the event

)No arganization?:

® Once a” the required T — * Bt Sgrage
information is provided, the
process initiator will take the

action Submit to move the
process to the CLT Security o A

Additional Comments

Additional Comments or Requests

Manager for review
\ P

R

Print | Copy | CheckSpelling | Show Workflow SaveDraft || DeleteDraft || Cancel




Security Review

CheckSpelling | Print | Copy | Delegate = Save = Cancel

« The CLT Security Manager will open the gy Q
process for review and will be required to S | e
identify the following:

« If a Security Amendment is required?

This process will stay in your court until you take action.

b I S th e req u eSt fO r d oors p ro p or Take the action of Clarify to send this back to the initiator or Reviewed to send it to the Terminal Ops team for
. approval.
override approved? i

For general clarification needs, consider utilizing the 'Comments Tab' and select 'Requested Comments' to send
« The CLT Security Manager will take the et
action Reviewed to move the process to i i
the Terminal Ops Review or take the action =~ semwme ‘
Clarify to move the process back to the
process initiator for revisions

Approved Route @ Enter the approved route and/or door usage information.

b R

Is & Security Amendment required?
O ¥es- amendment nesded, allow 45 days for processing




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.

Project:
Process Document:

Current Workflow Step:
* Subject:
Status:

Details | Comments (1] = Documents (0}

Expand All | Callapse Al

General Information

— Please sclect an action — ¥ Check Spelling | Print | Copy  Delegate | Save
|

— Please select an action —
Void
Resubmit

222 - Geordian H Test Project
EFR -4
Show Histary | Current Actors

Project Number; | zzzTesting
Overall Due Date:

Initiator Revise She kflow Diagram tep Due Date:

Test Event Request |

Submitted

Attached Processes (0] | Attached Forms (0) | Attached To (0)

The process was returned to your court because clarification is needed. Please refer to the comments tab to review what information needs to be

clarified.

* Tenant/ Sub-Tenant Company
Name: 8

* Tenant Contact @

* Tenant Phone #:

* Tenant Email:

* Target Audience: B

* Permit(s) Required @

* Requesting Entity:

Entity Cther:

Cancel

[Fenant & | * Fent Date: 08.30.2024
[Gee | * Event Time Start!@ | 0400 PM
[123-456-7200 | * Event Tme End: | [07:00 PM
[gee@gmailcom | * Event Location:@ | [Test A
Test * Purpose of the Event: @ Test
) A
Wil permits be required for this event? * Day of Event Point of Contact NamerTest
Iy Information: @ Phone Number:
e-Mail Address!

[ Administrative Services_|Business and Revenue [l Commercial & Community Engagement
t  OFacilities Clfinance
[strategic Communicationsl_] Technolagy

[innovaticn and Experience

Olother

Provide the entity company name and contact information if other is selected above.




Terminal Ops Review

« The CLT Terminal Ops Review Group will =S e e S
Open the process for reVieW and Wi” be Project: zzz - Geordian H Test Prof ove {mjeahumoer zzzlesting
| Step Due Date:

Process Document: EPR -4

required to provide the following St | oot

Current Workflow Step; Terminal Ops Review Show Workiiow Diagra

information:

Status: Submitted

* |s the event approved? s [ [ | s | Ao | oo
« Identify if the event is internal or
eXte rna | ? Event Status &%

* s this event approved?: Oes

« 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

ed the space for the event?




Notification —

CITY OF CHARLOTTE AVIATION DEPARTMENT
5601 Wilkinson Bivd. 4
Charlotte, NC 28208

— | .

CHARLOTTE DOUGLAS™
INTERNATIONAL AIRPORT

« Once the event is approved, a mail merge [P il Appal [Nes
notification will be sent to the CLT

Security A

Yes- amendment needed, allow 45 days for processing
Request for doors propped or override approved? | Yes

Admin/RecordS Liaison and Wi” be housed in Approved Route: Test Approved Route
the 005 Processes folder in the associated e eann

Tenant Contact: Gee

document module Tenant Phone f: 123456 7890

Tenant Email: g gmail.com

Purpose of the Event: Test

Event Date: 08.30.2024

Event Time Start: 04:00 PM

Event Time End: 07:00 PM

Event Location: Test

Requesting Entity: Tenant

Entity Other:

Day of Event Point of Contact Information: Name:Test
Phone Number:
e-Mail Address:

Target Audience: Test

Permit(s) Required? Not Known

Event Requirements

Secured Doors: Yes
General Description of Door(s): Test
Door ber: 2,34
External Decorations: Yes

External Decorations, ltems, S Logistics: Testing




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.

Help Desk Ticket (HDT)

Start Process Cancel

* Project | Please Select a Project.. v

* Process Help Desk Ticket (HDT)




