	Create New Estimate Request

	Departmental Initiators use this procedure to create a new estimate request as new projects are identified throughout the year.

	NAME
	DESCRIPTION
	EXPECTED RESULT

	Launch SAP Fiori
	1. Access the OneCampus Portal (one.purdue.edu)
2. Click Finance Launchpad to launch SAP Fiori
3. Log in using your Boiler Key
4. From the SAP Fiori home screen, click Purdue PPM Group
5. Select the Portfolio and Project Mgmt tile
	Able to successfully open PPM

	Navigate to Portfolio Items Dashboard
	Navigate to' Portfolio Management > Portfolio Items'
	Portfolio Items Dashboard is generated
If the portfolio item dashboard is not generated and a message displays indicating that no portfolio is assigned, go to the next step.

	Select Default Portfolio (Optional Step)
	Note: This step is only required if this is the first time that the User ID is logging on to PPM.

1. Click 'Switch Portfolio' button
2. Select the Physical Facilities Portfolio
3. Click the 'Set as Default' checkbox
4. Click 'OK'
	Default Portfolio selected

	Click the 'Create' > 'Create Item' Button
	Click the 'Create' button located above the Item Dashboard, and then select 'Create Item'
	The 'Create Item' Window is generated to select the Bucket and Item Type

	Select Bucket
	1. Click the 'Select Bucket' Button 
2. Click the triangle next to Purdue University West Lafayette
3. Select the Repair and Rehabilitation bucket (must have a green icon next to it) 
4. Click 'OK'
	Selected Bucket is populated in the 'Bucket Name' field

	Select Item Type
	Select the 'Item Type' = 'Request' from the drop-down list
	Item Type = Request is populated in the Item Type field

	Click Start
	Click the 'Start' button
	Create Item screen is generated with multiple tabs and fields. The Overview tab is displayed. A TEMP ID is generated


	Enter Required Data
	Enter data in the following required fields (denoted with an *):
· Working Title - Enter Free Text (up to 40 characters) The working title should reflect the location or building and type of work. Example: BLDG First Floor Tile Replacement
· Project Objective – Include the “what” and “where” of the request. Note room numbers, location, and detail of labor required, etc.
· Planned Start Date - Enter MMDDYYYY or use the 'Calendar' button to select (The planned finished date is not required.)
· DFM Full Name – click on the squares in the field to open a new menu. Type in the last name, then the first name. These fields are case sensitive; you must capitalize the first letter of your first and last names. Select the name from the list of results. (In HHS, this name will be Gloria Powell or Tom Berndt.)
· Client Full Name – click on the squares in the field to open a new menu. Type in your last name, then your first name. These fields are case sensitive; you must capitalize the first letter of your first and last names. Select your name from the list of results.
· Building Abbreviation – click on the squares in this field to search for building (use “*” in front of and/or after letters/terms entered in any of the fields to search for items containing the letters/term) Use LAF for multiple campus locations.
· Type of Request - Select from the drop-down (Project Estimate or Study Estimate)
· R&R Matching Funds (Y/N)
· Business Area Description – click on the squares  (use “*” in front of and/or after letters/terms entered in any of the fields to search for items containing the letters/term)
· Funding Year – Enter the funding year for the project (FY2020)
· Ranking – Low, Medium, or High
· Faculty Startup? (Y/N)
	Able to enter or select all required data

	Save Item
	Click the 'Save' button
	Message displays indicating that the object has been created successfully.

ID is automatically generated according to the PPM requirements:  
Campus Bus. Area:
Calumet 10
Fort Wayne 20
North Central 30
West Lafayette 40


Status = 'Created'

Data entered in the above steps is saved

	Enter Optional Data
	Enter any other known data about the request. 
· Questions & Comments tab. Please answer the 8 questions regarding the potential project. 
	Able to enter optional data

	Change Status to Proposed
	Update the PPM Item Status to 'Proposed'
	Able to update the status to 'Proposed'.

	Save Item
	Click the 'Save' button
	Message displays indicating that the object has been created successfully.

In production, the Departmental Requester/Initiator role will see the item become “Read Only”

	Submit New Estimate Request

	Departmental Facility Managers use this procedure to review and submit a new estimate request (e. g., ensure the required data is completed, ensure the correct bucket was selected, etc.)

	NAME
	DESCRIPTION
	EXPECTED RESULT

	Review Request for completeness and accuracy
	Review the information completeness and accuracy and update any necessary information
	The information is deemed complete and accurate

	Submit Request
	Change Status to 'Requested'
	Status changed to 'Requested'

	Save
	Click the 'Save' button
	Message displays indicating that the data was saved successfully

	Close the PPM Item
	Click the “Close” button
	The window closes and the dashboard displays



