RECS Project Initiation Form (PIF) Process
Quick Reference Guide

The online PIF process is now live on the Admin SharePoint site. All agencies can begin using this site to submit new projects. Access to the new
online PIF site is now available. You will need a User Account set up or permissions to use the site; if you do not already have this please email
Admin.PIFnotifications@state.mn.us.

Submitting a New PIF:

PIF Homepage , pEranusntof  Real Estate and Construction Services % Not following 1 Share = Next st
On this page, the following

links are available:

= New ~ [ Send by email =3 Promote F] Page details Published 12/5/2019

1. PIF — Add Item: Click to add
a new PIF

2. Click here to open the PIF
List: Click for your list of

current PIE's. See Project Initiation Form (PIF)

instructions below on pages @ Landucci-Owen, Talia (ADM)
5 to 11 for submitting a
revised PIF.
Welcome to the Real Estate and Construction Services (RECS/Gite Real Estate and Construction Services

3. Project Initiation Form
(PIF): Click to see the list of
current PIF’s

for requesting projects via our Project Initiation Form (PIF)! PROJECT INITIATION FORM (PIF)

Funding 2-4 RECS Only

d need access to the PIF,

nd provide your name,

Project Name *

4. Agency Funding Template:
. .. BuildingNbr.Name
Click when revising PIF, For existing PIF users, click on the PIF image to open up the PIF List. Enter any portion of the Building Name. Select fr

adding/removing funding Then select 'PIF - Add Item' to start a new project request. Project Type * :
information past Funding 1 ﬁ PIF Status * PIF in Progress

& 2 (not included on the PIF | 1 eyt

form) — this will be included *#For multiple Funding Sources use the Agency Funding Template and attach Click here to open the PIF List.

the file to your Request. Users will need to save this template to their dé
betfore making changes

as an attachment on the PIF

form , o
*For a full list of Buildings and Facilities see the Archibus List list.

5. Archibus List: Click to
search for a list of Buildings
and Facilities to add to
Building Number on PIF
entry



https://mn365.sharepoint.com/sites/ADMIN-RECS-CAD/SitePages/Project-Initiation-Form-(PIF).aspx
https://mn365.sharepoint.com/sites/ADMIN-RECS-CAD/SitePages/Project-Initiation-Form-(PIF).aspx
mailto:Admin.PIFnotifications@state.mn.us
https://mn365.sharepoint.com/sites/ADMIN-RECS-CAD/SitePages/Project-Initiation-Form-(PIF).aspx

1. PIF-Add Item:
Please review notes under
each field for further
instructions and links

Fill out the Project
Information / Funding 1 & 2
tab as complete as possible

Project Name: Descriptive

Project Number: DO NOT FILL
OUT — system generated

BuildingSearch: Choose
Search by BuildingName or
Search by Building Nbr

BuildingNbr.Name: The
Archibus List of facilities can
be searched to fill out the
Building Number or Name by
using the link available on the
main PIF Homepage or on the
specific PIF entry

PIF Status: This field can be
left as PIF in Progress -
Requester to save only if you
are not ready to submit, but
in order to submit for
approval, you must change
this field to Submit to RECS —
Requester

Fields with asterisk are
required—the PIF will not save
and be submitted if a required
field is left blank.
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Project Mame *

Project Mumber

BuildingSearch

BuildingMbr.Mame
View Archibus List

Requesting Agency *

Requesting Agency Comment

Project Type *
Total PIF Amount *

PIF Status

Agency Date *

IT Work Involved
Predesign Required

Project Description

Required Completion Date

Why?
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PROJECT INITIATION FORM (PIF)

RECS Only

System generated name from EPM. Do Mot Edit

Search by BuildingMame ||
Search in textbox below by Building Nbr or Name

Enter any portion of the Building Mame/Number. Select from available values.
For New Buildings or Site y and paste the following value:
000203000 MNEW-Bldg-Site

v

: If your Agency is not listed, please add a name to the comment field
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Agency Contact: should be
the person the RECS Project
Manager will be in contact
with (usually the person
submitting the PIF)

Two funding types can be
included on the form,
additional funding
information should be added
to the Agency Funding
Template spreadsheet

Budget Date: is referencing
the start date of funding
e Agency Funds - FY start
date (ex. 7/1/2019); or
e Bond Funds - 6/30/Bond
year

Click Save

Agency will receive an email
that the project has been
submitted.

Agency will receive an email

once project is approved and
created. Project Number will
be included on this email

\.

If CAFRA funding. Contact AdminP|Fnotifications @statemnus to reqguest
funding codes

/

Agency Funding Contact - 1% | Enter a name or email address...

POBU -1

PO BU Laakup

Budget Date -1 i

Fund Code -1* v

Fin Department ID -1+

Funding Sunset Date - 1*

Funding Type - 2

POBU-2

Agency Funding Contact - 2 | Enter a name or email address. >
Budget Date - 2 |
Fund Code - 2

Fin Department ID - 2

APPROFID - 2

Funding Amount - 2

Funding Sunset Date - 2 Eq

Any updates made fo funding should be made in @ mew Funding Type. if more than 2 Funding Types are needed, add Funding changes to the spreadsheet available Here

Save Cancel
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File -
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l Agency Contact Enter a name or email address... ]
EqUESTng Facility
Facilities Contact Enter a name or email address...
Other Tenant Contact Enter a name or email address...
Other Contact Enter a name or email address...
Funding Motes
Funding Type - 1% vl
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Documents previously
emailed with PIF’s and the
additional funding
spreadsheet can be attached
to the PIF entry by clicking
Attach File located in the

toolbar at the top of the page.

BROWSE EDIT
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Save  Cancel Paste
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PROJECT INITIATION FORM (PIF)

Project Information / Funding 1 & 2 RECS Only

Project Name *
Project Number
System generated name from EPM. Do Not Edit

Search by BuildingNbr
Search in textbox below by Building Nbr or Name

BuildingSearch

BuildingMbr.Name

View Archibus List Enter any portion of the Building Name/Number. Select from available values.
For New Buildings or Sites, copy and paste the following value:
999999999.NEW-Bldg-Site

Requesting Agency *

MNOTE: If your Agency is not listed. please add a name to the comment field
below.

Requesting Agency Comment




Submitting a Revised/Updated PIF:

PIF Homepage
Updates can be made to

original approved PIFs. Go to
the PIF List and open the PIF
to be updated

Click to see the list of current
PIF’s

Click here to open the PIF List:

m1 DEPARTMENT OF
ADMINISTRATION"

+ Mew Send by email =3 Promote 5} Page details

Project Initiation Form (PIF)

Landucci-Owen, Talia (ADM)

Estate and Construction Services (RECS) site
ur Project Initiation Form (PIF)!

Welcome to the R
for requesting projects vi

- If you have not previously requestethggjects and need access to the PIF,
please email Admin.Pifnofifications @statewa us and provide your name,
agency name, email address and phone number.

For existing PIF users, click on the PIF image to open up the PIF T

Then select 'PIF - Add ltem' to start a new project request

**For multiple Funding Sources use the Agency Funding Template and attach
the file to your Request. Users will need to save this template to their desktop

before making changes

*For a full list of Buildings and Facilities see the Archibus List list.

Real Estate and Construction Services

¥r Mot following 1 Share =3 Nextst:

Published 12/5/2019

Real Estate and Construction Services
PROJECT INITIATION FORM (PIF)

RECS Only

Project Information / Fur

ding 1 | Funding 2-4

Project Name *

BuildingNbr.Name

Enter any portion of the Building Name. Select from available values

Project Type * ¥

PIF Status * PIF in Progress o

Click here to open the PIF List.



https://mn365.sharepoint.com/sites/ADMIN-RECS-CAD/SitePages/Project-Initiation-Form-(PIF).aspx

View defaults to My Requests
(only projects you have
entered will show up)

To search by Agency, click «ee—
or click List in the top ribbon
bar and change view in the
drop down to your agency

Projects can be filtered by
hovering over column title

Select the appropriate project
by clicking on the project —_|
name

Projects can be Exported to
Excel for additional
sorting/reporting features

BrROWSE | mems]| wust ) SHARE Yy FoLow OO
E wem [T Modify View . ~ Conpect io Qutlook E‘ qﬂ[ [,_ F &
[ Create Colum : 1 Export to Bxcel e m G'—| -
View  Quick  Create Tags & E-maila  Alert RSS Customize in List
Edit View Navigate Up MNotes Link Me - Feed InfoPath d Settings
M Manage Views Tags and Notes Share & Track Connect & Export Customize List Settings
Site contents @ new item or
My Request  Agency Funding  01-Military Affairs Departme Find an item o
D — v D Requesting Facility Project Mame Project Mumber BuildingNbr.Name PIF Status Project Type To

0O MSAD Campus Repair «e»  GO2RC44DA00S6 999999999.?\!?\1\"— Project Repair and
Walks and Bldg-Site Completed Replacement
Drives - RECS

Only

Repair «s  GO2RCA4BA0029 999999999.NEW- Project Repair and
MSAB Bldg-Site Completed Replacement
Walks and - RECS
Drives Only

0 heplace ws GO2RC44DA0035 E4400102766.Moyes Project Repair and
MNoyes Hall Completed Replacement
Hall - RECS
Chiller Only v




Click Edit Item to make
changes

Any time a change is made to
a PIF by an agency, the PIF
Status needs to be changed
back to Submit to RECS —
Requester before Saving in
order for RECS to review and
update the PIF
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Actions

Real Estate and Construction Services
PROJECT INITIATION FORM (PIF)

Project Information / Funding 1 & 2

Project Mame
Project Mumber
Building5earch
BuildingMbr.Mame

Requesting Agency

Project Ty
Total PIF Amount
PIF Status
Agency Date

IT Work Involved
Predesign Required

Project Description

Required Completion Date
Whiy?

Agency Contact
Requesting Facility
Facilities Contact

Other Tenant Contact

Other Contact

RECS Only

Repair MSAE Walks and Drives
GOZRC44BADOZ29

Search by BuildingMbr
999999999, NEW-Bldg-5ite

44 - Minnesota State Academies

esting Agency Cornment M3AE Campus

Repair and Replacement
575,000.00

Project Completed - RECS Only
6/12/2019

Mo

Mo

Repair/replacement of walks and drives on the MSAB
campus

8/16/2019

Completed work prior to start of Fall classes
B Landucci-Owen, Talia (ADM)

MSAB




Funding that needs to be
updated (additions, deletions
whether or not it is a new
funding sources) should be
entered in new funding fields,
NOT added to previous
entered funding lines

DO NOT change previously
entered funding information

Funding Type (ex. Funding
Type — 2, Funding Type — 3,
etc.).

This will ensure changes are
easily tracked.

Similar to the Original PIF, the
first 2 funding sources should
be entered on the PIF form.

Any additional funding (3 or
more) should be added to the
spreadsheet available by
clicking at the link at the
bottom of the PIF entry or on
the PIF home page. (See next
page for example of
spreadsheet)

BROWSE

HB M XD
1 2 Copy L |

Pasta Delate  Attach
ltem Fila

EDIT
ABC

v

Save  Cancel Speliing

Commit Clipboard Actions

Spelling

Funding Type - 1%

Agency Funding Contact - 1

PO BU -1
PO BU Lockup

Budget Date - 1

Fund Code -1*

Fin Department ID - 1

APPROPID -1

Funding Armount - 1*

Funding 5Sunset Date - 1 *
/_Funding Type - 2

PO BU -2

Agency Funding Centact - 2

Budget Date - 2

Fund Code - 2

Fin Department ID - 2

APPROPID - 2

Funding Amount - 2

Funding Sunset Date - 2

Any updates made [l *

€3 SHARE <%y FOLLOW
Asset Preservation v
F CAPRA funding, Contact Admin.P|Fnotifications@state.mn.us to request
funding codes
* Landucci-Owen, Talia (ADM) x
G0Z11
6/30/2017 =
3600 ﬂ
GO0Z33397
G0215F6
75,000
12/31/2021 =
v
Enter a name or email address...
|
]
|

ild be made in g new Funding Type. If more than 2 Funding Types are needed, add Funding changes to the

spreadsheet availablf Here

Attachments

Version:

Created

MM ACADEMIES OF BLIND 2071 9.xls

Delete

Cancel
Landucci-Cwen, Talia (ADM)
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10
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Attach spreadsheet to your
PIF project entry by clicking
Attach File in the ribbon bar
at the top of the page

Make sure to update the Total
PIF Amount

Double check PIF Status is
Submit to RECS — Requester

Save updated PIF by clicking
Save at the ribbon bar at the
top of the page or at the
bottom of the form

EMAIL RECS PM to notify of a
new PIF

BROWSE EDIT

H B

Save  Cancel

Comrit

Site contents

Real Estate and Construction Services
PROJECT INITIATION FORM (PIF)

) SHARE 'y FOI

Project Information / Funding 1 & 2

Project Mame *

Project Number

Building5earch

BuildingMbr.Name
View Archibus List

equesting Agency

Requesting Ag
Project Type *
Total PIF Amount *

PIF Status

Agency Date *
IT Work Involved
Predesign Required

Project Description

cy Comment

RECS Only

Repair MSAB Walks and Drives

GOZRC44BA0029
System generated name from EPM. Do Mot Edit

Search by BuildingMbr ﬂ
Search in textbox below by Building Nbr or Name

E4400100766.Laundry Bldg.

Enter any portion of the Building Mame/MNumber. Select from awvailable values.
For Mew Buildings or Sites, copy and paste the following value:
993059500, NEW-Bldg-Site

44 - Minnesota State Academies v

NOTE: If your Agency is not listed, please add a name to the comment field
below.

MSAE Campus

Repair and Replacementﬂ
295,000

Submit to RECS - Reguester ﬂ

Reguester must select "Submit to RECS - Reguester' for project to be reviewed by
RECS.

6/12/2019 £
O
|

Repair/replacement of walks and drives on the MSAB
campus
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Comit Clipboard jons Spelling

Asset Preservation |
ntact Admin.P|Fotifications@state.mn.us to request

Funding Type - 1*

Agency Funding Contact - 1" |m Landucci-Owen, Talia (ADM) x

Attachments will show up at
the bottom of the PIF form

PO BU-1
PO BU Lookup

Budget Date - 1
Fund Code -1*
Fin Department ID -1*
APPROPID -1*

Funding Amount - 1*

Funding Sunset Date - 1*

Funding Type - 2

POBU-2

Agency Funding Contact - 2

Budget Date - 2

Fund Code - 2

Fin Department ID - 2
APPROPID - 2
Funding Amount - 2

Funding Sunset Date - 2

GOZ11

6/30/2017
3600
G0233397
GO215F6
75,000

12/31/2021

Enter a name or email address...

|

|

Any updates made to funding should be made in @ new Funding Type. If more than 2 Funding Types are needed, odd Funding changes to the

spreadsheet available Here

Attachmenfs

MN ACADEMIES OF BLIND 2019.xdsE Delete

Save Cancel

Landucei-Cwen, Talia (ADM)

1101 AM by | Mike Peterson
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