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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  
On this page, the following 
links are available: 
 

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

2. Click here to open the PIF 
List: Click for your list of 
current PIF’s.  See 
instructions below on pages 
5 to 11 for submitting a 
revised PIF. 

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

4. Agency Funding Template: 
Click when revising PIF, 
adding/removing funding 
information past Funding 1 
& 2 (not included on the PIF 
form) – this will be included 
as an attachment on the PIF 
form 

5. Archibus List: Click to 
search for a list of Buildings 
and Facilities to add to 
Building Number on PIF 
entry 
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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
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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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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  
• Agency Funds - FY start 

date (ex. 7/1/2019); or 
• 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 
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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. 
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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 here to open the PIF List: 
Click to see the list of current 
PIF’s 

 

 
 
 

https://mn365.sharepoint.com/sites/ADMIN-RECS-CAD/SitePages/Project-Initiation-Form-(PIF).aspx
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View defaults to My Requests 
(only projects you have 
entered will show up) 

To search by Agency, click … 
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 
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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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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) 
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Add Funding Type -1 and 
Funding Type -2 from the PIF 
form to the Totals section.  
 
 
 
 
 
 
 
 
Fill out new funding section 
for each new increase or 
decrease 
 
 
Save spreadsheet to your 
computer/desktop 

 



10 
 

 
 
 
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 
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Attachments will show up at 
the bottom of the PIF form 
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