Using the HEI Electronic Capital Project Request Form
Updated on June 9, 2005

Note: A Capital Planning Liaison has been appointed at each public institution. The Capital Planning Liaison is the only person who can determine who may submit the HEI capital projects request form for that institution. To locate the Capital Planning Liaison at your institution, please see the list at:

http://hei.regents.state.oh.us/cgi-pub/hotlink?$people_page?@PAGE=%22capital%20planning%20liaison%22.
1. OBR staff will contact you with your user ID and password.

2. Open your internet browser and go to the HEI Front Door at: http://www.regents.state.oh.us/hei/ 
3. Click on the “Queries” link under the “HEI Outputs” Heading

4. Click on the “Restricted Outputs” link

5. A user name and password box will open up.
6. Enter the user name and password you were given by OBR staff.

7. An HEI Restricted Outputs page will open. Click on the “Capital Planning” link

8. Click on the “Capital Planning Menu”. 

9. The Capital Planning Menu Options Page will open. Choose “Capital Request Form”.

10. Click on “Continue”.
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11. Choose the appropriate Biennia Period & click on “Continue”. 
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12. You will see three sections on the Capital Front Page : “Submit Capital Request Form”, “Process Previously Submitted or Temporarily Saved Requests” and “Send OBR information on project requests”.
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13. Third section is as follows :
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14. In the first section, there are two choices : Entering a “New Request” or “Resubmit from a Previous Period”. The new request option opens up a blank request form whereas the re-submit option opens up a list of previously submitted request forms. You can choose to resubmit from any of those if you have a similar project in description or if your current project is part of a larger project and you wish to show the continuity in projects. Please see the section “Entering a Request From a Previous Period” for more details.
Entering a New Request
15. Under the "Submit Capital Request Form" heading, click on the "New Request" button.

16. The Capital Projects Electronic Form will open.

17. Fill in the form exactly as you would if you were entering a real request.

18. Be sure to select the appropriate campus in the institution and campus selection box.

19. All definitions are linked to a definition sheet. To review documentation for the form. Click on the words: "Capital Project Request Form" at the top of the page. As you are completing the form, if you have questions about how to complete a particular section, click on the link next to that section for directions. Please note that a new feature of the form is that if a project involves existing building(s) we will need to know which buildings. You will be able to select the buildings from a drop down list. 
20. If you do not have all of the information you need to complete the form, save the form to a temporary file by clicking on the "Save Form to Temporary File" button at the top of the page. This will allow you to save your work and return to the form at a later date for completion.

21. Upon saving the file you will be informed that the project has been saved and assigned a unique identifier in the OBR system for future tracking. You do not need to save this number. Note that you have not yet submitted the form to OBR.
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22. If you have filled in all of the required fields and are sure that the form is complete, select the "Submit Form to OBR" button at the bottom of the page. You have now sent the form to the OBR administrator.

23. Upon submitting the file you will be informed that the project has been saved and assigned a unique identifier in the OBR system for future tracking. You do not need to save this number.
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Returning to a form that was saved to a temporary file
24. Return to Capital Planning Front Page
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25. Under "Process Previously Submitted Requests," select "Modify/Submit Temporarily Saved Requests."
26.  A directory of all previously saved requests will open in your browser.
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27.  Select the "Modify" button that appears next to the project you wish to modify.

28. Complete the form.

29. If you have filled in all of the required fields and are sure that the form is complete, select the "Submit Form to OBR" button at the bottom of the page. You have now sent the form to the OBR administrator.

30. Upon submitting the file you will be informed that the project has been saved and assigned a unique identifier in the OBR system for future tracking. You do not need to save this number.

Viewing and Printing Submitted Requests (for campus planning purposes)

31. Return to https://hei.regents.state.oh.us/cgi/cap_proj_inst_cgi
32. Under "Process Previously Submitted Requests," select "View/Print Submitted Requests."

33.  A directory of all submitted requests will open in your browser.
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34.  Select the "View" button that appears next to the project you wish to view or print.

35.  The selected request will open in your browser. 
36. To print the selected request, click the "to printable PDF version" in the top right corner of the screen (note you must have Adobe Acrobat installed on your computer to print the form. If you do not have Adobe Acrobat go to: http://www.regents.state.oh.us/download.html to download). You can also save this version on your hard drive for internal distribution.
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Entering a Request From a Previous Period.
1. Return to https://hei.regents.state.oh.us/cgi/cap_proj_inst_cgi
2. In the section “Submit Capital Request Form”, choose the “Resubmit From Previous Period” option.
3. This feature of re-submitting requests from previous biennia periods can be used when 
a. you have a project similar in description/type to one of the previous projects submitted or 
b. the current project is a part of larger project and can be linked to establish continuity. 
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4. A list of all previously submitted project requests will be displayed by each biennia period.
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5. Use the “View” button to see the project request’s details. Then use the “Resubmit” button to do one of the two listed below :
a. If it is a similar project in description, this feature will save you some time by pre-filling the fields for you. 
b. If it is part of a larger project and the previous biennia period’s project can be linked to establish a continuity in projects. It will also pre-fill the information for you.
6. Once you click “Resubmit”, you will see the following screen:
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7. Note all the fields will be filled with the information in the request form that you had chosen to re-submit.
8. Please pay particular attention to the above field marked in red. If you have used this feature only because it is similar to this project but does not have any relationship to the current project, click on “Delete the Previous Project Request Numbers” so that a link between the projects will NOT be established. 
9. If there is continuity in the projects please do NOT click the “Delete the Previous Project Request Numbers” check box.
10. All the other fields are the same as described earlier.
11. The process of submitting the form is the same as described in the “Entering a New Request” section.
Send OBR information on Project Requests

1. This section will be used by institutions to give information to OBR on the status of the project request submissions for an entire biennia period.

2. When a new biennia period submission has started, you will see the following screen :
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3. The current status will display as N/A. It will change over a period of time depending on the options you choose to submit to OBR.

4. If you do not have any project request forms to submit for a biennia period, please use the “No Project Requests” option. 

5. Click on Continue. You will see the following:
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6. Choose OK or press Cancel in case you do not wish to continue.

7. On choosing OK, you will no longer be able to submit any project request forms. The capital page will no longer display the buttons for submit “New Request” or “Resubmit from Previous Period” as shown below.

8. You will only be able to view your requests, modifying will not be allowed.

[image: image16.png]P —— |

ok - = - D [ 4| Qewch (ilravorss Gveds 3| - b = 5]

ddress [) hitps:jary regents state.oh us/cgrtest/cap_proj_inst_cgi =] @oo |unis 7

Capital Planning

Central State University

(:)HIO Biennia Period: 2007-2012

Boarp Capital Request Form submissions for this biennia period have been completed.
OF =
. Note: If a form needs to be submitted, please apply for reauthorization as given below.
REGENTS

‘HEI Front Door

Process Previously Submitted or Temporarily Saved Requests

& ViewlPrint Submitted Requests
© View!Print/Remove Temporarily Saved Requests

Continue
Eloore [T 18 [ merme:





[image: image17.png]=181

Tooks e |
Ghack - 5 - @D 2] 4| Queah (ilFavortes Giieda | - S = =
ddress [) hitps:jary regents state.oh us/cgrtest/cap_proj_inst_cgi =] @oo |unis 7

Send OBR information on Project Requests
Curvent Status: No project request forms to submit
P

-

© 3. Reauthorizution Request: Apply for Reanthorization if
you had previously chosen Mo Project Requests' and need
o submit a project request OR.f you had previously chosen
‘A1l Project Requests' and need to submit addiional requests.

& 4. Status: Check overall status of Project Submission /
Reauthorization.

Cantinue

Eloore [T 18 [ merme:




9. The “Current Status” will also be changed to “No project request forms to submit”.

10. The “Re-authorization Request” button will be activated. In case you clicked on this button in error or you wish to submit some more requests, you will have to use the “Re-authorization Request” button upon which an OBR administrator will grant or deny your request depending upon the situation.

11. Use the “Status” button to see the history of all the submission/ reauthorization requests. The page will look as follows :
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12. When you have finished submitting all the request forms during the course of the biennia period, you will see the following screen from the capital front page :
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13. The “All Project Requests” option will be activated once you submit a form for the biennia period.

14. Use this option to send information to OBR that your institution has finished submitting all the project request forms for the biennia period.

15. Click on “Continue”.

16. You will see the following screen :
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17. The capital front page will be changed to reflect this information. You will no longer be able to submit any more project requests. If your situation changes and need to submit more project requests, it is possible by using the “Re-authorization” option as described below.
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18. Use the “Re-authorization” option when you have submitted information to OBR either for “No Project Requests” or “All Project Requests”.

19. Click on “Continue”. You will see the following :
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20. Click on the “OK” button.

21.  You will see the following screen where a reason has be given for this request.
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22. Click “Submit”. An OBR administrator will receive the notification of your request immediately.

23. Once the request has been granted, you will see the “New Request” and “Resubmit from Previous Period” options will be restored.
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