
                                                                        
                                                                     

Facilities Project Request Form – Client User Instructions 

The form enables the capital project request process. There are three request types: 

1.Scope & budget: request for detailed scope and budget for a new project funded by a 

faculty/department/grant. 

2.Furnishings: request furnishings/fixtures funded by a faculty/department/grant. 

3.Recommendations: submit a recommendation for consideration for campus improvements. 

Submit a Project Request - Client 

Step 1.) Access Facilities Forms 

a) Clients can go to  https://finance.uwo.ca and locate Facilities Management project request forms 

by first selecting “Forms” under Western Financials Home. 

  

 

 

 

 

 

 

 

https://finance.uwo.ca/


                                                                        
                                                                     

b) Clients can then navigate to “Facilities Project Request”. 

        

c) “Facilities Management Forms” will open the main project submission navigation page shown     

  below: 

        

 
 

 
 



                                                                        
                                                                     

Step 2.) Begin Project Request 
 
    

 
 

Please select “New Project Request” to submit a project to Facilities Management. 

Please use the form to request a project. Once the request has been received, it will be reviewed, and 

you will receive an email notification regarding the status of your request. Incomplete forms will be 

returned. Please note, response times vary based on request volume and seasonal factors. 

Priority will be given to requests involving capital funding, grant deadlines and strategic priorities. 
Please plan ahead by considering project factors such as design, consulting, lead times, procurement, 
budget and leadership approvals. Provide detailed information for accurate processing.  

Should you have any questions, please contact FMProjectRequest@uwo.ca 
 

Step 3.) Enter Project Details 

a.) Project Details: 

             There are three following project request types available, as defined above: 

• Scope and Budget:  

• Furnishings:  

• Recommendation:  

Different forms will proceed as outlined: 

mailto:FMProjectRequest@uwo.ca


                                                                        
                                                                     

 

Snapshot of the Form: 

 

i)Please choose the FM Request type, enter Project Title, space category and additionally enter 

information such as building and room number(s). 

                                       



                                                                        
                                                                     

ii) Select from drop down options for advanced Building selection. 

iii) If the client is already working with an FM Employee, please select 'Yes' and choose the employee's 

name from the lookup table. 

 

 

 

 

iv)Please detail project and scope of work to the best of your ability in the Project Description field. 

 

 



                                                                        
                                                                     

The Additional Details section has been greyed out, as it is intended to be completed only by project 

managers as the form progresses through the approval process. 

Examples below: 

 

 

b.) Funding Source (only for Scope/Budget and Furnishings Requests) 

    

Please select the project’s funding source from these 3 options: 



                                                                        
                                                                     

• Department/Unit: Funded by department or unit budget. 

• Grant: Funded by an existing grant or grant proposal. 

• Capital: Funding requested from annual capital plan (assessed each February). 

Funding Available for Project: Please enter funds available to manage and evaluate expectations. 

Additional funding prompts will appear:  

                                       

SpeedCode and Account: Please enter department SpeedCode and account in order to route for unit 
approvals in the initiation process. Once the scope and budgeting has been provided, a final approval 

will be required which provides the option to confirm or update funding sources.   Select looking 
glass icon for advanced field selection. 
 
Example below: 



                                                                        
                                                                     

 

 

c.) Faculty/Department/Unit Client Information 

Please enter the requested contact/client information 

Example below: 

 

 

 

 

 

 



                                                                        
                                                                     

d.) Strategic Priorities 

 

Enter how this project relates to Western’s Strategic Priorities, if applicable. 

For example: 

 

e.) File Attachments 

 

Please submit any documentation for consideration. Examples include equipment specifications, 
layouts, quotes, photos, and capital budget submissions. 

f.) Comments 

Please add any information that pertains to the request. 

 



                                                                        
                                                                     

Step 4.) Save/Submit Form 

            

Client users may submit the form to proceed it to the first stage of approval.  

Otherwise, save the form to continue working on it later. Please ensure to save the form if working on 

it for an extended period or form session may time out and changes will be lost. 

 

Client users receive an email notification after form submission. 

 

Saved forms can be found in the “Update/Modify Form” tab and can continue to be edited until 

submitted.  

 

 

 

Forms will later be assigned a title after initial stages of approval but until then they are identifiable by 

a unique form ID present at the top right corner of the form. 



                                                                        
                                                                     

 

Step 5.) Approval Status 

The Status of Forms can be monitored under “Requests (View Only)” tab. Use Form ID to search for 

the form or just click on “Search” button to view all your forms. This is Read Only and you cannot 

modify anything here. 

 



                                                                        
                                                                     

1. Select the submitted form currently in the approval process. 

2. Scroll to the end of the form. 

3. Select “View Approval Route” to access location of form. 

 

        

The approval route will display the next pending approval stage and direction of form. 

4. If the Client users wish to withdraw their requests at any stage of the process, they can do so 

by navigating to the “Update/Modify Request” option on the landing page.  



                                                                        
                                                                     

 

They should click on the form to open it, scroll to the bottom, and select the “Cancel Request” option. 

Alternatively, they can click on “Resubmit” after making appropriate changes if the Form was Denied. 

                  

Step 6.) Accept Scope and Budget/Modify Project Request 

1.Once the Client receives an email notification confirming that the form has successfully passed 

through the approval process, they must use the link in the email to log in and navigate to “Review 

Projects in Queue,” and select Search to find their submitted form. 



                                                                        
                                                                     

 

 

2. To proceed, the client should click on the form to open it and scroll down to the bottom of the page.  

3. In the “File Attachment” section, they will be able to view any attachments uploaded by the 

approvers. To access these documents, click on the “View” button. 

 

4. The Client should carefully review the “Scope and Budget Decision.” “Scope and Budget Decision” 

 

From the drop-down menu, they have two options: they can either accept the approved budget or 

request revisions to the budget. 



                                                                        
                                                                     

 

If the client accepts the budget, they must acknowledge this decision by signing off in the 

“Acknowledgement” section. 

    

 

5.The Client can see the comments from the FM Estimator below the Comment section. They should 

click on the “Accept Scope and Budget” button to finalize budget and proceed to last stages of project 

approval (DOSA, Policy 2.15 Approver). 



                                                                        
                                                                     

 

Client users may also decline the scope and budget by modifying the project request or canceling the 

project request. Modifying the project request will require resubmission of the form, and the process 

will start over, going through all the prior approval stages. 

 

 


