
Course 2
Introduction to Facilities Connect and
Creating a Project
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PM MODULE HOME SCREEN (COMPANY FOCUS)

Section 1 | System Orientation and Navigation
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A. The Portal Tabs provide general navigation across 
Facilities Connect; the selected tab will be highlighted 
in light purple

• Home Tab

• Portfolio Tab
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B. The Focus Bar provides project search functionality 
and changes the orientation of the 

• Company

• Project

• Magnifying Glass (Search)
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C. The Related Links - Projects portlet contains the 
following links   

• Create a Capital Project – Launches the form to 
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E. The Project Reports portlet provides a clickable list of 
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F. Project Focus is an available option on the Focus Bar 
for viewing project management options within
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I. The M2Type /Bee 
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K. The Organizations portlet contains a clickable link to 
view available External Companies (e.g. vendors)

L. The People portlet contains a clickable link to view 
and update External Contacts (e.g. vendors). 

• Once an External Contact has been added and 
associated with an External Company, they may be 
classified in a specific role (e.g. General 
Contractor) and associated with a project 
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FACILITIES CONNECT - USEFUL TIPS

 The browser Back button is not supported 
in Facilities Connect. 

Use of the browser Back button may log you 
out of Facilities Connect inadvertently, and 
create loss of unsaved work

▼ G E T T I N G  S T A R T E D

HOME > CREATE A CAPITAL PROJECT (GENERAL TAB)

Do Not click the browser Back button. Use available Facilities Connect 
action buttons and links throughout the system for navigation
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 Save work often; unsaved changes can 
easily be lost in Facilities Connect. 

The Save and Save & Close buttons are 
located in the top right corner of most 
screens and forms in Facilities Connect

▼ G E T T I N G  S T A R T E D

HOME > CREATE A CAPITAL PROJECT (GENERAL TAB)

Save your work often using the Save and Save & Close buttons
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 Project Record Status controls the project 
record’s behavior and available options

▼ G E T T I N G  S T A R T E D

HOME > CREATE A CAPITAL PROJECT (GENERAL TAB)

Be aware of the current Project Record Status; it controls the project 
record’s behavior and available options

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT

Section 2 | 
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Creating a New Project
What will we review?

PROJECT MANAGEMENT AND PLANNING IN FACILITIES CONNECT

▼ Step ▼ Where ▼ Requirement

Request Capital Chartstring (If applicable) When applicable

Create Project
• Apply Naming Conventions

• Select between Capitalized or Non-Capitalized

• Apply Project Chartstring (if applicable)

• Add Location Information

Always
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Creating a New Project
What will we review?

PROJECT MANAGEMENT AND PLANNING IN FACILITIES CONNECT

▼ Step ▼ Where ▼ Requirement ▼ Frequency

Add Primary Customer Contact When applicable Project Initiation

Add Supplemental Project Information
• Select Project Type

• Select Project Classification

• Select Project Status

Always Project Initiation
(update as necessary)

Add Project Scope
• Add Scope Description

• Enter Site Information

• Select Project Impacted Area

Always Project Initiation
(update as necessary)

Initiate Setup Execute Manage Closeout

Section 3 | Creating a New Project
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Section 3 | Creating a New ProjectStep

Apply Project Name and Date Information
2
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Section 3 | Creating a New ProjectStep

Apply Project Name and Date Information
2

The name of project in Facilities Connect must adhere to the following convention:

Naming a ProjectIMPORTANT
CONCEPT

Building / Area 
Name Sub-Location Description Effort Year

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT
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The name of project in Facilities Connect must adhere to the following convention:

Naming a ProjectEXAMPLE

Abbott Hall Second Floor MFA Teaching Studio Buildout
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Section 3 | Creating a New ProjectStep

Select Project Category
3
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Section 3 | Creating a New ProjectStep

Add Project Chartstring (Capitalized Only)
4
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Section 3 | Creating a New ProjectStep

Add Project Primary Location
5

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT
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Section 3 | Creating a New ProjectStep

Add Project Primary Location
5
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Section 3 | Creating a New ProjectStep

Add Project 
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Section 3 | Creating a New ProjectStep

Add Project Primary Manager
6
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Section 3 | Creating a New ProjectStep

Apply Project Template
9

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT
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Section 3 | Creating a New ProjectStep

Apply Project Template
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Create a New Project
Exercise

PM MODULE HOME SCREEN (COMPANY FOCUS)

Now that we have seen the process of Creating a New Project, let’s practice together in 
Facilities Connect.

Open your laptop and enter the following address in your browser:
https://northwestern-qa.tririga.com

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT

https://northwestern-qa.tririga.com/
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Conclusion
Wrap Up

PM MODULE HOME SCREEN (COMPANY FOCUS)

This concludes Course 2: Introduction to Facilities Connect and Creating a Project 

Thank you for your participation!

The next course in the Facilities Connect – Project Management series is:
Course 3: Updating and Managing Projects in Facilities Connect

INTRODUCTION TO FACILITIES CONNECT AND CREATING A PROJECT
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Conclusion
Upcoming Courses + Support Calendar
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Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

9-11am (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

9-11am (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

9-11am (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

2-4pm (EV – 2020 Ridge)

Open Lab

9-11am (EV – 2020 Ridge)

Intro to Facilities Connect and 
Creating a Project

10-11:30am (Norris – 205A Louis North)

2

Intro to Facilities Connect and 
Creating a Project

2-3:30pm (Norris –
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Conclusion
Feedback and Questions

mailto:FPMFeedback@northwestern.edu

