
PLANNING, DESIGN & CONSTRUCTION - PROJECT INITIATION REQUEST BOX TUTORIAL

AFTER CLICKING ON THE LINK, A BOX WILL POP UP IN YOUR WEB BROWSER

FILL IN YOUR EMAIL ADDRESS IN THE REQUESTOR’S FIELD

FILL IN THE REMAINING EMAIL ADDRESSES

CHECK YOUR EMAIL ADDRESSES
THEY WILL NOT AUTO-POPULATE

for your convenience, the EVP/Provost, the EVP/CAO and 
 the Planning, Design & Construction emails are provided below & in the box

rhaggerty@lsu.edu

kjlewis@lsu.edu

project_initiation_forms@docs.e-builder.net
including this email address automatically sends the completed form to PDC

CLICK BEGIN
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THIS BOX WILL POP UP IN YOUR BROWSER

IGNORE IT
LITERALLY.  YOU CAN CLOSE THE WINDOW.

IGNORE

CLOSE THIS WINDOW
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YOU WILL RECEIVE AN EMAIL THAT LOOKS LIKE THIS FROM “no-reply@box.com”
CLICK ON “Resume Signing”
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CHECK THE BOX AND CLICK ACCEPT & CONTINUE
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TO FILL OUT THE THREE PAGE FORM YOU MAY CLICK THE BLUE “Begin” BUTTON AND CONTINUE THROUGH EACH FIELD BY CLICKING “Next”
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OR
YOU CAN SCROLL AND PLACE YOUR CURSOR INTO ANY FIELD
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ONCE ALL REQUIRED FIELDS (marked with *) ARE FILLED IN, THE  “Sign & Finish” BUTTON WILL BECOME BLUE AND BE AVAILABLE
CLICK ON “Sign & Finish” TO SEND THE FORM TO THE FIRST APPROVER
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AND YOU’RE DONE...THE REQUEST HAS BEEN SENT TO THE FIRST APPROVER
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THE APPROVER WILL RECEIVE AN EMAIL FROM “no-reply@box.com” THAT LOOKS LIKE THIS AND 
SHOULD CLICK ON THE BLUE “Review Document” BUTTON TO SIGN/APPROVE THE REQUEST
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AFTER REVIEWING THE DETAILS OF THE REQUEST, THE APPROVER SHOULD FILL IN THE PRINTED NAME FIELD AND SIGN THE REQUEST
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TO SEND THE REQUEST TO THE NEXT APPROVER, CLICK “Sign & Finish”
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THE APPROVER WILL SEE THIS SCREEN AND THE REQUEST HAS BEEN SENT TO THE NEXT APPROVER
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TO CHECK THE STATUS OF YOUR REQUEST, GO TO WWW.BOX.COM

(Note: you must go to box.com and not to your Box drive in Windows Explorer)

CLICK CONTINUE
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CLICK SIGN
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CLICK YOUR INBOX

CLICK ON VIEW DETAILS
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A BOX WILL OPEN WITH THE STATUS
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