
Where is my agreement or contract within the process? 
 

Has it been started – Has the contractor signed it – Who does it go to next 
 

• Login To e-Builder 

 

 

 

 



 

 

Keep in mind there are several ways to get to what you want.  This is just one. 
 

 

The RED tabs at the top run horizontal.  They will show you “All” items.  For example, the red “Projects” tab will provide you 
with a list of ALL PROJECTS, the red “Processes” tab will show you all open processes, ect. 

 

• Select the red “Projects” tab 

 

 

 

 
 
 
 



 
 
 

• Find and select your Project 
 

You can search by “Project Name” in alphabetical order 
 
 

 

 

 



 

 

• Or you can search by “Project Number”, by clicking on the yellow “Project Number”.   
o This will list them in number order, smallest to largest △ 
o Or largest to smallest ▽ 

 

 

 

 

 

 

 



Once you are in your Project you will use the menu on the Left-hand side that runs vertical 
• Select the “Processes” folder 

 

 



• From the Processes window you are going to filter for ALL Processes within your project

1. Search In:  Click the “All Processes” radial button
2. Type of Process:  Drop Down Menu to “All Processes” AND Check the Draft, Open, Finished boxes
3. Status:  “All Statuses”
4. Containing Text:  Leave Blank

o Click the grey “Filter” button on the right-hand side

You should then see all processes that have been created for this project.  The processes in grey are already completed. 

Notice the “Status” and “Responsible” Actors 

• Click on the blue unfinished Process name (ex. SCA-1)



To see how many more steps the process must complete or who it goes to next 
 

• Click on the blue “Show Workflow Diagram” 
 

 

 



This is the entire workflow for a Standard Consulting Agreement 

 

The current step will be outlined in blue. 

 


