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E-BUILDER MEMBER LOG IN
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E-BUILDER HOME SCREEN

Workflow in your 
court has items that 
you or someone in 
your role group need 
to act on.

Select the Name and 
e-Builder wil l bring 
you to the screen to 
act.
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LOCATE A PROJECT FROM THE 
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ACCESS PROJECTS FROM
ANY TAB DEPENDING ON WHAT YOU

WANT TO DO

Select a project from the dropdown menu or the project l ist 
under the Projects Menu.
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INVOICE APPROVAL
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• Start by submitting the invoice to Oracle via email to
invoices@vanderbilt.edu
• Invoice must be legible, submitted in portrait orientation and

include the following details (typed, not handwritten on the
document):
• Supplier name and address

• Invoice date

• Invoice number

• Purchas order number

• Description of the goods and/or services provided

• Emails sent to the invoices@vanderbilt.edu email address may
contain multiple attachments, but each attachment must include
only one unique invoice.

• Next, submit invoice in e-Builder:
• Start the Invoice Approval process in e-Builder using the steps

on the following slides.
• Ensure to attach the invoice submitted to Oracle in the e -Builder

Invoice.

mailto:invoices@vanderbilt.edu
mailto:invoices@vanderbilt.edu


TO START AN INVOICE APPROVAL
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scottna
Text Box
Choose Start Process.

scottna
Text Box
Be sure you are on the correct project. 

scottna
Text Box
* To get to this page you can either start on the Process tab at the top then choose the project from the drop down menu next to Process for: OR you can start from the Projects tab and once in the project go to Processes under the project menu on the left.



CLICK THE PROCESS YOU WANT
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Text Box
This screen pop's up after choosing Start Process



INVOICE APPROVAL
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It is essential that the Vendor Invoice # matches 
the Invoice number on the invoice emailed to 
invoices@vanderbilt.edu exactly. Overnight, e-Builder 
and Oracle wil l communicate, and these matching 
numbers link them up in both systems.

Be sure to enter the invoice 
amount under the correct 
Commitment Item #

Be sure to enter the invoice 
amount under the correct 
Commitment Item #

Be sure to enter the invoice 
amount under the correct 
Commitment Item #

The commitment must 
be selected before the 
Invoice Items appear



SELECT THE TYPE OF PROCESS
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REVIEW PENDING INVOICE
APPROVALS
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Search processes to 
determine where 
they are in the 
process

Select the process 
to see details.

scottna
Text Box



INVOICE APPROVAL PROCESS STATUS
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INVOICE APPROVAL
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Text Box
The Date Paid, Payment Reference # and Amount Paid can be found here



TO START A POTENTIAL CHANGE
ORDER
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CLICK POTENTIAL CHANGE ORDER
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POTENTIAL CHANGE ORDER
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COMPLETE PCO
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FORMS | ACTIONS
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Select Forms from the project menu.

Select Fill Out 
Form to create a 
new form.

Search forms 
on a project 
here.



SELECT THE FORM YOU WISH TO
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To reques t  
ac t ion  f rom 
someone  
e l se  on  the  
p ro jec t .  
Use  Act ion 
Item .



COMPLETE FIELDS TO SEND AN ACTION 
ITEM TO ANOTHER PARTICIPANTTable of 

Contents

Log in

Home Screen-
Workflow in 
your Court

Project Details

Processes –
Invoice 

Approvals 

Processes –
Potential 

Change Order

Forms | Actions

Documents

Help



DOCUMENTS
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In Documents, you can review all 
documents available.  You can also upload 
information on the project to be stored for 
later use in processes or reference.

Documents are organized by topic
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For help, you have 3 options:
1. Click the “?” at the top right corner of the screen to get help with basic navigation.

2. Contact e-Builder support at (888) 288-5717 or support@e-builder.net. You can also find this
information under the  “?” on the e-Builder Home page.

3. Contact your VU Facil i t ies Project Manager or e-Builder Administrator.

mailto:support@e-builder.net



