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Project Management Information System – District’s User Guide 
Introduction 

The New York State Education Department (NYSED) Office of Facilities Planning (OFP) is excited to announce the merger of the Fire 
Safety Application within the NYSED Application Business Portal with our existing internal Project Management Information System 
(PMIS). The integrated application has been renamed "Facilities Planning – Fire Safety / Project Management" and will continue to 
support Fire Safety functions while also introducing new capabilities, including: 

• Linking building information between the current Fire Safety system and PMIS; 
• Accepting New Project requests (previously Letter of Intent) and automatically assigning Building Project Numbers; and 
• Updating project status on the public-facing page in real time. 

Document Content 

The instructions below illustrate how a School District can: 
• Log into the Facilities Planning – Fire Safety / Project Management system. …………. Page. 3 
• Navigate the Dashboard and search for information on their projects. …..……...………Page. 4 
• Submit a New Project request (previously referred to as the Letter of Intent) ………. Page. 5 
• Print a Permit …..……...………………………………………………………………………………………….… Page. 12 
• Access Public Reports…..……...………………………………………………………………………………….Page. 13 

o Cost Index 
o Change Orders 
o Project Status 
o Fiscal Associate List 
o Regional Cost Factor 

If you have any questions or require any help with the steps documented in this report, please send an email to our mailbox 
FPMS@nysed.gov 
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Project Management Information System – District’s User Guide 
PMIS Application Login 

Access to the “Facilities Planning - Fire Safety / Project Management” application is available through the NYSED Business Portal. 
Access to the NYSED Business Portal is controlled at the School Superintendent level.  It is important to note that NYSED staff are not 
permitted to grant access or manage rights within the Business Portal. This can only be complete at the school district level. 

Go to the NYSED Business Portal by clicking this link. https://portal.nysed.gov/abp 

Next enter your valid credentials. 

If unable to sign in please reset your password or contact the 
appropriate district personnel to confirm appropriate 
privileges have been granted. 

Facilities Planning will be unable to assist in reseting your 
password or assigning access to individuals. 

Please email fpms@nysed.gov if additional assistance is 
required. 
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Project Management Information System – District’s User Guide 
School District User Dashboard Page 

Once you enter your credentials, your landing page will be your dashboard, as shown in the below screenshot. 

Navigation tools: 
A. Click on the Projects tab on the left side menu to see a list of district projects. 
B. Select “Filter List” on the right side menu to filter / search for a specific project. 
C. Select the “View” on the right side menu of any project to see project-specific information. 

A 
B 

C 
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Project Management Information System – District’s User Guide 
Submit a New Project request 

1. Prior to placing a New Project request, please confirm the Building Type (use) in the Fire Safety portion of the system for the subject 
building is accurate. To do this, select the SEDREF Buildings tab on the left side menu and select view on the far right for the subject 
building. 

      

  

  

  

Confirm on this screen that the Building Type is accurate to the building’s 
current use. If a change is needed, please select the Building Change 
Request option below the SEDREF Buildings tab on the left side menu. 
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2. Click on the ‘Create New Project’ link located on the right side of the page: 

      

3. Click on the ‘Create Project’ button: 
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Project Management Information System – District’s User Guide 
4. From the available selections on the following pages, select the applicable project information being requested, and press Continue. 

For each selection, there will be subsequent different corresponding questions that are required to be answered. Questions will be 
asked regarding if the project involves Smart Schools Bond Act (SSBA) funding, what building is associated with the project, and what 
the scope of the work is. Sample of the question screens below: 
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5. The Review Page will display all your responses before submitting the request to NYSED. Scroll down and review all information. 
Check the box to activate the ‘Submit Project’ button if all responses are accurate. Then, click on the ‘Submit Project’ button.   
If the responses are not accurate, click on the ‘Edit Project’ button to make any required changes.   
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6. Once the request is submitted, the SED Project Control Number and the “Project Response Letter” are created.   
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7. Review the Project Contacts shown below for accuracy as they relate to the District and this specific project. Use the “Assign/Create 

Contacts” button to add necessary project contacts. 
8. Scroll down to the ‘Instructions’ section, click on the ‘View’ button to view the ‘Project Response Letter.’ A copy of this letter can 

also be printed. 
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Project Management Information System – District’s User Guide 
Printing a Permit 
Follow steps on page 4 of this manual to “view” the subject project. Scroll down to the ‘Instructions’ section, click on the ‘View’ button 
to view the ‘Final Approval Documents.’ 

  
  

  

  

  

A copy of the permit and accompanying documents can then be downloaded or printed. 

It must be noted that the permits now contain a listed expiration date. Thus, a descriptor 
is now present at the bottom of the permit that reads: “NYSED Building Permits are 
approved for bidding projects up to two years after the date of issuance. After the 
project has been bid they remain in effect during the construction period, and as 
extended by this office. To extend the bid date beyond two years of a permit date, a new 
Building Permit must be issued by Facilities Planning. Therefore, you must request an 
extension for each specific Building Permit number through request sent to 
EMSCFP@nysed.gov. The new date of issuance will be indicated on the new permit.” This 
is not a new requirement, but rather a clearer description of a long standing one. 
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Project Management Information System – District’s User Guide 
Accessing Public Reports 
Select the “Public Reports” tab on the left side menu and then select which report you are seeking. Images below show the various 
reports available through the portal and also accessible to the public through the website links included below without having to log 
in. Please note an export function exists on some reports for your convenience. A “Filter List” button at the top right is also useful for 
narrowing down to a specific project. 

Cost Index - https://eservices.nysed.gov/facilities/public/reports/cost-index 

Change Orders - https://eservices.nysed.gov/facilities/public/reports/change-order 
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Project Management Information System – District’s User Guide 
Project Status - https://eservices.nysed.gov/facilities/public/reports/project-status 

Fiscal Associate List - https://eservices.nysed.gov/facilities/public/reports/project-manager 
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Regional Cost Factor - https://eservices.nysed.gov/facilities/public/reports/cost-factor 
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