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Project Management Training Material 
1) How to enter a project in the new School Facilities Portal after a property acquisition is entered: 

 
a. District Facilities Data Entry User - Select “Project Management” and then the desired Property Number 

 
Figure 1: Selecting Property Number  
 

b. District Facilities Data Entry User - Select “Create New Project” and “Edit Property Information” 

 
Figure 2: Creating a New Project and Editing Information 
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c. District Facilities Data Entry User - Complete the follow fields to include the district point of contact, then select “Create Project” 

 
Figure 3: Entering Project Information 
 

d. District Facilities Data Entry User - Select the Design Firm and the SC Registered Design Professional Contact Name from the drop-
down box. If the Design Firm/Contact information is not list, select the “here” button and follow the instructions to add the 
information. Select “Continue” 

  
Figure 4: Selecting Design Firm & Contact 
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e. District Facilities Data Entry User - After OSF approval of the plans, Select the “Chapter 1 Inspector” from the list provided. If the 

Chapter 1 Inspector is not list, please contact the Office of School Facilities at SchoolFaciliites@ed.sc.gov. Select “Assign” 

 
Figure 5: Selecting Chapter 1 Inspector  

 
Project Management Process Flow 

 

 
Figure 1: Project Management Process Flowchart 
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