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APPLICABILITY/ACCOUNTABILITY: 
 
This procedure applies to UCF employees and vendors (including contractors and consultants) 
who use e-Builder. 
  
 
PROCEDURE STATEMENT: 
 
This procedure outlines the creation, management, and deactivation of e-Builder user accounts. 
 
 
PROCEDURES: 
 
1. User accounts  

• To create an account, UCF employees will submit a request to eBuilderadmin@ucf.edu, 
including their name, title, EMPLID, department, and email address.  The e-Builder 
Administrator shall setup UCF employee accounts using the EMPLID as the username, 
and shall check the Single-Sign-On option. 

•  Vendors will submit a request to eBuilderadmin@ucf.edu, including their name, job title, 
company name, and email address. 
o The e-Builder Administrator shall look in the e-Builder global address book to 

determine whether or not a vendor already has an e-Builder account. If the vendor 
does have an account, the e-Builder Administrator shall add them to UCF’s e-Builder 
account.  

o If the vendor does not exist within e-Builder, the UCF e-Builder Administrator will 
search PeopleSoft for the vendor’s Supplier ID and add the vendor to the database. If 
the vendor is not in PeopleSoft, they must submit a W-9 form to Procurement 
Services to become a UCF vendor. 

o If the vendor is an active UCF vendor but is not yet in e-Builder, the e-Builder 
Administrator shall setup the account using their email address as their username. 
They will receive a temporary password along with instructions to create a permanent 
password. e-Builder will send an automatic email to alert the user when the account is 
ready for use. 
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