BUDGETING ANALYSIS TOOL

Miami-Dade County

BX[

BUDGETING ANALYSIS TOOL

oD
coonTy

Capital

User Acceptance Testing Guide



BUDGETING ANALYSIS TOOL

Table of Contents

Activity 1: Initialize Project Dashboard..........ccccccuveeenneee. e rteeee e e et e e et ——eeeee e e e e baraeeeee s e arbararaees 3
Activity 2: View Project Details in Hyperion. .................... et eeeeeeeeeeeeeeeeestttesesseretete—————————————————————n—nnninn 14
Activity 3: Budget A New Project......ccccceeevivciiveeeeeeeennnnns ettt erreeeeeeeeeeeeeiirereeeeeeeaeeaanrrreeeeeeeeaaannees 25
Sub Activity 3A — View the Budget Dashboard Form....... e et e eeeeeer e —eeeein—eeeeaeeeeeaataeeeaarreeeeanrees 25
Activity 3: Budget A New Project.....ccccccevevvciveeencveeecnnnee, et etteeeee et et e e ———teeeeeeaeea e raraaeeeesenaaaane 37
Sub Activity 3B: Add a Funding Source — NeW Project.......cccccecciiiiiiiiiie et 37
Activity 3: Budget A New Project......ccccceceeeeevccirieeeeeeeennnns ettt teeeeeeeeereeeeeeieeeeeeeeeeeeeeeaiirreeeeeeeaaaaannnes 49
Sub Activity 3C: Add a Milestone — New Project ............ ettt rreeeeeeeeeeeeeieeeeeeeeeeeaeeaanrrreeeeeeeaaannnnes 49
Activity 3: Budget A New Project......cccccceeevvcvveeeccveeeennee, et e e e eeeeeei—eeeeai—eeeeieeeeeaaaeeeaarreeeeanrees 67
Sub Activity 3D: Input Budget/Verify Calculations — NEW ........coceeeeuerieeieeiieee et 67
Activity 3: Budget A New Project......ccccceeeeeivccinieeeeeeeeennns et treeeeeeeereeeeeeiireeeeeeeeeeeeeansrrereeaeeeaaiaarnes 84
Sub Activity 3E: View Revenue and Expense Detail........ ettt rreeeeeeeeeeeeeiieereeeeeeeaeeaanrrreeeeeeeeaannnes 84
Activity 4: Budget An Existing Project.........cccceeevvveeeennne. et eeeeeeeeeeeeeeeee .. ———————————————————————————————————————_. 91
Sub Activity 4A — View the Budget Dashboard Form....... ettt et e eeeeear e —eeeeai—eeeeireeeeeaataeeeanraeeeeanrees 91
Activity 4: Budget an Existing Project .........cccceeueeenveennnen. et eeeeeeetteer e e eettae e eetar e aeerarernnaens 103
Sub Activity 4B: Add a Funding Source —to an Existing Project ........ccccocceeeviieneeniieeiiieesiec e 103
Activity 4: Budget An Existing Project.......c.ccccoeeveveeennen. SO PRO PP P OPPRTOPPPT 116
Sub Activity 4C: Add a Milestone — Existing Project ....... bttt ettt st ettt nees 116
Activity 4: Budget An Exisiting Project........ccccocevenieennnen. et eeeeeeetteee e eeeetre e aerar e aeerereranaans 135
Sub Activity 4D: Input Budget/Verify Calculations — EXiStING .....ccccevveereieienerieierie e 135
Activity 4: Budget An Exisiting Project........ccccceevveennnen. BT PSTOUPTOPPROPRTNS 152
Sub Activity 4E: View Revenue and Expense Detail........ B PP TOPRTOPPROPR 152
Activity 5: Map Index Code to Project/Project Site.......... bttt ettt sttt neenees 159
Activity 6: MAP Budget Expenses to Index Codes in HYyperion.......ccceueerveerieensieeeniiieenieesiee e 175
Below is the FIRST way an individual can MAP Budget Expenses to Index Codes in the new Hyperion
CBAT SYSteM. ..o B PP PPPTPPPPR 175
Below is the Second way an individual can MAP Budget Expenses to Index Codes in the new

Hyperion CBAT SYStEM.......uuuuuueriiirerireiiririreneeivererererenenenes et eeeeeeeeeeeeeeeeetueee——————————————————————————————————————- 191
Activity 7: Forecast Current Year EXpenses in HYPerioN. ... ... viiiii e 211
Activity 8: Aggregate Project in Hyperion......cccccceveeeeee... e eeeeeeeeeteee e e eet it e e ettt e eerereranaens 229
Activity 9: View Unfunded Project Details in HYperion .........cccceeeeeeeciiiiiiieeee e 239
Activity 10: Running the BAT Unfunded Projects REPOIt .....c..eeeeecuiieieeieiiieee ettt e 250
Activity 10A: Running the BAT Project All Revenue and Expenditure Budget Report...........c......... 259
Supplemental Activity: Using the PeopleSoft Project Dashboard ...........cccoecvveeiviieeieccciiec e, 266



BT

BUDGETING ANALYSIS TOOL

Activity 1: Initialize Project Dashboard

This activity describes to the user on how to initialize the project.

Initializing a project is a very important step as it allows the user the ability to capture
Project/Project Site budget and actuals as well as develop a forecast..

If you do not initialized a Project/Project Site you will not be able capture Project/Project Site
budget or actuals and will not be able to forecast.

This activity is called “Initializing the Project Dashboard”.

It is a one-time process that MUST be done the first time you log in the system and/or the first
time you create a new project in the system.

In this activity, you will:

Open the Task List

Navigate to the Initialize Capital Project Dashboard task list
Select a valid project/project site to initialize

Initialize the project/project site
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Step Action Notes
1. When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

see the MDCCAP application. Click on MDCCAP to
start the process.

| Explore: [CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Unfy
[Shared Workspace Pages/HomePage

b I Recently Opened - Quick Links
& ar Unfunded Projects Report Favor‘vtcs

A MOCCAP Applications

4 MOCBUD

£3 Open.. Planning

rj Workspace Pages

2. On the left-hand side of the screen there is a list.
This is called the View Pane. Inthe View Pane
find the My Task List icon.

= Manage Task Lists
i My Task List |

[+ Preferences

Click on the + sign next to My Task List.
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3.

You will see the My Task List folder expand.
Click on the + sign next to the Capital Task List. .

I-kxnePage MDCCAP - Task List Status * ‘

N Form-s

[* Manage Task Lists
My Task List

6]P gl Task st

You will see the Capital Task List folder expand.
Look for the folder Initialize Capital Project
Dashboard.

MDCCAP - Task List Status * QR

[+ Forms Task List Sta
¥ Manage Task Lists | Task - Initiz
My Task List e oaro o

gl Capital Task List
#1 "M Initialize Capital Project Dashboard |
@ ¥ Capital Project Dashboard 577601 - Mod
& ™ project Index Code Mapping
i ©¥ ynfunded Project Details
@ ™ agoregate Project

There are no v

Click on the Initialize Capital Project
Dashboard icon.
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4A. You will notice that the screen to the right has changed
its view.

# Forms

[+ Manage Task Lists

My Task List
=] P Capital Task List

# “¥ Initialize Capital Project Dashboard
@ ® Capital Project Dashboard - Refurbish elevators at Pretrial Detention Ce
& © project Index Code Mapping - Refurbish elevators at Pretrial Detention
® ® Unfunded Project Details - Refurbish elevators at Pretrial Detention Ce
@ 9 aggregate Project - Refurbish elevators at Pretrial Detention

NOTE:
This is a very important step.

If you do not initialize your projects first, you will not be
able to create a budget, get actuals, and/or forecast.

4B. To the right of your screen you will notice a brown tab
Task - Initialize Capital Project Dashboard

Underneath the tab Task - Initialize Capital

Project Dashboard is a drop down box with
ALL your capital projects.

# Forms Task List Status
[# Manage Task Lists

My Task List
=] P Capital Task List
= ® Initialize Capital Project Dashboard

@ ® Capital Project Dashboard 576831 - Refurbish elevators at Pretrial Detention Cer
@ 9 project Index Code Mapping 576842 - Refurbish elevators at Pretrial Detention Cer
@ 9 Unfunded Project Details 576843 - Refurbish elevators at Pretrial Detention Cer
@ B aggregate Project 76844 - Refurbish elevators at Pretrial Detention Cer

577554 - Refurbish elevators at Pretrial Detention Cer

NOTE:

You will only be able to see those projects in your
department and/or capital projects you manage for
other departments.
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5. To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing
down).
| &

Task List Status
Page Dimension Eﬂ
Member
Member |
P382090 : P: COMMUNICATIONS INFRASTRUCTURE... | ~
P382600 : P: TURNER GUILFORD KNIGHT CORRECTL... ||
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... | =
P383910 : P: TURNER GUILFORD KNIGHT CORRECTT ..
P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTL... ||
P386430 : P: FACILITY ROOF REPLACEMENTS (P386.. |
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~
NOTE:
All Projects will have the letter “P” in front of the
number.

“P” denotes Project.
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SA. When you have highlighted your selected Project just
click on it.
| &
Task List Status
Page Dimension |
Member
P382090 : P: COMMUNICATIONS INFRASTRUCTURE... | ~
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... [ |
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI.. | &
P383910 : P: TURNER GUILFORD KNIGHT CORRECTT ..
q P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~
5B. Now the project you selected is showing in the

dropdown box.

Task List Status

E -Click Through Site List -
:_*
re are no valid columns of data for this form.

575863 - Renovation of video, data transmition and telecommunication infr
$76838 - Complete the rollout of the Cisco VOIP project
$76839 - Complete the rollout of the Cisco VOIP project

NOTE:

Write the project number selected in the notes column
so that you can keep track of all the projects you
initialized.

Project #
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6.

Helpful Hint:

To make it easier for the user for the user to find a
Project,, the user can either type in:
e The project number
or
e The project name

in the “Member” box to find your project of choice.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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7.

TA.

To initialize, click on the horizontal arrow button - also
called the GO icon.

Task List Status

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

You will now see a list of project sites, associated
with the Project you selected.

Task List Status

P385480 : P: ELEVATOR REFURB]w
There are no valid columns of data for this form.

76831 rbish elevators at Pretrial Detention Center (5), Turner Gui

S76842 ish elevators at Pretrial Detention Center (5), Turner Gui
576843 ish elevators at Pretrial Detention Center (S), Turner Gui
576844 ish elevators at Pretrial Detention Center (5), Turner Gui

S775%4 rbish elevators at Pretrial Detention Center (5), Turner Gui

NOTE:

All Projects Sites will have the letter “S” in front of
the number.

“S” denotes Projects Sites.

10
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7B.

NOTE:

Because this information was transferred from CIIS,
there may be some clean-up that users may need to
do.

If you find that there are Projects and/or Project Sites
that need to be deleted because they are invalid or not
necessary, please make a note of the:

o Project#
o Site#
IMPORTANT

Projects and Project Sites can only be deleted in
PeopleSoft not Hyperion.

Now select a valid Project Site you wish to initialize.

Just use your mouse to select and highlight the valid
Project Site and right click.

You will notice a small pop-up box to the right.
Select the Initialize Dashboard menu item.

| Task - Initialize Capital Project Dashboard-Click Through Site List - Ini

v 12

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Det,
$76842 - Refurbish elevators at Pretrial Det

576843 - Refurbish elevators at Pretrial Det{  agjust i
576844 - Refurbish elevators at Pretrial Det{ [ Comments

S77594 - Refurbish elevators at Pretrial Det

Supporting Detail
il Show Change History

ARG | T

4 Dnrument Attachments

11
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8A.

8B.

You will notice that after you clicked on the Initialize
Dashboard icon, you were immediately taken to a
form that displayed both the Project Number as well
as the Project Site Number.

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through Site List - Initialize
KClick Through Site List - Initalze > Capital Budget Initalzation

H 45

This is how you now the project initialization was a
success. ©

NOTE:
This successfully completes the initialization of the
Project process.

NOTE:

The project initialization step needs to be
competed with every valid Project/Project
Site that you want to receive actuals on,
budget and forecast for.

It is a one-time action.

12
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9. NOTE:

Should you encounter the error message
below...repeat this exercise to re-initialize the Capital

Project Dashboard.

'@ Error £

This form cannot be opened because its context is not fully
known. Right-dlick a member from the Entity dimension.

| =

Test Results
OPass 0OFail OIlncomplete
Comments:

Miami-Dade County

Activity Packet

13| Page
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Activity 2: View Project Details in Hyperion

This activity will describe to users how to view Project/ Project Site details in Hyperion.

It is important for the user to remember that capital Projects/Project Sites are created in
the PeopleSoft component NOT Hyperion.

Any informational changes (additions, edits, and/or deletions) to a Project and/or Project
Site MUST be made in PeopleSoft.

The information stored in PeopleSoft about a Project and/or Project Site is called
“Metadata”.

The various components of a Project/ Project Site are called “ Attributes”.
The following are various examples of Project/ Project Site attributes.

Project Name

Project Description

Project Number

Site Number

Project Manager

Site Location

Commission District
Commission District Served
Project /Site Comments

These Project/ Project Site attributes can be found and viewed in Hyperion from the
CAPITAL PROJECT DASHBOARD.

In this activity, you will:
e Open the Capital Project Dashboard
e Select a Project
e Select a project Site
e Load project attributes for viewing

14
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Step
1.

Action

When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

see the MDCCAP application. Click on MDCCAP to
start the process.

Nevigate F

A & ‘¥ Bxgplore

_ Explore: [CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Unfy
[Sharad Workspace Pages/HomePage

1 Recently Opened | Quick Links
&3] BAT Unfunded Projects Report Fa\'or.vtcs

J MDCCAP Applications

4 MocEuD

£3 Open.. Planning

rj Workspace Pages

On the left hand side of the screen there is a list.
This is called the View Pane. Inthe View Pane
find the My Task List icon.

= Manage Task Lists
* My Task List |

'+ Preferences

Click on the + sign next to My Task List.

15
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3.

You will see the My Task List folder expand.

Click on the + sign next to the Capital Task List. .

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

6]P g Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
My Task List

@ [nivialee Capital Project Dashboard
Ii.rl & Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.

16
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4A.

4B.

You will notice that the screen has changed and that
there are now three columns displaying information.

This is your Capital Project Dashboard.

Form/Column 1 - Information Driver
Form/Column 2 — Project Information ONLY
Form/Column 3 - Project Site Information ONLY

Tack Lint Skt

Touk bamucnens e e
. & o - o
Tows gy g i cpm g e o " I T
e e
T - Moy e 2 ey o P e a0 e g % B
ot A it —

[y —-—

e

Poagucs (0 pkn - S Comen, Counct

ot D

Seggect Lo, Conet Dn | 84 P

]

Bapart Camras e S0, Lo pmm

1 o Wy el o2

Pespuet Do 1D S Dunergmn. oy et
Mot b g

T Ptergess ey [y p—

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.

Itis called the “Master” form and it is interactive.

Task List Skatus

| Task - Capital Prajoct Dushbesard Prajot Dashbaard  Tavs [ e
.- s
f e
ST7508 My reel em secrny i e i rysim are o sy e

| Bt s e
Smpucs Acal_tea Do

| P, B

e
S G Counci Do 3

[

| P amney s

'| | P

| B Bmcrgnn pacurey wth

In the form/column 1 is where you select the Project
and Project Site.

17
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5. To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing
down).
| &

Task List Status
Page Dimension EH
Member

P382090 : P: COMMUNICATIONS INFRASTRUCTURE... | 4
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... [ |
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI.. | £
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...| |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

NOTE:

All Projects will have the letter “P” in front of the

number.

“P” denotes Project.
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SA. When you have highlighted your selected Project just
Elick on it.

Task List Status

rd-C|

ashboard >
e

P382090 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI..
- P385480 : P: ELEVATOR REFURBISHMENT (P385480)
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

»

m

5B. Now the project you selected is showing in the
dropdown box.

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
$76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

To make it easier for the user for the user to find a
Project,, the user can either type in:
e The project number
or
e The project name

in the “Member” box to find your project of choice.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P385480 : P: FI FEVATOR REFURBIS (]

Page Dimension E)

Member | El¢

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

L )

i s e

20
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6.

6A.

When you have selected the Project and it is showing
in the drop down box - click on the horizontal arrow

button - also called the GO icon
Task List Status

 Task - Initialize Capital P

There are no valid columns of data fi

575863 - Renovation of video, data transmition and telecommunication infr |
S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

If you do not click on the GO icon, your correct Project
information will not populate inform/column 1 or 2.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to
populate and in addition, you will also see information
about the Project populate in form/column 2 as well.

Task Lt Seats

mmﬂuwuol—c Task fratmcsom e : e‘

e

-
i oot

TN - Maky rmel top sty with et g systaes wed
| P A 5 F
(SR

Beapect, G Coumct D | 08

P O,

| Ponpem 18 gt

g, Cammat

| P o, et
|E e
| P sacurny meh

| Pt com
|y
|y,
| 5 me, ot o
r—

|| son commaen, o
| 5 o, s
| Pra—

| Fon 50 Baten_Gramion

g,
O]

[Frp——
i)
=T

ot naf ma
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6B.

Form/Column 2 — Project Information ONLY

This displays the Project’s attributes. The “Project”
is the “BIG” picture information.

Each heading “account” is prefixed with “Project” for
user clarity.

The Project Number and Name is displayed at the top
of column 2

- =)
No_Year
Budget
Project|Actual_End_Date =
Project JActual_Start_Date

Not-Applicable
Project|CIE_Element |

MNot-Applicable
Project|CIE_Info .

Council District
Project |Comm_Council_Dist | 08

m

Project]Comment

ProjectJContract_Number
CR

Project]Dept_ID

Form/Column 3 - Project Site Information ONLY

In order for the user to populate information in
form/column 3, the user must select a Project Site.

Selecting a Project Site is done in form/column 1.

Tash List Stabs
+ 0 - .
Py pso i g ey e e I via il s
e e e ade
STTUL - Moy o tep sweusty wih et fnnceg wystes e 0d e || | b | Y] e
| P A et Sumn | |
e | o Acnant_ind Do
L | o At 3 D
ezt tourel D
| Potecy 8 e | 500 Come Coned o n
[re=—
| P Comm Covmet Dr | 38 [
¥ | =
| g, Comemt | [ S Commanan D
Begmes Cotrnes e Son_Corerser_Shumte
@ oty el =
|Pepe e | 520 Drscrgren mowry wth
Moz, ek
| Pt g secrty wth | 520 508 B Gpnsmen
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TA.

7B.

Selecting a Project Site should be done immediately
after the user has selected a Project.

To select, just move your curser to a Project Site,
highlight, and double click.

1aSK LIST dIawus

| Task - Capital Project Dashboard-Project Dashboard - Task Instructio

=

iSiv )

There are no valid columns of data for this form.

576842 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
|
!

576844 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui
577594 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |

)

The information for the Project Site selected will now
appear in form/column 3.

NOTE:

All Project Sites will have the letter “S” in front of
the number.

“S” denotes Project Site.

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you

have selected.
Task List Status

| Task - Initialize Capital Project Dashboard-Click Through Site List

13

There are no valid columns of data for this form.

576831 - Rffurbish elevators at Pretrial Detention Center (5), Tumer Gui h“
576842 - Rffurbish elevators at Pretrial Detention Center (5), Turner Gui |
576843 - Rffurbish elevators at Pretrial Detention Center (5), Turner Gui |
576844 - Riffurbish elevators at Pretrial Detention Center (S), Turner .‘_-:'.“_i_‘

577554 - Rifurbish elevators at Pretrial Detention Center (S), Turner Gui |

23
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7C.

7D.

Form/Column 3 - Project Site Information ONLY

In this form/column the Project Site attributes are
shown.

Each heading “account” is prefixed with “ Site” for
user clarity.

The Project Name and Project Site Number are
displayed at the top of the column.

| |l ]
No_Year
.00 P
Site JActual_Cost
Site JActual_End_Date
Site JActual_Start_Date
Council District
Site JComm_Council_Dist 10
Site JComment g
District 12
Site JCommission_Dist =
Site |Contract_Number
Mod#y roof top
Site | Description _ security with

NOTE:

The user can switch from Site to Site in a project by
simply double clicking on the project site listed in
form/column 1.

Test Results
OPass 0OFail OIlncomplete
Comments:

24
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Activity 3: Budget A New Project
Sub Activity 3A — View the Budget Dashboard Form

This activity will describe to the user how to view your Dashboard Budget - Rev & Exp
form within the Hyperion CBAT system.

It is important for the user to remember that All budgets for capital projects are budgeted at the
Project Site level of a Project.

To budget at any Project Site, the user MUST always know the Project name or number as
well as the Project Site name or number.

The Capital Project Dashboard will always display the Project Sites associated to the
Project selected.

In this activity, you will:
¢ Open the Budget Revenue and Expense Form
Learn the dual nature of the split form
Add a Funding Source
Add a Milestone
Input Numbers and Save
Verify form calculations
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Step
1.

Action
When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

see the MDCCAP application. Click on MDCCAP to
start the process.

|___ Recently Opened Quick Links

JF MDCCAP Favorites

] BAT BPREP Appropriations e
l’m My Personal Page
Applications

Planning

[arm o}

On the left hand side of the screen there is a list.
This is called the View Pane. Inthe View Pane
find the My Task List icon.

= Manage Task Lists
* My Task List |

'+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

You will see the My Task List folder expand.

Click on the + sign next to the Capital Task List. .

I-kxnePage MDCCAP - Task List Status * ‘

N Form-s

[* Manage Task Lists
My Task List

6]P gl Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status ¥ ‘

[+ Forms

¥ Manage Task Lists
My Task List

@ ¥ 1niialee Capital Project Dashboard
Ii.rl & Capital Project Dashboard ]

B ® project Index Code Mapping

i1 ®¥ Unfunded Project Details

@ & Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

You will notice that the screen has changed and that
there are now three columns displaying information.

This is your Capital Project Dashboard.

Form/Column 1 — Information Driver
Form/Column 2 — Project Information ONLY
Form/Column 3 - Project Site Information ONLY

Task Lt Shatus

Tk - Capetal Prupuct Dushbosnd-Prapect Duskboard 1ot -1 co0ms

SPIUT Moty ol 5 ey e it i bt o S

I
Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.
Itis called the “Master” form and it is interactive.

Task Link Statun

Tk - Capn Prygect Dushbmard Fract Dmbbmard " (-rmcnecn

LETBIL . Sty it g s =t by ke 8d i e

i
In the form/column 1 is where you select the Project
and Project Site.
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5. To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing
down).

.Task List Status

Page Dimension E’ @1

Member

Member I
P382050 : P: COMMUNICATIONS INFRASTRUCTURE... |
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P383050 : P: METRO WEST DETENTION CENTER IN..,
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... | =
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI ..
P385480 : P: ELEVATOR REFURBISHMENT (P385480) ‘
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P385...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

NOTE:

All Projects will have the letter “P” in front of the
number.

“P” denotes Project.
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SA. When you have highlighted your selected Project just
click on it.

rd-Chick Throl

AshbDoa '
e I

Member

Member
P382090 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
‘ P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386.. |
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO..
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

>
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5B. Now the project you selected is showing in the
dropdown box.

Task List Status

re are no vald columns Of G3

$75863 - Renovation of video, data transmition and telecommunication infr |
S76838 - Complete the rollout of the Cisco VOIP project

Helpful Hint:

To make it easier for the user for the user to find a
Project,, the user can either type in:
e The project number
or
e The project name

in the “Member” box to find your project of choice.

EJ
v @]

|rl’agﬁ: Dimension Elgl1

Member | 385|

P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)
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6.

P385480 : P: ELEVATOR REFURBIS!w |ap]

‘Page Dimension %
[ |

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T TR IR pa—

When you have selected the Project and it is showing
in the drop down box - click on the horizontal arrow
button - also called the GO icon

575863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Gisco VOIP project
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BA. If you do not click on the GO icon, your Project
information will not populate in form/column 1 and
therefore, you will not be able to see the Project Sites
associated to the project selected.

Or worst case scenario, you begin working on the
wrong project.
IaSKgLIrS)l a{ams

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=

ii

There are no valid columns of data fdiisini

e E T Sy TS
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |

577594 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui | |

6B. When a Project has been selected, you will see in
form/column 1 a variety of Project Sites begin to
populate.
:M M o, & ;.. I ;:;M mir ':,z: |
PP il | | RPN S
roupe— { ([ r—
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6C.

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

1dSK LIST dlawus

| Task - Capital Project Dashboard-Project Dashboard - Task Instructio

iSiv |

There are no valid columns of data for this form.

=furbish elevators at Pretrial Detention Center (S), Turner Gui | |
rbish elevators at Pretrial Detention Center (5), Turner Gui | |
=furbish elevators at Pretrial Detention Center (5), Turner Gui | |
=furbish elevators at Pretrial Detention Center (S), Tumer Gui | |

NOTE:

All Project Sites will have the letter “S” in front of
the number.

“S” denotes Project Site.

Since the user can only budget at the Project Site
level, a Project Site must be selected.

Selecting a Project Site should be done immediately
after the user has selected a Project.

To select a Project Site, just move your curser to a
Project Site and left click on your mouse.

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions
v

There are no valid columns of data for this form.

576342 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui | |

576843 - Refurbish elevators at Pretrial Detantion Center (S), Tumer Gui | |
576844 - Refurbish elevators at Pretrial Detantion Center (S), Tumer Gui | |
577594 - Refurbish elevators at Pretrial Detantion Center (S), Tumer Gui | |

The Project Site you selected will now be
highlighted.
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8.

8A.

After you have selected your Project Site to budget,

keep your cursor on the highlighted Project Site and
right click with your mouse.

You will see a box appear to the right, click on Budget

Rev and Exp icon.

Task List Status

| Task - Capital Project Dashboard-Project Dashboard - Task Instructions

v i)

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), T =~
576842 - Refurbish elevators at Pretrial Detention Center (5), | 5
576843 - Refurbish elevators at Pretrial Detention Center (3),
S76844 - Refurbish elevators at Pretrial Detention Center (S),
577594 - Refurbish elevators at Pretrial Detention Center (S), —

E| Index Expense Mapping

You will see that your view has now changed to a split
screen.

This is your Rev and Exp form.

Your Capital Project Dashboard will always let
you know what screen you are in.

_“:“'Eﬂﬁt‘[: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | __Frzoisis | F

1 1994 Fire Rescue District Bonds | ' 20000 |
Capital Outlay Reserve | 1765000 | 700000 |
Total R | 1765000 | 720000 |

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

_ [ __emioR | Fv
1954 Fire Rescue District Bonds | &1 All_Milestones | '
Capital Outlay Reserve | @ AN_Milestones | 1765000 |
Expense Total | Expense Total | 1755000 |
Rev - Exp |Rev- B i o/
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8B.

Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the

bottom.

rask List Status

| Task - Capital Project Dashboard-Project Dashboard  Tack [nsructions

Project Dashboard > Rev & Bxp

ofy, Entity: P: ELEVATOR REFURBISHMENT (P385480)

[ PmIOR | Fr2omis | Fra0i5i6 7Y 201617
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue | 1765000 | 700000 | 1600000 |
&, Entity: P: ELEVATOR REFURBISHMENT (335430)
[ PRIOR | Fransis | Fr20isis
Capital Outlay Reserve | (& Al Milestons: | 1785000 | 700000 | 1000000 |
| | Expense Totai | Expense Total | 1765000 | 700000 | 1000000 |

Rev - Exp Rev - Ep | (] 0

Test Results
OPass 0OFail OIlncomplete
Comments:

]
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Activity 3: Budget A New Project
Sub Activity 3B: Add a Funding Source — New Project

This activity will describe to the user how to add a Funding Source to a new project in the
new Hyperion CBAT system.

It is important for the user to always remember that a Funding Source can only be added in
the Rev & Exp form - in the revenue section only.

In this activity, you will:
e Navigate to the Rev & Exp form
e Add a Revenue (Funding Source)

37



BUDGETING ANALYSIS TOOL

Step Action
1. To add a New Revenue to a Project, the user must
first be in the Rev & Exp form.

POIR LD LD

|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | Fraoisas | F
1994 Fire Rescue District Bonds | 20000 |
Capital Outlay Resarve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

f‘f“‘Entl'ty: P: ELEVATOR REFURBISHMENT (P3¢

) | PRIOR [ Fr
1994 Fire Rescue District Bonds | (] All_Milestones | |
Capital Outlay Reserve | & All_Milestones | 1755000 |
Expense Total | Expense Total | 1755000
Rev - Bxp | Rev-Exp | ol
1A. If you are not in the Rev & Exp form, please follow

the instructions in Sub Activity 3A - View the
Budget Dashboard.

Notes
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2. Now that you are in the Rev & Exp form screen, you
can begin the process of adding a new Revenue
(Funding Source) to your Project/Project Site.

Revenues (1) are shown at the top of the screen and
Expenditures (2) are shown at the bottom.

Pman Lo oL

| Task - Capital Project Dasht d-Project Dasht d . Task Instruction
[Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | Fraomisas | F

[ 20000 |
1765000 | 700000 |
1765000 | 720000 |

<, Entity: P: ELEVATOR REFURBISHMENT (P3¢

_ [ PRIOR [ Fv
1594 Fire Rescue District Bonds | 31 All_Milestones | |
Capital Outlay Reserve | B All_Milestones | 1755000 l
Expense Total | Expense Total | 1755000 |
Rev - Exp | Rev - Exp | o |
2A. To add a new Revenue (Funding Source) just right click
anywhere in the revenue box
| Task - Capital Project Dashboard-Project Dashboard  Task Instruction

Project Dad\‘board > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

PRIOR ] Fraoi415 | F
+ 20000 .
1765000 | 700000 |
1765000 | 720000

%, Entity: P: ELEVATOR REFURBISHMENT (P3t

= 4 PRIOR | FY.
1554 Fire Rescue District Bonds | [ All_Milestones | |
Capital Outlay Reserve | Al_Milestones | 1765000 |
Expense Total | Expense Total | 1765000 |

Rev - Exp Rev - Exp | o
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2B. After you have right clicked in the Revenue box you will
see a box appear to the right, click on Add Funding
Source icon.

Project Dashboard > Rev & Exp
%, Entity: P: ELEVATOR REFURBISHME
| PRIOR | FY 201415
70000
» F2000¢
»
#Z Supporting Detail
{8 Show Change History
fri Document Attachments
B Lock/Unlock Cells
Filter »
Sort »

3. After the user has clicked on the Add Funding
Source icon. The user will see the screen below
appear.
tuntime Prompts - MDCAddFundingSource:

Prompt Text value
.+ * Funding Source “Capital Outlay Reserve” .
3A. To select a new Revenue (Funding Source) the

user must click on the “Member Selection” icon to
the right of the revenue box.

tuntime Prompts - MDCAddFundingSource:

Prompt Text [Vale
l_-‘ - les’m “Capital Outlay Reserve”™
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3B. After clicking on the “Member Selection” icon, the
box below will appear in the users screen.

This is where the user selects his/her new Revenue
(Funding Source).

Runtime Prompts - MDCAddFundingSource

T Scicraon

Dimensions

| Members | variables

APSIEm Ve |

Wember Nome | Member Name
= Fund = Fund
& Funding_Source_Categories | “Capital Qutlay Reserve”
1 Private Donations (Non-Cash/In-Kind)
Add
th\ﬁ"m
Remove All

3C. In this section the user can add or delete a Revenue

(Funding Source)

Runtime Prompts - MDCAddFundingSource

Dimensions

| Members  varables

Ay>n Wwa |

Member Name
&l Fund

1 Funding_Source_Categories

# Private Donations (Kon-Cash/In-Kind)
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4.

4A.

To find a Revenue (Funding Source), click on the

+ next to Funding Source Categories.

 Member Selection

Dimensions |F

AP Ry@

E Fund
# Funding_Source_Categories
[ Private Donations (Non-Cash/In-Kind)

&

Add

$
Remove

&

Remove All

When the user clicks on the + next to Funding

Source Categories, you will see another drop down

box with a listing of Revenue categories.

The user has two options to find and select his/her

Revenues (Funding Source).

The First is by clicking on the + next to the funding

source it falls under.

Member Selection

Dimensions

AP dE WHe@

Igounty Proprietary Operations
[# Federal Government
# Impact Fees/Exactions
# Non-County Sources
[# Other County Sources
[# State of Florida
[# Private Donations (Non-Cash/In-Kind)

&

Add

S
Remove

&

Remove All
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4B.

Once the Funding Source is chosen, you will see
another drop down box appear.

These are ALL the revenues that fall under the
Funding Source category you selected.

Dimensions

| Members . Variables

"APeE: Re@
Member Name

(= Fund -
[=] Funding_Source_Categories
[=] County Bonds/Debt
[+ 1994 Fire Rescue District Bonds

m

[ 2008 Sunshine State Financing
[+ Aviation Develnnment Fund Bonds Sald

NOTE:

If you do not see your Revenue (Funding Source),
two things happened.

1) You are looking in the wrong category

Or

2) ltis a new Revenue and it has not been added

VERY IMPORTANT
If you have added or need to add new Revenue

(Funding Source), please be sure to tell your OMB
Budget Analyst and the Capital Coordinator.

& 2002 Fire District Bond Interest Add
[+ 2002 Fire Rescue District Bonds '
[# 2003 Juvenile Courthouse Bond Remowi
[# 2003 Juvenile Courthouse Bond Interest R
[+ 2006 Sunshine State Financing Remove
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4C. The Second way for the user to find his/her Revenue
(Funding Source) is to type part of the name in the

Member box.

Below, “Sunshine” was typed in and the Search icon
was clicked and all the various revenues with Sunshine

in its name populated.

The user can now select his/her revenue of choice.

NS

2006 Sunshine State Financing

2008 Sunshine State Financing
[# Sunshine State Financing

[# Sunshine State Series 2006 Interest

" [@ Sunshine State Series 2008 Interest

S. To select the Revenue (Funding Source) the user

needs to left click on the Revenue
Member Selection

Dimensions |Fund |~ |

|uu-|m \ Variables

MEmberNarm

| APS@mTRT@®|

!

= Fund
[= Funding_Source_Categories

| &

1=

&l County Bonds/Debt
‘. 5 1994 Fire Rescue District Bonds
| 2002 Fire District Bond Interest

[# 2002 Fire Rescue District Bonds

5 2003 Juvenile Courthouse Bond _

i 2005 Juvenfle Courthouss Bond Intevest

) 2006 Sunshine State Financing

& 2008 Sunshine State Financing

& Aviation Development Fund Bonds Sold

@ Aviation Revenue Bonds

Add

Remove

Remaove All
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5A.

=

5B.

5C.

When the Revenue has been selected the user then
needs to click on the ADD arrow to the right.

Member Selection

Dimensions |Fund | =

—

Members - Varizbles

%

APS BT RTA)

Member Name

B Fund

& Funding_Source_Categories
&l County Bonds/Debt

1994 Fire Rescue District Bonds

& 2002 Fire District Bond Interest

[#] 2002 Fire Rescue District Bonds

& 2003 Juvenile Courthouse Bond

[ 2003 Juvenile Courthouse Bond Interest

[ 2006 Sunshine State Financing

3 2008 Sunshine State Financing
Aviation Development Fund Bonds Sold

»

LLm |

[# Aviation Revenue Bonds

>

Add

Remove

&

Remave All

When the Revenue has been added, you will see it

displayed.

Hiembers) Vorobles

AP SPBVH @

o o e : =
[ 2003 Juvenile Courthouse Bond

If the Revenue (Funding Source) selected is
correct, the next step is to SAVE.

To SAVE the Revenue (Funding Source) click on

the OK icon

Member Selaction

Dinensions |

e

ES Y YA BT

= Fund ] |
= Funding_Source_Categories a
=l County Bonds{Debt

) 1994 Fre Rescue Ditict Bonds 2
&1 2002 Fire Distnict Bond Interest | Add

[ 2002 Fire Reascus District Bonds | 1

& 2003 Juvenile Courthouse Bond | Femove

5 2003 Juvenie Courthouse Bond Interest
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6.

6A.

Once the user has ADDED and SAVED the new
Revenue (Funding Source), a new box will appear
on the screen with the name of the Revenue
(Funding Source) displayed.

But you are not done yet.

ompt | ext L
" = Funding Source 1994 Fire Rescue District Bonds”

The last and final step in adding new Revenue
(Funding Source) is to LAUNCH it.

By launching it, the revenue will be officially added to
your Project/Project Site.

To LAUNCH, you must click on the LAUNCH icon in
the lower right-hand side of the box.
Runtime Prompts - MDCAddFundingSource #

[Frompt Text [Vahe
o' = Funding Source "19%4 Fire Rescue District Bonds™ ‘
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7.

Once the Revenue has been LAUNCHED, the user
will be taken back to the Capital Project
Dashboard > Rev & Exp screen.

5%, Entity: P: ELEVATOR f

1994 Fire Rescue District Bonds |
Capital Outlay Reserve
Total Revenue

PRIOR |

1765000 |
1765000 |

For budgeting purposes, you will now see in your
Capital Project Dashboard > Rev & Exp form
the new revenue you added as well as a pop-up that

tells you, you have succeeded.

Click OK

ask T

©

spect Dashboard > Rev & Exp

1t Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR. | PE45 | Fraoisis |

[@nformation T
1 MOCAddPundingSource was successhil,

1994 Fire Rescue District Bonds | 2000 |
Capital Cntiry Feserce { 1765000 0000 | 1000000
Totad Revenie 1 1765000 0000 1000003

FY 201617 FYaoiz-1e | FY0is-1% | Fraole
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HELPFUL HINT:

In the Rev & Exp form, you will always see the

Project name and number in the upper left-hand
side of the form.

Froject Dashboard > Rev & Exp

&, Entity: P: ELEVATOR REFURBISHMENT (P385480)
: = = FY201617 | FY2

1934 Fire Rescue District Bonds | 20000 | | 0|

And the Project Site name and number in the
upper right-hand side of the form.

uiroject_Site: 576831 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gul
Fr2017-18 | Fr2018-19 |  FY 201820 e . .

Test Results
O Pass 0OFail OIlncomplete
Comments:
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Activity 3: Budget A New Project

Sub Activity 3C: Add a Milestone — New Project

This activity will describe to the user how to add a Milestone (Expense Category) to a
new project in the new Hyperion CBAT system.

It is important for the user to always remember that:

e a Milestone can only be added in the Rev & Exp form — in the expenditure section
only

e Milestones are loaded to a specific Revenue (Funding Source)

In this activity, you will:
e Navigate to the Rev & Exp form
e Associate a Revenue (Funding Source) with a specified Milestone
e Add a Milestone
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Step Action Notes
1. To add a New Milestone to a Project, the user must
first be in the Rev & Exp form.

POIR LD LD

kct Dashboard . Task Instruction

Project Dashboard > Rav & Exp

s, Entity: P: ELEVATOR REFURBISHMENT (P3¢

1 PRIOR | Fraoisas | F
1954 Fire Rescue District Bonds | 20000 |
Capital Outiay Reserve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

f‘f“‘En!ity: P: ELEVATOR REFURBISHMENT (P3¢

. [__PRIR___[ v
1554 Fire Rescue District Bonds | &1 All_Milestones | |
Capital Outlay Reserve | B All_Milestones | 1755000 |
Expense Total | Expense Total | 1755000 |
Rev - Exp | Rev - Exp | 0|
1A. If you are not in the Rev & Exp form, please follow

the instructions in Sub Activity 3A - View the
Budget Dashboard.
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2. Now that you are in the Rev & Exp form screen, you
can begin the process of adding a new Milestone to
your Project/Project Site.

Revenues (1) are shown at the top of the screen and
Expenditures (2) are shown at the bottom.

1aSK LIST dlatus

| Task - capital Project Dashboard-Project Dashboard . Task Instructions
Project Dashboard > Rev & Exp

7';"‘Enllty: P: ELEVATOR REFURBISHMENT (P385480]

3 Al PRIOR . Fraoi41s | Fy2
| Capital Outiay Reserve 1765000 700000 |
| Total Revenue 1765000 700000

"'"'Enl'lty: P: ELEVATOR REFURBISHMENT (P385480]

| | PRIOR |  FY2014-15

| Capital Outiay Reserve | &1 All_Milestones | 1765000 700000
| Expense Total | Expense Total | 1765000 700000
| Rev - BXp Rev - BXp _ 0 0

HELPFUL HINT:

Before you select your Milestone, you must first
select the Revenue (Funding Source) that will be
tied to it.
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2A..

To add a new Milestone (Expenditure

Category) just right click anywhere in the expenditure
box.

| Iask LISt dtatus

- D

PProject Dashboard > Rev & Exp

<&, Entity: P: ELEVATOR REFURBISHMENT (P385480]
PRIOR FY 2014-15

_ 700000 |
1765000 | 700000

1765000 |

Capital Outlay Reserve | [ All_Milestones |
| Expense Total

Rev - Exp |Rev - Exp '
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2B. After you have right clicked anywhere in the

Expenditure box you will see a box appear to the

right, click on Add Milestone icon.

s ——— v s e

Total Revenue 1765000

Edit
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3. After the user has clicked on the Add Milestone
icon. The user will see the screen below appear.

Runtime Prompts - MDCAddMilestone

x|

Prompt Text Value
¥ * Funding Source “Cagital Outlay Reserve™ v,

F = Mlestone "Al_Migstones” i,

Raeanch | Cancel

3A. The user should see two rows.
1 - Funding Source
2 - Milestone

MU FTOIMITPLS © MIDSCAUUMIIES Lo

[Prompt Text Value
~L == it * Funding Source "Capital Outlay Reserve”
2 = L7 * Milestone "Art Allowance”

It is in this section that the user MUST associate the
Milestone (Expenditure Category) with Revenue
(Funding Source).

3B. To select a Revenue (Funding Source) the user

must click on the “Member Selection” icon to the
right of the revenue box

[Promet Text [Vahe

' = Funding Source “Capital Outhay Aeserve”
& e N s E
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3C.

After clicking on the “Member Selection” icon, the
box below will appear in the users screen.

This is where the user selects his/her Revenue
(Funding Source).

Runtime Prompts - MDCAddFundingSource

[Member Sefection
| .
Dimensions
Members - Varables
APPH Wa@

EM'ember Name J Member Name
|l Fund Fund
| @ Funding_Source_Categories "Capital Cutlay Reserve”

# Private Donations (Non-Cashy/In-Kind)

Remave

NOTE:

In this section the user can add a Revenue (Funding
Source)
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4. To find a Revenue (Funding Source), click on the
+ next to Funding Source Categories.
Member Selection
Dimensions
| Members | Vagisbles
_ AP P Me@
Member Name
" ing_Swrce_thagori\s
ate Donations (Non-Cash/In-Kind)
add
3
Remove
&
Remave All
4A.

When the user clicks on the + next to Funding

Source Categories, you will see another drop down
box with a listing of Revenue categories.

The user has two options to find and select his/her
Revenues (Funding Source).

The First is by clicking on the + next to the funding
source it falls under.

Member Selection

Dimensions |F

| Members - Variables

. AP SE ReW
Member Name
& Fund
(5] Funding_Source_Categories
nty Bonds/Debt
W, nty Proprietary Operations 4
& Federal Government Add
[ Impact Fees/Exactions S
# Non-County Sources Remove
i Other County Sources &
[# State of Florida Remove All
[# Private Donations (Non-Cash/In-Kind)
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4B.

Once the Funding Source is chosen, you will see
another drop down box appear.

These are ALL the revenues that fall under the
Funding Source category you selected.

Dimensions

| Members . Variables

"APeE: Re@
Member Name

(= Fund -
[=] Funding_Source_Categories
[=] County Bonds/Debt
[+ 1994 Fire Rescue District Bonds

m

[ 2008 Sunshine State Financing
[+ Aviation Develnnment Fund Bonds Sald

NOTE:

If you do not see your Revenue (Funding Source),
two things happened.

3) You are looking in the wrong category

Or

4) Itis a new Revenue and it has not been added

VERY IMPORTANT
If you have added or need to add new Revenue

(Funding Source), please be sure to tell your OMB
Budget Analyst and the Capital Coordinator.

& 2002 Fire District Bond Interest Add
[+ 2002 Fire Rescue District Bonds '
[# 2003 Juvenile Courthouse Bond Remowi
[# 2003 Juvenile Courthouse Bond Interest R
[+ 2006 Sunshine State Financing Remove
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4C.

The Second way for the user to find his/her Revenue
(Funding Source) is to type part of the name in the
Member box.

Below, “Sunshine” was typed in and the Search icon
was clicked and all the various revenues with Sunshine
in its name populated.

The user can now select his/her revenue of choice.

NS

2006 Sunshine State Financing

2008 Sunshine State Financing
[# Sunshine State Financing

[# Sunshine State Series 2006 Interest
[# Sunshine State Series 2008 Interest

To select the Revenue (Funding Source) the user
needs to left click on the Revenue

Member Selection

Dimensions [Fund [~ |

|‘W '\._._Vai_"lablﬁ
| ArsmyYET@l

M&nber Name |
& Fund |
[=] Funding_Source_Categories =

i +/ 1994 Fire Rescue District Bonds ] >
&l 2002 Fire District Bond Interest N

[# 2002 Fire Rescue District Bonds | 4

[ 2003 Juvenile Courthouse Bond ‘ Remove
B 2003 Juvenile Courthouse Bond Interest | *«

[ 2006 Sunshine State Financing [ | Remove all
[ 2008 Sunshine State Financing

8] Aviation Development Fund Bonds Sold

 Aviation Revenue Bonds ]
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5A.

5B.

When the Revenue has been selected the user then
needs to click on the ADD arrow to the right.

Member Selection

Dimensions |Fund [~ ]

QAP SETR @]

Member Name
E] Funding_Source_Categories
() County Bonds/Debt
[+ 1994 Fire Rescue District Bonds
2002 Fire District Bond Interest Add
{4 2002 Fire Rescue District Bonds &
[ 2003 Juvenile Courthouse Bond Remove
& 2003 Juvenile Courthouse Bond Interest Kk
|1 2006 Sunshine State Financing
2008 Sunshine State Financing
Aviation Development Fund Bonds Sold
[# Aviation Revenue Bonds

latina] »

Remave All

When the Revenue has been added, you will see it
displayed.

"APPmTE'v@

__B Funding_Source_Categories
= County Bonds/Dabt
[+] 1994 Fire Rescue District Bonds
f#l 2002 Fire District Bond Interest
@ 2003 Juvenile Courthouse Bond Interest

59



BUDGETING ANALYSIS TOOL

5C.

5D.

If the Revenue (Funding Source) selected is
correct, the next step is to SAVE.

To SAVE the Revenue (Funding Source) click on
the OK icon

|| Member Selection i K]
| Members . Vaables E -
aPrmMT™y@ |
Ly _c - = Fund

= Funding_Source_Categones = | "1994 Fire Rescue District Bonds™

i
it
|

06 Sunshine State Financng

# 2008 Sunshine State Financing

5 Mstion Development Fund Bonds Sold
4] Aviabion Revenue Bonds

51 Aviation Revenue Bonds Sold

oK

&

Once the user has ADDED and SAVED the new
Revenue (Funding Source), a new box will appear
on the screen with the name of the Revenue
(Funding Source) displayed.

But you are not done vet.

RUTILIIIE FIUIIPLS = DI AL PTIES LU

[Prompt Text Ivalue

22

Your next step is to select the Milestone for the
Revenue (Funding Source) you wish to add.
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6. To select a new Milestone (Expenditure
Category) the user must click on the “Member
Selection” icon to the right of the revenue box

LS = P

BA. After clicking on the “Member Selection” icon, the
box below will appear in the users screen.

This is where the user selects his/her new Milestone
(Expenditure Category).

[ Member Selection

Dimensions | M

| Members - Variables

AP eEm RVe@

Member Name

|Member Nar
=l Milestone - | Milestone
[# Art Allowance All_Mil

[# Automobiles/Vehicles

[# Books Publications and Library Materials
[# Building Acquisition/Improvements

Fl Construction 2
(& Debt Service/Bond Issuance Costs Remove
[# Furniture Fixtures and Equipment

[# Land Acquisition/Improvements

& Other Capital

[# Permitting

# Planning and Design

# Project Administration -

#dd

m

Remove All
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6B. NOTE:

In this section the user can add a Milestone
(Expenditure Category)

[ [
[ Member Name
- El Milestone
| All_Milestones
& Building Acquisition/Improvements I I
B Debt Service/Bond Issuance Costs | Remove
il Fumiture Fixtures and Equipment o K 3
__TEWEMUW__NWM | Remove All
7. To select a Milestone (Expenditure Category),
just move your cursor and click on the Milestone

selected.

Now the Milestone selected is highlighted.

| Member Selection

[ Dimensions |Milestone[ = |

| AP PETR'y@

Member Name
= Milestone

[#] Art Allowance F

@ Automobiles/Vehicles ;

(2] Books Publications and Library Materials ' >

@ Building Acquisition/Improvements _ Aad

[ Construction Q
| [ Debt Service/Bond Issuance Costs Remove
[ Fumniture Fixtures and Equipment L X
[# Land Acquisition/Improvements Remove Al
[# Other Capital
[ Permitting

»

m
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TA. When the Milestone has been selected the user then
needs to click on the ADD arrow to the right.

FCANT TG

Dimensions | Mile= Rl

_ QAP S D@
Member Name |

E] Milestone | - |E] Milestone
@ Art Allowance | All_Milestones

& Books Publications and Library Materials | -

& Building Acquisition/Improvements Add
B Debt Service/Bond Issuance Costs Remove
& Furniture Fixtures and Equipment
B Land Acquisition/Improvements | Remove All
&l Other Capital

D Darrnittines

m

7B When the Milestone has been added, you will see it
displayed.

Member Selection

AP P EmT7Eg@

| (2] A Allowance 7
&) Automobiles/Vehicles
& Books Publications and Library Matarials
3} Elul&ng A:qh-éiﬁonﬁmpmmenls :

8. If the Milestone (Expenditure Category)
selected is correct, the next step is to SAVE.

To SAVE the Milestone (Expenditure
Category) click on the OK icon

Runtime Prompts - MDCAddMilestona

Member Selection ]
Dimensicrs

_ aPprRTHY@

=l Miestons - = Milegtone
& "t Allowance”

# Books Publications snd Library Materisls
# Buikdng Acguistion/Improvements

-1|

» Ee

31 Debt Service/Bond lssusnce Costs Ramove
# Fumiture Fixtures and Equipment s

+ Land Acquisition/Improvemnents Rarmcree A8
+ Other Capital

3 Planning and Design
3 Project Administration %,
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8A.

Once the user has ADDED and SAVED the new
Milestone (Expenditure Category), a new box
will appear on the screen with the name of the
Milestone (Expenditure Category) and the
Revenue (Funding Source) itis tied to.

But you are not done yet.

Runtime Prompts - MOCAddMilestone it}

[Promp Text Value
i _" * Funding Source "1994 Fire Rescue Detrict Bonds™ ’

o7 * Misstone “Art Allowante” ’

The last and final step in adding the new Milestone
(Expenditure) is to LAUNCH it.

By launching it, the Revenue (Funding Source)

and your Milestone (Expenditure category) will
be officially linked and added to your Project/Project
Site.

To LAUNCH, you must click on the LAUNCH icon in
the lower right-hand side of the box.

Fromgt Text Value
. * Funding Source “1994 Fire Rascus District Bonds™ | TH |
T * Miestone “Adt Allowance” o
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10.

Once the Revenue/Expenditures has been
LAUNCHED, the user will be taken back to the
Capital Project Dashboard > Rev & Exp
screen.

s%, Entity: P: ELEVATOR REFURBISHME!
_PRIOR | FY2014-15

1994 Fire Rescue District Bonds | | 2000C
! !

Capital Outlay Reserve 1765000 | 70000C

Total Revenue | 1765000 | 72000C

For budgeting purposes, you will now see in your
Capital Project Dashboard > Rev & Exp form
the Revenue (Fund Source) added to the
Expenditure form.

pret D - IRy —
Project Dashboant » Rev 8 B3p
A Ertiy: B ELEVATOR REFLBSES-MENT [P385480) 0, Project_See: £76831 «
[ PRI FY20ie15 | FYa0isis | FYa0i07 | FYIOiras. | FYaOAas | Fraoie: | Framan |
1954 Fion Rescion Duict Bonds 20000 | (@ Tormiation = |
Capea Cutlay Rasares 1785000 To0000 1000000 |
peilnenss e | rn | s || MRS m
A Ertiy: P: ELEVATOR REFLSSESHMENT [P385480) 0 Project_See: 576831 «
PRICE. Fraieis Fr 201516 ¥ 201617 FY20078 | Fra0is1s Fraoeam |
194 e Rscun Duict Bordy 51 AL paiesncens 20000 o
Capetal Cuday Reserve 4 A8 piemnes 1785000 o000 1000000
Expense Total Exparn Total 1785000 720000 | 1000000 | o
Bev - Exp R Bxp o ] [} o

A pop-up will also show, to advise the user that he/she
has succeed. ©

Click OK
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11. To see and budget in the Milestone that has just
been added click on the + next to the Milestone
s%y, Entity: P: ELEVATOR REFUF
1954 Fire Rescue District Bond Milestones |
Capital Outlay Reserve  "TETAll_Milestones 1
| Expense Total Expense Total 1
Rev-BExp Rev - Exp
11A.

By clicking on the + next to the Milestone, you will

see the Milestone (Expenditure Category)
added.

5%, Entity: P: ELEVATOR REFURBISHMEN

1954 Fire Rescue District Bonjgs  Art Allowance

| E] All_Milestones
Capital Outlay Reserve All_Milestones 1765000
_Expense Total | Expense Total 1765000
Rev - Exp | Rev - Exp 0

Test Results

OPass 0OFail OIlncomplete
Comments:
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Activity 3: Budget A New Project

Sub Activity 3D: Input Budget/Verify Calculations — New

This activity will describe to users how to input budget numbers into both the Rev & Exp
form.

Itis in the Rev & Exp form that the user will be able to allocate funds to their selected
Project/Project Site.

The Rev & Exp form contains calculations to aid the user in the budgeting process.
These calculations contain:

¢ Conditional formatting to change color when the revenues and expenses are out of
balance.

Revenues
The new Hyperion CBAT system requires that the user enter the budget revenue for all projects.

The validation of the correct revenue amount MUST be done by the user.

The new Hyperion CBAT system does not download any revenue information from FAMIS.

Expenditures
The new Hyperion CBAT system will download actuals from FAMIS if the once the user has

mapped their index codes to the Project/Project Site.

e Itis important to remember that data can only be entered into white cells. Data will only
be stored in the database after the SAVE button is clicked.

In this activity, you will:
e Enter Data into the Revenue and Expense forms
e Save Data
o Verify the forms total calculations work correctly
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Step
1.

Action Notes
When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

see the MDCCAP application. Click on MDCCAP to
start the process.

Nevigate F

A & ‘¥ Bxgplore

_ Explore: [CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Unfy
[Sharad Workspace Pages/HomePage

1 Recently Opened | Quick Links
&3] BAT Unfunded Projects Report Fa\'or.vtcs

J MDCCAP Applications

4 MocEuD

£3 Open.. Planning

rj Workspace Pages

On the left hand side of the screen there is a list.
This is called the View Pane. Inthe View Pane
find the My Task List icon.

= Manage Task Lists
* My Task List |

'+ Preferences

Click on the + sign next to My Task List.
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3.

You will see the My Task List folder expand.

Click on the + sign next to the Capital Task List.

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

6]P g Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
My Task List

@ [nivialee Capital Project Dashboard
Ii.rl & Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

You will notice that the screen has changed and that
there are now three columns displaying information.

This is your Capital Project Dashboard.

Form/Column 1 — Information Driver
Form/Column 2 — Project Information ONLY
Form/Column 3 - Project Site Information ONLY

Tash List Status
Tharn poy vyl cobm of i b oy e T % e 1
[ N, o
STTHAL - My s 32 sy mth it st e ad e 1} .
EE I | TE—
oo pcntl St Dot | il i
| Pt I, G S femal_sae D
C = ol Dt
Sesjec, CIE bk | 5tn comen_Counei D
Concl Dt
Srojact o Conct Dt | 84 on Lot
| ot ot | " || 5tm o e R
s, Lot ot | St Cormince e
{ o siodky ok 2
oo e B 5o, Duwcrigon ety
Mty et
| e P e i R —

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.
It is called the “Master” form and it is interactive.

Itis in form/column 1 where you select the Project

and Project Site

Tash Lint Statun
| Task - Capital Prajoct Dushbssard Praject Dashbaard  Tous Loy e e
- = o - L
Yo e
FT7621 - Moy roed 195 ety = e Mg 1y 1ed 009 e —
| P B S
SR —— - i Sta_ten_Evd Cum
P 38, Bt Ss_Acal Sta e
e Cavnci Davan
e, CIE b Sas,_Corme Coumcd Dt )
Tl G
B G Cncect Do | 30 S Cormmaee
| By G Sta_Carmeenncn Dot
| P Cistncn puamtr | S Careney_turrter
! @ oty ol e
Lo ) San_Dmierpter vacrty wih
o]
| Pt e oty et S_508_Bulen_Quarcin
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5. To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing
down).
| &

Task List Status
Page Dimension Eﬂ
Member
Member |
P382090 : P: COMMUNICATIONS INFRASTRUCTURE... | ~
P382600 : P: TURNER GUILFORD KNIGHT CORRECTL... ||
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI.. | £
P383910 : P: TURNER GUILFORD KNIGHT CORRECTT ..
P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTL... ||
P386430 : P: FACILITY ROOF REPLACEMENTS (P386.. |
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~
NOTE:
All Projects will have the letter “P” in front of the
number.

“P” denotes Project.
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5A.

5B.

| P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...

When you have highlighted your selected Project just

click on it.
| 4
Task List Status

rd-C|

ashboard >
e

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...

»

m

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

Now the project you selected is showing in the
dropdown box.

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

$76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

To make it easier for the user for the user to find a
Project,, the user can either type in:
e The project number
or
e The project name

in the “Member” box to find your project of choice.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6. When you have selected the Project and it is showing
in the drop down box - click on the horizontal arrow
button - also called the GO icon

Task List Status

There are no valid columns of data folli
$75863 - Renovation of video, data transmition and telecommunication infr |

576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

BA. If you do not click on the GO icon, your Project
information will not populate in form/column 1 and
therefore, you will not be able to see the Project Sites
associated to the project selected.

Or worst case scenario, you begin working on the
wrong project.

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through Site List

RElw [)]

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Qi
$76842 - Refurbish elevators at Pretrial Detention Center (S), Turner Qi
576843 - Refurbish elevators at Pretrial Detention Center (5), Tumer i
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Qui
S77554 - Refurbish elevators at Pretrial Detention Center (5), Turner Qi
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6B.

6C.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to
populate.

Ut St
- a =
e =
. G ]
e | - | (> |
- » -
S L || P |
|t S| | s et
Sy — | E———
o | ===
| o T8k ! | o0 o mnci w38
[T
| vt o ot | 08 |
=]
e *| || son commaen, o
rm— | 5on e, b
G oty ol e
| e e 2 | — ety
ey el =2 |
| re_prmcrgnon | st s | P08 bt o

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through Site List

EFURElw ()]

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (S), Tumer Guih
576842 - rbish elevators at Pretrial Detention Center (5), Turner Gui
576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
$76844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui
S77554 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui

NOTE:

All Project Sites will have the letter “S” in front of
the number.

“S” denotes Project Site.
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7.

Since the user can only budget at the Project Site
level, a Project Site must be selected.

Selecting a Project Site should be done immediately
after the user has selected a Project.

To select a Project Site, just move your curser to a
Project Site and left click on your mouse.

145K LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard - Task Instructio

=

13

There are no valid columns of data for this form.

S SRS )
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |
S$77594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

keep your cursor on the highlighted Project Site and
right click with your mouse.

You will see a box appear to the right, click on Budget
Rev and Exp icon.

Task - Capital Project Dashboard-Project Dashboard  Task Instructions

ey

There are no valid columns of data for this form.

$76831 - Refurbish elevators at Pretrial Detention Canter (5). Tumar Guii |
S76842 - Refurbish elevators at Pretrial Det: &) pro .
576843 - Refurbish elevators at_l'_-‘retrialDeleJ —p

577594 - Refurbish elevators at Pretrial Deter

E~| Index Expense Mapping

—

Edit >
Adjust v
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8A.

8B.

You will see that your view has now changed to a split
screen.

This is your Rev and Exp form.

Your Capital Project Dashboard will always let
you know what screen you are in.

4, Entity: P: ELEVATOR REFURBISHMENT (P385480)

____PRIOR | Fr201415 | Fr20is1
1994 Fire Rescue District Bonds | 20000 |
Capital Outlay Reserve 1765000 | 700000 | 100

Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the
bottom.

| Task - Capital Project Dashboard-Project Dashboard  Task Instructi
Project Dashboard > Rev & Exp

=
+#, Entity: P: ELEVATOR REFURBISHMENT (P385480)

L PRIOR. [ FY2014:15
1994 Fire Rescue District Bonds | I [
Capital Outlay Reserve _ 1765000 | 700000 |
Total Revenue | 1765000 | 700000 |

m

& Entity: P: ELEVATOR REFURBISHMENT (P385480)

_ PRIOR [
1994 Fire Rescue District Bonds | All_MitestonesJ _
Capital Outlay Reserve | 1 All_Milestones | 1765000 |
Expense Total | Expense Total | 1765000
Rev - Exp | Rev - BExp | 0|
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9.

9A

REVENUES

From the Rev & Exp form , pick a Funding
Source and enter a value (amount).

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

:"'.“’Enﬁty: P: ELEVATOR REFURBISHMENT (P385480)

_PRIOR
1994 Fire Rescue District Bonds |
Capital Outlay Reserve I 1765000 2| il
Total Revenue 1765000 720000 Ll

NOTE:
Data values can only be entered into WHITE cells.

When the user enters a value (amount) into the
Revenue form the box will turn yellow.

| m~uﬂap¢mmw Task Instructions
Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480) 4 Drriar
. —{ Row 1994 Fire Rescue District Bonds. Column Fy 201

[ [ emioR | Fr201415 | his cell has been modified

| 1994 Fire Rescue District Bonds 20000 0]
| Capital Outiay Reserve 1765000 700000 1000000 |
| Total Revenue 1765000 | 700000 1000000 0]

NOTE:
The YELLOW alerts the user that the value is not
saved and has not been put in the database.
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9B.

9C.

Click on the SAVE icon to save the data entered on
the form

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B TEpore Bl ® & 4 M

oy 3 MDCCAP - Rev&Exp *

=

NOTE:
The YELLOW box now turns WHITE - this alerts the
user that the data has been saved.

After your data has been entered and saved on the
form, it is important for the user to check the total at the
end, just to ensure there are no errors.

Totals are automatically calculated for the user.
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10.

If the user does not add a corresponding expense, to
account for the revenue added, the user will see a box

in the total column turn RED.

NOTE:

The RED box in the Totals column indicates that the
Project Site is imbalanced and by how much.

tention Center (5), Turner Gui
FUTURE | TOTAL |
20000 |
3465000
3485000

tention Center (5), Turner Gui
¥ 2019-20 |  FY2020-21 | TOTAL

3465000
3465000
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11.

11A.

11B.

Expenditures

To enter a value on the expenditure side, on the Rev
& Exp form, pick a Funding Source and the click

on the + next to the Milestone to expand the
Milestones and select.

:“"'Entlty: P: ELEVATOR REFURBISHMENT (P385480)

| PRIOR | FY2014-15 | FY2015-16
1554 Fire Rescue District Milestones | | Q]
Capital Outlay Reserve 1% AI_Milestones | 1765000 | 700000 | 1000000
Expense Total | Expense Total | 1765000 700000 1000000
Rev - Exp Rev - Exp | 0 _ 0

The user should see a listing of all the Milestones
associated and/or added to the Revenue (Funding
Source)

r‘r'Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR | FY201415 | Fr2l
1954 Fire Rescus District Bonds &
+ o .
Capital Outlay Reserve _ _ 1765000 | 700000 |
Expense Total | Expense Total | 1765000 700000
Rev - Exp | Rev - Exp | 0

Once the user has expanded the Milestones, a value
(amount) can be entered.

%, Entity: P: ELEVATOR REFURBISHMENT (P385480) v P
| PRIOR | FY201415 | FY201516 | FY 201
1994 Fire Rescue District Bonds | 1y aouancs 20000
| | £ A_Milestones
Capital Outiay Reserve | B AlL_Milestones | 1765000 | 700000 1000000
| Expense Total | Expense Total | 1765000 700000 1000000
Rev-Bxp Rev-Bp | T 0

NOTE:

The YELLOW alerts the user that the value is not
saved and has not been put in the database.
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11C. Click on the SAVE icon to save the data entered on
the form

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B & TEBpbre Bl @ & /4 M

oy 3 MDCCAP - Rev&Exp *

=

NOTE:

The YELLOW box now turns WHITE - this alerts the
user that the data has been save.
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12 Verify the Expense Total calculated correctly
TOTAL

200000 |
3465000

331 - Refurbish elevators at Pretrial Detentior
. Fra020-21

NOTE:
If the calculations are correct the formula cell should
turn GREY in color.

Test Results
OPass 0OFail OIlncomplete
Comments:
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Activity 3: Budget A New Project

Sub Activity 3E: View Revenue and Expense Detail

This activity will describe to users how to view the lowest level of detail for specific Revenue
(Funding Source) within a Project Site.

This will allow the user the ability to view whether a specific revenue source balances with
expenditures and also budget.

This is a great resource when a project site has multiple funding sources.

In this activity, you will:
e Check to see if a specific revenue is balanced to expenditures for a Project Site
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Step Action

Notes
1. To view your Revenue and Expense Detail you
need to make sure you are in the Capital Project
Dashboard.
a%, Entity: P: ELEVATOR REF
| =] PRIOR FY
| 1994 Fire Rescue District Bonds | _
Capital Outlay Reserve | 1765000
TotalRevenve | 1765000 |
=
5%, Entity: P: ELEVATOR REF
L - PR
1554 Fire Rescue District Bonds | Art Allowance |
_ | &1 All_Milestones |
Capital Outlay Reserve | & All_Milestones|
ExpenseTotal | Expense Total
Rev - Exp Rev - Exp e
1A.

If you are not in the Rev & Exp form, please follow
the instructions in Sub Activity 3A - View the
Budget Dashboard.
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2.

Now that you are in the Rev & Exp form screen, you
can begin the process of checking whether a specific
revenue balances to its expenditures.

Revenues (1) are shown at the top of the screen and
Expenditures (2) are shown at the bottom.

Task List Status

| Task - capital Project Dashboard-Project Dashboard - Task Instructions
|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR J  FY201415 | F
1994 Fire Rescue District Bonds | ; 20000 |
Capital Outlay Reserve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

«%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

[ PRIR | FY:
1994 Fire Rescue District Bonds | &1 All_Milestones | |
Capital Outlay Reserve | & All_Milestones | 1765000 |
Expense Total | Expense Total | 1765000 |
Rev - Exp | Rev - Exp | 0
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3. From the Rev & Exp form from right click on the
Revenue (Funding Source) you want to check.

Once clicked, you will notice a pop-up box appear.

| Task - Capital Project Dashboard-Project Dashboard -
Project Dashboard > Rev & Exp
S
o ,Entity: P: ELEVATOR REFUF
| PRIOR |  Fr20
1994 Fire Rescue Rade ]
Capital Outlay Reserv
Total Revenue
Adjust »
L] Comments
*£ Supporting Detail
&) Show Change History
B2 Document Attachments
& Lock/Unlock Cells
Filter »
| Sort »
. Select All

Click on the Revenue and Expense Detail icon.
Note:

A funding Source can be clicked from either the
Expense or Revenue portion of the form.
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3A. Once the user has clicked on the Revenue and

Expense Detail icon, they will notice that the screen
has changed.

NOTE:
The user will always know what screen they are in by
simply looking underneath the tab.

ject Dashboard > Rev & Exp > Revenue and Expense Detail

«%,Entity: P: ELEVATOR REFURBISHMENT (P3854¢

| PRIOR | FY201415 | FY20
1994 Fire Rescue District Bonds | 200000 |
Revenue Total 200000

=
#%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
_ : | PRIOR [ FY2014-1
1994 Fire Rescue District Bonds | Art Allowance | 8l 20
‘Expense Total Expense Total | 20¢
Rev - Exp |Rev-Bxp |
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3B. The Revenue form on top will only show the
selected Revenue (Funding Source) with a
Revenue Total row.
P Task Instructions
i
a
d'?"Enﬁty: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY2014-15 | FY20
1994 Fire Rescue District Bonds 200000 |
‘ Revenue Total 200000 |
g
%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY 2014-1
1mmmmm[mmm\c¢ 200
Expense Total Expense Total 200
Rev - Exp Rev - Exp
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3C.

The Expense form on bottom will show only the
selected Revenue (Funding Source ) with the

Milestones already expanded and ready for data
entry if the user chooses to budget from the form.

| Task - Capital Project Dashboard-Project Dashboard - Task Instructions
gprom' Dashboard > Rev & Exp > Revenue and Expense Detail

=

:‘}"Entity: P: ELEVATOR REFURBISHMENT (P3854¢

L PRIOR | FY2014-15 | Fr20
1994 Fire Rescue District Bonds | 7' 200000 |
Revenue Total | | 200000 |

%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢

| PRIOR | FY2014-1
1994 Fire Rescue District Bonds | Art Allowance | | 20(
Expense Total | Expense Total | | 200
Rev - Exp | Rev - Exp
NOTE:

The user can add Milestones in this form as well too.

Test Results
OPass 0OFail OIlncomplete
Comments:
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Activity 4: Budget An Existing Project
Sub Activity 4A — View the Budget Dashboard Form

This activity will describe to the user how to view your Dashboard Budget - Rev & Exp
form within the Hyperion CBAT system.

It is important for the user to remember that All budgets for capital projects are budgeted at the
Project Site level of a Project.

To budget at any Project Site, the user MUST always know the Project name or number as
well as the Project Site name or number.

The Capital Project Dashboard will always display the Project Sites associated to the
Project selected.

In this activity, you will:
¢ Open the Budget Revenue and Expense Form
Learn the dual nature of the split form
Add a Funding Source
Add a Milestone
Input Numbers and Save
Verify form calculations

91



BUDGETING ANALYSIS TOOL

Step
1.

Action

When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

see the MDCCAP application. Click on MDCCAP to
start the process.

L I Recently Opened £ Quick Links

4 Moccap Favorites
_;I BAT Project Al Revenue and Expenditure Budget Report
Applications
] BAT Unfunded Projects Report
4 MOCBUD Planning
L5 Open. j§ HECEUD
MDCCAP

On the left-hand side of the screen there is a list.
This is called the View Pane. Inthe View Pane
find the My Task List icon.

= Manage Task Lists
i My Task List |

*+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

You will see the My Task List folder expand.

Click on the + sign next to the Capital Task List. .

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

6]P g Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
My Task List

@ [nivialee Capital Project Dashboard
Ii.rl & Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

You will notice that the screen has changed and that
there are now three columns displaying information.

This is your Capital Project Dashboard.

Form/Column 1 — Information Driver
Form/Column 2 — Project Information ONLY
Form/Column 3 - Project Site Information ONLY

Task List Statis
— ot = - - e — el i i
he i o
STTHAL - Moty soe 28 sacarty whh wmit farng By o s camar ! Al = B
| Pt v | [—
st Sears Dwin | T
e 1 [ESTETITY
| P, I, | | S _5ca D
hetazsicata Courci B
[ES-TCY | B 7
oo Brrer
B e oa Lo
|t e | g | —
g G |5t Cormncs s
! o ot oot =5
] | 5o Do smerty mt)
Viody el
| st Dwmergton sacery met | 5008, auter. enmsen

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.
It is called the “Master” form and it is interactive.

Task List Status
Task - Capital Pr . rojact € e P —— e e
-4 T L= -
Thare oy 1o vall oplomes of dacy Fov ghiy Form, | Fro T ez
No_Yaar to_Yuar
TR - Moty ook 109 wacurty ma wma fanceg rystes and acd caver L | - Budgat
| Propec Acval End Duse | s o ot
| Prtncs_scsal Sears_Dase e
ot-Appicable | San_Actal_End Duse
| Prafict COE_Bamace 5wzl Stars Duca
Mot Appieata Counci Dastrer
| Pesjuc IE ek | S _Comm_Couned_Dar i)
| Counci Datrax
| Prapec_Come Counc Lu | 08 Sam_Comeart
E Dugeier 12
| Prapect,_ Commant | ‘Saw_Comminmion_ést
| Prspoct Cormract Mumbar | San,_ Coneucs Fumbir
| | o Moy reef m2
| Pempect, Dupt_ D Sea_Duscrgnen sacurty wih
Whodhy redl 00
| Pesincs, Deacrprion e Sea_GOB BaSer_ Quamon

Itis in form/column 1 where you select the Project
and Project Site.
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5. To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing
down).
| &

Task List Status
Page Dimension E Eﬂ
Member

P382090 : P: COMMUNICATIONS INFRASTRUCTURE... | ~
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... [ |
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI.. | £
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTL.. |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386..
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

NOTE:

All Projects will have the letter “P” in front of the

number.

“P” denotes Project



BUDGETING ANALYSIS TOOL

SA. When you have highlighted your selected Project just
Elick on it.

Task List Status

Member [

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
I P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...

>

m

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P385...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ¥

5B. Now the project you selected is showing in the
dropdown box.

Task List Status

$75863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

To make it easier for the user for the user to find a
Project,, the user can either type in:
e The project number
or
e The project name

in the “Member” box to find your project of choice.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6.

6A.

When you have selected the Project and it is showing
in the drop down box - click on the horizontal arrow
button - also called the GO icon

Task List Status
| Task - Initialize Capital Project Dashboard-Click Through Site List -

There are no valid columns of data fEFEEe.

I

$75863 - Renovation of video, data transmition and telecommunication infr L
S76838 - Complete the rollout of the Cisco VOIP project |
576839 - Complete the rollot of the Cisco VOIP project |

|

If you do not click on the GO icon, your Project
information will not populate in form/column 1 and
therefore, you will not be able to see the Project Sites
associated to the project selected.

Or worst case scenario, you begin working on the
wrong project.

13SK LIST dlatus

| Task - Capital Project Dashboard-Project Dashboard - Task Instructio

=

siv ()

There are no valid columns of data for this form.

576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
577554 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui ||
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6B.

6C.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to
populate.

Tk Lint Shatrn
s
) \2 @
= Hver S - = = = _|
T v
o pre— 8l o | || s
| B A gt |  Fp——
[t s | S50 A g
| P 8, | £ e s
= Conch e
| Bt CIE sk { | So0_Comen_Coumet D 8
[re=r=—
| Bt Comen om0 | P e
| s " || son comemaen, o -
| P oot | | 50 commrne st
{ ] Magt net
| P Dwge_ D | 5% Derpean smcartywh
ol el e
| Pr_empeen | sy | B0t e e

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

There are no valid columns of data for this form.

576842 - [lefurbish elevators at Pretrial Detention Center (5), Tuer Gui |

576843 - [Jefurbish elevators at Pretrial Detention Center (S), Turner Gui |

576844 - Jefurbish elevators at Pretrial Detention Center (S), TU'“E'@U'I_
I

577554 - Qefurbish elevators at Pretrial Detention Center (S), Turner Gui |

576831 - [fefurbish elevators at Pretrial Detention Center (5), rms_u_-m

NOTE:

All Project Sites will have the letter “S” in front of
the number.

“S” denotes Project Site.
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7.

Since the user can only budget at the Project Site
level, a Project Site must be selected.

Selecting a Project Site should be done immediately
after the user has selected a Project.

To select a Project Site, just move your curser to a
Project Site and left click on your mouse.

145K LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard - Task Instructio

=

13

There are no valid columns of data for this form.

S SRS )
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |
S$77594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

keep your cursor on the highlighted Project Site and
right click with your mouse.

You will see a box appear to the right, click on Budget
Rev and Exp icon.

Task List Status

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

~ 2

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), T -
576842 - Refurbish elevators at Pretrial Detention Center (),
576843 - Refurbish elevators at Pretrial Detention Center (5), | [,
576844 - Refurbish elevators at Pretrial Detention Center (5),
S77594 - Refurbish elevators at Pretrial Detention Center (5),

SCLLSES PO
Y Budget Rev and Exp

E] Index Expense Mapping
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8A. You will see that your view has now changed to a split
screen.

This is your Rev and Exp form.

Your Capital Project Dashboard will always let
you know what screen you are in.

Task - Capital Project h . Task Instruction
Project Dashboard > Rev & Exp

5%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | Fraomsas | ¢
1994 Fire Rescue District Bonds | ' 20000 |
1 Capital Outlay Reserve | 1765000 | 700000 |
- Total R | 1765000 | 720000 |

+, Entity: P: ELEVATOR REFURBISHMENT (P3¢

) [ _PRIOR. [ FY
1994 Fire Rescue District Bonds | ] All_Milestones | I
Capital Outlay Reserve | B All_Milestones | 1765000 I
Expense Total | Expense Total | 1755000 |
Rev - Exp | Rev - Exp | 0 |
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8B.

Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the

bottom.

rask List Status

| Task - Capital Project Dashboard-Project Dashboard  Tack [nsructions

Project Dashboard > Rev & Bxp

ofy, Entity: P: ELEVATOR REFURBISHMENT (P385480)

[ PmIOR | Fr2omis | Fra0i5i6 7Y 201617
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue | 1765000 | 700000 | 1600000 |
&, Entity: P: ELEVATOR REFURBISHMENT (335430)
[ __PRIR | Fransls FY 201516
Capital Outlay Reserve | (& Al Milestons: | 1785000 | 700000 | 1000000 |
| | Expense Totai | Expense Total | 1765000 | 700000 | 1000000 |
Rev-Exp Rev-Bp | 0 0 0

Test Results
OPass 0OFail OIlncomplete
Comments:
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Activity 4: Budget an Existing Project

Sub Activity 4B: Add a Funding Source —to an Existing Project

This activity will describe to the user how to add a Funding Source to an existing project in
the new Hyperion CBAT system.

It is important for the user to always remember that a Funding Source can only be added in
the Rev & Exp form - in the revenue section only.

In this activity, you will:
e Navigate to the Rev & Exp form
¢ Add a Revenue (Funding Source)
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Step Action
1. To add a New Revenue to a Project, the user must
first be in the Rev & Exp form.

froject Dashboard > Rev & Exp

5%, Entity: P: ELEVATOR REFURBIS

i PRIOR FY 201415 |
|
Capital Outlay Reserve | 1765000 700000 |
Total Revenue [ 1765000 700000 |

a5 , Entity: P: ELEVATOR REFURBIS

—_— - 4 mm
Capital Outlay Reserve ‘ [# All_Milestones 1765000
_Expense Total l Expense Total | 1765000
Rev - Exp | Rev - Exp 0
1A. If you are not in the Rev & Exp form, please follow

the instructions in Sub Activity 3A - View the
Budget Dashboard.

Notes
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2.

2A.

Now that you are in the Rev & Exp form screen, you

can begin the process of adding a new Revenue

(Funding Source) to your Project/Project Site.

Revenues (1) are shown at the top of the screen and

Expenditures (2) are shown at the bottom.

lask List Status

|Project Dashboard > Rev & Exp

f'.’",Entlly: P: ELEVATOR REFURBISHMENT (P385480)

[ PRIOR | Fr201415 | FY2015-16 FY 2016-17
Total Revenus | 1765000 700000 | 1000000
&, Entity: P; ELEVATOR REFURBISHMENT (P385480)
2 ] PRIOR FY 201415 FY 2015-16
Capital Outlay Resarve | (& All_Mikstones |Jﬂ| 700000 | 1000000 |
Expense Total | Expense Total | 1765000 | 700000 | 1000000 |
Rev-EBxp |Rev-Bxp | ol [ ol

To add a new Revenue (Funding Source) just right click

anywhere in the revenue box

rask List Status

|Praject Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

FY 201415 | FY 201516
700000 | 1000000 |
700000 1000000

FY 2016-17

1%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

Expense Total | Expense Total | 1765000 | 700000 |
Rev- B | Rev- Bp I ol 0

: PRIOR FY 201415 | FY201516 |
Capital Outlay Reserve | &1 All_Milestones | m_sugr| 700000 | 1000000 |

1000000 |

0
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2B. After you have right clicked in the Revenue box you will
see a box appear to the right, click on Add Funding
Source icon.

*Z Supporting Detail
{8 Show Change History
B3 Document Attachments
& Lock/Unlock Cells
Filter »
Sort >
Select All
3. After the user has clicked on the Add Funding
Source icon. The user will see the screen below
appear.
rompts - MDCAddFundi
Prompt Text [value
L.t * Funding Source | "Capital Outlay Reserve™
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3A. To select a new Revenue (Funding Source) the

user must click on the “Member Selection” icon to
the right of the revenue box

Runtime Prompls - MDCAddFundingSource

[Promet Text [vaboe

| & ™ Punding Source “Capal Outlay Reserve” D
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3B.

After clicking on the “Member Selection” icon, the
box below will appear in the users screen.

This is where the user selects his/her new Revenue
(Funding Source).

Runtime Prompts - MDCAddFundingSource

T

Dimensions

| Members | variables

AP h |Wwwd | [~¥]

Member Name 1 |Member Name

= Fund oo
1 Funding_Source_Categories | “Capital Outiay Reserve”
# Private Donations (Non-Cash/In-Kind)

Add
Remove

Remaove All

NOTE:
In this section the user can add a Revenue (Funding
Source)

L L

Dimensions |F

AP eE Re@

Member Name
= Fund
& Aumding Source, Cabegories
[ Private Donations (Non-Cash/In-Kind)

Remove

&

Remove All
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4. To find a Revenue (Funding Source), click on the

+ next to Funding Source Categories.

Member Selection

Dimensions

| Members . Variables

| AP S Rl

Member Name

(= Fund

ing_&ﬂfce_megmﬁ_
S——Private Donations (Non-Cash/In-Kind)

4A.

When the user clicks on the + next to Funding

Source Categories, you will see another drop down

box with a listing of Revenue categories.

The user has two options to find and select his/her

Revenues (Funding Source).

The First is by clicking on the + next to the funding

source it falls under.

Dimensions

AP eEm  Rv@

& County Bonds/Debt
[# County Proprietary Operations

& Federal Government
[# Impact Fees/Exactions

(] Non-County Sources
[# Other County Sources
[# State of Florida

Add
Remove

Remove A
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4B. Once the Funding Source is chosen, you will see
another drop down box appear.

These are ALL the revenues that fall under the
Funding Source category you selected.

Dimensions |

| Members - Variables

| | AP rE /Re@|

Member Name

=l Fund -
= Funding_Source_Categories 3

[=] County Bonds/Debt

& 2002 Fire District Bond Interest Add

[#] 2002 Fire Rescue District Bonds

[# 2003 Juvenile Courthouse Bond Remove
[ 2003 Juvenile Courthouse Bond Intere X

[+] 2006 Sunshine State Financing Remove All
[# 2008 Sunshine State Financing

Helpful Hint:

If you do not see your Revenue (Funding Source),
two things happened.

5) You are looking in the wrong category

Or

6) Itis a new Revenue and it has not been added

VERY IMPORTANT
If you have added or need to add new Revenue

(Funding Source), please be sure to tell your OMB
Budget Analyst and the Capital Coordinator.
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4C.

The Second way for the user to find his/her Revenue
(Funding Source) is to type part of the name in the

Member box.

Below, “Sunshine” was typed in and the Search icon
was clicked and all the various revenues with Sunshine

in its name populated.

The user can now select his/her revenue of choice.

VNIV

2006 Sunshine State Financing

2008 Sunshine State Financing

[# Sunshine State Financing

Sunshine State Series 2006 Interest

" [@ Sunshine State Series 2008 Interest

To select the Revenue (Funding Source) the user

needs to left click on the Revenue
Member Selection

& Funding_Source_Categories

‘ (4] 1994 Fire Rescue District Bonds

[ 2002 Fire District Bond Interest
[ 2002 Fire Rescue District Bonds
] 2003 Juvenile Courthouse Bond
[# 2003 Juvenile Courthouse Bond Interest

| {2006 Sunshine State Financing

[# 2008 Sunshine State Financing
[# Aviation Development Fund Bonds Sold

1 Sk Rosie Kot

Dimensions [Fund [~ |
| Members - Veriables
| AP IEBTRy@
Member Name
5 Fund .

L |

b

Add
S

Remove

&K

Remave All
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5A.

When the Revenue has been selected the user then

needs to click on the ADD arrow to the right.
Member Selection

Dimensions |Fund [~ |

| Members - Vriables

QPSP BV ATR

Member Name
B Fund
] Funding_Source_Categories

»

T

[ County Bonds/Debt 3
‘ #/ 1994 Fire Rescue District Bonds b4

5B.

5C.

[ 2002 Fire District Bond Interest |
[# 2002 Fire Rescue District Bonds <4

[ 2003 Juvenile Courthouse Bond Remove
[# 2003 Juvenile Courthouse Bond Interest X
2006 Sunshine State Financing Remove All
2008 Sunshine State Financing
Aviation Development Fund Bonds Sold
Aviation Revenue Bonds

||B @ e8E

When the Revenue has been added, you will see it
displayed.

A

Hiembers) Vorobles

AP SPBVH @ [

Member Name |Member Name

= Fund -
S o -

:
é

?
002 Fire District Bond Interest Add

%
[ 2003 Juvenie Courthouse Bond Remove

If the Revenue (Funding Source) selected is
correct, the next step is to SAVE.

To SAVE the Revenue (Funding Source) click on
the OK icon

Member Selection El

Denenssons  F bt

= Fund ] | - I

& Funding_Source_Categories = 1994 Fire Rescus Destrict Bonds™
___Ei County Bonds/Debt -

T ) 1094 P Rescue Dt Bends 2

&1 2002 Fire Distnict Bond Interest | Add

[ 2002 Fire Reascus District Bonds | 1

3 2003 Juvenile Courthouse Bond | Remove

[ 2003 Juvenils Courthouse Bond Interest

ES Y YA BT
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6. Once the user has ADDED and SAVED the new
Revenue (Funding Source), a new box will appear
on the screen with the name of the Revenue
(Funding Source) displayed.

But you are not done yet.
ompt |&xt ValLe
I;’.mee

BA. The last and final step in adding new Revenue
(Funding Source) is to LAUNCH it.

By launching it, the revenue will be officially added to
your Project/Project Site.

To LAUNCH, you must click on the LAUNCH icon in
the lower right-hand side of the box.

Runtime Prompts - MDCAddFundingSource. E

[Promes Test Vahe
&7 = Funding Source 19594 Fire Rascue District Bonds™
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7. Once the Revenue has been LAUNCHED, the user
will be taken back to the Capital Project
Dashboard > Rev & Exp screen.

Task - Capital Project Dashboard-Project Dash

Project Dashboard > Rev & Exp

& ,Entity: P: ELEVATOR F

1554 Fire Rescue District Bonds | |
Capital Outlay Reserve | 1765000 |
Total Revenue _ 1765000 |

For budgeting purposes, you will now see in your
Capital Project Dashboard > Rev & Exp form
the new revenue you added as well as a pop-up that
tells you, you have succeeded. ©

Click OK

ok Tash

shect Dashboard > Rev & Bxp

& Entity: P ELEVATOR REFURBISHMENT (P385480)

_ PRIOR. | PY20045 | Fras16 | FYanead | FYaoi-is FY201818 | FYao1e
o4 Fire Rescus District Bonds | 2000 | (@ Information
1765000 0000 1000000
| | T 1 OCAddFundingSource was successhil.

Totad Revenie | 1765000 0000 1000003

] -
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8. HELPFUL HINT:

In the Rev & Exp form, you will always see the
Project name and number in the upper left-hand
side of the form.

Task - Capital Project Dashboard-Project Dashboard - Task Instructions
droject Dashboard > Rev & Exp

:*."'Ent:ity: P: ELEVATOR REFURBISHMENT (P385480)

1994 Fire Rescue District Bonds | | | |
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue _ 1765000 | 700000 | 1000000 |

And the Project Site name and number in the
upper right-hand side of the form.

) _Project_Site: 576831 - Refurbish elevators at Pretrial D Center (5), Tu

Test Results
OPass 0OFail OIlncomplete

Comments:
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Activity 4: Budget An Existing Project
Sub Activity 4C: Add a Milestone — Existing Project

This activity will describe to the user how to add a Milestone (Expense Category) to an
existing project in the new Hyperion CBAT system.

It is important for the user to always remember that:

e a Milestone can only be added in the Rev & Exp form — in the expenditure section
only

e Milestones are loaded to a specific Revenue (Funding Source)

In this activity, you will:
e Navigate to the Rev & Exp form
e Associate a Revenue (Funding Source) with a specified Milestone
e Add a Milestone
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Step Action Notes

1. To add a New Milestone to a Project, the user must
first be in the Rev & Exp form.

I LD UL

 Task - Capital Project Dask

|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | Fraoisas | F
1994 Fire Rescue District Bonds | 20000 |
Capital Outlay Resarve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

f‘f“‘Entl'ty: P: ELEVATOR REFURBISHMENT (P3¢

) | PRIOR [ Fr
1994 Fire Rescue District Bonds | (] All_Milestones | |
Capital Outlay Reserve | & All_Milestones | 1755000 |
Expense Total | Expense Total | 1755000
Rev - Bxp | Rev-Exp | ol

1A. If you are not in the Rev & Exp form, please follow

the instructions in Sub Activity 3A - View the
Budget Dashboard.
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2.

Now that you are in the Rev & Exp form screen, you
can begin the process of adding a new Milestone to

your Project/Project Site.

Revenues (1) are shown at the top of the screen and
Expenditures (2) are shown at the bottom.

1aSK LIST dlatus

| Task - capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

7';"‘Enllty: P: ELEVATOR REFURBISHMENT (P385480]

3 Al PRIOR . Fraoi41s | Fy2
| Capital Outiay Reserve 1765000 700000 |
| Total Revenue 1765000 700000

| . PRIOR |
iCapitzl Outlay Reserve | All_Mllestunesf 1765000
| Expense Total | Expense Total | 1765000
| Rev - BXp Rev - BXp _ 0

HELPFUL HINT:

"'"'Enl'lty: P: ELEVATOR REFURBISHMENT (P385480]

FY 2014-15
700000
700000

0

Before you select your Milestone, you must first

select the Revenue (Funding Source) that will be

tied to it.
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2A. To add a new Milestone (Expenditure
Category) just right click anywhere in the expenditure
box.

| 1askK LISt dbtatus

Project Dashboard > Rev & Exp
B
«%, Entity: P: ELEVATOR REFURBISHMENT (P385480]

| PRIOR | FY 2014-15 FY 2
3 1765000 700000
Total Revenue 1765000 | 700000

«%, Entity: P: ELEVATOR REFURBISHMENT (P385480)
FY 2014-15
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2B.

After you have right clicked anywhere in the
Expenditure box you will see a box appear to the
right, click on Add Milestone icon.

=
s

5%, Entity: P: ELEVATOR REF
PRIOR
Expense Total Index Expense Mapping —
Rev - Exp Revenue and Expense Detail —
Edit »
Adjust b
E Comments

'.

*Z Supporting Detail
{8 Show Change History

After the user has clicked on the Add Milestone
icon. The user will see the screen below appear.

Rumtime Prompts - MDCAddMilestone

| Prompt Text Vake
| &* ® Funding Scurce “Capital Outlay Reserve”
| & * Miestane “All_Milestones”
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3A.

3B.

The user should see two rows.
1 - Funding Source
2 - Milestone

RUTILIITE FIOmipes = MuUrCALUMiieEsLomes

[Prompt Text Nakie
l —=) z* * Funding Source "Capital Qutlay Reserve”
2 = .7 * Miestone "Art Allowance"

It is in this section that the user MUST associate the
Milestone (Expenditure Category) with Revenue
(Funding Source).

To select a Revenue (Funding Source) the user must click

on the “Member Selection” icon to the right of the revenue
box

[Prompt Text [Value
& = Funding Source “Capital Outlyy Resarve”
& ™ Milestone “All_Milestonss™

121



BUDGETING ANALYSIS TOOL

3C.

After clicking on the “Member Selection” icon, the
box below will appear in the users screen.

This is where the user selects his/her Revenue
(Funding Source).

Runtime Prompts - MDCAddFundingSource

Dimensions

| Members . variables

AP eR Re@ |0 [ '
Member Name '

= Fund ] Fund
& Funding_Source_Categories
1 Private Donations (Non-Cash/In-Kind)

R @J:JI

NOTE:
In this section the user can add a Revenue (Funding
Source)
Member Selection

Dimensions nd T_j

‘Members - Variables

| AP SPEm  Rwa]
Member Name
= Fund
[# Funding_Source_Categories

& Private Donations (Non-Cash/In-Kind)

Remove

&K

Remove All
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4. To find a Revenue (Funding Source), click on the

+ next to Funding Source Categories.

Member Selection

Dimensions |
| Members - Variables
| AP PR Re@

&l Fund
nding_Source_Categories
Wvate Donations (Non-Cash/In-Kind)

>
Add
g
Remove

K

Remave All

4A. . .
When the user clicks on the + next to Funding

Source Categories, you will see another drop down
box with a listing of Revenue categories.

The user has two options to find and select his/her
Revenues (Funding Source).

The First is by clicking on the + next to the funding

source it falls under.
Member Selection

Dimensions

| Members | Variables

AP PE Ry@|

Member Name
=] Fund
amialiigo._ Source_Categories
|5 Clfinty Bonds/Debt
wreounty Proprietary Operations 7
[ Federal Govemment ] M
[ Impact Fees/Exactions ]
[ Non-County Sources Remove
& Other County Sources | &
[#] State of Florida Remove A
@ Private Donations (Non-Cash/In-Kind)
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4B.

Once the Funding Source is chosen, you will see
another drop down box appear.

These are ALL the revenues that fall under the
Funding Source category you selected.

Dimensions

| Members . Variables

"APeE: Re@
Member Name

(= Fund -
[=] Funding_Source_Categories
[=] County Bonds/Debt
[+ 1994 Fire Rescue District Bonds

m

[ 2008 Sunshine State Financing
[+ Aviation Develnnment Fund Bonds Sald

NOTE:

If you do not see your Revenue (Funding Source),
two things happened.

7) You are looking in the wrong category

Or

8) Itis a new Revenue and it has not been added

VERY IMPORTANT
If you have added or need to add new Revenue

(Funding Source), please be sure to tell your OMB
Budget Analyst and the Capital Coordinator.

& 2002 Fire District Bond Interest Add
[+ 2002 Fire Rescue District Bonds '
[# 2003 Juvenile Courthouse Bond Remowi
[# 2003 Juvenile Courthouse Bond Interest R
[+ 2006 Sunshine State Financing Remove
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4C.

The Second way for the user to find his/her Revenue
(Funding Source) is to type part of the name in the

Member box.

Below, “Sunshine” was typed in and the Search icon
was clicked and all the various revenues with Sunshine

in its name populated.

The user can now select his/her revenue of choice.

HIRCIH IV

——d

- Variables

Sunshine q ot

b

= Fund

2006 Sunshine State Financing

2008 Sunshine State Financing

Sunshine State Financing

Sunshine State Series 2006 Interest

Sunshine State Series 2008 Interest

Member Selection

Dimensions |Fund [~ ]

| Members - Variables

| QAP P BT RTA)

Member Name

B Fund
= Funding_Source_Categories

) County Bonds/Debt
‘ 1994 Fire Rescue District Bonds

(6 2002 Fire District Bond Interest
[# 2002 Fire Rescue District Bonds

& 2003 Juvenile Courthouse Bond
[# 2003 Juvenile Courthouse Bond Interest

[ 2006 Sunshine State Financing
[ 2008 Sunshine State Financing
[# Aviation Development Fund Bonds Sold

@ Aviation Revenue Bonds

lann,] »

To select the Revenue (Funding Source) the user
needs to left click on the Revenue

>

Add
<

Remove

&

Remove All
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5A. When the Revenue has been selected the user then
needs to click on the ADD arrow to the right.

" \\V riabl
QAP PHTRY@
dember Name i
3 Fund ~
= Funding_Source_Categories a
(=) County Bonds/Debt
‘ 1994 Fire Rescue District Bonds | >
) 2002 Fire District Bond Interest Add
[ 2002 Fire Rescue District Bonds 4
(3 2003 Juvenile Courthouse Bond | Remove
[ 2003 Juvenile Courthouse Bond Interest K
[# 2006 Sunshine State Financing Remove Al
[# 2NNR Siinchins Stats Financinn

SB. When the Revenue has been added, you will see it
displayed.

Dimensions |[Fund [~

1994 Fire Rescue District Bonds

£ 2002 Fire District Bond Interest !
(] 2002 Fire Rescue District Bonds 4
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5C.

5D.

If the Revenue (Funding Source) selected is correct, the
next step is to SAVE.

To SAVE the Revenue (Funding Source) click on the OK
icon

TErRons

| Members - \Variables
| AP PETHy@
|= Fund - = Fund
=] Funding_Source_Categories - “1994 Fire Rescue District Bonds™
= County Bonds/Debt 3
| 1994 Fire Riescue District Bonds Jt2
20 Add

# 2002 Fire District Bond Interest

3 2003 Juvenile Courthouse Bond Intersst
# 2006 Sunshine State Financing

3 2008 Sunshine State Financing

3] Awiation Development Fund Bonds Sold
# Aviation Revenue Bonds

# Aviation Revenue Bonds Sold

- . =

Once the user has ADDED and SAVED the new Revenue
(Funding Source), a new box will appear on the screen with
the name of the Revenue (Funding Source) displayed.

But you are not done yet.

Prompt Text alue
.7 * Funding Source 1994 Fire Rescue District Bonds™

2t = Milestone

Your next step is to select the Milestone for the Revenue
(Funding Source) you wish to add.
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6.

6A.

To select a new Milestone (Expenditure Category) the user

must click on the “Member Selection” icon to the right of the
revenue box

Prompt Text
o= Funding Source
L=
e R H
Ly Milestone
rompt Text . (value —
& ® Funding Source "1994 Fire Rescue District Bonds™ ol
i ® Milestons “All_Milestones™ m

After clicking on the “Member Selection” icon, the box below will
appear in the users screen.

This is where the user selects his/her new Milestone
(Expenditure Category).

[ Member Selection

| Dimensions [Miles
|
| Members . Variables

"APerE: Re@ [

Member Name |Member Nar
& Milestone |- |2 Milestone
& Art Allowance i All_Mil

i+ Automobiles/Vehicles

2] Books Publications and Library Materials
Building Acquisition/Improvements
Construction | d
Debt Service/Bond Issuance Costs Remove
Furniture Fixtures and Equipment J K
Land Acquisition/Improvements | Remove All
[ Other Capital

[ Permitting

[ Planning and Design .

@1 Project Administration |

Add

&3]
m

B #=

H |E
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6B.

NOTE:

In this section the user can add a Milestone (Expenditure

Category)

Dimensions | Milestone Zl

e

| aPem WY@

Member Name

= Milestone

@ Art Allowance
[# Automobiles/Vehicles

~[#] Books Publications and Library Materials
[ Building Acquisition/Improvements

BC :
[# Debt Service/Bond Issuance Costs
[ Furniture Fixtures and Equip

| @ Land Acquisition/Improvements

Remove

Remaove All

Member Name
|E] Milestone
"Art Allowance”
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7. To select a Milestone (Expenditure Category),
just move your cursor and click on the Milestone
selected.

Now the Milestone selected is highlighted.

=

Dimensions |Milestone _I

S o
| i

QPP BVHE @) [

Member Name !
= Milestone E
[+] Art Allowance ¥
@ Automobiles/Vehicles |
& Books Publications and Library Materials | ®
 Building Acquisition/Improvements Add
@ Construction ]
[# Debt Service/Bond Issuance Costs | Remove
(& Furniture Fixtures and Equipment = @

TA. When the Milestone has been selected the user then
needs to click on the ADD arrow to the right.

-

Dimensions |Milestone _I

B oo
|

Member Name
[=] Milestone

API®TR'w@|

[# Building Acquisition/Improvements
# Construction

[# Debt Service/Bond Issuance Costs
[# Furniture Fixtures and Equipment

[+ Art Allowance L
4 Automobiles/Vehicles |
[ Books Publications and Library Materials : o
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7B.

8A.

When the Milestone has been added, you will see it displayed.

Dimensions

TS IY YA LD

Member Name

3] Art Allowance

[# Automobiles/Vehicles |
[#] Books Publications and Library Materials >
3 Building Acquisition/Improvements
[+ Construction

m
. Q.
’ o

If the Milestone (Expenditure Category) selected is correct,
the next step is to SAVE.

To SAVE the Milestone (Expenditure Category) click on
the OK icon

Dimengions.

[ assavisal
|Member Name |Member Name
|2 Mibestone - =l Milestune

|5 A Allowance | "t Aovance”
| B Automobies/Vehides
| Bosks Publcations and Library Materials »
| Building Acquisition/Improvemants £
: % Construction
| Debt Servica/Bond Issusnce Costs
| Fumniture Fodiures and Equipment R
| Land Acguisition/Improvements Rarmove A
| Other Capital
: # Planning and Desgn

| Project Administraion

>
ia &

Once the user has ADDED and SAVED the new Milestone
(Expenditure Category), a new box will appear on the screen
with the name of the Milestone (Expenditure Category) and
the Revenue (Funding Source) it is tied to.

&

But you are not done yet.

Prompt Text |Value
i¥ * Funding Source "1994 Fire Rescue District Bonds”

2T * Milestone "Art Allowance”
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9.

The last and final step in adding the new Milestone
(Expenditure) is to LAUNCH it.

By launching it, the Revenue (Funding Source)

and your Milestone (Expenditure category) will
be officially linked and added to your Project/Project
Site.

To LAUNCH, you must click on the LAUNCH icon in
the lower right-hand side of the box.

|Prompt Text Waks
* = Funding Source “1994 Fire Rescise Destric Boeds™ .

7 " Misstons “Art ABowance” T}
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10. Once the Revenue has been LAUNCHED, the user will be taken

back to the Capital Project Dashboard > Rev & Exp
screen.

Task List Status

Task Instn

0]

o ,Entity: P: ELEVATOR REFURBISHMEN

PRIOR o FY2014-15
1994 Fire Rescue District Bonds |
Capital Outlay Reserve | 1765000 |

Total Revenue | 1765000 | 700000

For budgeting purposes, you will now see in your Capital
Project Dashboard > Rev & Exp form the Revenue
(Fund Source) added to the Expenditure form.

). Tack hstructions

, Eray: P; ELEVATOR REFURBISHMENT (P3RS480)

4 Project_Sew: S0 -
[ PRIOR | PrIONIs | PrIoisie

1 Fr0eT FY 201718 FY 201819 CE T T

| 195+ Pire Rescue District Bonds 200 [@Mmtbn =

| Captal Outny Raserve | 1745000 20 | 1000000 |

| Total Reverne 1765000 720000 3000000 POCHIME S

|
4, Erety: P; ELEVATOR REFURSISHHENT (P385460) ) Profect_Sew 576831 -

[ [ PmOR | Praomeas | Fr20i5a6 | FEa01617 | PYa00eB | FraoiBs | Fraoiem |
| 1594 fire Rescue District Bonds | 5 A8 pbestores 20000 | 0|
| Copital Ousiay Raserve |5 20 pibestres | 1765000 700000 | 1000000 | |
| Expenss Total Expenge Toaad | 176500 | 720000 | 1000000 | o
| e - e fev-tp

o] (] (]

A pop-up will also show, to advise the user that he/she has
succeed. ©

Click OK
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11. To see an

been adde

m
=

1994 Fire
Capital O
Expense
Rev - Ex

11A. By clicking

see the M
added.

18584 Fire F

Capital Out
Expense T¢
Rev - Exp

Test Res
O Pass
Commen



