
Capital Budgeting in CIIS 

Prepared by the Office of Management and Budget 



How To Sign in to CIIS 

• Go to the intranet on the County’s server 
 http://intra.miamidade.gov/ciis 
 
• For test purposes 

http://devnet3/ciis/CIIS_MENU_Budget.asp 
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Sign-In Screen 
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Presenter
Presentation Notes
Your Login ID is the same as your Outlook id
Contact OMB if you need to establish or reset your password 



• To ensure you are working in the Capital Projects Module, always click on the Capital 
Projects link 
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•  Click on the Select By Department drop-down to select your 
department 

Adding New Funded Projects 
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Adding New Funded Projects 
•  Click on the Add New Funded Project 
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• Once all required information is entered into the system, click on Save/ Update to save the 
information 

• Then click on Cancel/Exit 
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Adding New Funded Projects 

Presenter
Presentation Notes
When adding a new project, it is important that the Project title be reflective of the project to make it easy to identify
When adding the project Description , it should ALWAYS begin with an action verb
Examples: Dredge, Establish, Build, Strengthen, Improve, Complete, Plan, Reconstruct, Construct, Resurface, Install

Location - Physical location of the project
Use these abbreviations, as applicable: NW, SW, Ave, St, Blvd, Ln, Ct, US1 do not use periods in the abbreviations
If a specific street address is not available, provide as specific a location as possible: a boundary – North, South, East and West; the beaches from 41 St to 79 St; Vicinity of Tamiami Airport, Port of Miami, Miami International Airport, etc.

Location Code- This is the general location of the project.  It may be a municipality in which a project is located (City of Miami), an area (Unincorporated Miami-Dade County), or a departmental-defined operational area
You will have a variety of options to choose from.  Select the one that best fits the project

Commission District Located -– Select the district(s) where the project is located.  If the project is truly in all districts, then select “CW”.  If it is throughout UMSA select “UM”. If it is Systemwide (as in the case of the Water and Sewer Service System), select “SW”.  If the location of the project has not been determined, select “To Be Determined”

CIE Info – This information is required for the Capital Improvements Element (CIE), which is a component of the Comprehensive Development Master Plan.  Departments included in the CIE are Aviation, Transit, Public Works and Waste Management (PWWM), Port of Miami, Parks, Recreation and Open Spaces (PROS), Regulatory and Economic Resources (RER), and Water and Sewer.  Select one of the following:  “Combined/Other”, “Existing Deficiency”, “Future Growth”, “Not-Applicable” (for all other departments not mentioned above)
Operating Impact – When determining the estimated operating impact this project will have to the department, it is IMPORTANT that the both the capital and operating functions of the department communicate.  You must be able verify how this figure was derived.










Adding New Funded Projects 
 

•  Click on  Select Budget by Project by Number or Budget Project by Description to find capital project(s) 
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Adding Project Sites 
•  Click on the tab Add GEO Coded Site to add site information that will allow you to add 

financial information to the project 
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Adding GEO Coded Sites 
•  Click on the Select Loc Type drop-down and choose site code for project 
• There are several options to choose from when selecting your GEO Coded 

Site 
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Adding GEO Coded Sites 
• Update the fields within the Address Entry Form and click Find Address 
• The GIS Data will automatically be updated 
• Then click Add to save information 
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Main Site Screen 
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• Input Site Description and Site Comments in the text input fields 
• Select Project Manager  and Site Status from drop-downs 
• This screen will allow you to update the overall site information.  Remember to scroll down to “SAVE/UPDATE” the 
information entered. 
 

1. Input Information 

2. Select from drop-downs 



Adding OMB Revenue 

• Click on OMB Revenue Update tab to add revenue to project 
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Adding OMB Revenue 
•  Click on the Add New OMB Funding tab to add new revenue 
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Adding OMB Revenue 
•  Click on the Select New Funding drop-down to see the list of available revenues and move cursor down to select revenue 
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Adding OMB Revenue 
• Once revenue is selected from drop-down, type the value of the revenue source in the fiscal year(s) to be received 

 
• All dollars should be entered in whole figures which are rounded to nearest $000 

 
• Click Add to save information and add revenue to project 

 
• To add a new revenue source, click the “Refresh” tab and repeat the steps listed above 
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Adding Milestones 
•  Click on Add New OMB Milestones tab to choose milestones for project 
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Presenter
Presentation Notes
Milestones=Expenditures



Adding Milestones 
•  Click on Select Milestone drop-down and scroll mouse over desired 

milestone 
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Adding Milestones 
• Click on Funding Area drop-down to find appropriate revenue source to 

fund the milestone  
• Important: DO NOT OVER ALLOCATE revenue to milestones 
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Adding Milestones 
•  Select the appropriate fiscal year expenditures to be incurred (enter whole figures rounded to the nearest $000) 
• Click Add to add revenue to project and save information 
• To add a new milestone click “Refresh” and repeat previous steps 
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Presenter
Presentation Notes
Revenues must expenditures



Adding Schedule Dates 
• Click “Milestone Dates Update” 
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Presenter
Presentation Notes
Revenues must expenditures



Adding Schedule Dates 
• Input the duration of the first task in the milestone “Planned Duration” box. Continue to input the duration 

of the next milestones listed below, in sequence. The dates will automatically adjust. 
 

• Click “Confirm Schedule” to save the information and lock in the “Planned” schedule then click “Exit”. 
 

• “Actual” dates shown on the right hand blue area will remain open for updates from this point forward to 
indicate progress of the project. 
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Presenter
Presentation Notes
Revenues must expenditures



Updating Projects in CIIS 
•  Click on the drop-down and select project from list 
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Updating Projects in CIIS
  • Click on the SITE Location/Desc in order to update milestones and 
revenue 

• Click on Update Project to update project descriptions 
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Updating Projects in CIIS 
•  To update milestones, click on OMB Milestone Update 
•  To update revenues, click on OMB Revenue Update 
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Updating Projects in CIIS 
•  To update budget milestones, click on OMB , then update active fields 
• To update CIIS milestones, click on CIIS Propo  
• To periodically update expenditures, click on CIIS Actual 
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Updating Projects in CIIS 
•  To change revenues associated with milestones, click on the Funding 

Area drop-down and select appropriate revenue, then click 
Save/Update 
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Using Reports in CIIS 
• Click on the (R) icon in order to access financial reports 
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Using Reports in CIIS 
• Two types of reports – Funded (on the left) and Unfunded (on the     

right) 
• Use the F-1 through F-5 for purposes of Budget Discussions 
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Deleting Projects in CIIS 
•  Click on drop-down and the select project for deletion 
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Deleting Projects in CIIS 
•  Click on the Update Project tab 
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Deleting in CIIS 

•  Click on Mark For Deletion 
•  Type justification for deletion in box 
•  Then click Save/Update 
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Adding New Unfunded Project 
• Click on Add New UnFunded Project 

33 



Adding New Unfunded Projects 
• Fill out all information in available fields and click “Add” 
• It is important to remember that Estimated Project Cost is in 000’s 
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Capital Budget Contacts 
• Anita Gibboney –  Capital Coordinator          

(305) 375-5414 
 

• Silvia Lopez – Budget Analyst 
      (305) 375-4862                                                         
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