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Activity PS1: Logging on to the PeopleSoft Capital  
                   Application 

 
 
 

In this activity, the user will learn how to “log on to the PeopleSoft Capital 
Application”. 
 
 

 
 
 

NOTE:  
 
To log on, use the same link you use for e-Par when entering your hours. 

 
 
 

IMPORTANT: 
 
In order to log on to the PeopleSoft capital application, you have to first be given security 
access. To get security access you need to contact your departmental capital and/or budget 
division head. 
 
If all else fails, contact your OMB analyst.  
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Step Action Notes 
 
1. 

 
To sign in, use your employee ID, to include the letter “e”. 
 

 
 

 

 
2. 

 
For training purposes, your password will be “password1”. 
 
NOTE: 
When you are in production, your password will be the same 
password you use when signing in to do your e-Par. 
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3.  
Once you have logged on, the screen below will appear. 
 
Scroll down and click on the Miami-Dade Custom 
icon. 
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Step Action Notes 
 
4. 

 
The next screen that will appear is shown below. 
 
Please click on the Projects icon which will take you to the main 
screen. 
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Step Action Notes 
 

 
5 

 
 
Below is the main screen which is the starting point for all that you do in the 
PeopleSoft capital application. 
 

 

 
--End Activity-- 
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Activity PS2: Searching for an Existing Project in 
PeopleSoft 
 
 

This activity will describe to users how to “search for a project” in the PeopleSoft Capital 
application. 
 
 
 
 
 
 
 

NOTE: 
 
You will only see those projects in the department to which you have security access to. 
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Step Action 
 
1 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS2 “Logging on to the  
PeopleSoft capital application”  
 
 

 
2 

 
 
Once you have logged on, stay on the main screen.  
 
This is the screen where you will begin your search for an 
existing project. 
 

 
 
 

3   
NOTE: 
 
You will only see those projects in the department to which 
you have security access to and/or those projects that you 
manage for another department. 
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4.   
You can search for a project two ways… 
 

1. By entering the project number 
2. By entering the project name 

 
 
 

5   

Search via Project Number. 
 
Just enter your Project number in the empty field box to the 
right of the “Project Number” icon which is highlighted 
below. 
 
Then click on the SEARCH icon. 
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NOTE: 
Once you have entered the Project Number, you will be 
immediately taken to the project information screen below. 
 

 
 

9.   

Search via Project Name 
 
To search for a project using the project name, just enter the 
first word or two in the empty field box to the right of the 
“Project Name” icon which is highlighted below. 
 
Then click on the SEARCH icon. 
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10.   
The more of the project name you input, the more the project is 
narrowed down. 
 
Once you have clicked on the Search icon, the user will see a 
listing of projects from which to choose from. 
 

 
 

11   
When using the name search function,  be sure to click on the 
search box which defines the search -  in this case it reads “begins 
with”   
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12.   
The search listing provides the user with a wealth of information. 
 

1. Project Number 
2. Department 
3. Project Name 

 

 
 

13.   
From the listing of projects, select one and right  click 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 2
3 
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14   
Below is the project screen that will pop up related to the project you 
selected. 
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15   

 
 

NOTE: 
 

Project Number – The number that is auto assigned to 
your project when it was first created 
 
Department ID – The department the project belongs to; 
most users only have access to the department they are in 
unless you manage a project for another department; 
 

 Archived – if the box is checked, the project is inactive. 
 

Project Name – The name created by the user when the 
project was first created 
 
 Project Description – Describes the project  
 
 

Project Address –  Physical location of the project  
 
Project Location – Where it resides: municipality, UMSA, 
Special Taxing District etc. ; the users chooses from a drop 
down box 
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16   

 
 
 

NOTE: 
 

District Location – The district the project physically 
resides in; can only be in one district 
 
 

District Served – The district(s) the project serves; a 
project can serve multiple districts 
 
 

Community Council District – The Community Council 
District the project physically resides in; there is a drop down 
box for the user to select  from 
 
 

Strategic Area – The Strategic Area the project resides in; 
there is a drop down box for users to select from; the strategic 
area ties to the County’s strategic plan as well as the County’s 
proposed and Adopted budget books 
 

Economic Development 
General Government 

Health and Human Services 
Neighborhood and Infrastructure 

Policy Formulation 
Public Safety 

Recreation and Culture 
Transportation 
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17   
 

 

Function – is basically the function the project serves; there 
is a drop down box from which the user can select from 
 
The “function”  is how the project is categorized in your 

“Capital Budget Summary” located in the 
Proposed/Adopted budget book 
 

 
 
Below is an example of a “Capital Budget Summary” 
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18   

 
 
Strategic Objective – to select the Strategic Objective 
most suited for the project,  there is a drop down box for the 
user to select from (see below);  the strategic objective  ties to 
the County’s overall strategic plan and should tie to the 
department’s business plan 
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19.   

 
 

CIE (Capital Improvement Element) info – In this 
section, the user also has a drop down box from which to 
select from; this identifies which category the project sits in: 
 

 Is this project addressing future growth? 
 Is this project addressing an existing deficiency? 
 Both future growth and a deficiency 
 Or not applicable 

 
 

 
 
 
 

NOTE 
This section is VERY important for those departments whose 
projects are included in the County’s  Long Range 
Transportation Plan (LRTP) 
 
The LRTP is a federal requirement 
 
 
The information captured here is how we extract projects to be 
included in the development of the County’s LRTP 
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20.  CIE (Capital Improvement Element) info – – In this 
section, the user has a drop down box from which to select 
from; this identifies which category the capital  project sits in: 
 

 Aviation 
 Coastal Management 
 Conservation 
 Drainage etc. 

 
NOTE: 
This information may not seem important to the user, but when the 
County is applying for a grant, this aids the County in identifying 
capital project that fall under these categories by advising us as to: 
: 

 What projects fall under each of these categories 
 How many projects 
 And how much has been allocated 

 

 
 

 
 
 

NOTE 
This section is VERY important for those departments whose 
projects are included in the County’s  Long Range 
Transportation Plan (LRTP) 
 
The LRTP is a federal requirement 
 
The information captured here is how we extract projects to be 
included in the development of the County’s LRTP 
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21   
 

 

Sustainability Component – as the County moves 

toward being more “Green - Sustainable”, this aides the 

County in identifying which capital projects are “Green - 
Sustainable”; the user has a drop down box from which to 
choose as it relates to the type of sustainable project it is 
 

 
 
sustainable projects are highlighted in the budget book by a 
leaf; 

 
 
 

22.   

 
 
 

Additional  FTE –  this is where the user will add 
information as to  how many positions will be needed by the 
Department  after the project is completed in order to sustain 
it;  in most  cases no additional positions will be needed by the 
Department; when filing in this information, the user MUST 
work with the Department’s budget section to ensure everyone 
is on the same page 
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23   

 
 
 
 

Unfunded – if a project is  NOT funded, the user MUST 

check the “Unfunded” box; this will ensure the project 
shows up on the Department’s “Unfunded “project listing and 
not on the budgeted list 
 
 

24   
For the following boxes, the user must check that which 
applies: 
 

 
 
 

 Federal Stimulus 
 Peoples Transportation Plan (PTP) 
 Transportation Improvement Program(TIP) 
 Safe Neighborhood Parks (SNP) 
 Quality Neighborhood Improvement Program 

(QNIP) 
 Building Better Communities General 

Obligation Bond program (BBC GOB) 
  

This is VERY important, as it assists in identifying what type of 
capital projects they are. 
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25   
 

 
 
 

FY Impact -  This section is only filled out when there is a 
Departmental operating impact;  in this section, the user, 
selects from the dropdown box in which fiscal year the project 
will have an operating impact to the Department;  not all 
projects have an operating impact; when entering information, 
the user MUST work with the Department’s budget section to 
ensure everyone is on the same page; if you are entering 
information in this field, the user must make sure that they are 
also entering information in the “Estimated Operating 
Cost” field as well too - as they both go hand in hand 
 

26   

 
 
Estimated Total Project Cost  -   if you are entering 
information in this field, the user must make sure that they 
have check the ““Unfunded” box;” field as well too - as 
they both go hand in hand; in this section, the user enters the 
project’s total cost; this information will also show up in the 
“Unfunded Project” report 
 

27   
 

 

 
Estimated Operating Cost  -   This section is only filled 
out when there is a Departmental operating impact; if you are 
entering information in this field, the user must make sure that 
they are also entering information in the “FY Impact” field 
as well too - as they both go hand in hand;  when entering 
information in this filed, the user MUST work with the 
Department’s budget section to ensure everyone is on the 
same page 
 
 
 



   
 
 

29 
 

28   

 
Percentage complete  -   in this field, the user inputs the 
percentage complete for the entire project  YTD  

29   

 
 
In this section, the user enters in projected start and end date 
for the overall project as well as the actual start and end date. 
 
NOTE: 
There is a calendar box to assist the user in their selection of 
dates. 
 

30 
 

 

 
 
 
This section contains information to assist those viewing the 
project who to contact when seeking information. 
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--End Activity-- 
 

   

31   

 
 
 

Project Comments – in this field, the user can make 
comments on the projects status and/or  point out any issues  
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Activity PS3: Searching for an Existing Project Site in  
                        PeopleSoft 
 
 
 

This activity will describe to users how to “search for a project site” in the PeopleSoft 
capital application. 
 
 
 
 
 
 
 

NOTE: 
 
You will only see those projects in the department to which you have security access to. 
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Step Action 
 
1 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS1 “Logging On To 
The PeopleSoft Capital Application”  
 
 

 
2 

 

Second, you need to find the existing “Project” that the 

“Project Site” is linked to. 
 
For assistance refer to Activity PS2:  “Searching for a 
Project in PeopleSoft”  
 

3   
NOTE: 
 
You will only see those projects in the department to which 
you have security access to.  
 
 

4   

Once you have selected a “Project”, click on the “Project 
Site List” tab.  
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5   
You will now be taken to a screen which will list  ONLY those 
“Project Sites” associated to the project you selected 
 

 

6   
 

 

Project Number  -  the project number associated to the 
project site you are currently viewing, which shows in the 
budget book 

 
 
Department  -  the Department that the project belongs to 
 

7  If the user is seeking more information on a project site, click on the 
“Details” icon 
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36   

To add more project sites to a project, click on the  + icon 
 

 
 

37   
The screen shots below shows the user basic project site 
information  

 Site Number 
 Site Name 
 Site Description 
 Site Location 
 Start and end date 
 Site Comments 
 
As well as the ability to delete an existing project site 
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38   

 
 
When adding a project site, the user can type directly into the 
fields shown above 
 
 

39   

 
 
When deleting a project site: 
 

1. You must Always check the delete box 
2. You must Always enter a value in the Site Name 

 
After these two criteria’s have been met,  a pop up message will 
show 
 

 
 
 
 

Click YES to delete the project site 
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40  Project Site details 
 

 
Once the user has clicked on either icon, they will be taken to 
another screen where only the project site information is 
shown 
 

41   
Below is a sample project site information screen 
 

 
 
 



   
 
 

37 
 

42 

 

Project Number  -  the project number associated to the 
project site you are currently viewing  
 
Department  -  the Department that the project belongs to 
 

Site Number  -  the auto generated project site number 
issued when the project site was created 
 

Site Name  -  The name created by the user when the 
project  site was first created 
 
Site Description  -  Describes the project associate 
specifically to the project site 
 
Location Type  -  describes the type of address provided; it 
is a drop down box 

 
 
Site Location  - the street address of the project site 
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43   

 
 

Commission District – The district the project physically 
resides in; can only be in one district 
 

Community Council District – The Community Council 
District the project physically resides in; there is a drop down 
box for the user to select  from 
 

Work order Number  and Work order Amount 
 

Original Budget – the budgeted amount for the project 
 
Actual Cost –  what the project actually cost 
 

Percent  Complete –  what  is the percent completion  
YTD for the project site 
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44   

PTP Project Information 
 
 

 
 
If you are entering information in this box, this mean your 
project is a PTP project 
 

 
 

PTP Scope of Work -   in this field, the user selects from a 
drop down box  the type of work to be done 
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45.    

 
 
 
In this section, the user uses the drop down box to identify 
whether the project is a “B” Bond project or a “P” Pay-As-
You – Go project 
 
 

46  QNIP  Project Information 
 

 
You should only be entering information in this area if your 
project is a QNIP project 
 

47   

 

QNIP Scope of Work -   in this field, the user selects from 
a drop down box  the type of work to be done 
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48 

 
 

Funding Source  -   in this field, the user selects from a drop 
down box  to which they select the  QNIP funding source  - funding 
this project 
 
 
 

 
 

49  

 
 
In this section, the user enters the contract being referenced 
for this project 
 
 
 

50 

 

Approval Date -   the date in which the Commissioner 
approved the funding for this project 
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51   

BBC GOB  Project Information 
 

 
 
 
You should only be entering information in this area if your 
project is a BBC GOB  project 
 

52   

Ballot Question No -   in this field, the user selects from a 
drop down box for the voter approved “Ballot Question” tied to 
the project 
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53   

BBC GOB Ballot Proj No -   in this field, the user selects 
from a drop down box for the BBC GOB project number 
assigned to the voter approved “Ballot Question” tied to the 
project 
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54   

Project  Site Schedule Information 
 
 

 
 
 
In this section, the user enters in projected start and end date 
for the project site. 
 

Project Start Date  -  the projected start date of the project 
 
Project End Date  -  the projected end date of the project 
 

Site Work Start Date  -  actual start work date of the 
project  
 

Site Work End Date  -  actual end date of the project  
 
 

NOTE: 
 
There is a calendar box to assist the user in their selection of 
dates. 
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55   

Project  Site Management 
Information 
 

 
 
This section contains information to assist those viewing the 
project who to contact when seeking information on the project 
site. 
 
 

56   

 
 

Project Comments – in this field, the user can make 
comments on the project site status and/or  point out any issues  
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Activity PS4: Creating a New Project in PeopleSoft  
 
 
 

In this activity, the user will “create a new project” in the PeopleSoft capital application. 
 
 

This activity will provide step-by-step instructions on how to “create a new project” in 
the PeopleSoft capital application. 
 
 
Understanding how to create a new project in the PeopleSoft capital application is important 
because… 
 

 In order to budget for a project  in the CBAT application, a project and project site must 
first be created in the PeopleSoft capital application 
 

 In order to create a project site, you must first create a in the PeopleSoft application 
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Step Action Notes 
 
1. 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS2 “Logging on to the 
PeopleSoft Capital Application”  
 
 

 

 

Step Action Notes 
 
2 

 
 

To create a new project, click on the “Add a New Value” tab. 
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Step Action Notes 
 
 
3 

 
 
Below is the blank screen that will pop up when you are about to 
create a new project in PeopleSoft 
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Step Action Notes 
 
4 

 
When creating a new project the very first thing you must do is select 
the Department to which the project will be tied to. 
 
If you do not know your two-letter department code,  click on 
the magnifying glass icon for a listing 
 

 
 

 

 
5 

 
You can search thru the list in two ways noted below 
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Step Action Notes 
 
10 

 
Once you have selected your two-letter department code, it will 
bring you back to the screen below where you begin to enter your new 
project information. 
 
 
 

 
 

 
 
 
 

 
11 

 

Enter your Project Name 
 

NOTE:  
 

Your Project Name should always be all in CAPS. 
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Step Action Notes 
 
 
 

NOTE:  
 

When deciding on a Project Name, it is important to keep in mind that 
the name chosen - is how the project will be referenced thru the entire 
lifecycle of the project from start to finish  
 
It should be something that easily identifies the project from all others 
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Step Action Notes 
 
12 

 
After you have created the Project Name, the next thing the user has 

to enter is the Project Description. 
 

Your Project Description should ALWAYS be in upper and lower 
case letters. 
 
It should always begin with an action verb. 
 
Examples of action verbs 

 Construct 
 Build 
 Renovation 
 Purchase 
 Demolish 
 Install 

 
 

NOTE:  
 

 There are NO periods in sentences. 
 

 Instead of periods use semicolons ; 
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Step Action Notes 
 
 

 
 
 

 
 
 
 
 
 
 

 
13 

 

Next, enter the Project Address. 
  

NOTE:  
 
 For street directions - always use caps;  do not spell out the word - 
examples below 

 NW   
 SW 
 SE 
 NE 

 
Always use abbreviations in upper and lower case - examples below  

 St 
 Ave 
 Ter 
 Rd 
 Cswy 
 Way 

 
If it a site, examples below 

 Miami International Airport 
 Dante B. Fascell Port of Miami-Dade 
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Step Action Notes 
Example of an address  

 
 
Examples of a site address 

 
 
Example of  an address when there are multiple sites throughout the 
County 

 
 
 
Example of an address that is an intersection  
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Step Action Notes 
 
14 

 
Next, enter the Location in 
 
Select from the drop down box 
 

 
 
 
Location can serve as a municipality…. 
 

 
 
Or an area/ vicinity 
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Step Action Notes 
 
15 

 

Next select the District Located in. 
 
 

When selecting the District Located – you are selecting the 
Commission District that the project resides in. 
 

NOTE:  
 
Depending on the type of project, it is possible to select more than one 
Commission District 
 
 
This is very important for when the County is asked for a report on projects 
by district, this is how we are able to extract that information 
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Step Action Notes 
 
16 

 
Next select the Commission District the project serves 
 
 

 
 
 

NOTE:  
 
Depending on the type of project, it is possible to select more than one 
Commission District 
 
 
This is very important for when the County is asked for a report on 
projects by district, this is how we are able to extract that information 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
17 

 

Next select the Community Council  District the project serves 
 

NOTE:  
 
If this is not known, then select from the drop down box “Not Applicable” 
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Step Action Notes 
 
18 

 
Next select the Strategic Area that the project falls under. 
 
This information is important as this is how projects are captured and 
categorized in your departmental “Capital Budget Summary” located 
in the Proposed and Adopted book 
 

NOTE:  
There is a dropdown box to select from. 
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Step Action Notes 
 
19 

 

Next select the Strategic Objective that the project relates to. 
 

NOTE:  
 
There is a dropdown box to select from 
 

 
 

 
 
 
 
 
 

 

Step Action Notes 
 
20 

 
Next select the Function that the project relates to. 
 

NOTE:  
There is a dropdown box to select from 
 

 
 
 

The “function”  is how the project is categorized in your “Capital 
Budget Summary” located in the Proposed/Adopted budget book 
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Step Action Notes 
 
21 

 

Next select the CIE information that relates to the project.  
 

CIE stands for Capital Improvement  Element 
 
 

NOTE:  
 
There is a dropdown box to select from. 
 
This information is especially important for projects that are related to: 

 Transit  
 Port 
 Aviation 
 WASD 
 Parks, Recreation, and Open Spaces 
 Regulatory and Economic Resources 
 Public Works and Waste Management 

 
 

 
 

NOTE 
This section is VERY important for those departments whose projects 
are included in the County’s  Long Range Transportation Plan (LRTP) 
 
The LRTP is a federal requirement 
 
The information captured here is how we extract projects to be included in the 
development of the County’s LRTP 
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Step Action Notes 
 
22 

 

Next select the CIE Element that relates to the project.  
 

CIE stands for Capital Improvement  Element 
 

NOTE:  
 
There is a dropdown box to select from. 
 
This information is especially important for projects that are related to: 

 Transit  
 Port 
 Aviation 
 WASD 
 Parks, Recreation, and Open Spaces 
 Regulatory and Economic Resources 
 Public Works and Waste Management 

 

 
 
 

NOTE 
This section is VERY important for those departments whose 
projects are included in the County’s  Long Range Transportation 
Plan (LRTP) 
 
The LRTP is a federal requirement 
 
The information captured here is how we extract projects to be included in 
the development of the County’s LRTP 
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23 

 

Next select the Sustainability Component that relates to the 
project. 
 

NOTE:  
 
There is a dropdown box to select from. 
 
 
 

 
 
 

NOTE:  
 
Sustainable construction, also known as “Green” construction, is 
concerned with the economic, social, and environmental impact of creating 
a usable structure. In other words, it requires designers and contractors to 
use building practices that will not cause harm long-term damage to the 
environment.  Sustainable buildings are designed to be ene4regy efficient, 
to be healthy for the people who live and work in them, and reduce 
pollution and waste. 
 
 
This information is important as reports are provided on sustainable 
projects. 
 
 
 
 
Sustainable projects are highlighted in the budget book by a leaf 
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24 

 
Next enter the number of additional FTEs (Full-Time 
Equivalents) the Department will need as a result of completing the 
project. 
 

NOTE:  
 
Not all projects will need additional FTEs. 
 
Examples of projects that when completed, may need additional FTEs to 
support is…: 

 A new library 
 A new park 
 A new terminal 
 A new exhibit at ZooMiami 

 
 
When determining if additional FTEs are required, work with your 
departmental budget division. 
 
This information is used when determining the projects operational impact 
when completed. 
 

 
 
 

IMPORTANT 
 
If you are adding FTEs in this box, than you MUST fill out the information 
in Step 26 and 27 of this activity. 
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25 

 
Next select one of the program options listed below only IF it applies to 
your project 
 

 Federal Stimulus 
 PTP (Peoples Transportation Plan) 
 TIP (Transportation Improvement Plan) 
 SNP (Safe Neighborhood Parks program) 
 QNIP (Quality Neighborhood Improvement Plan)  
 BBC GOB (Building Better Communities General Obligation Bond 

program) 
 
 

 
 
 
 

 
 
 
 

 
 

Step Action Notes 
 
26 

 
FY Impact  ( Fiscal Year Impact)  
 
Select a FY Impact 
 

IMPORTANT 
 
This box should only be completed if there is a fiscal impact to the 
Department as a result of the project being complete 
 
To determine if there is a fiscal impact you need to work with your 
Departmental budget division 
 
If it is determined that there is a fiscal impact, the user needs to 
select the fiscal year in which the fiscal impact will occur 
 
 
There is a dropdown box to select from 
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Step Action Notes 
 
27. 

 

Entering a value in the Estimated Annual Operating 
Impact section 

 
This value is written in whole numbers and is the actual value 
 
Example $1.5 million should be written as $1,500,000 
 
 

IMPORTANT 
 
This box should only be completed if there is a fiscal impact to the 
Department as a result of the project being complete 
 
To determine if there is a fiscal impact you need to work with your 
Departmental budget division 
 

If you have either entered a number in Step 24 “Additional FTEs”, 

or selected “FY Impact”   in Step 26, than there should be a value in 
this box 
 
It is also important to note that you can still have a value in the box without 
addition additional FTEs however, this is only determined when working 
with your departmental budget division 
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Projected Start Date and Projected End Date  
 
Enter both a projected start and end date 

 
Entering a projected start and end date for a project is important as it 
gives the viewer an idea of when the project is projected to start and finish. 
 
This is just a projection and should not change once that information has 
been entered 
 
Should the projected start or end date change, that needs to be noted in 
the comments section 
 

 

 
 
 
 
 
 

 
29 

Actual Start Date and Actual End Date  
 
Enter both an actual start and completion date 
 
Entering the actual start and end date of a project is important as it 
advises the viewer when the project actually started and when it was 
officially completed 
 
This information should ALWAYS be entered correctly in the system 
because: 

 Commissioners, the Commission Auditor, and various other 
individuals have access to this system and can look at any point 
and time in the database for information on projects and use that 
information 

 When information is needed on a project and the project manager 
in not available at that time,  the user can use the information 
posted in the system 
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30 

 

Project Manager Information 
 
Enter the project manager’s name and phone number 
 
 
The information in this section should ALWAYS be completed 
 
Should a viewer have a question on project, it directs them as to who to 
contact 
 
 
 
 

 
 

 
 
 

 
31 

 

Project Comments 
 
Enter comments in this section 
 
The information in this section should ALWAYS be completed and updated 
on a monthly basis 
 
 

 
 

NOTE:  
 
If you date the comments at the end, it helps the viewer how recent the 
comments were 
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32 

 

Save the information entered   
 
 
Once you have entered all the necessary information for the newly created 

project, click on the Save icon. 

 
 
 

 
 

 
33 

 

Project Number  
 
 
 
Once the project has been saved, a project number will be generated. 
 

 
 
 
 
 

 
 
Project #_____________ 
 
 
Project #_____________ 
 
 

Project #_____________ 
 
 
Project #_____________ 

 

 

                                 --End Activity-- 
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Activity PS5: Creating a new Project Site in  
       PeopleSoft  
 
 

In this activity, the user will “create a new project site” in the PeopleSoft capital 
application. 
 
 

This activity will provide step-by-step instructions on how to “create a new project 
site” in the PeopleSoft capital application. 
 
 

Understanding how to “create a new project site” in the PeopleSoft capital application 
is important because… 
 

 
 ALL capital projects are budgeted at the project site level 

 
 In order to budget for a project site in the CBAT application, a project/project site must 

first be created in PeopleSoft  
 

 Creating project sites allows the project manager to better manage and budget for 
various components of the project 
 
 

 
 
 
 

IMPORTANT: 
 
In order to log on to the PeopleSoft capital application, you have to first be given security 
access. To get security access you need to contact your departmental capital and/or budget 
division head 
 
If all else fails, contact your OMB analyst. 
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Step Action Notes 
 
1 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging on to the  PeopleSoft 
Capital Application”  
 
 

 
2 

 
To “create a new project site”  you need to first find the project to which 
you will be creating the new project site in 
 

Once you have found  the project click on the “Project Sites” tab 
 
 

NOTE:  
A project site can only be created once a project has been created and issued a 
project number 
 

 
 

 
3 

 

Enter the name for the project site. 
 
This should be written in upper and lower case 
 
Site names should be short and sweet 
 

Next, enter the project site description – this should be written the same 

format as your project description see Activity PS4: Creating a New 
Project in PeopleSoft - Step 12 
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4 

 
Next select from the drop down box - the site status 
 

 
 
This information allows the viewer to understand what phase the project is 
in 
 

 
 
 
 

 
5 

 
Next enter the project site address and location type 
 
 
You should be using the same format applied when entering a project 
address when entering a project site address 
 
When selecting the location type, select from the dropdown box. 
 
 
The location type is important for when we tie this information to GIS, this 
will be needed 

NOTE:  
 
 For street directions - always use caps;  do not spell out the word - 
examples below 

 NW   
 SW 
 SE 
 NE 

 
Always use abbreviations in upper and lower case - examples below  

 St 
 Ave 
 Ter 
 Rd 
 Cswy 
 Way 

 
If it a site, examples below 

 Miami International Airport 
 Dante B. Fascell Port of Miami-Dade 

 
 
 
 
 
Example of an address 
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An example of an intersection address 
 
 

 
 
 
 
An example of a Land Mark address 
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Step Action Notes 
 
6 

 
 

Next select from the drop down box the Commission District  
 

When selecting the Commission District – you are selecting the 
Commission District that the project resides in. 
 
This information should MATCH what was enter for the project as a whole 
on the previous page 
 
 

 
 
 

 
 
 
 
 
 

 

7 
 
 

Next select from the drop down box the Community Council  
District the project serves 
 

NOTE:  
 
If this is not known, then select from the drop down box “Not Applicable” 
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Step Action Notes 
 
8 

 

Departmental Work Order No. 
 
Enter a number  
 
If you have an internal departmental work order number or received a work 
order (WO) number from ISD, enter the information here 
 
 
 
 

 
 

 
 
 
 
 

 
 
 

 
9 

 

Work Order Amount 
 
Enter a value 
 
If you have a value tied to the work order, enter that value here. 
 
 
This information should always be written in whole numbers. 
 
An example  
$1. 5 million  should be entered as $1,500,000 
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Step Action Notes 
 
10 

 

Original Budget 
 
Enter a value 
 
This is the original value of the project 
 
 
This information should always be written in whole numbers 
 
An example  
$1. 5 million  should be entered as $1,500,000 
 

 
 
 

 
11 

 
.  

Actual Cost 
 
Enter a value 
 
This is the actual cost of the project 
 
This information should always be written in whole numbers 
 
An example  
$1. 5 million  should be entered as $1,500,000 
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12 

 

Percent Complete 
 
Enter a value 
 
This is the percentage amount the project has completed 
 
 
A value of 100 indicates the project is fully completed 
 
 

 
 

 

 
13 

 

PTP  Project Information 
 
You should only be entering information in this area if your project is 
a PTP project 

 
Select from the drop down box 
 

 
 

HINT: 
 
If your project is using PTP revenues, it is a PTP project 
 
 

NOTE: 
If you do not know this information, contact your OMB business analyst for 
assistance 
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14 

 

QNIP  Project Information 
 
You should only be entering information in this area if your project is 
a QNIP  project 
 
Select from the drop down box 

 
 
HINT: 
If your project is using QNIP revenues, it is a QNIP project 
 

NOTE: 
If you do not know this information, contact your OMB analyst for 
assistance 
 

 
 
 
 
 

 
15 

 

BBC GOB  Project Information 
 
You should only be entering information in this area if your project is 
a BBC GOB  project 
 
Select from the drop down box 
 

 
 
 
If you project is a BBC GOB project select the “Ballot Question No” and 
“BCC GOB Proj No” from the drop down box 
 

HINT: 
If your project is using BBC GOB revenues, it is a BBC GOB project 
 

NOTE: 
If you do not know this information, contact your OMB analyst for 
assistance 
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16 

 
 

Projected Start Date and Projected End Date  
 
Enter both a projected start and end date 

 
Entering a projected start and end date for a project is important as it 
gives the viewer an idea of when the project is projected to start and finish 
 
This is just a projection and should not change once that information has 
been entered 
 
Should the projected start or end date change that needs to be noted in the 
comments section 
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17 

 

Actual Start Date and Actual End Date  
 
Enter both an actual start and completion date 
 
Entering the actual start and end date of a project is important as it 
advises the viewer when the project actually started and when it was 
officially completed 
 
This information should ALWAYS be entered correctly in the system 
because: 

 Commissioners, the Commission Auditor, and various other 
individuals have access to this system and can look at any  point 
and time in the database for information on projects and use that 
information 

 When information is needed on a project and the project manager 
cannot be found, the user can use the information in the system to 
extract information 

 

 
 
 

 
 
 
 

 
18 

 

Project Manager Information 
 
 
The information in this section should ALWAYS be completed 
 
Should a viewer have a question on a particular project and the information 
provided in the comments section does not provide the information, this will 
advise the viewer who to contact with questions 
 
Enter information 
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Step Action Notes 
 
19 

 

Project Site Comments 
 
Enter comments in this section 
 
The information in this section should ALWAYS be completed and updated 
on a monthly basis 
 
 
 

 
 
 

NOTE:  
 
If you date the comments at the end, it helps the viewer how recent the 
comments were 
 
 
 
 

 

 
20 

 
 

Save the information entered   
 
 
Once you have entered all the necessary information for the newly created 

project, click on the Save icon 
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21 

 

Project Site Number  
 
 
 
Once the project site has been saved, a project site number will be 
generated 
 

 
 
 
 
 

Project Site 
_____________ 
 
Project Site 
_____________ 
 
Project Site 
_____________ 
 
Project Site 
_____________ 

 

                              --End Activity-- 
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Activity PS6: Archiving a Project in PeopleSoft  
 
 

In this activity, the user will learn how to “Archive a project” in the PeopleSoft capital 
application. 
 

Understanding how to “Archive a project” in the PeopleSoft capital application is 
important because… 
 

 
 When a project is completed it must be archived 

 
 

NOTE: 
 
You will only see those projects in the department to which you have security access to  
 
 

Step Action Notes 
 
1 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging On To The 
PeopleSoft Capital Application”  
 

 

 
2 

 

To “Archive a project” in PeopleSoft you must first find the project to 
be archived 
 
To find the project you wish to archive, you have three options 
 

1) Select the two-letter code for the department where the project 
resides or 
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2) Enter the project number you wish to archive or 
 
 

 
 
 

3) Enter part of the project name 

 
 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 
 
 
 

 
 
 
 
 
Use all the methods above to search for a project 
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3 

 
Once you have found your project-  on the right-hand side of the project 

number you will see a box that says “Archive” – check that box 
 

 
 

 
 
 
 

 
4 

 

To complete the archiving process you need to Save the information 
entered 
 

Click on the Save icon 
 

 
 

NOTE: 
 

By archiving the project, the project will no longer be displayed  in 
either the Proposed or Adopted budget books and it will no longer be 
included in your capital narrative financials 
 
 
 
 

 
 

 
5 

 

Important: 
 
To unarchive a project just uncheck the “Archived” 
box 
 

 
 
 

Archived
Project __________ 
 
Unarchived 
Project____________ 

--End Activity-- 
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Activity PS7: Creating an Unfunded Project in  
       PeopleSoft  
 
 
 
 

In this activity, the user will learn how to “create an unfunded project” in the 
PeopleSoft capital application. 
 
 

Understanding how to “create an unfunded project” in the PeopleSoft capital 
application is important because… 
 

 
 Unfunded projects will be included in your departmental Proposed /Adopted narratives 

(see example below) 
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1 
 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS2 “Logging on  to the  
PeopleSoft Capital Application”  
 

 

 
2 

To a create an “unfunded project” in PeopleSoft you must first find 

the project you want to mark as “unfunded” 
 
To find the project you have three options 
 

1) Select the two-letter code for the department where the project 
resides or 

 
 

2) Enter the project number or 
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Step Action Notes 
 

3) Enter part of the project name 
 

 
 

 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 

 
 
 
Use all the methods above to search for a project 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3 

 
Once you have found your project-  scroll down to where you find the 

“Unfunded” box 
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Step Action Notes 
Check the “Unfunded” box 
 

 
 
 

Step Action Notes 
 
4 

 
In addition to checking the “Unfunded” box – the “Estimated 
Total Project Cost” value - must also be entered 
 

 
 
 
 

The “Estimated Total Project Cost” is what the estimated cost is 
to actually complete the project – what you would have budgeted if this was 
a funded project 
 
 
When entering a value – use whole numbers. 
 
An Example $10 million is 10,000,000  
 
 

 

 
5 

 
 

To complete the process of moving a funded project to “Unfunded”, you 

need to Save the information entered 
 
 

Click on the Save icon 
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Step Action Notes 
 
 
 

NOTE: 
 

By marking the project “Unfunded”, the project will no longer show as… 
 

4) An active project in the Proposed or Adopted budget books  
 
5) It will no longer be included in your narrative capital financials 
 
6) It will however, appear in the back of your capital narrative as an 

unfunded project. 
 

 
 
 
Unfunded 
Project __________ 
 
 
 
 
 
 
 

 
 
 

--End Activity-- 
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Activity PS8: Deleting a Project Site in PeopleSoft  
 
 
 
 

In this activity, the user will learn how to “delete a project site” in the PeopleSoft capital 
application. 
 
 

Understanding how to “delete a project site” in the PeopleSoft capital application is 
important because… 
 

 
 Projects in CBAT are budgeted at the Project Site level only 

 
 By deleting unnecessary project sites, it reduces errors when budgeting in CBAT, as 

only active project sites will be listed 
 

 
 
 
 

NOTE: 
 
You will only see those projects in the department to which you have security access to  
 
 
 
 
 

IMPORTANT 
 
You DO NOT want to delete project sites that have funds allocated to it as it will impact 
your overall total project cost 
 
Remember… All project sites roll –up to your total project cost 
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Step Action Notes 
 
1 
 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging on to the  
PeopleSoft Capital Application”  
 

 

 
2 

 
To a delete a  “project site” in PeopleSoft you must first find the 
project tied to the project site your wish to delete 
 
To find the project you have three options 
 

1. Select the two-letter code for the department where the 
project/project site resides in or 

 
 

2. Enter the project number tied to the project site you are seeking 
or 
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3. Enter part of the project name 

 
 
 
 

 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 

 
 
 
Use all the methods above to search for a project 

 
 
 
 
 
 
 
 

 
3 

 

 Once you have found the project  you need to click on the “Project 
Sites List” tab 
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Step Action Notes 
 

Once on the “Project Sites List” form, scroll to the right where the 
delete box is located. 
 
 

 
 
 
 
Check the project site you wish to delete 

 
 
 

Step Action Notes 
 
4 

 

To complete the process of deleting the project site, you need to Save 
the information entered 
 

Click on the Save icon 

 
 

NOTE: 
 
By saving this information, the project site will be deleted permanently 
 
 
 

 
 
Project __________ 
 
Deleted 
Project Site_________ 
 
 
 
 

 
 
 

--End Activity— 
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Activity PS9: Deleting a Project in PeopleSoft  
 
 

In this activity, the user will learn how to “delete a project” in the PeopleSoft capital 
application 
 

Understanding how to delete a project in the PeopleSoft capital application is 
important because… 
 

 
 It reduces project clutter in both PeopleSoft and CBAT 

 
 

 
 
 
 
 
 
 

NOTE: 
 
You will only see those projects in the department to which you have security access to  
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Step Action Notes 
 
1 
 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging on to the 
PeopleSoft Capital Application”  
 

 

 
2 

 
To a delete a  “Project ” in PeopleSoft you must first find the project you 
wish to delete 
 
To find the project you have three options 
 

1. Select the two-letter code for the department where the project 
resides or 

 
 

2. Enter the project number or 
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3. Enter part of the project name 

 
 
 

 
 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 

 
 
 
Use all the methods above to search for a project 

 
 
 
 
 
 
 
 

 
3 

 
 Once you have found the project you wish to delete, click on the 

“Project Sites List” tab to make sure there are no “Project 
Sites” listed tied to the Project you want to delete. 
 
 
 

NOTE: 
Before you can delete a “Project” in the PeopleSoft application, you 

must first make sure all “Project Sites” linked to the “Project”, have 
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Step Action Notes 
been deleted. 
 
 

Please refer to Activity PS8: Deleting Project Sites in 
PeopleSoft 
 

 
 
 
 
 

Step Action Notes 
4  

To delete a “Project ”  click on the Project tab 
 
 

 
 
 

 
 
 
 

 
5 

 
Scroll down to the bottom of the page 
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Step Action Notes 
 
 
And check the delete box 
 
 

 
 
 
 
 

 
 
 

Step Action Notes 
 
6 

 

To complete the process of deleting the project ,  you need to Save the 
information entered   
 
 

Click on the Save  icon 
 

 
 
 
 

NOTE: 
 
By saving this information, the project will be permanently deleted 
 
 
 
 
 
 
 
 

 
 
 
 
 
Deleted 
Project___________ 
 
 
 

 

--End Activity-- 
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Activity PS10: Searching for an Archived Project in  
      PeopleSoft  
 
 

In this activity, the user will learn how to search for an archived project in the 
PeopleSoft capital application 
 

 

NOTE: 
 
You will only see those projects in the department to which you have security access to  

 
 
 

Step Action Notes 
 
1 
 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging on to the 
PeopleSoft Capital Application”  
 

 

 
2 

 

To find an archived project, click on  the “Find an Existing 
Value” tab 
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Step Action Notes 
 
 
3 

 

Next, you must check the “archived” box 
 
If the archived box is not checked, you will never find the archived project 
 
 

 
 

 

 
 
3 

 
To search for a project you can do it one of three ways.. 
 

1. Select the two-letter code for the department where the project 
resides or 
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2. Enter the project number or 
 
 

 
 
 

3. Enter part of the project name 

 
 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 
 
 
 

 
 
 
 
 
Use all the methods above to search for a project 
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Step Action Notes 
 
 
4 

 
Once you have found your archived project-  just click on either the project 
name or project number and… 
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Step Action Notes 
   
 
5 

 
…it will take you to the project page 
 

 

 
 
Pass  __________ 
 
Fail ____________ 

 

--End Activity-- 
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Activity PS11: Searching for an Unfunded Project in 
                         PeopleSoft  
 
 

In this activity, the user will learn how to search for an unfunded project in the 
PeopleSoft capital application 

 

NOTE: 
 
You will only see those projects in the department to which you have security access to  

 
 

Step Action Notes 
 
1 
 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS2 “Logging on to the  
PeopleSoft Capital Application”  
 

 

 
2 

 

To find an “Unfunded” project, click on  the “Find an Existing 
Value” tab 
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Step Action Notes 
 
 
3 

 

Next, you must check the “Unfunded” box 
 

If the the “Unfunded” box is not checked, you will never find the 

“Unfunded”  project 
 

 
 

 

 
 
3 

 

Once you have checked the “Unfunded” box, you can search for your 
project in one of three ways….. 
 

1. Select the two-letter code for the department where the project 
resides or 
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2. Enter the project number or 
 
 

 
 
 

3. Enter part of the project name 

 
 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 
 
 
 

 
 
 
 
 
All methods above can be used to search for an unfunded project in 
the PeopleSoft application 
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Step Action Notes 
 
 
4 

 
 
Once you have found your unfunded project-  just click on either the project 
name or project number and… 
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Step Action Notes 
 
5 

 
…it will take you to the project page 
 
 
 

 
 
 
 

 

--End Activity-- 
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Activity PS12: Moving an Unfunded Project in 
                         PeopleSoft to Funded 
 
 

In this activity, the user will learn how to move an unfunded project in the 
PeopleSoft capital application to funded 

 

NOTE: 
 
You will only see those projects in the department to which you have security access to  

 
 

Step Action Notes 
 
1 
 

 
First, you need to log on to the PeopleSoft capital application. 
 
For assistance refer to Activity PS2 “Logging on to the  
PeopleSoft Capital Application”  
 

 

 
2 

 

To find an “Unfunded” project, click on  the “Find an Existing 
Value” tab 

 
 
 

 
 
 
 
 
 
 
 



   
 
 

118 
 

Step Action Notes 
 
 
3 

 

Next, you must uncheck the “Unfunded” box 
 

If you did not uncheck the  “Unfunded” box,  your project will never 
move from unfunded to funded (active) and it will NOT show in CBAT 
 

 
 

 

--End Activity-- 
 
 
 
 
   



   
 
 

119 
 

Activity PS13: Unarchiving a Project in PeopleSoft  
 
 

In this activity, the user will learn how to “Unarchive a project” in the PeopleSoft capital 
application 
 

Understanding how to “Unarchive a project” in the PeopleSoft capital application is 
important because… 
 

 
 If a project was archived as a result of it being projected to be completed in the current 

year and thru the budget process it was realized that the project will be completed in the 
next fiscal year  - you need  to add it back as an active project to show  the expenditure 
authority as well as ensuring the project shows in the  proposed/adopted budget 
bookbook  
 

NOTE: 
You will only see those projects in the department to which you have security access to  
 

Step Action Notes 
 
1 

 
First, you need to log on to the PeopleSoft capital application 
 
For assistance refer to Activity PS2 “Logging On To The 
PeopleSoft Capital Application”  
 

 

 
2 

 

To “Unarchive a project” in PeopleSoft you must first find the 
project  
 
To find the project you wish to unarchive, you have three options 
 

1. Select the two-letter code for the department where the project 
resides or 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
 
 

120 
 

Step Action Notes 
 

 
4) Enter the project number you wish to archive or 

 
 

 
 
 

5) Enter part of the project name 

 
 
 
 

NOTE: 
Use the drop down box to assist if you only know part of the project name 
 
 
 

 
 
 
 
 
Use all the methods above to search for a project 
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Step Action Notes 
 
 
3 

 
Once you have found your project-  on the right-hand side of the project 

number you will see a box that says “Archive” – Uncheck that box 
 

 
 

 
 
 
 

 
4 

 

To complete the unarchiving process you need to Save the information 
entered 
 

Click on the Save icon 
 

 
 

NOTE: 
 

By unarchiving the project, the project will now appear in your 
departmental capital n arrative in the Proposed/Adopted budget books  
 
 

 
 

 

--End Activity-- 
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CBAT 
(Capital Budgeting Analysis Tool) 
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Activity CB1: Login to BAT Production Virtual Desktop 
 
 
In this activity you will log into the Virtual BAT Desktop and complete BAT related activities.  
You will only use these login steps when connecting to the BAT Production application.  For 
training classes, your instructor will provide steps to connect to the training application.  
 
The primary method to access and login to the BAT Virtual Desktop is via the BAT Web Portal.  
When you login to the Virtual Desktop, you will be connecting your local PC to a centralized 
BAT computer that contains all of the BAT software.  When connected to the Virtual Desktop, 
you will have all of the access that you have on your local machine – but without the connection 
problems. 
 
The steps below outline the steps to access the BAT Web Portal – and login to the BAT Virtual 
Desktop: 
 

Step Action Notes 
 
1. 

 
On your local desktop, open Internet Explorer 

 
 

 
2. 

 
In the URL bar, type: 
http://www.miamidade.gov/budget/bat.asp 
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3.  Add this URL to your Favorites.  Click Favorites > 
Add to Favorites 
 

 
 

This step is a one-time process.  
Once complete, you will access 
the BAT Production 
application by clicking the 
Favorites option. 

4.  In the Name Field type the desired description, then 

click Add 

 
The item is now saved in your Favorites list. 
 

To access the saved Favorite, 
simply click Favorites and 

select the BAT Production 
Application item. 

5. On the BAT Web Portal screen, click the BAT (log In) 
link 
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6.  On the login screen type your network User Name 

and Password.   
 
Click Log On. 
 

 
 
 
 

7.  Click the BAT Prod Win7X64  icon 
 

 
 
 

You will be connected to the 
BAT Virtual Desktop in a 
separate window. 
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8.  Located at the top of the screen you will see the 
Control Panel icons.  To display the icons, click the 

Arrow icon. 
 

 
Below is a list of each Control Panel icon and its 
function. 

 
 Home Icon: Click this icon to return to your 

local PC Desktop 
 

 OBM P..Gen8: Click this icon to return to the 
Virtual Desktop 

 
 Ctr+Alt+Del: When the Virtual Desktop times 

out, you will click this icon to return to the Virtual 
Desktop 

 
 Preferences: These items are preset for you  

Do not change 
 

 Devices: Do not change Devices 
 

 Window: Do not use the Window function 
 

 Disconnect: When you are finished working 
in the BAT system, click this icon to disconnect 
from the Virtual Desktop. 

 

When you are connected to the 
Virtual Desktop, you will 

always see the Control Panel 
Arrow icon located at the 
center, top of the screen. 
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11. From the BAT home page, click MDCCAP application 
 

 
 
 
 

 

12. The steps to complete specific BAT data will be 
discussed in upcoming activities 
 

 

   

9. From the Virtual Desktop, double-click the BAT 
Login (Internet Explorer) icon. 

 
 

 

10. At the BAT login screen, enter your User Name and 

Password.  Click Log On 
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13.  If you need to return to your local PC Desktop (for 
email or local Microsoft Office documents), click the 
Control Panel Arrow icon at the top of your screen. 
 

 
 

 

14. Click the Home icon. 
 

 
 

 

15. Your local PC Desktop will display 
 

 

16. To return to the Virtual Desktop, click the BAT 
Prod Win 7X64 icon (located in the icon tray located 
at the bottom of your Desktop) 
 

 
 

 

17. After 20 minutes of no activity on the Virtual 
Desktop, the screen will display as follows:  
 

 
DO NOT press these keys on your keyboard! 
 
Click the Control Panel Arrow to display the icons 
 
Click the Ctl+Alt+Del icon 
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18. Type your network Password and click the Go arrow 
 

 
 

 

 
19. 

You are returned to the Virtual Desktop where you 

may continue analyzing and entering CBAT data 
 
 

 
 
 

 

 
20. 

 
You may save files (i.e. Smart View (Excel files)) on the 
Virtual Desktop as desired 
  

 

 
21. 

 
From an Excel file, click File > Save As 
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22. 

 
In order to save and obtain access to saved files on the 
Virtual Desktop and your local machine, files must 
be saved to: 
Libraries > Documents > My Documents 
 

 
 

 
You may create sub-folders in 
the My Documents folder as 
desired. 

 
23. 

 
If you receive the following message, click 
Read/write access.  Also, check the box for Do 
not ask me again for this virtual desktop: 
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24. Type the new file name and click Save. 
 

 
The file is saved to the My Documents folder on the 

Virtual Desktop 

You may access all files in the 
Libraries > Documents > 
My Documents folder while 
connected to the Virtual Desktop.

25. Once you are finished working on the Virtual 
Desktop, you need to terminate the connection  
 
To disconnect from the Virtual Desktop click the 

Control Panel Arrow 

 
 

 

26. Click the Disconnect icon 
 

 
 
Your connection to the Virtual Desktop will be 
terminated 
 
 

 

--End Activity-- 
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Activity CB 2: Setting your Preferences 
 
 
 
If you have NEVER had the opportunity to set your prefrernces in CBAT, this activity will 
describe to the user on how to set their preferences  
 
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 
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Step Action Notes 
 
2. 

 
On the left-hand side of the screen there is a list.  
This is called the View Pane   
 
In the View Pane find the Preferences icon 
 
 

 
 
 
 
 
 

Click on the + sign next to Preferences. 
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Step Action Notes 
 
3 

 
Below is the Preferences screen 
 
Click on the Display Options tab 
 

 
 
 
 

 
 
 
 
 

 
4 

 
Please make sure that you set your preference to what you see below 
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Step Action Notes 

 
 

 
 
Then click on the SAVE icon 
 

 

--End Activity-- 
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Activity CB 3: Initializing your Project  
 
 
 
This acivity is very important step in CBAT. 
 
 
You must initialize your projects when: 
 

 Your project is a newly created project 
 You have been logged off the CBAT system for more than two months 

 
 
 
If you do not initialize your projects you will: 
 

 Not be able to budget your project in the CBAT system 
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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.   
 

 
 

 
Project________________ 
 
 
Project_______________ 
 
 
Project_______________ 
 
 
Project_____________ 

 
2. 

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

 
 

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. . 
 

 
 

4.   
You will see the Capital Task List folder expand. 

Look for the folder Initialize Capital Project 
Dashboard. 
 

 
 
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. 
 

 
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. 
 

 
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). 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
“P” denotes Project. 
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5A. When you have highlighted your selected Project just 
click on it.  
 

 
 

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

dropdown box. 
 

 
 
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: 

 The project number  
or 

 The project name 
 

 in the “Member” box to find your project of choice. 
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7. To initialize, click on the horizontal arrow button - also 
called the GO icon. 
 

 
 

 

7A. You will now see a list of project sites, associated 

with the Project you selected. 
 

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

 Project # 
 Site # 

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

 

 
8. 

 
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. 
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8A. 

 
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. 
 

 
 
This is how you know the project initialization was a 
success.  
 
NOTE: 
This successfully completes the initialization of the 
Project process. 
 
 
 

 

 
8B. 

 
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. 
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9. 

 
NOTE: 
 
Should you encounter the error message 
below…repeat this exercise to re-initialize the Capital 
Project Dashboard. 
 

 
 

 

--End Activity-- 
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Activity CB4: View Project Details in CBAT (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.  
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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.   
 

 
 

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

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
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5A. When you have highlighted your selected Project just 
click on it.  

 
 
 

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

 The project number  
or 

 The project name 
 

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

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

6A. 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. 
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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 
 

.  
 

7. 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. 
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7A.  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. 
 

 
 
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. 

 
7B. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
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7C. 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. 
 

 
 

7D. 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. 
 

--End Activity-- 
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Activity CB5: Budget a New Project 
 
 

Sub Activity 5A – 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. 
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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.   
 

 
 

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

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
 

 
 
Project__________________ 
 
 
 
Project___________________ 
 
 
 
Project__________________ 
 
 
 
Project___________________ 
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5A.  When you have highlighted your selected Project just 
click on it.  
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5B. Now the project you selected is showing in the 
dropdown box. 
 

 
 
Helpful Hint: 

 
To make it easier for the user for the user to find a 
Project,, the user can either type in: 

 The project number  
or 

 The project name 
 

 in the “Member” box to find your project of choice. 
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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 
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6A. 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. 

 
 
 

6B. When a Project has been selected, you will see in 

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

 
 
NOTE: 
All Project Sites will have the letter “S” in front of 
the number.  
 
“S” denotes Project Site.  
 

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. 
 

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

 

 
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.  
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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. 
 

 
 

--End Activity--
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Activity CB5: Budget a New Project 
 

Sub Activity 5B:  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. 
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Step Action Notes 
1. To add a New Revenue to a Project, the user must 

first be in the Rev & Exp form. 
 

 
 

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 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. 
 

 
 

2A.  To add a new Revenue (Funding Source) just right click 
anywhere in the revenue box 
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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. 
 

 
 

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

 
 

3A.  To select a new Revenue (Funding Source) the 

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

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

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

+  next to Funding Source Categories. 
 

 
 

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. 
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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. 
 

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

1) You are looking in the wrong category 
Or 
2) It is 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. 
 

 
 

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

needs to left click on the Revenue 
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5A. When the Revenue has been selected the user then 

needs to click on the ADD arrow to the right. 
 

 
 

5B. When the Revenue has been added, you will see it 
displayed. 
 

 
5C. 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 
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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. 
 

6A. 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. 
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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.  
 

 
 
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 
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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. 

 

 
 
And the Project Site name and number in the 
upper right-hand side of the form. 
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Activity CB5: Budget a New Project 
 

Sub Activity 5C:  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: 

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

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

 
 
 

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. 
 

 
 

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

 
 

 

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

 
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 
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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). 
 

 
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. 
 

 
 

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. 
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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. 
 

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

3) You are looking in the wrong category 
Or 
4) It is 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. 
 

 
 

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

needs to left click on the Revenue 
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5A. When the Revenue has been selected the user then 

needs to click on the ADD arrow to the right. 
 

 
 
 

5B. When the Revenue has been added, you will see it 
displayed. 
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5C. 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 
 

 
 

5D. 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. 
 

 
 
Your next step is to select the Milestone for the 

Revenue (Funding Source) you wish to add. 
 



   
 
 

199 
 

6. To select a new Milestone (Expenditure 
Category) the user must click on the “Member 
Selection” icon  to the right of the revenue box 
 

 
 

 
 
 

 
 

6A. 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). 
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6B. NOTE: 
In this section the user can add a Milestone 
(Expenditure Category) 
 

 
 

7.  To select a Milestone (Expenditure Category), 
just move your cursor and click on the Milestone 
selected. 
 
Now the Milestone selected is highlighted.  
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7A. When the Milestone has been selected the user then 

needs to click on the ADD arrow to the right. 
 

 
 

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

 
 

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 
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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) it is tied to. 
 
But you are not done yet. 
 

 
 

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. 
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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.  
 

 
 
For budgeting purposes, you will now see in your 
Capital Project Dashboard > Rev & Exp form 

the Revenue (Fund Source) added to the 

Expenditure form. 
 

 
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 
 

 
 
 
 

11A. By clicking on the + next to the Milestone, you will 

see the Milestone (Expenditure Category) 
added. 
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Activity CB5: Budget a New Project 
 
Sub Activity 5D:  Input Budget/Verify Calculations – New 
 
 
 
 
This activity will describe to users how to input budget numbers into both the Rev & Exp 
form.   
 
It is 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. 
 

 
 

  It is 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.  
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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.   
 

 
 

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

 
 

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.  
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
 
It is 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). 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
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5A.  When you have highlighted your selected Project just 
click on it.  

 
 

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

 The project number  
or 

 The project name 
 

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

 
 

6A. 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. 
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6B. When a Project has been selected, you will see in 

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

 
6C. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
 

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. 
 

 
 
The Project Site you selected will now be 
highlighted. 
 

8. 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. 
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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.  
 

 
8B. Please note that Revenues (1) are displayed at the top 

of the screen while Expenditures (2) are shown at the 
bottom. 
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9. REVENUES 
 
From the Rev & Exp form, pick a Funding 
Source and enter a value (amount). 
 

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

9A When the user enters a value (amount) into the 
Revenue form the box will turn yellow. 
 
 

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

 
 
 

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

9C. 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. 
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11. 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. 
 

 
11A. The user should see a listing of all the Milestones 

associated  and/or added to the Revenue (Funding 
Source) 
 

 
11B. Once the user has expanded the Milestones, a value 

(amount) can be entered. 
 

 
 
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 
 

 
 
 

 
 
NOTE: 
The YELLOW box now turns WHITE – this alerts the 
user that the data has been saved.  
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12     Verify the Expense Total calculated correctly 

 
 
NOTE: 
If the calculations are correct the formula cell should 
turn GREY in color. 
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Activity CB5: Budget a New Project 
 
Sub Activity 5E:  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. 
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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. 

 
 
 

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. 
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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. 
 

 
 
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. 
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3B.   The Revenue form on top will only show the 

selected Revenue (Funding Source) with a 
Revenue Total row. 
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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. 
 

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

 

 

 

--End Activity-- 
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Activity CB6: Budget an Existing Project 
 

Sub Activity 6A – 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. 
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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.   
 

 

 
Project_______________ 
 
 
 
Project______________ 
 
 
Project_______________ 

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

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
 

 

   



   
 
 

234 
 

4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
It is 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). 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project 
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5A.  When you have highlighted your selected Project just 
click on it.  

 
 

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

 The project number  
or 

 The project name 
 

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

 
 

6A. 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. 
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6B. When a Project has been selected, you will see in 

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

 
6C. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
 

 
 
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. 
 

 
 
The Project Site you selected will now be 
highlighted. 

 

Project Site 
_______________ 
 
 
Project Site 
_______________ 
 
 
 
Project Site 
_______________ 
 
 
Project Site 
_______________ 
 
 

8. 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. 
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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.  
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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. 
 

 
 

 

--End Activity-- 
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Activity CB6: Budget an Existing Project 
 

Sub Activity 6B:  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. 
 
 



   
 
 

244 
 

 

Step Action Notes 
1. To add a New Revenue to a Project, the user must 

first be in the Rev & Exp form. 
 

 
 

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 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. 
 

 
 

2A.  To add a new Revenue (Funding Source) just right click 
anywhere in the revenue box 
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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. 
 

 
 

3.  After the user has clicked on the Add Funding 
Source icon.  The user will see the screen below 
appear. 
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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 
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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). 
 

 
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. 
 

 

 

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. 
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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. 
 

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

5) You are looking in the wrong category 
Or 
6) It is 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. 
 

 
 

 

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

needs to left click on the Revenue 
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5A.  When the Revenue has been selected the user then 

needs to click on the ADD arrow to the right. 

 
 
 

 

5B. When the Revenue has been added, you will see it 
displayed. 
 

 

 

5C. 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 
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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. 

 
 
 

 

6A. 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. 
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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.  

 
 
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 
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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. 

 

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

 

 

 

 

 
--End Activity-- 
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Activity CB6: Budget an Existing Project 
 

Sub Activity 6C:  Add a Milestone – for an 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: 

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

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

 
 

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. 
 

 
 

 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. 
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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. 
 

 
 

3. After the user has clicked on the Add Milestone 
icon.  The user will see the screen below appear. 
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3A. The user should see two rows. 
1 - Funding Source 
2 -  Milestone 
 

 
 
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 
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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). 
 

 
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. 
 

 
 

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. 
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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. 
 

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

7) You are looking in the wrong category 
Or 
8) It is 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. 
 

 
 

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

needs to left click on the Revenue 
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5A.  When the Revenue has been selected the user then 

needs to click on the ADD arrow to the right. 
 

 
5B. When the Revenue has been added, you will see it 

displayed. 
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5C. 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 
 

 
 

 

5D. 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. 
 

 
 
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 
 

 
 
 

 

 
 

 

6A. 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). 
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6B. NOTE: 
In this section the user can add a Milestone (Expenditure 
Category) 
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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.  
 

 
7A. When the Milestone has been selected the user then 

needs to click on the ADD arrow to the right. 
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7B. When the Milestone has been added, you will see it displayed. 

 
 
 

 

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 
 

 
 

 

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) it is tied to. 
 
But you are not done yet. 
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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. 
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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.  

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

 
 
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 

 
 
 

11A. By clicking on the + next to the Milestone, you will 

see the Milestone (Expenditure Category) 
added. 
 

 
 

 

--End Activity-- 
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Activity CB6: Budget an Existing Project 
 
Sub Activity 6D:  Input Budget/Verify Calculations – Existing 
 
 
 
 
 
 
This activity will describe to users how to input budget numbers into both the Rev & Exp 
form.   
 
It is 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. 
 
It is 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.  
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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.   
 

 
 

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

 
 

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.  
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
 
It is 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). 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
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5A.  When you have highlighted your selected Project just 
click on it.  

 
 

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

 The project number  
or 

 The project name 
 

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

 
 

6A. 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. 
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6B. When a Project has been selected, you will see in 

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

 
6C. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
 

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. 
 

 
 
The Project Site you selected will now be 
highlighted. 
 

8. 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. 
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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.  
 

 
8B. Please note that Revenues (1) are displayed at the top 

of the screen while Expenditures (2) are shown at the 
bottom. 
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9. REVENUES 
 
From the Rev & Exp form, pick a Funding 
Source and enter a value (amount). 
 

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

9A When the user enters a value (amount) into the 
Revenue form the box will turn yellow. 
 
 

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

 
 
 

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

9C. 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. 
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11. 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. 
 

 
11A. The user should see a listing of all the Milestones 

associated  and/or added to the Revenue (Funding 
Source) 
 

 
11B. Once the user has expanded the Milestones, a value 

(amount) can be entered. 
 

 
 
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 
 

 
 
 

 
 
NOTE: 
The YELLOW box now turns WHITE – this alerts the 
user that the data has been saved.  
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12     Verify the Expense Total calculated correctly 

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

 
--End Activity-- 
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Activity CB6: Budget an Existing Project 
 
Sub Activity 6E:  View Revenue and Expense Detail for an Existing 
Project 
 
 
 
 
 
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. 
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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. 

 
 
 

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. 
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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. 
 

 
 
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. 
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3B.   The Revenue form on top will only show the 

selected Revenue (Funding Source) with a 
Revenue Total row. 
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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. 
 

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

 

 

 
--End Activity-- 
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Activity CB7: Map Index Code to Project/Project Site 
 
 
This activity will describe to users how to map an Index Code to a Project/Project Site within 
Hyperion CBAT system.  
 
By mapping an index code to a Project/Project Site creates an association: 

 That is used in the downloading of actuals from FAMIS into the Hyperion CBAT system 
 That enables the users to forecast projects/project sites using actuals from FAMIS 
 And allows for the mapping of expenses from funding sources to Index Codes so that 

the budget can be uploaded and exported into FAMIS. 
 
The mapping of index codes to Projects/Project Sites alleviates some of the burden on users 
doing annual journal entries to load project expenditures in FAMIS. 
 
It is important to note that the mapping of expenditure index codes is a one-time process.   
 
Since CBAT is a new system, the user will need to map ALL projects/project sites to index 
codes.   However, after your first initial mapping please note that only new index codes will have 
to be mapped by the user, moving forward. 
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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.   
 

 
2.  On the left-hand side of the screen there is a list.  

This is called the View Pane.  In the View Pane  
find the My Task List icon. 
 

 
 

Click on the + sign next to My Task List. 
 

   



   
 
 

305 
 

3.  You will see the My Task List folder expand. 

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

 
4.  You will see the Capital Task List folder expand. 

Look for the folder Project Index Code Mapping 
 

 
 
Click on the Project Index Code Mapping icon. 
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4A.  You will notice that the screen to the right has changed its view. 
 

 
 

 

5.  To the right of your screen you will notice a brown tab Task – 
Project Index Code Mapping 
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5A.   Underneath the tab - Task – Project Index Code 
Mapping is a drop down box with ALL your capital 
projects. 
 

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

number. “P” denotes Project.  
 
You will only be able to see those projects in your 
department and/or a department’s capital project you 
manage. 
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5B. To view the list of your capital projects from the drop 
down box - click on the arrow icon (which is pointing 
down). 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
 

5C. When you have highlighted your selected Project just 
click on it.  
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5D. Now the project you selected is showing in the 
dropdown box. 
 

 
NOTE:   
Write the project number selected in the notes column 
so you can keep track of all the projects you have 
mapped 
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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: 

 The project number  
or 

 The project name 
 

 in the “Member” box to find your project of choice. 
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6. Now that your selected Project is in the drop down 
box, you can begin mapping. 
 
To begin mapping, click on the horizontal arrow icon - 

also called the GO icon. 
 

 
 
NOTE: 
It is IMPORTANT to make sure that you ALWAYS click 
on the GO icon. 
 
If you do not click on the GO icon, your screen will not 
refresh which in turn will cause you to map your index 
codes incorrectly to a Project Site if you are not 
careful. 
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8B. You will now see a list of Project Sites, associated 

with the Project you just selected. 
 

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

9. Next, highlight the Project Site you wish to map and 

right click on the desired Project Site. 
 
You will notice a box pop-up to the right. 
Click on  - MAP INDEX CODE icon 

NOTE:   
Write the project site number selected in the notes 
column so you can keep track, what you have mapped. 
 

Project Site #  
 
_____________________ 
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9A. To view the list of Index Codes from the drop down box - click 

on the arrow icon (which is pointing down). 
 

 
 

 
 
NOTE:   
Write the Index Code selected in the notes column so you can 
keep track of what you have mapped. 
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9B. Using the drop down, select the desired Index Code 
to map. 
 
NOTE: 
The user will see a listing of ALL capital Index 
Codes. 
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9C. Helpful Hint: 
To make it easier for the user, type in the Index Code 

in the “Member” box…. 
 

 
 

 
 
…. And click on the Index Code. 
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10. Once the Index Code has been selected and to 

begin mapping, click on the horizontal arrow icon - 

also called the GO icon. 
 

 
 
IMPORTANT  
 
You MUST click on the horizontal arrow icon - also 

called the GO icon, when you have selected an Index 
Code to map. 
 

 

11. You will now see an empty field (box) displayed under 
the Budget heading. 
 
To map the Index Code, you must enter a value of 
“1” in the field (box). 
 

 
 
NOTE:   
If you do not enter in the field a value of “1”, your 
Index Code will NOT be mapped. 
 

 



   
 
 

317 
 

11A. Please note that the field (box) will turn YELLOW until 
the form is saved. 
 

 
 

 

11B. To SAVE, click on the Save icon. 
 

 
 

 

11C. After saving, a message will be displayed to advise you 
that: 
 

 It was run successfully 
and 

 That the data was saved. 
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12. To map another index code to a Project/ Project 
Site, just double click on the Project Index Code 
Mapping icon, to start the mapping process all over 
again. 
 

 
 

 

 

--End Activity-- 
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Activity CB8: Map Budget Expenses to Index Codes in 
Hyperion 
 
 
This activity will describe to users how to map budgetary expenses to Index Codes in 
preparation for export to FAMIS.   
 
There are multiple ways to access the Expense Mapping Composite form.  Both ways will be 
described in this activity. 
 
1. The FIRST way is to do the following: 

 Open the Capital Project Dashboard 
 Select a Project 
 Open the Expense Mapping Composite form 
 Map and Save budgetary expenses to related Index Codes. 

 
2. The Second way is to do the following: 

 Open the Capital Project Dashboard 
 Select a Project 
 Open the Budget Revenue and Expense form 
 From the Expense section, open the Expense Mapping Composite form 
 Map and Save budgetary expenses to related Index Codes. 

 
IMPORTANT: 
 
If you have not mapped an index code in Activity 5, you cannot continue on with this 
activity. 
 
Below is the FIRST way an individual can MAP Budget Expenses to Index Codes in the new 
Hyperion CBAT system. 
 

 Open the Capital Project Dashboard 
 Select a Project 
 Open the Expense Mapping Composite form 
 Map and Save budgetary expenses to related Index Codes 
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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.   
 

 
2.  On the left hand side of the screen there is a list.  

This is called the View Pane.  In the View Pane  
find the My Task List icon. 
 

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
 

Project # 
 
 
_____________________ 
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5A.  When you have highlighted your selected Project just 
click on it.  
 

 
 

Project # 
 
 
_____________________ 

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

 
 

 

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: 

 The project number  
or 

 The project name 
 

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

 
 

 

6A. 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. 
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6B. When a Project has been selected, you will see in 

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

 

 

6C. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
 

 
NOTE: 
All Project Sites will have the letter “S” in front of 
the number.  
 
“S” denotes Project Site.  
 

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. 
 

 
 
The Project Site you selected will now be 
highlighted. 

Project  Site # 
 
 
_____________________ 

7A. 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 pop-up to the right, click on the 
Index Expense Mapping icon. 

 
NOTE:   
Write the project site number selected in the notes 
column so you can keep track, what you have mapped 
 

Project  Site # 
 
 
_____________________ 
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8. You will notice that the screen has changed again. 
 
You will also see the project name and number 
displayed underneath the tab – Task – Capital 
Project Dashboard –Project Dashboard 

 
 
 
….as well as the project site name and number. 
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 Helpful Hint: 
 
The user will always know what screen they are in if 
they look at the “Bread Crumbs Trail” underneath the 
tab – Task – Capital Project Dashboard –
Project Dashboard 
 
The “Bread Crumbs Trail is…. 
Project Dashboard > Option 2 Index 
Budgeting 
 

 

 

8A. This screen is the Expense Mapping composite 
form. 
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8B. The top section (1) is the “Budgetary View” of 

Expenses by Fund and Milestone. 
 
The bottom section (2) is the “Financial View” of 

Expenses by Revenue (Funding Source), 
Index Code, and Milestone. 

 

 
IMPORTANT: 
The information entered in section 2 “Financial View” 
Expenses by Index Code and Milestone will be 
exported “uploaded” into FAMIS. 
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8C. Users can view the individual Milestones by clicking on the + icon in 

front of all the Milestones. 
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9. To budget expenses in this form, the user needs 
identify the Revenue (Funding Source) and expand 

the Milestone to click on a cell. 
 
Only WHITE cells are available for entering 
information.  
 

 
 

Revenue (Funding Source) 
 
 
 
 
 
Index Code 
 
 
 
______________________ 

9A. When entering information in the cell, please note that 
the field (box) will turn YELLOW until the form is 
saved. 

 
 

 

9B. To SAVE, click on the Save icon. 
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9C. After saving, a message will be displayed to advise you 
that: 
 

 The data has been SAVED. 
 

 
Click ok 
 

 

 Helpful Hints: 
 
In this form, the user will notice two numbers displayed 
underneath the Fiscal Year. 
 
1 = The Project Site Number 
 
2= The project Number 
 

 
 
This is to assist the user in keeping track of what 
Project/Project Site they are budgeting for. 
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Below is the Second way an individual can MAP Budget Expenses to Index Codes in the new 
Hyperion CBAT system. 
 

 Open the Capital Project Dashboard 
 Select a Project 
 Open the Budget Revenue and Expense form 
 From the Expense section, open the Expense Mapping Composite form 
 Map and Save budgetary expenses to related Index Codes 

 
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.   
 

 
2. On the left hand side of the screen there is a list.  

This is called the View Pane.  In the View Pane  
find the My Task List icon. 
 

 
 

Click on the + sign next to My Task List. 
 



   
 
 

336 
 

3. You will see the My Task List folder expand. 

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

 
 

4. You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A. 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 
 

 
4B. Form/Column 1 – Information Driver 

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

 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
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5A.  When you have highlighted your selected Project just 
click on it.  

 
 
 

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

 The project number  
or 

 The project name 
 

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

 
 

6A. 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. 
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6B. When a Project has been selected, you will see in 

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

 
6C. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
 

 
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. 
 

 
 
The Project Site you selected will now be 
highlighted. 
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7A. 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 pop-up to the right, click on the 
Budget Rev and Exp icon. 
 

 
NOTE:   
Write the project site number selected in the notes 
column so you can keep track, what you have mapped 
 

Project Site #  
 
 
____________________ 
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7C. Please note that Revenues (1) are displayed at the top 
of the screen while Expenditures (2) are shown at the 
bottom. 
 

 
 

 Helpful Hint: 
 
The user will always know what screen they are in if 
they look at the “Bread Crumbs Trail” underneath the 
tab – Task – Capital Project Dashboard –
Project Dashboard 
 
The “Bread Crumbs Trail is…. 
Project Dashboard > Rev & Exp 
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8B. In the Expense section (2), right-click on a 

Revenue (Funding Source).  
 
Revenues = 1 
Expenses  = 2 
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8C. Now click on the Index Expense Mapping icon. 
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9. You will notice that the screen has changed again. 
 
You will also see the project name and number displayed 
underneath the tab – Task – Capital Project Dashboard –
Project Dashboard 
 

 
 
….as well as the project site name and number. 
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 Helpful Hint: 
 
The user will always know what screen they are in if they look at 
the “Bread Crumbs Trail” underneath the tab – Task – 
Capital Project Dashboard –Project Dashboard 
 
The “Bread Crumbs Trail is…. 
Project Dashboard > Option 2 Index Budgeting 
 

 
 

 

9A. This screen is the Expense Mapping composite form. 
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9B. The top section (1) is the “Budgetary View” of 

Expenses by Fund and Milestone. 
 
The bottom section (2) is the “Financial View” of 

Expenses by Revenue (Funding Source), 
Index Code, and Milestone. 

 

 
IMPORTANT: 
The information entered in section 2 “Financial View” 
Expenses by Index Code and Milestone will be 
exported “uploaded” into FAMIS. 
 



   
 
 

351 
 

9C. Users can view the individual Milestones by clicking 

on the + icon in front of all the Milestones. 
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10. To budget expenses in this form, the user needs identify the 
Revenue (Funding Source) and expand the Milestone to 
click on a cell. 

 
 
Only WHITE cells are available for entering information.  
 

 
 

 

10A. When entering information in the cell, please note that the field 
(box) will turn YELLOW until the form is saved. 

 
 

 

10B. To SAVE, click on the Save icon. 
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10C. After saving, a message will be displayed to advise you 
that: 
 

 The data has been SAVED. 
 

 
Click ok 
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 Helpful Hints: 
 
In this form, the user will notice two numbers displayed 
underneath the Fiscal Year. 
 
1 = The Project Site Number 
 
2= The project Number 
 

 
 
This is to assist the user in keeping track of what 
Project/Project Site they are budgeting for. 
 

 

--End Activity-- 
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Activity CB9: Forecast Current Year Expenses  
 
 
 
 
 

This activity will describe to users how to view Forecast Current Year Expenses in 
Hyperion.   
 
This task utilizes the Forecast Composite form which will display project/project site 
Actuals, Budget, and Forecasted data. 
 
 
It is important to note that if the user has not mapped their index codes to a Project/Project Site, 
the user will NOT be able to forecast. 
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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.   
 

 
 

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

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A.  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 
 

 
4B.  Form/Column 1 – Information Driver 

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

 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project. 
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5A.. When you have highlighted your selected Project just 
click on it.  

 

 
 

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

 The project number  
or 

 The project name 
 

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

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

 
 

 

6A. 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. 
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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 
 

 
 

7. 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. 
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7A. Selecting a Project Site should be done immediately 

after the user has selected a Project. 
 
To a select, just move your curser to a Project Site, 
highlight, and double click. 
 

 
 
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. 
 

7B. The Project Site list that you will see, are ONLY 

those Project Sites associated to the Project you 
have selected. 
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7C. 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. 
 

 
 

7D. 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. 
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8. Now that you have selected your Project Site to 

Forecast, right-click  on the project site and a pop-up 
box will appear to the right  
 
Click on the Forecast Form icon. 
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9. The user will now notice that the screen has changed 
its view. 
 
This is called the Forecast Composite form view. 
 
The Forecast Composite form  is divided into 3 
sections:  

1. Actuals 
2. Budget 
3. Forecast 

 

 

1 

2 

3 
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9A. The bottom of the form (section 2) contains: 

 The Revenue (Funding Source) 
 The Index Code mapped -by the user to 

that Revenue (Funding Source)  
 The Adopted Budget (current year) for 

the Milestone associated to the Revenue 
(Funding Source) 

 

 
NOTE:  
The user cannot edit the Budget from this form. 
 

9B. You should be able to see the Revenue (Funding 
Source) 
 

 
9C. The index code mapped to the Revenue (Funding 

Source) 
 

 

2 
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9D. And lastly, you should see Milestones. 
 

 
 

 

9E. To open a Milestone and view all the Milestones, 

the user must click on the + icon 
 

 
9F. Once you click on the + icon next to the Milestone, 

you will see the list expand. 
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9G. Section 2 of the form is where the user can see the 
budgeted expenses and forecast.  
 
The user will be able to forecast by Revenue (Funding 
Source) and Milestone. 
 
NOTE:   
 
If you have not mapped your index codes, you will NOT 
be able to forecast. 
 

 
10. To forecast, just select the index code, and the 

Milestone you wish to add a dollar value to. 
 

 
 

 

10A. The user has two ways to forecast: 
 
1 – Monthly 
2 – Quarterly 
 

10B. For  monthly forecasting, the user just adds a 
dollar value in the Milestone and Month 
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10B. For quarterly forecasting, the user needs to add 
the dollar value in the quarter in which it will be 
expended. 
 

 
 
NOTE: 
 
If you forecast quarterly, the CBAT system will divide 
that number in 3 and equally distribute the value across 
the three months for that particular quarter chosen. 
 

11. When adding a value, the user will notice that the cell 
turns YELLOW. 
 
This is to remind the user that the information stored in 
that cell has not been saved. 
 

 
NOTE:  
 
GRAYcells = means that the user cannot make a 
change to that cells value. 
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11A. To SAVE the information stored in the  YELLOW 
cell, the user must click on the SAVE icon found in 
the upper right-hand corner of the screen 
 
 
 

 
 

11B. Once the value has been saved, the user will see a box 
like the one below pop up on their screen. 
 
Also note, that the values saved now reside in a white 
box. 
 
WHITE cells  = Saved information 
 

 
 

--End Activity-- 
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Activity CB10: View Unfunded Project Details  
       
 
It is important for the user to remember that capital Projects and Project Sites are created in the 
PeopleSoft component NOT Hyperion (CBAT). 
 
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 and/or 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 
 Unfunded 

 

 
It is important to note that to mark a project as “Unfunded”, the user will have to go into 
PeopleSoft.   
 
This activity only assists the user in viewing Unfunded Project Details in Hyperion.   
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Step Action Notes 
1. On your right-hand side under Quick Links you will 

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

 
 
 

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

 
 

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. . 
 

 
 

4.  You will see the Capital Task List folder expand. 

Look for the folder Unfunded Project Details. 
 

 
 

Click on the Unfunded Project Details icon. 
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4A.  To the right of your screen you will notice a brown tab Task – 
Unfunded Project Details. 
 
This is your Unfunded Project Details form.  
 

 
NOTE: 
You will notice that the Unfunded Project Details form is 

similar to that of your Project and Project Site Details 
form. 
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4B.  Underneath the tab - Task – Unfunded Project 
Details is a drop down box with ALL your unfunded 
capital projects. 
 

 
 
NOTE:  
You will only be able to see those unfunded capital 
projects in your department and/or the capital projects 
you manage for another department. 
 
The drop down box will ONLY display unfunded 
capital projects. 
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5.  To view the list of unfunded projects from the drop 

down box - click on the arrow icon (which is pointing 
down). 
 
 

 
 
 
 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project. 
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6. To select an Unfunded Project from the drop down 
box, just use your mouse to highlight the project and 
click. 
 

6A. You will now see the Unfunded Project you 
selected in the drop down box.  
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7. To select the Unfunded Project and review the 

project information “project attributes”, click on the 

horizontal arrow button - also called the GO icon. 
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7A. The Unfunded Project Details form will appear.   
 
Each attribute (account) is prefixed with “Project” for 
user clarity.  
 
It is important to note that at the top of the form, the 
Project name and number is displayed. 
 
P3810000 – Repair Drainage System at the Training 
and Treatment Center 
 

 
 
 
Note: 
Only “unfunded projects” are listed in this form.  
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7B. Unfunded Projects can be found by either entering 
the project number or typing part of the project name in 
the Member field. 
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8.  To select another unfunded project, simply go back 

to the drop down box and click on the arrow icon 
(which is pointing down) to view the list of unfunded 
projects again. 
 

 
 

 
 
 

 

 
--End Activity— 
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Activity CB11: Running the BAT Unfunded Projects 

 Report 
 
 
 
 
 

This activity will guide the user you through the steps in running the BAT Unfunded Projects 
Report, and reviewing the data. 
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Step Action Notes 
1. Immediately  after logging on to CBAT, you will see the 

screen below 
 

 
 

2.  To access CBAT Reports, you need to click on the 

Explore icon, located in the upper left-hand side of 
the screen. 
 
This is called the “Tool Bar” 
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3.  Once you have clicked on the Explore icon, the 
screen will change again to what you see below. 
 

 
3A.  Under Folders, you will see a grouping of folders. 

 

Click on + next to the CBAT Reports icon. 
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3B.  When you click on + next to the CBAT Reports icon 
you will see the folder expand. 
 

 
 

3C.  Once you have clicked on the + next to the CBAT 
Reports icon you will see the right side of the screen 
change. 
 
It will contain a listing of available Capital – CBAT 
reports 
 

 
 

4.  From the listing of CBAT (Capital) Reports, right 

click on the BAT Unfunded Project Report icon  
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4A. After you have right clicked on the BAT Unfunded 
Project Report icon, the following pop-up box below 
will appear. 

 

 
 

5. Click on the Open In icon. 
 
Open In icon asks the user, in what format do you 
wish to view the report in. 
 
Click on the PDF Preview icon 
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5A. After you have click on the PDF Preview icon, the 
following screen pops up. 
 
This is the Respond to Prompts screen 
 

 
NOTE:  
 On the right-hand side of the screen there is a notation to let 
you know what report you are running. 
 

5B. In this screen, you must enter your two letter 
department code. 
 
However, in addition to your two letter department 
code, you must always type in the letter “E”. 
 
”E” stands for entity. 
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5C. After you have entered “E” and your  two letter 
department code, click the OK icon, located in the 
lower right-hand of the screen 
 

 
 

 
 

6. The BAT Unfunded Project Report displays for the 

Department selected on the Respond to Prompts 
screen.   
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6A. This is what you will see in both the Proposed and Adopted 
budget books for your department. 
 
The Unfunded Project’s name…. 
 

 
 

 
 
 
 
 
 
   

6B. The Unfunded Project’s  location 
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6C. And The Unfunded Project’s total estimated cost 
 

 
 

7. To Print and Save the report just, right click on the report 
screen and do as you would normally would do when the 

Print icon appears. 
 
You can save this report as a PDF. 
 

 

--End Activity-- 
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Activity CB12: Running the BAT Project All Revenue 
and Expenditure Budget Report 
 
 
 
 
 

This activity will guide the user through the steps in running the BAT Project All Revenue and 
Expenditure Budget Report, and reviewing the data. 
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Step Action Notes 
1. Immediately  after logging on to CBAT, you will see the 

screen below 
 

 
 

2.  To access CBAT Reports, you need to click on the 

Explore icon, located in the upper left-hand side of 
the screen. 
 
This is called the “Tool Bar” 
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Step Action Notes 
3. Once you have clicked on the Explore icon, the 

screen will change again to what you see below. 
 

 
 

3A. Under Folders, you will see a grouping of folders. 
 

Click on + next to the CBAT Reports icon. 
 

 

 
 
 
   

3B. When you click on + next to the CBAT Reports icon 
you will see the folder expand. 
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3C. Once you have clicked on the + next to the CBAT 
Reports icon you will see the right side of the screen 
change. 
 
It will contain a listing of available Capital – CBAT 
reports 
 

 
 

4. From the listing of CBAT (Capital) Reports, right 

click on the BAT Project All Revenue and 
Expenditure Report icon  
 

 
 

4A. After you have right clicked on the BAT Project All 
Revenue and Expenditure Report icon, the 
following pop-up box below will appear. 
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5. Click on the Open In icon. 
 
Open In icon asks the user, in what format do you 
wish to view the report in. 
 
Click on the PDF Preview icon 
 

 
 

5A. After you have click on the PDF Preview icon, the 
following screen pops up. 
 
This is the Respond to Prompts screen 
 
NOTE:  
 On the right-hand side of the screen there is a notation to let 
you know what report you are running. 
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5B. In this screen, you must enter your two letter 
department code. 
 
However, in addition to your two letter department 
code, you must always type in the letter “E”. 
 
”E” stands for entity. 
 

 
 

 
 

5C. After you have entered “E” and your  two letter 
department code, click the OK icon, located in the 
lower right-hand of the screen 
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6. The BAT Project All Revenue and Expenditure 
Budget Report displays all the projects that correspond to 
your department selected in the Respond to Prompts screen.  
 
Users will only have access to the department they are in 
and/or the department they manage a project for. 
 
The report will print out a listing of all your funded projects. 
 
Below is just a snap shot of a project displayed. 
 

 
 

7. To Print and Save the report just, right click on the report 
screen and do as you would normally do when the Print icon 
appears. 
 
You can save this report as a PDF. 
 

 

--End Activity-- 
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Activity CB13:  Forecast Current Year Expenses in 

 Hyperion – (Seed ‘Prior’) 
 
 
 
This activity will describe how to use the forecasting function in CBAT. 
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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.   
 

 
 

 
2. 

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

 
 

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. . 
 

 
 

 
4. 

 
You will see the Capital Task List folder expand. 

Look for the folder Capital Project Dashboard 
 

 
 
Click on the Capital Project Dashboard icon. 
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4A. 

 
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 
 

 
 
4B. 

Form/Column 1 – Information Driver 
 
This is the driver of your Capital Project 
Dashboard. 
It is called the “Master” form and it is interactive.  
 

 
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). 
 

 
 
NOTE: 
All Projects will have the letter “P” in front of the 
number.  
 
“P” denotes Project.  
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5A. 

 
When you have highlighted your selected Project just 
click on it.  

 
 
 

 
5B. 

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

 The project number  
or 

 The project name 
 

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

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

 

 
6A. 

 
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. 
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Step Action Notes 
7  

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 the 
Forecast Form icon. 
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Step Action Notes 
 
8. 

 
The Forecast Composite form displays the following data: 

4. Actuals 
5. Historical Years Data 
6. Current Year Budget 
7. Current Year Forecast 

 

 

 
2. Historical Years budget is 
for all years previous FY14-15 
 
“Prior Year” in the Budget 
Book is calculated by adding 
Column 2 and Column 4. 

 
9 

 
Data can be entered for the specific project/site 
combination by opening the + sign next to the Milestones. 
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Step Action Notes 
 
10. 

 
Using the right click menu, a funding source can be 
added for historical information and current year forecast 
if it is not available. 
 

 

10. Data can only be entered in the Historical Data field and 
the Current Year Forecast. 
 

 

11. Once entered the values will also appear on the Budget 
Revenue and Expense Form to enhance the data 
available for Budgeting 

 
 
 

--End Activity-- 
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415 
 

Activity CB14:  Printing Departmental Capital Projects  
      Report 
 
 
 
This activity will describe to the user how to print a capital report that will print ALL your 
departmental capital projects. 
 
 
This is NOT a report to print individual capital projects. 
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Step Action Notes 
 
1. 

 
To access capital reports, you must be logged on the BAT system. 
 
 
Please remember that  - 

 your user name is your employee ID 
 your password is the password you selected  

 

 
 

 
2. 

 
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.   
 
 

 
 
 
 
 
 
 
 
 

Step Action Notes 
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Step Action Notes 
 
3. 

 
On the left hand side of the screen in the blue box will see “EXPLORE”. 
 
Click on the EXPLORE” icon.  
 
 

 
 

4.   
 
You will see  the screen change  
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Step Action Notes 
 
5. 

 
On the left hand side you will see a file that says “CBAT Reports”. 
 

Click on the + next to “CBAT Reports to expand the file 

 
 

 
6 

 
Now click on the “Capital Reports” icon.  
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Step Action Notes 
 
7 

 
You will see the screen change to the right 
 

 
 

 

 
8 

 
To print a report to see ALL your department’s capital projects, click 
on “All Departmental Projects Report” so that it is 
highlighted in grey. 
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Step Action Notes 
 
9 

 
Right click on the “All Departmental Projects Report” icon 
and you will see a small box appear to the right pop up. 
 

 
 

 

 
10. 

 
Click on “Open In” and you will see another box to the right pop 

up  
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Step Action Notes 
 
11 

 
Now click on the “PDF Preview” icon.  
 

 
 
 

 

 
12 

 
Next, you will see the following screen appear 
 

 
 
Click on the icon to the right of the box 
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Step Action Notes 
 
13 

 
Next, you will see the screen below appear 

 

 

14.   

Click on the + next to “Entity” folder to expand the file 
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Step Action Notes 
 
15 

 
Now you will see the folder expanded. 
 

IMPORTANT NOTE: 
“Department_Rollup”  is ONLY for active  capital projects 
 

Click on the + next to “Department_Rollup” folder to expand the file 
 

 
 

 

 
16 

 
Now you will see that the folder has expanded again. 
 
Scroll down and find your two letter code for your department 
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Step Action Notes 
 
17 

 
Once you have found your department’s two letter code, click on the box 
until you see a check mark appear 
 
 

 
 
 
 
 

 
 
 
 

 

 
18 

 
Now scroll down  until you see two arrows on your right-hand side 
 
Click on the arrow pointing to the right 
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Step Action Notes 
 
19 

 
Now you will see in the box to your right,  your department appear 
 
 
 

 
 
 

 
 

 
20 

 
Click on the box until you see a check mark appear 
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Step Action Notes 
 
21 

 

Click on the OK  icon located at the bottom right-hand side of the box  
 

 
 
 

 

 
22 
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Step Action Notes 
 
23 

 

Once you have clicked on the OK  icon located at the bottom right-hand 
side of the box  it will bring you back to the box below where you will see 
your two letter department code 
 
 

 
 

 
24 

 

If your two letter department code appears in the box then click on the OK  
icon located at the bottom right-hand side of the box  
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Step Action Notes 
 
25 

 
Within a few minutes, you should see your departmental project report for ALL 
your projects 

 
 

  
26 

 

To print your  report, simply click on the print icon on your screen 

 
 
 

 

--------------------      End Activity      ----------------------- 
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Worksheet 
 
Newly created projects 
 
Prj#__________________________                Prj Site #_________________________ 
 
 
Prj#__________________________                Prj Site #_________________________ 
 
 
Prj#__________________________                Prj Site #_________________________ 
 
 
Prj#__________________________                Prj Site #_________________________ 
 
 
 
 
Funded (Active) project moved to Archived Project 
 
#__________________________                  
 
Archived project moved to Funded (Active) Project 
 
#__________________________                  
 
 
 
Newly created Unfunded Project 
 
#__________________________                  
 
 
Unfunded Project moved to Funded (Active) 
 
#__________________________                  
 
 
 
Project sites deleted 
 
Prj#__________________________                Prj Site #_________________________ 
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