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Activity PS1: Logging on to the PeopleSoft Capital
Application

In this activity, the user will learn how to “l0og 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”.
ORACLE’
PEOPLESOFT ENTERPRISE

Password:

Forgot Your Password?

E

2. For training purposes, your password will be “passwordl1”.

NOTE:
When you are in production, your password will be the same
password you use when signing in to do your e-Par.

ORACLE’
PEOPLESOFT ENTERPRISE

UserID: |

Password:

Forgot Your Password?

£
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Once you have logged on, the screen below will appear.

Scroll down and click on the Miami-Dade Custom
icon.

HIAH!

Favorrtes Main Menu
A4 v

}Ilenu :

I ®

[ My Favorites

[> Self Service

[> Manager Self Service

[ Recruiting

> Workforce Administration
[> Organizational Development
[ Set Up HRMS

[> Enterprise Components
> Worklist

[> Tree Manager

l> Repomng Tools
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Step Action

4,

The next screen that will appear is shown below.

Please click on the Projects icon which will take you to the main
screen.

HAME

iavcrvrites Main vMenu > Miami—Dad'e Custom
Miami-Dade Custom
ﬁ Miami-Dade Custom

Capital Improvement
i =] Departments

Notes

10
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Step Action Notes

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

HMiaMi

Favorites = Main Menu > Miami-Dade Custom > Capital Improvement
- - -

MDC_CI_PROJECT

Enter any information you have and click Search. Leave fields blank for a lis

Find an Existing Value Add a New Value

~w Search Criteria

-

Project Number: = [
Departmentid: begins with ~ |

Project Name: begins with ~ |

[l case Sensitive

Search | Clear

Basic Search [gf Save Search Criteria

Find an Evictina Valua | add o Rlawevalua

--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.

13
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Step

1

Action
First, you need to log on to the PeopleSoft capital application.

For assistance refer to Activity PS2 “Logging on to the
PeopleSoft capital application”

Once you have logged on, stay on the main screen.

This is the screen where you will begin your search for an
existing project.

MIAMI
COUNTY

Favqi'ites Main'Menu > M‘larri—Daq'e Custom > Capital Irngrovement
MDC_CI_PROJECT

Enter any information you have and click Search. Leave fields blank for a lis

Find an Existing Value Add a New Value

~ Search Criteria

Project Number: = -~ [ |
Department id: begins with ~ |
Project Name: begins with ~ |

[C] case Sensitive

Search Clear  |Basic Search [&f Save Search Criteria

Find an Fvictinn Walua | add 3 NMaw Valnia

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.

14
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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

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.

LAMI
avovrites Main _ylenu > Miami—Dadve Custom > Capital Imgroveme

ADC_CI_PROJECT

‘nter any information you have and click Search. Leave fields blank for

Find an Existing Value Add a New Value

Search Criteria

Project Number: = -
Department Id: begins with
Project Name: begins with ~ |

Tl case Sensitive

Search Clear | Basic Search {'_“.3' Save Search Criteria

15
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NOTE:

Once you have entered the Project Number, you will be
immediately taken to the project information screen below.

1AM}

‘avorites  Main Menu > M‘ami-Daqu Custom > Capital Improvement > Projects

Cl Projects Project Sites List Project Sites

Project Number 116910 *Dept.ld. D [@ INTERNAL SERVICES
*Project Name [BUILD OUT AND PURCHASE OF OVERTCWN TOWER 2
Proj. Desc. Purchase Overtown Transit Village Tower 2; build out interior, provide equipment, and furnish facility to accommi

Departments and the Office of the State Aftorney

Address [100 NW B 5t

Location City of Miami -

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.

MDC_CI_PROJECT

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

« Search Criteria

Project Number: = -
Department ld: begins wit

Project Name:  begins witl

[ case Sensitive

Search Clear  |Basic Search [&7 Save Search Criteria
Search Results
View All First [q] 1-30f3 [}] La!
Pro'ect__Number Department Id Project Name Archive
H110950 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 1 Y
116810 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2 N
119670 1D BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILITY N

16
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10.

11

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.

MDC_CI_PROJECT
=nter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Project Number: = -

Department ld: begins with
[l case Sensitive

Search Results
View All

Project Number Department Id Project Name

1110950 1D BUILD QUT AND PURCHASE OF OVERTOWN TOWER 1

116910 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

119670 1D BUILD CUT SECURITY OPERATIONS AT INTEGRATED COMMAND H

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”

MDC_CI_PROJECT

=nter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Project Number: = -

Department Id: g = =
begins with + EBuild ou

Project Name:

[]case Sensiti

Search Clear  Basic Search [gf Save Search Criteria

Search Results

View All First [q] 1-2of
Project Number Department Id Project Name

1110950 1D BUILD OQUT AND PURCHASE OF OVERTOWN TOWER 1

116910 1D BUILD OQUT AND PURCHASE OF OVERTOWN TOWER 2

119670 1D BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILIT

17
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12.

13.

-

The search listing provides the user with a wealth of information.

1. Project Number
2. Department
3. Project Name

View Al First [q]
Project Number Department Id Project Name

1110950 ID BUILD OUT AND PURCHASE OF OVERTOWN TOWER 1

116910 D BUILD OUT AND PURCHASE OF QVERTOWN TOWER 2

119670 D BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FA

From the listing of projects, select one and right click

Search Results
View All First [q]

Project Number Department Id Project Name

BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND A

18
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14

Below is the project screen that will pop up related to the project you

selected.

Project Sites List | Project Sites

Project Number 2000000341 *Dept.I¢. [AD (@, ANIMAL SERVICES [l Archived

*Project Name

Proj. Desc. Purchase 26 vehicles to replace aging flest

Address Various Sites

Location Throughout Miami-Dade County i

Dist Located Eo1 Hoz o3 Ho4 [Hos Fos [[or Flos Fog E1o E11 &1z 13 Bew Eum E1o Fna Hsy
Dist Served Ho1 Hoz o3 Do4 [Fos Elos Hor Flos Hog [H10 E11 12 E13 eow Eum E1o Ena Esy
Community Council District Not-Applicable s
*Strategic Area Neighborhood and Infrastructure
*Strategic Object GG5-2 @, Provide well maintzined, accessible facilities and assets

Function Fleet Improvements

CIE Info Not-Applicable CIE Element Not-Applicable

Sust. Comp. Other Sustainability =

Addtl FTE's ]

Unfunded: [] Estimated Total Project Cost

federal Stimutus: [ pe: [

FY Impact Estimated Annual Operating Cost

Percent Complete |

Project Schedule

Projected Start Date [10m0172075 & Projected End Date [osr0r2022 1w

Actual Start Date £l Actual End Date | [

First Name Last Name i Tel. No.:

Proj. Comments

(5] save [t RetumtoSearch [ Notify 3

Cl Projects | Project Sites List| Project Sites

19
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15

HIAHH

Favorites | Main Menu > Miami-Dade Custom > Capital Improvement > Projects

B Project Sites List | Project Sites

Project Number 116910 *Dept.id. O [@, INTERNAL SERVICES Archived

*Project Name BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Proi. Desc. Purchase Overtown Transit Village Tower 2; build out interior, provide equipment, and fumish facility to accommodate County
Depariments and the Office of the State Attorney

Address 100 NW 6 St

Location City of Miami o

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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Dist Located o1 o2 Fo3 Flos @os Fos Flo7 Flos Foo F10 F11 F12 F13 Few Eum

Dist Served o1 o2 Fo3 Floa Flos Flos Elor Flos Flos F0 Fl11 F12 F13 Mew Fum

Community Council District Countywide E
*Strategic Area General Government D

Mas Canilitian

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

21
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Function New Facilities

CIE Info Future Growth v CIE Element Not-Applicable

Sust. Comp. Energy Efficiency >

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

Jualcyiv Aica

Function New Facilities
_ ) New Facilities
Strategic Object New Fire Stations
New Head Start Facilities

CIE Info New Health Care Facilities
New Jail Facilities
Sust. Comp. New Passenger Facilities
New Police Facilities
Addtl FTE's Nuisance Control
Ocean Rescue Facilities
Unfunded: [} Other

Federal Stimulus: [F| Park and Ride Improvements and New Facilities
f Park, Recreation, and Culture Projects
B a Passenger Facilities Improvements

Below is an example of a “Capital Budget Summary”

ol
= CAPITAL BUDGET SUMMARY

{dokars i thousands) PRIOR FY1516 FY1617 FY1718 FY1848 FY1820 FY2021 FUTURE TOTAL
“Revenue

BEC GOB Financing 32 12920 5051 82097 0 0 0 0 123,070
BEC GOB Series 20088 730 0 ] 0 0 0 0 0 720
BBC GOB Series 2014A 7,288 0 0 0 0 0 0 0 7,288
Capital Outlay Resene 1528 443 8888 5478 27 0 0 0 2817
Future Fnancing 0 0 0 74880 167,820 0 0 0 242,500
BEC GOB Series 20114 07 0 0 0 0 0 0 0 7
BEC GOB Series 20134 533 0 ] 0 0 0 0 0 533
BEC GOB Series 20054 1,088 0 0 0 0 0 0 [ 1,088
BEC (OB Series 20088-1 1,504 0 0 0 0 0 0 0 1,504
Cagital Asset Series 2007 Bond Proceeds 4,691 0 ] 0 0 0 0 0 4591
Tots: 0646 17,083 31738 162,253 168,107 0 0 0 409,308

“Expenditues
Equpment Azauisiion 1,228 375 0 0 0 0 0 0 1,603
Flest Improvemen's [ 3000 250 2,500 0 0 0 0 8,000
Jail Faciity Improvemenss 028 14383 19082 16,197 344 0 0 0 70,205
New Jai Faciites 247 5122 11,101 143780 16780 0 0 0 330,000
254 2EE0 32683 162467 168184 0 0 0 409,808
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Strategic Object  [5G5-2 de well maintained, accessible facilities and assets
CIE Info Future Growth - CIE Element Not-Applicable

Sust. Comp. Energy Efficiency -

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

Look Up Strategic Object

Strategic Object ID: begins with ~
Strategic Objective Desc: begins with ~

Look Up Clear Cancel  Basic Lookup

View 100 First |iJ 181 of 31 lﬂ

Srateqic Strateqic Objective Desc
Qbiject ID

Reduce income disparity by increasing per capita income

Aftract industries that have high wage jobs and high growth potential

Enhance 3nd expand iob training opportunities and education programs to ensyre they are aligned with the needs of emerging and growth induy

Aftract more visitors, meetings and conventions

Improve customer sendce at airports, hotels and other senvice providers that suppor ravel and tourism

Aftract and increase foreign direct investments and international trade from targeted countries

Suppor international banking and other financial senices

Encourage creation of new small businesses

Create 3 business friendly environment

Expand opporunities for small businesses to compete for County contracts

Provide adequate public infrastructure that is supporive of new and existing businesses

Develop urban comidors (TUAs, CRAs & Enterprise Zones, NRSAs) as destination centers

Provide easy access to information and senvices

Develop 3 customer-griented organization

Foster a positive image of County government

Improve reiations between communities and governments

Aftradi and hire new taleni

Develop and relain excellent employees and leaders

Ensure an inclusive workforce that reflects diversity

Provide customer-friendly human resgurces senices

Ensure available and reliable systems

Effectively deploy technology solutions

Improve information security

23
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Strategic Object  J505-2 [ Provide well maintained, accessible facilities and assels

CIE Info Future Growth CIE Element Not-Applicable -

Sust Comp. nergy Emciency

Addtl FTE's

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

Wy OV TR W DR PR TR e W L e o

dlfateyic voject i

CIE Info Future Growth
Sust. Comp. Combined/Other
Existing Deficiency
Addtl FTE's Future Growth
Not-Applicable
Unfunded:
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

24
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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:

e Aviation
e Coastal Management
e Conservation
e 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:

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

Strategic Object I5G5-2 |4, Provide well maintained. accessible faciliies and as9
CIE Info Future Growth - CIE Element Not-Applicable -
Energy Efficiency

Sust. Comp.

Addtl FTE's

issets

CIE Element Not-Applicable B

Not-Applicable

| Table 02: Aviation

|Table 03: Coastal Management
Table 04: Conservation

Table 05: Drainage
. Table 06: Park and Recreation
SNP: [T |Table 07: Seaport
Table 08: Sewer Facilities
|Table 09: Solid Waste Management
Table 10: Traffic Circulation
Table 11: Mass Transit
| Table 12: Water Facilities

stimated Operating Cjis

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

25
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Strategic Object [BG5-2 |4, Provide well maintained, accessible fadiliies and assets
Sust. Comp. Energy Effidiency
Addtl FTE's
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
CIE Info
Sust. Comp. | Energy Efficiency
Addti FTE's Climate Change Adaptation
) Energy Efficiency
Unfunded: [ [Innovative Water/Wastewater Feature
2 |LEED or Other Green Building Certification
Federal Stimul@ge: | {Not Applicable
Other Sustainabil
FY Impact [Renewable Energy Feature
sustainable projects are highlighted in the budget book by a
leaf;
FLEET REPLACEMENT VEHICLES - ANIMAL SERVICES PROJECT#: 2000000341
DESCRIPTION:  Purchase 26 vehicles to replace aging flest
LOCATION: Various Sites District Located: 12
Throughout Miami-Dade County District(s) Served: Countywide
REVENUE SCHEDULE: PRIOR 2015-16 201617 201718 2013-19 2019-20 2020-21 FUTURE TOTAL
Capital Outiay Resene 0 387 24 0 151 121 0 ] 1,303
22,

Federal Stimulus: PTR: [ TIP: shp: [C anip: | BBC GOB: [

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

26
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24

PTP: TIP: SNP: QNIP: BBC GOB:

FY Impact
Estimated Total Project Cost Estimated Operating Cost

Percent Complete

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

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

Unfunded:

Federal Stimulus: [T : [ : : [+ BBC GOB:

Estimated Total Project Cost Estimated Operating Cost

Percent Complete

e Federal Stimulus

e Peoples Transportation Plan (PTP)

e Transportation Improvement Program(TIP)

e Safe Neighborhood Parks (SNP)

e Quality Neighborhood Improvement Program
(QNIP)

e 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.

27
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SNP: aNIP: BBC GOB:

Estimated Annual Operating Cost

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

Addtl FTE's
Unfunded: Estimated Total Project Cost

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

FY Impact . Estimated Annual Operating Cost

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

26
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29

30

Federal Stimulus: [} ptp: [l

Percent Complete ‘

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

Projected Start Date 06/01/2007 [ Projected End Date [12/3172009 [

Actual Start Date [ [5 Actual End Date \' IET

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.

First Name Last Name |

Delete Project: [

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

29
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First Name Last Name | Tel. No.:

Proj. Comments

Project Comments - in this field, the user can make
comments on the projects status and/or point out any issues

--End Activity--

30
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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.

31
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Step

1

Action

First, you need to log on to the PeopleSoft capital application.

For assistance refer to Activity PS1 “Logging On To
The PeopleSoft Capital Application”

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”

NOTE:

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

Once you have selected a “Project”, click on the “Project
Site List” tab.

MiAMI

Favovrites Mainyenu > Miami—Dadve Custom > Capital Imgrovement >

B Project Sites List

Cl Projects Project Sites

Project Number 116910 *Dept.id. |0 [@ INTEF
*Project Name [BUiLD OUT AND PURCHASE OF OVERTOWN TOWEF
Proj. Desc. Purchase Overtown Transit Village Tower 2; build out i

Departments and the Office of the State Attorney

Address Iri‘iadrf\;lf‘ﬁ 6 St
Location City of Miami
Dist. Located. [[o1 Doz [Do3 [Mo4 o5 [Coe Co7 C
memd oo Flnea Fln2 Finz: Flna Flns Flanse Flaz F
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You will now be taken to a screen which will list ONLY those

“Project Sites” associated to the project you selected

Cl Projects Project Sites List Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department ID INTERNAL SERVICES

75629 W50247- Acquire new = 2 | W50247- 2@ qoonweTH 22 |[os/i

Cl Projects | [BECICERICEAREEN - Project Sites

Project Number 116910 BUILD QUT AND PURCHASE OF OVERTOWN TOWER 2

Department ID INTERNAL SERVICES

Details S *Site Name Site Description Site Location Sit
1 [#] | Details 75629 W50247- Acquire new = L2 | W50247- 2@ qponwetH 2 &Y o

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

! COMMUNICATIONS INFRASTRUCTURE EXPANSION PROJECT#: 382090
DESCRIPTION:  Compiete the rolloutof the Vioioe over Intemet Protocol (Vol P) progectincluding upgrad i

Guilford Knight Corectonal Center, Pre-Trial Detention Center, and MetroWest Detention Center
LOCATION:  Various Sites District Located: 3,512
Varicus Sites District(s) Served: Countywide

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

Cl Projects Project Sites List Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department D INTERNAL SERVICES
- - . *Site Name Site Description Site Location Sit
umber
75629 W50247- Acquire new = 2 | W50247- 2@ 1ponwetH 2 o
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To add more project sites to a project, click on the + icon

Cl Projects LCRICEAREI B - Project Sites

Project Number 116910 BUILD QUT AND PURCHASE OF OVERTOWN TOWER 2

Department ID INTERNAL SERVICES

Site
Number

75629 W50247-Acquirenew = L | w50247- 26 100NWeTH 2 4 [08n

*Site Name Site Description Site Location Site |

37

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

Cl Projects Project Sites List Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department D INTERNAL SERVICES

Site e : i . . >
! Details Meaber Site Name Site Description Site Location Sit
| 1 [+ [Details 75620 W50247-Acquire new = L2 | ws0247- 262 100NweTH 2 [0:

Personalize | Find | View All| &
Site Work StartDate  Site Work End Date  Site Comments Delete
@ [osr12008 [ [09302015 [ | cS 112113 - S E
| & | ® e
@ ol E] g5
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39

Cl Projects Project Sites List Project Sites

'roject Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

lepartment (o] INTERNAL SERVICES

: Site i . S - s -
Details e Site Name Site Description Site Location Site Work Stz

1 # | Details 75620 W50247- Acquirenew = U | W50247- =& 100NWGETH = 2 081172008

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

Site Work Start Date  Site Work End Date Site Comments

&2 [0ar1112008 [5)] [osr3or2015 [ | cs11/2113-
& | & E1
& | S8 B

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

Are you sure you want to delete this site (0,0)

Click YES to delete the project site
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Project Site details

Project Sites

Project Sites List

Cl Projects

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department D INTERNAL SERVICES
Site . : S ‘ : <
Number Site Hame Site Description Site Location Sit
75629 W50247- Acquire new = L | w50247- 212 100nNweTH 2 D [oe

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

ClProjects | Project Sites List Pluieu Sites

Project Number 116910 BUILD QUT AND PURCHASE OF OVERTOWN TOWER 2

Department D INTERNAL SERVICES

Site Number 75829 Site Status On Schedule = L3
*Site Name |WS0247- Acquire new office space at the Overtown Transit Village Tower 2, including funishings and communications

Site Description W50247- Acquire new office space at the Overlown Transit Village Tower 2, including fumishings and communications

Location Type Address v

Site Location 100 NWBTH ST, 33136

Commision District District 3 v

Community Council District No Distrid hd

WorkOrderto, | Work Order Amt

Original Budget | Actual Cost

Percent Complete [_

PTP Scope of Work [ v

BP -

QNIP Projects

QNP Scopeof Work ~  Funding Source e

Contract Number [118010 - i [ &

BBC GOB Projects

BallotQuestiontio | [A
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Ci Projects | Project Sites List |Hal e lCol

Project Number 116910 BUILD QUT AND PURCHASE OF OVERTOWN TOWER 2

Department D INTERNAL SERVICES

Site Number 75629 Site Status On Schedule

*Site Name |W50247- Acquire new office space atthe Overtown Transit Village Tower 2, including furnishings and communicat
Site Description W50247- Acquire new office space atthe Overtown Transit Village Tower 2, including fumishings and communicat
Location Type Address e

Site Location 100 NW 6TH ST, 33136

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

Location Type Address v
Site Location Address

Area

Intersection

- — Land Mark
Commision District Other

Community Council Dis

r

Site Location - the street address of the project site
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Commision District District 3 M
Community Council District No District Ll
Work Order No. Work Order Amt
Original Budget Actual Cost

Percent Complete

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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PTP Project Information

| PTP Projects

PTP Scope of Work w

B/IP v

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

PTP Projects
PTP Scope of Work g

BIP -

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

PTP Scope of Work >
BIP Bikeways
Bridge Repairs
: Drainage
QNIP Projects Drainage Swale Blocks ]
Guardrail
QNIP Scope of Work lluminated Signs
Landscaping
Neighborhood Improvements
Contract Number Other
Pavement Markings
BBC GOB PI'MS Pedestr!an F|.33|'|El'f30|3l' I
Pedestrian Signal/Solar
) Resurfacing
Ballot Question No r Roadway Construction
Sidewalk
BBC GOB Proj. No. Signage Installation
Signage Repair
’ Street Lights
Site Schedule Traffic Calming Devices |
) Traffic Signals New
Project Start Date Traffic Signals Repairs
Citn WAlnrl: Céart Nata noM14mnno TIE0 Citn 1AL
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46

47

PTP Scope of Work -

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

ONIP Project Information

£
Ig

QNIP Scope of Work v  Funding Source

Contract Number (116910 Approval Date

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

i

ONIP Scope of Work +l Funding Source

Contract Number 116910 Approval Date

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

QNIP Scope of Work -

Contract Number Beautification
Drainage

Parks
Resurfacing
Sidewalks

Ballot Question No
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49

50

Funding Source

Contract Number [1 16910 Approval Date

QNIP Scope of Work

Funding Source - inthis field, the user selects from a drop

down box to which they select the QNIP funding source - funding
this project

QNIP Il UMSA Bond Proceeds
QNIP Il Pay As You Go

QNIP IV UMSA Bond Proceeds
QNIP Interest

QNIP V UMSA Bond Proceeds

QNIP Projects

|QNIP Scope of Work v  Funding Source

ontract Number {116910 Approval Date

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

QNIP Projects
QNIP Scope of Work v  Funding Source
Contract Number 116910 Approva Dete

Approval Date - the date in which the Commissioner
approved the funding for this project
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BBC GOB Project Information

Ballot Question No @

BBC GOB Proj. No. @

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

BBC GOB Projects

BBC GOB Proj. No. 1@

Look Up Ballot Question No

GOB Ballot Question No: begins with « |
GOB Ballot Question: begins with - |

Look U_p Clear Cancel |Basic Lookup

First [§] 1-100f 10 [§] Last

GOB Ballot Question

Construct And Improve Water, Sewer And Flood Control Systems

Construct And Improve Park And Recreational Facilities

Construct And Improve Bridges, Public Infrastructure, And Neighborhood Improvements
Construct And Improve Public Safety Facilities

Construct And Improve Emergency And Healthcare Facilities

Construct And Improve Public Services Quireach Facilities

Construct And Improve Housing For The Elderly And Families

Construct And Improve Cultural, Library And Multicultural Educational Facilities

Debt Service, Interest Expense And Premium Funds

Interest Proceeds
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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

Ballot Question No @

Look Up BBC GOB Proj. No.

GOB Proj. No.: begins with ~ |

GOB Project Name: begins with ~ |

LookUp | Clear | Cancel Basiclookup

Search Results
Only the first 300 resuits can be displayed.

r

GOB Project Name

3

Local Drainage Improvements

Local Drainage Improvements - Municipality Biscayne Park

Purchase Development Rights (PDR)

Unincorporated Municipal Service Area - Local Parks CD# 4
nincorporated Municipal Service Area - Sou Park

Unincorporated Municipal Service Area - Leisure Lakes Park

Unincorporated Municipal Service Area - Medsouth Park

Unincorporated Municipal Service Area - Continental Park

Unincorporated Municipal Service Area - Chuck Pezoldt Park

West Perrine Park

Unincorporated Municipal Service Area - Royal Colonial Park

Sat Joseph Delancy Park

Goulds Park

Unincorporated Municipal Service Area - Naranja Park

Unincorporated Municipal Service Area - Local Park Improvements CD# 10

Unincorporated Municipal Service Area - Westwind Lakes Park

Unincorporated Municipal Service Area - Wild Lime Park

Unincorporated Municipal Service Area - Eden Lakes Park

Unincorporated Municipal Service Area - Olympic Park

Unincorporated Municipal Service Area - Bird Lakes Park

Unincorporated Municipal Service Area - Lago Mar Park

Unincorporated Municipal Service Area - International Gardens Park

Unincorporated Municipal Service Area - Local Park Improvements CD# 11

Unincorporated Municipal Service Area - North Trail Park

Unincorporated Municipal Service Area - Country Lake Park

Unincorporated Municipal Service Area - Ferri Property

'Unincorporated Municipal Service Area - Local Park Improvements CD# 13

1231 Florida Memorial University Multi-Purpose Arena

Economic Development Fund

West Dixie Highway Bikeway

Miami River Greenway

Improve and Extend the Commodore Bike Trail

Old Cutler Road Bikeway
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Project Site Schedule Information

Project Start Date E! Project End Date 09/30/2013 |[5

Site Work Start Date 08/11/2008 |[9 Site Work End Date 09/30/2015 |39

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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Project Site Management

Information

Site Manager Information

irst Name

LastName | Tel. Number |

Site Comments

CS 11/21/13 - Contingency Draw No. 1 encompassing RCOs 1 to 4 has been entered in the CIIS, and is being route
signatures.CS 11/6/M13 - Permit revision for 15th floor has been secured.CS 9/19/13 - A Notice to Proceed has been
construction meeting is scheduled for 9/23/13. Construction star date is 9/30/13.CS 9/18/13 - Building permit has o
all floors.RL 9/16/13 - Test and balance was performed on 8/26/13. Final mechanical inspection is scheduled for 8,
8/20/13 - HVAC work was completed on 8/14/13, pending BMS connections by Vendor. Testand balance by Vendor
followed by final mechanical inspection.DM 7/31/13 - Plans to be delivered to the Building Department on 8/2/13 for
purposes.CS 6/6/13 - ARE Section will complete their review of the contractor's bid schedule of values by COB on 6/
Meeting held with lowest bidder. Schedule of values not in compliance with bid documents. Lowest bidder was as
document, which was provided the same day.LG 1/26/12 - Actual expenditures and scheduled dates have been upc
the latest information available.FP 6/8/11 - Milestones and revenues have been updated and matched to bring the t¢
10 $12,655,000. Actual expenditures through FY 2010-11 have been matched against FAMIS.MDT 5/25/11 - Seating
floors ordered. Shelving walk-thru with vendor on 5/17/11. Pending minor punch-listitems and 2nd floor products st

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

site.

56

Site Manager Information

First Name

Site Comments

‘ LastName | Tel. Number

CS 11/21/13 - Contingency Draw Mo. 1 encompassing RCOs 1 1o 4 has been entered in the CliS, and is being route
signatures.CS 11/6/13 - Permit revision for 15th floor has been secured.CS 9/19/13 - A Notice to Proceed has been
construction meeting is scheduled for 9/23/13. Construction star date is 9/30/13.CS 9/18/13 - Building permithas b
all fioors.RL 9/16/13 - Test and balance was performed on 8/26/13. Final mechanical inspection is scheduled for 9,
8/20/13 - HVAC work was completed on 8/14/13, pending BMS connections by Vendor. Testand balance by Vendor
followed by final mechanical inspection.DM 7/31/13 - Plans to be delivered to the Building Department on 8/2/13 for
purposes.CS 6/6/13 - ARE Section will complete their review of the contractor's bid schedule of values by COB on 6/
Meeting held with lowest bidder. Schedule of values notin compliance with bid documents. Lowest bidder was as
document, which was provided the same day.LG 1/26/12 - Actual expenditures and scheduled dates have been upc
the latest information available FP 6/8/11 - Milestones and revenues have been updated and matched to bring the tc
to 512,655,000. Actual expenditures through FY 2010-11 have been matched against FAMIS.MDT 5/25/11 - Seating
floors ordered. Shelving walk-thru with vendor on 5/17/11. Pending minor punch-list items and 2nd floor products st

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

e In order to create a project site, you must first create a in the PeopleSoft application
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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”

Step Action

2

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

HiAMI

Favo'rites Main ‘Bﬂeﬂl.l

> Miami—Dad'e Custom

> Capital Improvement

MDC_CI_PROJECT

Enter any information you have and click Search. Leave fields blank for a lis

Find an Existing Value Add a New Value

- Search Criteria

Project Number: = ~

Departmentid: begins with ~ |
Project Name: begins with ~ |

[[] case Sensitive

Search Clear Basic Search [c_{.g' Save Search Criteria

Notes

Notes
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Step Action Notes

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

(]
Favorites ~ Main Menu > Miami-Dade Custom > Capital Improvements > CI Projects

Project Number Deptid. | Q@ Elarchived

*Project Name [

Proj. Desc.

Address

Location ¥

Dist Located. o1 [Fo2 Elos Elosa Flos Fos Floz Flos Elos [0 H11 12 B3 Hew Eum B Elna Elsy
Dist. Seved o1 Elo2 Elos Elo4 Cos Cos Cor Clos Hos C10 E11 H12 H13 COew Dum Do Ena Dsy
Community Council District b

*Strategic Area i

*Strategic Object ‘7 Qo

Function i

CIE Info » CIE Element -

Sust. Comp. -

AddU FTE's [

Unfunded: [ Estimated Total Project Cost

Federal Stimulus: [7] pTR: [0 me: [ she: [0 anie: [ BBC GOB: [0
FY Impact hi Estimated Annual Operating Cost

Percent Complete |
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Step

4

Action

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

COUNTY] 4
Favo,m:es Manflenu ) MBrri—Dad‘_e Custom » Capital Imgrovemenr.s > CIProjects

Project Number

[] Archived

*Project Name

Proj. Desc.

You can search thru the list in two ways noted below

Look Up Dept. Id.

Departmentld:  begins with ~ |

Department Name: begins with ~ |

Look Up Clear Cancel |Basic Lookup

Search Results
View 100 First @ 1-88 of 88 L;TJ Last

Department
Id
Ad CIO-OLD

ANIMAL SERVICES

AGENDA COORDINATION

COUNTY ATTORNEY

AUDIT AND MANAGEMENT SERVICES

AVIATION

BUILDING CODE COMPLIANCE

DEPARTMENT OF BUSINESS DEVELOPMENT
BUILDING

BUILDING & NEIGHBORHOOD COMPLIANCE DEPT
MANAGEMENT AND BUDGET

COMMUNITY ACTION AGENCY

ONADN NAC AN IMNTV ANMMICCINMCDO

Department Name

IREZRPBIBRREREE!
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Step Action

10

11

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.

HIAMH

Favorfes = Main Menu > Miami-Dade Custom > Capital Improvements > CIProjects
Project

Project Number [7] Archived

*Project Name |

Proj. Desc.

Address
Location i
Dist Located Elot1 Boz Eo3 Elo4 Elos Elos Elor Elos Tos 10 E11 12 43 Bcw Eum E1o Ena Esy

Dist Served Elo1 Eoz Fo3 Elo4 Eos Elos Elor Elos Eos [F10 1112 13 Blew Elum Eto Ena Esy

Enter your Project Name

NOTE:

Your Project Name should always be all in CAPS.

HIAMIH
Favorites  Main Menu > MmiDade Custom > Capital Improvements > CIProjects

*Project Name |

Proj. Desc.

Address ‘

Location ht
Dist Located Elo1 Doz Ho3 Cos [os Dlos Clo7 Clos Cos E10 E11 42 [F13 Blew Eum 1o Ena Esy
Dist Served Flor Foz [o3 o4 Flos Flos Floz Flos Fos [F10 11 F12 13 Elew Fum Evo Ena Esy

Notes
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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

i Project Sites List Project Sites

[SPAYMEUTER CLINIC

"Project Name

Address 1320 NW 62 St

Location Unincorporated Miami-Dade County -

Dist Located 01 Flo2 @o3 Flo4 Tos Flos Flor Flos Flos Fl1o Fl11 F42 F13 Flew Fum Fo Flna Flsy
Dist Served Jo1 [[o2 [Ho3 Eos [Cos [Clos Elor o Elos El10 El11 E42 13 Hlcw UM 10 Flna Flsy

Community Council District
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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:

e There are NO periods in sentences.

e Instead of periods use semicolons ;

HIAMIH

Favorites ~ Main Menu > Miami-Dade Custom > Capital Improvements > CIProjects
- - - ~

Project Number *Dept.id. [AD @, ANIMAL SERVICES [T Archived

*Droioct Mamo

Address

Location -
Dist Located Eo1 oz o3 o4 Elos Cos Doz Cos Cos 10 a1 D2 D43 Oew Cuow Ot COna Dsy

Dist Served Flo1 oz [Flo3 [Floa Flos Flos Flor Flos Tos Fl1o 11 [F12 F43 Elew Elum Eto Fna Fsy
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Step Action

13

TR Project Sites List | Project Sites

Project Number 2000000349 *Dept.id. |[AD @, ANIMAL SERVICES [T Archived
Proj. Desc. Build a 15,000 sq ft spay/neuter clinic; purchase eoummend

Address 1320 NW 62 St

Location Unincorporated Miami-Dade County -

Dist Located. Dot Ho2 @o3 o4 Eos Hos Eoz7 Eos o9 10 El11 H12 E13 Clew Cum B ENa sy

Next, enter the Project Address.

NOTE:

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

e NW
e SW
e SE
e NE

Always use abbreviations in upper and lower case - examples below
St

Ave

Ter

Rd

Cswy

Way

If it a site, examples below
e Miami International Airport
e Dante B. Fascell Port of Miami-Dade

Notes
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Step Action Notes
Example of an address
Project Sites List Project Sites

Project Number 2000000349 *Dept.ld. [AD @ ANIMAL SERVICES [Tl Archived
*Project Name [SPAYMNEUTER CLINIC
Proj. Desc. Build a 15,000 sq ft spayineuter diinic; purchase equipmen
OCats - - o o w—
Dist Located. Do1 Eo2 Fo3 [o4 Fos5 [os Eloz Flos Eos E1o0 F11 @12 E13 Ocw Dum B0 EIna sy

Examples of a site address
Project Sites List || Project Sites

Project Number 2000000068 *Dept.id. AV @ AVIATION

*Project Name IMIAMI INTERNATIONAL AIRPORT RESERVE MAINTENANCE PROJECTS

Proj. Desc. Routine maintenance; miscellaneous environmental projects; IT equipment replac
and upgrade the parking garage revenue system

Address Miami International Airport

Location Unincorporated Miami-Dade County

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

Proj. Desc. Provide federal allocation designated for bus and bus facility projects to include the bus gar
and Dadeland South Intermodal Station passenger amenities and signage

Address iVarious Sites

Flaa Flan Flaa Flas Flar Flar Flary Flan Flan Flan Fleas Flaa F

Example of an address that is an intersection

dieons INW 37 Ave from NW N River Dr to NW 79 St

55



BUDGETING ANALYSIS TOOL

Step Action

14

Next, enter the Location in

Select from the drop down box

Project Sites List || Project Sites

Project Number 2000000349 *Dept.1d. [AD /@, ANIMAL SERVICES
“Project Name |SPAY/NEUTER CLINIC

Proj. Desc. Build a 15,000 sq ft spay/neuter clinic; purchase equipment
Addiass [1320 Nw B2 St

Location can serve as a municipality....

Project Sites List )/ Project Sites

Location Unincorporated Miami-Dade County E

Project Number 2000000349 *Dept.ld. |AD @ ANIMAL SERVICES
*Project Name |SPAY/NEUTER CLINIC
Proj. Desc. Build a 15,000 sq ft spay/neuter clinic; purchase equipment

Unincorporated Miami-Dade County

Or an area/ vicinity

R —

Project Number 671560 *Dept. Id. WC& TRANSIT
*Project Name |BUS AND BUS FACILITIES

Proj. Desc. Provide federal allocation designated for bus and bus fac

and Dadeland South Intermodal Station passenger amer

Address |Various Sites

Location 'Various Sites

Notes
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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

Address 1320 NW 62 St

Dist. Located.

Dist Served [Flo1 o2 o3 [Clo4 Eos Floe [Cor [[os Clos [F10 [E11

~ " o~ wme o4t oa -
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Step Action Notes

16

17

Next select the Commission District the project serves

Location UL PUI dLleu Wial - aue wuuniy -

Dist. Served

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

Next select the Community Council District the project serves

NOTE:

If this is not known, then select from the drop down box “Not Applicable”

*Strategic Object

Function
CIE Info b CIE Element -
Sust. Comp.
Addtl FTE's

Unfunded: Esti d Total Project Cost

Federal Stimulus: PTP: me: [ SNP: QNIP: BBC GOB:
FY impact Estimated Annual Operating Cost

Percent Complete

58



BUDGETING ANALYSIS TOOL

step

18

*Strategic Area

Action

NOTE:

There is a dropdown box to select from.

Animal Senvices Facilities

Neighborhood and Infrastructure

*Strategic Object ~ N14-2 @, Promote livable and beautiful neighborhoods

Next select the Strategic Area that the project falls under.

Notes

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

Function
FIF ke Fyictinn Nefirienry v CIF Flament Nnt-Ann
T, T SUMMARY
(doliars in thousands) PRIOR FY1516 FY16-17 FY17-18 FY1819 FY1820 FY2021 FUTURE TOTAL
Revenue
User Access Program 0 363 0 0 0 0 0 0 383
BBC GOB Senes 2011A 22423 0 0 0 0 0 0 0 2423
FUMD Work Order Fund 147 443 0 0 [} 0 ] 0 590
BBC GOB Financing 22,381 24,89 9,350 5,769 2,300 401 0 30,863 95,960
Capital Asset Series 2010 Eonds 69,877 /] 0 0 0 0 0 ] 69,877
BBC GOB Series 20038 1,062 0 0 0 ] 0 0 0 1,062
Department Operating Revenue 3,276 4,005 0 0 0 0 0 0 7,281
BBC GOB Series 2013A 8,865 0 0 0 0 ] 0 [} 8,865
BBC GOB Series 20088-1 3 0 0 0 0 0 0 0 3711
BBC GOB Series 20144 17,837 0 0 0 0 0 0 0 17,837
Capital Asset Series 2007 Bond Procseds 42,778 0 0 0 0 0 0 0 42,778
FEMA Hazard Mifigafion Grant 442 (] 0 0 0 0 0 (1] 442
BBC GOB Series 2005A 24759 ] 0 0 0 0 0 ] 24759
Total 217,658 29,707 9,350 5,769 2,300 401 0 30,863 295,048
Strategic Area: PS
Computer and Systems Automason 0 0 0 0 0 0 o 800 800
Strategic Area: RC
Facility Improvements 0 0 0 0 0 0 0 2,485 2,485
Strategic Area: HH
Community Development Projects 58,771 19,257 4,540 0 ] 0 0 2,760 85,328
Strategic Area: ED
Community Development Projects m 501 2,794 4,084 0 0 0 0 8,100
Strategic Area: GG
ADA Accessibiity Improvements 2,908 250 300 1,275 2,300 401 0 0 7434
Computer and Systems Automaton 0 1,855 0 0 0 0 0 0 1,55
Departmental nfomation Technology 0 363 0 0 0 0 0 0 363
Projects
Faciity Improvements 13,468 3,688 1,716 400 [1] 0 0 0 18,252
Flest Improvements 2,95% 2,050 0 0 0 0 0 ] 5,006
New Facilities 127,814 3,102 6,091 0 0 0 ] 25,038 162,045
Physical Plant Improvements 1,837 1,663 0 1] 0 0 0 [} 3,500
08485 32800 15441 5,769 2,300 401 0 30883 296,048
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Step

19

Step

20

Action

Next select the Strategic Objective that the project relates to.

NOTE:

There is a dropdown box to select from

*Strategic Area

*Strategic Object

Function Animal Services Facilities

I s, Fyistinn Nefirienry
Action

Neighborhood and Infrastructure

Next select the Function that the project relates to.

NOTE:

There is a dropdown box to select from

*Strategic Area Neighborhood and Infrastructure

Function Animal Senvices Facilities

NI4-2 @, Promote livable and beautiful neighborhoods

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

’ CAPITAL BUDGET SUMMARY

(doliars in thousands) PRIOR FY1516 FY1617 FY1718 FY1819 FY1820 FY2021 FUTURE TOTAL
Revenue

BBC GOB Senies 2013A 75 0 0 ] 0 0 0 0 75
Capital Asset Series 2013A Bonds 5,558 0 0 0 0 0 0 0 5,558
Federal Heaith & Human Services 1,300 0 0 0 0 0 0 0 1,300
Capital Outlay Resenve 1,150 651 500 0 0 0 0 0 2,301
BBC GOB Senes 200881 82 0 0 0 0 0 0 0 82
BBC GOB Financing 1,491 12,34 14,983 ] 0 0 0 0 28,808
BBC GOB Senes 20068 9% 0 ] 0 0 0 0 o %
Comm. Dev. Biock Grant 990 0 0 0 0 0 0 0 990
BBC GOB Senes 20054 157 0 0 0 0 0 0 0 157
BBC GOB Senes 2014A 42 0 ] 0 0 0 0 0 42
Total 11,681 12,985 15,483 0 0 0 0 0 40,149

Expenditures
Equipment Acquistion 1,379 1,379 0 0 0 0 0 0 2,758
Faciity Improvements 2,450 3,141 500 0 0 0 '] 0 6,091
Neighborhood Service Centers 2433 8,459 11,608 0 0 0 0 o 22,500
Rehabiitative Senices Faciities 350 5,075 3,375 0 0 0 0 0 8,800
6,612 18,054 15,483 0 0 0 0 0 40,148

Notes

Notes
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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

Function Animal Services Facilities
CIE Info Existing Deficiency v
Sust. Comp. D or Other Green Building Certification
Addti FTE's
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

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

-

CIE Element Not-Applicable v

v

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

Notes
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Step Action

23

Next select the Sustainability Component that relates to the
project.

NOTE:

There is a dropdown box to select from.

CIE Info Existing Deficiency - CIE Element Not-Applicz
Sust. Comp. LEED or Other Green Building Certification -

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

FLEETREPLACEMENT VEHICLES - ANIMAL SERVICES PROJECT#: 2000000341
DESCRIPTION:  Purchase 26 vehicles to replace aging fiest
LOCATION:  Various Sites District Located 12
Throughout Miami-Dade County District(s) Served: Countywide
REVENUE SCHEDULE: PRIOR  2015-16 201617 201718 201819 2019-200  2020-21 FUTURE TOTAL
Capital Outlay Resenve 0 367 324 340 151 121 0 0 1,303

TATAI DEVEMIES: n %7 724 740 11 M a n 4

Notes
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Step Action Notes

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...:
e A new library
e A new park
e 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.

Sust. Comp. LEED or Other Green Building Certification

Addti FTE's 3

Unfunded: [ Estimated Total Project Cost

Federal Stimulus: [ PTP: [] Tip: [ SNP:
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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Step Action Notes

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)

Federal Stimulus: 3 : d BEC GOB:

Percent Complete

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

Federal Stimulus: | pTP: [} TIP:

65



BT

BUDGETING ANALYSIS TOOL

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

Estimated Annual Operating Cost
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Step Action

28 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

Projected Start Date E Projected End Date [3)

Actual Start Date [31) Actual End Date 39

09 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:

e 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

e 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

[T S v S

Projected Start Date 10/01/2013 39 Projected End Date 05/26/2015 [31)

Notes
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Step Action Notes

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

First Name CHARLIE LastName  [QUEEN Tel.No: |30573755414

Proj. Comments  This projectis in the remediation stage; remediation is projected to be completed by Feb 15, 2016 (CQ 11/18/15)

31 Project Comments

Enter comments in this section

The information in this section should ALWAYS be completed and updated
on a monthly basis

B o et IO

First Name [cHARLIE _ LastName |QUEEN

Proj. Comments This projectis in the remediation stage; remediation is projected to be completed by Feb 15, 2016 (CQ 11/18M15)

NOTE:

If you date the comments at the end, it helps the viewer how recent the
comments were
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Step Action

32

33

Save the information entered

Once you have entered all the necessary information for the newly created
project, click on the Save icon.

J

Return to Search 1 | Previous in List «3 Refresh

- Y '~ oo - " o~

Project Number

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

Project Sites List Project Sites

Project Number 2000000349 *Dept.Id. |AD

VR P SPAYINFILITER I INIC:

--End Activity--

Notes

Project #

Project #

Project #

Project #
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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...
e 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

o 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

1

Action Notes

First, you need to log on to the PeopleSoft capital application

For assistance refer to Activity PS2 “Logging on to the PeopleSoft
Capital Application”

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

Project Project Sitesjp.ist

Project Number 2000000349 SPAY/NEUTER CLINIC

Department AD ANIMAL SERVICES

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

*Site Name Equipment/Furniture

Site Description Purchase furniture/equipment for the administrative offices and veterinary equipment
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Step Action

4

Next select from the drop down box - the site status

Site Status Unassigned Y

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

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

e NW
e SW
e SE
e NE

Always use abbreviations in upper and lower case - examples below
St

Ave

Ter

Rd

Cswy
Way

If it a site, examples below
e Miami International Airport
e Dante B. Fascell Port of Miami-Dade

Example of an address

Notes
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Step Action

Location Type Address

Site Location 1320 NW 62 St

An example of an intersection address

Location Type Segment
Site Location NW 37 Ave and NW N River Dr

An example of a Land Mark address

Location Type Land Mark

Site Location Miami International Airport

Notes
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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

Commision District ¥,

Community Council District N

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”

v

Commision District

Community Council District i
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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

Departmental Work Order No. wo 678593 Work Order Amt

Community Council District Not-Applicable ¥
Departmental Work Order No. Work Order Amt
Original Budget Actual Cost

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

Departmental Work Order No. wo 678593 Work Order Amt 1,500,000
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Step Action
10

11

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

gy A W e ww wn ey wmws www L T T am——

Original Budget 2,000,000 Actual Cost

Percent Complete 100

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

Original Budget 2,000,000

Percent Complete 100

Actual Cost 3,256,000

Notes
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Step Action

12

13

Percent Complete

Enter a value

This is the percentage amount the project has completed

A value of 100 indicates the project is fully completed

s S L e i e S e

Original Budget 2,000,000 Actual Cost 3,256,000

Percent Complete 100

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

PTP Scope of Work

B/P

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

Notes

78



BT

BUDGETING ANALYSIS TOOL

Step Action

14

15

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

QNIP Scope of Work - Funding Source =

Contract No. Commission District Approval Date

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

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

Ballot Question No

BBC GOB Proj. No.

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

Notes
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Step Action Notes

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

Site Projected Start Date [ | Site Projected End Date

Site Actual Start Date [ | Site Actual End Date
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Step

17

18

Action

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:

e 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

e 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

Mo it

Site Projected Start Date El Site Projected End Date

Site Actual Start Date Site Actual End Date

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

First Name Last Name Tel. Number

Notes
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Step

19

20

Action Notes

Project Site Comments

Enter comments in this section

The information in this section should ALWAYS be completed and updated
on a monthly basis

Site Comments

NOTE:

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

Save the information entered

Once you have entered all the necessary information for the newly created
project, click on the Save icon

] Save [Mcb Returnto Search 1 | Previous in List #% Refresh
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Step Action

21

Project Site Number

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

ProjectSites ______________|

Site Number 3000707

*Site Name [SPAYINEUTER CLINIC

--End Activity--

Notes
Project Site

Project Site

Project Site

Project Site
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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...

e 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”

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

Add a New Value

Departmentid: begins with + |AD|

Archived
Unfunded
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Step Action

2) Enter the project number you wish to archive or

Search Criteria

2000000349|

Project Name:  begins with v |

Armakhivead =2

3) Enter part of the project name

Project Number: = v |

Nanardme - Al e
Project Name: begins with ~ ISpay|

NOTE:

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

Project Number: = v |
Department Id: __ begins with @

Project Namel begins with ~JSpay

=

Use all the methods above to search for a project

Notes
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Step Action Notes
Once you have found your project- on the right-hand side of the project
8 number you will see a box that says “Archive” — check that box
Bl Projectites List | Project Stes
Project Number 2000000349 *Dept. Id. F.D 4, ANIMAL SERVICES
Project Name SPAYMNEUTER CLINIC
4 To complete the archiving process you need to Save the information
entered
Click on the Save icon
4| Previous in List #% Refresh
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
Archived
5 Important: Project
To unarchive a project just uncheck the “Archived” Unarchived
box Project

d  Project Sites List Project Sites
Project Number 2000000349 *Dept. id. LD @, ANIMAL SERVICES
Project Name SPAYINEUTER CLINIC

Peni Mann

--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” inthe
PeopleSoft capital application.

Understanding how to “Ccreate 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)

Community Action and Human Services

UNFUNDED CAPITAL PROJECTS
(dollars in thousands)

PROJECT NAME LOCATION ESTIMATED PROJECT COST
NEW DIRECTION - DEMOLISHCOTTAGES 3140NW 76 St 3,500
ALLAPATTAH COMMUNITY RESOURCE CENTER FACLITY IMPORVEMENTS 1897 NW 205t 500
FACILITYIMPROVEMENTS - IRRIGATION SYSTEMS Various Sites 500
FACILITYIMPRCVEMENTS - SECURITY CAMERAS Various Sites 480
FACILITYIMPROVEMENTS - CAGES FOR HVAC SYSTEMS Wanious Sites 200
PURCHASE INNTRANSITION NORTH 13030 NE & Ave 4,000
NEW DIRECTION - WATER & SEWER CONNECTION 3140NW 76 St 500
EDISON COMMUNITY RESOURCE CENTER - PARKING GARAGE 1S0NW 795t 3,000
EDISON COMMUNITY RESOURCE CENTER- FENCING 150NW 795t 200
EDISON COMMUNITY RESOURCE CENTER - FACILITY RENOVATIONS 150 NW 79 5t 200
MIAMI GARDENS COMMUNITY RESOURCE CENTER - RESURFACE 16405 NW 25 Ave 425
PARKING LOT

FLORIDA CITY COMMUNITY RESOURCE CENTER - RESURFACE PARKING 1600 NW & Ct 20
Lot

REPLACE FURNISHINGS AT THE TRANSITIONAL HOUSING COMPLEX IN Undisclosed 400
SOUTH DADE

FACILITY IMPROVEMENTS - SEPARATE UTILITY METERS Various Sites 300
40/50 YEAR BUILDING RECERTIFICATIONS Various Sites 2,000
NORTH COUNTY NEIGHBORHOOD SERVICE CENTER DRAINACGE 3201 NW 207 St 120
REPLACE PLAYGROUND EQUIPMENT Various Head Start Certers 512

UNFUNDEDTOTAL 17,087
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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”

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

Find an Existing Value Add a New Value
v Search Criteria

Department id:

ProjeCt Name.  Degins witlh
Archived ]
Unfunded (]
=l a a

2) Enter the project number or

Find an Existing Value Add a New Value
w Search Criteria

Project Number: = 2000000341

Project Name:  begins with ~ |

FLEETREPLACEMENT VEHICLES - ANIMAL SERVICES PROJECT#: 2000000341 -
DESCRIPTION:  Purchase 26 vehicles to replace aging fleat
LOCATION:  Various Sites District Located: 1
Throughout Miami-Dade County District(s) Served: Countywide

REVENUE SCHEDULE: PRIOR 201516  2016-17  2017-13 201819  2019-20 2020-21 FUTURE TOTAL

Capital Outlay Reserve: 0 387 4 340 151 121 0 0 1,303
TOTAL REVENUES: 0 367 324 340 L] 121 0 0 1,303
EXPENDITURE SCHEDULE: PRIOR  2015-16  2016-17 201718 201819 201920 2020-21 FUTURE TOTAL

Automobies/\Vehides 0 367 324 340 151 21 0 0 1,303
TOTAL EXPENDITURES: [] 367 324 340 1L 121 0 [] 1,303

Notes
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Step Action Notes

3) Enter part of the project name

Find an Existing Value Add a New Value
+ Search Criteria

Project Number: = -

Departmentld: begins with v | @

PROJECT#: 2000000341 -

FLEETREPLACEMENT
D RIPTION- P

R ——— District Located: 12
Throughout Miami-Dade County District(s) Served: Countywide

REVENUE SCHEDULE: PRIOR 201516 201617  2017-18 201819  2019-20 2020-21 FUTURE TOTAL
Capital Outlay Resenve 0 367 32 340 151 121 0 0 1,303
TOTAL REVENUES: 0 367 324 340 151 121 0 0 1,303
EXPENDITURE SCHEDULE: PRIOR 201516 201617 201718 201818 201920 202021 FUTURE TOTAL
Automobiles/\ehides 0 367 324 40 151 121 0 0 1,303
TOTAL EXPENDTURES: 0 367 324 340 iE 121 0 0 1,303

NOTE:

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

Project Number: = b I

Project Name: begins with «

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

LEED or Other Green Building Certification
Unfunded: [} Estimated Total Project Cost |

Federal Stimulus: [ pTP: [ Tie: [ SnpP: [7]

Sust. Comp.

FY Impact v Estimated Annual Operati
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Step Action
Check the “Unfunded” box

Addtl FTE's
Estimated Total Project Cost 10,000,000
Federal Stimulus: [ pTP: [ ne: [ SNP: [7]
Step Action
4 In addition to checking the “Unfunded” box — the “Estimated

Total Project Cost” value - must also be entered

Addtl FTE's
Unfunded: (] Estimated Total Project Cost 10,000,000
Federal Stimulus: [] PTP: [} ne: [0 sne: [[]

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

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

need to Save the information entered

Click on the Save icon

Return to Search  t | Previous in List % Refresh

Notes

Notes
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Step Action Notes

NOTE:
Unfunded

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

--End Activity--

93



BUDGETING ANALYSIS TOOL

94



BT

BUDGETING ANALYSIS TOOL

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...

e Projects in CBAT are budgeted at the Project Site level only

e 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

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”

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

Find an Existing Value Add a New Value
w Search Criteria

Departmentid: begins with ~ |AD] @
Archived
Unfunded

[ BN -~

[
£
2. Enter the project number tied to the project site you are seeking

Find an Existing Value Add a New Value
w Search Criteria

Project Number: = 2000000341

Department id: begins with v{
Project Name:  begins with v |

FLEETREPLACEMENT VEHICLES - ANIMAL SERVICES
DESCRIPTION:  Purchase 26 vehicies to replace aging fiet

PROJECT#: 2000000341 -

LOCATION:  Various Sites District Located:
Throughout Miami-Dade County District(s) Senved: Countywide
REVENUE SCHEDULE: PRIOR 201516 201617 201718 201819 201920 2020-21 FUTURE TOTAL
Capital Qutlay Resene 0 »7 324 M 151 hral 0 0 1,303
TOTAL REVENUES: (] 7 324 340 51 121 ] 0 1,303
EXPENDITURE SCHEDULE: PRIOR 201516 201617  2017.18 201818 201320 202021 FUTURE  TOTAL
Automobies/\Vehides '] 387 324 40 151 2 0 0 1,303
TOTAL EXPENDITURES: 0 367 324 30 ] 121 0 0 1,303

Notes
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Step Action

3. Enter part of the project name

Find an Existing Value Add a New Value

v Search Criteria

Project Number: = - [

Project Name:  begins with ~ |Fleef
Archived o

Notes

FLEETREPLACEMENT VEHICLES - ANIMAL SERVICES PROJECT #: -
DESCRIFTION: _ Purchase 26 vehicles to replace aging fiest
o — District Located: 12
Throughout Miami-Dade County District(s) Sened: Countyvide

REVENUE SCHEDULE: PRIOR 201516 201647 201718 201819  2019-20 TOTAL

Capital Outlay Resene 0 87 24 340 151 121 1,303
TOTAL REVENUES: 0 367 324 340 51 121 1,303
EXPENDITURE SCHEDULE: PRIOR 201516  2016-17  2017-18 201819  2019-20 TOTAL

Automobiles/Vehides 0 387 324 340 151 121 1,303
TOTAL EXPENDITURES: 0 367 324 340 1 121 1,303

NOTE:

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

Project Number: = v |
Department Id

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

Project Project Sites List F oject Sites

Project Number 2000000341 FLEET REPLACEMENT VEHICLES -,

Department AD ANIMAL SERVICES
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Step

Step

Action Notes

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

Project | MELLEEL I  Froject Sites

Project Number 2000000341 FLEET REPLACEMENT VEHICLES - ANIMAL SERVICES

Department AD ANIMAL SERVICES

Site

Details r | SieHame Site Description Site Location Site Actual Start Date  Site Actual End Date  Site Comments

Numbe:
1+l |Detaiis 3000590 FLEET REPLACEMENT = |Purchase26 =00 varous Sites = L) & [ oonooonoocoonconnooooc: [l 27| 7]

Check the project site you wish to delete

Personalize | Find | View A1 | B 3 rrat Kl qorq I

Site Actual End Date Site Comments Delete Site

5

=

Action Notes

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

Click on the Save icon Deleted

R

Project Site
oh Returnto Search  f{_| PreviousinList o | fiextin List Refresh

NOTE:

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

--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...

e Itreduces 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

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”

To adelete 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

Find an Existing Value Add a New Value

w Search Criteria

Departmentid: begins with ~ |AD] @

Archived
Unfunded

[ BN -~

B
B

2. Enter the project number or

Find an Existing Value Add a New Value

v Search Criteria

Project Number: = v | 2000000341

Department Id:

Project Name:

FLEETREPLACEMENT VEHICLES - ANIMAL SERVICES
DESCRIPTION:  Purchase 26 vehicles to replace aging flest
LOCATION:  Vanous Sites

begins with ~

begins with [

District Located

PROJECTZ: 2000000341 '§

Throughout Miami.Dade County District(s) Served Countywide

REVENUE SCHEDULE: PRIOR 201516 201617 201718 201849 201920 202021 FUTURE TOTAL
Capital Outlay Resene 0 a7 324 40 151 121 [ 0 1,303

TOTAL REVENUES: 0 3 324 30 5 121 0 0 1,303
EXPENDITURE SCHEDULE: PRIOR 201516 201617 201718 201849 201920 20021 FUTURE TOTAL
Automobies/Vehices ] %7 324 40 151 121 ] 0 1,303
TOTAL EXPENDITURES: 0 37 7] 30 L] 121 ] 0 1,303

Notes
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Step Action Notes

3. Enter part of the project name

QRS S LENZTE - Add a New Value

+ Search Criteria

Project Number: = v

Project Name: begins with ~ "Fleetl

Archived T
FLEET REPLACEMENT VEHICLES - ANIMAL SERVICES PROJECT#: 2000000341 -
LOCATION:  Various Sites District Located: 12
Throughout Miami-Dade County District(s) Served: Countywide
REVENUE SCHEDULE: PRIOR 2015-16 2016-17 201718 201819 201920 2020-21 FUTURE TOTAL
Capital Qutlay Resene 0 387 324 340 151 121 0 0 1,303
TOTAL REVENUES: 0 367 324 340 151 121 0 0 1,303
EXPENDITURE SCHEDULE: PRIOR 201516 201617 201718 2018189 201920 202021 FUTURE TOTAL
Automobiles/Vehices 0 367 324 340 151 121 0 0 1,303
TOTAL EXPENDITURES: 0 367 324 340 131 121 0 0 1,303

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

Project Number: = v |

Project Name: begins with ~

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
been deleted.

Please refer to Activity PS8: Deleting Project Sites in

PeopleSoft
Project Number 2000000349 *Dept.1d. [AD @ ANIMAL SERVICES
Step Action
4
To delete a “Project ” click on the Project tab
roject Sites List | Project Sites
2000000249 *Dept.ld. [AD @, ANIMAL SERVICES
*Project Name SPAY/NEUTER CLINIC
Proj. Desc.
Addroes [1320 Nw B2 st
Location
Dist Located. o1 @oz Do3 Flo4 Flos Clos Eloz Elos Fos E10 E11 [12
Dist. Served [Flo1 Eo2 [Ho3 Eos [Flos Cloe oz Eos Eoo D10 E11 12
5

Scroll down to the bottom of the page

Delete Project: [

[5) save [oP Returnto Search 1| Previous in List Refresh

()

Proiect | Proiect Sites List | Proiect Sites

Notes

Notes
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Step Action Notes

And check the delete box

‘5| Save (o ReturntoSearch t | Previous in List

-

Step Action Notes

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

Click on the Save icon
Deleted

Project

f‘ Return to Search 1t | Previous in List 3 Refresh

NOTE:

By saving this information, the project will be permanently deleted

--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

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”

Value” tab

dd a r..jew \U{alue

To find an archived project, click on the “Find an Existing

ey e .~ =
v aeald i

Project Number: = -
Departmentld: begins with -

Project Name: Dbegins with =

Unfunded

Case Sensitive

Search Clear - Basic Search [@® Save Search Criteria
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Step Action

Next, you must check the “archived” box

If the archived box is not checked, you will never find the archived project

Cl Projects

Enter any information you have and click Search. Leave fields blank for a li

Find an Existing Value Add a New Value

Project Number: = v
Department Id:

begins with v_[ Q@

[T case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

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

SUGEGESTEGAETCN © Add a New Value

w Search Criteria

Archived O
Unfunded ]
[ P ~

Notes
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Step Action Notes

2. Enter the project number or

Search Criteria

2000000349|

Project Name:  begins with v |

Armakhivead =2

3. Enter part of the project name

Project Number: = v |

Project Name: begins with ~ ISpay|

NOTE:

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

Project Number: = v |
Department Id: __ begins with @

Project Namel begins with ~JSpay

=

Use all the methods above to search for a project

107



BUDGETING ANALYSIS TOOL
Step Action Notes

Once you have found your archived project- just click on either the project
4 name or project number and...

Cl Projects

Enter any information you have and click Search. Leave fields blank for a list of all vz

Find an Existing Value Add a New Value
v Search Criteria

ProjectNumber: = v |
Departmentid: begins with ~ [PD Q@
Project Name:  begins with ~ |
Archived
Unfunded
Case Sensitive
Search | Clear |pasic Search [P Save Search Criteria

Search Results
View All

Project Department _
Number

COMPUTER REPLACEMENT FOR MDPD NON-PATROL
WARRANTS-PRISONER PROCESSING ARE RECONFIG
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Step Action Notes
5 ...it will take you to the project page
Pass

Project Project Sites List Project Sites

Project Number 321020 *Dept.ld. [PD @ POLICE Fall

*Project Name [DIRECT LINK SECURE COMMUNICATIONS

Proj. Desc. Purchase of system that will be used for training and available for actual scenarios dealing

Aitdion [9105 NW 25 Street

Location Doral

Dist Located. [Eo1 Eo2 Flo3 Elos4 Elos Elos Fo7 Fos Flos 10 E11 EH12 E

Dist Served [Elo1 Elo2z Eo3 Elos [[o5 Clos [Clo7 Elos Elos E10 11 12

--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

Cl Projects

Enter any information you have and click Search. Leave fields blank for a

Project Number: = -

Departmentid: begins with ~ @
Project Name: begins with =

Archived

Unfunded V]

[Tl case Sensitive

Search Clear  |Basic Search [g¥ Save Search Criteria
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Step Action
3 Next, you must check the “Unfunded” box
If the the “Unfunded” box is not checked, you will never find the
“Unfunded” project
Cl Projects
Enter any information you have and click Search. Leave fields blank for a
Find an Existing Value Add a New Value
v Search Criteria
Project Number: = -
Departmentid: begins with ~ | @,
Project Name:  begins with ~ |
Search Clear  Basic Search [gf Save Search Criteria
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

Find an Existing Value Add a New Value

+ Search Criteria

Departmentid: begins with v |AD]

Archived
Unfunded [l
=~ ~

Notes
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Step Action Notes

2. Enter the project number or

2000000349|

Project Name:  begins with v |

Armakhivead =2

3. Enter part of the project name

Project Number: = v |

Nanardme - Al e
Project Name: begins with ~ ISpay|

NOTE:

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

Project Number: = v |
Department Id: _ begins with « @

Project Namel begins with ~JSpay

=

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...

Cl Projects

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

 Search Criteria

Project Number: = - |

Departmentid: begins with ~ [PD @,
Project Name: begins with « |

Archived B

Unfunded

[TIcase sensitive

Search Clear Basic Search @3 Save Search Criteria

Search Results
View All

ent Id Project Name
VIDEQ SECURITY/SURVEILLANCE SYSTEMS FOR MDPD FACILITIES

NEW KENDALL DISTRICT STATION

COOLING TOWER FAN FOR MDPD HEADQUARTERS BUILDING
COMMUNICATIONS BUREAU CAD SYSTEM REPLACEMENT
POLICE FACILITIES INTERIOR UPGRADES AND RENOVATIONS
NEW INTRACOASTAL POLICE DISTRICT STATION
CONSTRUCT AGRICULTURAL PATROL UNIT BUILDING

CREBIERBEBE|
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Step Action

5

...it will take you to the project page

Zavovn'tes Ma'nylenu > Miani-Dadve Custom > Capital Imgrovements > CIProjects

Project Sites List Project Sites

Project Number 1020 *Dept.ld. [PD @ POLICE

*Project Name VIDEO SECURITY/SURVEILLANCE SYSTEMS FOR MDPD FACILITIES

Proj. Desc. Install video security/surveillance systems and monitoring equipment atvarious MDPD f
Address \Various Sites

Location Throughout Miami-Dade County

Dist. Located. o1 o2 Elo3 [Foa Tos Elos [Flo7z Tos Elos E10 11 12
Dist Served o1 [Fo2 Flo3 Foa Flos [Fos Eloz Hos Flos [F10 F11 Fl12
Community Council Nistrict Not-Applicable -

--End Activity--

Notes
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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
Cl Projects

Enter any information you have and click Search. Leave fields blank for a

Project Number: = -

Departmentid: begins with - @
Project Name: begins with =

Archived

Unfunded ¥

"] case Sensitive

Search Clear  |Basic Search [a® Save Search Criteria

117



BUDGETING ANALYSIS TOOL

Step Action Notes

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

Cl Projects

Enter any information you have and click Search. Leave fields blank for a

Find an Existing Value Add a New Value

v Search Criteria

Project Number: = v |
Departmentid: begins with ~ | @

Project Name:  begins with v |

Search Clear. . |Basic Search [gf Save Search Criteria

--End Activity--
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Step

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...

o 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

Action Notes
First, you need to log on to the PeopleSoft capital application

For assistance refer to Activity PS2 “Logging On To The
PeopleSoft Capital Application”

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

Add a New Value

Departmentid: begins with v |AD|

Archived
Unfunded

~ ~
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Step Action Notes

4) Enter the project number you wish to archive or

2000000349

Project Name: begins with « \

Arahind 72

5) Enter part of the project name

Project Number: = - |

Project Name:  begins with v |Spayf

NOTE:

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

Project Number: = v [
Department Id: _ begins with v | @

=1

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

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

3 number you will see a box that says “Archive” — Uncheck that box
RSN ProiectSites List | Project Stes
Project Number 2000000348 *Dept.id. |RD |@, ANIMAL SERVICES
Project Name SPAYMNEUTER CLINIC

4

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

Click on the Save icon

4| Previous in List ¥4 Refresh

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://mvww.miamidade.gov/budget/bat.asp

Q [‘\ ttp:/ weww.miamidade.gov t/bat l

File Edt View Favontes Tools Help

3
b - y »
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3. Add this URL to your Favorites. Click Favorites >
Add to Favorites

Bk -

File EdR View

s (= Suggested §

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

click Add

‘www.mismidade.gov/budget/bat.asg

ravontes

the BAT Production
application by clicking the
Favorites option.

7Too|1 Help

Add to Favorites bar
Add current tabs to favorites...

Organize favorites...

To access the saved Favorite,
simply click Favorites and

r
Add a Faverite

(S5 select the BAT Production

; Add a Favorite
W

Favorites Center.

Add this webpage as a favorite. To access your favorites, visit the

Application item.

Name:

BAT Production Applcation

Create in: [i,.? Favorites

= (Newiolger |

The item is now saved in your Favorites list.

S. On the BAT Web Portal screen, click the BAT (log In)

link

Departments  Govermment Employees  Visitors

e Adiminis
Implementing Orders

Budget

FY 201518 [Current)
FY 201415 (Prior)
Archives

Budgeting Analysis Tool (BAT)

ot
Program

» Buggeting Analysis Tool (BAT)
Budgeting Analysis Tool (BAT)

An organization's bidget tells the word about ts prioribes, culture, and core values In
govemment. a budget s aisc 3 promise io the public that ther tax dofars are being
managed responsicly and with incagriy, As ewards of tha publc Tust It is vieal that we
have the very best tools Bvailable 10 ensure we make Qood Of T IMPOENt Promese

TING ANALYSIS T
The Budgeting Analysis Tool, othensise known as BAT. is 3 budger planning and BIOATING ANASEIDO.

development appication that wi serve as an allin-one soluton for krecasting. preparing,
manitoring and reporting on deparmental budgets. With an eye towards full integraton
with the Enterprise Resources Planning sysiem. BAT consokdates information from all
County human resources and financial utites—inchiding FAMIS. PeopieSolt and the
system ssed by Public Housing and Community Developmenimhile ensbling employees
inwolved in budget preparation to cperate on  single plaiorm.

=

BAT key funcions and features vell elp

Gy by nabiing users 10 View Jiision budget informatien priof 19
into the system

pdates to tables of organization, manage position vacancies, automatically
eaiculate salary and fnge costs

+ Swaamiing the preparation of budget books, repons and commites presentations

* Save time on repatitve tasks saamiassly integrating Microso®t Offios Sube programs
with the syssens budtin flestures

Training sessions are being schadled 1o commanicate the Setsils of the transsion vth
departmental budget professionals. For more information. please emad Ameéa Moys at

126

This step is a one-time process.
Once complete, you will access



BUDGETING ANALYSIS TOOL

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.

BAT Prod Win7x64
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8.

Located at the top of the screen you will see the When you are connected to the
Control Panelicons. To display the icons, click the  Virtual Desktop, you will
Arrow icon. always see the Control Panel
Arrow icon located at the
=] =y By 7. ] P center, top of the screen.

Home OMB P... Gen8  Ctrl+Alt+Del Preferences Devices Window Disconnect

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

¢ Home Icon: Click this icon to return to your
local PC Desktop

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

e Ctr+Alt+Del: When the Virtual Desktop times
out, you will click this icon to return to the Virtual
Desktop

e Preferences: These items are preset for you
Do not change

e Devices: Do not change Devices
e 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.
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9. From the Virtual Desktop, double-click the BAT
Login (Internet Explorer) icon.

N

11AMI-DADE

:.‘
X
o7

ot
fer

B ©

10. At the BAT login screen, enter your User Name and
Password. Click Log On

Tser Hame:

ilmpmd:
BUDGETING ANALYSIS TOOL
=D
11. From the BAT home page, click MDCCAP application

_Q_- Recently Opened ' .‘_r;;“é/{}uid( Links

4 MDCCAP Favorites

i) Sustainable Projects - EA @WMP@E

o MDCBUD Applications

&) BAT BPREP Appropriations Report

Planning

L’i BAT BPREP Revenue by Entity

i) BAT BPREP Revenue Report - EA S
B e et
|'3 BAT BPREP Appropriations Report by Entity

] MDCCAP Ordinance Table Report - EA

12. The steps to complete specific BAT data will be
discussed in upcoming activities
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13.

14.

15.

16.

17.

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.

ternet Explorer

Lzl ﬂ| *#/ X | @ Oracle Enterprise Perform... X

Click the Home icon.

Your local PC Desktop will display

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)

2 & = U EWEwE

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

g

‘Press CTRLI#ALT + DELETE:

- Roberts, Stephen (Hyperian)(OME) (MAMIDADE et

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.

19.

20.

21.

Type your network Password and click the Go arrow

You are returned to the Virtual Desktop where you
may continue analyzing and entering CBAT data

Forms
Manage Task Lists
My Task List Project Dashboard > Rev & Exp
= P Capital Task List -
© O Lntaize Capi
] Pl Initialize Capital Project Dashboard J!’*,Enlity: P+ MIAMI-DADE PL
[Capital Project Dashboard |
e PRIOR FY 201415
el Project Index Code Mapping . — 2
& Unfunded Project Details i
& pgoregate Frofect Capital Outlay Reserve 3,036,000
Total Revenue 5,386,000

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

From an Excel file, click File > Save As

EhE9--is
li. Home Insert
I save

.| Save as Adobe PDF
L7 Open

.:j Close

Recent
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22. In order to save and obtain access to saved files onthe = You may create sub-folders in
Virtual Desktop and your local machine, files must  the My Documents folder as
be saved to: desired.

Libraries > Documents > My Documents

\ES&V:A:

QQ [ » Libraries » Documents » MyDu:umentsT

Organize » New folder
(] Microsoft Excel Documents library
My Documents
W Favorites Name
Bl Desktop
& Downloads

| Recent Places

m

4 Libraries
<| Documents
| My Documents
I\ Public Documents
&' Music
b=/ Pictures

H videos

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:

s 21
HDX File Access

§ Your virtual desktop is attempting to access your local
files.

Select the level of access you want to grant to your local files.

< No access
Do not permit your virtual desktop to access your local files.

2 Read-only access
Permit your virtual desktop to read but not write to your local
files.

= Read/write access
Permit your virtual desktop to read and write to your local files.

Do not ask me again for this virtual desktop.
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24,

25.

26.

You may access all files in the
Libraries > Documents >

Type the new file name and click Save.

Bucdied | SNBSS ==~ My Documents folder while
o ' wipett. oy connected to the Virtual Desktop.
# Downloads N ™ b earch.
B b

My Documents

Public Documents
W

& Computer

File name: | Mew Forecast Fild

Save as type: | Excel Workbook -

= Hide Folders Tools = Caneel

The file is saved to the My Documents folder on the
Virtual Desktop

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

ternet Explorer

Dﬂ i || 4] % (&) Oracle Enterprise Perform... X

Click the Disconnect icon

Home OMBP...Gen8  Ctrl+Alt+Del

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

View Favorites Tools Help

Explore: JCBAT Reports/Capital Reports BAT Unfunded Projects Report MDCCAP - Task List Status BAT Un
[Shared Workspace Pages/HomePage

a Recently Opened 4 Quick Links
gl BAT Unfunded Projects Report Favorites

: :z;:z Applications

£3 Open... Planning

‘ r1 Workspace Pages
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Step

2.

Action

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

Navigate File Edt View Favorites Tools

A K = % Explore

Administration

Forms Form and Ad
= Form Folder +XEB5E Ao
# Forms Form
[P B SRR
Y Forecast C
[ ] Forecast F
[I7] Forecast F
7] Forecast F
=] Forms in Forms 7] INDEX Exg
Form \ 7] Index Mag
[7] 01. INITIALIZE PROJECT PROPERTIES ~ | =3 MILESTON
[7] 01.2 INITIALIZE SITE PROPERTIES = | = mresTon
[ Actuals Form - Forecasting =] Project Da
ook View I PROJECT 1
[+ Manage Task Lists ] Project Ov
[+ My Task List =] Project/Sit
# Dimension [EJRev 3 Exp
i+ Business Rule Security £ Revand E

Click on the + sign next to Preferences.

Notes
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Step Action

3

Below is the Preferences screen

Click on the Display Options tab

File Edit View Faverites Tools Help

ORACLE" Enterprise Performance System Wor Fusion Edition

Navigate File Edit View Favorites Tools Administration Help

# B = % Explore

& Forms User Preferences
& Manage Task Lists p

| Application ting Options | User Variable Options
& My Task List
c E-mail Option:
& Dimension P

=mai réss

i+ Business Rule Security Task List Notification
Preferences Approvals Notffication
Preferences )R- AR < o e

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

Iser Preferences
Application Settings |{IDisplay.Options . Printing Options | User Variable Options
Number Formatting Usa Application Default [ | =
Thousands Separator cemma =]
Decimal Separator oat[=]
Negative Sign Parentheses [ = |
Negative Coloe Black =T |2
Page Options Use Application Default [~

Remember selacted page members
Hllow Search When Number of Pages Exceeds
Indentation of Members on Pags
Other Options
Show consolidation cperators
Partial Grid Fatch Sza{Rows, Columns)

@l
100

Indent level 0 members only [+ ]

Use Application Default [_]

Form Setting [= ]
25,17

—

Notes
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Step Action Notes

Use Application Default [Z] | «
Comma [+ ][]

Dot [+ ][]

Parentheses E]D

Black [+

Use Application Default [ ]

Yes ElD

100/

' Indent level 0 members only [+

Use Application Default [ ]

Form Setting [+ ][]

25,17 O

| s |

-

_2ave | | Reset

Use Application Default [C] |
Form Setting [+ ][]

25,17 B
Normal [E]
Normal (=] |

Automatically Detect |

Then click on the SAVE icon

B

--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:

e 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

1.

Action

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

On your right-hand side under Quick Links you will

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

Mavigate File \iew Fevortes Tools Help

h & A Bl

[Shared Workspace Pages/HomePage
I Recently Opened i 4 Quick Links
=] BAT Unfunded Projects Report Favorites
o MDccap Applications
4 MoceuD
_"ropenl“ Planning

: r] Workspace Pages

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

£ Manage Task Lists
* My Task List |

[+ Preferences

Click on the + sign next to My Task List.

‘HomePiyeJ ® Explore: /CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Unify

Notes

Project

Project

Project

Project
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3.

You will see the My Task List folder expand.

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

IS voccwr - ek s s *

I+ Forms

[* Manage Task Lists
My Task List

6]P ek 1st)

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

MDCCAP - Task List Status * R

[+ Forms Task List Sta
[* Manage Task Lists Im
My Task List Kpzstavans o
aP Capital Task List There are no v,
1 “MInitialize Capital Project Dashboard |
@ ¥ capial Project Dashboard 577601 - Mod

B

& project Index Code Mapping
1 9 Unfunded Project Details

;.

[«
=

& Aggregate Project

Click on the Initialize Capital Project
Dashboard icon.
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4A.
You will notice that the screen to the right has changed
its view.
# Forms Task List Status
# Manage Task Lists | Task - Initialize Capital Project Dashboard-Clic
My Task List . = L il
= P copital Task List = : :
# ™ Initialize Capital Project Dashboard
& 9 capital Project Dashboard - Refurbish elevators at Pretrial Detention Cq
® 9 Project Index Code Mapping 576842 - Refurbish elevators at Pretrial Detention Cef
& © Unfunded Project Details - Refurbish elevators at Pretrial Detention Cs
= Aggregate Project 5844 - Refurbish elevators at Pretrial Detention Ce}
NOTE:
This is a very important step.
If you do not initialize your projects first, you will not be
able to create a budget, get actuals, and/or forecast.
4B.

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

Underneath the tab Task - Initialize Capital

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

 Forms

+] Manage Task Lists

My Task List
= B Capital Task List
+ © Initialize Capital Project Dashboard

@ ¥ capital Project Dashboard S76831 - Refurbish elevators at Pretrial Detention Cer
& © project Index Code Mapping 576842 - Refurbish elevators at Pretrial Detention Cer
# 9 unfunded Project Details 576843 - Refurbish elevators at Pretrial Detention Cer
@ © aggregate Project 576844 - Refurbish elevators at Pretrial Detention Cer

577594 - Refurbish elevators at Pretrial Detention Cer

NOTE:

You will only be able to see those projects in your
department and/or capital projects you manage for
other departments.
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5.

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

Task List Status

rI’ageDimtam;ion E

Member

@W

Member

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...

P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...

P387680 : P: PRE-TRIAL DETENTION CENTER RENOQ...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... |

P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |

P386050 : P: TURNER GUILFORD KNIGHT CORRECTL... |
P385430 : P: FACILITY ROOF REPLACEMENTS (P385...

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

“P” denotes Project.
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5A.

P383910 : P: TURNER GUILFORD KNIGHT CORRECTL...
q P385480 : P: ELEVATOR REFURBISHMENT (P385480)

5B.

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

F
Task List Status

P3R2090 : P+ COMMUNICATIONS!w -)]
[ Page Dimension x|

Member

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

>

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENQ... | ¥

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

Task List Status

S75863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

NOTE:

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

Project #
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6.

Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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7.

TA.

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

Task List Status

There are no valid columns of data for this rorm.

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project

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

P385480 : P: ELEVATOR REFUREB/w |=

There are no valid columns of data for this form.

576831 -Refurbish elevators at Pretrial Detention Center (S), Tumer Gui
576842 -RRefurbish elevators at Pretrial Detention Center (S), Tumer Gui
576843 -JRefurbish elevators at Pretrial Detention Center (S), Tumner Gui
576844 -RRefurbish elevators at Pretrial Detention Center (S), Tumer Gui
577594 -RRefurbish elevators at Pretrial Detention Center (S), Tumer Gui

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:

e Project#
e Site #
IMPORTANT

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

Now select a valid Project Site you wish to initialize.

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

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

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

e

There are no valid columns of data for this form.

Nl‘ . m‘.mum _ Initialize Dashboard

576842 - Refurbish elevators at Pretrial Dets
576843 - Refurbish elevators at Pretrial Dt-:q1 Adjust »

576844 - Refurbish elevators at Pretrial Det{ [ comments
|

"= Supporting Detail
{51 Show Change History
| ) Dacument Attachments
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8A.

8B.

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

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through Site List - Initialize
Click Through Site List - Initialze > Capital Budget Initialization

H =

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

NOTE:

This successfully completes the initialization of the
Project process.

NOTE:

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

It is a one-time action.
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9. NOTE:

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

Project Dashboard.

[o Error @ ]

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

{0K;

Salasais.

--End Activity--

Miami-Dade County

Activity Packet
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Activity Packet
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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
1.

Action

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

On your right-hand side under Quick Links you will

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

Navigate File View Favorites Tools Help

BAT Unfunded Projects Report MDCCAP - Task List Status BAT Unfy

| I Recently Opened 4 Quick Links
g BAT Unfunded Projects Report Favorites

S Moccae Applications

4 MoCBuD

Planning

£5 Open...

‘ r] Workspace Pages

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

= Manage Task Lists
My Task List |

i+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

| oo A, nc B
| F—y—r——"
| prgecs ot arace
[EFST-TY
|srotecs Come, Gounct 0| o4
| —
| —
|Preject et 30

=
F——— oty me

R ]
dger
.
pa—
St At nd Dese
Sn_Acsa St S
o
[
i
I =
Sta_ Comminsion,
Sem_Coriracs_fember
‘odFy roof we
Som_Cwwrgmon oty with

St G0 Bates Quasten

Form/Column 1 - Information Driver

This is the driver of your Capital Project

Dashboard.

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

Task List Status.

Thars ary oo g cobme of caca o 2 form

Task - Capital Project Dashboard-Projecs Duchboasd  Tars [ramumtant e

577651 - Mocy roof 1op securiy with semart fancing system and add camer || | |

Brojec Comemere
Brojec, Contrac, Humber

C
froject et 10

Wi rodk
Brojec Descrgcen oty ah

e._

[ESVES 2SN
| Sl _s2e pen

ot DA
| Sen o, Coumct e i

1 ==

||| 5, commission e
| Sam Corsract puamber
| ok reot 2
| Som Buscrpion nacrey e

!h_m_h‘q_u-v-w

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).

| 4
Task List Status

rI’ageDimtam;ion E

Member

Member

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...

P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...

P387680 : P: PRE-TRIAL DETENTION CENTER RENOQ...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... |

P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |

P386050 : P: TURNER GUILFORD KNIGHT CORRECTL... |
P385430 : P: FACILITY ROOF REPLACEMENTS (P385...

NOTE:

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

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

Member

Member

—

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... |[ |

P383050 : P: METRO WEST DETENTION CENTER IN...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383510 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

m

5B. Now

the project you selected is showing in the

dropdown box.

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

P385480 : P: Fl FVATOR REFURBISw (]

rPage.- Dimension 1

Member 385|

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

P385480 : P: EIFVATOR REFURBISy ]

[Page Dimension (|

Member | Eld

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR SRy W

—y
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6.

6A.

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

button - also called the GO icon
Task List Status

| Task - Initialize Capital Projectge

There are no valid columns of data fi

575863 - Renovation of video, data transmition and telecommunication infr |
$76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

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

When a Project has been selected, you will see in

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

Task List Status

| Task - Capital Praject Dashboand-Pragect Dashbased  Tai lesvisins e e

Thars ey 00 vyl colimes of caca for iy

STTH03 - misedy snel 1 sty wth A Iancng Byiiem 1ad 108 tumes

Progmey Acsal End Do |
Srofecs Azl Sa Do |

Srogecs C3F,_Eemant

Projecs 36, ko

Projecs, Comm_Councl Dt _ |

B Comemat
B Dt 10

Prapest Duacrstion

| Sm_Acual_Com.

Sta_Acsal_End Ovie
Son_Acnual Scaer B
Sta Corsrn_Coundd D

St Commars

|| son commnsion

Stn Contract Humber
St _Dassrgeen

40500 Batet Quatan,
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6B.

Form/Column 2 — Project Information ONLY

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

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

The Project Number and Name is displayed at the top

of column 2
[ =)
No_Year
Budget
Project|Actual_End_Date =
Project JActual_Start_Date
Not-Applicable
Project|CIE_Element |
Noz-Applicable
Project|CIE_Info |
Council District
Project]Comm_Council_Dist | 08
Project|Comment =
Project JContract_Number
CR
Project|Dept_ID

Form/Column 3 - Project Site Information ONLY

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

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

Task List Status

Toars s o vald cohumva of caea

| Task- Capital Project Dashboard-Project Dashbuand  Tuss [ avctins

577601 - Modky roof up sacriy with wmar: fancing sysam and add cumer |

P T G |
o, e =
Bt Budgar
- ]
e Acmial End Du P
ey Acnal St Duw
ot |52 Acva_End Daca
| P 5 Bamane |52 Al st D
o= Courcd Damrat
|y oE pote | 528, comen, couesi D )
Councl Bt
| Profuct Comm Counct Dist | 28 | 5ta_Comment
= Dhrvic 1
| Brsfect Comment 28, Cormmission, Bt
| rect Comracs shumber S Coneracs e
@ Wody et
| e Dape i | 528, Dascrpeion sty wzh

| Premer_Duserposa thersy men Sua_ GO Baler Quessen

159



BUDGETING ANALYSIS TOOL

TA.

7B.

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

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

135K LIST D1aus
[ ml:-cthmwmm\ Task Instructio
=)

There are no valid columns of data for this form.

- Refurbish elevators at Pretrial Detention mmmmﬁ
576842 - Refurbish elevators at Pretrial Detention Center (S5), Turner Gui | |
S76843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui ‘
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
577594 - Refurbish elevators at Pretrial Detention Center (), Turner Gui | |

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

NOTE:

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

“S” denotes Project Site.

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you

have selected.
Task List Status

[Tuk-mheaqumw-cﬁtwgum

There are no valid columns of data for this form.

576831 - Riffurbish elevators at Pretrial Detention Center (5), Turner Guiﬁ
576842 - rbish elevators at Pretrial Detention Center (5), Turner Gui
576843 - rbish elevators at Pretrial Detention Center (S), Turner Gui
576844 - rbish elevators at Pretrial Detention Center (5), Turner Gui
577594 - Rigfurbish elevators at Pretrial Detention Center (S), Turner Gui |
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)
o

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.

| ! |
No_Year
_ Budget | |
.00 -
Site JActual_Cost
Site JActual_End_Date
Site JActual_Start_Date _
Council District
Site JComm_Council_Dist 10
Site JComment
District 12
Site JCommission_Dist =
Site JContract_Number
Modify roof top
Site | Description _security with

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--

Miami-Dade County

Activity Packet
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Activity Packet
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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
1.

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

On your right-hand side under Quick Links you will

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

Navigate File \iew Favorites Tools Help

A B m % Explore

- | Recently Opened . Quick Links
JF MDCCAP Favorites
-
£ Open... | BAT BPREP Appropriations Re

I3 My Personal Page

applications
Planning

MDCEUD

4 MDCCAP

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

= Manage Task Lists
My Task List |

i+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

You will see the My Task List folder expand.

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

Hurnepage MDCCAP - Task List Status * .

I+ Forms

[* Manage Task Lists
My Task List

5] ool Task Lt

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

HomePage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists

My Task List

8 9 Inisialize Capital Project Dashboard
I @ 9 Capital Project Dashboard I

B ® project Index Code Mapping

w1 59 Unfunded Project Details

m & Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Thaes s oo vuld cobmes of dama for v

STI601 - Mocky reof e securty with st fancing e aod add camer || | |

Form/Column 1 - Information Driver

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

Fack Uit Stabas

Tish - Cagetal Praject Dashbosrd Froject Dashboard  Tuss [-inucor e 6
. @ ! .

Tors s o8 ekt o e of e o o

PR E———————er—y | B B
|Praject Acwsd Bnd Owin | =
|

Fraject CIE_Dwmars

|Pratect e e
Brspect o Councs D

| estec Commant

Pegjeet Comtrne Mumin

i | P oot 10

=
|Prmact Dmrpten. sy wih

In the form/column 1 is where you select the Project
and Project Site.
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5.

To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing

down).

Task List Status

|

[ PR DS

Member

@1

Member

|
{

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P383050 : P: METRO WEST DETENTION CENTER IN...

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386570 : P: METRO WEST DETENTION CENTER RE...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383510 : P: TURNER GUILFORD KNIGHT CORRECTI...

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385430 : P: FACILITY ROOF REPLACEMENTS (P386...

P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... |

~

=

|

-

NOTE:

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

number.

“P” denotes Project.

Project

Project

Project

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

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P383050 : P: METRO WEST DETENTION CENTER IN...

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO...
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5B. Now the project you selected is showing in the
dropdown box.

Task List Status

S75863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project

Helpful Hint:

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

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

Task - Capital Project Dashboard-Project Dashboard E
=

P385480 : P: FL FVATOR RFFURBISlw ]
Page Dimension @1

Member | 385]

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)
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385480 : P: EI EVATOR REFURBISw _'P_I

 Page Dimension x|

Member | Elg
Member !
P385480 : P: ELEVATOR REFURBISHMENT (P385480) 1

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

575863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project
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6A.

6B.

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.
135K LISL Dlawus

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

;

576831 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
577594 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |

There are no valid columns of data fi

When a Project has been selected, you will see in

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

Task List Status
Task - Capital Project Dashboard Project Dashbaard  Tuss [ncons e 0
Thar b s vai cohrmos of o o e ¥t o
= Ve LA
STT601 - Mac roof o secsrey weh amartfancng mianw aed e camer | J - -~
Froject Achosl fnd Do | || P
Prpet_Actus st Duse
e Sovicale S0 Acus Erd D
Py — S22 Acual S, D
e ot Dutrct
Sesgec CIE b S0 Corm, Councl Do i
(=T
Prjac Con_Counci Ot | 08 Son,Cormmars
. 0
B Gormmert Py —
Bogect Contnc tsber | S, Corerac umber
= ety 1
P Bt 1D S Descrgeon e
Taodhy ok 5
B Do g, seciey wth S1a_G0B_Baor Quason
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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.

13SK LIST dlatus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructic

=

v 3

There are no valid columns of data for this form.

pich elevatons ot Pretsial Detention Center (5), Tumes Gl ||
efurbish elevators at Pretrial Detention Center (S), Turner Gui |
rbish elevators at Pretrial Detention Center (5), Turner Gui |
rbish elevators at Pretrial Detention Center (5), Turner Gui |
efurbish elevators at Pretrial Detention Center (S), Turner Gui

NOTE:

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

“S” denotes Project Site.

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

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

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

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

=

o~ 3]

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gu_:i !
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui 1
S77594 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui ' |

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

8A.

After you have selected your Project Site to budget,

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

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

Rev and Exp icon.

Task List Status

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

=

03]

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5),T 8|
576842 - Refurbish elevators at Pretrial Detention Center (5), &
576843 - Refurbich elevators at Pretrial Detention Center (5), | [
S76844 - Refurbish elevators at Pretrial Detention Center (5),
577594 - Refurbish elevators at Pretrial Detention Center (5), | EG—_—_G_G_GG—_:—_—__

EEI Index Expense Mapping

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

This is your Rev and Exp form.

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

PRIOR FY2014-15 | F
1994 Fire Rescue District Bonds | 20000 |
Capital Outlay Reserve 1765000 7oooqo__|_
| Total Revenue 1765000 noquﬁ[i

0]

:":",Erll!ty: P: ELEVATOR REFURBISHMENT (P3¢

i | PRIOR FY
1994 Fire Rescue District Bonds | # All_Milestones | L
| Capital Outlay Reserve | [#] All Milestones| 1765000 |
| Expense Total i Expense Total | 1765000
Rev - Exp i Rev - Exp | o
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2D
Activity Packet

8B. Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the
bottom.
rask List Status

‘ Vilirwr apit 7P¢q7himﬁq7 hboard-P: 7’“ 7”Wi?' oard . Task Instructions
[Project Dashboard > Rev & Exp

i, Entity: P: ELEVATOR REFURBISHMENT (P385460)
PRIOR | Fr201415 | FY201516 | FY201617 | F

Capital Outlay Reserve | 1765000 700000 | 1000000 |
Total Revenve | 1765000 700000 | 1000000 |

£ Entity: P: ELEVATOR REFURBISHMENT (P385480)

[ PRIOR | Fr201415 | Fva01s16 | FY:
Capital Outlay Reserve |l All_Miestones | 1765000 700000 1000000

Expense Total | Expense Total | 1765000 | 700000 | 1000000 |
Rev- Exp |Rev - EBxp | ] 0 ]

--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.

175



BUDGETING ANALYSIS TOOL

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

oo Lo oot

*.Task Instruction

Project Dashboard > Rev & Exp

J"”T‘ Entity: P: ELEVATOR REFURBISHMENT (P3%

[__pmioR | Fvooaas | ¢
1994 Fire Rescue District Bonds | ' 20000 |
Capital Outlay Reserve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

:”?'Enh‘ty: P: ELEVATOR REFURBISHMENT (P3¢

i ] PRIOR l_FY
11994 Fire Rescue District Bonds | 1 All_Milestones |
Capital Outlay Reserve | @ All_Milestones | 1765000 |
Expense Total | Expense Total | 1765000 |
|Rev - Exp IRev-Bp | o]

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

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

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

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

1Gon LIS Tauus

| Task - Capital Project Dashboard-Project hboard . Task Instruction
Project Dashboard > Rev & Exp

=]
=

s5,Entity: P: ELEVATOR REFURBISHMENT (P3¢

PRIOR FY201415 | F
20000 |
1765000 700000 |
1765000 | 720000 |

0]

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

. 1. PRIOR | FY
1994 Fire RescueDigrictBondsiEI All_Milestones | !
Capital Outlay Reserve [ All_Milestones | 1765000
ExpenseTotal | ExpenseTotal | 1765000
Rev - Exp Rev - Exp | o
2A. To add a new Revenue (Funding Source) just right click
anywhere in the revenue box
| Task - Capital Project Dashboard-Project Dashboard  Task Instruction

Project Dashboard > Rev & Exp

.'."f"w'Entity: P: ELEVATOR REFURBISHMENT (P3¢

_PRIOR. J FY2014-15 | F
1994 Fire Rescue District Bonds| 20000
Capital Outlay Reserve 1765000 700000 |
Total Revenue 1765000 720000 |

m

:"-_,Enrity: P: ELEVATOR REFURBISHMENT (P3¢

] PRIOR | FY
1994 Fire Rescue District Bonds | (51 All_Milestones ]
Capital Outlay Reserve 17es000 |
Expense Total 1765000 |

Rev - Exp 0

177



BUDGETING ANALYSIS TOOL

2B.

3A.

After you have right clicked in the Revenue box you will

see a box appear to the right, click on Add Funding
Source icon.

Project Dashboard > Rev & Exp

:“f“_‘ Entity: P: ELEVATOR REFURBISHME
PRIOR | FY 2014-15

Capital Outlay Resdbm————
Total Revenue Edit » F2000(
Adjust »
& comments

*= Supporting Detail
Show Change History
B3 Document Attachments

& Lock/Unlock Cells
Filter »
Sort »

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

tuntime Prompts - MDCAddFundingSource

Prompt Text Value
" * Funding Source “Capital Outlay Reserve” A

To select a new Revenue (Funding Source) the
user must click on the “Member Selection” icon to
the right of the revenue box.

tuntime Prompts - MDCAddFundingSource
Prompt Text [Value
..} * Funding Source “Capital Outlay Reserve"
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3B.

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 new Revenue
(Funding Source).

pts - MDCAddFund e

Member Selection
| Dimensions

| | Members | variables

-aPeE He@

Member Name

| Member Name
| |2 Fund =l Fund
& Funding_Source_Categories "Capital Outlay Reserve”
[# Private Donations (Non-Cash/In-Kind)
Add
Remove
Remove All

In this section the user can add or delete a Revenue
(Funding Source)

pts - MDCAddFund e
Member Selection
Dimensions | F

| Members . varables
| -aPeE "Me@

Member Name |Member Name
= Fund = Fund
[# Funding_Source_Categories “Capital Outlay Reserve”
[# Private Donations (Non-Cash/In-Kind)
Remove
Remaove All

179



BUDGETING ANALYSIS TOOL

4.

4A.

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

+ next to Funding Source Categories.

[ Member Selection

Dimensions

| Members - Variables

AP PE Ry @

=
=

L

nd
Funding_Source_Categories
[# Pri

vate Donations (Non-Cash/In-Kind)

S
Add
$
Remove

®

Remove All

When the user clicks on the + next to Funding
Source Categories, you will see another drop down

box with a listing of Revenue categories.

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

Revenues (Funding Source).

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

source it falls under.

Member Selection

Dimensions

| Members - variables

AP e HeA

Member Name

& Fund
g "9_Source_Categories

punty Bonds/Debt

EECunty Proprietary Operations

[# Federal Government

# Impact Fees/Exactions

[# Non-County Sources

[# Other County Sources

[# State of Florida

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

o T |

Add

S
Remove

Remove All
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4B.

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

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

Dimensions

| Members . Variables

"APdPEm: "M@
Member Name

[= Fund ~
= Funding_Source_Categories
[=] County Bonds/Debt
[#] 1994 Fire Rescue District Bonds
[+ 2002 Fire District Bond Interest
[+] 2002 Fire Rescue District Bonds

m

Add

"

] 2003 Juvenile Courthouse Bond Interest &
[#] 2006 Sunshine State Financing Réimiove
[#] 2008 Sunshine State Financing

[+ Aviatinn Develonment Fund Bands Sold

NOTE:

If you do not see your Revenue (Funding Source),

two things happened.
1) You are looking in the wrong category
Or
2) Itis a new Revenue and it has not been added

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

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

[#] 2003 Juvenile Courthouse Bond Removi
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4C.

= County Bonds/Debt
‘ 1994 Fire Rescue District Bonds

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.

HIRI DIV

I Members . Variables
| EE B
ember Name
= Fund
2006 Sunshine State Financing
(] 2008 Sunshine State Financing
Sunshine State Financing
Sunshine State Series 2006 Interest
Sunshine State Series 2008 Interest

To select the Revenue (Funding Source) the user

needs to left click on the Revenue
Member Selection

Dimensions |Fund | |

| Members . varizbles
Member Name

= Fund
[=] Funding_Source_Categories

AP S HTR' @

>

L

b

[ 2002 Fire District Bond Interest g e
[# 2002 Fire Rescue District Bonds | 4
|
|
|
|
|

[# 2008 Sunshine State Financing

[# Aviation Development Fund Bonds Sold

[# Aviation Revenue Bonds

[# 2003 Juvenile Courthouse Bond Remove
[# 2003 Juvenile Courthouse Bond Interest
[# 2006 Sunshine State Financing Remove All
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5A.

5B.

5C.

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

Member Selection

Dimensions |Fund |~

|u=-b=s Variables
AP PR TRy @
Member Name

= Fund A
[ Funding_Source_Categories |i':i
- e

[=] County Bonds/Debt |
‘ 1594 Fire Rescue District Bonds >
& 2002 Fire District Bond Interest . NG

[# 2002 Fire Rescue District Bonds 4

[# 2003 Juvenile Courthouse Bond | Remove
2003 Juvenile Courthouse Bond Interest XK

[ 2006 Sunshine StateFinancing || Remove Al

2006 Sunshine State Financing

Aviation Development Fund Bonds Sold
[# Aviation Revenue Bonds

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

P Ty

Members . Varizbles

| AP PETRT@
El Fund |~
& Funding_Source_Categories 5
[l County Bonds/Debt L
151 1994 Fire Rescue District Bonds >
5] 2002 Fire District Bond Interest Add
[ 2002 Fire Rescue District Bonds | 9
Bl 2003 Juvenile Courthouse Bond Remove

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

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

Member Selection [E]

Dimensions

B =

"APPLTHTE| |
|Member Name | Member Name
S Fund _ Bfmd

E Funding_Source_Categonies "1994 Fire Rescue District Sonds™

£ County

5] 1994 Fire Rescue District Bonds: >
5 2002 Fire District Bond Intarest | el
) 2002 Fire Rescue District Bonds g
& 2003 Juvenile Courthouss Bond Remave
[ 2003 Juverde Courtrouse Bond Interest &
[ 2006 Sunshine State Financing. Remave Al
&) 2008 Sunshine State Financing
@ Aviation Development Fund Bands Sold
[# Aviation Revenue Bonds
[ Aviation Revenus Bonds Scld o

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

But you are not done yet.

ompt lext value
.t * Funding Source "1994 Fire Rescue District Bonds”

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.

Runtime Prompts - MDCAddFundingSource £
Prompt Taxt valua
" ® Funding Source 1994 Fire Rescue District Bonds™ el
:
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7.

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

5%, Entity: P; ELEVATOR f

PRIOR

1954 Fire Rescue District Bonds |

Capital Outlay Reserve |
Total Revenue l_

1765000 |
1765000 |

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

tells you, you have succeeded. ©
Click OK
sk < Capital Praject Dashboard-Project Dashboard  Tack Instructions
ject Dashboard > Rev & Bxp
£, Encity: P1 ELEVATOR REFURBISHMENT (P385460)
T PmOR | Fraoe1s | Fra0sis | Freoiels | Fr2olas | FY20i819 | Fr2019
1954 Fire Rescue District Bnds | | 20000 | @ Totormation
Capital Qutlay Reserve | 1765000 | 700000 | 1000000 | ~ .
Total Revenve | : [ | 100 | MDCASdFundingSource was successful.
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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.

|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

Fraoi617 | FY2
1994 Fire Rescue District Bonds | | 20000 | 0|
Capital Outlay Reserve | 1785000 | 700000 | 1000000 |

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

oject_Site: 576831 - Refurbish elevators at Pretrial Detention Center (3), Turner Gui

FY2017-18 |  FY 2018-19 FY 2019-20
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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:

e 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.
pct Dashboard - Task Instruction
:"'.T,Enbty: P: ELEVATOR REFURBISHMENT (P3¢
L PRIOR | Fr2o141s | F
1594 Fire Rescue District Bonds | | 20000 |
| Capital Outlay Reserve 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |
r"",Ent!ty: P: ELEVATOR REFURBISHMENT (P3£
] [ PRIOR | Fv
1954 Fire Rescue District Bonds | 3 All_Milestones | |
Capital Outiay Reserve |5 an_pitestones | 1765000 |
ExpenseTotal  |EpenseTotal | 1765000 |
Rev - Exp | Rev - Exp ) o |
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.

l1ask List Status

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

‘ PRIOR | Pr201415 | Fr2
1994 Fire Rescue District Bonds.
Capital Outlay Reserve ] 1765000 | 700000 |
Total Revenue 1765000 700000

m ([

"’",Entity: P: ELEVATOR REFURBISHMENT (P385480)

_PRIOR. | FY2014-15
Capital Outlay Reserve | ¥ All_Milestones | 1765000 | 700000
Expense Total  Expense Total 1765000 | 700000
Rev - Exp Rev - Exp 0] 0

HELPFUL HINT:

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

To add a new Milestone (Expenditure

Category) just right click anywhere in the expenditure
box.

1asK LIST STtatus

rd . Task Instructions

Project Dashboard > Rev & Exp

=]

:i"’Enti‘ty: P: ELEVATOR REFURBISHMENT (P385480)

FY 2014-15
Capital Outlay Reserve 1765000 700000
Total Revenue 1765000 700000
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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.

A T T S -

]

Total Revenue 1765000

@ Revenue and Expense Detail
Edit

Adjust

Comments

Supporting Detail

Show Change History
Document Attachments
Lock/Unlock Cells

Filter

S RANC AT Y|

Select All
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3.

3A.

3B.

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

Runtime Prompts - MDCAddMilestone )
£
o Prompt Text Valus

&' " Funding Source “Capital Outlay Reserve” ,,
&t = Milestone "M Milestones” .

Jaunch | Cancel

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

KUNUme Frompus — MUCAUUPIiieEsSLnne

Prompt Text Value
l —=} iF * Funding Source "Capital Outlay Reserve"
2 =%, .7 * Milestone "Art Allowance”

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

To select a Revenue (Funding Source) the user

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

Prompt Text [Value

&+ = Funding Source “Capital Outlay Reserve”
o iore 0 brer E
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3C.

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

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

Runtime Prompts - MDCAddFundingSource

Member Sefection
Dimensions

| Members - variables

AaPrm We@

Member Name: Member Name
&l Fund = Fund
# Funding_Source_Categories "Capital Outlay Reserve”

[ Private Denations (Non-Cash/In-Kind)

Add
Remove

Remove All

NOTE:

In this section the user can add a Revenue (Funding
Source)
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4. To find a Revenue (Funding Source), click on the

+ next to Funding Source Categories.

| Member Selection

Dimensions

| Members  Variables

AP eEm Rgd

ding_Source_Categories

N, >t Donations (Non—C;sﬁ[-In_—Kj;dJ

)

Add
$

Remove

&

Remove All

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

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

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

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

Member Selection

Dimensions

| Members . Variables

QP dPE LMyl

Member Name

= Fund
[ Funding_Source_Categories
R nty Bonds/Debt

unty Proprietary Operations o
[# Federal Government Add
[# Impact Fees/Exactions &
[ Non-County Sources Remove
[# Other County Sources &

[ State of Florida.

) Remove All
[# Private Donations (Non-Cash/In-Kind)
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4B.

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

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

Dimensions

| Members . Variables

"APdPEm: "M@
Member Name

[= Fund ~
= Funding_Source_Categories
[=] County Bonds/Debt
[#] 1994 Fire Rescue District Bonds
[+ 2002 Fire District Bond Interest
[+] 2002 Fire Rescue District Bonds

m

Add

"

] 2003 Juvenile Courthouse Bond Interest &
[#] 2006 Sunshine State Financing Réimiove
[#] 2008 Sunshine State Financing

[+ Aviatinn Develonment Fund Bands Sold

NOTE:

If you do not see your Revenue (Funding Source),

two things happened.
3) You are looking in the wrong category
Or
4) lItis 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.

[#] 2003 Juvenile Courthouse Bond Removi
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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.

HIRI DIV BT E B |

Members \ariables
'

= Fund

2006 Sunshine State Financing

[+] 2008 Sunshine State Financing

[ Sunshine State Financing

Sunshine State Series 2006 Interest

Sunshine State Series 2008 Interest

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

Member Selection

Dimensions |Fund |

| Members - Varibles
| AP PETHT@

Member Name
= Fund
E] Funding_Source_Categories

_E] County Bonds/Debt
ﬁ 1994 Fire Rescue District Bonds Az

[ 2002 Fire District Bond Interest

B »

2002 Fire Rescue District Bonds _ 4

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

[# 2006 Sunshine State Financing Remove All

[¥ 2008 Sunshine State Financing
[+ Aviation Development Fund Bonds Sold
[# Aviation Revenue Bonds
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SA. When the Revenue has been selected the user then
needs to click on the ADD arrow to the right.

Member Selection

Dimensions |Fund Zl

(S verabes
QAP P HTH'w@

Member Name

= Fund

[=] Funding_Source_Categories

] County Bonds/Debt

1594 Fire Rescue District Bonds

2002 Fire District Bond Interest

2
Add

2002 Fire Rescue District Bonds 4
2003 Juvenile Courthouse Bond Remove
2003 Juvenile Courthouse Bond Interest XK
2006 Sunshine State Financing Remove All
2008 Sunshine State Financing
Aviation Development Fund Bonds Sold
Aviation Revenue Bonds
SB. When the Revenue has been added, you will see it
displayed.
Dimensions d Z
> Variables
\ AP BPRTRTA@ [~
Member Name | |Member Name
EFund S | & Fund
= Funding_Source_Categories =} "1994 Fire Rescue District Bonds”
(=] County Bonds/Debt

1594 Fira Rescue District Bonds
[ 2002 Fire District Bond Interest
2002 Fire Rescue District Bonds
[# 2003 Juvenile Courthouse Bond Remove
2003 Juvenile Courthouse Bond Interest X
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5C.

5D.

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

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

xl

J Member Selection
Dimensions

‘m Vagiables

aPrmVHATE

Mermber Name |Member Name
S Fund . |2 Furd
=l Funding Source Categories 3 *1994 Fire Rescus District Bonds”
= County Bonds/Debt o
+ 1994 Fire Rescue Distrct Bonds 2

3] 2002 Fire District Bond Intarest
[# 2002 Fire Rescue District Bonds

3 2003 Juvenile Courthouse Bond Remave
31 2003 Juvenile Courthouse Bond Interest &K
[§] 2006 Sunshine State Financing Ramous AL

3| 2008 Sunshine State Financing

3 Aviation Development Fund Bonds Sold
3] Aviation Revenue Bonds

) Aviation Revenue Bonds Sold

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

But you are not done vet.

RUTILITIE FIOMIPLS = FIUCAUOFIIES Lo

Prompt Text Value

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

198



BUDGETING ANALYSIS TOOL

6.

6A.

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

KUTILITTE FIOMIPLS ~ MUCAUOFIIESLOTE

Prompt Text value

Frompt Text |Value

& = Funding Source “Capital Qutlay Reserve”
&' ™ Miestone | " Miestones” E

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

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

Member Selection - =

Dimensions | |

| Members . Variables

j AP PE We@ |

| |Member Name \Member Nar

| |2 Milestone s |l Milestone
| | Art Allowance 1 L AL
[# Automobiles/Vehicles

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

[# Construction $
) Debt Service/Bond Issuance Costs I Rerrove:
[l Furniture Fixtures and Equipment | Xk

[+ Land Acquisition/Improvements Remave All
[# Other Capital

[# Permitting

[+ Planning and Design |

__ [ Project Administration %

Add

m
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6B.

NOTE:

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

TEnUT oo

i
i
| Dimensions |Milestane| - |
i

[ Members  variables

] QPP m  Ww @ IE2
UL Member Name

=] Milestone |- £ Milestone

ie] At Whoveance {3 | All_Milestones
& Automobiles/Vehicles I
& Books Publications and Library Materials | &
(# Building Acquisition/Improvements = Add
@ Construction | &
[# Debt Service/Bond Issuance Costs ] Remove
(#] Furniture Fixtures and Equipment 3 &k
# Land Acquisition/Improvements Remove All

X Darmittinn

To select a Milestone (Expenditure Category),

just move your cursor and click on the Milestone
selected.

Now the Milestone selected is highlighted.
| Member Selection

ﬂ Dimensions |M

| Members |\ Variables
| AP PBTR'w @

Member Name
[=] Milestone
Art Allowance [
_[# Automobiles/Vehicles
[#] Books Publications and Library Materials ®
B Building Acquisition/Improvements o
[ Construction 4
Debt Service/Bond Issuance Costs Remove
[# Furniture Fixtures and Equipment = &
# Land Acquisition/Improvements Remove Al
[#] Other Capital
[ Permitting

»

m
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TA.

7B

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

o e

Dimensions [Milestone| = |

| Members "\ Varisbles

| AP PEm: Ee@

Member Name

=] Milestone
| B Art Allowance

>

| Automobiles/Vehicles
[#) Books Publications and Library Materials
[# Building Acquisition/Improvements

# Construction

@ Debt Service/Bond Issuance Costs
% Furniture Fixtures and Equipment

Remove

& Land Acquisition/Improvements
& Other Capital

@ Darmittina

Remove All

| |
\Member Name
= Milestone
| All_Milestones

When the Milestone has been added, you will see it

displayed.

Member Selection

Dimensions | M e '_., ]

| AP PEHTVE'T@

Member Name

= Milestone

»

[+] Art Allowance

& Automobiles/Vehicles .
[# Books Publications and Library Materials

_[# Building Acquisition/Improvements

m

i Construction

"a_m' P]Imvaﬂ_(e'

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

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

Runtime Prompts - MDCAddMilestone

Member Selection

AP P ETVHT® |

Member Name

= Milestone
5] Art Allowance
5 Automobillsfehices i
51 Baoks Publications and Library Materials [#]
& Building Acquisition/Improvements. g Aad
4 Construction

& Debt Service/Bond Issuance Costs Remove
(3 Furniture Fixtures and Equipment 1 «®

(81 Land Acquisition/Improvements. Remove Al
[ Other Capital

& Permitting

[ Planning and Design

5 Project Administration -]

“art Allowance™
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8A.

Once the user has ADDED and SAVED the new

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

But you are not done yet.

Runtime Prompts - MDCAddMilestone

=

(Prompt Text [Velve._
. = Funding Source “1994 Fire Rescue District Bonds™ feul
4 * Milestone “Art Alowance™ .

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.

TR OIS P ILAUU TS "

[Prompt Text Value
.7 = Funding Source 199+ Fire Rescue District Bonds™ | TEL,
| & = Miestone “Art Allowance™ 4,
-

202



BUDGETING ANALYSIS TOOL

10.

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

:‘f‘f‘Entity: P: ELEVATOR REFURBISHME!

| PRIOR = FY 201415
1594 Fire Rescue District Bonds | | 2000¢
Capital Outlay Reserve 1765000 | 70000C
Total Revenue 1765000 | 72000C

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

the Revenue (Fund Source) added to the
Expenditure form.

|| Tk Copital Project Dashboard-Project Dashboard 7ok rsicoons

| Profect Dashboerd » Rev & Exp

2, Entity: P: ELEVATOR REFURBISHMENT (P385450) & Project_Ske: S76831 -

PR | maoeas | raosis | et | Ao | anss | maeeam | mamedn |

1734 Fire Rescue District Bonds | 20000 (@ tnformation =
Capital Cnitlay Reseree 1765000 TOO00O 1000000
MDCAGMiestone s sutcas
Total Revenue 1765000 720000 1000000 | o
§

&, Entity: P: ELEVATOR REFURBISHMENT (P335450} 4, Project_See: 576831

[ PRIOR | FY20415 | FYa00S-16 | FY20I6-17 |  FY2017-18_ | FY201819 | FY201830 |
1954 Fire Rescue Diserict Bonds |6 All piestones | | 20000 | | ol
Capital Outiay Rissarve |6 A pbeszones | 1765000 | 700000 | 1000000 |
Expesa Totl | Bvpence Towl | 1765000 | 720000 | 1000000 | 0}
Rev - B Rev - Exp (] (] [} (]

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

Click OK
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11.

11A.

To see and budget in the Milestone that has just

been added click on the + next to the Milestone

o)
5%, Entity: P: ELEVATOR REFUF
) PRIC
1994 Fire Rescue District BondHiIeshones
Capital Qutlay Reserve o All_Milestones 1
Expense Total ] Expense Total 1
Rev - Exp | Rev - Exp

By clicking on the + next to the Milestone, you will
see the Milestone (Expenditure Category)

added.

s#, Entity: P: ELEVATOR REFURBISHMEN

Ssssesss PRIOR
1554 Fire Rescue District s | N Alowance

(=) All_Milestones
Capital Outlay Reserve All_Milestones 1765000
Expense Total Expense Total 1765000
Rev - Exp Rev - Exp 0
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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.

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

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

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

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

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

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

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

mapped their index codes to the Project/Project Site.

e Itis important to remember that data can only be entered into white cells. Data will only
be stored in the database after the SAVE button is clicked.
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Step
1.

Action

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

On your right-hand side under Quick Links you will

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

Navigate File View Favorites Tools Help

BAT Unfunded Projects Report MDCCAP - Task List Status BAT Unfy

| I Recently Opened 4 Quick Links
g BAT Unfunded Projects Report Favorites

S Moccae Applications

4 MoCBuD

Planning

£5 Open...

‘ r] Workspace Pages

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

= Manage Task Lists
My Task List |

i+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Form/Column 3 - Project Site Information ONLY

Form/Column 1 - Information Driver

This is the driver of your Capital Project

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

Task List Status

| Task - Capial Praject Dashboard Prejecs Dashbaard

Task Irstructions

Task List Status
| Task - Capial Project Dashboard-Project Dashboard  Tisk Inuwriczons 9 9
-3 -3 -
Toace e o0 cald s o i G i L
o, veae o Yo
ST760 - Moy toof t0p pesurly with Bt fancng ByRtem 450 BSE Came ¥ L - Eoiget
| Broect Acsual_find_Buca i
| Propect_Actual_Start_Date Sim. Actual End Duen
Hor-Apphcasia il e
| o CIE_Eumane | Stn_Acnal_Stan Ducn
[ o Dt
| Profect 363 Si_Comm_Councl_Diat 10
Counci Dirct
Svcjac Comm_ Councl Disc | 5 Sem Commant
[=="
| o Commane Stn_Commarion Dt
| Promees_Comvacs Numter | 5am,_Contracs Wumdar
' &3 oty ool e
| | Proect Duge 10 7 Description sy web
Mod#y roof g
| opecs_Desergen securey weh Stn 608, Salor Guestion

- =
Thace ary 00 vaid cubmas of dr for iy b

Itis in form/column 1 where you select the Project

577601, - Moy roof op securcy with smart fancing sy and add caumar |

and Project Site

2]

©

Sta_GOB_Bafot Quastan

-4
o o Yo
Budger Bucger
=
{Project Acta frd Dot | i e it
Brojec_Acsaal_Star_Dem
....... Sta_ Al Erd Datn
Brojecs CIE Barnart Sta_Acr_Star Dwen
= et Dart
Brojecs, OF ik Sta_Come,_ Councl_ D )
Gounct Dt
Brojec, Come, Concd | 08 5ta_ Commare
L =
| Projec_Commare ||| sas. commismon pax
| ey Conmracy, tumiser Ss_Conacy pumbwr
& Wody root g
| rejac O 0 S Dusergren sty wh
| et Descrgtion
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5.

To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing

down).
| &

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through

@T

P385480

P382090 :
P382600 :
P383090 :
P383540 :
P383850 :
P383910 :

P385050 :
P386430 :
P386570 :
P387210 :
P387680 :

P: COMMUNICATIONS INFRASTRUCTURE...

P: TURNER GUILFORD KNIGHT CORRECTI...

P: METRO WEST DETENTION CENTER IN...

P: WOMEN'S DETENTION CENTER EXTERI...
P: TURNER GUILFORD KNIGHT CORRECTI... |
P: TURNER GUILFORD KNIGHT CORRECTI...
: P: ELEVATOR REFURBISHMENT (P385480)

P: TURNER GUILFORD KNIGHT CORRECTI...
P: FACILITY ROOF REPLACEMENTS (P386...
P: METRO WEST DETENTION CENTER RE...
P: WOMEN'S DETENTION CENTER AIR CO...
P: PRE-TRIAL DETENTION CENTER RENQ...

m

»

NOTE:

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

number.

“P” denotes Project.

209



BUDGETING ANALYSIS TOOL

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

Member

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE... |
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383510 : P: TURNER GUILFORD KNIGHT CORRECTI...

ﬂ P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...

P386430 : P: FACILITY ROOF REPLACEMENTS (P385...

P386570 : P: METRO WEST DETENTION CENTER RE...

P387210 : P: WOMEN'S DETENTION CENTER AIR CO...

P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ¥

m

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

rhboard-Liick 1hroug

575863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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6.

6A.

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

Task List Status

.

There are no valid columns of data ol

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project

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

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

Task List Status

 Task - Initialize Capital Project Dashboard-Click Through Site List

RElw [5)

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner
$76844 - Refurbish elevators at Pretrial Detention Center (5), Tumner
577554 - Refurbish elevators at Pretrial Detention Center (5), Turner

212



BUDGETING ANALYSIS TOOL

6B.

6C.

When a Project has been selected, you will see in
form/column 1 a variety of Project Sites begin to
populate.

Task List Status
- e
Dy 2f Gaa For g iz Fibs
- = o P
ST401 - ey rect i acurty wih Imart fenorg e aed add e L Buige | w_w_
bo drel (o D | S A Cor: i
f P
e Son Al 2 e
oo CIE_Bament. Fa_Acy_Ste Decs
r—— Gecivare
Froject G o | San_Come,_Councl Dt 3
Counc et
g Comen et .| 8 S Comace
k =
frojecs Comment. | | ——
o Modfy rof o
Praject Best 1D 1 in Descrgtion. Bacurty wlth
Mocdy ol 1w
rome Duacgzen. wacurey weh | Se_G0A_Baer Queson

The Project Site list that you will see, are ONLY
those Project Sites associated to the Project you
have selected.

Task List Status

38548 FUREl )
There are no valid columns of data for this form.

576842 - rbish elevators at Pretrial Detention Center (5), Turner Gui
576843 - rbish elevators at Pretrial Detention Center (5), Turner Gui
S76844 - rbish elevators at Pretrial Detention Center (5), Turner Gui
577594 - rbish elevators at Pretrial Detention Center (5), Turner Gui

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

“S” denotes Project Site.

213



BUDGETING ANALYSIS TOOL

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.

13SK LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=

I'I‘here are no valid columns of data for ﬂﬁform. ‘
576831 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui |
576842 - Refurbish elevators at Pretrial Detention Center (), Turner Gui
576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
577594 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gui |

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

You will see a box appear to the right, click on Budget
Rev and Exp icon.
 Task - Capital Project Dashboard-Project Dashboard - Task Instructions

m

isle ()

There are no valid columns of data for this form.

L
576831 - Refurbish elevators at Pretrial P E——
576842 - Refurbish elevators at Pretrial Deter
576843 - Refurbish elevators at Pretrial Deter
576844 - Refurbish elevators at Pretrial Det
577594 - Refurbish elevators at Pretrial Deter

E] Index Expense Mapping
Edit »
Adjust »

s
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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.

4%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

. PRIOR FY 2014-15 FY 2015-1
1994 Fire Rescue District Bonds 20000 ;
Capital Outlay Reserve . 1765000 | 700000 | 100

8B. Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the
bottom.

| Task - Capital Projectmm-hnjednaslm .. Task Instructi
Project Dashboard > Rev & Exp

5
5, Entity: P: ELEVATOR REFURBISHMENT (P385480)
I PRIOR | Frao1415 |
1994 Fire Rescue District Bonds ‘ | |
Capital Outiay Reserve 1765000 700000 |
Total Revenue | L LODIIONS

=
<, Entity: P: ELEVATOR REFURBISHMENT (P385480)
L - PRIOR | |
1994 Fire Rescue District Bonds | 21 All_Milestones
Capital Outlay Reserve _|E All Milestones | 1765000 |
Expense Total |Expense Total | 1765000 |
Rev - Exp | Rev - Exp | 0
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9.

9A

REVENUES

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

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

& ,Entity: P: ELEVATOR REFURBISHMENT (P385480)

: | PRIOR

1554 Fire Rescue District Bonds |

Capital Outlay Reserve | 1765000 | 700000 | 1000000 |

Total Revenue 1765000 720000 | 1000000
NOTE:

Data values can only be entered into WHITE cells.

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

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

¢ Entity: P: ELEVATOR REFURBISHMENT (P385480) L_prosac
- — ~ Row 1994 Fire Rescue District Bonds. Column FY 201

[ PRIOR [ Fv201415 [ ] This cell has been modified
1994 Fire Rescue District Bands | 20000 [ [ 0]
Capital Outlay Reserve | 1765000 | 700000 | 1000000 | |
Total Revenue 1765000 | 700000 | 1000000 0|

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

9C.

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

ORACLE Enterprise Performance Man;

MNavigate File Edit View Favortes Tools

A B o TEpore Bl @ & / &

HomePage

=

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

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

Totals are automatically calculated for the user.

rafiect Dashboard » Rev & Bp

) Project_See: 576401 i
| Praoear | FYamaris Fraoea® | eraeieao | Pracaoan | ETOT

217



BUDGETING ANALYSIS TOOL

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

in the total column turn RED.
NOTE:

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

tention Center (5), Turner Gui

FUTURE ' TOTAL ‘
20000 |

3465000

3485000

tention Center (5), Turner Gui
%Y 2019-20 | FY 2020-21 | TOTAL

3465000 |
3465000
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11.

11A.

11B.

Expenditures

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

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

T’-'"Entity: P: ELEVATOR REFURBISHMENT (P385480)

| PRIOR | FY201415 | FY2015-16
1554 Fire Rescue District Bond ilestones | 0
Capital Outlay Reserve ] _Milestones | 1765000 700000 | 1000000
Expense Total | Expense Total | 1765000 700000 1000000
Rev- 50 Rev-go | S e 0

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

."."’ Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR | FY20415 | FY2
1594 Fire Rescue District Bonds 0
=) All_Milestones | I 0]
Capital Outlay Reserve —— 1765000 700000 |
Expense Total | Expense Total | 1765000 700000
Rev - Exp | Rev - Exp | 0

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480) P
| PRIOR FY 2014-15 FY 2015-16 FY 201¢
1994 Fire Rescue District Bonds | o1y ajowance 20000
| =) All_Milestones
| Capital Outlay Reserve [# All_Milestones 1765000 700000 1000000
Expense Total Expense Total 1765000 700000 1000000
| Rev - Exp Rev - Exp 0 0

NOTE:

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

ORACLE Enterprise Performance Man;

MNavigate File Edit View Favortes Tools

A B o TEpore Bl @ & / &

HomePage

=

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
ul TOTAL |

200000 |

—

3465000 |

331 - Refurbish elevators at Pretrial Detentiot
FY 2020-21 | TOTAL
200000 |
200000 |
3465000 |

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
1.

1A

Action Notes
To view your Revenue and Expense Detail you

need to make sure you are in the Capital Project
Dashboard.

5%, Entity: P: ELEVATOR REF

PRIOR FY
1994 Fire Rescue District Bonds
Capital Qutlay Reserve 1765000
Total Revenue _ 1765000 |

=)
5%, Entity: P: ELEVATOR REF
PR
1994 Fire Rescue District Bonds  Athllowance |
] All_Milestones|
Copital Outiay Reserve L6 AR Milestones -
Expense Total Expense Total |

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

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

can begin the process of checking whether a specific

revenue balances to its expenditures.

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

Expenditures (2) are shown at the bottom.

Task List Status

Task - Capital Project Dashboard-Project Dashboard  Task Instructions

Project Dashboard > Rev & Exp

=
=

& ,Entity: P2 ELEVATOR REFURBISHMENT (P385480)

F PRIOR | FYr201415 | F
1994 Fire Rescue District Bonds | | 20000 |
Capital Outlay Reserve I 1765000 | 700000 |
Total Revenue 1765000 | 720000 |
=
r"",Entrty: P: ELEVATOR REFURBISHMENT (P385480)
| PRIOR | FY,
1994 Fire Rescue District Bonds | [#] All_Milestones | L
Capital Outlay Reserve | & All_Milestones | 1765000 |
Expense Total | Expense Total | 1765000
Rev - Exp Rev - Exp | 0
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3. From the Rev & Exp form from right click on the
Revenue (Funding Source) you want to check.

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

Click on the Revenue and Expense Detail icon.

 Task - Capital Project Dashboard-Project Dashboard - °

E

Project Dashboard > Rev & Exp

a5  Entity: P: ELEVATOR REFUF

| PRIOR | Fr20

1954 Fire Rescue

Total Revenue

'Capital Outlay Reservi i~

Note:

e |

Adjust >
l&] comments

*= Supporting Detail

@ Show Change History
B3 Document Attachments
8 Lock/Unlock Cells

Filter >
Sort »
Select All

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.

Project Dashboard > Rev & Exp > Revenue and Expense Detail

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

PRIOR FY 2014-15 FY 20
1554 Fire Rescue District Bonds 200000
Revenue Total 200000

B
f:';‘Entih': P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR | Fr 20141
1594 Fire Rescue District Bonds | Art Allowance | 20
Expense Total Expense Total ‘ 20¢
Rev - Exp Rev - Exp J
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3B.

The Revenue form on top will only show the

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

=
ﬁ":';‘Enﬁty: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY 2014-15 FY 20
1994 Fire Rescue District Bonds 200000
‘ Revenue Total 200000

S|
ﬂj‘Enh'ty: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY 2014-1
1594 Fire Rescue District Bonds | Art Allowance 20¢
Expense Total Expense Total 20(
Rev - Exp Rev - Exp
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3C.

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

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

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

E

o  Entity: P: ELEVATOR REFURBISHMENT (P3854¢

_ PRIOR | FY201415 | FY20
1554 Fire Rescue District Bonds 200000 |
Revenue Total | l 200000 |

=
# Entity: P: ELEVATOR REFURBISHMENT (P3854¢
_ [ PRIR | Fraoiel
1994 Fire Rescue District Bonds | Art Allowance | 200
Expense Total | Expense Total | 200
Rev - Exp |Rev-Exp | |
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 Project
see the MDCCAP application. Click on MDCCAP to
start the process.
D Recently Opened .4 Quick Links PrOjeCt
J MDCCAP Favorites
] BAT Project All Revenue and Expenditure Budget Report Applications
() BAT Unfunded Projects Report
b MDCBUD Planning
&5 Open... MDCBUD Project
2. On the left-hand side of the screen there is a list.

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

= Manage Task Lists
My Task List |

[+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Task List Status
| Task - Capial Project Dashboard-Project Dashboard  Tisk Inuwriczons 9 9
-3 a -3 -
Toace e o0 cald s o i G i L
o, veae o Yo
ST760 - Moy toof t0p pesurly with Bt fancng ByRtem 450 BSE Came ¥ L 2 - Eoiget
| Broect Acsual_find_Buca i
| Propect_Actual_Start_Date Sim. Actual End Duen
Hor-Apphcasia il e
| o CIE_Eumane | Stn_Acnal_Stan Ducn
[ o Dt
| Profect 363 Si_Comm_Councl_Diat 10
Counci Dirct
Svcjac Comm_ Councl Disc | 5 Sem Commant
s [=="
| o Commane Stn_Commarion Dt
| Promees_Comvacs Numter | 5am,_Contracs Wumdar
' &3 oty ool e
| | Proect Duge 10 7 Description sy web
Mod#y roof g
| opecs_Desergen securey weh Stn 608, Salor Guestion

Form/Column 1 - Information Driver

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

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

Task List Status
| Task - Capital Project Dashboard-Project Dashboard  Task Irstructions e e
- o ~ = -
Thare are ro vald colemns of dats for this form, T Fro1 B
Ho,_Yeac No,_Yese
577601 - Modsy rof top security with smart fencing system and add camer || | | L Budge | I Budget
" - 00
e .
| Project_Acnuad End_Dace e
| Project Acnual Star: Due e
Not-Anplicabie T
| Projecs CIE Eemeen | | Ske_Aczal_Start_Duze
Not-Aoplicatie Counci Dt
Broject CIE Info | | { Sioe_Comm_Counci_Dist 10
‘Council Diszrex
Project Comm_ Councl Disc | 08 Ske Commant
= Datre 12
| Project Commant | | St _Comemission_Dist
Project Gontracy Mumber | Se_Contrace_Mumbac
b @® Sody roof mp
| Project_Dapt 1D | Site_Description secusity wth
Mod#y roof top.
| Broject_Descripsion security with | Sie_G0B,_Ballor Question
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5.

To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing

down).
| &

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through

Member

[ Page Dimension D

@T

Member

P385480

P382090 :
P382600 :
P383090 :
P383540 :
P383850 :
P383910 :

P385050 :
P386430 :
P386570 :
P387210 :
P387680 :

P: COMMUNICATIONS INFRASTRUCTURE...

P: TURNER GUILFORD KNIGHT CORRECTI...

P: METRO WEST DETENTION CENTER IN...

P: WOMEN'S DETENTION CENTER EXTERI...
P: TURNER GUILFORD KNIGHT CORRECTI... |
P: TURNER GUILFORD KNIGHT CORRECTI...
: P: ELEVATOR REFURBISHMENT (P385480)

P: TURNER GUILFORD KNIGHT CORRECTI...
P: FACILITY ROOF REPLACEMENTS (P386...
P: METRO WEST DETENTION CENTER RE...
P: WOMEN'S DETENTION CENTER AIR CO...
P: PRE-TRIAL DETENTION CENTER RENQ...

m

»

NOTE:

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

number.

“P” denotes Project
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5A.

5B.

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

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P383090 : P: METRO WEST DETENTION CENTER IN...

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...

m

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

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

Task List Status

S75863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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6.

6A.

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

Task List Status

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

There are no valid columns of data fETEE—

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

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

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

13SK LIST dlatus

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

576843 - Refurbish elevators at Pretrial Detention Center (S5), Turner Gui |
$76844 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
577594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
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6B.

6C.

When a Project has been selected, you will see in

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

c] -
[ m Tl = Pt
= na_vaar LX
STTN0 - Moty reot tnp securty wth smart fancrg ot ad o e | L Belgw " ..N..Mt.
Bisjecs v B Do | i
Propecs Acue Sear Oww |
v Sta, Acnul_Erd Oven
Seopect CIE, Bamant Sta, Acnul_Staey Duea
Hor appicasia Caunci Darx
Seoject CIE,_lnda | S, s Councl B )
o Dt
Pesjecy Comin Counsl D | 08 Sta Cemmare
= Oawis 11
B Commart ! 1 Saa,_Comviatior, Dt
P Gy fumter | Sta_Conerce umbar
C Moty rocl 05
P Dt 10 ' 44 Duscritsn ety wth
Wody ook e
Proiect Duscrpson | ety wth $10_G08_Batot Quesson

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

 Task - Initialize Capital Project Dashboard-Click Through Site List

S W)

There are no valid columns of data for this form.

S76831 - rbish elevators at Pretrial Detention Center (5), Turner Guill
576842 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gui
S76843 - rbish elevators at Pretrial Detention Center (5), Turner Gui

S77554 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui

NOTE:

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

“S” denotes Project Site.
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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.

13SK LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=l

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial mmm(g),mwm| |
576842 - Refurbish elevators at Pretrial Detention Center (S), Tumner Gui ||
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
577594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

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

Project Site

Project Site

Project Site

Project Site

Task List Status

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

- &l

There are no valid columns of data for this form.

576842 - Refurbish elevators at Pretrial Detention Center (5), D_l Project Overview
576843 - Refurbish elevators at Pretrial Detention Center (S), | [3, Actuals Form

S76844 - Refurbish elevators at Pretrial Detention Center (5),
577594 - Refurbish elevators at Pretrial Detention Center (5), | g rorecast rorm

El, Index Expense Mapping
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8A.

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

This is your Rev and Exp form.

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

Task - Capital Project Dashb

Project Dashboard > Rev & Exp

:‘,’T' Entity: P: ELEVATOR REFURBISHMENT (P32

PRIOR FY 2014-15 | F
Capital Outlay Resarve 1765000 700000 |
| Total Revenue 1765000 720000

_'*."Enln'y: P: ELEVATOR REFURBISHMENT (P3¢

| PRIOR EX.
| 1594 Fire Rescue District Bonds | & All_Milestones |
Capital Outlay Reserve |5 An_mitestones | 1765000 |
Expense Total | Expense Total | 1765000
Rev - Exp | Rev - Exp | 0
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8B.

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

1

rask List Status

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

[Project Dashboard > Rev & Exp

i, Entity: P; ELEVATOR REFURBISHMENT (P385480)

| PRIOR. | FY201415 | FY2015-16 | FY2016-17 | F
Capital Outlay Reserve | 1765000 700000 | 1000000 |
Total Revenuve 1765000 | 700000 | 1000000 |

.'".“Entiry': P: ELEVATOR REFURBISHMENT (P385480)

= | pricr FY2014-15 | FY201516 | FY:
Capital Outlay Reserve |l All_Milestones | 1765000 | 700000 | 1000000 |
Expense Total | Expense Total | 1765000 | 700000 | 1000000 |
Rey - Exp. lRev-Bp | ol ol o

--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.
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Step Action
1.

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

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

s".‘j,Entity: P: ELEVATOR REFURBIS

PRIOR

FY 2014-15

Capital Outlay Reserve 1765000

700000

Total Revenue

1765000

700000

ﬂ’?‘Entity: P: ELEVATOR REFURBIS

PRIOR

Capital Outlay Reserve | [#] All_Milestones

1765000

Expense Total

Expense Total

1765000

Rev - Exp

1A.

0

Budget Dashboard.

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

Notes
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2.

2A.

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

can begin the process of adding a new Revenue
(Funding Source) to your Project/Project Site.

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

Expenditures (2) are shown at the bottom.

1

2

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

lask List Status

| Fask= Caital Project Dashboand: Projiect Dashboan . Task Instructions

iPm)ecl Dashboard > Rev & Exp

:“:}Enhty: P: ELEVATOR REFURBISHMENT (P385480)

[ PRIR FY 2014-15 FY 2015-16 FY 201617 P
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue | 1785000 | 700000 1000000 |
=
%, Entity: P: ELEVATOR REFURBISHMENT (P365460)
[ PRIGR FY 201415 FY 201516 FY:
Expense Total | Expense Total | 1765000 700000 1000000}
FRev-Exp | Rev - Exp I o o o

anywhere in the revenue box

rask List Status

iPmJect Dashboard > Rev & Exp

:':*_'Entrty: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR | FY201415 | FY20i516 FYa01617 | F
1765000 | 700000 1000000 .
1765000 | 700000 | 1000000 | |
=
# Entity: P: ELEVATOR REFURBISHMENT (P385480)
| PRIOR | FY201415 = FY201516 | FY:
Capital Outlay Reserve | [3] All_Milestones 1765000 700000 | 1000000
| Expense Total | Expense Total | 1765000 700000 | 1000000 |
Rev - Exp |Rev-Exp | ° 0| ol
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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.

=
5%, Entity: P: ELEVATOR RE
PRIOR FY 2014-1!
Add Funding Source
Total Rev : 70C
EVEenue a pense il
Edit >
Adjust »

Comments

*= Supporting Detail
Show Change History
B3 Document Attachments
& Lock/Unlock Cells

Filter »
Sort »
Select All

After the user has clicked on the Add Funding

Source icon. The user will see the screen below
appear.

Prompt Text jake
.7 * Funding Source | "Capital Outlay Reserve”
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3A. To select a new Revenue (Funding Source) the

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

Runtime Prompts - MDCAGdFundingSource

| |Prompt Text value
|| " " Funding Source “Capital Outlay Reserve”
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3B.

After clicking on the “Member Selection” icon, the

box below will appear in the users screen.

This is where the user selects his/her new Revenue

(Funding Source).

Runtime Prompts - MDCAddFundingSource

Member Selection

| Dimensions

| [ Members . vaables

AP eE Wa@

Member Name:

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

Remove All

NOTE:

Member Name
& Fund

In this section the user can add a Revenue (Funding

Source)

Dimensions |F

f Members - Variables

| AP e By@

Member Name

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

Remove

&

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

+ next to Funding Source Categories.

Member Selection

Dimensions

ﬂelﬂ)ers-\Val_'iables

QAP P E Rl

Member Name

= Fund

[+ Qunding_Source_Categories

mePrivate Donations (Non-Cash/In-Kind)

4A.

When the user clicks on the + next to Funding

Source Categories, you will see another drop down

box with a listing of Revenue categories.

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

Revenues (Funding Source).

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

source it falls under.

Dimensions |Fund | v |

| AP PE  RMe@

U ALl IeS

& County Bonds/Debt

(& County Proprietary Operations

[ Federal Government
[# Non-County Sources

[# Other County Sources
[# State of Florida

Ad
S
Remove

&

Remove A
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4B.

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

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

Dimensions

‘ Members . Variables

AP PE "He@
Member Name

= Fund -
[=! Funding_Source_Categories
=] County Bonds/Debt

E

[ 2002 Fire District Bond Interest Add

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

[# 2003 Juvenile Courthouse Bond Intere XK

[#] 2006 Sunshine State Financing Remave All

[#] 2008 Sunshine State Financing

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

5) You are looking in the wrong category

Or

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

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

(Funding Source), please be sure to tell your OMB
Budget Analyst and the Capital Coordinator.
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4C. The Second way for the user to find his/her Revenue
(Funding Source) is to type part of the name in the
Member box.

Bel

ow, “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.

v

WIS Ui ™ j

2006 Sunshine State Financing

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

Sunshine State Series 2008 Interest

5. To

select the Revenue (Funding Source) the user

needs to left click on the Revenue

Member Selection

Dimensions |Fund j

I. ﬂuﬁus\ Variables

ﬂ_

| AP SPETR'y@|
Member Name
= Fund -
[ Funding_Source_Categories |;|
[=] County Bonds/Debt | =
1994 Fire Rescue District Bonds >
(& 2002 Fire District Bond Interest Add
[# 2002 Fire Rescue District Bonds <4
[# 2003 Juvenile Courthouse Bond Remove
[# 2003 Juvenile Courthouse Bond Interest X
[# 2006 Sunshine State Financing Remove All

[# 2008 Sunshine State Financing

[# Aviation Development Fund Bonds Sold

[# Aviation Revenue Bonds
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5A.

5B.

5C.

When the Revenue has been selected the user then

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

Dimensions |Fund ZI
| Members - Variables
| XX TYEETY
Member Name
= Fund .

[l Funding_Source_Categories (
|

AN

£ County Bonds/Debt £
‘ [+ 1994 Fire Rescue District Bonds 2

[# 2002 Fire District Bond Interest

[# 2002 Fire Rescue District Bonds <
2003 Juvenile Courthouse Bond Remove
[ 2003 Juvenile Courthouse Bond Interest XK
2006 Sunshine State Financing Remove All

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

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

P Ty

Members . Varizbles

1 [
| ESIY YA LT ]
Member Name " | Member Name
& Fund | .
£ County Bonds/Debt |
151 1994 Fire Rescue District Bonds >
5] 2002 Fire District Bond Interest Add
[ 2002 Fire Rescue District Bonds | 9
Bl 2003 Juvenile Courthouse Bond Remove

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

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

Member Selection [E]

Dimensions

B =

AP PR TH M| |
| Member Name: | Member Name
5 Fund Bfud

E Funding_Source_Categonies "1994 Fire Rescue District Bonds”
=l County

=) 1994 Fire Rescue District Bonds 1 N?ﬂ

m »

£ 2002 Fire District Bond Interest
B 2002 Fire Rescue District Bonds. g

& 2003 Juvenile Courthouse Bond Remave
i 03 R Cocyfonins o] Snbesect «

& 2006 Sunshine State Financing Remave Al
&) 2008 Sunshine State Financing

& Aviation Development Fund Bands Sold

£ Aviation Revenue Bonds

] Aviation Revenus Bonds Seld =
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6.

6A.

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

But you are not done yet.

ompt 1ext Value
.t * Funding Source "1994 Fire Rescue District Bonds™

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

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

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

Runtime Prompts - MDCAddFundingSource ]

Prompt Text Tvaloe
" * Funding Source 1994 Fire Rescue District Bonds™ i
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7.

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

5%, Entity: P: ELEVATOR ¥

[___PRIOR
1994 Fire Rescue District Bonds l 1
Capital Outlay Reserve ' 1765000
Total Revenue : 1765000 |

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

tells you, you have succeeded. ©
Click OK
fask - Capital Project Dashboard-Project Dashboard  Task Instrucoons
3ject Dashboard > Rev & Exp :
: & Enfity: P: ELEVATOR REFURBISHMENT (P385460)
PRICR | FPraoasis | FY201516 | FYa016-17 | Fr2017-18 | Fr2018-19 | FY2019

- Bt @

- 1765000 | 700000 | 1000000 !

Total Revenue 1765000 720000 | 1000000

MDCAddFundingSource was successful.
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8. HELPFUL HINT:

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

Task - Capital Project Dashboard-Project Dashboard - Task Instructions
*roject Dashboard > Rev & Exp

:“’7‘ Entity: P: ELEVATOR REFURBISHMENT (P385480)

1594 Fire Rescue District Bonds | | | |
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue | 1765000 | 700000 | 1000000 |

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

¥/ Project_Site: 576831 - Refurbish elevators at Pretrial Detention Center (5), Tul

--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.

P e

Project Dashboard > Rev & Exp

J"‘,'." Entity: P: ELEVATOR REFURBISHMENT (P32

I ERloe | Fr2oi41s | F
1994 Fire Rescue District Bonds l 20000 |
Capital Cutlay Reserve | 1765000 | 700000 |
Total Revenue | 1765000 | 720000 |

:“’?'Entz‘ty: P: ELEVATOR REFURBISHMENT (P3¢

. | PRIOR [
11994 Fire Rescue District Bonds | All_Milestones | Il
Capital Outiay Reserve |51 AN Mitestones | 1765000 |
Expense Total | Expense Total | 176505[! !
|Rev-Exp |Rev-Bxp | o]
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.

l1ask List Status

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

‘ PRIOR | Pr201415 | Fr2
1994 Fire Rescue District Bonds.
Capital Outlay Reserve ] 1765000 | 700000 |
Total Revenue 1765000 700000

m ([

"’",Entity: P: ELEVATOR REFURBISHMENT (P385480)

_PRIOR. | FY2014-15
Capital Outlay Reserve | ¥ All_Milestones | 1765000 | 700000
Expense Total  Expense Total 1765000 | 700000
Rev - Exp Rev - Exp 0] 0

HELPFUL HINT:

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

Category) just right click anywhere in the expenditure
box.

l1ask LISt bStatus

Project Dashboard > Rev & Exp
B

<&, Entity: P: ELEVATOR REFURBISHMENT (P385480)

Capital Outlay Reserve 1765000 700000

Total Revenue 1765000 700000
'
=]

&,Ent‘rty: P: ELEVATOR REFURBISHMENT (P385480)
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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.

=
5%, Entity: P: ELEVATOR REF
PRIOR
Capital Outlay )
 Expense Total E
Rev - Exp [3_1 Revenue and Expense Detail )
Edit »
Adjust >
B Comments
*= Supporting Detail
Show Change History
3. After the user has clicked on the Add Milestone

icon. The user will see the screen below appear.

Runtime Prompts - MDCAddMilestone E]

Prompt Text value B
&' * Funding Source “Capital Outlay Reserve”™ o,
o * Miestone “All_Milestones” w,
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3A.

3B.

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

MUTILINTE FTUPLS — MUOGAUUPIIeES Lo

Prompt Text |Value
.l ==} 7 * Funding Source "Capital Outlay Reserve"
Z— .." * Milestone “Art Allowance"

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

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

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

Prompt Text [value
& * Funding Source “Capital Outlay Reserve" -
i * Milestone “All_Miestones™ :
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3C.

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

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

Runtime Prompts - MDCAddFundingSource

Member Selection

Dimensions | f

| Members . varables

AP eE Wa@

Member Name o |Member Name
&l Fund |= Fund
& Funding_Source_Categories | “Capital Outlay Resenve”
[# Private Donations (Non-Cash/In-Kind)
Add

Remove

Remove All

NOTE:

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

Member Selection

Dimensions |Fund | = |

[ Members . Variables

AP P Re@)

) E?\]nding_Swrce_(_:a_tegod&s_ )
[# Private Donations (Non-Cash/In-Kind)

Remove

&

Remove All
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4.

4A.

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

+ next to Funding Source Categories.

Member Selection

Dimensions

l Members . Variables

AP VW

Member Name

=] Fund
nding_Source_Categories
mmilvate Donations (Non-Cash/In-Kind)

2
Ad

2
>

Remove

&

Remove All

When the user clicks on the + next to Funding
Source Categories, you will see another drop down

box with a listing of Revenue categories.

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

Revenues (Funding Source).

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

source it falls under.
Member Selection

Dimensions

| Members - Variables

| AP PE: el

L) Funding Source_Categories

nty Bonds/Debt
meounty Proprietary Operations
5] Federal Government

[# Impact Fees/Exactions

[# Non-County Sources
(5] Other County Sources

>
Add

2

S
Remove

®

[#] State of Florida

[ Private Donations (_Non—Cash_[ In—IGnd)_

Remove A
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4B.

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

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

Dimensions

| Members . Variables

"APdPEm: "M@
Member Name

[= Fund ~
= Funding_Source_Categories
[=] County Bonds/Debt
[#] 1994 Fire Rescue District Bonds
[+ 2002 Fire District Bond Interest
[+] 2002 Fire Rescue District Bonds

m

Add

"

] 2003 Juvenile Courthouse Bond Interest &
[#] 2006 Sunshine State Financing Réimiove
[#] 2008 Sunshine State Financing

[+ Aviatinn Develonment Fund Bands Sold

NOTE:

If you do not see your Revenue (Funding Source),

two things happened.
7) You are looking in the wrong category
Or
8) Itis a new Revenue and it has not been added

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

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

[#] 2003 Juvenile Courthouse Bond Removi
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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.

UHITICIIIUND

L

= Fund

2006 Sunshine State Financing
2008 Sunshine State Financing

[# Sunshine State Financing

Sunshine State Series 2006 Interest

Sunshine State Series 2008 Interest

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

Member Selection

Dimensions | Func |

[m Variables
| AP P ETRT@|

Member Name
(= Fund
= Funding__Swrce_Categoﬁes

[=] County Bonds/Debt =

" 1994 Fire Rescue District Bonds | b

[ 2002 Fire District Bond Interest ' Add
[#] 2002 Fire Rescue District Bonds | <4
[# 2003 Juvenile Courthouse Bond Remove
[# 2003 Juvenile Courthouse Bond Interest | &
[# 2006 Sunshine State Financing Remove All
[l 2008 Sunshine State Financing ]
[#] Aviation Development Fund Bonds Sold
[# Aviation Revenue Bonds

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

~{ Variables
g" B X YAET

vember Name
3 Fund ~
[ Funding_Source_Categories ‘g
] County Bonds/Debt
‘ 1994 Fire Rescue District Bonds >
2002 Fire District Bond Interest Add
2002 Fire Rescue District Bonds &
2003 Juvenile Courthouse Bond Remove
2003 Juvenile Courthouse Bond Interest K
2006 Sunshine State Financing Remove Al

F 2NNR Siinchine State Financinn

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

rrEmre sorcuann

TSI Y YA EL [~¥]

Member Name | Membar Name

B Fund
H Fundim_mxe_catmm !- ‘
=] County Bonds/Debt — .
1994 Fire Rescue District Bonds 2!

i 2002 fire District Bond Interest o)
[ 2002 Fire Rescue District Bonds <4

i
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5C.

5D.

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

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

AP PETHSA@
Member Name Member Name
=l Fund - =l Fund
[l Funding_Source_Categories = "1994 Fire Rescue District Bonds™
=] County Bonds/Debt o

(] 2002 Fire District Bond Interest Add
[£l 2002 Fire Rescue District Bonds
# 2003 Juvenile Courthouse Bond
+ 2003 Juvenile Courthouse Bond Interest | &

¥ 2006 Sunshine State Financing | | remove au
[#] 2008 Sunshine State Financing

# Aviation Development Fund Bonds Sold
+ Aviation Revenue Bonds

B Aviation Revenue Bonds Sold

Hd-p. -

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.

Remove

But you are not done vet.

Prompt Text alue
.} * Funding Source "1994 Fire Rescue District Bonds™
2 * Milestone e

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

6A.

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

revenue box

Prompt Text Value
¥ * Funding Source i = il Sonds”
;_’ * Milestone "All_Milestones™

‘rompt Text | Value N
* * Funding Source "1994 Fire Rescue District Bonds”

it = Milestone "all_Milastones”

After clicking on the “Member Selection” icon, the box below will

appear in the users screen.

This is where the user selects his/her new Milestone

(Expenditure Category).

Member Selection

Dimensions  Miles

| Members - Variables

Member Name

AP rE Re@

=] Milestone
[# Art Allowance
[# Automobiles/Vehicles
(%] Books Publications and Library Materials
[# Building Acquisition/Improvements
[+] Construction
& Debt Service/Bond Issuance Costs
# Furniture Fixtures and Equipment
[# Land Acquisition/Improvements
[ Other Capital
[# Permitting
[ Planning and Design
B Project Administration

-

1

Add

Remove

«

Remove All

Member Nar
[l Milestone
All_Mil
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6B.

NOTE:

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

Dimensions | Mile -_(-,._,ZI

AP PEm We@
e |Member Name
R : 1 Miestone.

[ Art Allowance
[ Automobiles/ Vehicles

| "Art Allowance”
& Books Publications and Library Materials
\

[ Building Acquisition/Improvements
[# Construction
[# Debt Service/Bond Issuance Costs
Furniture Fixtures and Equipment
[# Land Acquisition/Improvements Remove All

Remove
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7. To select a Milestone (Expenditure Category),

just move your cursor and click on the Milestone

selected.

Now the Milestone selected is highlighted.

Dimensions f?
| Members | Variables
| AP P B TVRT@|

Member Name

=] Milestone -
Art Allowance §
[# Automobiles/Vehicles
[# Books Publications and Library Materials ®
) Building Acquisition/Improvements gl A
Construction &
[# Debt Service/Bond Issuance Costs Remove
[# Furniture Fixtures and Equipment | @

TA. When the Milestone has been selected the user then

needs to click on the ADD arrow to the right.

AP SP @MV R @] |

| [ Automobiles/Vehicles

Books Publications and Library Materials

Building Acquisition/Improvements

[# Construction

[#] Debt Service/Bond Issuance Costs

Furniture Fixtures and Equipment

~

|

3
Remove

@

Teo T T

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

Dimensions

| Members - Variables

AP P BTV T A E2
Member Name

= Milestone | ~

[+ Art Allowance

# Automobiles/Vehicles
[# Books Publications and Library Materials 2
[ Building Acquisition/Improvements
[+ Construction

n

b
[=8
a

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

Member Selection

Dimensions

|.ﬂa‘u! Variables

APPBTET@ [ \

Member Name

= Milestone
=] Art Allowance
# Automobiles/Vehicles
5 Books Publications and Library Materials ?
3 Buikding Acquisition/Improvements |= Add
# Construction | $
(# Debt Service/Bond Issuance Costs Remaove
# Furniture Fixtures and Equipment
# Land Acquisition/Improvements
& Other Capital
& Permitting
# Planning and Design
& Project Administration

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.

Prompt Text | Value
&' * Funding Source

_':' * Milestone

"1994 Fire Rescue District Bonds”

"Art Allowance”
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9. The last and final step in adding the new Milestone
(Expenditure) is to LAUNCH it.

By launching it, the Revenue (Funding Source)

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

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

iPmrrpt Text Value
| " = Funding Source "1994 Fre Rescue District Bonds™ ",
7 = Milestone. "t Allowance™ el
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10. Once the Revenue has been LAUNCHED, the user will be taken
back to the Capital Project Dashboard > Rev & Exp
screen.

Task List Status

[ Task - Capital Project Dashboard-Project Dashboard | Task Instr
Project Dashboard > Rev & Exp

=
:"f"'Enﬁty: P: ELEVATOR REFURBISHMEN
I PRIOR | FY 2014-15
1954 Fire Rescue District Bonds
Capital Outlay Reserve 1765000 700000
Total Revenue 1765000 700000

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

| Task - Capital Project Dashboar D Task Instructions
Project Dashboard > Rev & B

o, Entity: P: ELEVATOR REFURBISHMENT (P385480) 4, Project_See: 576831 -
! PRIOR | Fraom+ls | FY2015-16 FY 2016-17 Fr2017-18 | 201819 | Frame0 | Fraozo |
1994 Fire Riestue District Bonds | | 20000 | | (@ Tnformation
Capital Outiay Reserve | 1745000 | 700000 | 1000000
L | 16000 | 720000 | Gy MOCAGdMilestone was successhl,

o Entity: P: ELEVATOR REFURBISHMENT (P335480) 4, Project_See: 576831 -
PRIOR. | Fraowas | Fr2msis | Frz01617 | Frao1718 | Fraowsas | Frams-2o |
1954 Fire Rescus District Bonds | 1 All_Mistones 20000 | | 0
Capital Cutiay Reserve L1 ll_Miestones 1765000 | 700000 1000000 | |
Expense Total | Expense Total 1765000 720000 | 1000000 | ol
Rev- B | Rew - Exp o 0 ol ol

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

Click OK
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11.

11A.

To see and budget in the Milestone that has just

been added click on the + next to the Milestone

=

5%, Entity: P: ELEVATOR
1554 Fire Rescue District Bondjl | =) gl_Milestones
Capital Outlay Reserve All_Milestones
Expense Total Expense Total
Rev - Exp Rev - Exp

By clicking on the + next to the Milestone, you will
see the Milestone (Expenditure Category)

added.

=1

5%, Entity: P: ELEVATOR |

1554 Fire Rescue District Bonjs

(=) All_Milestones
Capital Outlay Reserve All_Milestones
Expense Total Expense Total
Rev - Exp Rev - Exp
--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.

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

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

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

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

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

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

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

mapped their index codes to the Project/Project Site.

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
1.

Action

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

On your right-hand side under Quick Links you will

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

Navigate File View Favorites Tools Help

BAT Unfunded Projects Report MDCCAP - Task List Status BAT Unfy

| I Recently Opened 4 Quick Links
g BAT Unfunded Projects Report Favorites

S Moccae Applications

4 MoCBuD

Planning

£5 Open...

‘ r] Workspace Pages

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

= Manage Task Lists
My Task List |

i+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Form/Column 3 - Project Site Information ONLY

Form/Column 1 - Information Driver

This is the driver of your Capital Project

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

Task List Status

| Task - Capial Praject Dashboard Prejecs Dashbaard

Task Irstructions

Task List Status
| Task - Capial Project Dashboard-Project Dashboard  Tisk Inuwriczons 9 9
-3 -3 -
Toace e o0 cald s o i G i L
o, veae o Yo
ST760 - Moy toof t0p pesurly with Bt fancng ByRtem 450 BSE Came ¥ L - Eoiget
| Broect Acsual_find_Buca i
| Propect_Actual_Start_Date Sim. Actual End Duen
Hor-Apphcasia il e
| o CIE_Eumane | Stn_Acnal_Stan Ducn
[ o Dt
| Profect 363 Si_Comm_Councl_Diat 10
Counci Dirct
Svcjac Comm_ Councl Disc | 5 Sem Commant
[=="
| o Commane Stn_Commarion Dt
| Promees_Comvacs Numter | 5am,_Contracs Wumdar
' &3 oty ool e
| | Proect Duge 10 7 Description sy web
Mod#y roof g
| opecs_Desergen securey weh Stn 608, Salor Guestion

- =
Thace ary 00 vaid cubmas of dr for iy b

Itis in form/column 1 where you select the Project

577601, - Moy roof op securcy with smart fancing sy and add caumar |

and Project Site

2]

©

Sta_GOB_Bafot Quastan

-4
o o Yo
Budger Bucger
=
{Project Acta frd Dot | i e it
Brojec_Acsaal_Star_Dem
....... Sta_ Al Erd Datn
Brojecs CIE Barnart Sta_Acr_Star Dwen
= et Dart
Brojecs, OF ik Sta_Come,_ Councl_ D )
Gounct Dt
Brojec, Come, Concd | 08 5ta_ Commare
L =
| Projec_Commare ||| sas. commismon pax
| ey Conmracy, tumiser Ss_Conacy pumbwr
& Wody root g
| rejac O 0 S Dusergren sty wh
| et Descrgtion
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5.

To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing

down).
| &

Task List Status

| Task - Initialize Capital Project Dashboard-Click Through

@T

P385480

P382090 :
P382600 :
P383090 :
P383540 :
P383850 :
P383910 :

P385050 :
P386430 :
P386570 :
P387210 :
P387680 :

P: COMMUNICATIONS INFRASTRUCTURE...

P: TURNER GUILFORD KNIGHT CORRECTI...

P: METRO WEST DETENTION CENTER IN...

P: WOMEN'S DETENTION CENTER EXTERI...
P: TURNER GUILFORD KNIGHT CORRECTI... |
P: TURNER GUILFORD KNIGHT CORRECTI...
: P: ELEVATOR REFURBISHMENT (P385480)

P: TURNER GUILFORD KNIGHT CORRECTI...
P: FACILITY ROOF REPLACEMENTS (P386...
P: METRO WEST DETENTION CENTER RE...
P: WOMEN'S DETENTION CENTER AIR CO...
P: PRE-TRIAL DETENTION CENTER RENQ...

m

»

NOTE:

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

number.

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

Member

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE... |
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383510 : P: TURNER GUILFORD KNIGHT CORRECTI...

ﬂ P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...

P386430 : P: FACILITY ROOF REPLACEMENTS (P385...

P386570 : P: METRO WEST DETENTION CENTER RE...

P387210 : P: WOMEN'S DETENTION CENTER AIR CO...

P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ¥

m

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

rhboard-Liick 1hroug

575863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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6.

6A.

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

Task List Status

.

There are no valid columns of data ol

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project

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

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

Task List Status

 Task - Initialize Capital Project Dashboard-Click Through Site List

RElw [5)

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner
$76844 - Refurbish elevators at Pretrial Detention Center (5), Tumner
577554 - Refurbish elevators at Pretrial Detention Center (5), Turner
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6B.

6C.

When a Project has been selected, you will see in
form/column 1 a variety of Project Sites begin to
populate.

Task List Status
- e
Dy 2f Gaa For g iz Fibs
- = o P
ST401 - ey rect i acurty wih Imart fenorg e aed add e L Buige | w_w_
bo drel (o D | S A Cor: i
f P
e Son Al 2 e
oo CIE_Bament. Fa_Acy_Ste Decs
r—— Gecivare
Froject G o | San_Come,_Councl Dt 3
Counc et
g Comen et .| 8 S Comace
k =
frojecs Comment. | | ——
o Modfy rof o
Praject Best 1D 1 in Descrgtion. Bacurty wlth
Mocdy ol 1w
rome Duacgzen. wacurey weh | Se_G0A_Baer Queson

The Project Site list that you will see, are ONLY
those Project Sites associated to the Project you
have selected.

Task List Status

38548 FUREl )
There are no valid columns of data for this form.

576842 - rbish elevators at Pretrial Detention Center (5), Turner Gui
576843 - rbish elevators at Pretrial Detention Center (5), Turner Gui
S76844 - rbish elevators at Pretrial Detention Center (5), Turner Gui
577594 - rbish elevators at Pretrial Detention Center (5), Turner Gui

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

“S” denotes Project Site.
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7.

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

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

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

13SK LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=

I'I‘here are no valid columns of data for ﬂﬁform. ‘
576831 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui |
576842 - Refurbish elevators at Pretrial Detention Center (), Turner Gui
576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
577594 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gui |

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

You will see a box appear to the right, click on Budget
Rev and Exp icon.
 Task - Capital Project Dashboard-Project Dashboard - Task Instructions

m

isle ()

There are no valid columns of data for this form.

L
576831 - Refurbish elevators at Pretrial P E——
576842 - Refurbish elevators at Pretrial Deter
576843 - Refurbish elevators at Pretrial Deter
576844 - Refurbish elevators at Pretrial Det
577594 - Refurbish elevators at Pretrial Deter

E] Index Expense Mapping
Edit »
Adjust »

s
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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.

4%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

. PRIOR FY 2014-15 FY 2015-1
1994 Fire Rescue District Bonds 20000 ;
Capital Outlay Reserve . 1765000 | 700000 | 100

8B. Please note that Revenues (1) are displayed at the top
of the screen while Expenditures (2) are shown at the
bottom.

| Task - Capital Projectmm-hnjednaslm .. Task Instructi
Project Dashboard > Rev & Exp

5
5, Entity: P: ELEVATOR REFURBISHMENT (P385480)
I PRIOR | Frao1415 |
1994 Fire Rescue District Bonds ‘ | |
Capital Outiay Reserve 1765000 700000 |
Total Revenue | L LODIIONS

=
<, Entity: P: ELEVATOR REFURBISHMENT (P385480)
L - PRIOR | |
1994 Fire Rescue District Bonds | 21 All_Milestones
Capital Outlay Reserve _|E All Milestones | 1765000 |
Expense Total |Expense Total | 1765000 |
Rev - Exp | Rev - Exp | 0
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9.

9A

REVENUES

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

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

& ,Entity: P: ELEVATOR REFURBISHMENT (P385480)

: | PRIOR

1554 Fire Rescue District Bonds |

Capital Outlay Reserve | 1765000 | 700000 | 1000000 |

Total Revenue 1765000 720000 | 1000000
NOTE:

Data values can only be entered into WHITE cells.

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

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

¢ Entity: P: ELEVATOR REFURBISHMENT (P385480) L_prosac
- — ~ Row 1994 Fire Rescue District Bonds. Column FY 201

[ PRIOR [ Fv201415 [ ] This cell has been modified
1994 Fire Rescue District Bands | 20000 [ [ 0]
Capital Outlay Reserve | 1765000 | 700000 | 1000000 | |
Total Revenue 1765000 | 700000 | 1000000 0|

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

9C.

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

ORACLE Enterprise Performance Man;

MNavigate File Edit View Favortes Tools

A B o TEpore Bl @ & / &

HomePage

=

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

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

Totals are automatically calculated for the user.

rafiect Dashboard » Rev & Bp

) Project_See: 576401 i
| Praoear | FYamaris Fraoea® | eraeieao | Pracaoan | ETOT
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10. If the user does not add a corresponding expense, to
account for the revenue added, the user will see a box

in the total column turn RED.
NOTE:

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

tention Center (5), Turner Gui

FUTURE ' TOTAL ‘
20000 |

3465000

3485000

tention Center (5), Turner Gui
%Y 2019-20 | FY 2020-21 | TOTAL

3465000 |
3465000
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11.

11A.

11B.

Expenditures

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

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

T’-'"Entity: P: ELEVATOR REFURBISHMENT (P385480)

| PRIOR | FY201415 | FY2015-16
1554 Fire Rescue District Bond ilestones | 0
Capital Outlay Reserve ] _Milestones | 1765000 700000 | 1000000
Expense Total | Expense Total | 1765000 700000 1000000
Rev- 50 Rev-go | S e 0

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

."."’ Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR | FY20415 | FY2
1594 Fire Rescue District Bonds 0
=) All_Milestones | I 0]
Capital Outlay Reserve —— 1765000 700000 |
Expense Total | Expense Total | 1765000 700000
Rev - Exp | Rev - Exp | 0

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480) P
| PRIOR FY 2014-15 FY 2015-16 FY 201¢
1994 Fire Rescue District Bonds | o1y ajowance 20000
| =) All_Milestones
| Capital Outlay Reserve [# All_Milestones 1765000 700000 1000000
Expense Total Expense Total 1765000 700000 1000000
| Rev - Exp Rev - Exp 0 0

NOTE:

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

ORACLE Enterprise Performance Man;

MNavigate File Edit View Favortes Tools

A B o TEpore Bl @ & / &

HomePage

=

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
TOTAL |
200000 |
3465000 |

331 - Refurbish elevators at Pretrial Detentiot
FY2020-21 |  TOTAL |
200000 |
200000 |
3465000 |

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
1.

1A

Action Notes
To view your Revenue and Expense Detail you

need to make sure you are in the Capital Project
Dashboard.

5%, Entity: P: ELEVATOR REF

PRIOR FY
1994 Fire Rescue District Bonds
Capital Qutlay Reserve 1765000
Total Revenue _ 1765000 |

=)
5%, Entity: P: ELEVATOR REF
PR
1994 Fire Rescue District Bonds  Athllowance |
] All_Milestones|
Copital Outiay Reserve L6 AR Milestones -
Expense Total Expense Total |

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

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

can begin the process of checking whether a specific

revenue balances to its expenditures.

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

Expenditures (2) are shown at the bottom.

Task List Status

Task - Capital Project Dashboard-Project Dashboard  Task Instructions

Project Dashboard > Rev & Exp

=
=

& ,Entity: P2 ELEVATOR REFURBISHMENT (P385480)

F PRIOR | FYr201415 | F
1994 Fire Rescue District Bonds | | 20000 |
Capital Outlay Reserve I 1765000 | 700000 |
Total Revenue 1765000 | 720000 |
=
r"",Entrty: P: ELEVATOR REFURBISHMENT (P385480)
| PRIOR | FY,
1994 Fire Rescue District Bonds | [#] All_Milestones | L
Capital Outlay Reserve | & All_Milestones | 1765000 |
Expense Total | Expense Total | 1765000
Rev - Exp Rev - Exp | 0
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3. From the Rev & Exp form from right click on the
Revenue (Funding Source) you want to check.

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

Click on the Revenue and Expense Detail icon.

 Task - Capital Project Dashboard-Project Dashboard - °

E

Project Dashboard > Rev & Exp

a5  Entity: P: ELEVATOR REFUF

| PRIOR | Fr20

1954 Fire Rescue

Total Revenue

'Capital Outlay Reservi i~

Note:

e |

Adjust >
l&] comments

*= Supporting Detail

@ Show Change History
B3 Document Attachments
8 Lock/Unlock Cells

Filter >
Sort »
Select All

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.

Project Dashboard > Rev & Exp > Revenue and Expense Detail

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

PRIOR FY 2014-15 FY 20
1554 Fire Rescue District Bonds 200000
Revenue Total 200000

B
f:';‘Entih': P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR | Fr 20141
1594 Fire Rescue District Bonds | Art Allowance | 20
Expense Total Expense Total ‘ 20¢
Rev - Exp Rev - Exp J
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3B.

The Revenue form on top will only show the

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

=
ﬁ":';‘Enﬁty: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY 2014-15 FY 20
1994 Fire Rescue District Bonds 200000
‘ Revenue Total 200000

S|
ﬂj‘Enh'ty: P: ELEVATOR REFURBISHMENT (P3854¢
PRIOR FY 2014-1
1594 Fire Rescue District Bonds | Art Allowance 20¢
Expense Total Expense Total 20(
Rev - Exp Rev - Exp
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3C.

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

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

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

E

o  Entity: P: ELEVATOR REFURBISHMENT (P3854¢

_ PRIOR | FY201415 | FY20
1554 Fire Rescue District Bonds 200000 |
Revenue Total | l 200000 |

=
# Entity: P: ELEVATOR REFURBISHMENT (P3854¢
_ [ PRIR | Fraoiel
1994 Fire Rescue District Bonds | Art Allowance | 200
Expense Total | Expense Total | 200
Rev - Exp |Rev-Exp | |
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:
e That is used in the downloading of actuals from FAMIS into the Hyperion CBAT system
e 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
1.

Action

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

On your right-hand side under Quick Links you will

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

|_ Recently Opened .| Quick Links

4 Moccap

5] BAT Project All Revenue and Expenditure Budget Report
:ﬂ BAT Unfunded Projects Report

4 MoceuD Planning
£ Open..

Favorites

Applications

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

= Manage Task Lists

+ My Task List |

'+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

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

Hunepage MDCCAP - Task List Status * ‘

l+ Forms

'+ Manage Task Lists

My Task List
|
E ¥ Kapital Task List |

You will see the Capital Task List folder expand.
Look for the folder Project Index Code Mapping

Homepage MDCCAP - Task List Status * '

'+ Forms

¥ Manage Task Lists

My Task List

8 P Capital Task List

1  fnsislze Capital Project Dashboard
@ 9 capizal Project Dashboard

|+ °¥ Project Index Code Mapping
1 ¥ Unfunded Project Details

m Aggregate Project

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.

1 Manage Task Lists

ly Task List
7 Capital Task List
& O nitialize Capital Project Dashboard
# ® capital Project Dashboard 576831 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui ||
i@ © project Index Code Mapping 576842 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui
® ¥ Unfunded Project Details 576843 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gui
# & aggregate Project 576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui
| 577554 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui ||
3. To the right of your screen you will notice a brown tab Task —

Project Index Code Mapping

| Task - Project Index Code Mapping-Index Mapping Click Through Site List

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui h

€7AR47 . Dafurhich alavratnre at Dratrial Natantinn Cantar (S) Tuirnar Qi ‘ ‘
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5A. Underneath the tab - Task — Project Index Code

Mapping is a drop down box with ALL your capital
projects.

: P: COMMUNICATIONS INFRASTRUCTURE... |
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI... ||

P383050 : P: METRO WEST DETENTION CENTER IN...

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

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

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.

5C.

‘ P385480 : P: ELEVATOR REFURBISHMENT (P385480)

To view the list of your capital projects from the drop
down box - click on the arrow icon (which is pointing

down).

J,‘.' Proie

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE... | -
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |~
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... |~

m

NOTE:

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

number.

“P” denotes Project.

When you have highlighted your selected Project just

click on it.

]

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |~
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...

P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | *
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5D. Now the project you selected is showing in the
dropdown box.

Index Mapping Click Through Site
i L
is form.

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

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:
e The project number
or
e The project name

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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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.

\4 Task - Project Index Code Mapping-Index Mapping Click Through Site

| m
There are no valid columns of data fOr gMe oI,

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

NOTE:
Itis 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.

' Task - Project Index Code Mapping-Index Mapping Click Through Si

There are no valid columns of data for this form.

576831 JRefurbish elevators at Pretrial Detention Center (S), Tumner Guilw

576842 JRefurbish elevators at Pretrial Detention Center (S), Turner Gui
576843 furbish elevators at Pretrial Detention Center (5), Turner Gui
576844 rbish elevators at Pretrial Detention Center (S), Turner Gui
577594 rbish elevators at Pretrial Detention Center (S), Turner Gui

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  Project Site #
right click on the desired Project Site.

You will notice a box pop-up to the right.
Click on - MAP INDEX CODE icon
"ask List Status
Task - Project Index Code Mapping-Index Mapping Click Through |

There are no valid columns of data for this form.

576843 - Refurbish elevators at Pretria
$76844 - Refurbish elevators at Pretna‘

577594 - Refurbish elevators at Pretria‘ _
- ' 1 %= Supporting Detail

Show Change History
frd Document Attachments

) Lock/Unlock Cells
Filter »

Comments

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

[ Task - Project Index Code Mapping-Index Mapping Click Through Site List - TaskI
Index Mapping Click Through Site List > PROJECT INDEX CODE CROSSWALK

b Entity: P385480:P: ELEVATOR REFURBISHMENT (P385480)

FO_Index_Project_Mapping

Task List Status

{Index Mapping Click Through Site List > PROJECT INDEX CODE CROS!

:%T.Entity: P385480:P: ELEVATOR REFURBISHMENT (

PADO1DE0841 - DRN P AvEw ]

Page Dimension ) =
Member | CPE313CR|

Member J

| CPE313CR3200 - COR TGK-KITCHEN UPGRADES ~ «
CPE313CR3325 - COR PTDC-DOUBLE DOOR SECURITY

CPE313CR3390 - COR PTDC-A/C DUCT RENOV 1
CPE313CRAOYR - COR-CORRECTIONS 40 YEAR RECE...
CPE313CR4FST - COR-CORRECTIONS FIRE SYSTEM L.,
CPE313CR5292 - COR EMRGCY GENERATOR UPGRADE
CPE313CR5407 - COR CORR TTC ROOF

CPE313CRS474 - COR PTDC-PLUMBING UPGRADES
CPE313CRS508 - COR TTC-SHOWER PAN REPL
CPE313CRI250 - COR TTD ROOF

CPE313CR9912 - COR PTDC-TH FLOOR MEDICAL
CPE313CRBOCK - COR-PTDC CENTRAL BOOKING RE... |~

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.

%, Entity: P385480:P: ELEVATOR REFURBISHME!
CPE313CRELEV - COR-ELEVATORw | ]

Page Dimension "

CPE313CRFENC - COR-SECURITY FENCE ENHANCEM... (=]
CPE313CRFRES - COR-CORRECTIONS RESERVE FOR...
CPE313CRFSST - COR-CORRECTIONS FIRE SYSTEM...
CPE313CRFUEL - COR-CORRECTIONS TGK REPLACE...
CPE313CRIMPR - COR-CORRECTIONS FACILITY IMP...
CPE313CRKITE - COR-CORRECTIONS KITCHEN EQULI...
CPE313CRKREV - COR-KROME ENVIRONMENTAL MIT...
CPE313CRKSCC - COR-SECURITY CAMERAS FOR MW...
CPE313CRLAUN - COR-LAUNDRY UPGRADES
CPE313CRLFRA - COR-WDC HVAC AND FIRE ALARM...
CPE313CRLOGI - COR-MWDC LOGIC CONTROLLERS Y
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9C.

Helpful Hint:
To make it easier for the user, type in the Index Code
in the “Member” box....

- Tasl oject Index Code Map ndex Mapping Click

Index Mapping Click Through Site List > PROJECT INDEX CODE CI
%UEntity: P385480:P: ELEVATOR

0841 - DRNG NW 67 AVEw [=]

Page Dimension '

CPE313CR3325 - COR PTDC-DOUBLE DOOR SECURITY
CPE313CR3390 - COR PTDC-A/C DUCT RENOV
CPE313CR40YR - COR-CORRECTIONS 40 YEAR RECE...
CPE313CR4FSI - COR-CORRECTIONS FIRE SYSTEM I...
CPE313CR5292 - COR EMRGCY GENERATOR UPGRADE
CPE313CR5407 - COR CORR TTC ROOF
CPE313CR5474 - COR PTDC-PLUMBING UPGRADES
CPE313CRS5508 - COR TTC-SHOWER PAN REPL
CPE313CR9250 - COR TTD ROOF

CPE313CR9912 - COR PTDC-9TH FLOOR MEDICAL
CPE313CRBOOK - COR-PTDC CENTRAL BOOKINGRE... | ™

Index Mapping Click Through Site List > PROJECT INDEX CODE CRO

:EE'}"EntitY: P385480:P: ELEVATOR REFURBISHMEN1
CPE313CRAFSI - COR-CORRECTIlw [ %]

Page Dimension ¥

Member |CPE313CREL
Member
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT

.... And click on the Index Code.
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10.

11.

Once the Index Code has been selected and to
begin mapping, click on the horizontal arrow icon -
also called the GO icon.

| Task - Project Index Code Mapping-Index M
Index Mapping Click Through Site List > PROJECT Ii

FO_Index_Project_Mapping

IMPORTANT

You MUST click on the horizontal arrow icon - also
called the GO icon, when you have selected an Index
Code to map.

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).

[ Task - Project Index Code Mapping-Index Mapp
Index Mapping Click Through Site List > PROJECT INDE

o ,Entity: P385480:P: |

'FO_Index_Project_Mappi

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

316



BUDGETING ANALYSIS TOOL

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

Task List Status
| Task - Project Index Code Mapping-Index Mag
Index Mapping Click Through Site List > PROJECT IND

2, Entity: P3810230:P: TURNER GUILFORD KNI
(®:

ar
Budget

FO_Index_Project_Mapping 1

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

Favorites Tools

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

e |t was run successfully
and
e That the data was saved.

@ Information (%] '

Messages for this page are listed below.
(@ The data has been saved.

\D Rule was run succassfully
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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.

HumePage MDCCAP - Task List Status ¥ '

[+ Forms

[+ Manage Task Lists

My Task List

E P Capital Task List
& 9 [niialize Capital Project Dashboard
@ ¥ Capizal Project Dashboard
{21 *¥ Project Index Code Mapping |
i 59 Unfunded Project Details
m & Aggregate Project

--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 EIRST way is to do the following:
e Open the Capital Project Dashboard
e Select a Project
e Open the Expense Mapping Composite form
e Map and Save budgetary expenses to related Index Codes.

2. The Second way is to do the following:
e Open the Capital Project Dashboard

e Select a Project

¢ Open the Budget Revenue and Expense form

e From the Expense section, open the Expense Mapping Composite form

e 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.

|_ Recently Opened .| Quick Links

4 Moccap
5] BAT Project All Revenue and Expenditure Budget Report
:ﬂ BAT Unfunded Projects Report

Favorites

Applications

-l‘- MDCBUD Planning
5 Open... 4 MDCBUD
2. On the left hand side of the screen there is a list.

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

= Manage Task Lists

+ My Task List |

'+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Task Lint Status
Task - Capital Project Dashboard-Project Dashbasrd  ~i: [=rictont 9 9
Thary i cobmes of o for s & | —— —
o ymar o
577603 - Macy o 1o ey wath wmaryfncng mymem s e cumer || | Butget | e
| P dcn_ns D 2 " ‘
| e el st D |
[ Rer-Appicasis
| B 8 B
Nerappicata Counch Dy
| P ot | )
| =T
| Protact Gomen_Gounci pat | 08 |Er—
| Potac comemane | = || st commisson pim
| ot Coract tmter | | 520, Sonracs piumber
H [ G Sty roof
| | P pen 0 |50 pesergmen sty with
oty ot
ST frowe ety | 520508 sutor cuamen

Form/Column 1 - Information Driver

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

Task List Status

ST - Moy ook top securty mith st fencieg mysiem and add camer | | {m—— __ Budger
| Bevtec, A fine D =
[ESEEEEY. T

| e 6 B
NerAppicaza [
| o o sl
| Cownch Dt
| Bestoc Comem_counci e | 08
| =T
| P comemace:
| e corem temter
| ] ViodFy o
| s et 10 | wesrty
] |
| B Bescrpriam sacury weh | 520,508 _Sufor gumon

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

Task List Status

[ Page Dimension )

Member

Member |
P382050 : P: COMMUNICATIONS INFRASTRUCTURE... | 4
P382600 : P: TURNER GUILFORD KNIGHT CORRECTL... [
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI ..
P383850 : P: TURNER GUILFORD KNIGHT CORRECTL... | =
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI. .
P385480 : P: ELEVATOR REFURBISHMENT (P385480)
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

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

“P” denotes Project.
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S5A. When you have highlighted your selected Project just Project #
click on it.

P382050 : P: COMMUNICATIONS INFRASTRUCTURE... | »
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...

P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

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

S75863 - Renovation of video, data transmition and telecommunication infr

S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

Task List Status

| Task - Initialize Capital Prc

There are no valid columns of data

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project

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.

13aSK LIST dTatus

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

There are no valid columns of data

\
576831 - Refurbish elevators at Pretrial Detention e-mr{s}.mmi
576842 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui_\;_
S76844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
S77594 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui 1
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6B.

6C.

When a Project has been selected, you will see in

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

Task List Status
- 0 e -
Thars vy o o e o COUEE |
o ne_rear s aae
STH01 - Moy rect e acurty it Fat fencrg Bt ad sk e L Buige | ww
Brvjocs Acsal nd Dww | T
Prugec Acnal Stam_Conn
ey S Acnal End D
B CTE_Bamant: Sen,Acual_Stae Doen
et Apsaas [
Sesjoc I i | Stn,Comes Counch D i)
Conca Davct
Besjocs Comen, Counc D | 08 50, Comemare
= o L8
#rojec,_Comeran | 7 || son.Comminnion, b B
B Coen fmter | S, Cerern umbar
3 Modfy el g
Project Dagt 10 | 5_Dascrton ey wth
ok, oo 00
Froiecs Duscrpeon |y Saa£08_Batior Guason

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

1aSK LISL dlauus

[ Task - Capital Project Dashboard-Project Dashboard . Task Instructio
=

islv ()

There are no valid columns of data for this form.

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

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

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 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.

13SK LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=l

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui |
576842 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
577594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

The Project Site you selected will now be
highlighted.
7A. After you have selected your Project Site to budget, Project Site #

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.
Task - Capital Project Dashboard-Project Dashboard . Task Instructions

- [

There are no valid columns of data for this form.

 S76831 - Refurbish elevators at Pretrial DdsuﬂmCaiu(S),_TuIHf“‘l l
576842 - Refurbish elevators at Pretrial Detention Center (5),

Turner | E:lj Project O =
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner | QI Actuals: Form

576844 - Refurbish elevators at Pretrial Detention Center (5), Turner | QI Budget Rev and Exp
577594 - Refurbish elevators at Pretrial Detention Center (5), Turner | [y Forecast Form

Index Expense Mapping

s

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

328



BUDGETING ANALYSIS TOOL

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

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

(=
=

.'.'%;Enr.ity: P: ELEVATOR REFURBISHMENT (P385480)

1554 Fire Rescue District Bonds | | | |
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revene | 1765000 | 700000 | 1000000 |

....as well as the project site name and number.

J Project_Site: 576831 - Refurbish elevators at Pretrial Detention Center (5), Tu
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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

Task List Status

Project Dashboard > Option 2 index budgeting

B
=

:%?’Entity: P: ELEVATOR REFURBISHMENT (P38

) ‘ PRIOR | Fx2
1554 Fire Rescue District Bonds | [+ All_Milestones |
8A. This screen is the Expense Mapping composite
form.
| Task - Capital Project Dashboard-Project. | Task
Project Dashboard > Option 2 index budgeting
h, Entity: P: ELEVATOR REFURBISHMENT (P385480) 4 Project_Site: 576831 - Refi
| PRIOR | Fra0415 | Fr201516 FY2016-17 |  FY2017-18
1994 Fire Rescue District Bonds | 1 All_Milestones | | 20000 ]
Capital Outiay Reserve | All_Milestones 1765000 | 700000 | 1000000 |
Expense Total Expense Total 1765000 720000 1000000 (1]
PRIOR | FY2014-15 | FY2015-16 | FY2016-17
PRIOR | 576831 | 576831 | 576831
PRIOR | P385480 | P385480 P385480
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT | &1 All_Milestones
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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.

| Task - Capital Project Dashboard-Project Dashboard ~ Task Instructions
Project Dashboard > Option 2 Index budgeting e
%, Entity: P: ELEVATOR REFURBISHMENT (P385430) Project_Site: 576831 - |
PRIOR FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
1994 Fire Rescue District Bonds | 5 All Milestones 20000 0
Capital Outiay Reserve | Al Milestones 1765000 700000 1000000
Expense Total Expense Total 1765000 720000 1000000 0
PRIOR Y 201415 FY 201516 | FY2016-17
PRIOR 576831 576831 S76831
PRIOR 385480 P385480 P385480
CPE31ICRELEV - COR-ELEVATOR REFURBISHMENT | 5 All_Miestones

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.

CPE313CRELEV - COR-ELEVATOR REFURBISHMEN
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9. To budget expenses in this form, the user needs Revenue (Funding Source)
identify the Revenue (Funding Source) and expand
the Milestone to click on a cell.

Only WHITE cells are available for entering

information.
Index Code
:"’",Enh‘ty: P: ELEVATOR REFURBISHMENT (P385480)
| PRIOR | FY 2014-15 | FY 2015-16 FY 2016-17 | FY 2
554 Fire Rescue District Bonds | (£ All_Milestones (]
‘apital Qutlay Reserve [ All_Milestones 1765000 700000 1000000
‘xpense Total [Expense Total 1765000 700000 1000000 1]
PRIOR | FY201415 |
PRIOR | 576831

| PROR !
PE313CRELEV - COR-ELEVATOR REFURBISHMENT Art Allowance
Automobiles/Vehides |
EBooks Publications and Library Materials

Building Acquisition/Improvements

9A. When entering information in the cell, please note that
the field (box) will turn YELLOW until the form is
saved.
PRIOR | FY2014-15 | FY
PRIOR | 57681 | 5
PRIOR P385480 14
| 300000
9B. To SAVE, click on the Save icon.

Navigate File Edit View Favortes Tools

A & * Bplre B & / &

333



BUDGETING ANALYSIS TOOL

9C.

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

e The data has been SAVED.

'_ FY 2015-16 | FY 2016-17 | FY 2017-18 FY 2018-19
00 | [ (@) Information [x]
)00
| The data has been saved.
m |
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

PRIOR | P385480
| 300000

PRIOR \FY 2014-15 | FY
PRIOR 576831 S

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.

Step
1.
2.

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

Action Notes

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

On your right-hand side under Quick Links you will

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

bl Recently Opened Quick Links

& MDCCAP Favorites
5] BAT Project All Revenue and Expenditure Budget Report

[5] BAT Unfunded Projects Report

4 MDCEUD Planning

Applications

3 Open... MDCEUD

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

= Manage Task Lists

+ My Task List |

'+ Preferences

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

You will see the My Task List folder expand.

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Humepage MDCCAP - Task List Status * ‘

[+ Forms

[+ Manage Task Lists
My Task List

I @ ¥ Capital Project Dashboard I
& ®¥ project Index Code Mapping
M 9 Unfunded Project Details
m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Task Lint Status
Task - Capital Project Dashboard-Project Dashbasrd  ~i: [=rictont 9 9
Thary i cobmes of o for s & | —— —
o ymar o
577603 - Macy o 1o ey wath wmaryfncng mymem s e cumer || | Butget | e
| P dcn_ns D 2 " ‘
| e el st D |
[ Rer-Appicasis
| B 8 B
Nerappicata Counch Dy
| P ot | )
| =T
| Protact Gomen_Gounci pat | 08 |Er—
| Potac comemane | = || st commisson pim
| ot Coract tmter | | 520, Sonracs piumber
H [ G Sty roof
| | P pen 0 |50 pesergmen sty with
oty ot
ST frowe ety | 520508 sutor cuamen

Form/Column 1 - Information Driver

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

Task List Status

ST - Moy ook top securty mith st fencieg mysiem and add camer | | {m—— __ Budger
| Bevtec, A fine D =
[ESEEEEY. T

| e 6 B
NerAppicaza [
| o o sl
| Cownch Dt
| Bestoc Comem_counci e | 08
| =T
| P comemace:
| e corem temter
| ] ViodFy o
| s et 10 | wesrty
] |
| B Bescrpriam sacury weh | 520,508 _Sufor gumon

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

Task List Status

( Page Dimension

Member

Member
P382090 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECT...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECT...
P383510 : P: TURNER GUILFORD KNIGHT CORRECT...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) |
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

»

m

NOTE:

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

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

Task List Status

¥ pard-Click Throu

A L, LS | RO

Member

Member
P382050 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383050 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI...
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ¥

»

m

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

Click Through Site

SNDOoara-Lick 1hrough Site List

$75863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

Task List Status

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

S MUFY

There are no valid columns of data

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

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.

13SK LISL dlawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

S|

- 3

There are no valid columns of datal :

L]
576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui @
$76842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui \7
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
577594 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui |
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6B.

6C.

When a Project has been selected, you will see in

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

) -
Fri Tl = Pt T
"I oy s
STTN0 - Moty reot tnp securty wth smart fancrg ot ad o e | L Belgw " — Buger

Bisjecs v B Do | i
Propecs Acue Sear Oww |

ey Sta, Acnul_Erd Oven
Seopect CIE, Bamant Sta, Acnul_Staey Duea 1

Hor appicasia Counci Darcx
Seoject CIE,_lnda | S, s Councl B )

o Dt
Pesjecy Comin Counsl D | 08 Sta Cemmare

= =1

P Comeouse | Sa,Cormmianion, D
P Gy fumter | Sta_Contrcr Jiumbas

C Moty rocl 05
P Dt 10 | N 44 Duscritsn ety wth

Wody ook e
Proiect Duscrpson | ety wth St0_608_Bact Quaston

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

13aSK LIST dtatus

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

=

iSlv ()

There are no valid columns of data for this form.

rs at Pretrial | mw(s}, Tﬂlﬂ'mi

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.

13SK LISL dlawus

l Task - Capital Project Dashboard-Project Dashboard Task Instructio

=

v 2l

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial mw@mm'
576842 - Refurbish elevators at Pretrial Detention Center (S), Tuner Gui | |
576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

577594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |

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

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.

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

Project Site #

-3

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center /™ ™~~~

| o
576842, R sih slaairs ot rotal Datenion Corte| -
576843 - Refurbish elevators at Pretrial Detention Center| 1=
576844 - Refurbish elevators at Pretrial Detention Centd

577594 - Refurbish elevators at Pretrial Detention Centel

Actiale Form

[ Budget Rev and Exp

E! Index Expense Mapping
Edit »
Adjust »
B Comments

NOTE:

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

rask List Status

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions
[Project Dashboard > Rev & Exp

i, Entity: P; ELEVATOR REFURBISHMENT (P385480)
PRIOR. | FY201415 | FY2015-16 | FY201617 | P

Capital Outlay Reserve | 1765000 700000 | 1000000 |
Total Revenue | 1765000 | 700000 | 1000000 |

i, Entity: P: ELEVATOR REFURBISHMENT (P385480)

i [ erioR FY2014-15 | FY201516 | FY:
Capital Outlay Reserve | 1 All_Milestones | 1765000 700000 | 1000000 |

Expense Total | Expense Total | 1765000 | 700000 | 1000000 |
Rev - Exp lRev-em | ol ol 0
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

| Task - Capital Project Dashboard-Project Dashboard J§ Task Inst
Project Dashboard > Rev & Exp

5%, Entity: P: ELEVATOR REFURBISHME!

| PRIOR FY 2014-15
1994 Fire Rescue District Bonds |
Capital Outlay Reserve | 1765000 | 700000
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8B. In the Expense section (2), right-click on a
Revenue (Funding Source).

Revenues =1
Expenses =2

=)
a%,Entity: P: ELEVATOR
PRIOR
—
Capital Outlay Reserve 1765000
Total Revenue 1765000
=
a%,Entity: P: ELEVATOR
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8C. Now click on the Index Expense Mapping icon.

1994 Fire Rescue District Bonds
Capital Outlay Reserve 1765000
Total Revenue 1765000

347



BUDGETING ANALYSIS TOOL

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

=]

Project Dashboard > Rev & Exp > Option 2 index budgeting

J“f'j‘Enb'ty: P: ELEVATOR REFURBISHMENT (P385480)

FY 201

1954 Fire Rescue District Bonds | (+] All_Milestones

Capital Outlay Reserve

| [ All_Milestones

1765000

700000

u

Expense Total

| Expense Total

1765000

700000

u

...as well as the project site name and number.

) Project_Site: 576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui

FY 2017-18 FY 2018-19

FY2016-17 | FY2017-18 |  FY 2018-19 FY 2019-20 FY 2020-21 TOTAL
576831 576831 | 576831 | 576831 576831 TOTAL
P385480 | P385480 | P385480 P385480 P385480 TOTAL
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9A.

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

‘ask List Status

Task - Capital Project Dashboard-Project Dashboard [ Task Instructions
roject Dashboard > Rev & Exp > Option 2 index budgeting

.f"fT‘Entit‘,': P: ELEVATOR REFURBISHMENT (P3

) PRIOR | FY
11994 Fire Rescue District Bonds | 1 All_Milestones | |
Canital Ontlav Reserve | [+ All Milestones 1765000 ‘

This screen is the Expense Mapping composite form.

| Task - Capital Project Da Project Dasiiboard . Task Instructions
Project Dashboard > Option 2 index budgeting
¢ Entty: P: ELEVATOR REFURBISHMENT (P385480) ) Project_Site: 76831 - Reft
[ PRIOR | Y0115 | FY201516 | FY01617 | Fr2017-18
1994 Fire Rescue District Bonds | 1 All_Milestones | | 20000 | 0
Capital Outlay Reserve |51 AL Mikestones 1765000 | 700000 | 1000000
Expense Total Expense Total | 1765000 720000 1000000 0
PRIOR | FY201415 | Fr201516 Fr200617 |
PRIOR |  S76831 |  S76831 |  S76831
) | PRIOR | P3s5480 |  P385480 P385480
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT | ) All_Milestones
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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.

| Task - Capital Project Dashboard-Project Dashboard ~ Task Instructions
Project Dashboard > Option 2 Index budgeting e
%, Entity: P: ELEVATOR REFURBISHMENT (P385430) Project_Site: 576831 - |
PRIOR FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
1994 Fire Rescue District Bonds | 5 All Milestones 20000 0
Capital Outiay Reserve | Al Milestones 1765000 700000 1000000
Expense Total Expense Total 1765000 720000 1000000 0
PRIOR Y 201415 FY 201516 | FY2016-17
PRIOR 576831 576831 S76831
PRIOR 385480 P385480 P385480
CPE31ICRELEV - COR-ELEVATOR REFURBISHMENT | 5 All_Miestones

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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9C.

Users can view the individual Milestones by clicking

on the + icon in front of all the Milestones.

PRIOR
1554 Fire Rescue District Bonds All_Milestones
Capital Outlay Reserve 1765000
Expense Total 1765000
=
CPE313CRELEV - COR-ELEVATOR REFURBISHM 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.
|

=]

(CPE313CRELEV - COR-ELEVATOR REFURBIHMENT

| Automobiles/Vehicles

Books Publications and Library Materials
| Building Acquisition/Improvements

| Constrction

| Debt Service/Bond Issuance Costs

| Furniture Fixtures and Equipment
| _Land Acquisition/Improvements
| Other Capital

Only WHITE cells are available for entering information.

| PRIOR. FY 2014-15 FY 2

| PRIOR 576831 S

| PRIOR P385480 P36
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT | Art Allowance ‘
| Automobies/Vehices |
| Books Publications and Library Materials ‘
| Building Acquisition/Improvements ‘
| Construction |
| Debt Service/Bond Issuance Costs |

10A. When entering information in the cell, please note that the field

(box) will turn YELLOW until the form is saved.

PRIOR , FY 2014-15 | FY
PRIOR | 576831 | S
PRIOR | P385480 | P:
300000
10B. To SAVE, click on the Save icon.

MNavigate File Edt View Favontes Tools Ad

h &
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10C.

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

e The data has been SAVED.

FY 2015-16 | FY2016-17 | FY2017-18 | FY 2018-19
| | |
= (® Information 7] -
00
The data has been saved.
m -
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

PRIOR \FY 201415 | FY
PRIOR | N 576831 |

PRIOR | P385480
| 300000

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
1.

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

On your right-hand side under Quick Links you will

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

) | Quick Links
Favorites
Applications

Planning

4. MDCBUD
|.¢. MDCCAP
On the left hand side of the screen there is a list.

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

[Ff] Forecast Form

[FT] INDEX Expense Form
[E] Index Mapping Click Through Site List
[E] MILESTONE/Index Expense Form

=

] Manage Task Lists

# My Task List

# Preferences

Click on the + sign next to My Task List.

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

Forms

Manage Task Lists
.M Task List

5 B Capital Task List

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

Homepage MDCCAP - Task List Status * ‘

I+ Forms

[* Manage Task Lists
My Task List

@ 9 [nisialize Capital Project Dashboard
I m & Capital Project Dashboard ]

B ®” project Index Code Mapping

w1 ®¥ ynfunded Project Details

@ 5 aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

| oo A, nc B
| F—y—r——"
| prgecs ot arace
[EFST-TY
|srotecs Come, Gounct 0| o4
| —
| —
|Preject et 30

=
F——— oty me

R ]
dger
.
pa—
St At nd Dese
Sn_Acsa St S
o
[
i
I =
Sta_ Comminsion,
Sem_Coriracs_fember
‘odFy roof we
Som_Cwwrgmon oty with

St G0 Bates Quasten

Form/Column 1 - Information Driver

This is the driver of your Capital Project

Dashboard.

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

Task List Status.

Thars ary oo g cobme of caca o 2 form

Task - Capital Project Dashboard-Projecs Duchboasd  Tars [ramumtant e

577651 - Mocy roof 1op securiy with semart fancing system and add camer || | |

Brojec Comemere
Brojec, Contrac, Humber

C
froject et 10

Wi rodk
Brojec Descrgcen oty ah

e._

[ESVES 2SN
| Sl _s2e pen

ot DA
| Sen o, Coumct e i

1 ==

||| 5, commission e
| Sam Corsract puamber
| ok reot 2
| Som Buscrpion nacrey e

!h_m_h‘q_u-v-w

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).

P383850 :
P383510:
P385480 :
P386050 :
P386430 :
P386570 :
P387210:
P387680 :

D UVOVDVUVVTDODO VDO DM

: TURNER GUILFORD KNIGHT CORRECTI...
: METRO WEST DETENTION CENTER IN...

: WOMEN'S DETENTION CENTER EXTERI...
: TURNER GUILFORD KNIGHT CORRECTI...
: TURNER GUILFORD KNIGHT CORRECTI...
: ELEVATOR REFURBISHMENT (P385480)

: TURNER GUILFORD KNIGHT CORRECTI...
: FACILITY ROOF REPLACEMENTS (P386...
: METRO WEST DETENTION CENTER RE...
: WOMEN'S DETENTION CENTER AIR CO...
: PRE-TRIAL DETENTION CENTER RENO...

m

NOTE:

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

number.

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

P382050 : P: COMMUNICATIONS INFRASTRUCTURE... | ~
P382600 : P: TURNER GUILFORD KNIGHT CORRECTL...
P383090 : P: METRO WEST DETENTION CENTER IN...

P383540 : P: WOMEN'S DETENTION CENTER EXTERL...

P383850 : P: TURNER GUILFORD KNIGHT CORRECTL...
P383910 : P: TURNER GUILFORD KNIGHT CORRECTL...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

m

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

1ADDM LIDL Juawud

al Project Da: pd ( Task Instructions

| € DOAarc ot DO
Froject Uashboard-rrojcct vasiboard

S75863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

R

0ject Dashboard-Project Dashboard

P385480 : P: FL EVATOR REFURBISw [w]

 Page Dimension £

Member 385|

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

P385480 : P: FI FVATOR REFURBISie |s]

[Page Dimension l

Member | Ele

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T T TR R TR Ra—
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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

TADR LIDL Oualud

[ Task - Capital Project Dashboard-Project Dashboard  Task Instn

=
e o of < t
There are no valid columns of data for T o
575863 - Renovation of video, data transmition and telecommunication in

S76838 - Complete the rollout of the Cisco VOIP project
S76839 - Complete the rollout of the Cisco VOIP project

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

| Task - Capital Project Dashboard-Project Dashboard - Task Instructi
=)

S (3]

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui H
576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui
576843 - Refurbish elevators at Pretrial Detention Center (S), Tumer Gui
576844 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui
577594 - Refurbish elevators at Pretrial Detention Center (S), Tumner Gui |

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.

[Vask List Status

[EnhEcensl PG Rl Srelec Desknd |, Test Inarucnom

Thans s o0 val columes of daca for

STT60: - M oo 1o ity wah 4R s WAt 12228 it
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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

l I ®
No_Year
Budget

Project|Actual_End_Date
Project|Actual_Start_Date

| Not-Applicable

Project|CIE_Element |
Mot-Applicable

Project |CIE_Info |
Council District

Project]Comm_Council Dist | 08

m

Project]Comment

Project]Contract_Number |
CR

Project]Dept_ID

Form/Column 3 - Project Site Information ONLY

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

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

Task List Status
Tk Cagial Projecs Oashbosed-Project Dashboand  Tiss Iraricmans e 0
Trars oy o vaid oy o oy o r i I L
e, e e eae
577601 + Masy roof 1 securiey wih wmartfanceg sy e s comer | | - -
Besjoc Acnal End,_uen T
ppcsniniom | e
|Pratncs I Bamars | S Aceat S D
e 1
st O St S, Councd et i
Councl Gt
|Prstec Comem Goneci D 38 Su_omrert
= Do 1
| e commase 7 || san_commasen o
| Besinc o ambes St Corsincs, b
a et ot
|pratser oz 0 | S esrien rstiperty
oty oo o
| Bestee Dergeon sacirty e S, 508 e e
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TA.

7B.

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.

| Task - Capital Project Dashboard-Project Dashboard - Task Instructi

m

There are no valid columns of data for this form.

L m—
S76831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui I

576843 - Refurbish elevators at Pretrial Detention Center (S), Turner GuiVU
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gui | |
$77594 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui_l ‘

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

NOTE:

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

“S” denotes Project Site.

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

[ Task - Capital Project Dashboard-Project Dasli_bo-d\\Task Instructic

.........

rbish elevators at Pretrial Detention Center (5), Turner Gui ; .
- Regurbish elevators at Pretrial Detention Center (5), Tuw_EHi_L
rbish elevators at Pretrial Detention Center (5), Turner Gui |
rbish elevators at Pretrial Detention Center (S), Turner Gui |

rbish elevators at Pretrial Detention Center (5), Turner Gui ‘
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7C.

7D.

Form/Column 3 - Project Site Information ONLY

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

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

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

No_Year

_ Budget

.00 A
SiteJActual_Cost
Site JActual_End_Date
Site JActual_Start_Date -

Council District
Site) Comm_Council_Dist 10
Site |Comment

District 12
Site JCommission_Dist =
Site |Contract_Number

Modiy roof top
Site | Description _ security with

NOTE:

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

Task - Capital Project Dashboard-Project Dashboard ~ Task Instruc

=

5~ 3]

There are no valid columns of data for this form.

b /03, Rerurbish elevators at ¥

576842 - Refurbish elevators at Pretrial [
S76843 - Refurbish elevators at Pretrial [ E' Actuals Form

576844 - Refurbish elevators at Pretrial
577594 - Refurbish elevators at Pretrial

4 Index Expense Mapping
Edit
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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

Task - Capital Project Dashboard-Project Dashboard - Task Instructions

Project Dashboard > Forecast Composite

=

I - 1 -+
FY15 [ TotAL
) [#] YearTotal | null
TOTAL | null |
- - 3]
FY 2014-15
Budget
- | _ BegBalance | Oct

Capital Outlay Reserve | All_Milestones | 700,000
CPADO1DEQ841 - DRNG NW 67 AVE. AND NW 22 ST. | [#] All_Milestones |
No_Funding_Source | [ All_Milestones |
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9A.

9B.

9C.

The bottom of the form (section 2) contains:

e The Revenue (Funding Source)

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

e The Adopted Budget (current year) for

the Milestone associated to the Revenue
(Funding Source)

- t -vil

FY 2014-15

Captal Outay Reserve A Miestones 700,000,
CPADO1DEO841 - DRNG NW 67 AVE. AND NW 22 ST. | & All_Milestones |
No_Funding_Source | B All_Milestones |

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

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

o : s ot Praw ()
FY 2014-15

Budget
BegBalance

CPADO1DEQS41 - DRNG NW 67 AVE. AND NW 22 ST. | (¥ All_Milestones |
No_Funding_Source | &1 All_Milestones |

The index code mapped to the Revenue (Funding
Source)

- : v =+

FY 2014-15
Budget
BegBalance

70000

T " All_Milestones
CPADO1DEQS841 - DRNG NW 67 AVE, AND NW 22 [# All_Milestones |

No_Funding_Source | & All_Milestones |
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9D. And lastly, you should see Milestones.
P: ELEVATOR REFURBISHMENT (P3w | 576831 - Refurbish elevators at Prejw iJ
FY 2014-15
Budget
BegBalance
| o0

Capital Outlay Reserve
CPADD1DEOB41 - DRNG NW 67 AVE. AND NW 22 5T, All_Mile
 No_Funding_Source All_Milestones

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

the user must click on the + icon

P: ELEVATOR REFURBISHMENT (P3w | S76831 - Refurbish elevators at Prew il
FY 2014-15
Budget
BegBalance
Capital Qutlay Reserve J All_Milestones 700,000
CPADO1DEQ841 - DRNG NW 67 AVE. AND NW 22 _Milstonei
B =
_No_Funding_Source e _Milestones
oF. Once you click on the + icon next to the Milestone,
you will see the list expand.
El T (P3w | 576831 - Refurbish elevators at Prav _‘_I
FY 2014-15
Budget
BagBalance

Capital Outlay Reserve
CPADO1DEOS41 - DRNG NW 67 AVE, AND NW 22

700,000 |
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9G.

10.

10A.

10B.

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.

| P: ELEVATOR REFURBISHMENT (P3w | 576831 - Refurbish elevators at Prew i]
FY 2014-15
Budget
BegBalance
Capital Outlay Reserve All_Milestones 700,000
CPADO1DEO841 - DRNG NW 67 AVE. AND NW 22 ST. All_Milestones
No_Funding_Source All_Milestones

To forecast, just select the index code, and the
Milestone you wish to add a dollar value to.

T
Lo Soghlerne O .. - ‘ C3 - e “ don " L " e +

(CPAOGICESIAT - CRNCAPN U7 AL AT W 22 5T, |

The user has two ways to forecast:

1 — Monthly
2 — Quarterly

For monthly forecasting, the user just adds a
dollar value in the Milestone and Month
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10B.

11.

For quarterly forecasting, the user needs to add
the dollar value in the quarter in which it will be
expended.

Oct

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.

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.

Debt Service/Bond Issuance Costs | .
Furniture Fixtures and Equipment | | 250,000 |

1 and Araicitinn/Tmnrovamants

NOTE:

GRAYcells = means that the user cannot make a
change to that cells value.
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11A.

11B.

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

Navigate File Edit ~7_ Favorites Tools Administration He

B ¥60b:|8 D& /4 Bob =

MDCCAP - Task List Status *

+ Forms Task List Status
# Manage Task Lists [ Task - Capital Pt
My Task List ‘Project Dashboard >

e

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

(@ Information (]

The data has been saved.

--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
1.

Action
On your right-hand side under Quick Links you will

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

Navigate File \View Favorites Tools

BAT Unfunded Projects Report MDCCAP - Task List Status BAT Unf

| Recently Opened ) Quick Links

_] BAT Unfunded Projects Report Favorites
M P
o MDCCA Applications
J‘ MDCBUD
23 Open... Planning

4 MDCcaP

ﬂ Workspace Pages

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

= Manage Task Lists
& My Task List |

i+ Preferences

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

Homepage MDCCAP - Task List Status * .

i+ Forms

[* Manage Task Lists
My Task List

5] ol Tesk st

4. You will see the Capital Task List folder expand.
Look for the folder Unfunded Project Details.

_ MDOCCAP - Task List Status .

Forms

Manage Task Lists

= S Initialize Capital Project Dashboard
= 5 copital Project Dashboard

] = Proj Index Code Mappin
IEI B Unfunded Project Details I

e Aggregate Project

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.

[+ Forms

&l Manage Task Lists | Task - Unfunded Project Details-Unfunded Project Form
My Task List

3 B Capital Task List FYoL

& ®¥ 1nitialize Capital Project Dashboard | No_Year
& Capital Project Dashboard 1 =
m o Project Index Code Mapping Project_Actual End_Date
# & Unfunded Project Details Project. fichial StarkDate ] -
m & 4 Not-Applicable
w5 Aggregate Project Project_CIE_Element

Not-Applicable

| Project_CIE_Info

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.

Task List Status

\ Task - Unfunded Project Details-Unfunded Project

Project_Actual_End_Date

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).

 Task - Unfunded Pr -Unfunded Project Form  Tas

P3810250 : P: FITNESS CENTER AT TRAINING AND...
P381620 : P: NORTH DADE DETENTION CENTER RE...
P3820610 : P: REPLACE SECURITY SYSTEM AT WOM...
P3821050 : P: RESTROOM EXPANSION AT TRAINING...
P382310 : P: RESURFACE ON-SITE ROADWAYS AND...
P382430 : P: CONSTRUCT CENTRAL INTAKE COURT...

P3829520 : P: TURNER GUILFORD KNIGHT CORREC...
DIRIAN + D+ DIIDCHASF MORTEF CAMMAND DNST 7D

m

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.

- ) l=® ) ’
FEUNCLL S Ui

P3810250 : P: FITNESS CENTER AT TRAINING AND...
P381620 : P: NORTH DADE DETENTION CENTER RE...
P3820610 : P: REPLACE SECURITY SYSTEM AT WOM...
P3821050 : P: RESTROOM EXPANSION AT TRAINING...
P382310 : P: RESURFACE ON-SITE ROADWAYS AND...
P382430 : P: CONSTRUCT CENTRAL INTAKE COURT...
P3829520 : P: TURNER GUILFORD KNIGHT CORREC...
DIR/RI1AN + D+ DIIDCHASE MNARTI F AOAMMANMD DNET D
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.

| Task - Unfunded Project Details-Unfunded Project
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TA.

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

Task List Status

[ Task - Unfunded Project Details-Unfunded Project Form

I~ =
Frol
Mo Year
Budget

Project_Bctual End_Date
Project_ctual Start Date

Mot-applicable
Project_ICIE_Element

Mot-Applicable
Project_ICIE_Info

Cowundil District
Project_ECommn_Council_Dist o8

Project IComment

Project_Eontract_Mumber

CR
Project_Dept 1D

Repair the
Project_Description drainage system

12
Project_IDistrict_Located

Countywide

Project [District_ Served

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.

Page Dimension (]

Memberl | I

Member
P3E210000 : P: REPAIR DRAINAGE SYSTEM AT THE T...
P3B10250 : P: FITHMESS CEMNTER AT TRAIMING AMD...
P321&20 1 P: NORTH DADE DETENTION CENTER RE...
P3220510 @ P: REPLACE SECURITY SYSTEM AT WOM__
P3221050 : P: RESTROOM EXPAMNSION AT TRAIMNIMG...
P382310 : P: RESURFACE ONM-5ITE ROADWAYS AMD. ..
P3822430 : P: CONSTRUCT CENTRAL INTAKE COURT. ..
P3822520 : P: TURMER GUILFORD KMIGHT CORREC...

[ »

n

P383150 : P: PURCHASE MOEBILE COMMAND POST (P...
F383520 : P: REPLACE EQUIFMENT AMND FURMITURE...
F384500 : P: NORTH DADE DETENTION CENTER DE...
F384570 : P: LIGHTING AND SECURITY EMNHANCEME... | ™
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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.

Task List Status

D381 N0 * P+ REPAIR DRAINAGw *!
Page Dimension Eﬂ*

Member

Member |
P3810000 : P: REPAIR DRAINAGE SYSTEM AT THE T... l -
P3810250 : P: FITNESS CENTER AT TRAINING AND... | |

P381620 : P: NORTH DADE DETENTION CENTER RE... |
‘ P3820610 : P: REPLACE SECURITY SYSTEM AT WOM... |
P3821050 : P: RESTROOM EXPANSION AT TRAINING... | £

P382310 : P: RESURFACE ON-SITE ROADWAYS AND...
P382430 : P: CONSTRUCT CENTRAL INTAKE COURT...
P3829520 : P: TURNER GUILFORD KNIGHT CORREC... |
P383160 : P: PURCHASE MOBILE COMMAND POST (P...
P383620 : P: REPLACE EQUIPMENT AND FURNITURE...
P384500 : P: NORTH DADE DETENTION CENTER DE...

MAMIAAATIA « N | TALITIMAS AMM FEANIATTY FAll 1AMSTMAF -

--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

Navigate File \iew Favorites Tools Help

A B 2 Explore

m * Explore: /CBAT Reports/Capital Reports BAT Unfunded Projects Report MDCCAP - Task List Status BAT Unfi
fShared Workspace Pages/HomePage

D Recently Opened ,_\ ,Quick Links
] BAT Unfunded Projects Report Favorites
4 MDOCaP Applications
4 MpceuD
_l'p Open... Planning
4 MocsuD
4 voccap
- r' Workspace Pages
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”

Favorites Tools Help

LIRE ZN S Fplore: /CBAT Reports/Capital Reports | BAT Unfunded Projects Report

[Shared Workspace Pages/HomePage
D Recently Opened
i) BAT Unfunded Projects Report Fa
4 MDCCAP A
4 MDCBUD
£Z Open... P

Navigate File View Favorites

A m % Exlore
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3. Once you have clicked on the Explore icon, the
screen will change again to what you see below.

Navigate File View Favorites Tools Help

A & I Explore @

HomePage 5 BAT Unfunded Projects Report MDCCAP - Task List
Folders /
-| [) Root 1| #|Name 4
+ [ BAT Reports | | ) BAT Reports
+| [[J BAT Training Reports [[J BAT Training Reports
+| [ CBAT Reports [ ) CeAT Reports
) Sample Content || 2 sample Content
[f7 Shared Workspace Pages ] [ Shared Workspace Pages
3A. Under Folders, you will see a grouping of folders.

Click on + next to the CBAT Reports icon.

Navigate File View Favorites Tools Help

%= Explore @

1| # | Name a
| | ) BAT Reports
‘ [[J BAT Training Reports
| £ CBAT Reports
T | [ Sample Content
[ Shared Workspace Pages [ ] [[J Shared Workspace P:
+| [ Users || g7 users
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3B.

3C.

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

Folders /
-] [[J Root ! | #|Name &
+| [] BAT Reports | [ BAT Reports
+| [ BAT Training Reports ‘ [[J BAT Training Rs
-] [[J CBAT Reports ] [[J CBAT Reports
: | £ Ssmple Conten
() Sample Comnte |7 Shared Worksp
[[) Shared Workspace Pages ] [[J Users
+] [[J Users Il

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

vigate  File \View Favortes Jools Help
e % BExplore & @

;/Capital Reports * BAT Unfunded Proiects Report
JCBAT Reports/Capital Reports
! | #|Name A
_| BAT Project All Revenue and Expenditure Budget R
4] BAT Unfunded Projects Report

Folders
=| ) Root
+| [ BAT Reports
+| @ BAT Training Reports
-| [[J CBAT Reports
[ Capital Reports
[[J) Sample Content
[[) Shared Workspace Pages
+| [ Users

From the listing of CBAT (Capital) Reports, right
click on the BAT Unfunded Project Reporticon

bvigate File View Favorntes Tools Help

e ‘1= Explore| gy

Lol Explore: [CBAT Reports/Capital Reports * BAT Unfunded Projects Report
Folders
=] [ Root
+| [ BAT Reports
+| [[) BAT Training Reports
-| [ CBAT Reports
) Capital Reports
) Sample Content
[[) Shared Workspace Pages
+ [E:J Users
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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.

Name 4 i'r
| BAT Project All Revenue and Expenditure Budget Report | F

0)ects Repo |F

HIML Preview

PDF Preview

E-mail Link...
Add to Favorites

Properties... Alt+Enter
Refresh F5

S. Click on the Open In icon.

Open Inicon asks the user, in what format do you
wish to view the report in.

Click on the PDF Preview icon
Name & iT

| BAT Project All Revenue and Expenditure Budget Report | F
= | ¢

E-mail Link...
Add to Favorites
Properties.. Alt+Enter
Refresh FS
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SA. After you have click on the PDF Preview icon, the
following screen pops up.

This is the Respond to Prompts screen

Respond to Prompts
ined in the report. You may use the default values shown, or seled

Prompt Selection Type Source
Enter Entity: - Report Report: BAT Unfunded Projects Report
- Grid: Gridl
| o) 96 | goncel et

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.

Respond to Prompts
The following prompt has been defined in the report. You may use the default values shown, or s

Prompt
Enter Entity:

| Respond to Prompts
The following prompt has been defined in the report. You may use the default values shown, or s¢

Respond to Prompts at Report Level ﬂ

Prompt
Enter Entity:
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5C.

6.

After you have entered “E” and your two letter

department code, click the OK icon, located in the
lower right-hand of the screen

| Respond to Prompts @_l
The following prompt has been defined in the report. You may use the defauk values shown, or select other members.
Prompt Salection Type Source
Erter Entity: = 7 Report Report: BAT Unfunded Projects Report
- Grid: Grid1

The BAT Unfunded Project Report displays for the
Department selected on the Respond to Prompts

screen.
Miami-Dade County
BAT Unfunded Project Report
BUDGETING ANALYSIS TOOL
Ed
UNFUNDED CAPITAL PROJECTS
(dollars in thousands)
PROJECT NAME l.lenCm ESTIMATE PROJECT COST
RJO%TE&%_LII&L&ORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY | {7000 Nw/ 41 5t 330
%%E&HEN‘HON CENTER - BUILDING BETTER COMMUNITIES BOND 18201 SW 125t
FOMMUNICATIONS INFRASTRUCTURE EXPANSION Various Sites
FURNER GUILFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR 17000 Nw/ 415t
CONDITIONING INSTALLATION |
METRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT 113850 NW 415t
WOMEN'S DETENTION CENTER EXTERICOR SEALING 11401 Nw/ 7 Ave
FURNER GUILFORD KNIGHT CORRECTIONAL CENTER MENTAL HEALTH 7000 Mol 41 52
ENOVATIONS
JURNER GUILFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH AND | 7000 Nw/ 41 5t 600
BEAL EXTERIOR |
LEVATOR REFURBISHMENT Various Sites
FURNER GUILFORD KNIGHT CORRECTIONAL CENTER DOMESTIC WATER 17000 Nw/ 415 200
-ACILITY ROOF REPLACEMENTS Varous Sites
aﬂEJgg \JSﬂEST DETENTION CENTER REFLACE HOUSING UNIT SECURITY 113850 N/ 41 5t
YOMEN'S DETENTION CENTER AIR CONDITIONING COILS 11401 Nof 7 Averue: 480,000
PRE-TRIAL DETENTION CENTER RENOVATION - BUILDING BETTER 321 MW 135t
COMMUNITIES BOND PROGRAM |
[ITCHEN EQUIPMENT REFLACEMENT Variovs Sites 2,100,000
; 2581150
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BA. This is what you will see in both the Proposed and Adopted

budget books for your department.

The Unfunded Project’s name...

Miami-Dade County
BAT Unfunded Project Report

IIUQGLT!NGANALVSKTDO[

b0
COMMUNICATIONS INFRASTRUCTURE EXPANSION farious Sites
RNER GUILFORD ’O‘JIGHT COHRECTIDNN. CENTER KITCHEN AIR 000 Nw/ 41 5t
ETRO WEST DETENTION CEM’EF! INMATE HOUSING IMPROVEMENT 3850 NW 415t
OMEN'S DETENTION CENTER EXTERIOR SEALING 401 N/ 7 Ave
%ﬁGUILFOHD KNIGHT CORRECTIONAL CENTER MENTAL HEALTH 1000 Nw/ 41 5¢
RNg?(TGELgngFCt}RO KNIGHT CORRECTIONAL CENTER PRESSURE WASH ANCIIF000 N/ 41 5t
/ATOR REFURBISHMENT ‘aricus Sites
IRNER GUILFORD KNIGHT CORRECTIONAL CENTER DOMESTIC WATER 000 N/ 41 5t
ACILITY ROOF REPLACEMENTS ‘ancus Sites
E[gg‘:sﬁ'EST DETENTION CENTER REPLACE HOUSING UNIT SECURITY 3850 N\ 41 5t
NDOMW,

OMEN'S DETENTION CENTER AIR CONDITIONING COILS 401 Nl 7 Avenue

-TRIAL DETENTION CENTER RENQVATION - BUILDING BETTER 321 NW 135
MMUNITIES BOND PROGI
TCHEN EQUIPMENT REPLACEMENT ‘anous Sites

(dollars in thousands)
ESTIMATE PROJECT COST

350

480,000

2,100,000

6B. The Unfunded Project’s location

Miami-Dade County
BAT Unfunded Project Report

BUDGETING ANALYSIS TOOL

UNFUNDED CAPTTAL PROJECTS

PROJECT NAME

[URNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITYJ7000 Niw/ 41 St
MODIFICATION

(FOME DETENTION CENTER - BUILDING BETTER COMMUNITIES BOND 8201 SW 125t
EOMMUNICATIONS INFRASTRUCTURE EXPANSION

FURNER GUILFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR

CONDITIONING INSTALLATION
METRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT
WOMEN'S DETENTION CENTER EXTERIOR SEALING
[URNER GUILFORD KNIGHT CORRECTIONAL CENTER MENTAL HEALTH

ENOVATH

[URNER GUILFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH ANy
BEAL EXTERICR
| EVATOR REFURBISHMENT
%HNEH GUILFORD KNIGHT CORRECTIONAL CENTER DOMESTIC WATER

ACILITY ROOF REPLACEMENTS
ﬂETROI%EST DETENTION CENTER REPLACE HOUSING UNIT SECURITY 3850 NW 415t
MOMEN'S DETENTION CENTER AIR CONDITIONING COILS 14071 N/ 7 Avenue
PRE-TRIAL DETENTION CENTER RENOVATION - BUILDING BETTER 21N 135
EOMMUNITIES BOND PROGRAM

ITCHEN EQUIPMENT REFLACEMENT fanous Sites

2581150

(dollars in thousands)
ESTIMATE PROJECT COST

350

2,100,000
2,581,150
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6C. And The Unfunded Project’s total estimated cost

Miami-Dade County
BAT Unfunded Project Report

BUDGETING ANALYSIS TOOL
=D

UNFUNDED CAPITAL PROJECTS

PROJECT NAME LOCATION

FURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY |7000 Nw/ 415t
MODIFICATION

%DME DETENTION CENTER - BUILDING BETTER COMMUNITIES BOND 18201 SW 12 St
FOMMUNICATIONS INFRASTRUCTURE EXPANSION Vanous Sites
FURNER GUILFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR 17000 Nw/ 415t
CONDITIONING INSTALLATION

METRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT 13850 N\w 41 5t
WOMEN'S DETENTION CENTER EXTERIOR SEALING 11401 Nw/ 7 Ave

néﬁg%ﬁ%ghioﬁﬁ KNIGHT CORRECTIONAL CENTER MENTAL HEALTH 17000 Nw/ 415t
JURNER GUILFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH AND | 7000 Nw/ 41 5t
BEAL EXTERIOR

LEVATOR REFURBISHMENT Vanous Sites

URNER GUILFORD KNIGHT CORRECTIONAL CENTER DOMESTIC WATER {7000 N/ 41 St
Mi
ACILITY ROOF REPLACEMENTS Various Sites
ﬂﬂE\'{gg \JSIEST DETENTION CENTER REPLACE HOUSING UNIT SECURITY 113850 Nw/ 41 5t
V'.i.IMEP:l'S DETENTION CENTER AIR CONDITIONING COILS 11401 NW 7 Avenue
PRE-TRIAL DETENTION CENTER RENQVATION - BUILDING BETTER 1321 NW 135t
FOMMUNITIES BOND
KITCHEN EQUIPMENT REPLACEMENT Various Sites
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
1.

Action
Immediately after logging on to CBAT, you will see the
screen below

Navigate File \iew Favortes Tools Help
A & % Bplore

| Explore: [CBAT Reports/Capital Reports BAT Unfunded Projects Report MDCCAP - Task List Status BAT Uni
fShared Workspace Pages/HomePage

Recently Opened ./h\-'Quick Links
G| BAT Unfunded Projects Report Favorites
4 MDCCAP Applications
J MDCBUD
_3 Open... Planning
d,- MDCBUD
d_. MDCCAP

' r' Workspace Pages

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”

File \View Favorites Tools Help

i | Explore: [CBAT Reports/Capital Reports | BAT Unfunded Projects Report
[Shared Workspace Pages/HomePage

D Recently Opened

] BAT Unfunded Projects Report
4 voccae

4 MOCBUD

&5 Open...

Navigate File View Favorites

A B % Egre

Notes
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Step Action

3. Once you have clicked on the Explore icon, the
screen will change again to what you see below.

Navigate File View Favorites Tools Help

A & Y Bxplore @

HomePage BAT Unfunded Projects Report *| MDOCAP - Task List Status | BAT Unfund
Folders /

-| [[J Root 1| #|Name T

+] [) BAT Reports [ BAT Reports l

+| [[J BAT Training Reports [) BAT Training Reports ‘ |

41 [) CBAT Reports || 9 cBAT Reports |

7 Sample Content [ 7 Sample Content ‘ |

) shared Workspace Pages 1 ) shared Workspace Pages 0

+| [ Users |1 ) Users |

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

Click on + next to the CBAT Reports icon.

File View Favorites Tools Help

®

BAT Unfunded Projects Report

oot ! [ *|Name 4
+) [£] BAT Reports [J BAT Reports
+| [) BAT Training Reports [ | [[J) BAT Training Reports
|| ) CBAT Reports
[ Sample Content [ ] 7 Sample Content
[ Shared Workspace Pages [ | [ Shared Workspace P:
3B. When you click on + next to the CBAT Reports icon
you will see the folder expand.
Folders ]
-] [J Root ! #éName
+| [) BAT Reports | | ) BAT Reports
+| [ BAT Training Reports || [ BAT Training R

-] -y = enarte

| [J CBAT Reports

[[J Sample Conten
[} Sample Content [ Shared Worksp
[ Shared Workspace Pages Bl [[J Users
#| [ users ]
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3C.

4A.

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

bvigate  File \View Favorites lools Help

fe % Bplore| g @

G- Explore: /CBAT Reports/Capital Reports * BAT Unfunded Projects Report

Folders

=| [£J Root ! | #|Name .
+| [[J BAT Reports [ | =] BAT Project All Revenue and Expenditure Budget Re
#| [[J) BAT Training Reports [ J BAT Unfunded Projects Report
-| [[J CBAT Reports

[ Capital Reports
[[) Sample Content
[[) Shared Workspace Pages
+| [ Users

From the listing of CBAT (Capital) Reports, right
click on the BAT Project All Revenue and
Expenditure Reporticon

bwvigate File  View Favorntes Tools Help

& ‘% Exlore) g @

Folders
=| [J Root
+| [[J BAT Reports
+| [[J BAT Training Reports
-] [ CBAT Reports
[ Capital Reports
[[) Sample Content
[[) Shared Workspace Pages
+| [[J Users

After you have right clicked on the BAT Project All

Revenue and Expenditure Report icon, the
following pop-up box below will appear.

Name a

ﬁ BAT Project All Revenue and Expenditure Budget Report F

HIML Previe

Sugscribe...
E-mail Link...
Add to Favorites

Alt+Enter
F5

Properties..
Refresh
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3. Click on the Open In icon.

Open Inicon asks the user, in what format do you
wish to view the report in.

Click on the PDF Preview icon

5 .-:I

E-mail Link...

Add to Favorites
Properties... Alt+Enter
Refresh F5
SA. 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.

|
Mﬂe.‘m in the report. You may use the default values shown, or select cther members.

Respond to Prompts at Report Level [¥]

prompt Sedection Source

Trpe
Enter Entity: ~ EYreson Report: BAT Project All Revenue and
= Expenditure Budget Report
Grid: &ll
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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.

Respond to Prompts
‘ The following prompt has been defined in the report. You may use the default values shown, or
Respond to Prompts at Report Level

Prompt
Enter Entity:

| Respond to Prompts
The following prompt has been defined in the report. You may use the default values shown, or st

Respond to Prompts at Report Level [ |

Prompt Type
Enter Entity: P Report
SC. After you have entered “E” and your two letter

department code, click the OK icon, located in the
lower right-hand of the screen

| Respond to Prompts [E])
‘The following promgt has besn definad in the raport. You may use the default values shown, of select other members.

Respond to Prompts at Report Level []

Prompt Selaction ) Type Souree
Enter Entity: ECRl - Rwoﬂ Raport: BAT Project All Revenus and
2 Expenditure Budget Report
Grid: All
=
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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.

BUDGETING ANALYSIS TOOL

Miami-Dade County

BAT Project Revenue and Expenditure

Budget Report

PRE-TRIAL DETENTION CENTER RENOVATION - BUILDING BETTER COMMUNITIES
EBOND PROGRAM

DESCRIPTION:Rencvate the Pre Trial Detention Comer

LOCATION:1321 NW 13 5t
Caty of Miami

Devictlocied. S

PROJECT #

Dstrict(s) Served:  Countywide

P3g7e30

REVENUE SCHEDULE PRIOR FY2014-15 FY201516 FY2016-17 FY2017-18 FY2018-19 FY201920 FUTURE  TOTAL
BBC GOB Financing [ 8287 9173 12245 9,608 0 0 0 40313
BBC GOB Series 2005A ] 0 ] [ 0 0 0 0 88
BEC GOB Series 20088 568 ] ] 0 ] 0 0 568
BEC GOB Series 20088-1 1474 0 0 ] 0 0 0 0 1474
BBC GOB Series 2011A 304 0 ] [ 0 ] 0 0 304
BEC GOB Series 20134 513 0 0 [ 0 0 0 0 533
BBC GOB Series 2014A A720 9 o ' 0 0 g i) a7
TOTAL REVENUE 6,687 8,287 8173 13245 9,608 0 0 0 47,000
EXPENDITURE SCHEDULE PRIOR FY 2014-15 FY 201516 FY 201617 FY 2017-18 FY 201819 FY 2019-20 FUTURE TOTAL
Construction azz 5,888 B.624 12543 3797 0 0 0 3407
Furmiture Fixtures and Equipment 1 0 ] [ 0 0 0 0 1
Pormiting 161 o3 9 [ an 0 0 0 758
Panning and Desian 2495 625 0 [] 5241 ] 0 0 8361
Project Administration L) n7 14 114 115 o o 0 1261
Project Contingency 205 154 M2 588 “ 0 0 0 1333
Technology 1] 1210 1] ] 0 ] ] 1] 1210
TOTAL EXPENDITURES 6,687 8,287 8173 13245 9,608 0 0 0 47,000

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

1.

Action

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

On your right-hand side under Quick Links you will

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

Mavigate File \iew Fevortes Tools Help

A & % Bxplre

[Shared Workspace Pages/HomePage
I Recently Opened 4 Quick Links
=] BAT Unfunded Projects Report Favorites
o MDccap Applications
4 MoceuD
_"ropenl“ Planning

: r] Workspace Pages

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

£ Manage Task Lists

* My Task List |

[+ Preferences

Click on the + sign next to My Task List.

‘HomereJ BB Expilore: /CBAT ReportsCapital Reports | BAT Unfunded Projects Report | MDCCAP - Task List Status | BAT Un

Notes
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You will see the My Task List folder expand.

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

I rocow - Tack it st *

[+ Forms

[+ Manage Task Lists
My Task List

3]

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

Hm'uePage MDCCAP - Task List Status * '

[+ Forms

[* Manage Task Lists
My Task List

B 9 nitialize Capital Project Dashboard
I'.!] ¥ Capital Project Dashboard I
B ¥ project Index Code Mapping

M 9 Unfunded Project Details
@ ¥ aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

ok Lint Stabus
| Task - Capital Project Dashbosrd-Project Dashbaard  Tase Iramocrons e e

Toacn ses 2 1y cobmen o o b sy o - 1 om0 B —  m
| Py e

ST7601 - Mty oot 102 sacrmy eh s famcing ey 1 a2 camar [ =
| " - ®
[T i pod
| retecs acmanl s pass e p—
| Voot iy
| aieer o gamae St Al 5 D
| re—n o Deirat
| oo coe 1ot St Corem Coe, Do o

=
| roiec o et e 23 Stn Commart
: e
|rotec commae | | S commsion, pis:
| e commnct pomter Sta_Cormru pusmbar
C
’ |otecs o0 Sn Deseriion

| Wkt e en
| oo Descrgsen secirey weh | 5tm_508 Balen Gummen

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.

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

Task List Statun
| Task - Capital Project Dashboard-Projecs Dashboard  Tasi I ions e e
- o -4 -
Taen yre v ey cpmos of iy e sy o, ot Fo
e | | e
577601 - iy ool 0 ety i BTAR funcing pystem 4 3 camee | =
Projec Acal_End_Date | !s‘-, o
e pcxal S Ove | Sen il Enc en
et Apgien |l e
rajecy_CIE_Elmant | ma_cna_sran o
TorAsoicate | Counch Dt
et CIE ek | em_Comen,_Counci o i)
Councl Dt |
Brojacs Comm, Counc | e Commen:
Tt
Preject Commant |;1w.—aw,w
Prafest Conract Mumdet | 20 carmract e
& | Moei ooi e
Priject Dust B | | secrey weh
Viodty rod |
Brejec_Desrgten sacusty | 5en_508,_Bater uasten

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).

| 4
Task List Status

P3R2080 * P COMMIUINICATION |
rPageDimen:;ion E

Member

Member

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

P383050 : P: METRO WEST DETENTION CENTER IN...

P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P383510 : P: TURNER GUILFORD KNIGHT CORRECTI...

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

NOTE:

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

“P” denotes Project.

407



BUDGETING ANALYSIS TOOL

5A.

P383910 : P: TURNER GUILFORD KNIGHT CORRECTI...
- P385480 : P: ELEVATOR REFURBISHMENT (P385480)

5B.

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

lTask List Status

d-Click Through

»

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

m

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

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

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

P385480 : P: Fl FVATOR REFURBISw (]

rPage.- Dimension 1

Member 385|

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

P385480 : P: EIFVATOR REFURBISy ]

[Page Dimension (|

Member | Eld 1

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR SRy W

—y
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6.

6A.

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

also called the GO icon

Task List Status

| Task - Initialize Capital P

There are no valid columns of data f

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

When a Project has been selected, you will see in

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

Task List Status

- - -
Tham 3y g plg colgmny of o for 2 it Fim
y o_vaar oo vaae
ST7603 - Moy rost s vacary ith e s e and ad came | —_ o
Poiucs fcna End Do | || |
Sesgec Acna Sta Duen s
Noragpicaz Son Az Erd Do
et CIE_Semanc S s S, Dvn
e appicae Counci D
gt GO i | S0 Corm, Councl Dt 3
=l
Pojucs Conm_Coueci Dix |08 Son Commare
o e
Bt Commant | S0 Comminion Dt
Prncy Conmney fumier | Son Conerac b
3 oty o o
P Dagt 10 | S Dasergen sty wth
Vaoddy ool 0
Pramer Duacrgman | ety wen $20_000.Batet umston

575863 - Renovation of video, data transmition and telecommunication infr
576838 - Complete the rollout of the Cisco VOIP project
$76839 - Complete the rollout of the Cisco VOIP project
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Step
5

Action

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.

Task List Status

e

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detantinn Cantar (51 =
576842 - Refurbish elevators at Pretrial De B

576843 - Refurbish elevators at Pretrial De
576844 - Refurbish elevators at Pretrial De
577584 - Refurbish elevators at Pretrial e

[y Project Ovenview
E;lj Actuals Form

Edit 3
Adjust 3
@ Comments

(B show Change History
frd Document Attachments

; 8 Lock/Unlock Cells
Filter »
Sort ’
v

Notes
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Step

8.

Action

The Forecast Composite form displays the following data:
Actuals

Historical Years Data

Current Year Budget

Current Year Forecast

No ok

Task List Status

| Task - Capital Project Dashboard-Project Dashboard sk Instructions

Project Dashboard > Forecast Composite

v [577601 - Moai -

Notes

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.

&, Entity: P: TURNER GUILFORD JONAL
PRIOR FY 2014-15
r— i |

Capital Outlay Reserve | [ Al Milestenes |

CEf F TOP SECURITY M (P3810230) o 4 Project_Site: 577601 - Modify roof top
Budgat .
Nov Dec 1

Beghtance | Om
220,000

5 o

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

%, Entity: P: TURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY M (R

PRIOR FY 2014-15
| Budget | Budget |
: | BegBalance |  BegBalance | Oct
Capital Outlay Reserve Eiﬂ_Miiesmnﬁ 1 220,000
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Step

10.

10.

11.

Action Notes

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

'] Add Funding Source
Edit ’
Adjust ]

B Comments

%= Supporting Detail

] shew Change History

Brd Document Atzachments

A Lock/Unlock Cells
Filter 3
Sort »

&, Entity: P: TURN ) Analyze IAL CENTER ROOF
Q) New Ad Hoc Grid | FY201415
() Show member in outline | Budget

| nce
Capital Outlay Reserve ||___ Select Al -I-—H—B%Ji.".‘.e_.__

| 5 All_Milestones | 500,000 | 220,00

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

o5, Entity: P: TURNER GUILFORD KNIGHT CORRECTIOMAL CENTER ROOF TOP SECURITY M (P3810230)
| PRIOR | FY2014-15

Budget |  Budget |
| | BegBalance  BegBalance O Mov

Capital Outlay Reserve | gooction | 500,000 220,000 _5_00&.#
|B All_Milestones 500,000 | 220,000 500,

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

5, Entity: P: TURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURIT

| PRioR FY 2014-15
PRIOR Forecast

2003 Juvenile Courthouse Bond & All_Milestones | ]

Capital Qutiay Reserve | @ All_Milestones 500,000 500,000 |

Expensa Total | Expense Total | 500,000 | 500,000

Rev - Exp | Rev - Exp

--End Activity--
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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 -

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

BUDGETING ANALYSISTOOL

mm@
coan

Copyright @ 2005, 2013, Oracle and [ or s aiistes. All rights reserved.

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.

| Recently Opened ., Quick Links

MDCCAP Favorites
o

i) BAT Project All Revenue and Expenditure Budget Report
] BAT Unfunded Projects Report

4 MocEUD Planning

£ Open... —
4 Moceap

Applications

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

RACLE’ Enterprise Performance Management System Workspace, Fusion

Favories Tools Administaton  Help

Form and Ad Hoc Grid Managen

Mtonsw Vews g U3 /
Form

T As FLITER A YRE ARANEST ARARSAY

.

You will see the screen change

Q.; [ 2 itps./epmpra.miamidsde.govvorkspace indec p £+ 86 % | & Oracle Enterprise Per

File Edit View Favorites Tools Help

k]

ORACLE" Enterprise Performance Mansgerment Systerm Workspace, Fusian Edition

o
ciowr

[ Sampm Content | 9 Sempie Content | Fieer Cantsing sarmgie ol inaded up ot instsf Ume
[} Shared Wiorkspace Sages [ Stares Viorkapecs Fages el
Lawr i v e
i vy | ey Picer
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Step Action

S. 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

ORALCLE" Enterprise Performance Management System Workspi

Navigate Flle Edot MVew Favortes Tools Help

A K o % Bgploe g T & B

HomePage g e Tl Explore: j *

Folders I
- ‘l_-.— Reot ] | 4..‘Iame
= Bar oo o ‘ [ BAT Reports
D o e
L P datn ‘ | © Sampie Content !
[ Shered Workspace Pages I [ Shared Workspace Pages
+ [P Uses ) Uses
0 Lility ‘ ) uility
6 Now click on the “Capital Reports” icon.
Folders |
- [ Reoct !

+ [ BAT Reports
-1 [ CBAT Reports

") Capital Repor
[ Ssmple Content

[ ShareC Viorkspece Pages

+ [ Users
) Utility

Notes
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Step Action Notes

7 You will see the screen change to the right

ORACLE’ Enterprise Performance Management System Workspace, Fusion Edition

Navigate Flle EGt View Favomles Tooks Help
A B & *Egoc @ % RN 1

7) BAT Reports 1| J All Departmental Projects Repoet Financial
- [ CBAT Reports | J -\Q=Eﬂﬂ PﬁQfN'E Mliulmru Financisl
| Capital Reports | L] BAT Preject Budget Dats Financia
{7 Sampie Content _J BAT Project flewme and Expenu-bre Budget Sranais
[ Sherea Weorkspece Pages | &l BAT Sl.rulegnc Ares a.gur' Finsncisl
4] [0 Users ] | BAT Unfunted Projects Repart Financisl
[ Wility | id q;r..m W ..:enmc_?-evdo_:mml Financial
| il Capital Bq"get Genersl Gov Einsncis
L &l Camm !!u"g:t ’mm =nc Human Sem-s Financial
___l.lClpiL!\ Bc.r"ge! \"krhb‘rﬂ:od and I P\ !a_:(ﬂ.l:lu!! 'ma_ﬂ_c_iu
| ) Copital Bucget - Policy Formulsben Financis
_____ ..l Clpﬂm Mgﬁ Public S!fcl\ E_M_EE'!C_'A_!
| __J Capﬂ.ﬂ Budget - R.::rﬂb:n urlﬂ Culture Finsncis
| J Cepilal Busget - Transportalion Financial
| ‘J Casﬂ.ﬂ Sp S.m-mu) by Stu'rggr Aru Financial
| Capital Revenue Summary By Source Financizl
(| GOS Project FAMIS Expanze Report Finaneisl
] _AGO! Prqzd Rz\ra-u.e and m Report f:ng.-\o!.
| B S Project p———— Expenze Report e Financis
| _'J Individusl Project C:plhi hﬂuﬁ Financis
L i MOCCAP Orginance Tatie Report Financiz
| | Sesteinati= Projects Financisl
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.

ore: /CBAT Reports/Capital Reports %

_.1 BAT Project Budget Dsta

- e—

_d BAT Proimct Revenue and Expendnt..u

s | 3] BAT Strate;:c Ares Report
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Step

9

10.

Action

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

Explore: /COAT Reports Copital Reports - G

JCBAT Reports/Caplal Reports
1| # Name &

_.| Al Departn Open In
;| APPENDIX| )| Supscrde...

| | | BAT Projec E-mall LiInk...
Ada 10 Favorites

. ] BAT Projec
Pages | BAT Strate Cut
i BAT Unfun £opy

E Dzlate
igltlpﬁll Bug E
ename...
Hil Capital Bu¢ =

3] Copital Bt Eadn Permissions....
gil = -~

“zll Capital Mgbt v t’ . T §

Deiete

AR+Enter

] Copital Butget - Public Safety

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

il el B e d Bl e P B

'€
" Proj R -
= Ada 10 Favorites

Proj
“Strs Cut Cri+X
T Copy Ctri+C 1
ol 8 Deiete Dete
; Rename...
sl 8
'm Properties... AR+Enter —
——— Ean Permissions... —_—
ital 8

Refresh FS —t

ntal 51.!-9!\. ELNLY TavTasa e

Upiital Budoet - Public Safety
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Step

11

12

Action Notes

Now click on the “PDF Preview” icon.

‘ 1ype MOoamea

| E——————

n E-mail Link... iShwsigniing P
yy  Addto Favorites al Reporti | 2/6/15 2:01 P
t Cut Ctrl+X al Reporti...| 2/6/15 2:02 P
o Copy i al Reporti._. | 2/6/15 2:08 P
y|  Delete Delete 5 Reporti... | 2/9/15 1:55 P
gt al Reporti... | 2/9/15 1:58 P
&l ngpertie;... _ Alt+Enter o paporti | 2/9/15 2:06 P
; Edit Permissions... ol Reporti_..| 2/9/15 2:19 P
t  Refresh FS al Reporti... | 2/3/15 6:15 P
[ e — [ TP T mlmlar am.ar

Next, you will see the following screen appear

[‘Respond to Prompts |
The fallowing prompt has been defined in the raport. You may use the default values shown, or select other members,
Respand to Prompts at Report Level [v]

Prompt Selachun Type Source
Enter Entity: - quxl : All Departmental Projects

o

Click on the icon to the right of the box

Respond to Prompts at Report Level E

Prompt Selection -
Enter Entity: Report
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Step Action

Notes
13

Next, you will see the screen below appear

Respond to Prompts

Members
Available: Entity (1-2 of 2)

Selected:
Find: [N~ | - M 7 Use wildcards | | Rows Per Page: (20 |
séf [ I.J-|RDWSPerPage: IOOEl JName

Name

Default
B AT Entity

% 4 T~ substiution Variables

14.

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

INO; | L | | |
& | & &l [Rows Per Page: 100 (> |
Name

O ey

B8 ™ substitution Variables
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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

ﬁa l “‘JRowsPerPage: IOOE

Name

BT Entity
94T All_Entities

[ Department_Rollup
G Department_Rollup_Archived
il ™ Department_Rollup_Unfunded
4™ my_Entity
94 No_Entity

™" 'substitution Variables

16 Now you will see that the folder has expanded again.

Scroll down and find your two letter code for your department

Find: [T~ | - |7 luse wildcards
&' | &l & [Rows Per Page: 100w
Name Default
BT Entty
“9U ™ Al_Entities
BT Department_Rollup |Department_Rollup Active
™ eap EAD - ANIMAL SERVICES
B JFEAV |av - aviaTion
B gec |ECC - BOARD OF COUNTY COMMISSIQNE
Wl eco ECO - COMMUNITY ACTION AND HUMLwEvE
- B _JFECR ECR - CORRECTIONS & REHABILITATION
Ed ™ ey |ECU - CULTURAL AFFAIRS
Sl e EEL - ELECTIONS
Help|
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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

S [Entity
94 all_entties
B ™ Department Rollup Department_Rollup Active

BT eap EAD - ANIMAL SERVICES

Bl e ECC - BOARD OF COUNTY

Department_Rollup Active
EAD - ANIMAL SERVICES

EAV - AVIATION

ECC - BOARD OF COUNTY COI

18 Now scroll down until you see two arrows on your right-hand side

Click on the arrow pointing to the right
E

'SCUE

NITY INFORMATION AND OUTREACH

 HOUSING AND COMMUNITY DEVELOP
ESS TRUST

AL SERVICES -

L ADMINISTRATION
¥

TA AND PHILLIP FROST MUSEUM OF SCIENCE]
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Step

19

20

Action

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

Respond to Prompts

Members

Available: Entity (1-35 of 35)

Find: | Name lz‘ i

" | &l 2 [Rows Per Page: | 100[%

Name ) o Default

2B ey
AT Al eries

|7 e wildcards

EHETT ncinns natin Panarmant Ballin Arbus

Selected: 10f 1
| A V|Rows Per Page: (20 [¥] -
— =
T = Vi e20

Click on the box until you see a check mark appear

Selected: 1of1
A | Rows Per Page: |20 []

Name
91 eap

Notes
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Step Action

21

22

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

| Respond to Prompts
Members
wsilable: Encey (1-35 of 35)
Find: |Hame ==

| s P Pages (1005
Name
SR oty
DU an_Ertitses
= [ Depsrtmert_Rollup
Bl Eap
BT
= JEECL
HT oo
B Ecr
BT e
HA e

&

Defautt

Cepariment_Robp Active

EAD - ANIMAL SERVICES

EAV - AVIATION

ECC - BOARD OF COUNTY COMMISSIONERS

ECO - COMMUNITY ACTION AND HUMAN SERVICES
ECR - CORAECTIONS & REHABILITATION

ECU - CULTURAL AFFAIRS

EEL - ELECTIONS

Colected:

T )
Rows Per Page: |20 [=] k

g

Yaeo

Notes
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Step

23

24

Action Notes

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

'rompts
fing prompt has been defined in the report. You may use the default values shown, or sele

to Prompts at Report Level E]

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

| Respond to Prompts iE) |
The following prompt has been defined in the report. You may us the default values shown, or select other members.
Respond th Prompts at Report Level [+ ]

Prompt. Salection Type Source
Entter Entity: EAD - ﬂ Report Report: All Departmental Projects
- Report

Grid: All
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Step Action Notes
25 Within a few minutes, you should see your departmental project report for ALL
your projects

=
a

Va L] Heme - Hypesion Implemn

B“ I Miami-Dade County
BAT Project Revenue and Expenditure

BUDGET!NG ANALYSIS TOOL Budget Report

:z::-a
NEW ANIMAL SHELTER PROJECT # P1998¢
DESCRIPTION: Purchase and retrofit facility to serve as the new Animal Shelter
LOCATION: 3651 NW 79 Ave District Located: 12

Unincorporated Miami-Dade County District(s) Served: Countywide

DEVENLIE SOHENLIE DRINE _EV 901644 EV 201417 EVIN17.48 EV 901816 EV 9016.90 EV 202021 £l

Bl [0 @2 ]e]™]

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

1 b gk miaradadt o wiisp i e £+ @ & % | 517 Miaes Dace County - Budget . | £ Drvche Entrpese Pefcema.

Flc S Vew Fooits Tosh Hep

B* I Miami-Dade County
BAT Project Revenue and Expenditur
BUDGETING ANALYSIS TOOL Budget Report
m
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Worksheet

Newly created projects

Pri#

Pri#

Pri#

Pri#

Prj Site #

Prj Site #

Prj Site #

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

Pri#

Prj Site #
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