BUDGETING ANALYSIS TOOL

Miami-Dade County

BX[

BUDGETING ANALYSIS TOOL

oD
(COUNTY|

Capital Budget

Classroom Training Manual
FY 2015-16



BUDGETING ANALYSIS TOOL

Table of Contents

Supplemental: PeopleSoft (Project Detail INformation)..........ceceeceeveceeceiece e 3

Activity 1: Initialize Project Dashboard..........ccccccuveeenneee. PR PP UPPTPRNE 38
Activity 2: View Project Details in Hyperion. .................... et eeeeeeeeeeeeeeeeeettteeestetetete—————————————————————nrnnninn 49
Activity 3: Budget A New Project.....cccccceeeevivcciveeeeeeeennnns et eereeeeeeaeeeeeeiirereeeeeeeaeeaan—reeeeeeeeaarnnees 60
Sub Activity 3A — View the Budget Dashboard Form....... e et e eeeeear e —eeeeai—eeeeneeeeeaataeeeaarreeeennrees 60
Activity 3: Budget A New Project.....ccccccevevvciveeeicieeeennnee, ettt reeeeteteieeeeeiiiirreeeeeeeteeiaibraaeeeeeeaaiannns 72
Sub Activity 3B: Add a Funding Source — NeW Project.......cccceeiecciiiiiiiiiiiee e 72
Activity 3: Budget A New Project......ccccceceeeeevccirieeeeeeeennnns et ereeeeeetereeeeeeiieereeeeeeeeeeeanrrreeeeeeeeaaiannnes 84
Sub Activity 3C: Add a Milestone — New Project ............ et ereeeeeeeeeeeeeireeeeeeeeeeaeeaanrrreeeeeeeeaannnnes 84
Activity 3: Budget A New Project......cccccceeeevvveeeccveeeennee, et et e eeeeeare—eeeeeateeeeanaeeeeeantreeeaaraeeeannns 102
Sub Activity 3D: Input Budget/Verify Calculations — NEW ......c.cceeieeiiieiienieiie e ccreeereesreesee e 102
Activity 3: Budget A New Project......ccccceeeeeevcciiieeeeeeeennnns et teeeeeeeeereeeeieeireeeeeeeeeaeeaearereeeeeeananrrnns 119
Sub Activity 3E: View Revenue and Expense Detail........ et teeeeeeeeeteeeeieer—reeeeeeeaaaaararrreeaeeeaanrrnns 119
Activity 4: Budget An Existing Project.........cccceeeevveeeennne. et eeeeeeeeeeeeeee et ... ——————————————a——————————————————————. 126
Sub Activity 4A — View the Budget Dashboard Form....... B OO PPPPRRNE 126
Activity 4: Budget an EXiSTiNG ProJECE .....ciiiiiiiiiiiiie ettt et e e s e e e s s aaa e e s nareee e s 138
Sub Activity 4B: Add a Funding Source —to an Existing Project .......cccccceeeeeevcciiieeeieee e, 138
Activity 4: Budget An Existing Project.........cccovveveeeennnnnns ettt eeeeeeeeeeeeeeeetuere——————————————————————————————————————- 151
Sub Activity 4C: Add a Milestone — Existing Project ....... ettt et eeeeeeeareteeeeeateeeeanaeeeeeantreeeaaraeeeaaans 151
Activity 4: Budget An Exisiting Project........ccccceevcveeeennne. et eeeeeeeetttee e eeeetae e eetar e aeerereannaans 170
Sub Activity 4D: Input Budget/Verify Calculations — EXiStiNg .....ceeeevevieeireeeieeceree e 170
Activity 4: Budget An Exisiting Project.......ccccccveeeeeennnnnns et eeeeeeeeeeeeeeeetuere——————————————————————————————————————- 187
Sub Activity 4E: View Revenue and Expense Detail........ ettt eeeeeeeeeareteeeeeateeeeantaeeeeeantreeeaaraeeeaanns 187
Activity 5: Map Index Code to Project/Project Site.......... ettt et eeeeeeear e teeeeeateeeeanaeeeeeantreeeaaraeeeaanns 194
Activity 6: MAP Budget Expenses to Index Codes in HYPerion.........cccovvcvveeeeeeeecccivnnreeeeeeeeenvveeeeen 210
Activity 7: Forecast Current Year EXpenses in HYPerioN........ccccccceccveee e 246
Activity 8: Aggregate Project in Hyperion......ccccceveveee..n. et eeeeeeeeeeeeeeeeetueree—————————————————————————————————————- 264
Activity 9: View Unfunded Project Details in HYPerion ........cccueeieciieeii it 274
Activity 10: Running the BAT Unfunded Projects REPOIt .....cuuevivciieeii et 285
Activity 10A: Running the BAT Project All Revenue and Expenditure Budget Report...................... 294
Activity 11: Forecast Current year EXpenses in HYPerioN ........ciiiii e 294



BAT

BUDGETING ANALYSIS TOOL

Supplemental Activity: Using the PeopleSoft Project
Dashboard

This activity will describe to users how to use and read the PeopleSoft Capital Project
Dashboard.

Understanding how to read and use the PeopleSoft Capital Project Dashboard is important
because:

This is where new capital projects are created
Where new capital project numbers and project site numbers are assigned
This is where ALL edits to a capital project are done
This is where all important information(data) regarding a capital project gets inputted to
include but not limited to:
0 Project address
Comments
Status updates
District
Project description
Project manager
Strategic area

OO0OO0O0OO0OoOo

In this activity, you will:

Navigate thru the PeopleSoft Capital Project Dashboard
Create a Project/Project Site

Enter project information (data)

Search for an existing project
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Step
1.

Action

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

ORACLE
PEOPLESOFT ENTERPRISE

Password:

Forgot Your Password?

[Sonn

Your password will be the same password you use when signing in to do
your e-Par.

ORACLE
PEOPLESOFT ENTERPRISE

orgot Your Password
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3.
Once you have logged on, the screen below will appear.

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

MIAM}

Favtlrites Main yenu

Illenu
‘Search:

| ©

[ My Favorites

[ Self Semice

[ Manager Self Service

> Recruiting

D Workforce Administration
D Organizational Development
i SetUp HRMS

> Enterprise Components
D> Worklist

> Tree Manager

[ Reporting Tools

L Pe -
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4,

The next screen that will appear is shown below.

Please click on the Projects icon.

HAML

-’avovﬂtes Main yenu > Miami-Dadve Custom
Miami-Dade Custom

ﬁ Miami-Dade Custom

Capital Improvement

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

| MIAME

| Favorites Main Menu >
1 - -

Mian'i—Dadve Custom > Capital Irrerovernent

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 ~ |
[T] case Sensitive

Search || Clear |Basic Search [@F Save Search Criteria

Find an Evictina \Valua | 844 a3 Mawr vVala
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6.

NOTE: If you look at the top of the screen, you will see that it will always tell
you what screen you are in.

COUNTY

Favovrites Mainlﬂenu > Miarri—Dad'e Custom > Capital mgrovement

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 ~ |

[T]case Sensitive

Search Clear | Basic Search [gf Save Search Criteria

You can search for a project two ways...
1. By entering the project number

2. By entering the project name

NOTE:

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

security access to and/or those projects that you manage for another
department.
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8.
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.

ILAMIE
avo_rites Ma'nvMenu > Miani-Daq'e Custom > Capital lrrgroveme

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

P

Project Number: = - 116910]
Departmentid: Dbegins with
Project Name: begins with ~ |

] case Sensitive

Search Clear |Basic Search [@f Save Search Criteria

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

1AM}

avorites | Main Menu > MBni—Dad'eCm:orn > Eaptalurgmvernent » Projects

Cl Projects Project Sites List Project Sites

Project Number 116910 *Dept.ld. JD [@ INTERMAL SERVICES [ Archived

“Project Name [BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Proj. Desc. Purchase Overtown Transit Village Tower 2; build out interior, provide equipment, and furnish facility to accommodate County
Departments and the Office of the State Aftorney

Address [100 nw 6 st

Location City of Miami -
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9.
Search via Project Name

To search for a project by using the project names, 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

v Search Criteria
Project Number: = v |

Departmentid:  begins with v |
Project Name: begins with ~ [Buildout

[7] case Sensitive

Search Clear |Basic Search [P Save Search Criteria
Search Results
View All First [] 1-3of
Project Number Department Id Project Name .
1110950 D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 1
116910 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
119670 ID BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILIT
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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: = -
Departmentid: begins with :
[[]case Sensitive
Search Clear  |Basic Search [@F Save Search Criteria

Search Results
view All First [§] 1-3of3 [§] Last
Project Number Department I.g Project Hame Archived

1110950 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 1 Y
116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2 N
N

119670 BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILITY

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 Exisling Value Add a New Value

Search Criteria

Project Number: = -

Department Id: gaasis —— [

Project Name: Build ou

[Tl case sensiti

Search Clear  |BasicSearch [gP Save Search Criteria

Search Results

View All First [4] 1-3ot3 [i] Last
Project Humber Department Iid Project Name Archived
1110950 1D 1 T AND PURCHA F OVERTOWN TOWER 1 Y
11691 D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2 N
11967 1D BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILITY N

10
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12.

13.

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

Project Number
Department
Project Name
Archived yes/no

-l

View All

PR

First (4] 1-30f

Project Number Department Id Project Name Archived

1110950 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 1 Y

116910 1D BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2 N

119670 ID BUILD OUT SECURITY OPERATIONS AT INTEGRATED COMMAND FACILITY N

From the listing of projects, select one and right click

Search Results

View All First [4] 1-30f2 [3] Last
De

Project Number Department Id Project Name Archived

11
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Below is the project screen that will pop up related to the project you selected.

You will recognize the information as it is the same as you have entered in CIIS.

| MIAM
o
Favortes = Man Menu > Mami-Dade Custom > Captal Improvement > Projects

Project Sites List | Project Sites

Project Number 116910 *Deptid. |D [@, INTERNAL SERVICES [ archived
*Project Name [BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2 - - - i
Proj. Desc. Purchase Overtown Transit Village Tower 2; build out inferior, provide equipment, and fumnish facility to accommodate County

Departments and the Office of the State Attorney

Address [100 nw B st

Location City of Miami S

Dist Located. Fo1 Foz Cos o4 os [Fos Cor Clos Elos F1o E11 H12 13 Elew Cum Cvo Cwa Osy
Dist Served [Flo1 Eoz2 Elo3 Elos Eos [Fos Eoz Fos Flos 10 Fl11 12 13 @cw Dum Elto Ena Esy
Community Council District Countywide -

*Strategic Area General Government -

Function New Facilities -
strategic Object | [

CIE Info Future Growth - CIE Element_Not-Applicable -

Sust. Comp. Energy Efficiency ™

Addtl FTE's [

Unfunded:

Federal Stimulus: [7] PTP: me: [ snp: [0 ane: [ BBC GoB: [

FY Impact v

Estimated Total Project Cost 1 Estimated Operating Cost |

PercentComplete |

Projected Start Date 0810172007 [ Projected End Date [12:3112008 [

Actual Start Date [ [ Actual End Date [ [

Project Manager Information

First Name | Last Name | Tel. No.:

Proj. Comments

] Save @ Return to Search =] Notify | = Refresh 3 Add _Ei Hpdateinplay,|
Ci Projects | Project Sites List | Project Sitss

12
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MIAMI

Favo'mes Ma'nyenu > M'anDad'eCustom > Capttal I.rrgrovement » Projects

8 Project Sites List | Project Sites

Project Number 116910 *Dept.ld. |D [9, INTERNAL SERVICES [l Archived
*Project Name [BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Proj. Desc. Purchase Overtown Transit Village Tower 2; build outinterior, provide equipment, and furnish facility to accommaodate County

Departments and the Office of the State Aftorney

Address [100 NW 6 St

Location City of Miami E

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

13
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Dist Located o1 Flo2 o3 Flos Fos Cos oz Flos Flos F10 Fl11 H12 F13 Elew Eum Eo Fna Esy

Dist Served 01 o2 o3 Clo4 [los Hos Cor o Cos F1o E11 012 [13 Mew Cum Eo Cna Esy

Community Council District Countywide D
*Strategic Area General Government D

* w Caniliian

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

14
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Function
Strategic Object | Q)

CIE Info Future Growth .

Sust. Comp. Energy Efficiency

—

[

CIE Element Not-Applicable

-

Function - is basically the function the project serves; there is a drop
down box from which the user can select from

Suaicy. Mica
Function
Strategic Object
CIE Info

Sust. Comp.
Addtl FTE's
Unfunded: [

Federal Stimulus:

FY Impact

Estimated Total Proje

Percent Complete

New Facilities

New Facilities

&

Projected Start Date

Actual Start Date

Project Manager Info

First Name

Proj. Comments

.

New Fire Stations

New Head Start Facilities

New Health Care Facilities

New Jail Facilities

New Passenger Facilities

New Police Facilities

MNuisance Control

Ocean Rescue Facilities

Other

Park and Ride Improvements and New Facilities
Park, Recreation, and Culture Projects
Passenger Facilities Improvements
Pedestrian Facilities Improvements
Pedestrian Paths and Bikeways
Performing Arts Center Facility - New
Performing Arts Center Facility Improvements
Physical Environment

Physical Plant Improvements

Police Facility Renovation

Port Facility Improvements
Procurement Improvements

Public Defender Facilities

Public Housing Improvements

Public Safety Facilities

Rehabilitative Senices Facilities

Risk Manangement Improvements
Road Improvements - Local Roads
Road Improvements - Major Roads
Seaport Dredging

15
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Strategic Object lees-2 mﬂde well maintained, accessible facilities and assets
CIE Info Future Growth w 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

Search Results
View 100 First [§] 191 0f51 [§] Last
Strategic T

Reduce income disparity by increasing per capita income
Aftract industries that have hich wage jobs and high growth potential
Enhance and expand job training opportunities and education programs to ensure they are aligned with the needs of emerging and growth ind
Aftract more visitors, meetings and conventions
Improve tomer senice at airports, hotels and other send. roviders that i travel and tourism
attract and increase foreign direct investments and international trade from targeted countries
Support international banking and other financial senvices
Encourage creation of new small businesses
Create a business friendly environment
Expand opportunities for small businesses to compete for County contracls
Provide ad te public infrastructure thatis su tive of new and existing busin:
Develop urban corridors (TUAs, CRAs & Enterprise Zones, NRSAs) as destination centers
Provide easy access to information and services
Develop a customer-oriented organization
Foster a positive image of County government
Improve relations between communities and governments
Aftract and hire new talent
Develop and retain excellent emplovees and leaders
Ensure an inclusive workforce that reflects diversity
Provide customer-friendly human resources senvices
Ensure available and reliable systems
Effectivelv deplov technology solutions
Oroys Ty

16
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19 * Strategic Object I5G5-2 |4, Provide well maintained, accessible facilities and assets
CIE Info uture Grow - CIE Element MNot-Applicable
Sust. Comp. Energy Efficiency -
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:

¢ s this project addressing future growth?
e s this project addressing an existing deficiency?
e Both future growth and a deficiency
e Or not applicable
dtliateyiv vuject (oS LTI NSO R NS SRS NAANY N M e
CIE Info Future Growth
Sust. Comp. Combined/Other
Existing Deficiency
Addtl FTE's Future Growth
Not-Applicable

Unfunded:
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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
¢ 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:

o What projects fall under each of these categories

¢ How many projects
e And how much has been allocated

Strategic Object |5G5-2 |4, Provide well maintained, accessible facilities and assets

CIE Info Future Growth - ement Not-Applicable -
Sust. Comp. Energy Efficiency -
Addtl FTE's
ssets
CIE Element Not-Applicable v

Nol-Applicable

Table 02: Aviation

Table 03: Coastal Management
Table 04: Conservation

Table 05: Drainage

. Table 06: Park and Recreation

snp: [0 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 C

18
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22.

Strategic Object |5G5-2 |4, Provide well maintained, accessible facilities and assets

CIE Info Future Growth - CIE Element Not-Applicable -
bust. Comp. Energy Efficiency -
AddU 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”; sustainable projects are highlighted
in the budget book by a leaf; the user also has a drop down box from which
to choose from

CIE Info Future Growth v CIE Element Not-App
Sust. Comp.
Addti FTE's Climate Change Adaptation
- Energy Efficiency
Unfunded: [ Innovative Water/\Wastewater Feature
) . [LEED or Other Green Building Certification
Federal Stimulus: { Not Applicable (
Other Sustainability
FY Impact |Renewable Energy Feature
Entimatad Tatal Brninnd Sand Estimated Operatina Cost

Energy Efficiency i

Addtl FTE's

unfunded:

Federal Stimulus: PTP: | TiP: shp: [0 QNIP: 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

19
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24

Unfunded:

Federal Stimulus: | PTP: TiP: SNP: QNIP: BBC GOB:
FY Impact x
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:

Federal Stimulus: [ - ; 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 when printing reports

20
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26

27

Unfunded:

Federal Stimulus: [ PTP: TiP: SNP: QNIP: BBC GOB:

FY Impact

|

Estimated Total Project Cost Estimated Operating Cost

Percent Complete

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

Unfunded:

Federal Stimulus: [ PTP: TIP: SHP: QNIP: BBC GOB:

-

Estimated Total Project Cost Estimated Operating Cost

Percent Complete

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

Unfunded:

Federal Stimulus: [ PTP: TIP: SNP: QNIP: BBC GOB:

FY Impact bt
Estimated Total Project Cost Estimated Operating Cost

Percent Complete

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

21
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29

30

Unfunded: [7]
Federal Stimulus: [ pre: [ ne: @ snp: [0 anie: [ BBC GOB: [

FY Impact

Percent Complete

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

Estimated Operating Cost

Project Schedule

Projected Start Date 06/01/2007 |39 Projected End Date [12/31/2009 [

Actual Start Date [ 5 Actual End Date ' m

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.
There

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

Proiect Manaoer Information

First Name Last Name Tel.No: |

Proj. Comments l

Delete Project: [

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

22
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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
32
Project Sites
Once the user has selected a project, they can now view/edit the various
project sites by clicking on the tab marked “Project Site List”
Cl Projects Project Sites List Project Sites
Project Number 116910 *Dept.id. [ID [@ INTERNAL SERVICES
*Project Name IBUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
33

Once the user has click on the tab marked “Project Site List”, they will be
taken to another screen which will list ONLY those project sites associated
to the project selected

Cl Projects Project Sites List Project Sites

Project Number 116810 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department D INTERNAL SERVICES

Details :::me = *Site Name Site Description Site Location Site Work Start Date  Sil

1+ [Details 75629 W50247- Acquire new = L | W50247- 2 | 1oonwetH 2 &Y [oai1z008 [ fos

23
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Cl Projects Project Sites List a0 600

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department D INTERNAL SERVICES
Details  S'© *Site Name Site Description Site Location Site Work Start Date  Sit

Number
‘ 1 [# 75629 W50247- Acquire new = (2 | W50247- 2 | 1ponweTH 2 & 0811112008 59 [os

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

Department - the Department that the project belongs to

35

Cl Projects | [RECICl= g CEYRE Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department D INTERNAL SERVICES
Do S“;Mr *Site Name Site Description site Location Site Work Start Date St
1 [+ Eow is 75629 W50247- Acquire new = | W50247- 2 joonwetH 2% 0812008 |6y [o

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

36

ClProjects ' [RECIEEICEIRERN - Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department ID INTERNAL SERVICES
Site f - - -
imber Site Name Site Description Site Location Site Work Start Date St
75629 W50247- Acquire new = 2 | W50247- 2@ joonweTH 26D os12008  [F) o

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

24
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38

ClProjects | BECICEEICENEEMN - Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2
Department ID INTERNAL SERVICES
Details ISI::Iber *Site Name Site Description Site Location Site Work Start Date  Sit

1 [#] |Detaiig 75629 W50247- Acquire new = L2 | W50247- 2 qonwetH 2@ osri12008 [69) o

This screen shows the user the basic information of a project site.
e Site Number

e Sijte Name

e Site Description

e Site Location

e Start and end date

Personalize | Find | View All| &

Site Work Start Date Site Work End Date Site Comments Delete Site
& fosr112008 |G [09/302015 [ | Cs 112113- 23|\
Ea 6 | B 00 2@ |m
@ | B | El galla

This screen shows the user the basic information of a project site.
e Site Comments
e The ability to dealt a site

Z1 Projects Project Sites List Project Sites

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

lepartment D INTERNAL SERVICES

Details i::lbnr *Site Name Site Description Site Location Site Work Start Date  Site Work E1

1 #] | Details 75629 W50247- Acquire new = L2 | W50247- 2@ joonwetH 2 (08112008 |5y (0973072015

When adding a project site, the user can type directly into the fields shown
above
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40

All| 4

Personalize | Find | View
Site Work Start Date Site Work End Date Site Comments

©J (0811172008 [0 [0930/2015 [0 @ CS11/21113-
o [ (59
@ | B | B .

1>

1

"

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

Project Site details

(eI =" Project Sites List

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department ID INTERNAL SERVICES

Details | >°

Narmber *Site Name Site Description Site Location Site Work Start Date  Sil
| | — - - = o TE 1| | P 1l
1 Details 75629 W50247- Acquirenew = 2 | W50247- 2 qponwetH =&Y Josrni008 [ [fo

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

Cl Projects Project Sites List Project Sites

Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department ID INTERNAL SERVICES

Project Sites Find | 1011

B

Site Number 75629 Site Status On Schedule -
*Site Name |W50247- Acquite new office space at the Overtown Transit Village Tower 2, including f gs and ¢ ation:

site Description W50247- Acquire new office space at the Overtown Transit Village Tower 2, including f gs and ¢ ications

Location Type Address s

Site Location 100 NW 6TH ST, 33136

Commision District District 3 v

Community Council District No District »

Work Order No. Work Order Amt |

Original Budget [ Actual Cost |

Percent Complete 1

PTP Scope of Work -

BP -

QNIP Projects

QNIP Scope of Work - Funding Source -

Contract Number 1116910 Approval Date 69

BBC GOB Projects

BallotQuestionNo | |&,
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42 Cl Projects Project Sites List
Project Number 116910 BUILD OUT AND PURCHASE OF OVERTOWN TOWER 2

Department (8] INTERMAL SERVICES
S — Fig | View Al First !

]
Site Number 75629 Site Status On Schedule - +
*Site Name [W50247- Acquire new office space at he Overtown Transit Village Tower 2, including furnishings and communications

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

Location Type Address -

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

C ision Distri Land Mark
ommision District Other

Community Council Dis

Site Location - the street address of the project site
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Commision District District 3 v
Community Council District No District v
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 v

BIP v

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

PTP Projects
PTP Scope of Work A

BIP v

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
EICEOEE S O 2inage Swale Blocks |
Guardrail
QNIP Scope of Work llluminated Signs
Landscaping
Contract Number Neighborhood Improvements [
Other
i Pavement Markings

Pedestrian Flasher/Solar I

Pedestrian Signal/Solar
[-— Resurfacing

Roadway Construction
Sidewalk
BBC GOB Proj. No. r Signage Installation
Signage Repair
Street Lights

Ballot Question No

Site Schedule Traffic Calming Devices |
Traffic Signals New

Project Start Date Traffic Signals Repairs
Vehicle Loop Detectors

Citn WAlarls Chart Mata noM4amnng sl

30



BUDGETING ANALYSIS TOOL

45.

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

v  Funding Source

Approval Date W

Contract Number 116910

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

QNIP Projects
ONIP Scope of Work v @ Funding Source =
Contract Number 116910 Approval Dete *{E

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

Beautification
Drainage
Parks
Resurfacing
Sidewalks

Contract Number

Ballot Question No
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50

k. '

Contract Number 1116910 ApprovalDate | ]

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

Funding Sou

QNIP Il UMSA Bond Proceeds
QNIP Il Pay As You Go

QNIP IV UMSA Bond Proceeds
QNIP Interest

QNIP V UMSA Bond Proceeds

QMNIP Scope of Work v  Funding Source =

ontract Number 1116910 ApprovalDate | 1l

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

QNIP Scope of Work v  Funding Source =

Contract Number (116910 Approval Date | ]

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 r‘:{

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 Proj. No. [@

Look Up Ballot Question No

GOB Ballot Question No: begins with + |
GOB Ballot Question:  begins with ~ |

Look Up Clear Cancel Basic Lookup

First [4] 1100110 [§] 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 Improvemen
Construct And Improve Public Safety Facilities
Construct And Improve Emergency And Healthcare Facilities
Construct And Improve Public Services Quireach Facilities
nst And Improve Housing For The Elderly And Famili
Construct And Improve Cultural, Library And Multicultural Educational Fadilities
Debt Senvice Interes! 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.: beginswith ~ |
GOB Project Name: beginswith ~ |

- LookUp | Clear | Cancel gasicLootup

Search Resuilts
Only the first 300 results can be displayed.

EEE

nl
=

Ham

\Local Drainage Improvements
| Drainage Improvements - Municipality Biscayne Park

Pur velopment Rights (P

nin I Municipal Service Area - | Par #4
Unincorporated Municipal Service Area - Southdade Park
Unincorporated Municipal Service Area - Leisure Lakes Park

NiNCorpor: Municipal Senvi - Parl
Unincorporated Municipal Service Area - Continental Park

nin rated Municipal Service Area - Ch Pezoldt Park
West Perrine Park
Unincorporated Municipal Service Area - Roval Colonial Park
'Sat Joseph Delancy Park
Goulds Park
Unincorporated Municipal Service Area - Narania Park

nin orated Municipal Service Area - Local Park Improvement: 1
Unincorporated Municipal Senvice Area - Westwind Lakes Park
Unincorporated Municipal Service Area - Wild Lime Park
Unin orated Municipal Service Area - n Lakes Park
Unincorporated Municipal Service Area - Olympic Park
Unincorporated Municipal Service Area - Bird Lakes Park

nincorpor: Municipal Service Area - Mar Park
Unincorporated Municipal Service Area - International Gardens Park

i I Municipal Service Area - | Park Improvemen 11
Unincorporated Municipal Service Area - North Trail Park

nincorporated Municipal Service Area - ntry Lake Park
Unincorporated Municipal Service Area - Ferri Property

incorporated Municipal Service Area - | Park Improvement 1
_1 Florida Memorial University Multi-Purpose Arena

conomic Development Fun

West Dixie Highw ke w:

Miami River Greenway

Improve and Extend the Commaodore Bike Trail

0Old Cutler Road Bikeway
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Project Site Schedule Information

Project Start Date By Project End Date 09/30/2013 [

Site Work Start Date 08/11/2008 |33 Site Work End Date Dg_.r3o_:20

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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56

Project Site Management Information

Site Manager information

Tel. Number I

irst Name | Last Name

site Comments CS 11/21/13 - Contingency Draw No. 1 passing RCOs 110 4 has been entered in the CIIS, and is being routed for -
signatures.CS 11/6/13 - Permit revision for 15th floor has been secured.CS 9/19/13 - A Notica to Proceed has been issued. Pre-
construction meeting is scheduled for 9/23/13. Construction star date is 9/30/13.CS 9/18/13 - Building permit has been secured for
all floors.RL 916113 - Test and balance was performed on 8/26/13. Final mechanical inspection is scheduled for 911713 RL
872013 - HVAC work was completed on 8/14/13, pending BMS connections by Vendor. Test and balance by Vendor pending,
followed by final mechanical inspection DM 7/31/13 - Plans to be delivered to the Building Department on 8/2/13 for permitting
purposes.CS 6/6/13 - ARE Section will complete their review ofthe contractor's bid schedule of values by COB on 6/14/13.CS 5/29/13 -
Meeting held with lowest bidder. Schedule of values not in compliance with bid documents. Lowest bidder was asked to revise the
document, which was provided the same day LG 1/26/12 - Actual expenditures and scheduled dates have been updated based on
the latest information available FP 6/8/11-M and have been upd: and matched to bring the total project budget
to $12,655,000. Actual expenditures thiough FY 2010-11 have been maltched against FAMIS MDT 5/25/11 - Seating for 9th and 10th
floors ordered. Shehing walk-thru with vendor on 5/M17/11. Pending minor punch-list items and 2nd floor products stored on 15th floor

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

Site Manager information

First Name | Last Name Tel. Number |
site Comments CS 11/21113-C gency Draw No. 1 passing RCOs 1to 4 has been entered in the CIIS, and is being routed for -
signatures.CS 11/6/13 - Permit revision for 15th floor has been secured.CS 9/19/13 - A Notice to Proceed has been issued. Pre-

construction meeting is scheduled for 82313, Construction star dale is 9/30/13.CS 91813 - Building permit has been secured for
all floors.RL 9/16/13 - Test and balance was performed on 8/26/13. Final mechanical inspection is scheduled for 9/17113.RL

872013 - HVAC work was completed on 8/14/13, pending BMS connections by Vendor. Test and balance by Vendor pending,
followed by final mechanical inspection DM 7731/13 - Plans to be delivered to the Building Department on 8/2/13 for permitting
purposes.CS 6/6/13 - ARE Section will complete their review ofthe contractor's bid schedule of values by COB on 6/14/13.CS 5729113 -
Meeting held with lowest bidder. Schedule of values not in compliance with bid documents. Lowest bidder was asked to revise the
document, which was provided the same day LG 1/26/12 - Actual expenditures and scheduled dales have been updated based on
the latest information available FP 6/8/11-M and have been upd: and matched to bring the total project budget
to $12,655,000. Actual expenditures thiough FY 2010-11 have been matched against FAMIS MDT 5/25/11 - Seating for 9th and 10th
floors ordered. Shehing walk-thru with vendor on 5/17/11. Pending minor punch-listitems and 2nd floor products stored on 15th floor -

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 1: Initialize Project Dashboard
This activity describes to the user on how to initialize the project.

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

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

This activity is called “Initializing the Project Dashboard”.

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

In this activity, you will:

Open the Task List

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

Initialize the project/project site
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Step
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.

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

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

A MOCCAP Applications

4 MOCBUD

£3 Open.. Planning

rj Workspace Pages

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

= Manage Task Lists

i My Task List |

[+ Preferences

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

You will see the My Task List folder expand.

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

I-kxnePage MDCCAP - Task List Status * ‘

N Form-s

[* Manage Task Lists
My Task List

6]P gl Task st

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

MDCCAP - Task List Status * QR

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

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

There are no v

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

# Forms

[+ Manage Task Lists

My Task List
=] P Capital Task List

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

NOTE:
This is a very important step.

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

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

Underneath the tab Task - Initialize Capital

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

# Forms Task List Status
[# Manage Task Lists

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

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

577554 - Refurbish elevators at Pretrial Detention Cer

NOTE:

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

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

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

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

dropdown box.

Task List Status

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

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

NOTE:

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

Project #
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6.

Helpful Hint:

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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7.

TA.

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

Task List Status

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

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

Task List Status

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

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

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

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

NOTE:

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

“S” denotes Projects Sites.
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7B.

NOTE:

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

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

o Project#
o Site#
IMPORTANT

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

Now select a valid Project Site you wish to initialize.

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

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

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

v 12

There are no valid columns of data for this form.

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

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

S77594 - Refurbish elevators at Pretrial Det

Supporting Detail
il Show Change History

ARG | T

4 Dnrument Attachments
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8A.

8B.

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

Task List Status

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

H 45

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

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

NOTE:

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

It is a one-time action.
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=D
Activity Packet

9. NOTE:

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

Project Dashboard.

'@ Error £

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

| =

Miami-Dade County 48 |Page
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Activity 2: View Project Details in Hyperion

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

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

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

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

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

Project Name

Project Description

Project Number

Site Number

Project Manager

Site Location

Commission District
Commission District Served
Project /Site Comments

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

In this activity, you will:
e Open the Capital Project Dashboard
e Select a Project
e Select a project Site
e Load project attributes for viewing
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Step
1.

Action

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

On your right-hand side under Quick Links you will

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

Nevigate F

A & ‘¥ Bxgplore

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

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

J MDCCAP Applications

4 MocEuD

£3 Open.. Planning

rj Workspace Pages

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

= Manage Task Lists
* My Task List |

'+ Preferences

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

You will see the My Task List folder expand.

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

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

6]P g Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
My Task List

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

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Tack Lint Skt

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

[y —-—

e

Poagucs (0 pkn - S Comen, Counct

ot D

Seggect Lo, Conet Dn | 84 P

]

Bapart Camras e S0, Lo pmm

1 o Wy el o2

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

T Ptergess ey [y p—

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.

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

Task List Skatus

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

| Bt s e
Smpucs Acal_tea Do

| P, B

e
S G Counci Do 3

[

| P amney s

'| | P

| B Bmcrgnn pacurey wth

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

Task List Status
Page Dimension EH
Member

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

NOTE:

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

number.

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

Task List Status

rd-C|

ashboard >
e

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

»

m

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

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

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 : P: FI FEVATOR REFURBIS (]

Page Dimension E)

Member | El¢

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

L )

i s e
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6.

6A.

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

button - also called the GO icon
Task List Status

 Task - Initialize Capital P

There are no valid columns of data fi

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

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

When a Project has been selected, you will see in

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

Task Lt Seats
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6B.

Form/Column 2 — Project Information ONLY

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

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

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

- =)
No_Year
Budget
Project|Actual_End_Date =
Project JActual_Start_Date

Not-Applicable
Project|CIE_Element |

MNot-Applicable
Project|CIE_Info .

Council District
Project |Comm_Council_Dist | 08

m

Project]Comment

ProjectJContract_Number
CR

Project]Dept_ID

Form/Column 3 - Project Site Information ONLY

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

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

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

7B.

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

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

1aSK LIST dIawus

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

=

iSiv )

There are no valid columns of data for this form.

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

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

)

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

NOTE:

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

“S” denotes Project Site.

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you

have selected.
Task List Status

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

13

There are no valid columns of data for this form.

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

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

58



BUDGETING ANALYSIS TOOL

7C.

7D.

Form/Column 3 - Project Site Information ONLY

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

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

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

| |l ]
No_Year
.00 -
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 |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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Activity 3: Budget A New Project
Sub Activity 3A — View the Budget Dashboard Form

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

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

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

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

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

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

On your right-hand side under Quick Links you will

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

|___ Recently Opened Quick Links

JF MDCCAP Favorites

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

Planning

[arm o}

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

= Manage Task Lists
* My Task List |

'+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

You will see the My Task List folder expand.

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

I-kxnePage MDCCAP - Task List Status * ‘

N Form-s

[* Manage Task Lists
My Task List

6]P gl Task st

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status ¥ ‘

[+ Forms

¥ Manage Task Lists
My Task List

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

B ® project Index Code Mapping

i1 ®¥ Unfunded Project Details

@ & Aggregate Project

Click on the Capital Project Dashboard icon.

62



BUDGETING ANALYSIS TOOL

4A.

4B.

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

This is your Capital Project Dashboard.

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

Task Lt Shatus

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

SPIUT Moty ol 5 ey e it i bt o S

I
Form/Column 1 - Information Driver

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

Task Link Statun

Tk - Capn Prygect Dushbmard Fract Dmbbmard " (-rmcnecn

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

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

.Task List Status

Page Dimension E’ @1

Member

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

NOTE:

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

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

rd-Chick Throl

AshbDoa '
e I

Member

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

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

Task List Status

re are no vald columns Of G3

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

Helpful Hint:

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

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

EJ
v @]

|rl’agﬁ: Dimension Elgl1

Member | 385|

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

P385480 : P: ELEVATOR REFURBIS!w |ap]

‘Page Dimension %
[ |

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

T TR IR pa—

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

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

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

| Task - Capital Project Dashboard-Project Dashboard  Task Instructio

=

ii

There are no valid columns of data fdiisini

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

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

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

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

1dSK LIST dlawus

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

iSiv |

There are no valid columns of data for this form.

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

NOTE:

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

“S” denotes Project Site.

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

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

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

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

There are no valid columns of data for this form.

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

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

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

8A.

After you have selected your Project Site to budget,

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

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

Rev and Exp icon.

Task List Status

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

v i)

There are no valid columns of data for this form.

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

E| Index Expense Mapping

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

This is your Rev and Exp form.

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

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

I PRIOR | __Frzoisis | F

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

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

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

oK

rask List Status

| Task - Capital Project Dashboard-Project Dashboard ~ Task Insructions

Project Dashboard > Rev & Bxp

ofy, Entity: P: ELEVATOR REFURBISHMENT (P385480)

L PRIOR | FY201415 | FY2M516 | Fra016? | P
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue 1765000 | 700000 | 1000000 |
% Entity: P: ELEVATOR REFURBISHMENT (P385480)
PRIOR. Frauls | Fraois16 | FY:
| | Expense Tota | Expense Total | 1765000 | 700000 | 1000000 |
Rev - Exp Rev - BXp | ] (] (]
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Activity 3: Budget A New Project
Sub Activity 3B: Add a Funding Source — New Project

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

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

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

POIR LD LD

|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

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

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

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

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

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

Pman Lo oL

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

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

I PRIOR | Fraomisas | F

[ 20000 |
1765000 | 700000 |
1765000 | 720000 |

<, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

Project Dad\‘board > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

%, Entity: P: ELEVATOR REFURBISHMENT (P3t

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

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

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

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

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

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

tuntime Prompts - MDCAddFundingSource:

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

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

Runtime Prompts - MDCAddFundingSource

T Scicraon

Dimensions

| Members | variables

APSIEm Ve |

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

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

(Funding Source)

Runtime Prompts - MDCAddFundingSource

Dimensions

| Members  varables

Ay>n Wwa |

Member Name
&l Fund

1 Funding_Source_Categories

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

4A.

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

+ next to Funding Source Categories.

 Member Selection

Dimensions |F

AP Ry@

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

&

Add

$
Remove

&

Remove All

When the user clicks on the + next to Funding

Source Categories, you will see another drop down

box with a listing of Revenue categories.

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

Revenues (Funding Source).

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

source it falls under.

Member Selection

Dimensions

AP dE WHe@

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

&

Add

S
Remove

&

Remove All
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4B.

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

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

Dimensions

| Members . Variables

"APeE: Re@
Member Name

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

m

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

NOTE:

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

1) You are looking in the wrong category

Or

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

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

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

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

Member box.

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

in its name populated.

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

NS

2006 Sunshine State Financing

2008 Sunshine State Financing
[# Sunshine State Financing

[# Sunshine State Series 2006 Interest

" [@ Sunshine State Series 2008 Interest

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

needs to left click on the Revenue
Member Selection

Dimensions |Fund |~ |

|uu-|m \ Variables

MEmberNarm

| APS@mTRT@®|

!

= Fund
[= Funding_Source_Categories

| &

1=

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

[# 2002 Fire Rescue District Bonds

5 2003 Juvenile Courthouse Bond _

i 2005 Juvenfle Courthouss Bond Intevest

) 2006 Sunshine State Financing

& 2008 Sunshine State Financing

& Aviation Development Fund Bonds Sold

@ Aviation Revenue Bonds

Add

Remove

Remaove All
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5A.

=

5B.

5C.

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

Member Selection

Dimensions |Fund | =

—

Members - Varizbles

%

APS BT RTA)

Member Name

B Fund

& Funding_Source_Categories
&l County Bonds/Debt

1994 Fire Rescue District Bonds

& 2002 Fire District Bond Interest

[#] 2002 Fire Rescue District Bonds

& 2003 Juvenile Courthouse Bond

[ 2003 Juvenile Courthouse Bond Interest

[ 2006 Sunshine State Financing

3 2008 Sunshine State Financing
Aviation Development Fund Bonds Sold

»

LLm |

[# Aviation Revenue Bonds

>

Add

Remove

&

Remave All

When the Revenue has been added, you will see it

displayed.

Hiembers) Vorobles

AP SPBVH @

o o e : =
[ 2003 Juvenile Courthouse Bond

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

To SAVE the Revenue (Funding Source) click on

the OK icon

Member Selaction

Dinensions |

e

ES Y YA BT

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

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

[ 2002 Fire Reascus District Bonds | 1

& 2003 Juvenile Courthouse Bond | Femove

5 2003 Juvenie Courthouse Bond Interest

80



BAT

BUDGETING ANALYSIS TOOL

6.

6A.

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

But you are not done yet.

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

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

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

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

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

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

5%, Entity: P: ELEVATOR f

1994 Fire Rescue District Bonds |
Capital Outlay Reserve
Total Revenue

PRIOR |

1765000 |
1765000 |

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

tells you, you have succeeded.

Click OK

ask T

©

spect Dashboard > Rev & Exp

1t Entity: P: ELEVATOR REFURBISHMENT (P385480)

PRIOR. | PE45 | Fraoisis |

[@nformation T
1 MOCAddPundingSource was successhil,

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

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

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

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

Froject Dashboard > Rev & Exp

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

1994 Fire Rescue District Bonds | 20000 | | 0|
Capital Outlay Reserve | 1765000 700000 | 1000000 |

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

uiroject_Site: 576831 - Refurbish elevators at Pretrial Detention Center (5), Tumner Gul
Fr2017-18 | Fr2018-19 |  FY 201820 e . .
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Activity 3: Budget A New Project

Sub Activity 3C: Add a Milestone — New Project

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

It is important for the user to always remember that:

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

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

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

POIR LD LD

kct Dashboard . Task Instruction

Project Dashboard > Rav & Exp

s, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

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

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

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

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

1aSK LIST dlatus

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

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

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

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

| | PRIOR |  FY2014-15

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

HELPFUL HINT:

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

To add a new Milestone (Expenditure

Category) just right click anywhere in the expenditure
box.

| Iask LISt dtatus

- D

PProject Dashboard > Rev & Exp

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

_ 700000 |
1765000 | 700000

1765000 |

Capital Outlay Reserve | [ All_Milestones |
| Expense Total

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

Expenditure box you will see a box appear to the

right, click on Add Milestone icon.

s ——— v s e

Total Revenue 1765000

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

Runtime Prompts - MDCAddMilestone

x|

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

F = Mlestone "Al_Migstones” i,

Raeanch | Cancel

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

MU FTOIMITPLS © MIDSCAUUMIIES Lo

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

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

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

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

[Promet Text [Vahe

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

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

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

Runtime Prompts - MDCAddFundingSource

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

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

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

Remave

NOTE:

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

When the user clicks on the + next to Funding

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

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

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

Member Selection

Dimensions |F

| Members - Variables

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

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

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

Dimensions

| Members . Variables

"APeE: Re@
Member Name

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

m

Add

[# 2003 Juvenile Courthouse Bond Interest R
[+ 2006 Sunshine State Financing Remove
(£ 2008 Sunshine State Financing

[+ Aviation Develnnment Fund Bonds Sold

NOTE:

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

3) You are looking in the wrong category

Or

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

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

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

[# 2003 Juvenile Courthouse Bond Remow
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4C.

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

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

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

NS

2006 Sunshine State Financing

2008 Sunshine State Financing
[# Sunshine State Financing

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

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

Member Selection

Dimensions [Fund [~ |

|‘W '\._._Vai_"lablﬁ
| ArsmyYET@l

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

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

[# 2002 Fire Rescue District Bonds | 4

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

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

8] Aviation Development Fund Bonds Sold

 Aviation Revenue Bonds ]
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5A.

5B.

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

Member Selection

Dimensions |Fund [~ ]

QAP SETR @]

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

latina] »

Remave All

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

"APPmTE'v@

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

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

= Funding_Source_Categones = | "1994 Fire Rescue District Bonds™

i
it
|

06 Sunshine State Financng

# 2008 Sunshine State Financing

5 Mstion Development Fund Bonds Sold
4] Aviabion Revenue Bonds

51 Aviation Revenue Bonds Sold

oK

&

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

But you are not done vet.

RUTILIIIE FIUIIPLS = DI AL PTIES LU

[Prompt Text Ivalue

22

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

LS = P

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

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

[ Member Selection

Dimensions | M

| Members - Variables

AP eEm RVe@

Member Name

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

[# Automobiles/Vehicles

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

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

[# Land Acquisition/Improvements

& Other Capital

[# Permitting

# Planning and Design

# Project Administration -

#dd

m

Remove All
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6B. NOTE:

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

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

selected.

Now the Milestone selected is highlighted.

| Member Selection

[ Dimensions |Milestone[ = |

| AP PETR'y@

Member Name
= Milestone

[#] Art Allowance F

@ Automobiles/Vehicles ;

(2] Books Publications and Library Materials ' >

@ Building Acquisition/Improvements _ Aad

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

»

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

FCANT TG

Dimensions | Mile= Rl

_ QAP S D@
Member Name |

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

& Books Publications and Library Materials | -

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

D Darrnittines

m

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

Member Selection

AP P EmT7Eg@

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

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

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

Runtime Prompts - MDCAddMilestona

Member Selection ]
Dimensicrs

_ aPprRTHY@

=l Miestons - = Milegtone
& "t Allowance”

# Books Publications snd Library Materisls
# Buikdng Acguistion/Improvements

-1|

» Ee

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

+ Land Acquisition/Improvemnents Rarmcree A8
+ Other Capital

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

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

But you are not done yet.

Runtime Prompts - MOCAddMilestone it}

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

o7 * Misstone “Art Allowante” ’

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

By launching it, the Revenue (Funding Source)

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

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

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

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

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

1994 Fire Rescue District Bonds | | 2000C
! !

Capital Outlay Reserve 1765000 | 70000C

Total Revenue | 1765000 | 72000C

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

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

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

Click OK
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11.

11A.

To see and budget in the Milestone that has just

been added click on the + next to the Milestone

=
=

s%y, Entity: P: ELEVATOR REFUF

: : | PRIC
1954 Fire Rescue District Bond Milestones |

Capital Outlay Reserve T 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.

5%, Entity: P: ELEVATOR REFURBISHMEN

1554 Fire Rescue District Bon

=] All_Milestones

_Capital Outlay Reserve | & All_Milestones 1765000
Expense Total | Expense Total 1765000
Rev - Exp | Rev - Exp 0
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Activity 3: Budget A New Project

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

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

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

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

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

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

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

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

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

mapped their index codes to the Project/Project Site.

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

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

Nevigate F

A & ‘¥ Bxgplore

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

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

J MDCCAP Applications

4 MocEuD

£3 Open.. Planning

rj Workspace Pages

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.

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

]1 Capital Task List] Lrs

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
Hy Task List

23] " Initialize Capital Project Dashboard
I m o Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

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

Form/Column 1 - Information Driver

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

Itis in form/column 1 where you select the Project

and Project Site

Tash Lint Statun
| Task - Capital Prajoct Dushbssard Praject Dashbaard  Tous Loy e e
- = o - L
Yo e
FT7621 - Moy roed 195 ety = e Mg 1y 1ed 009 e —
| P B S
SR —— - i Sta_ten_Evd Cum
P 38, Bt Ss_Acal Sta e
e Cavnci Davan
e, CIE b Sas,_Corme Coumcd Dt )
Tl G
B G Cncect Do | 30 S Cormmaee
| By G Sta_Carmeenncn Dot
| P Cistncn puamtr | S Careney_turrter
! @ oty ol e
Lo ) San_Dmierpter vacrty wih
o]
| Pt e oty et S_508_Bulen_Quarcin
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5.

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

down).
| 2
Task List Status
Page Dimension Eﬂ
Member

P382050 : P: COMMUNICATIONS INFRASTRUCTURE... |
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 CORRECTI... | =
P383910 : P: TURNER GUILFORD KNIGHT CORRECTI ...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) ‘|
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI... | |
P386430 : P: FACILITY ROOF REPLACEMENTS (P385...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | —

NOTE:

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

number.

“P” denotes Project.
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5A.

5B.

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

When you have highlighted your selected Project just

click on it.
| 4
Task List Status

rd-C|

ashboard >
e

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

»

m

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

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

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

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

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

Task List Status

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

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

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

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

Task List Status

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

RElw [)]

There are no valid columns of data for this form.

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

6C.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to
populate.
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ey el =2 |
| re_prmcrgnon | st s | P08 bt o

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

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

EFURElw ()]

There are no valid columns of data for this form.

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

NOTE:

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

“S” denotes Project Site.
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7.

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

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

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

145K LISL dlawus

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

=

13

There are no valid columns of data for this form.

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

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

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

Task - Capital Project Dashboard-Project Dashboard  Task Instructions

ey

There are no valid columns of data for this form.

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

577594 - Refurbish elevators at Pretrial Deter

E~| Index Expense Mapping

—

Edit >
Adjust v
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8A.

8B.

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

This is your Rev and Exp form.

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

4, Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

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

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

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

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

m

& Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

9A

REVENUES

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

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

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

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

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

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

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

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

[ [ emioR | Fr201415 | his cell has been modified

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

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

9C.

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

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B TEpore Bl ® & 4 M

oy 3 MDCCAP - Rev&Exp *

=

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

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

Totals are automatically calculated for the user.
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10.

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

in the total column turn RED.

NOTE:

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

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

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

3465000
3465000
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11.

11A.

11B.

Expenditures

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

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

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

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

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

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

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

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

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

NOTE:

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

116



BUDGETING ANALYSIS TOOL

11C. Click on the SAVE icon to save the data entered on
the form

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B & TEBpbre Bl @ & /4 M

oy 3 MDCCAP - Rev&Exp *

=

NOTE:

The YELLOW box now turns WHITE - this alerts the
user that the data has been save.
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12 Verify the Expense Total calculated correctly
L TOTAL d
l 200000

331 - Refurbish elevators at Pretrial Detentior

FY202021 |  TOTAL |
200000 |
200000
U
NOTE:

If the calculations are correct the formula cell should
turn GREY in color.
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Activity 3: Budget A New Project

Sub Activity 3E: View Revenue and Expense Detail

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

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

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

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

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

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

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

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

Task List Status

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

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

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

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

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

Click on the Revenue and Expense Detail icon.
Note:

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

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

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

ject Dashboard > Rev & Exp > Revenue and Expense Detail

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

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

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

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

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

Project Dashboard > Rev & Exp > Revenue and Expense Detail
B
5%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
| PRIOR | FY201415 | FY20
1954 Fire Rescue District Bonds | l. 200000 |
Revenue Total | ! 200000 |
%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
| PRIR | FY20141
‘ 1994 Fire Rescue District Bonds | Art Allowance | | 20¢
Expense Total | Expense Total | 200
Rev - Exp | Rev - Exp
NOTE:

The user can add Milestones in this form as well too.
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Activity 4: Budget An Existing Project
Sub Activity 4A — View the Budget Dashboard Form

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

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

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

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

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

L I Recently Opened £ Quick Links

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

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

= Manage Task Lists
i My Task List |

*+ Preferences

Click on the + sign next to My Task List.

Notes
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3.

You will see the My Task List folder expand.

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

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

]1 Capital Task List] Lrs

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
Hy Task List

23] " Initialize Capital Project Dashboard
I m o Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

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

Form/Column 1 - Information Driver

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

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

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

129



BUDGETING ANALYSIS TOOL

5.

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

down).
| &
Task List Status
Page Dimension E |
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...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) ‘|
P386050 : P: TURNER GUILFORD KNIGHT CORRECTI... |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

NOTE:

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

number.

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

click on it.
| 4

Task List Status

Member [

Member

—>

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

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

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

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

>

m

5B. Now

the project you selected is showing in the

dropdown box.

Task List Status

$75863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

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

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6.

6A.

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

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

There are no valid columns of data fEFEEe.

I

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

|

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

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

13SK LIST dlatus

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

=

siv ()

There are no valid columns of data for this form.

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

6C.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to
populate.
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{ ] Magt net
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ol el e
| Pr_empeen | sy | B0t e e

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

There are no valid columns of data for this form.

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

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

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

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

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

NOTE:

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

“S” denotes Project Site.

134



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.

145K LISL dlawus

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

=

13

There are no valid columns of data for this form.

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

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

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

Task List Status

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

~ 2

There are no valid columns of data for this form.

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

SCLLSES PO
Y Budget Rev and Exp

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

This is your Rev and Exp form.

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

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

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

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

+, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

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

oK

rask List Status

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

Project Dashboard >.Rev &Exp

ofy, Entity: P: ELEVATOR REFURBISHMENT (P385480)

[__PmoR | Fooitis | eaoisie | evaoien | P
Capital Outlay Reserve | 1765000 | 700000 | 1000000 |
Total Revenue 1765000 | 700000 | 1000000 |
&, Entity: P: ELEVATOR REFURBISHMENT (P385450)
RIOR. FEIs | Freosis | PG
| | Expense Totai | Expense Total | 1765000 | 200000 | 1000000 |
Rev-E Rev-Bp | 0 0 0
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Activity 4: Budget an Existing Project

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

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

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

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

froject Dashboard > Rev & Exp

5%, Entity: P: ELEVATOR REFURBIS

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

a5 , Entity: P: ELEVATOR REFURBIS

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

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

Notes
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2.

2A.

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

can begin the process of adding a new Revenue

(Funding Source) to your Project/Project Site.

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

Expenditures (2) are shown at the bottom.

lask List Status

|Project Dashboard > Rev & Exp

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

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

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

anywhere in the revenue box

rask List Status

|Praject Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

FY 201415 | FY 201516
700000 | 1000000 |
700000 1000000

FY 2016-17

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

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

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

1000000 |

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

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

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

Runtime Prompls - MDCAddFundingSource

[Promet Text [vaboe

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

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

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

Runtime Prompts - MDCAddFundingSource

T

Dimensions

| Members | variables

AP h |Wwwd | [~¥]

Member Name 1 |Member Name

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

Add
Remove

Remaove All

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

L L

Dimensions |F

AP eE Re@

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

Remove

&

Remove All

143



BUDGETING ANALYSIS TOOL

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

+ next to Funding Source Categories.

Member Selection

Dimensions

| Members . Variables

| AP S Rl

Member Name

(= Fund

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

4A.

When the user clicks on the + next to Funding

Source Categories, you will see another drop down

box with a listing of Revenue categories.

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

Revenues (Funding Source).

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

source it falls under.

Dimensions

AP eEm  Rv@

& County Bonds/Debt
[# County Proprietary Operations

& Federal Government
[# Impact Fees/Exactions

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

Add
Remove

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

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

Dimensions |

| Members - Variables

| | AP rE /Re@|

Member Name

=l Fund -
= Funding_Source_Categories 3

[=] County Bonds/Debt

& 2002 Fire District Bond Interest Add

[#] 2002 Fire Rescue District Bonds

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

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

Helpful Hint:

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

5) You are looking in the wrong category

Or

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

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

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

The Second way for the user to find his/her Revenue

(Funding Source) is to type part of the name in the

Member box.

Below, “Sunshine” was typed in and the Search icon

was clicked and all the various revenues with Sunshine

in its name populated.

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

NS

2006 Sunshine State Financing

2008 Sunshine State Financing
[# Sunshine State Financing

[# Sunshine State Series 2006 Interest

" [@ Sunshine State Series 2008 Interest

To select the Revenue (Funding Source) the user

needs to left click on the Revenue
Member Selection

=] Fuqding_Source_Categm

[ 2002 Fire District Bond Interest

[ 2002 Fire Rescue District Bonds

il 2003 Juvenile Courthouse Sond

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

[# 2008 Sunshine State Financing

) Aviation Revenue Bonds

Dimensions |Fund [~ |
| Members | Variables

| QPP BTATA
Member Name |
& Fund R

_E County Bonds/Debt ;
‘ 3] 1994 Fire Rescue District Bonds ]

P

Add

S
Remove

&K

Remave All
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5A.

When the Revenue has been selected the user then

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

Dimensions |Fund [~ |

| Members - Vriables

QPSP BV ATR

Member Name
B Fund
] Funding_Source_Categories

»

T

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

5B.

5C.

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

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

||B @ e8E

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

A

Hiembers) Vorobles

AP SPBVH @ [

Member Name |Member Name

= Fund -
S o -

:
é

?
002 Fire District Bond Interest Add

%
[ 2003 Juvenie Courthouse Bond Remove

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

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

Member Selection El

Denenssons  F bt

= Fund ] | - I

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

T ) 1094 P Rescue Dt Bends 2

&1 2002 Fire Distnict Bond Interest | Add

[ 2002 Fire Reascus District Bonds | 1

3 2003 Juvenile Courthouse Bond | Remove

[ 2003 Juvenils Courthouse Bond Interest

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

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

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

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

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

Runtime Prompts - MDCAddFundingSource. E

[Promes Test Vahe
&7 = Funding Source 19594 Fire Rascue District Bonds™

148



BUDGETING ANALYSIS TOOL

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

Task - Capital Project Dashboard-Project Dash

Project Dashboard > Rev & Exp

& ,Entity: P: ELEVATOR F

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

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

Click OK

ok Tash

shect Dashboard > Rev & Bxp

& Entity: P ELEVATOR REFURBISHMENT (P385480)

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

Totad Revenie | 1765000 0000 1000003

] -
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8. HELPFUL HINT:

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

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

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

1994 Fire Rescue District Bonds |

Capital Outlay Reserve | 1765000 700000 | 1000000 |
Total Revenue _ 1765000 | 700000 | 1000000 |

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

) _Project_Site: 576831 - Refurbish elevators at Pretrial D Center (5), Tu
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Activity 4: Budget An Existing Project
Sub Activity 4C: Add a Milestone — Existing Project

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

It is important for the user to always remember that:

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

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

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

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

I LD UL

 Task - Capital Project Dask

|Project Dashboard > Rev & Exp

%, Entity: P: ELEVATOR REFURBISHMENT (P3¢

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

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

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

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

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

152



BUDGETING ANALYSIS TOOL

2.

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

your Project/Project Site.

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

1aSK LIST dlatus

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

Project Dashboard > Rev & Exp

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

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

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

HELPFUL HINT:

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

FY 2014-15
700000
700000

0

Before you select your Milestone, you must first

select the Revenue (Funding Source) that will be

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

| 1askK LISt dbtatus

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

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

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

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

=
s

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

'.

*Z Supporting Detail
{8 Show Change History

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

Rumtime Prompts - MDCAddMilestone

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

3B.

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

RUTILIITE FIOmipes = MuUrCALUMiieEsLomes

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

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

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

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

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

Dimensions

| Members . variables

AP eR Re@ |0 [ '
Member Name '

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

R @J:JI

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

Dimensions nd T_j

‘Members - Variables

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

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

Remove

&K

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

+ next to Funding Source Categories.

Member Selection

Dimensions |
| Members - Variables
| AP PR Re@

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

>
Add
g
Remove

K

Remave All

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

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

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

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

source it falls under.
Member Selection

Dimensions

| Members | Variables

AP PE Ry@|

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

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

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

Dimensions

| Members . Variables

"APeE: Re@
Member Name

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

m

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

NOTE:

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

7) You are looking in the wrong category

Or

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

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

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

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

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

Member box.

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

in its name populated.

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

HIRCIH IV

——d

- Variables

Sunshine q ot

b

= Fund

2006 Sunshine State Financing

2008 Sunshine State Financing

Sunshine State Financing

Sunshine State Series 2006 Interest

Sunshine State Series 2008 Interest

Member Selection

Dimensions |Fund [~ ]

| Members - Variables

| QAP P BT RTA)

Member Name

B Fund
= Funding_Source_Categories

) County Bonds/Debt
‘ 1994 Fire Rescue District Bonds

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

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

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

@ Aviation Revenue Bonds

lann,] »

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

>

Add
<

Remove

&

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

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

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

Dimensions |[Fund [~

1994 Fire Rescue District Bonds

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

5D.

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

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

TErRons

| AP PETHy@
|2 Fund
= Funding_Source_Categories
=1 County Bonds/Debt

| 1994 Fire Riescue District Bonds Jt2
¥ 2002 Fire District Bond Interest
# 2002 Fire Rescue District Bonds
i 2003 Juvenile Courthouse Bond
3 2003 Juvenile Courthouse Bond Intersst
¥ 2006 Sunshine Stats Financing
3 2008 Sunshine State Financing
3] Awiation Development Fund Bonds Sold
% Awistion Revenue Bonds
% Avistion Revenue Bords 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.

= Fund
1994 Fire Rescus District Bonds™

But you are not done yet.

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

2t = Milestone

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

6A.

To select a new Milestone (Expenditure Category) the user

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

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

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

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

[ Member Selection

| Dimensions [Miles
|
| Members . Variables

"APerE: Re@ [

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

i+ Automobiles/Vehicles

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

[ Permitting

[ Planning and Design .

@1 Project Administration |

Add

&3]
m

B #=

H |E
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6B.

NOTE:

In this section the user can add a Milestone (Expenditure

Category)

Dimensions | Milestone Zl

e

| aPem WY@

Member Name

= Milestone

@ Art Allowance
[# Automobiles/Vehicles

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

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

| @ Land Acquisition/Improvements

Remove

Remaove All

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

Now the Milestone selected is highlighted.

=

Dimensions |Milestone _I

S o
| i

QPP BVHE @) [

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

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

-

Dimensions |Milestone _I

B oo
|

Member Name
[=] Milestone

API®TR'w@|

[# Building Acquisition/Improvements
# Construction

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

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

8A.

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

Dimensions

TS IY YA LD

Member Name

3] Art Allowance

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

m
. Q.
’ o

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

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

Dimengions.

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

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

| Project Administraion

>
ia &

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

&

But you are not done yet.

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

2T * Milestone "Art Allowance”
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9.

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

By launching it, the Revenue (Funding Source)

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

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

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

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

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

Task List Status

Task Instn

0]

o ,Entity: P: ELEVATOR REFURBISHMEN

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

Total Revenue | 1765000 | 700000

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

). Tack hstructions

, Eray: P; ELEVATOR REFURBISHMENT (P3RS480)

4 Project_Sew: S0 -
[ PRIOR | PrIONIs | PrIoisie

1 Fr0eT FY 201718 FY 201819 CE T T

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

| Captal Outny Raserve | 1745000 20 | 1000000 |

| Total Reverne 1765000 720000 3000000 POCHIME S

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

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

o] (] (]

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

Click OK
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11.

11A.

To see and budget in the Milestone that has just

been added click on the + next to the Milestone

2

s%,Entity: P: ELEVATOR
1954 Fire Rescue District Bondf | [} Al_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.

=

sty Entity: P: ELEVATOR |

1554 Fire Rescue District

= All_Milestones
Capital Outlay Reserve [+ All_Milestones
Expense Total Expense Total
Rev - Exp Rev - Exp
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Activity 4: Budget An Exisiting Project

Sub Activity 4D: 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.

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

Nevigate F

A & ‘¥ Bxgplore

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

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

J MDCCAP Applications

4 MocEuD

£3 Open.. Planning

rj Workspace Pages

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.

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

]1 Capital Task List] Lrs

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
Hy Task List

23] " Initialize Capital Project Dashboard
I m o Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

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

Form/Column 1 - Information Driver

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

Itis in form/column 1 where you select the Project

and Project Site

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

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

“P” denotes Project.
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5A.

5B.

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

When you have highlighted your selected Project just

click on it.
| 4
Task List Status

rd-C|

ashboard >
e

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

»

m

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

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

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project

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

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

Task List Status

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

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

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

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

Task List Status

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

RElw [)]

There are no valid columns of data for this form.

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

6C.

When a Project has been selected, you will see in

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

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

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

Task List Status

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

EFURElw ()]

There are no valid columns of data for this form.

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

NOTE:

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

“S” denotes Project Site.
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7.

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

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

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

145K LISL dlawus

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

=

13

There are no valid columns of data for this form.

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

The Project Site you selected will now be
highlighted.

After you have selected your Project Site to budget,

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

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

Task - Capital Project Dashboard-Project Dashboard  Task Instructions

ey

There are no valid columns of data for this form.

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

577594 - Refurbish elevators at Pretrial Deter

E~| Index Expense Mapping

—

Edit >
Adjust v
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8A.

8B.

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

This is your Rev and Exp form.

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

4, Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

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

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

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

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

m

& Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

9A

REVENUES

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

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Dashboard > Rev & Exp

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

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

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

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

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

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

[ [ emioR | Fr201415 | his cell has been modified

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

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

9C.

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

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B TEpore Bl ® & 4 M

oy 3 MDCCAP - Rev&Exp *

=

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

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

Totals are automatically calculated for the user.
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10.

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

in the total column turn RED.

NOTE:

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

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

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

3465000
3465000
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11.

11A.

11B.

Expenditures

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

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

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

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

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

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

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

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

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

NOTE:

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

ORACLE" Enterprise Performance Man;

Navigate File Edit View Favontes Tools

A B & TEBpbre Bl @ & /4 M

oy 3 MDCCAP - Rev&Exp *

=

NOTE:

The YELLOW box now turns WHITE - this alerts the
user that the data has been save.
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12 Verify the Expense Total calculated correctly
L TOTAL d
l 200000

331 - Refurbish elevators at Pretrial Detentior

FY202021 |  TOTAL |
200000 |
200000
U
NOTE:

If the calculations are correct the formula cell should
turn GREY in color.
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Activity 4: Budget An Exisiting Project

Sub Activity 4E: View Revenue and Expense Detail

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

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

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

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

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

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

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

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

Task List Status

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

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

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

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

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

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

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

Click on the Revenue and Expense Detail icon.
Note:

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

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

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

ject Dashboard > Rev & Exp > Revenue and Expense Detail

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

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

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

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

| Task - Capital Project Dashboard-Project Dashboard  Task Instructions

Project Dashboard > Rev & Exp > Revenue and Expense Detail
B
5%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
| PRIOR | FY201415 | FY20
1954 Fire Rescue District Bonds | l. 200000 |
Revenue Total | ! 200000 |
%, Entity: P: ELEVATOR REFURBISHMENT (P3854¢
| PRIR | FY20141
‘ 1994 Fire Rescue District Bonds | Art Allowance | | 20¢
Expense Total | Expense Total | 200
Rev - Exp | Rev - Exp
NOTE:

The user can add Milestones in this form as well too.
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Activity 5: 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 Thatis 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

e 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.

In this activity, you will:
¢ Open the Project Index Code Mapping Form
e Select a Project/Project Site to map an Index Code
e Enter a Value
e Save to successfully map the Index Code
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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.

R | Recently Opened . Quick Links

4 MDCCAP Favorites
ES] BAT Project All Revenue and Expenditure Budget Report

Applications
&) BAT Unfunded Projects Report

4 MDCBUD Planning
£5 Open... M

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. .

Homepage MDCCAP - Task List Status * ‘
[+ Forms
[* Manage Task Lists
My Task List

¥ KCapital Task List |

4,

You will see the Capital Task List folder expand.
Look for the folder Project Index Code Mapping

Homepage MDCCAP - Task List Status * ‘

I+ Forms

I* Manage Task Lists
My Task List
= » Capital Task List
& 9 Inisialize Capital Project Dashboard
m Capital Project Dashboard
+1 “¥ Project Index Code Mapping
™ ¥ Unfunded Project Details

O Aggregate Project

Click on the Project Index Code Mapping icon.
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BUDGETING ANALYSIS TOOL

4A. You will notice that the screen to the right has changed its view.

| Manage Task Lists
Iy Task List
= Capital Task List
® ©7 Initialize Capital Projact Dashboard -
[ ® Capital Project Dashboard 576831 - Refurbish elevators at Pretrial Detention Center (5), Tumer GuiL{

[ : -

!Therc are no valid columns of data for this form.

i ¥ project Index Code Mapping S76842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui
& ® Unfunded Project Details
Chs Aggregate Project

576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |
577594 - Refurbish elevators at Pretrial Datention Center (5), Tumner Gui !_!

To the right of your screen you will notice a brown tab Task —
Project Index Code Mapping

|
[There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui H

C€7ARAY - Dafrhich al # ab Dratrial MNakanti

Cantar () Turnar Qi
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5A. Underneath the tab - Task - Project Index Code
Mapping is a drop down box with ALL your capital
projects.

: COMMUNICATIONS INFRASTRUCTURE... |
P382600 : P: TURNER GUILFORD KNIGHT CORRECTL...

P3830S0 : P: METRO WEST DETENTION CENTER IN...

P383540 : P: WOMEN'S DETENTION CENTER EXTERL...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTT...
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... |

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.

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

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...

m:P:ELEVATWREHRBISI'HENT(WBO)'

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

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 (P385430).

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

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 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.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6.

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.

| Task - Project Index Code Mapping-Index Mapping Click Through Site

There are no valid columns of data f

$75863 - 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

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

g~ 1)

There are no valid columns of data for this form.

= |
576831 rbish elevators at Pretri_ql_ Detention Center (5),_ Turner Gui]|!
576842 JRefurbish elevators at Pretrial Detention Center (S), Tumner Gui
| 576843 JRefurbish elevators at Pretrial Detention Center (), Turner Gui | |
576844 JRefurbish elevators at Pretrial Detention Center (5), Turner Gui
577594 JRefurbish elevators at Pretrial Detention Center (S), Tumner Gui | |

NOTE:

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

“S” denotes Projects Sites.

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

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pre!
$76842 - Refurbish elevators at Pretri
S76843 - Refurbish elevators at Pretria
576844 - Refurbish elevators at Pretria
577594 - Refurbish elevators at Pretrial

‘:
(Gl Show Change History
B3 Document Attachments

fﬁ Lock/Unlock Cells
Filter »

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).

Tas Code Maj L

lIndex Mapping Click Through Site List > PROJECT INDEX CODE CROS:
£f Entity: P385480:P: ELEVATOR REFURBISHMENT (

CPADOLDECB41 .' RNG NW 67 AVEw ||

‘Page Dimension 1 o

Member | CPE313CR|
Member

CPE313CR3325 - COR PTDC-DOUBLE DOOR SECURITY |
CPE313CR3390 - COR PTDC-A/C DUCT RENOV
CPE313CR40YR - COR-CORRECTIONS <0 YEAR RECE... |
CPE313CRAFSI - COR-CORRECTIONS FIRE SYSTEM L.
CPE313CR5292 - COR EMRGCY GENERATOR UPGRADE
CPE313CRS407 - COR CORR, TTC ROOF

4 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 BOOKING RE.. | ™

T

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.

bt T Dy Pt

ECT INDEX CODE CR

a%,Entity: P385480:P: ELEVATOR REFURBISHMET
CPE313CRELEV - COR-ELEVATORw [a]

Page Dimension l

Member

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 EQUIL...
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 |~
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9C.

Helpful Hint:

To make it easier for the user, type in the Index Code
in the “Member” box....

Click

Index Mapping Click Through Site List > PROJECT INDEX CODE Cl
a’i-;,Enﬁty: P385480:P: ELEVATOR

0841 - DRNG NW 67 AVEw (]

13CR3325 - COR PTDC-DOUBLE DOOR SECURITY
CPE313CR3390 - COR PTDC-A/C DUCT RENOV
CPE313CR40YR - COR-CORRECTIONS 40 YEAR RECE...
CPE313CR4FSI - COR-CORRECTIONS FIRE SYSTEM ...
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... | ™

fwm ] »

Index Mapping Click Through Site List > PROJECT INDEX CODE CRO
#%, Entity: P385480:P: ELEVATOR REFURBISHMENT

CPE ,':'I.'ZR-".-F‘%‘,. - COR-CORRECTtw -’l %
P Do 8]

Member | CPE313CREL|
Member
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT

.... And click on the Index Code.

206



BAT

BUDGETING ANALYSIS TOOL

10. 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.

11. You will now see an empty field (box) displayed under
the Budget heading.

To map the Index Code, you must enter a value of
“1” in the field (box).

[ Task - Project Index Code Mapping-Index Mapp
Index Mapping Click Through Site List > PROJECT INDE

5%, Entity: P385480:P: |

NOTE:
If you do not enter in the field a value of “1”, your
Index Code will NOT be mapped.
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11A.

11B.

11C.

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

Task List Status

l Task - Project Index Code Mapping-Index Map
Index Mapping Click Through Sitz List > PROJECT IND

& Entity: P3810230:P: TURNER GUILFORD KNI
(p:

MNavigate File Edt View Favorntes Tools

A TEpoe BIl®&E /M

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

e It was run successfully
and
e That the data was saved.

(@ Information N’

Messages for this page are listed below.
\D The data has been saved.

@ Rule was run successfully
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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.
I'Iomepage MDCCAP - Task List Status % ‘
[+ Forms

[+ Manage Task Lists
My Task List

B ® Capital Task List

@ [nirakze Capital Project Dashboard
@ 9 capinal Project Dashboard

|2 *” Project Index Code Mapping |
M ¥ Unfunded Project Details

@ ¥ aggregate Project
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Activity 6: 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
¢ Map and Save budgetary expenses to related Index Codes.

2. The Second way is to do the following:
e Open the Capital Project Dashboard
Select a Project
Open the Budget Revenue and Expense form
From the Expense section, open the Expense Mapping Composite form
Map and Save budgetary expenses to related Index Codes.

IMPORTANT:

If you have not mapped an index code in Activity 5, you cannot continue on with this
activity.

Below is the FIRST way an individual can MAP Budget Expenses to
Index Codes in the new Hyperion CBAT system.

Open the Capital Project Dashboard

Select a Project

Open the Expense Mapping Composite form

Map and Save budgetary expenses to related Index Codes
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Step Action Notes
1. When you have logged into the system, below is what
you will see.

On your right-hand side under Quick Links you will

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

R | Recently Opened . Quick Links

4 MDCCAP Favorites
ES] BAT Project All Revenue and Expenditure Budget Report

Applications
&) BAT Unfunded Projects Report

i, MDCBUD Planning
£3 Open... , 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. .

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

]1 Capital Task List] Lrs

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
Hy Task List

23] " Initialize Capital Project Dashboard
I m o Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Task Lt Statss

Tk - Caputal Prapucs Dushbnard Frapect Basbboard 1 1-si oo

©

fs

277481 - Mey rocl mp mcrty e wart farcing e a2 e
on dezenl G

| o0 et B
Sen fezaal 2 P
| 5 e St
| 5o, Comems

P

on_ G St

e Dumrgean ety

ES T er—

Form/Column 1 - Information Driver

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

P

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 Dumecﬁon . |

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 (P385...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

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

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

rd-Chick Throl

AshbDoa '
e I

Member

Member
P382090 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI....
P383910 : P: TURNER GUILFORD KNIGHT 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... | ~

>

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

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project
$76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6.

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

$75863 - 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 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.

1dSK LIST dlawus

There are no valid columns of data

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

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

= S R Py
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6B. When a Project has been selected, you will see in

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

- . _ s i |
Fop—— | —_
6C. The Project Site list that you will see, are ONLY Project Site #

those Project Sites associated to the Project you
have selected.

13SK LIST dlatus

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

=

13

There are no valid columns of data for this form.

bish elevators at Pretrial Detention Center (5), Turner Gui
urbish elevators at Pretrial Detention Center (S), Tumer Gui | |
rbish elevators at Pretrial Detention Center (5), Turner Gui | |
rbish elevators at Pretrial Detention Center (S), Turner Gui | |
rbish elevators at Pretrial Detention Center (S), Turner Gui ||

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

“S” denotes Project Site.
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7.

TA.

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

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

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

145K LISL dlawus

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

v 2

There are no valid columns of data for this form.

smr-ﬁaﬁ.hﬂ:dm::atnﬂmm(s),mm“

576842 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui | |
S76843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui

S77554 - Refurbish elevators at Pretrial Detention Center (S), 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 pop-up to the right, click on the
Index Expense Mapping icon.

Task - Capital Project Dashboard-Project Dashboard . Task Instructions

Project Site #

Project Site #

v

There are no valid columns of data for this form.

576831 -

Refurbish elevators at Pretrial Detention Center (S), Tumer

= |

576842 -
576843 -
576844 -
577554 -

Refurbish elevators at Pretrizl Detention Center (S), Turner
Refurbish elevators at Pretrial Detention Center (5], Turner
Refurbish elevators at Pretrial Detention Center (5), Tumer
Refurbish elevators at Pretrizl Detention Center (S), Tumer

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

[y Project Ovenview
[y Actuals Form

[ Budget Rev and Exp
24 Forecast Form
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8. You will notice that the screen has changed again.

You will also see the project name and number
displayed underneath the tab — Task — Capital
Project Dashboard -Project Dashboard

Task - Capital Project Dashboard-Project Dashboard . Task Instructions
*roject Dashboard > Rev & Exp

:"’."'En't:ity: P: ELEVATOR REFURBISHMENT (P385480)

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

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

3465000 |
3465000 |
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8A.

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

ah ,Entity: P: ELEVATOR REFURBISHMENT (P38

PRIOR | FYz

1554 Fire Rescue District Bonds | (] All_Milestones |

This screen is the Expense Mapping composite

form.

| Task - Capital Project Dz

Task

(Capftal Outlay Reserve
Expense Total

Project Dashboard > Option 2 index budgeting

1994 Fire Rescue Dstrict Bonds | 51 All_Milestones |

o, Entity: P2 ELEVATOR REFURBISHMENT {P3as54a0)

CPE3L3CRELEV - COR-ELEVATOR REFURBISHMENT

Wik | aies |
| 20000 |
1765000 00000
1765000 T20000
PRIOR
FRIOR
= All_Milestones:

Fr2015-16 |

1000000

1000000

_Fr201415 |

576831
P385480

4 Project_Site: 576831 - Refi,

Fr2016:17 | FY2017-18
0
[
F015-16 | FY 201617
/6831 | S76831
PS40 | P38S4ED
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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 Dash - shboard = Task
Propect Dashboard > Option 2 index budgeting -
# Entity: P: ELEVATOR REFURBISHMENT (P385480) | Project_Sites 576831 - §
PRIOR ] FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
| 1994 Fire Rescue District Bonds | 5] All_Milestones | | 0000 | (]
Caxpital Cutlay Reserve =1 All_Milestones 1765000 | F00000 1000000
Expense Total Expense Total 1765000 730000 1000000 0
PRIOR FY 2014-15 Y M15-16 | FY 201617
PRIOR | 576831 576831 | 576831
PRIOR P385480 PIRS4B0 P385480
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT | & All Milestones

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.

=l
s, Entity: P: ELEVATOR REFURBISHM
_________________________________________________________________ PRIOR
1994 Fire Rescue District Bonds | [+ All_Milestones
+] AN Milestones
Expense Total Total 1765000

CPE313CRELEV - COR-ELEVATOR REFURBISHME!

CPE313CRELEV - COR-ELEVATOR REFURBISHM
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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
ok, Entity: P: ELEVATOR REFURBISHMENT (P385430)
mmm&wnw-.‘. u-m'm: PRIOR FY 2014-15 FY 2015-16 FY 2016-17 u: FY21
opital Outlay Reserve = Al Miestones | 1765000 200000 | 1000000 ﬁ
xpanse Total Expense Total | 1765000 | 700000 1000000 0
T [ PRIOR | Fraoie1s |
PRIR |  S76831 |
PE3L3CRELEV - COR-ELEVATOR REFURBISHMENT | o | i
Automabiles/Vehicles
Books 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 ‘ S76831 S
PRIOR . P38s480 0 M
300000
9B. To SAVE, click on the Save icon.

MNawvigate File Edt View Favontes Tools Ad

A TEpoe Bl @& / M B
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9C.

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

e The data has been SAVED.

| Fr2015-16 | Fr2016-17 | FY2017-18 | FY2018-19
B [@ 1nformation (]
m .

| The data has been saved.
- ﬁ
Click ok

Helpful Hints:

In this form, the user will notice two numbers displayed
underneath the Fiscal Year.

1 = The Project Site Number

2= The project Number

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

Index Codes in the new Hyperion CBAT system.

Step

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

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.

[ I Recently Opened _ Quick Links

JF MDCCAP Favorites

BAT Project All Revenue and Expenditure Budget Report
o ’ ™ Applications
ES] BAT Unfunded Prajects Report

4 MocewD Planning

£5 Open... . MDCBUD

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

= Manage Task Lists

¢ My Task List |

* Preferences

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

You will see the My Task List folder expand.

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

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

]1 Capital Task List] Lrs

You will see the Capital Task List folder expand.

Look for the folder Capital Project Dashboard

Hornepage MDCCAP - Task List Status * ‘

[+ Forms

¥ Manage Task Lists
Hy Task List

23] " Initialize Capital Project Dashboard
I m o Capital Project Dashboard ]

& ®¥ project Index Code Mapping

i1 59 Unfunded Project Details

m o Aggregate Project

Click on the Capital Project Dashboard icon.
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4A.

4B.

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

This is your Capital Project Dashboard.

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

Task Lt Statss

Tk - Caputal Prapucs Dushbnard Frapect Basbboard 1 1-si oo

©

fs

277481 - Mey rocl mp mcrty e wart farcing e a2 e
on dezenl G

| o0 et B
Sen fezaal 2 P
| 5 e St
| 5o, Comems

P

on_ G St

e Dumrgean ety

ES T er—

Form/Column 1 - Information Driver

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

P

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

Page Dimension_

Member

Member

P382050 : P: COMMUNICATIONS INFRASTRUCTURE...

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

P383510 : P: TURNER GUILFORD KNIGHT CORRECTI

P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...

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

P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

-~

NOTE:

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

number.

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

Task List Status

Member

Member

P3820950 : 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) ‘

>

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... | ¥

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

575863 - Renovation of video, data transmition and telecommunication infr

576838 - Complete the rollout of the Cisco VOIP project
$76839 - Complete the rollout of the Cisco VOIP project
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Helpful Hint:

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

TR R pa——
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6.

6A.

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

Task List Status

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

There are no valid columns of data _

I

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

|

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

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

13SK LIST dlatus

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

=

There are no valid columns of data

576843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui |
576844 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui J
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.

Task st Shatis
P R
-2 a - -
; Berer 8 : o - - —
N . |
— pre= il prest =
| A o | P
e | s ettt
Sy — | Fp—p——
——x ==
| Bt CIE sk { | So0_Comen_Coumet D )
[T
| e Come Gt i | 08 |
| s " || son comemaen, o s
| g o b | | 5on ey, e
1 @ ety 5ol i
e | 5o Brgenn et
| ey el =2

| B mirgeen ) | B0 Baten_Gvamion

The Project Site list that you will see, are ONLY

those Project Sites associated to the Project you
have selected.

1dSK LIST dlawus

9

3]

There are no valid columns of data for this form.

rbish elevators at Pretrial Detention Center (), Tumer Gui | |
rbish elevators at Pretrial Detention Center (5), Tumer Gui | |
o rbish elevators at Pretrial Detention Center (S), Turner Gui | |
Reflrbish elevators at Pretrial Detention Center (S), Turner Gui | |

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

“S” denotes Project Site.
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7. Since the user can only budget at the Project Site
level, a Project Site must be selected.

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

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

145K LISL dlawus

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

=

iSiv ()

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 | |
S76843 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui | |
576844 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui

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

- &l

There are no valid columns of data for this form.

S76831 - mm:mmwm E—
576842 - Refurbish elevators at Pretrial Detmhoncenta D_l Project O
S76843 -
S76844 -

S77594 -

EJ Index Expense Mapping

Edit ’
Adjust »
[ 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  Tack [nsructions
Project Dashboard > Rev & Bxp

%, Entity: P: ELEVATOR REFURBISHMENT (P385480)
PRIOR | FY201415 | FY2015-16 | FY201647 | P

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

¥y, Entity: P: ELEVATOR REFURBISHMENT (P335480)

[ PRIOR P 2415 | Fr2oss | FY:
Capital Outlay Reserve | (& Al Milestons: | 1765000 700000 | 1000000 |

| | Expense Totai | Expense Total | 1765000 | 700000 | mnmo
Rev-Exp Rev-Bxp | 0 0 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 | Task Inst
Project Dashboard > Rev & Exp

s%),Entity: P: ELEVATOR REFURBISHME!
PRIOR FY 2014-15

1954 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

Task - Capital '__‘:_." act Dachboard-Proiect Dachbo:

Project Dashboard > Rev & Exp
2]
&vEnﬁty: P: ELEVATOR
PRIOR
1554 Fire Rescue District Bonds
Capital Outlay Reserve 1765000
Total Revenue 1765000
=
a’?';‘Enﬁty: P: ELEVATOR
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8C. Now click on the Index Expense Mapping icon.

Projec

>roject Dashboard > Rev & Exp

e
a%, Entity: P: ELEVATOR
................................................................. 1 PRIOR
1994 Fire Rescue District Bonds
Capital Outlay Reserve 1765000
Total Revenue 1765000
[ Add Milestone
ST

Expense Total Expense Total
Rev - Exp Rev - Exp
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9.

You will notice that the screen has changed again.

You will also see the project name and number displayed
underneath the tab — Task — Capital Project Dashboard -
Project Dashboard

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

Project Dashboard > Rev & Exp > Option 2 index budgeting

=

5%, Entity: P: ELEVATOR REFURBISHMENT (P385480)

FY 201%
1994 Fire Rescue District Bonds | (1 All_Milestones |

Capital Outlay Reserve ] All_Milestones | 1765000 700000 | u
Expense Total | Expense Total | 1765000 | 700000 | A

....as well as the project site name and number.

| Project_Site: 576831 - Refurbish alevators at Pratrial Detention Center (5), Turner Gui

FY2017-18 | FY2018-19 | -
D |
3455000 |
3455000
_ 201617 | FY2017-18 | FY201819 | FY2018-20 | FY 202021 | TOTAL |
S76831 576831 | S78831 | 578831 ... 57e83L | TOTAL |
P385480 |  P385480 |  P335480 | P3e5480 | @ 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
>roject Dashboard > Rev & Exp > Option 2 index budgeting

{':]
%, Entity: P: ELEVATOR REFURBISHMENT (P3
L PRIR | FY

11994 Fire Rescue District Bonds | 1 All_Milestones |
Canital Outay Reserve @1 All Milatones | 1765000 |

This screen is the Expense Mapping composite form.

Project Dashboard > Option 2 index budgeting
-",El\llt\‘: P: ELEVATOR REFURBISHMENT (P385480) __;__PID}KI_Q!?: S76831 - RefL
| PRIOR | FY201415 | FY 201516 | FY201617 | FY2017-18 |
| 1994 Fire Rescue District Bonds | 51 Al Milestones | | 20000 | | L]
Capial Outlay Reserve |51 All_Milestones 1765000 | 700000 1000000 |
Expense Total Experse Total 1765000 720000 1000000 o
PRIOR |  FY201415 | FY 201516 | FY2016-17 |
PRIOR | STeE3L | S/e&31 | 576831
FRIOR F385480 | PIAS480 F385460
CPE313CRELEY - 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 Dash - shboard = Task
Propect Dashboard > Option 2 index budgeting -
# Entity: P: ELEVATOR REFURBISHMENT (P385480) | Project_Sites 576831 - §
PRIOR ] FY 2014-15 FY 2015-16 FY 2016-17 FY 2017-18
| 1994 Fire Rescue District Bonds | 5] All_Milestones | | 0000 | (]
Caxpital Cutlay Reserve =1 All_Milestones 1765000 | F00000 1000000
Expense Total Expense Total 1765000 730000 1000000 0
PRIOR FY 2014-15 Y M15-16 | FY 201617
PRIOR | 576831 576831 | 576831
PRIOR P385480 PIRS4B0 P385480
CPE313CRELEV - COR-ELEVATOR REFURBISHMENT | & All Milestones

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.

doR ~ Lapiial 7

Project Dashboard >

Rev & Exp > Option 2 index budgeting
S|

a"&:‘Enﬁty: P: ELEVATOR REFURBISHME

PRIOR
1554 Fire Rescue District Bonds | (£ All_Milestones
Capital Outlay Reserve 1765000
Expense Total 1765000
=

CPE313CRELEV - COR-ELEVATOR REFURBISHM
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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.
[L

CPE313CRELEV - COR-ELEVATOR REFURSIEHMENT l_}_ﬁtm

| Automobiles/Vehices
| Building Acquisition/Improvemerts

| Construction

| Debt Service/Bond Issuance Costs
| Fumiture Fixtures and Equipment
| Land Acquisition/Improvements
|_Other Capital

Only WHITE cells are available for entering information.

PRIOR | FY201415 | FYa
PRIOR | 576831 | sn
| : PRIOR | P3sseB0 | P3E
CPE313CRELEV - COR-ELEVATOR REFURBISHMEN‘I. Art Allowance
Automobiles/Vehides |
| Books Publications and Library Materials |
| Building Acquisiticn/Improvements
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 | FY201415 | FY
_PRIOR | 576831 | S
PRIOR | P385480 | P:
300000
10B. To SAVE, click on the Save icon.

Navigate File Edit Wiew Favontes Tools Ad

A TEpoe Bl @& / M B G

243



BUDGETING ANALYSIS TOOL

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 2018-15
I |
L. (@) Information gF——
00 :
The data has been saved.
00 =1
oK}
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 \F“’ 201415 | FY
PRIOR 576831 | S

PRIOR |  P385480
| 300000

This is to assist the user in keeping track of what
Project/Project Site they are budgeting for.
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Activity 7: Forecast Current Year Expenses in
Hyperion

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.

In this activity, you will:

Open the Capital Project Dashboard
Select a Project

Open the Forecast Composite form
View related Index Codes.
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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.

K Quick Links
Favorites
Applications

Planning

, MDCBUD
d» 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.

|_| Forecast Form

| (2] INDEX Expense Form

| 2] Index Mapping Click Through Site List
| (] MILESTONE/Index Expense Form
ig""lt'lnﬁnn 2 index hudaeting

) 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
My Task List

ol o Capital Task List

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

@ [niialee Capital Project Dashboard
Il.ll & Capital Project Dashboard I

B ®” project Index Code Mapping

i1 ®¥ 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

Tack Lint Skt

Form/Column 1 - Information Driver

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

BTP63: - Moty oo 153 ety win pan Mg vt b 104 camer

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

: TURNER GUILFORD KNIGHT CORRECTT...
: METRO WEST DETENTION CENTER IN..

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

: P: TURNER GUILFORD KNIGHT CORRECTI...
FACILITY ROOF REPLACEMENTS (P385...
: METRO WEST DETENTION CENTER RE...

: WOMEN'S DETENTION CENTER AIR CO...
: PRE-TRIAL DETENTION CENTER RENO... | ¥

P386570 :
P387210:
P387680 :

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.

P382080 : P; COMMUNICATIONS!w [=p]
tage Dimension
Member
Member |

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

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

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

1a3R LIDL Jualud

$75863 - Renovation of video, data transmition and telecommunication infr
S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Gisco VOIP project
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Helpful Hint:

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

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

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

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

P385480 ; P: FI FVATOR RFFURBIS!y lep|

| Page Dimension E)

Member | El¢]

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

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

1a>n LIDL Juawus

| Task - Capital Project Dashboard-Project Dashboard  Task Instr.

E
35480 : P: ELEVATOR REF :.t
There are no valid columns of data for T
575863 - Renovation of video, data transmition and telecommunication in

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 correct Project
information will not populate inform/column 1 or 2.

[ Task - Capital Project Dashboard-Project Dashboard  Task Instructic

=

- 3]

There are no valid columns of data for this form.

L
576831 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui :]
576842 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui u
576843 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui | |

576844 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui u
577554 - Refurbish elevators at Pretrial Detention Center (S), Turner Gui U

BA. 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 Lint S22t
i ——— i
N ) \2 - ©
3 il ta by i 1] =
e e
e f e ; dage
| - =
| Pt i it e P
e
e [T
| B 11, B [T
Rericsicata [P
|, CIE_ ke (XX ] i)
===
| Bt o counct | o0 | 5 gomme
=
| g o ||| son commaen, p
| P Commne smter | 50 g st
@ Woch wl e
|t | 5o ucrean sty
Vol el
| Prep_wmpeen sty [T
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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 JActual_End_Date =
Project]Actual_Starz_Date
Not-Applicable
Project|CIE_Element |
Not-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.

254



BUDGETING ANALYSIS TOOL

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.

576843 - Refurbish elevators at Pretrial Detention Center (5), Turner Gui L]
576844 - Refurbish elevators at Pretrial Detention Center (5), Tumer Gui |
577554 - Refurbish elevators at Pretrial Detention Center (5), 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 - Capital Project Dashboard-Project Dashboard  Task Instructic

e no valid columns of data for this form.

|
rbish elevators at Pretrial Detention Center (S), Turner Gui D
rbish elevators at Pretrial Detention Center (S), Turner Gui l
rbish elevators at Pretrial Detention Center (5), Turner Gui :_
rbish elevators at Pretrial Detention Center (S), Turner Gui I
rbish elevators at Pretrial Detention Center (S), Tumer 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.

| |l ]
No_Year
.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 |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
a

- B

There are no valid columns of data for this form.

RETUrDISn elevators at Fretna

576842 - Refurbish elevators at Pretrial C
576843 - Refurbish elevators at Pretrial [ GJ Actuals Form
576844 - Refurbish elevators at Pretrial C

577594 - Refurbish elevators at Pretrial [
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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

T (P3w - 4
Fr1s | TOTAL
# YearTotal | null
TOTAL | null |
- tors ot Prew ()
FY 201415 |
Budget |
- |  BegBalance | Oct
Capital Outlay Reserve | B All_Milestones | 700,000
CPADO1DEO841 - DRNG NW 67 AVE. AND NW 22 ST. | 5] All_Milestones |
No_Funding_Source | B 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)

FY 2014-15
BegBalance |
Capital Outlay Reserve |E} All_Milestones 700,000 |
CPADO1DEO841 - DRNG NW 67 AVE. AND NW 22 ST. | (] All_Milestones |
No_Funding_Source | & All_Milestones |
NOTE:

The user cannot edit the Budget from this form.

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

- - v #

FY 2014-15

CPAOD1DEOS41 - DRNG NW 67 AVE. AND NW 22 ST. | & All_Milestones |
No_Funding_Source | & All_Milestones |

The index code mapped to the Revenue (Funding
Source)

- I h i|

FY 2014-15

Budget
_BegBalance

CPAQ01DEQ841 - DRNG NW 67 AVE. AND NW 22 STRl [+ All_Milestones |

No_Funding_Source | & All_Milestones |
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9D.

9E.

9F.

And lastly, you should see Milestones.

?: ELEVATOR REFURBISHMENT (P3v | S76831 - Refurbish elevators at Preiv | =)
FY 2014-15
Budget
Capital Outlay Resarve

CPADO1DEQS41 - DRNG NW 67 AVE. AND NW 22

| & All_Milestones

To open a Milestone and view all the Milestones,

the user must click on the + icon

REFURBISHMENT (P3w |S76831 - Refurbish elevators at Prejw | =

FY 2014-15

Budget

BegBalance

Capital Outlay Reserve [ [ All_Milestones 700,000

CPADD1DEDS41 - DRNG NW 67 AVE. AND NW 22 _Ml'lestones
B ——
No_Funding_Source M_Milestones

Once you click on the + icon next to the Milestone,
you will see the list expand.

|
| S
|
L

FY2014-15 |

| BegBalance

CPADOIDEDS41 - DRNG NW 67 AVE. AND Nw 22 . I 3
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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 Prelw 3]
FY 2014-15
Budget
BegBalance
Capital Outlay Reserve [# All_Milestones 700,000
CPADO1DEO841 - DRNG NW 67 AVE. AND NW 22 ST. | 3 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.

oo - A A1 B A e

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 just needs
adds 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 Arauicitinn Tenrccamanie

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

File Edit =~ Favorites Tools Administration He

vEpo:lfl D& /M BB =m

HomePage MDCCAP - Task List Status *

# Forms Task List Status
i+ Manage Task Lists [ Task - Capital Pt
My Task List iProject Dashboard >

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.

L
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Activity 8: Aggregate Project in Hyperion
This activity describes how to Aggregate Project in Hyperion.

This task aggregates data from the Project level up to the Department level.
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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.

K Quick Links
Favorites
Applications

Planning

4 MDCBUD
E ) 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.

|_| Forecast Form

| (2] INDEX Expense Form
| 2] Index Mapping Click Through Site List
| (] MILESTONE/Index Expense Form
ig""lt'lnﬁnn 2 index hudaeting

+ 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. .

] Manage Task Lists

My Task List

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

& Forms

[+ Manage Task Lists

My Task List

3 P aptal ok s

@ ® Initialize Capital Project Dashboard

& G’ Capital Project Dashboard
SRS 4 Project Index Code Mapping

Click on the Aggregate Project icon.
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5.

6A.

You will notice that the screen to the right has now
changed.

Click the Launch icon to execute the aggregation
process.

Task List Status

[ Task - Aggregate Project . Task Instructions

Launch Business Rules

Flan Type Capital
Business Rule _MDCAD0PI
Launch

After clicking on the Launch icon you will see another
box pop-up on your screen

[ Bumtine Brompts - MDCAGgPro) £

[Promee Text [kt
o " P

In this screen, you will input your Project Number.

[Runtime Prompts - MDCAggPro) £
| Promept Text fab.
| E " Project
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6B. If you know your Project Number you can enter it
directly into the field.

Please note that all project numbers must begin
with the letter “P” than the number.

[ Runtime Prompts - MDCAggProj
Prompt Text
& > Project =

Value

6C. After you have entered the Project Number directly into
the field, click on the Launch icon located at the lower
right-hand corner of the pop-up box.

tuntime Prompts - MOCAGOProj )
Promet Text Vahue
& - Miﬂ | Z::.;‘ . L

— J

ancel  Create runtime prompt values file
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6D.

If you do not know your Project Number, click on the
Member icon directly to the right of the project
field box.

[ Runtime Prompts - MDCAgaProj [i

[Prompt Test Tvalus
| A " Project Il
T -

Once you have clicked on the Member icon, the
screen below will appear.

This is what the user will use to find their project.

Runtime Prompts - MDCAggPro) £}
Member Selection

AP e Ww@

&
s
®
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TA. From the Member Selection,
1. Select a Member from the left panel

ember Selection

Dimensions

AP P ETVET@

@ ECR_Archived

[# ECR_Unfunded

7B. NOTE:

®
Add

5
Remove

&

Remove All

Member |

Entity

The user will only see the department that he/she has

security access to.

If you manage projects for another department, you will
see more than one department listed on the screen.

7C. Once you have selected the Department, click on the

ADD icon to the right.

Members - Variables
AP PETRy@
Member Name = S —
=] Entity
& ECR
& ECR_Archived

[# ECR_Unfunded

b
Add

Remove

Remaove All

Membe
Entit
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7D. Once you have clicked on the ADD icon, you will see
the Department has moved to the right

._‘,,._,“_.__._-s\}\mb‘es
i AP P ERTRy@ AV
(= Entity f
ECR
] ECR_Unfunded (2!
Add
]
Remove
Remove All
7E. Then click on the OK icon found in the lower right-
hand corner
_ [~v]
] Member Name |
[=] Entity
K ECR
®
Add
<
Remove
K
Remove All
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7F.

7G.

7H.

You will now notice that you were brought back to
where you originally started.

Prompt Text [valoe
* * Project ECR |

junch | Carcel | Create nuntime proenpt vilues file

You will also see in the upper right-hand corner, your
Department

intime Prompts - MDCAggProj

Prompt Text | Value
& + = project ECR

NOTE:

“E” in front of your two letter department code stands for
“Entity”

After you have entered the Project Number directly into
the field, click on the Launch icon located at the lower
right-hand corner of the pop-up box.

tmntime Promots - MOCAGaPro) i i

JPromet Test ]
& ° Prajen =

i

NP E——

|
ancel Create runtime prompt values file
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8. If you have launched your application successfully, you
will see the message below pop up

(® Information %]

MDCAggProj Rule was run successfully

Click on the OK icon.
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Activity 9: View Unfunded Project Details in Hyperion

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.

In this activity, you will:
e Learn how to view your unfund capital projects
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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.

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

: Recently Opened 4 Quick Links
£ BAT Unfunded Projects Report Favorites

o MOCCAP Applications

& moceun

£ Open., Plenning

f‘ Workspace Pages

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

= Manage Task Lists
* My Task List |

'+ Preferences

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

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

Hanepage MDCCAP - Task List Status * ‘

[+ Forms

[* Manage Task Lists
My Task List

6]P g Task st

You will see the Capital Task List folder expand.
Look for the folder Unfunded Project Details.

_ MDOCAP - Task List Status .

Forms

Manage Task Lists

My Task List

= B eSS Task st
= Initialize Capital Project Dashboard
S Capital Project Dashboard

e Proj Index Code Ma

E¥ Unfunded Project Details

B nogregats 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
[ Manage Task Lists
My Task List
3 P Capital Task List
@ © Initialize Capital Project Dashboard
m o Capital Project Dashboard
@ ®¥ project Index Code Mapping
% ¥ Unfunded Project Details
m o Aggregate Project

NOTE:

Budget
Project_Actual_End_Date
Project_Actual_Start_Date | -
Not-Applicable
Project_CIE_Element ]
Not-Applicable

Project_CIE_Info

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).

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...
P38259520 : P: TURNER GUILFORD KNIGHT CORREC...

DIRI1AN + D+ DIIDCHACE MOARTI F FAMMAND DNST (D

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.

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...
D2R21AN + D+ DI IDFHASE MNRTI F AAMMAND DNST /D

BA. You will now see the Unfunded Project you
selected in the drop down box.

m
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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_Bwctual_End_Dats
Project_puctual_StartDate

Mot-Applicable
Project [CIE_Element

MNot-Applicable
Project ICIE Info

Council District
Project_Eomm_ Council_Dist o8

Project IComment

Project_Eontract_Mumber

CR
Project_Dept_ID

Repair the
Project_Description drainage system

12
Project_IDistrict_Located

Countywide

Project IDistrict_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 (2]

Memberl | I

Member
P3810:000 : P: REFAIR DRAINAGE SYSTEM AT THE T... | »
F3810250 : F: FITNESS CENTER AT TRAINING AMND...
P381520 : P: NORTH DADE DETENTIOMN CENTER. RE...
F3820&10 : F: REPLACE SECURITY SYSTEM AT WWOM__.
F3821050 : P: RESTROOM EXFAMNSIOMN AT TRAINIMNG...
P382310 : P: RESURFACE OMN-SITE ROADVWAYS AMD. .
FP382430 : P COMNSTRUCT CENTRAL INTAKE COURT...
P3829520 : P: TURMER. GUILFORD KMIGHT CORRELC...
F383160 : P: PURCHASE MOEBILE COMMAND POST (P
F383520 : P: REPLACE EQUIPMENT AMND FURMITURE...
F384500 : P: NORTH DADE DETENTION CENTER DE. ..
F384970 : P LIGHTIMG AND SECURITY ENHAMCEME .. | ™

m
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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.

P3810000 : P: REPAIR DRAINAGE SYSTEM AT THE T...
P3810250 : P: FITNESS CENTER AT TRAINING AND...

P: NORTH DADE DETENTION CENTER RE...

P381620 :
‘ P3820610 : P: REPLACE SECURITY SYSTEM AT WOM...
P3821050 : P: RESTROOM EXPANSION AT TRAINING...

P382310:
P382430 :
P3828520 : P: TURNER GUILFORD KNIGHT CORREC...
P383160 :
P383620 :
P384500 :

AINRAATIA .

P: RESURFACE ON-SITE ROADWAYS AND...
P: CONSTRUCT CENTRAL INTAKE COURT...

P: PURCHASE MOBILE COMMAND POST (P...
P: REPLACE EQUIPMENT AND FURNITURE..
P: NORTH DADE DETENTION CENTER DE...

Pl | T ITTAS ARR FESAIRTTVY CALLLARSLAS
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Activity 10: 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.

In this activity, you will:

Navigate the Hyperion Reports Structure
Open the BAT Unfunded Projects Report
Respond to Prompts

Review the report 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 Hep

Explore: [CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Un

! | Recently Opened - Quick Links
] BAT Unfunded Projects Report Favorites
C |
o MOCCAP Applications
4 mocsup
&5 Open... Manning
& MocBuo
& voccap

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”

Favorites Tools Help

]Homﬁ'aoe! : Explore: /CBAT Reports/Capital Reports BAT Unfunded Projects Report
J/Shared Workspace Pages/HomePage

m Recently Openad

i8] BAT Unfunded Projects Report
4 moccap

4 MDCEUD

£5 Open...

Navigate File View Favorites

A & 2 Bplore

Notes
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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 Favortes Tools Help

A g = Explore @

HomePage BAT Unfunded Projects Report MDCCAP - Task List 9
Folders /
-| [[J Root ! | #|Name &
+| ] BAT Reports [ BAT Reports
+| [ BAT Training Reports |1 2 BAT Training Reports
+| [ CBAT Reports || 7 CBAT Reports
{7 sample Content | | 2 sample Content
[) Shared Workspace Pages [) Shared Workspace Pages
+) [ Users || g7 users
3A. Under Folders, you will see a grouping of folders.

Click on + next to the CBAT Reports icon.

Navigate File View Favorites Tools Help

tr ¥ Explore @

BAT Unfunded Projects Report

|| *;Name
|| 7 BAT Reports
b [[,-] BAT Training Reports
| 7 ceAT Reports
i -on _.[]"/'lSampleContent
[[J Shared Workspace Pages [} Shared Workspace P
+| ) Users || @ usess
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3B.

3C.

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

Folders /
-1 [[J Root 1| %|Name &
+| [) BAT Reports [ BAT Reports
+| [) BAT Training Reports || £ BAT Training R
-] [ CBALReports || 7 CBAT Reports
[ | [ Sample Conten
[ sample Con [ [ Shared Worksp
[ Shared Workspace Pages || ) users

+] [ Users

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

avontes

%= Explore| g @

BAT Unfunded Proiects Report

Folders
=] [{J Root | *|Name a
+| [E) BAT Reports _;;_EIBATijmMIRmnmandExaend'rtureBudqe:
+ [{J BAT Training Reports | |i&] BAT Unfunded Projacts Report
=1 [ CBAT Reports
[} Capital Reports

[ Sample Content
[) Shared Workspace Pages
+| [ Users

From the listing of CBAT (Capital) Reports, right
click on the BAT Unfunded Project Report icon

pvigate File \iew Favontes Tools Help

e % Bxplore & @

Gei- W Explore: /CBAT Reports/Capital Reports * BAT Unfunded Projects Report

Folders
| Root
+| [[J BAT Reports
+] [{J BAT Training Reports
-| [[J CBAT Reports
[) Capital Reports
{7 Sample Content
[ Shared Workspace Pages
+| ’[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.

§ubscnbe

ULy = l.' ¥

E-mail Link...

Add to Favorites
Properties... Alt+Enter
Refresh FS

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

E-mail Link._.

Add to Favorites

Properties... Alt+Enter
Refresh FS
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5A. After you have click on the PDF Preview icon, the
following screen pops up.

This is the Respond to Prompts screen

fined in the report. You may use the default values shown, or seled

Prompt Selaction Tyee Source
Enter Entity: - Report R : BAT Urfunded Projects Report
z : Gridl

Gnid: G

3
®
H
i

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

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 [» |

Prompt
Enter Entity:
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5C.

After you have entered “E” and your two letter

department code, click the OK icon, located in the
lower right-hand of the screen

| Respond to Prompts &
The following prompt has been defined in the report. You may use the defauk values shown, or select ckher members.
Frompt Selechon Type Source
Enter Entity: - Faport Report: BAT Unfurded Projects Report
o | b
|uitieie e Beset

The BAT Unfunded Project Report displays for the
Department selected on the Respond to Prompts

screen.
Miami-Dade County
BAT Unfunded Project Report
BLOGETING ANALYSIS TOOL
UNFUNDED CAPTTAL PROJECTS
(dolars in thousands)
PROJECT NAME LOCATION ESTIMATE PROJECT COST
[LAIER GUALEORD KNGHT CORRECTIONAL CENTER ROOF TOP SECURITY i?mc N 41 St 30
T
(ROME DETENTION CENTER - BUILOING BETTER COMMUNITIES BOND pea swizs:
FOMMUNICATIONS INFRASTRUCTURE EXPANSION Varwus Stes
FURNER GUSLFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR P00 N 415
FONDITIONING INSTALLATION |
HETRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT 1335 N 41 St
VOMEN'S DETENTION CENTER EXTERIOR SEALING 401N 7 ve
JURNER GUILFORD KNIGHT CORRECTIONAL CENTER MENTAL HEALTH EM N/ 415
RENOVATIONS
[USHER GULFORD KNGHT CORRECTIONAL CENTER PRESSURE WASH AND | 000N/ 41 5 500
ELEVATOR REFURBISHMENT Nancus Stes
JURNER GUALFORD KNGHT CORRECTIONAL CENTER DOMESTIC WATER 000 N 41 5t 20
FACILITY ROOF REPLACEMENTS Varcus Stes
ETHO VIEST DETENTION CENTER REPLACE HOUSING UNIT SECURTTY | 1380t/ 41 3
VOMEN'S DETENTION CENTER AIR CONDTIONING COILS 14018017 fence 430,000
bRE.TRIAL DETENTION CENTER RENGVATION - BUILDING BETTER 221w 138t
EOMMUNITIES BOND PROGRAM |
F%HEN EQUIPMENT REPLACEMENT Varicus Stes 2.100,000
2581150
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6A.

6B.

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

HUDGETING m.ummm

P‘MFEEE'LI’&FW KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY
T
R‘&EI'EK‘I'DCN CENTER - BUILDING BETTER COMMUNITIES BOND
IMUNICATIONS INFRASTRUCTURE EXPANSION
RNER GUSLFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR
ONDITIONING INSTALLATION
IETRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT
OMEN'S DETENTION CENTER EXTERIOR SEALING
PME%&;OW KNIGHT CORRECTIONAL CENTER MENTAL HEALTH
RENO
RNER GLELFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH ANDE
BEAL EXTERIOR

Fo00 N £1 5t
EERR R
1401 Nw 7 Ave

3R NW 41 5
1401 N/ 7 Awenuve
21N 135t
‘ancus Stes

J C-HEN EGUIPMENT HEFU-CEMEN‘I‘

The Unfunded Project’s location

Miami-Dade County
BAT Unfunded Project Report

.;uoarm ANALYSISTOOL

UNFUNDED CAPTTAL PROJECTS

PROJECT NAME

FURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECUR

MODIFICATION

KROME DETENTION CENTER - BUILDING BETTER COMMUNITIES BOND B0 5w 2SR

COMMUNICATIONS INFRASTRUCTURE EXPANSION

FURNER GURLFORD KNIGHT CORRECTIONAL CENTER KITCHEN AIR

CONDITIONING INSTALLATION

METRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT

WOMENS DETENTION CENTER EXTERION SEALING 401N 7 Ave

HJ RGL!L;ORDMGHTCORRECMCENTE% MENTAL HEALTH 000 NW 4151

FURNER GUILFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH

BEAL EXTERIOR

ELEVATOR REFURBISHMENT

FURNER GUSLFORD KNIGHT CORRECTIONAL CENTER DOMESTIC WATER

FACILITY ROOF REPLACEMENTS

mgs‘ DETENTION CENTER REPLACE HOUSING UNIT SECURITY

WOMENS DETENTION CENTER AIR CONDITIONING COILS

PRE.TAIAL DETENTION CENTER RENOVATION - BUILDING BETTER
PROGRAM

COMMUNITIES BOND|
TCHEN EGUIPMENT REPLACEMENT

{dollars in thousands)

| esmmaTE PROJECT COST

2,100,000

2,581,150
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6C.

And The Unfunded Project’s total estimated cost

Miami-Cade County
BAT Unfunded Project Report
BUDGETING ANALYSIS TOOL
=2
UNFUNDED CAPTTAL PROJECTS
PROUECT NAME LOCATION

%"FER G_Lll LFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY  |000 Nw/ 41 5t
T

KROME DETENTION CENTER - BUILDING BETTER COMMUNITIES BOND |'| B2 SW 2D
COMMUNICATIONS INFRASTRUCTURE EXPANSION Varcus Sies

YURKER GLW |FORD!0~.IG‘-‘I' CORRECTIONAL CENTER KITCHEN AIR S000NW 41 5t
CONDITIONING INSTS TIOH |

METRO WEST DETENTION CENTER INMATE HOUSING IMPROVEMENT 12350 MW 41 5t
WOMEN'S DETENTION CENTER EXTERIOR SEALING NA0THW 7 e

JURNER GLELFORD KNIGHT CORRECTIONAL CENTER MENTAL HEALTH 5000 W 41 o

HENOVATIONS

FYURNER GLELFORD KNIGHT CORRECTIONAL CENTER PRESSURE WASH AND | 7000 Nw/ 41 5t
BEAL EXTERIOR

ELEVATOR REFURBISHMENT Nancus Saes
"IJ;ERERGLFI!ORDSI-‘-IGI-.‘[ CORRECTIONAL CENTER DOMESTIC WATER ??Elx.'.".'.'-:l -
EACILITY ROOF REPLACEMENTS Varicus Stes
“EI'SS\EESY DETENTION CENTER REPLACE HOUSING UNIT SECURITY i'l}BII NwW41 5
WOMEN'S DETENTION CENTER AIR CONDITIONING COILS 51101.‘1‘.'.’ T Avenue
PRE-TRIAL DETENTION CE:N'I'E;l RENOWVATION - BUILDING BETTER 'm!:.-.-.- 1%
IMUNITIES BOND PROGRAM |
TCHEN EGUIPMENT REPLACEMENT Varus Stes

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.
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Activity 10A: 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.

In this activity, you will:

Navigate the Hyperion Reports Structure

Open the BAT Project All Revenue and Expenditure Budget Report
Respond to Prompts

Review the report data
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Step
1.

Action
Immediately after logging on to CBAT, you will see the
screen below

MNavigate File ‘\iew Faovortes Tools Hep

A & Y Bplore

Explore: [CBAT Reports/Capital Reporis | BAT Unfunded Prejects Report | MDOCAP - Task List Status | BAT Uni

! | Recently Opened | Quick Links
(] BAT Unfunded Projects Report Favorites
4 Moce? Applications
4 MOCEUD
23 Open.. HManning
& MocBUD
M 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

m Recently Openad

i3] BAT Unfunded Projects Report
4 Moccap

J_. MDCBUD

£ Open...

Navigate File View Favorites

A n 2 Exhre

Fa

Notes
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Step
3.

3A.

3B.

Action

Once you have clicked on the Explore icon, the
screen will change again to what you see below.

View Favoriles Tools Help

BAT Urfunded Projects Report MDCCAP - Task List Status BAT Unifur

-1 ) Root ! | #|Name

+ [[J BAT Reports || [} BAT Reports

+| [ BAT Training Reports

|7 BAT Training Reports

+1 ) CBAT Reports || 7 ceAT Reports

[ Sample Content
[7 Shared Workspace Pages

| (7 Sample Content
|| [ Shared Workspace Pages
+| [ Users | | P users

Under Folders, you will see a grouping of folders.

Click on + next to the CBAT Reports icon.

INavigate File \iew Favorites

%= Explore (¢,

Tools Help

BAT Unfunded Projects Report

) Sample Content
[} Shared Workspace Pages
#| [ Users

When you click on + next to the CBAT Reports icon

you will see the folder expand.

Folders
-| ) Root
+ @ BAT Reports
+| [[J BAT Training Reports
.. ~1 CRA Y enerre
) Sample Content
[[J Shared Workspace Pages
+] [ Users

! | #*|Name
[[J) BAT Reports

[) BAT Training Reports
| [ CBAT Reports
| [ Sample Content
‘ ) Shared Workspace P:

/
! | #|Name a
[[J BAT Reports

. [[J BAT Training Rs
| £ CBAT Reports
| [[J Sample Conten
| [ Shared Worksp
| 8 Vowe

RN DN UG DU ) puy
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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

wigate File View Favontes Jools Help

& 1= Bxglore iy

-2 Explore: [CBAT Reports/Capital Reports * BAT Unfunded Projects Report

Folders

= [ Root 1| % |Name a
4 [f) BAT Reports | | ‘_=| BAT Project All Revenue and Expenditure Budget Re
+| [[] BAT Training Reports | || BAT Unfunded Projects Report
-1 [[) CBAT Reports

[} Capital Reports
i) Sample Content
[[) Shared Workspace Pages
+| [ Users

From the listing of CBAT (Capital) Reports, right
click on the BAT Project All Revenue and
Expenditure Reporticon

Folders [CBAT Reports/Capital Reports
= [[) Root 1| e e
+1 () BAT Reports | BAT Project All Revenue and Expenditure Budget Re
+| [[] BAT Training Reports AT e e T e
-| [[J CBAT Reports
{7 Capital Reports

[E7 Sample Content
[EJ Shared Workspace Pages
+| [ Users

After you have right clicked on the BAT Project All

Revenue and Expenditure Reporticon, the
following pop-up box below will appear.

Name 4 |T

=] BAT Project All Revenue and Expenditure Budget Report JiF

Sugsc}ibe, i
E-mail Link...
Add to Favorites

Properties... Alt+Enter
FS

Refresh
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5.

5A.

Click on the Open Inicon.

Open Inicon asks the user, in what format do you
wish to view the report in.

Click on the PDF Preview icon

E-mail Link...

Add to Favorites
Properties... Alt+Enter
Refresh FS

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 your are running.

Respond to Prompts at Report Level [=]

Prompt Selection Tree
Enter Entity: - Reocn

3
2
H
i
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5B.

5C.

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 [» |

Prompt
Enter Entity:

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 ]
The following promp has been defined in the report. You mar use the default vauss shown, or select other members.

Raspond ta Prompts a Raport Level (7]

Prompt Sedection Tyee Source
Enter Entty: =] o o Eieport: BAT Sroject AN Fevenue sd
& Experciture Budget Repart
Gng: A1

&
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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 ANALYSS TOOL

=i

PRE-TRIAL DETENTION CENTER RENOVATION - BULDING BETTER COMMUNITIES

BOND PROGRAM

Miami-Dade County
BAT Project Revenue and Expenditure
Budget Report

DESCRIPTION Rlencvete P Pro- Trisl Detenton Cnter

LOCATION-1321 MW 13 5t
City of M

REVENUE SCHEDULE
BAC GO Financing
BAC GOO Seres 20054
BAC GOB Series 20080
DOC GOD Series 20080-1
BOC GOB Seies 2011A
DBC GOB Series 20134
BAC GOD Series 2014A
TOTAL REVENUE

EXPENDTURE SCHEDULE
Construction

Fusninsn Futures and Couipment
Pormistng

Plarsning and Design

Project Administration

Project Contingarcy

Tachnalogy Hardwars Solwarn
TOTAL EXPENDITURES

To Print and Save the report just, right click on the report

Distict Locamed:  §
Districafs) Served.  Courtywide

PROJECT® P3E7630

PRIOR FY 201415 FY 201518 FY 201617 FYX17-18 FY201819 FY2019-%  FUTURE TOTAL
] BA7 817 148 5,808 ] [} o 40313
L] ] -] -] ] ] € L] BS
68 ] ] ] ¢ o 568
1478 ] -] -] o o ¢ ] 1474
04 o o o o o ¢ o 304
533 o ] ] o o ¢ ] 53
Az o o g " o ¢ o 1z
#.887 847 5173 12248 9.608 0 3 o 47,000
PRIOR FY20M-15 FY201518 FY 201617 FYX17-18 FY201819 FY2010-X  FUTURE TOTAL
.t sai8 (1= 12543 M7 o 0 o M0
1 o -] e -] ] € o 1
L) 3 L] a an L] € L] ™8
2405 s o (] s20 o [ ] 341
L] ) " 1 s 1] ¢ o 1261
205 ] Mz 558 “ o ¢ o 121
I L0 I I I I L I 1210
8887 Bu7 817 12248 5,608 [] 3 o 47,000

screen and do as you would normally would do when the
Print icon appears.

You can save this report as a PDF.

300



BAT

BUDGETING ANALYSIS TOOL

Activity 11. Forecast Current Year Expenses in
Hyperion — (Seed ‘Prior’)

This activity will describe how to use the forecasting function in CBAT.

In this activity, you will:

Open the Capital Project Dashboard

Select a Project

Open the Forecast Composite form

Forecast data and seed “Prior” column on budget form
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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.

Explore: /CBAT Reports/Capital Reports | BAT Unfunded Projects Report | MDOCAP - Task List Status | BAT Unfi

: Recently Opened Quick Links
i) BAT Unfunded Projects Report F.wor‘vtcs

4 moccap R

4 MocEUD

£ Open... Planaiog

r1 Workspace Pages

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

= Manage Task Lists
* My Task List |

'+ Preferences

Click on the + sign next to My Task List.
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You will see the My Task List folder expand.

Click on the + sign next to the Capital Task List. .

!-kxnePage MDCCAP - Task List Status * ‘

i+ Forms

[* Manage Task Lists
My Task List

6]P g Tasc st

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
@ Capital Task List|
@ [ivalize Capital Project Dashboard
Iil] & Capital Project Dashboard ]
& ® project Index Code Mapping
i1 ®¥ Unfunded Project Details
@ O ageregate 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

Tok List Shatm

————0_——©

Form/Column 1 - Information Driver

This is the driver of your Capital Project
Dashboard.
It is called the “Master” form and it is interactive.

....... Status

Tash - Capetal Projoct Dashispard Prapms Dashbaard  1vs o7t

STTRES - Mol e 100 LAy A Ve fance ByEm 00 404 Cemar

I
In the form/column 1 is where you select the Project
and Project Site.

304



BUDGETING ANALYSIS TOOL

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

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...
P385480 : P: ELEVATOR REFURBISHMENT (P385480) ‘|
P386050 : P: TURNER GUILFORD KNIGHT CORRECTL.. |
P386430 : P: FACILITY ROOF REPLACEMENTS (P386...
P386570 : P: METRO WEST DETENTION CENTER RE...
P387210 : P: WOMEN'S DETENTION CENTER AIR CO...
P387680 : P: PRE-TRIAL DETENTION CENTER RENO... | ~

NOTE:

All Projects will have the letter “P” in front of the
number.

“P” denotes Project.
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SA. When you have highlighted your selected Project just
slick on it.

Task List Status

e D &

Member

Member
P382090 : P: COMMUNICATIONS INFRASTRUCTURE...
P382600 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383090 : P: METRO WEST DETENTION CENTER IN...
P383540 : P: WOMEN'S DETENTION CENTER EXTERI...
P383850 : P: TURNER GUILFORD KNIGHT CORRECTI...
P383910 : P: TURNER GUILFORD KNIGHT 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

5B. Now the project you selected is showing in the
dropdown box.

575863 - Renovation of video, data transmition and telecommunication infr

$76838 - 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.

| 385480 ; P: FIFVATOR REFURBIS (]

[ Page Dimension )

Member | 385

Member
P383850 : P: TURNER GUILFORD KNIGHT CORRECTION...
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

P385480 : P: FI FEVATOR REFURBIS (]

Page Dimension E)

Member | Eld -

Member
P385480 : P: ELEVATOR REFURBISHMENT (P385480)

L )

i s e
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6.

6A.

When you have selected the Project and it is showing in
the drop down box - click on the horizontal arrow button -

also called the GO icon
Task List Status

| Task - Initialize Capital P

[There are no valid columns of data fi

575863 - Renovation of video, data transmiticn and telecommunication infr |
S76838 - Complete the rollout of the Cisco VOIP project
576839 - Complete the rollout of the Gisco VOIP project

If you do not click on the GO icon, your correct Project
information will not populate inform/column 1 or 2.

When a Project has been selected, you will see in

form/column 1 a variety of Project Sites begin to populate
and in addition, you will also see information about the
Project populate in form/column 2 as well.

Task Lt Shats

i ua—umm-ﬂot—-o Tauk fmatrcsom e e

- 3 .

e oo
f T T e —— g | g,
[——r———

| B et

| Praw_Acmeal_Sman_Daw.
e | 520 temat ot

Py —  Fp———

I = —f——

| B I8 ke | Son e, et i i
e

| e o ot | 0 | 5o o

Prape, Comemans " || son comemaen, o

| P v ot | o0 comren pamtn

| e | ow Brpenn P
oy ol =
| B mrgion ety = | B0 Baten_Gvamen
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Step
7

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

| Task - Capital Project Dashboard-Project Dashboard - Task Instructions

i~ [3)

There are no valid columns of data for this form.

576831 - Refurbish elevators at Pretrial Detantinn Cantar (5) — |
576842 - Refurbish elevators at Pretral De
576843 - Refurbish elevators at Pretril De
576844 - Refurbish elevators at Pretrial De (=1, 14 s o
577534 - Refurbish elevators at Pretrial e [

[y Project Ovenview
[y Actuals Form

(5] Show Changs History

B Lodunlock Cells
Filter »
Sort 3

Notes
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Step

8.

Action Notes

The Forecast Composite form displays the following data:
4. Actuals

5. Historical Years Data
6. Current Year Budget
7. Current Year Forecast

2. Historical Years budget is
for all years previous FY14-15

“Prior Year” in the Budget
Book is calculated by adding
Column 2 and Column 4.

Task List Status

| Task- Capital hboard-Pro Bboard Task 1
Project Dashboard > Forecast Composite

- -+

! ms
| |5 YerTo
| ToTAL | Misctona |

|
| &, Ertiry: P: TURNER GUILFORD meﬂmow. m@i TOR SECURITY M (P3810230) e 2 Praject_Sme: 577601 - Moddy roof top
| PRIOR. |  Fr201415 |
‘ Budger | |
- i BegBalancy |  BegBalance | Ga | HNov | Dec | =2Q1 |
| | Capienl Oty Reserve | ) AN_Milastones 220,000

Data can be entered for the specific project/site
combination by opening the + sign next to the Milestones.

4, Entity: P: TURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY M (¢

PRIOR | FY2014-15
- . B l.“ lance o BegBalance i Ot
Capital Outlay Reserve [T]1_Milestones | | 220,000 |
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Step Action Notes

10. Using the right click menu, a funding source can be
added for historical information and current year forecast
if it is not available.

('] Add Funding Source
Edit »
Adjust »
B Comments

-

= Supporting Detail
Show Change History
B4 Document Attachments
4 Lock/Unlock Cells

Fileer *
Sort »
& Entity: P: TURN A3 Anzhze ks cenTen ROOS
| Q) Mew Ad Hoc Grid | FY2014-15
#=] Show member in outline | Budget
: {  Selectal - Deglaiance
Capial Outay Resarve | — 2000
| 5 A9_Miestones | 500,000 | 220,00
10. Data can only be entered in the Historical Data field and
the Current Year Forecast.
o, Entity: P: TURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURITY M (P3810220)
PRIOR | FY2014-15 —
B ——| | Begdlance | Beghsbnce | O Moy
T p—— S |
|5 A Miestones | 500000 220000 | 500,000 |
11. Once entered the values will also appear on the Budget

Revenue and Expense Form to enhance the data
available for Budgeting

o, Entity: P: TURNER GUILFORD KNIGHT CORRECTIONAL CENTER ROOF TOP SECURIT

| PRIOR | FY2014-15 |
PRIOR Forecast |
2003 Juvenis Counthouse Bond 1 Al Misstones |
Capital Outlay Reserve | & All_Milestones 500,000 500,000 |
Expense Total | Expense Total 500,000 500,000 |
Rev - Exp | Rev-Exp
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