
Section III – Using Capital Projects Budget Module in CIIS  

Signing into to CIIS: 

• Go to the intranet on the County’s server 
• http://intra/ciis 

 

Sign-In Screen: 

 

 

 

 To ensure you are working in the Capital Projects Module, always click on the Capital 
Projects link 
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Adding New Funded Projects 

 

 Click on the Select By Department drop-down to select your department 
 

 

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

 Then click on Cancel/Exit 
 

Important: 
Remember to align your projects to a Strategic Objective 

 
 
Adding New Budget Projects 
 

 

 Click on Select Budget by Project by Number or Budget Project by Description to 
find capital project(s) 
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Adding Project Sites 

 

 Click on the tab Add GEO Coded Site to add site information that will allow you to add 
financial information regarding project 

 

 Click on the Select Loc Type drop-down and choose site code for project 

 There are several options to choose from when selecting your GEO Coded Site 
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• Update the fields within the Address Entry Form and click Find Address 
• The GIS Data will automatically be updated 
• Then click Add to save 
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Main Site Screen 

 

 Click Site Description and Site Comments 
 This screen will allow you to update the overall projects status 

 
Adding OMB Revenue  
 

 
 

 Click on OMB Revenue Update tab to add revenue to project 
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 Click on the Add New OMB Funding tab to add new revenue 
 

 
 

 Click on the Select New Funding drop-down to see the list of available revenues and 
move cursor down to select revenue 
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 Once revenue is selected from drop-down, type the value of the revenue source in the 
fiscal year(s) to be received 

 All dollars should be rounded to $000’s 
 Click Add to save information and add revenue to project 

 
Adding Milestones 
 

 
 

 Click on Add New OMB Milestones tab to choose milestones for project 
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 Click on Select Milestone drop-down and scroll mouse over desired milestone 
 

 
 

 Click on Funding Area drop-down to find appropriate revenue source to fund the 
milestone  

 Important: DO NOT OVER ALLOCATE revenue to milestones 
  

132



 

 
 

 Select the appropriate fiscal year expenditures to be incurred (rounded to the $000’s) 
 Click Add to add revenue to project and save information 

 
Updating Projects in CIIS 
 

 
 

 Click on the drop-down and select project from list 
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 Click on the SITE Location/Desc in order to update milestones and revenue 
 Click on Update Project to update project descriptions 

 

 
 

 To update milestones, click on OMB Milestone Update 
 To update revenues, click on OMB Revenue Update 
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• To update budget milestones, click on OMB , then update active fields 
• To update CIIS milestones, click on CIIS Propo 
• To periodically update expenditures, click on CIIS Actual 

 

 
 

• To change revenues associated with milestones, click on the Funding Area drop-down 
and select appropriate revenue, then click Save/Update 
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Using Reports in CIIS 
 

 
 

 Click on the (R) icon in order to access financial reports 
 

 
 

• Two types of reports – Funded (on the left) and Unfunded (on the right) 
• Use the F-1 through F-5 for purposes of Budget Discussions 
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Deleting Projects in CIIS 
 

 
 

 Click on drop-down and the select project for deletion 
 

 
 

 Click on the Update Project tab 
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 Click on Mark For Deletion 

 Type justification for deletion in box 
 Then click Save/Update 

 
 
Adding New Unfunded Project 
 

 
 

 Click on Add New UnFunded Project 
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Notice there 
are no periods 
used with 
these 
abbreviations 

 
 

 Fill out all information in available fields 
 It is important to remember that Estimated Project Cost is in 000’s 

 
 
Important 

The complete training guide for the Capital Projects budget Module can be found 
on the web at: 
 
http://www.miamidade.gov/budget/FY2013-14/budget-development.asp 
 

 
Below are descriptions of the system selections: 

 Project – The project name will automatically be all CAPITAL LETTERS.  The project 
number, which appears before the project name, is automatically assigned by the system. 
Physical location of the project should not be abbreviated in the project title, i.e. Street, 
Avenue, etc. 

 Chg Proj Name – Check this box if the name of the project needs to be changed or 
updated and enter the new name in the appropriate field. 

 Description – Describe the size, scope, and use of the project.  It must begin with a 
verb such as: Construct, Design, Add, Waterproof, Replace, Modify, Expand, Provide, 
etc.  The description may be extended with phrases separated by semicolons, beginning 
with verbs.  Describe all years’ activities, not just FY 2013-14.  This field is limited to 255 
characters.  Do not put a period at the end of the description.  The description is not a 
sentence or a paragraph; it is a phrase or series of phrases. 

 Location - Physical location of the project: use these abbreviations, as applicable:  

NW, SW, Ave, St, Blvd, Ln, Ct, US1 do not use periods in the abbreviations 

If a specific street address is not available, provide as specific a location as possible: 
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