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Activity PS1: Logging on to the PeopleSoft Capital  
                   Application 

 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TIP:  
 

To log on to the PeopleSoft capital application, use the same link you use for e-
Par when entering your employee hours for payroll. 

 
 
 

IMPORTANT: 
 
In order to log on to the PeopleSoft capital application, you need to have security access.  
 
To get security access contact the head of your departmental capital division and/or  work with 
your departmental operating budget division and they will submit a request to OMB to grant you 
access to the system. 

 



   
 
 

8 
 

 
Step Action Notes 
 
1. 

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

 
 
 

 

 
2. 

 
For training purposes, your training password will be be given to 
you at the time of your training”. 
 
         TIP: 
                       When you are in production, your password will be 
                       the same password you use for e-Par when entering  
                       your employee hours for payroll. 
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3.  
Once you have logged on, the screen below will appear. 
 
Scroll down and click on the Miami-Dade Custom 
icon. 
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Step Action Notes
 
4. 

 
The next screen that will appear is shown below. 
 
Please click on the Projects icon which will take you to the main 
screen to start your capital budgeting process. 
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Step Action Notes
 
5 

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

 
 
 
 
Now you can begin your capital development process. 
 
 

 

 
 
 

--End Activity-- 
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Activity PS2: Searching for a Project in PeopleSoft 
 
 

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

IMPORTANT: 
 

You will only see those projects in the department to which you have security access to 
and/or those projects that you may manage for another department. 
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Step Action 
 
1 

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

 
2 

 
 
Once you have followed the log on process you will be brought 
to the screen below. 
 
This is the screen where you will begin your search for an 
active capital project. 
 

 
 
 

3   

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

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

5 To search for a project via the 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. 
 

 
 
 

TIP: 
 
              If you do not know the project number, it can be found in either  
              the Proposed and/or Adopted budget books 
 
 
Once you have entered the Project Number, you will be immediately taken 
to the project information screen below. 
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TIP:  
 

To find a capital project number in either the Proposed 
and/or Adopted Budget books, you will need to go to the 
department the project is located in. 

 
 
The project number is ALWAYS located to the right of the project 
name. 
 

 
 
 

6.  Searching for a project via the Project Name 
 
To search for a project using the project name, first enter the 
first word or two of the project name in the empty field box to 
the right of the “Project Name” icon which is highlighted 
below. 
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Next click on the dropdown box highlighted below and select 
“contains”. 
 
By selecting contains, the system will pick-up all ACTIVE projects 
that contain the words you listed in the description  
 

 
 

Then click on the SEARCH icon. 
 

7.   
Once you have clicked on the Search icon, the user will see a 
listing of all ACTIVE projects that  contain the words indicated. 
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8.   
If you are confident and know the exact name of the project, click on 
the dropdown box which defines the search -  in this case it reads 
“begins with”   and then type the project name in the box next to it 
 

 
 
 

9.   

TIP: 
 
              If you are searching for an “Unfunded project” you need to 
              check the “Unfunded” box below. 
 
              If you are searching for an “Archived  project” you need to 
              check the “Archived” box below. 
 
               
… and follow the same process above 
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--End Activity-- 

10   
From the listing of projects provided, select one and click 
 
 

 
 

11   
Below is the project screen that will pop up related to the project you 
selected. 
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Activity PS3: Searching for a Project Site in  
                        PeopleSoft 
 
 
 

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

IMPORTANT: 
 
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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Step Action 
 
1 

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

 
2 

 

Second, you need to find the “Project” that the “Project 
Site” is linked to. 
 
For assistance refer to Activity PS2:  “Searching for a 
Project in PeopleSoft”   
 

   
 

IMPORTANT: 
 
You will only see those projects in the department to which you 
have security access to and/or those projects that you may manage 
for another department. 
 
 
 

3   

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

4.  You will now be taken to a screen which will list  ONLY those 
“Project Sites” associated to the project you selected 
 

 
  
 
Below is a screen shot of what this project and project site looks like 
in  CBAT 
 

 
 

5  If the user is seeking more information on a project site, click on the 
“Details” icon 
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Activity PS4: PeopleSoft Project Information Overview 
 
 
This activity will assist the users in understanding the various categories in PeopleSoft for a 
more accurate project accounting. 
 
 

 
1 

Below is a screen shot of what an active completed project looks like 
in the PeopleSoft system 
 
The objective of this activity is to provide you with the background 
and purpose for each of the categories listed below required for a 
project so that the user has a better understanding of what is being 
requested for a more accurate presentation of the project 
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2 

 
 
Project Number – The number that is auto assigned to your project when it was first 
created; it is the number that will be referenced throughout the life of the project 
 
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; the project will NOT be printed in 
the budget book and will have NO expenditure authority 
 
Project Name – The name entered by the user when the project was first created; the 
name of the project that will be referenced throughout the life of the project 
 
Project Description – Describes the project; ALWAYS starts with an action verb (i.e. Build, 
Construct, Purchase, Renovate; Install etc.) 
 
Project Address –  Physical location of the project  
 
Project Location – Where the project resides: municipality, UMSA, Special Taxing District 
etc; the users chooses from a drop down box 
 
 
 
 

IMPORTANT: 
In tying back on what you enter in PeopleSoft impacts the budget……  
 
 
 
Example – Proposed Budget Book (Volume 2 – Departmental narrative) 
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3   

 
 
District Location – The district the project physically resides in; can 
only be in one district; however, a project can also be a countywide, 
UMSA, systemwide, taxing district, or not applicable 
 
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 

 
 

IMPORTANT: 
In tying back on what you enter in PeopleSoft impacts the budget……  
 
 
 
Example – Proposed Budget Book (Volume 1- Appendices) 
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4   

 
 

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

 
 

IMPORTANT: 
In tying back on what you enter in PeopleSoft impacts the budget……  
 
Example – Proposed Budget Book (Volume 2 – Departmental 
narrative) 
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5   

 
 
Strategic Objective – to select the Strategic Objective 
most suited for the project,  there is a drop down box for the 
user to select from (see below);  the strategic objective ties to 
the County’s overall strategic plan and should tie to the 
department’s business plan 
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Example – Proposed Budget Book (Volume 1 – Appendices) 
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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 
corresponds to: 
 

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

 
 

 
 
 
 

IMPORTANT: 
 
The following sections (7 and 8 ) are VERY important for those 
departments whose projects are included in the County’s Long Range 
Transportation Plan (LRTP)  
 
The LRTP is a federal requirement 
 
The information captured here is how we categorize LRTP projects to be 
included in the development of the County’s LRTP 
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7  CIE (Capital Improvement Element) info – In this 
section, the user has a drop down box from which to select 
from; this identifies which category the capital  project sits in: 
 

 Aviation 
 Coastal Management 
 Conservation 
 Drainage etc. 

 

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

 What projects fall under each of these categories 
 How many projects are there 
 How much has been allocated 

 
 

 
 

 
 
 

IMPORTANT: 
This section is VERY important for those departments whose projects are 
included in the County’s Long Range Transportation Plan (LRTP)  
 
The LRTP is a federal requirement 
 
The information captured here is how we categorize LRTP projects to be 
included in the development of the County’s LRTP 
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8 

 
 

Resiliency Component – as the County moves toward 

being a more “Green-Sustainable” community, this aides 
the County in identifying which capital projects are sustainable 
projects which are highlighted in the budget book by a leaf 
emoji  

                                                    
Being a more resilient community is an important initiative for the 
County. If you have not read the FY 2017-18 Proposed Budget and 
Multi-Year Capital Plan, below is an excerpt from Volume 1 - so you 
can understand how resiliency plays a role in the County’s overall 
budget. 
 
Example -  Proposed Budget Book (Volume 1 – Executive Summary) 
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IMPORTANT: 
In tying back on what you enter in PeopleSoft impacts the budget……  
 
By marking this project below as having a resiliency component, it is 
noted by  a leaf emoji  ( ) in the department’s capital budget 
 
Example – Proposed/Adopted Budget Book (Volume 2 – Departmental 
narrative) 
 

 
 
 
 
 
To classify the type of sustainable component your project is,   
the user also has a drop down box from which to choose from 
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IMPORTANT: 
In tying back on what you enter in PeopleSoft impacts the budget……  
 
 
Example – Proposed/Adopted Budget Book (Volume 1 – Appendices) 
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9   

 
 

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 
 

“Unfunded” capital needs are just as essential as “funded” 
capital projects and so it is important for departments to identify 
those “unfunded” capital needs 
 
There may not be enough money to fund every capital project 
on your departmental wish list – and so those “unfunded” 
projects should be moved to your “unfunded” capital projects 
list 
 
If a department has “unfunded” capital projects, these 

“unfunded” projects will appear in the back of their 
departmental budget book narrative behind their capital 
projects 
 

Below is an example of those projects marked as “unfunded” 
in a department and how the information plays a role in the 
budget book process 
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10   
Estimated Total Unfunded 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 
 

 

IMPORTANT: 
If you are entering a value in the “Estimated Total Unfunded Project Cost” 
section, please remember that the value must be the “Actual Value”, NOT 
in thousands 
  
Example – if the project cost is $1,500,000 
 
Do not enter:  $1,500  (incorrect) 
 
Enter : $1,500,000 (correct) 
 
 

11   
For the following boxes, the user must check those which 
apply: 
 

 
 

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

(QNIP) 
 Building Better Communities General 

Obligation Bond program (BBC GOB) 
 

This is VERY important, as it assists in identifying what type of 
capital projects they are and their funding mechanism 



   
 
 

38 
 

12   

FY Impact -  This section is only filled out when this is an 
active project and 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 ensure that they are also entering information in the 
“Estimated Operating Cost” field as well too - as they 
both go hand in hand 
 
 
 

 
 
 
Budget book example 
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13  Estimated Annual Operating Cost  -   This section is only 
filled out  when this is an active project and there is a Departmental 
operating impact;  if you are entering information in this field, the 
user must ensure 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 field, the user MUST work with the 
Department’s budget section to ensure everyone is on the same 
page 

 
 
 

 
 

14  Additional FTE’s  -   This section is only filled out when this is 
an active project and there is a Departmental operating impact with 
additional positions required;  if you are entering information in this 
field, the user must ensure that they are also entering information in 
the “FY Impact” and “Estimated Annual Operating Cost”  
field as well - as they all 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 
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--End Activity-- 

15  Percentage complete  -   in this field, the user inputs the 
percentage complete for the entire project  year-to-date 
 

 
 

16   

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

17 
 

 

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

18   

 
 

Project Comments – in this field, the user can make 
comments on the projects status and/or  point out any issues  
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Activity PS5: PeopleSoft Project Site Information 
Overview 
 
 
This activity will assist the users in understanding the various Project Site categories in 
PeopleSoft for a more accurate project accounting. 

 
1  Below is a screen shot of what an active completed project site looks 

like in the PeopleSoft system 
 
The objective of this activity is to provide the user with the 
background and purpose for each of the categories listed below 
required for a project site so that the user has a better understanding 
of what is being requested for a more accurate presentation of the 
project 
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2 

 

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 associated 
specifically to the project site 
 
Location Type  -  describes the type of address provided; it 
is a drop down box 
 
Site Location  - the street address of the project site 
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3   

 
 

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 (WO) 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  
year-to-date for the project site 
 
 

IMPORTANT: 
Entering the Work Order information, Original Budget, 
Actual Cost, and Percent Complete is part of the 
project manager’s responsibility overseeing the project 
 

4   

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

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

 
 
 

5  

 
 
 
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 
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6  “QNIP” Quality Neighborhood   
Improvement Program project information 
 

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

7   

 

QNIP Scope of Work -   in this field, the user selects from 
a drop down box  the type of work to be done 
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8 

 
 

Revenue (Funding Source)  -   in this field, the user selects 
from a drop down box QNIP funding source that is funding this 
project 

 
 
 

9 

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

TIP: 
           This is part of the project manager’s responsibility  
            
 
 
 

10 

 

Approval Date -   the date in which the Commissioner 
approved the funding for this project 
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11   

“BBC GOB” Building Better Communities 
Bond Program project information 
 

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

12   

Ballot Question No -   in this field, the user selects from a 
drop down box for the voter approved “Ballot Question” tied to 
the project 
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13   

BBC GOB Ballot Proj No -   in this field, the user selects 
from a drop down box for the BBC GOB project number 
assigned to the voter approved “Ballot Question” tied to the 
project 
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14   

Project  Site Schedule Information 
 
 

 
 

TIP: 
           This is part of the project manager’s responsibility  
            
 
 
 
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  
 
 
 
 

TIP: 
           There is a calendar box to assist you in the  
           selection of dates. 
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--End Activity-- 
 
 
 
 
 

15   

Project  Site Management Information 

 

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

16   

 
 

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 PS6: Creating a New Project in PeopleSoft  
 
 
 

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

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

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

 In order to create a project site, a project needs to be created in the PeopleSoft 
application 
 

 In order to obtain a project number, a project must first be created in the PeopleSoft 
application 
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Step Action Notes
 
1. 

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

 

 

Step Action Notes
 
2 

 
 

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

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

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

 
 

 

 
5 

 
You can search through the list in two ways noted below 
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Step Action Notes
 
6 

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

 
 

 
 
 
 
 

 
7 

 

Enter your Project Name 
 
 

TIP: 
           Your Project Name should always be all in CAPS; the  
            system is programmed that once a project is saved – the project  
            name will be displayed in ALL CAPS, as presented in the  
            Proposed/Adopted budget books        
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Step Action Notes
 
 
 
 

TIP: 
             When deciding on a Project Name, it is important to keep 
              in mind that the name chosen - is how the project will be 
              referenced thru the entire lifecycle of the project from start to 
              finish.  It should be something that easily identifies the project  
              from all others  
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Step Action Notes
 
8 

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

to enter is the Project Description. 
 

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

 Construct 
 Build 
 Renovation 
 Purchase 
 Demolish 
 Install 

 
 
 

TIP: 
 There are NO periods in sentences. 
 Instead of periods use semicolons ( ; ) 
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Step Action Notes
9  Next, enter the Project Address. 

  

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

 NW   
 SW 
 SE 
 NE 

 
Always use abbreviations in upper and lower case - examples below  

 St 
 Ave 
 Ter 
 Rd 
 Cswy 
 Way 

 
If it a site, examples below 

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

 
 
Example of an address  
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Step Action Notes
 
 
Examples of a site address 
 

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

 
 
 
 
 
 
 
Example of an address that is an intersection  

 
 
 
 
 
 
 
 
 

 



   
 
 

61 
 

 

Step Action Notes
 
10 

 
Next, enter the Location of the project 
 
Select from the drop down box 
 

 
 
 
Location can serve as a municipality…. 
 

 
 
Or an area/ vicinity 
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Step Action Notes
 
11 

 

Next select the district where the project is located in “Dist Located” 
 
 

When selecting the District Located – you are selecting the 
Commission District that the project resides in. 
 
 
 
Depending on the type of project, it is possible to select more than one 
Commission District; an example could be a sewer line; a transit project etc 
 
 

IMPORTANT: 
This is very important for when the County is asked for a report on projects 
by district, this is how we are able to extract that information 
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Step Action Notes
 
12 

 
Next select the Commission District the project serves 
 
 

 
 
 
Depending on the type of project, it is possible to select more than one 
Commission District 
 

 
IMPORTANT: 
This is very important for when the County is asked for a report on projects 
by district, this is how we are able to extract that information 
 
 

 
 
 
 
 
 
 
 
 
 

 
13 

 

Next select the Community Council District the project serves 
 
 
If this is not known, then select from the drop down box “Not Applicable” 
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14 

 
Next select the Strategic Area that the project falls under. 
 
 
There is a dropdown box to select from. 
 

 
 
 
 

TIP:  
             For more detailed information refer to page 26 of this manual  
              
 
 

 
 
 
 
 
 
 
 

 
15 

 

Next select the Strategic Objective that the project relates to. 
 
 
There is a dropdown box to select from 
 
 
 

 
 

TIP:  
             For more detailed information refer to page 29 of this manual  
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Step Action Notes
 
16 

 
Next select the Function that the project relates to. 
 
 
There is a dropdown box to select from 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
17 

 

Next select the CIE information that relates to the project.  
 

CIE stands for Capital Improvement  Element 
 
 

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

 Transit and Public Works 
 Seaport 
 Aviation 
 Water and Sewer 
 Parks, Recreation, and Open Spaces 
 Regulatory and Economic Resources 
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Step Action Notes
 
18 

 

Next select the CIE Element that relates to the project.  
 

CIE stands for Capital Improvement  Element 
 
 
There is a dropdown box to select from. 
 
This information is especially important for projects that are related to: 

 Transit and Public Works 
 Seaport 
 Aviation 
 Water and Sewer 
 Parks, Recreation, and Open Spaces 
 Regulatory and Economic Resources 
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19 

 

Next select the Resiliency Component that relates to the project. 
 
 
There is a dropdown box to select from. 
 
 
 

 
 
 

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

TIP:  
             For more detailed information on resiliency, what it is to be a resilient  
             community and how being resilient impacts the County’s budget, 
             please refer the “Executive Summary” section and the “FY 2017- 
             18 Proposed Budget” section of the FY 2017-18 Proposed Budget 
             and Multi-Year Capital Plan - Volume 1 
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20 

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

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

program) 
 
 

 
 
 
 

 
 
 
 

 
 

Step Action Notes
 
21 

FY Impact  ( Fiscal Year Impact)  
 
Select a FY Impact 
 

IMPORTANT 
This box should only be completed if there is a fiscal impact to the 
Department as a result of the project being completed. 
 
To determine if there is a fiscal impact you need to work with your 
Departmental budget division. 
 
If it is determined that there is a fiscal impact, the user needs to 
select the fiscal year in which the fiscal impact will occur. 
 
 
 
There is a dropdown box to select from. 
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22  

 

Entering a value in the Estimated Annual Operating 
Cost section 

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

 
 
 

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

 
 
 
 
 
 

23 Next , if you have selected “FY Impact”  in Step 21, entered an 

“Estimated Annual Operating Cost” in Step 22 , then it 

is quite possible this project may require “Additional FTEs” 
 

IMPORTANT 
This box should only be completed if additional FTEs are required to 
open/operate/maintain facility as a result of the project being complete. 
 
To determine if additional FTEs are required, please work with your  
Departmental budget division. 

 
It is also important to note that you can still have an estimated annual 
operating cost without the project requiring additional FTEs - however, this 
is only determined when working with your departmental budget division. 
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24 

 

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

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

 

 
 
 
 
 

 
25 

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

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

 When information is needed on a project and the project manager 
in not available at that time,  the user can use the information 
posted in the system 
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26 

 

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

 
 

 
 
 

 
27 

 

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

 
 

 
 
TIP:  
              If you date the comments at the end, it helps the viewer how  
               recent the comments were 
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28 

 

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

project, click on the Save icon. 

 
 
 

 
 

 
29 

 

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

 
 
 
 
 

 
 
Project #_____________ 
 
 
 

 

 

                                 --End Activity-- 
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Activity PS7: Creating a new Project Site in  
       PeopleSoft  
 
 

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

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

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

 
 All project budgets are budgeted at the project site level 

 
 In order to budget for a project site in the CBAT application, a project site must first be 

created in PeopleSoft  
 

 Creating project sites allows the project manager to better manage and budget for 
various components of the project 
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Step Action Notes
 
1 

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

 

 
2 

 
To “create a new project site” click on the “Project Sites” tab. 
 
 
A project site can only be created once a project has been created and issued a 
project number 
 

 
 

 

 
3 

 

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

Next, enter the project site description – this should be written in the same 
format as your project description. 
 
Please refer to:  

Activity PS6: Creating a New Project in PeopleSoft -- Steps 11 
and 12 
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Step Action Notes
 
4 

 
Next select from the drop down box - the site status. 
 

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

 
 
 

 
5 

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

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

 NW   
 SW 
 SE 
 NE 

 
Always use abbreviations in upper and lower case - examples below  

 St 
 Ave 
 Ter 
 Rd 
 Cswy 
 Way 

 
If it a site, examples below 

 Miami International Airport 
 Dante B. Fascell Port of Miami-Dade 
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Example of an address 
 

 
 
 
An example of an intersection address 
 
 

 
 
 
 
An example of a Land Mark address 
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Step Action Notes
 
6 

 
 

Next select from the drop down box the Commission District  
 

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

 
 
 

 
 
 
 
 

 

7 
 
 

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

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

 

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

 
 

 
 

TIP: 
            Entering this infomraiton is the responsibility of the project  
            manager. 
 
 
 

 
 

 
9 

 

Work Order Amount 
 
Enter a value 
 
If you have a value tied to the work order, enter that value here. 
 
 
This information should always be written in whole numbers. 
 
An example  
$1.5 million  should be entered as $1,500,000 
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Step Action Notes
 
10 

 

Original Budget 
 
Enter a value 
 
This is the original value of the project. 
 
 
This information should always be written in whole numbers. 
 
An example  
$1.5 million  should be entered as $1,500,000 
 

 
 

 
11 

 
.  

Actual Cost 
 
Enter a value 
 
This is the actual cost of the project 
 
This information should always be written in whole numbers. 
 
An example  
$1.5 million  should be entered as $1,500,000 
 
 

 

 
 

   



   
 
 

82 
 

 

Step Action Notes
 
12 

 

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

 
 

 

 
13 

 

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

 
Select from the drop down box 
 

 
 

TIP: 
            If your project is using PTP revenues, it is a PTP project. 
 
 
 

NOTE: 
If you do not know this information, contact your OMB budget analyst for 
assistance. 
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Step Action Notes
14 QNIP  Project Information 

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

 
 

TIP: 
           If your project is using QNIP revenues, it is a QNIP project. 
 
 

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

 
 
 

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

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

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

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

 
 

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

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

 

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

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

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

 

 
 
 

 
 

 
18 

 

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

 

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

 
 
 

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

 
 
 

 
20 

 
 

Save the information entered   
 
 
Once you have entered all the necessary information for the newly created 
project, click on the Save icon. 
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21 

 

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

 
 
 
 
 

 
Project Site 
_____________ 
 
 

 

                                                      --End Activity-- 
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Activity PS8: Archiving a Project in PeopleSoft  
 
 

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

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

 
 When a project is completed it must be archived 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 

 
. 
 

 
You will only see those projects in the department to which you have security access to and/or 
those projects that you may manage for another department.
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Step Action Notes
 
1 

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

 

 
2 

 

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

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

 
 

 Enter the project number you wish to archive or 
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Step Action Notes
 Enter part of the project name 

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

 
 
 
Use all the methods above to search for a project 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
3 

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

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

 
 

 
 
 
 

 
4 

 

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

Click on the Save icon. 
 

 
 

IMPORTANT: 
By archiving the project, the project will no longer be displayed in 
either the Proposed or Adopted budget books and it will no longer be 
included in your capital narrative financials. 
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Step Action Notes
 
5 

 

Unarchiving a project 
 
 

IMPORTANT: 
To “Unarchive” a project just uncheck the archive box 
 

 
 
 

 
 
 
Project____________ 

 
 

--End Activity-- 
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Activity PS9: Creating an Unfunded Project in  
       PeopleSoft  
 
 
 
 

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

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

 
 Unfunded projects will be included in your departmental Proposed and Adopted 

narratives 
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Step Action Notes
 
1 

 
To create an “Unfunded” capital project in PeopleSoft, refer to  
 
Activity PS6 “Creating a New Project in PeopleSoft” 
and follow steps 1 thru 29 

 

 
2 

 

When you come to the ““Unfunded Projects” section in PeopleSoft 
 

 
 

Check the “Unfunded” box 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3 

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

 
 

The “Estimated Total Unfunded Project Cost” is what the 
estimated cost is to actually complete the project – what you would have 
budgeted if this was a funded project 
 
 

IMPORTANT: 
When entering a value – use whole numbers. 
An Example $10 million is 10,000,000  
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Step Action Notes
 
5 

 
 

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

need to Save the information entered 
 
 

Click on the Save icon 
 
 

 
 
 
 
 
 

IMPORTANT: 
 

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

 An active project in the Proposed or Adopted budget books  
 

 It will no longer be included in your narrative capital financials 
 

 It will however, appear in the back of your capital narrative as an 
unfunded project. 

 

 
 
 
 
Project __________ 
 
 
 
 
 
 
 
 

 
 
 

--End Activity-- 
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Activity PS10: Moving an “Active” Project to 
                         “Unfunded” in PeopleSoft  
 
 
 
 

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

Understanding how to move an active project from “funded” to “unfunded” in 
the PeopleSoft capital application is important because… 
 

 
 If during the budget process you learn that there are not enough revenues to fund a 

project, then you must move the project from “funded” (active)  to unfunded  
 

 If during the budget process you learn that the project is not a priority for the department 
and the funding source is being reallocated to another project, then you must move the 
project from “funded” (active)  to unfunded  
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Step Action Notes
1 To move an “funded” “active” project in PeopleSoft to “Unfunded”, 

you first need to identify the project to be moved 
 

 

 
2 
 

Once you have identified the project, simply check the “Unfunded” 
box below 
 

 
 

 

 
3 

 

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

 
 

The “Estimated Total Unfunded Project Cost” is what the 
estimated cost is to actually complete the project – what you would have 
budgeted if this was a funded project 
 
When entering a value – use whole numbers. 
 
An Example $10 million is 10,000,000  
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Step Action Notes
 
4 

 
 To complete the process of moving a funded project to 

“Unfunded”, you need to Save the information entered 
 
 

Click on the Save icon 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

--End Activity-- 
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Activity PS11: Deleting a Project Site in PeopleSoft  
 
 
 
 

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

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

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

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

only active project sites will be listed 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

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

 

 
2 

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

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

 

 
 
 

 Enter the project number tied to the project site you are seeking or 
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Step Action Notes
 

 Enter part of the project name 

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

 
 
 
Use all the methods above to search for a project

 
 
 
 
 
 
 
 
 
 

 
3 

 

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

 
 
 
 

Once on the “Project Sites List” form, scroll to the right where the 
delete box is located. 
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Step Action Notes
 
Check the project site you wish to delete 
 
 

 
 
 

Step Action Notes
 
4 

 

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

Click on the Save icon 

 
 

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

IMPORTANT: 
Please make sure that if you delet a project 
site that no fuinds have been allocate dot that 
site 
 
 
 
 
 

 
Project __________ 
 
Project Site_________ 
 
 
Project __________ 
 
Project Site_________ 
 
 

 
 
 

--End Activity-- 
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Activity PS12: Deleting a Project in PeopleSoft  
 
 

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

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

 
 It reduces project clutter in both PeopleSoft and CBAT 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
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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Step Action Notes
 
1 
 

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

 

 
2 

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

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

 

 
 
 

 Enter the project number or 
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Step Action Notes
 

 Enter part of the project name 

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

 
 
 
Use all the methods above to search for a project

 
 
 
 
 
 
 
 

 
3 

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

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

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

            you must first make sure all “Project Sites” linked to the  

            “Project”, have been deleted. 
 
 

Please refer to Activity PS11: Deleting a Project Site in 
PeopleSoft 
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Step Action Notes
4  

To delete a “Project ”  click on the Project tab 
 
 

 
 
 

 
 
 
 

 
5 

 
Scroll down to the bottom of the page 
 

 
 
 
And check the delete box 
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Step Action Notes
 
6 

 

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

Click on the Save  icon 
 

 
 
 
 
 

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

 
 
 
 
 
 
Project____________ 

 

 
--End Activity-- 
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Activity PS13: Searching for an “Archived” Project in  
      PeopleSoft  
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
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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Step Action Notes
 
1 
 

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

 

 
2 

 

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

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

 
 

 

 
 
3 

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

 Select the two-letter code for the department where the project 
resides or 
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Step Action Notes
 
 
 

 Enter the project number or 
 
 

 
 
 

 Enter part of the project name 

 
 
 
 

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

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

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

 
…it will take you to the project page 

 

 
 

 
6 

 

IMPORTANT: 
To “Unarchive” a project and make it active, simply uncheck the box 
marked “Archived” …… 
 

 
 

… and click on the Save  icon 
 

 
 
This will move the project from “Archived” to “Active/Funded”. 

 
 

 
--End Activity-- 
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Activity PS14: Searching for an “Unfunded” Project in 
                         PeopleSoft  
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
You will only see those projects in the department to which you have security access to 
and/or those projects that you may manage for another department. 
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Step Action Notes
 
1 
 

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

 

 
2 

 

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

 

Next, you must check the “Unfunded” box. 
 

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

“Unfunded” project. 
 

 
 

 

 
 
4 

 

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

 Select the two-letter code for the department where the project 
resides or 
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Step Action Notes
 

 Enter the project number or 
 
 

 
 
 

 Enter part of the project name 

 
 
 
 

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

 
 
 
 
 
All methods above can be used to search for a project in the 
PeopleSoft application.  
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Step Action Notes
 
 
5 

 
 
Once you have found your unfunded project- just click on either the project 
name or project number and… 
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Step Action Notes
 
6 

 
…it will take you to the project page 
 
 
 

 
 
 
 

 

 
                    --End Activity-- 
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Activity PS15: Moving an “Unfunded” Project  to  
                         “Funded” in PeopleSoft 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
You will only see those projects in the department to which you have security access to 
and/or those projects that you may manage for another department. 
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Step Action Notes
 
1 
 

 
First, the user will need to understand how to find an “Unfunded” 
project in the PeopleSoft application. 
 
For assistance refer to:  
 
Activity PS14: Searching for an “Unfunded” Project in 
                         PeopleSoft  
 

 

2 Once the user has found the “Unfunded” project to be moved to funded, the 
user must now “uncheck” the unfunded box and delete value entered in 
the “Estimated Total Unfunded Project Cost” section 
 

 
 

Then click SAVE 
 

 
 

 

3   
The project has now been moved “Funded. 
 

 

 

                    --End Activity-- 



   
 
 

130 
 

 

Activity PS16: Moving an “Archived” Project to  
                         “Funded in PeopleSoft 
                          
 
 

In this activity, the user will learn how to move an “archived” project to funded in 
the PeopleSoft capital application. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
You will only see those projects in the department to which you have security access to 
and/or those projects that you may manage for another department. 
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Step Action Notes
 
1 
 

 
First, the user will need to understand how to find an “Archived” 
project in the PeopleSoft application. 
 
For assistance refer to:  
 
Activity PS13: Searching for an “Archived” Project in 
                         PeopleSoft  
 

 

2 Once the user has found the “Archived” project to be moved to funded, 
the user must now “uncheck” the archived box  
 

 
 

Then click SAVE 
 

 
 

 

3   
The project has now been moved “Funded. 
 

 

 

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

Step Action Notes 
1. On your local desktop, open Internet Explorer. 

 

 

2.  In the URL bar, type: 
https://epmprd.miamidade.gov/workspace/index.jsp 
 

 
 

 

3.  Add this URL to your Favorites.  Click Favorites > 
Add to Favorites. 
 

 
 
 
 

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

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

click Add. 
 

To access the saved Favorite, 
simply click Favorites and 

select the BAT Production 
Application item. 
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Step Action Notes 

 
 
The item is now saved in your Favorites list. 
 

5. Selecting the URL will take to the BAT Log In page. 
 
To log in to BAT, enter your eKey into the cell marked 
User Name. 

 
All BAT passwords default to “Password1”. But if you 
have changed your password, please use your updated 
password to log in. 
 

 
 
 

 



   
 
 

137 
 

Step Action Notes 
6.  Upon entering BAT, you will see the Home Page 

shown below. Please select the MDCCAP application 
to access the CBAT system. 
 

 
 
 
 
 

 

 
--End Activity-- 
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Activity CB 2: Setting your Preferences 
 
 
 
This activity describes to the user on how to set-up their preference in CBAT. 
 
 
Step Action Notes 
 
1. 

 
When you have logged into the system, below is what 
you will see. 
 
To log into CBAT please refer to Activity CB1: 
Logging on to CBAT Production 
 
On your right-hand side under Quick Links you will 

see the MDCCAP application.  Click on MDCCAP to 
start the process.   
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Step Action Notes 
 
2. 

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

 
 
 
 

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

 
Below is the Preferences screen. 
 
Click on the Display Options tab 
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Step Action Notes
 
4 

 
Please make sure that you set your preference to what you see below. 
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Step Action Notes
 
 
 
 
Then click on the SAVE icon 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

--End Activity-- 
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Activity CB 3: Initialize Project Dashboard 
 
 
 
 
In previous years, there was a step required to initialize capital projects prior to starting the 
budgeting process. 
 
This year, as part of the FY 2018-19 CBAT enhancement, CBAT has eliminated the project 
initialization step and incorporated the step as part of the sign on process. 
 

 
 
 
 
 
ALL capital projects will now be initialized, when you sign on to the CBAT system, thus 
eliminating one step for the user. 
 



   
Activity Packet 
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Activity CB4: Selecting a Project in CBAT 
 

This activity will describe to users how to Select a Project in CBAT.  
 
 
In this activity, you will: 

 Open the Capital Project Dashboard 
 Select a Project 

 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
It is important for the user to remember that capital Projects are created in the PeopleSoft 
application NOT CBAT. 
 
Any informational changes (additions, edits, and/or deletions) to a Project MUST be made in 
PeopleSoft. 
 
The information stored in PeopleSoft about a Project is called “Metadata”. 
 
The various components of a Project are called “Attributes”.  
 
The following are various examples of Project attributes. 

 Project Name 
 Project Description  
 Project Number 
 Site Number 
 Project Manager 
 Site Location 
 Commission District  
 Commission District Served 
 Project /Site Comments 

 
 
Projects can be found and viewed in CBAT from the CAPITAL PROJECT DASHBOARD.  
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Step Action Notes 
1. The user will first need to log on to the CBAT application.  

 
To log on to CBAT please refer to Activity CB1: 
Logging on to CBAT Production 
 
Once the user has logged on to the CBAT application, the 
screen below is what will appear.. 
 
On your right-hand side under Quick Links you will see 

the MDCCAP application.   
 
Click on MDCCAP to start the capital budgeting process.  
 

 
 

 

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

 
 

Click on the       sign next to My Task List. 
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3.  You will see the My Task List folder expand. 
 
Click on the       sign next to the Capital Task List. . 
 

 
 

 

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

Look for the Capital Project Dashboard folder. 
 

 
 
Click on the Capital Project Dashboard icon. 
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5.  
Once you have clicked on the Capital Project 
Dashboard icon the screen below will appear. 
 

 
 
 
 

IMPORTANT: 
 
You will only see those projects in the department to which 
you have security access to and/or those projects that you 
may manage for another department. 
 
 
 

 

6.  
 
A capital project can be found in one of two ways: 
 

1) Using the Project Number 
2) Using portions of the Project Title 
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7. 
 

Finding a capital project “Using the Project Number” .  
 
To find a project “Using the Project Number” the user 
can do this in one of two ways: 
 

1) Typing in the full project number  
 

 
  
Or 
 

2) By typing in part of the project number… if the user 
knows it 

 

 
 
 
 
 
 
 
 

 



   
 
 

152 
 

8. Finding a capital project “Using portions of the Project 
Title” .  
 
To find a project “Using portions of the Project Title” 
the user must type in a word - used in the project title. 
 
For example.. 
 
When the word “improvements” is typed in the box below, all 
projects with the word “improvements”  included in the project 
title will be displayed. 
 
It is up to the user to determine which project it is he/she is 
looking for  
 

 
 
 
 

 

 
--End Activity-- 
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Activity CB5: Selecting a Project Site in CBAT 
 

This activity will describe to users how to Select a Project Site in CBAT.  
 
 
In this activity, you will: 

 Open the Capital Project Dashboard 
 Find a project 
 Select a Project Site 

 
 
 
 
 

IMPORTANT: 
It is important for the user to remember that capital Projects/Project Sites are all created in 
the PeopleSoft application NOT  CBAT. 
 
Any informational changes (additions, edits, and/or deletions) to a Project/Project Site 
MUST be made in the PeopleSoft application. 
 
The information stored in PeopleSoft about a Project/Project Site is called “Metadata”. 
 
The various components of a Project/Project Site are called “Attributes”.  
 
The following are various examples of Project attributes. 

 Project Name 
 Project Description  
 Project Number 
 Site Number 
 Project Manager 
 Site Location 
 Commission District  
 Commission District Served 
 Project /Site Comments 

 
 
Projects can be found and viewed in CBAT from the CAPITAL PROJECT DASHBOARD.  
 
 

TIP: 
All capital projects are budgeted at the Project Site level 
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Step Action Notes
1. The user will first need to log on to the CBAT application.  

 
For assistance with logging on to the system, please refer to 
Activity CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project, please refer to  
Activity CB4: Selecting a Project in CBAT 
 

 

2  
 

IMPORTANT: 
 
You will only see those projects in the department to which you 
have security access to and/or those projects that you may 
manage for another department. 
 
 

 

3 Once the user has clicked on their selected “Project”, next the 
user must click on the arrow icon (which is pointing to the right)- 

also known as the “GO” button. 
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Step Action Notes
4 The “GO” button ensures that the project sites below are 

associated with the project selected. 
 
As  a result of clicking on the arrow icon, the “GO” button, the 
screen below will appear which will list all the “Project Sites” 
associated to the “Project” selected. 
 
 

TIP: 

If the user does not click on the  arrow icon, the “GO”  
button, the correct project sites will not appear that are  
associated to the project slected 

 
 

 
 
 
 
 
 

 

5  

TIP: 
ALL capital Projects are budgeted at the Project Site  
level. 
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Step Action Notes
6 To select a “Project Site” and start the budgeting process, just 

right click on a project site 
 

 
 

 

7 Once you have right clicked on a “Project Site”, a box will appear 
(as seen below) to which the user can choose from the various 
categories to begin their capital budgeting process. 
 

 
--End Activity-- 
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Activity CB6: View Project Details in CBAT 
 

This activity will describe to users how to view Project/ Project Site details (Attributes) in 
CBAT.   
 
In this activity, you will: 

 View the Project attributes 
 View the Project Site attributes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
It is important for the user to remember that capital Projects/Project Sites are all created in 
the PeopleSoft application NOT  CBAT. 
 
Any informational changes (additions, edits, and/or deletions) to a Project/Project Site 
MUST be made in the PeopleSoft application. 
 
The information stored in PeopleSoft about a Project/Project Site is called “Metadata”. 
 
The various components of a Project/Project Site are called “Attributes”.  
 
The following are various examples of Project attributes. 

 Project Name 
 Project Description  
 Project Number 
 Site Number 
 Project Manager 
 Site Location 
 Commission District  
 Commission District Served 
 Project /Site Comments 
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Step Action Notes
1. The user will first need to log on to the CBAT application.  

 
For assistance with logging on to the system, please refer to Activity 
CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project site, please refer 
to  Activity CB4: Selecting a Project in CBAT and Activity 
CB5: Selecting a Project Site in CBAT 
 

 

2  

IMPORTANT: 
 
You will only see those projects in the department to which you have 
security access to and/or those projects that you may manage for 
another department. 
 

 

3 Once the user has selected a Project, the user will have to select a 
project site in order to view both the “Project and Project Site Details” 
(Attributes). 
 
Once you have right clicked on a “Project Site” a box will appear (as seen 
below) to which the user can choose from the various categories to begin 
their capital budgeting process 
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Step Action Notes
4. For this activity, the user will select “Project and Sites Information” 

 

 
 
 
 

 

5.   
By selecting “Project and Sites Information” the following screen will 
appear 
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Step Action Notes
6 To the right of the screen the user will find detailed information on the 

“Project”…. 
 

 
 

 

7  
and on the “Project Site” 
 

 
 

 

8  

TIP: 
              To see detailed information about a Project/Project Site, the user 
              does not need access to the PeopleSoft application. 
                
               However, if the user finds that changes need to be made to the 
               Project/Project Site information, then access to the PeopleSoft 
               application is necessary. 
 

 

 
                                           --End Activity-- 



   
 
 

165 
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Activity CB7: Budget an Existing/New Project 
 

Sub Activity 7A – Understanding the Rev & Exp Form 
 
This activity will assit the user in understanding the Rev & Exp form within the CBAT system.  
 
 
In this activity, you will: 

 Understanding the Rev & Exp form - (Sub Activity 7A) 
 Add a Revenue (funding source) to an existing/new project - (Sub Activity 7B) 
 Add a Milestone to an existing/new project - (Sub Activity 7C) 
 Forecasting - (Sub Activity 7D) 
 Checking for a balanced budget - (Sub Activity 7E) 
 View the projects overall Rev & Exp Detail -  (Sub Activity 7F) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
It is important for the user to remember that All budgets for capital projects are budgeted at the 
Project Site level of a Project. 
 
To budget at any Project Site, the user MUST always know the Project name or number as 
well as the Project Site name or number. 
  
The Capital Project Dashboard will always display the Project Sites associated to the 

Project selected. 
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Step Action Notes 
1. The user will first need to log on to the CBAT 

application.  
 
For assistance with logging on to the system, please 
refer to Activity CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project 
site, please refer to   
Activity CB4: Selecting a Project in CBAT 
Activity CB5: Selecting a Project Site in  
                       CBAT 
 
 
 

 

2 After you have selected your Project Site, keep your 

cursor on the highlighted Project Site and right click 
with your mouse. 
  
You will see a box appear to the right, click on Budget 
Rev and Exp icon. 
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3. You will see that your view has now changed to a split 
screen. 
 
This is your Rev and Exp form. 
 
Your Capital Project Dashboard will always let 
you know what screen you are in.  
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4. Please note that: 
 

Revenues (1) are always shown at the top  
Expenditures (2) are always shown at the bottom 

 

 
 

 

5. Your Rev and Exp form is where you will: 
 Clean up your “Prior Year” budget to ensure it  

matches your prior year actuals 
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and 

 Budget for future years 
 
 
 

 
 
 

 

 

--End Activity-- 
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Activity CB7: Budgeting for an Existing/New Project 
 

Sub Activity 7B:  Add a Revenue (Fundng Source) – to an 
Existing/New Project 
 
 
This activity will describe to the user how to add a Revenue (Funding Source) to an 
existing project in the CBAT system.   
 
 
 
In this activity, you will: 

 Navigate to the Rev & Exp form 
 Add a Revenue (Funding Source) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
It is important for the user to always remember that a Revenue (Funding Source) can only 

be added in the Rev & Exp form – in the revenue section only. 
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Step Action Notes 
1. The user will first need to log on to the CBAT 

application.  
 
For assistance with logging on to the system, please 
refer to  
Activity CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project 
site, please refer to   
Activity CB4: Selecting a Project in CBAT 
Activity CB5: Selecting a Project Site in  
  CBAT 
 
Next the user will have to know where to find the Rev & 
Exp form in CBAT.   
 
For assistance in accessing the Rev & Exp form in 
CBAT, please refer to  
Activity CB7: Budgeting for an Existing/New 
Project 
Sub Activity CB7A – Understanding the Rev & 
   Exp Form 
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Step Action Notes 
2. To add a new Revenue (Funding Source) to a 

Project, the user must first be in the Rev & Exp 
form. 
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3.  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. 
 

 
 
 

 

4.  To add a new Revenue (Funding Source) just 
right click anywhere in the revenue cell 
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5.  After you have clicked in the revenue cell you will see a 
small box appear to the right, click on Add Funding 
Source and Milestone icon. 
 
 

 
 

 

6  After the user has clicked on the Add Funding 
Source and Milestone icon.  The user will see the 
screen below appear. 
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7  To select a new Revenue (Funding Source) the user must 

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

 
 

 

8 After clicking on the “Member Selection” icon, the system will 
take the user to a new screen. 
 
This is where the user selects their new Revenue (Funding 
Source). 
 

 
 

 

9 The user can find their Revenue (Funding Source) in one of 
two ways:  
 

1) By typing in the partial name of the Revenue (Funding 
Source) in the cell below (easier method) 
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Or 
 

2) By selecting the Funding Source Categories from a 
listing of revenues provided  
 

 
 

10 To find a Revenue (Funding Source) using a name, just 
type in the partial name of the revenue you wish to add in the 
cell below  
 
Example: the word “Capital” was typed in the cell 

 
 
 
And click on the Search icon 
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11 What will be presented to the user is a listing of every revenue 
source that contains the word Capital in it. 
 
It  is up to the user to decide which Revenue (Funding 
Source) to choose. 
 
 

 
 

 

12  
To choose the Revenue (Funding Source) to be added, the 

user needs to select the revenue and then click on the “ADD” 

button ( the arrow icon) to add it 
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13 Once the user clicks on the “ADD” button ( the arrow icon) to 

add  the new Revenue (Funding Source), you will see the 
revenue populate in the box to the right 
 
 

 

14.  
To add the new Revenue (Funding Source), the user now 

needs to click on the OK icon to add it to the project’s Rev & 
Exp form 
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15. Once the new Revenue (Funding Source) has been added, 
the user will be brought to the screen below. 
 

 
 
However, the process is not completed, as a Milestone needs to 
be identified and linked to the Revenue (Funding Source). 
 
To add a Milestone (Expenditure Category), please refer to : 
Activity CB7: Budgeting for an Existing/New Project 
 
Sub Activity 7C:  Add a Milestone – to an 
Existing/New Project 
 
 

TIP: 
              When adding a revenue, it MUST always be  
              linked to a Milestone (Expenditure Category) 
 
 

 

16.  
To find a Revenue (Funding Source), using the funding 
categories, provided… 
 

 
 
…the user clicks needs to click on the         icon next to 
Funding Source Categories. 
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17.  

Once the user has clicked on the        icon next to Funding 
Source Categories, a drop down box will appear listing all 

the Funding Source Categories as presented in the 
Proposed/Adopted budget books - Volume 1 
 

 
 
 
 
 
 

TIP: 
              If you have no idea what category your  
              revenue falls under or the exact name of your 
              revenue source - refer to Volume 1- the  
              “Capital Revenue Summary By Source”  
              appendix and you will find a listing of ALL the  
              capital revenues used in developing the capital 
              budget by category to assist you in your  
              search. 
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18.  
Example: 
 
To find the revenue source “Capital Outlay Reserve”, the user 
must click on “Other County Sources” 
 

 
 
 

 

19 Once the user has found the selected Revenue (Funding 
Source), the next step is for the user to  click on the the 

“ADD” button ( the arrow icon) to add  the new Revenue 
(Funding Source). 
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20.  Once the user clicks on the the “ADD” button ( the arrow icon) 

to add  the new Revenue (Funding Source), you will see 
the revenue populate in the box to the right 
 
 

 
 
 

 

21. 
 
 
 
 

To add the new Revenue (Funding Source), the user now 

needs to click on the OK icon to add it to the project’s Rev & 
Exp form 
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22. 
 

Once the new Revenue (Funding Source) has been added, 
the user will be brought to the screen below. 
 
 

 
 
However, the process is not completed, as a Milestone needs to 
be linked to the Revenue (Funding Source). 
 
 
To add a Milestone (Expenditure Category), please refer to : 
Activity CB7: Budgeting for an Existing/New Project 
 
Sub Activity 7C:  Add a Milestone – to an 
Existing/New Project 
 
 
 
 

TIP: 
              When adding a revenue, it MUST always be  
              linked to a Milestone (Expenditure Category) 
 
 

 

 

--End Activity-- 
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188 
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Activity CB7: Budgeting for an Existing Project 
 

Sub Activity 7C:  Add a Milestone – to an Existing Project 
 

This activity will describe to the user how to add a Milestone (Expenditure Category) to 
an existing project in the CBAT system.   
.   
 
In this activity, you will: 

 Navigate to the Rev & Exp form 
 Add a Milestone 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
It is important for the user to always remember that: 

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

 Milestones are loaded to a specific Revenue (Funding Source) 
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Step Action Notes 
1. The user will first need to log on to the CBAT 

application.  
 
For assistance with logging on to the system, please 
refer to  
Activity CB1: Logging on to CBAT  
 
Next - the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project 
site, please refer to   
Activity CB4: Selecting a Project in CBAT 
Activity CB5: Selecting a Project Site in  
  CBAT 
 
Next - the user will have to know where to find the Rev 
& Exp form in CBAT.   
 
For assistance in accessing the Rev & Exp form in 
CBAT, please refer to  
 

Activity CB7: Budgeting for an Existing/New  
                      Project 
Sub Activity CB7A – Understanding the Rev & 
                                 Exp Form 
Sub Activity CB7B –  Add a Revenue (Funding 
                                  Source)– to an Existing/  
                                  New Project  
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Step Action Notes 
2 To add a new Milestone  (Expenditure 

Category) to a project, the user must first be in the 

Rev & Exp form. 
 

 
 
 

 

3   
 
If you are not in the Rev & Exp form, please follow the 
instructions in: 
 

Activity CB7: Budgeting for an Existing/New 
                      Project 
Sub Activity CB7A – Understanding the Rev & 
                                 Exp Form 
Sub Activity CB7B –  Add a Revenue (Funding 
                                  Source) – to an Existing/  
                                  New Project  
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4 Now that you are in the Rev & Exp form screen, the 

user can begin the process of adding a new Milestone  

(Expenditure Category)  to your project/project site. 
 
Revenues (1) are always shown at the top of the screen  
 
Expenditures (2) are always shown at the bottom 
 

 
 

 

5  
 
TIP: 
            Before you select your Milestone  
          (Expenditure Category), you must first 

            select the Revenue (Funding Source)  

            that your Milestone will be linked to 
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6 To add a new Milestone (Expenditure Category) just click right 
anywhere in the expenditure cell area. 
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7 After you have clicked in the Expenditure box area, you will see a 

small box appear, click on the Add Milestone icon. 
 
 
 

 
 
 
 
 

 
 
 

8 After the user has clicked on the Add Milestone icon.  
The user will see the following screen below appear.  
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9  
1 – Revenue (Funding Source) 
2 -  Milestone (Expenditure Category) 
 

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

 

10 To select a Milestone (Expenditure Category), the user 

must click on the “Member Selection” icon  to the right of the 
milestone box 
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11 In this example, the user has already selected the Revenue 
(Funding Source) to be linked to the Milestone… 
 

BBC GOB Financing 

 

 

12 After clicking on the “Member Selection” icon…. On the 
Milestone line… 
 

 
 
 

 
….. the box below will appear on the users screen. 
 
This is where the user selects their Milestone (Expenditure 
Category) 
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13 To select a Milestone (Expenditure Category), 
just move your cursor and click on the Milestone 
selected. 
 
In this example… Art Allowance was selected 
 
Now the Milestone (Expenditure Category) 
selected is highlighted.  
 

 

 

14 When the Milestone (Expenditure Category) 
has been selected, in order to move it to the Rev & Exp 
form, the user now needs to click on the ADD arrow 
icon to the right 
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15 When the Milestone (Expenditure Category) has been 
added, you will see it displayed. 

 
 
 

 

16 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 
 

 
 

 

17 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 linked to. 
 
 

 
 
 
 

You are not done yet. 
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18 The last and final step in adding the new Milestone 
(Expenditure Category) 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 
in the Rev & Exp form 
 
To LAUNCH, you must click on the LAUNCH icon in 
the lower right-hand side of the box. 
 

 

 
 
 

 

19 
 
 
 
 
 

 
If your  Milestone (Expenditure Category) was 
added, the user will receive a pop-up notice on their 
screen 
 
Click the OK icon 
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20 Once the Milestone (Expenditure Category) has been 

added, the user will be taken back to the Capital Project 
Dashboard > Rev & Exp screen.  
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21 To see if the Milestone (Expenditure Category) was 
added to your project site, click on the      icon 
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22  
By clicking on the      icon,  the user will see the milestone list 
expand linked to that revenue (funding source). 
 

 
 

 

23   
Now the user can begin budgeting for that milestone 
 

 

 

--End Activity-- 
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Activity CB7: Budget an Existing/New Project 
 
Sub Activity 7D:  Input Budget/Verify Calculations – Existing 
 

In this activity the user will learn how to input budget numbers into both the Rev & Exp form.   
 
In this activity, you will: 

 Enter data into the Rev & Exp form 
 Save data 
 Identify project sites that are not balanced 
 Check the overall project presentation 

 
 
 
 
 
The Rev & Exp form contains tools to assist the user in the budgeting process.  

 Conditional formatting - changes color when the revenues and expenses are out of 
balance 

 Automatic rounding to the nearest thousands for the values that are entered incorrectly 
 
 

 
 
 
 
 
 
 
 
.  
 
 
 
 
 
 
 
 
 

IMPORTANT: 
If a cell is “White”, the user can enter a value in the cell. 
If a cell is “Yellow”, the information entered has not been saved. 
If a cell is “Grey”the user cannot enter a value in that cell. 
 
Data will only be stored in the database after the user has SAVED the information 
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Step Action Notes
1 The user will first need to log on to the CBAT application.  

 
For assistance with logging on to the system, please refer to  
Activity CB1: Logging on to CBAT  
 
Next - the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project site, 
please refer to   
Activity CB4: Selecting a Project in CBAT  
Activity CB5: Selecting a Project Site in  
                                 CBAT 

 
Next - the user will have to know where to find the Rev & Exp 
form in CBAT.   
 
For assistance in accessing the Rev & Exp form, please refer to  
 

Activity CB7: Budgeting for an Existing/New  
                      Project 
Sub Activity CB7A – Understanding the Rev & 
                                 Exp Form

 

2 REVENUES 
 
To add a budget in the Revenue (Funding Source) section, the 
user must first be in the Rev & Exp form. 
 
For this example, funds will be added to the “Capital Outlay 
Reserve” funding source. 

 
TIP: 
              The user can only enter values in cells that are “White” 
            in color.  If a cell is “Grey” the user cannot enter a  
              value in the cell. 
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Step Action Notes
3  

When the user selects a fiscal year and clicks on the cell to enter 
a value, the CBAT system will provide the user with: 

 the name of the funding source selected 
 the fiscal year selected 

 
This is to assist the user in ensuring they are budgeting for the 
correct revenue and fiscal year. 
 
 
 

 
 
 

 

4  
 
In this example… the user entered $1,506 in FY 2018-19. 
 
When the user enters a value (amount) into the Revenue form 
the cell will turn “Yellow”. 
 
 

 
 

IMPORTANT: 
Values are entered in whole numbers . 
Example: to enter $1 million, the user must enter $1,000,000 
NOT  $1,000 
 
 

TIP: 
                  The”Yellow” cell alerts the user that the value is not 
                   saved.   
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Step Action Notes
5 Once the user has clicked out of the cell, the information will look 

like the following below. 
 
Please note, that the value entered is $1,506. 

 
 

TIP: 
                  The”Yellow” cell alerts the user that the value is not 
                   saved.   

 

6  
To ensure that the information entered is saved, the user must 
click on the “SAVE” icon 
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Step Action Notes
7  

To let the user know that their information has been SAVED, the 
following screen will pop-up. 
 
Click the OK icon. 

 
 
 

 

8.  
As a result of  saving the information, the user will notice two 
things: 
 

1. The “Yellow” cell has now turned “White” 
2. The $1,506 value has been rounded up to $2,000 

 
 

 
 
 

 

9 After your data has been entered and saved, it is important for the 
user to check the totals at the end, 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 a 
MIlestone, they will see a cell in the total column turn 
RED. 
 
 

 
 
 

TIP:  
               The RED cell in the “Total” column indicates 

                that the Project Site is imbalanced. 
                It also advises the user by how much.  
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11. EXPENDITURES 
 
To enter a value on the expenditure side, on the Rev & Exp form, 

pick a Revenue (Funding Source) and the click on the       next 

to All Milestones to expand the Milestone list. 
 

TIP:  
             To add funding to a Milestone, the user 
             must budget to a specific Milestone. 
                           
 
For this example.. 
The user will be adding an expense to the “Capital Outlay Reserve” 
funding source. 
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12 Once the Milestone list has been expanded, the user can choose the 
specific Milestone to budget to. 

 

13  
For this example.. 
The user will be adding an expense to the Art Allowance milestone 
linked to the Capital Outlay Reserve funding source  
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14  
When the user selects a fiscal year and clicks on the cell to enter a 
value, the CBAT system will provide the user with: 

 the name of the revenue (funding source) selected  
 the fiscal year selected 
 the milestone selected 

 
This is to assist the user in ensuring they are budgeting for the correct 
revenue, fiscal year, and milestone. 
 

 
 

 

15   
 
In this example…  
 
The user entered $1,506 for FY 2018-19, in the Art Allowance 
milestone 
 
When the user enters a value (amount) in the Expenditure form the 
cell will turn “Yellow”. 

 
 
TIP: 
            The”Yellow” cell alerts the user that the value  
             is not  saved.   
 
 
 

IMPORTANT: 
Values are entered in whole numbers . 
Example: to enter $1 million, the user must enter $1,000,000 
NOT  $1,000 
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16 Once the user has clicked out of the cell, the information will look like 
the following below. 
 
Please note, that the value entered is $1,506. 

 

 
 

 

17 To ensure that the information entered is saved, the user must click on 
the “SAVE” icon 
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18  
To let the user know that their information has been SAVED, the 
following screen will pop-up. 
 
Click the OK icon. 

 

 
 
 
 

 

19  
As a result of  saving the information, the user will notice two things: 
 

3. The “Yellow” cell has now turned “White” 
4. The $1,506 value has been rounded up to $2,000 
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20 After your data has been entered and saved, it is important for the user 
to check the totals at the end, to ensure there are no errors. 
 
Totals are automatically calculated for the user. 

 
 

 
TIP:  
               The RED cell in the “Total” column indicates 

                that the Project Site is imbalanced. 
                It also advises the user by how much.  
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21  
Notice that a balanced project site will provide the user with  a ZERO 

and there is no RED  cell 
 
 

 
 
 
 

You are NOT done yet! 
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22 After making all the necessary budgetary changes to a project, the user 
should always check the project as a whole to ensure the project is 
balanced. 
 
To do that, the user muct click on the “Project Dashboard” link 

 
In doing so, it will take the user to the main screen where all the project 
sites are listed for the project. 
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The “Capital Project Dashboard” 

 

 
 

23      
To review the project as a whole “Book View” , the user needs to 
select any project site and right click on the project site. 
 
 
In doing so, a small box will pop-up on the screen 
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24  

Next the user,  needs to click on the  “Book View” icon to see the project 
as a whole, as presented in the budget books 
 
 

 
 

 

25 By reviewing the project in  “Book View”, the user can check: 
 to see if the project as a whole is balanced 
 if the revenues are correct 
 if the milestones are correct 
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26  
In this example,  
 
The user automactivcally knows that the project is not balanced. 
 
It is now up to the user to identify what project site is impbalaced and 
make the correction. 
 
 
 

 
 
 
 

TIP:  
               The RED cell in the “Total” column indicates 

                that the Project is imbalanced. 
 
                It also advises the user by how much.  
 
 
 
 
 

 

 
--End Activity-- 
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Activity CB7: Budget an Existing/New Project 
 
Sub Activity 7E:  View Revenue and Expense Detail 
 

In this activity the user will learn how to view the lowest level of detail for specific Revenue 
(Funding Source) within a Project Site.   
 
 
 
In this activity, you will: 

 Check to see if a specific revenue is balanced to expenditures for a Project Site 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: 
 
This will allow the user the ability to view whether a specific revenue source balances with 
expenditures. 
 
This is a great resource when a project site has multiple funding sources. 
 
 

TIP:  
               Revenues MUST always equal expenditures 
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Step Action Notes 
1. The user will first need to log on to the CBAT application.  

 
For assistance with logging on to the system, please refer 
to  
Activity CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project 
site, please refer to   
Activity CB4: Selecting a Project in CBAT 
Activity CB5: Selecting a Project Site in  
  CBAT 
 
Next the user will have to know where to find the Rev & 
Exp form in CBAT.   
 
For assistance in accessing the Rev & Exp form in CBAT, 
please refer to  
Activity CB7: Budgeting for an Existing/New 
Project 
Sub Activity CB7A – Understanding the Rev & 
   Exp Form 
 

 

2  The Revenue and Expense Detail form is a great 
tool to use when budgeting. 
 
It prevents the user from getting distracted and making 
mistakes by budgeting in one Revenue (Funding 
Source) at the top and budgeting to another Revenue 

(Funding Source) at the bottom for your expenditures 
in the Rev and Exp form. 
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3  To budget in the Revenue and Expense Detail 
form, the user first needs to right-click on a project 
site… 
 
 

 

4  
Next the user, must select the Budget Rev & Exp 
icon to start the budgeting process 
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5 Now the user is in the  Rev & Exp form 

 

 
 
 

6 Next the user needs right-click on a Revenue (Funding 
Source). 
 
In this example, BBC GOB Financing was selected 
 

 
Next,  click on Revenue and Expense Detail  
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7  

The user has now been taken to the Revenue and 
Expense Detail screen 
 

 

 

8  
In Revenue and Expense Detail screen the user 
is only able to make changes to a specific revenue 
source … in this case -  BBC GOB Financing and 
all  the expenditures tied to that revenue source for this  
this particular project site. 
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9 If the user wishes to go back to the Rev & Exp form  
to budget for another revenue -  for this particular 
project site, the user simply needs to click on Rev & 
Exp on the Project Dashboard 
 

 
 

 
 
 

 

 
--End Activity-- 
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Activity CB8: Map Index Code to Project/Project Site 
 
In this activity the user will learn how to map an Index Code to a Project/Project Site within the 
CBAT application.  
 
 
In this activity, you will: 

 Open the Project Index Code Mapping Form  
 Select a Project/Project Site to map an Index Code  
 Enter a Value  
 Save to successfully map  the Index Code 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
By mapping an index code to a Project/Project Site creates an association: 

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

the budget can be uploaded and exported into FAMIS. 
 
The mapping of index codes to Projects/Project Sites alleviates some of the burden on users 
doing annual journal entries to load project expenditures in FAMIS. 
 
It is important to note that the mapping of expenditure index codes is a one-time process.   
 
After your first initial mapping please note that only new index codes will have yo be mapped by 
the user, moving forward. 
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Step Action Notes 
1. After the user has logged on to the CBAT application, they will 

be brought to this screen. 
 
Click on the MDCCAP icon 
 

 
 
 

 

2.  Next, to the left of the screen the user will see a screen appear - 
similar to the one below. 
 
Click on My Task List 
 

 
 

 

3.   
Next, the user will click on the         icon to expand the Capital 
Task List  
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Step Action Notes 
4  

 

 
 

 

5  
Next,  click on Project Index Code Mapping 
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Step Action Notes 
6  

After clicking on Project Index Code Mapping, the user 
will see the screen to the right  - change 
 
This is where the user must select the project/project site to be 
mapped 
 

 

7  
For assistance in selecting a capital project and project site, 
please refer to :  
 

Activity CB4: Selecting a Project in CBAT  
Activity CB5: Selecting a Project Site in CBAT 
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Step Action Notes 
8  

Once the project/project site has been selected, the user must 
right click on the project site to be mapped. 
 
 

 
 
 
 
 
Next, the user must select from the pop-up box the Map 
Index Code icon 
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Step Action Notes 
9  

After selecting the Map Index Code icon, the screen to the 
right will change. 
 
The project dashboard below advises the user what screen they 
are in. 
 
 

 
 
 

 

10 To view the list of Index Codes from the drop down box - click 

on the arrow icon (which is pointing down). 
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11 Using the drop down, select the desired Index Code 
to map. 
 
IMPORTANT 
The user will see a listing of ALL capital Index 
Codes 
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12  
TIP:  
           To make it easier for the user, type in the 
           Index Code in the “Member” box…. 
              
 
 

 
 

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

begin mapping, click on the horizontal arrow icon - 

also called the “GO” button.  
 

 
 
IMPORTANT  
You MUST click on the horizontal arrow icon - also 

called the “GO” button, when you have selected an 

Index Code to map. 
 

 

14 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). 
 

 
 
 

TIP:  
           If you do not enter in the field a value of “1”, your 
           Index Code will NOT be mapped. 
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15 Note that the cell will turn YELLOW until the form is 
saved. 
 

 
 

 

16 To SAVE, click on the Save icon. 
 

 
 

 

17 After saving, a message will be displayed to advise you 
that: 
 

 It was run successfully 
and 

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

 
 

 

 

--End Activity-- 
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Activity 9: Forecast Current Year Expenses in CBAT 
 

In this activity, the user will learn how to view Forecast Current Year Expenses in CBAT.   
 
 
In this activity, you will: 

 Open the Forecast Composite form 
 Enter a budget in the forecast form 

 
 
 
 
 
 
 
 
 
 
This task utilizes the Forecast Composite form which will display project/project site 
Actuals, Budget, and Forecasted data. 
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Step Action Notes 
1. To Forecast the user must be in the Rev & Exp form 

 
However, the user will first need to log on to the CBAT 
application.  
 
For assistance with logging on to the system, please refer to 
Activity CB1: Logging on to CBAT  
 
Next the user will need to identify a capital project.  
 
For assistance in selecting a capital project and project site, 
please refer to   
Activity CB4: Selecting a Project in CBAT Activity 
CB5: Selecting a Project Site in  
                       CBAT 
 
 

 

2.   
After you have selected your Project Site, keep your cursor 

on the highlighted Project Site and right click with your 
mouse. 
  
You will see a box appear to the right, click on Budget Rev 
and Exp icon. 
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3.  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.  Please note that: 

Revenues (1) are always shown at the top  
Expenditures (2) are always shown at the bottom 
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5  Forecasting for the current fiscal year means that the 
user is budgeting for FY 17-18. 
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6  FORECASTING FOR REVENUES 
 
When Forecasting for reveneus, the user can remain 

in the Rev & Exp form and allocate funding. 
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7  FORECASTING FOR AN EXPENDITURE  
 
When Forecasting for an expenditure, the user 
needs to be in the forecasting form   
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8 To forecast an expenditure in the Forecasting 
form the user needs to right click on the 
revenue cell  
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9 It is important for the user to note that the cells 
in FY 2017‐18, in the expenditure section of the 
Rev & Exp form, are grey. 
 
A grey cell indicates to the user that they 
cannot budget directly in that cell. 
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10 To access the Forecasting form, the user must 
right-click on any revenue in the expenditure section of 
the Rev & Exp form  
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11  
After the user has right-clicked on any revenue in the 
expenditure section of the Rev & Exp form, a box 
will pop-up 
 
Click on the Forecast form  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



   
 
 

253 
 

12  
The screen below is the Forecasting form. 
 
Section 1:  Is where, YTD FAMIS actuals would be 
located had the user mapped their index codes to this 
project/project site. 
 
By mapping your project index codes, it provides the 
user with YTD expenditure information to better plan 
future expenses. 
 
 

 
 

 



   
 
 

254 
 

13  
Section 2:  Is where, the user enters the “Current Year 
Project Forecast” 

 
 
 

 

14  
It is important to note, the FY 2017-18 Budget column in 
shaded in grey and has a value of $375,000. 
 
This is to advise the user that when planning the budget for 
this project/project site, the project manager estimated that 
$375,000 would be spent in construction in the current fiscal 
year. 
 
This value cannot change. 
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15 What can change in the Forecasting form  are the “White” 
cells 
 
 

 
 

 

16  
The user has two ways to forecast: 
 
1 – Monthly 
2 – Quarterly 

 
 

 

17  
For  monthly forecasting, the user just adds a dollar value 
in the Milestone and Month 
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18 For quarterly forecasting, the user needs to add 
the dollar value in the quarter in which it will be 
expended. 
 

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

 

19 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. 
 

 

TIP:  
           GRAY cells = means that the user cannot  
           make a change to that cells value. 
         WHITE cells  = Saved information 
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20 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 
 
 
 

 
 

 

21 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 
cell 
 
 

 

 

 

--End Activity-- 
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Activity CB10: View Unfunded Project Details in  
      CBAT 
 

This activity only assists the user in viewing Unfunded Project Details in CBAT.   

 
 
 
In this activity, you will: 

 Learn how to view your unfunded capital projects 
 
 
 
 
 
 
 
 
 

IMPORTANT 
It is important for the user to remember that capital Projects/Project Sites are created in the 
PeopleSoft component NOT CBAT. 
 
Any informational changes (additions, edits, and/or deletions) to a Project/Project Site MUST be 
made in PeopleSoft. 
 

The information stored in PeopleSoft about a Project/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 
 Unfunded 

 

 
It is important to note that to mark a project as “Unfunded”, the user will have to go into 
PeopleSoft.   
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Step Action Notes 
1. After the user has logged on to the CBAT application, they will 

be brought to this screen. 
 
Click on the MDCCAP icon 
 

 
 

 

2.   
Next, to the left of the screen the user will see a screen appear - 
similar to the one below. 
 
Click on My Task List 
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Step Action Notes 
3.   

Next, the user will click on the         icon to expand the Capital 
Task List  
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Step Action Notes 
4  

Next,  click on Unfunded Project Details  
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Step Action Notes 
5  To the right of your screen you will notice a tab Task – 

Unfunded Project Details. 
 
This is your Unfunded Project Details form.  
 

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

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

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

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

 
To select an Unfunded Project from the drop down 
box, just use your mouse to highlight the project and 
click. 
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8 The Unfunded Project Details form will appear.   
 
Each attribute (account) is prefixed with “Project” for 
user clarity.  
 
It is important to note that at the top of the form, the 
Project name and number is displayed. 
 
P3810000 – Repair Drainage System at the Training 
and Treatment Center 
 

 
 
 
Note: 
Only “unfunded projects” are listed in this form.  
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9 Unfunded Projects can be found by either entering 
the project number or typing part of the project name in 
the Member field. 
 

 
 

 

10  To select another unfunded project, simply go back 

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

 
 

 

 
--End Activity— 
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Activity CB11: Running the CBAT Unfunded Projects 
 Report 

 
 
 
In this activity, you will: 
 

 Navigate the CBAT Reports Structure 
 Open the CBAT Unfunded Projects Report 
 Respond to Prompts 
 Review the report data 

 
 
 
 

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

screen below 
 

 
 

 

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

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

 

 

4  Under Folders, you will see a grouping of folders. 
 
Click on the           icon next CBAT Reports. 
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5  When you click on CBAT Reports you will see the 
folder expand. 
 

 
 

 

6  To the right of the screen, the user will see a lisitng of 
reports 
 
It will contain a listing of available Capital – CBAT 
reports 
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7  From the listing of CBAT (Capital) Reports, right 

click on the Capital Unfunded Project Report  
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8 After you have right clicked on the Capital Unfunded 
Project Report icon, the following pop-up box below will 
appear. 
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9 Click on the Open In icon. 
 
Open In icon asks the user, in what format do you wish to view 
the report in. 
 
Click on the PDF Preview icon 
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10 After you have click on the PDF Preview icon, the 
following screen pops up. 
 
This is the Respond to Prompts screen 
 

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

 

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

 
 

 
 

 

13 The BAT Unfunded Project Report displays for the 

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

 
 

 
 
 
 
 
 
 
   

15 The Unfunded Project’s  location 
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16 And The Unfunded Project’s total estimated cost 
 

 
 

 

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

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

 

 

--End Activity-- 
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Activity CB12:  Printing Departmental Capital Projects  
      Report 
 
 
 
This activity will describe to the user how to print a capital report that will print ALL your 
departmental capital projects. 
 
 
This is NOT a report to print individual capital projects. 
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Step Action Notes 
1. Immediately  after logging on to CBAT, you will see the screen 

below 
 

 
 

 

2.  To access CBAT Reports, you need to click on the Explore 
icon, located in the upper left-hand side of the screen. 
 
This is called the “Tool Bar” 
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3.  Once you have clicked on the Explore icon, the screen will 
change.  
 

 

 

4  Under Folders, you will see a grouping of folders. 
 
Click on the           icon next CBAT Reports. 
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5  When you click on CBAT Reports you will see the folder expand. 
 

 
 

 

6  To the right of the screen, the user will see a lisitng of reports 
 
It will contain a listing of available Capital – CBAT reports 
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7  From the listing of CBAT (Capital) Reports, right click on the All 
Departmental Projects Report  

 

 
 

 

 
8 

 
Right click on the “All Departmental Projects Report” icon and you will 
see a small box pop-up to the right. 
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9 

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

 
 
 
 
 
 

 

 
10 

 
Now click on the “PDF Preview” icon.  
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11 

 
Next, you will see the following screen appear 
 

 
 
Click on the icon to the right of the box 
 

 
 
 
 
 
 
 

 

 
12 

 
Next, you will see the screen below appear 
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13 

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

 
 
 
 
 

 

 
14 

 
Now you will see the folder expanded. 
 

IMPORTANT: 
“Department_Rollup”  is ONLY for active  capital projects 
 

Click on the + next to “Department_Rollup” folder to expand the file 
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15 

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

 

 
16 

 
Once you have found your department’s two letter code, click on the box until 
you see a check mark appear 
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17 

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

 
 
 

 

 
18 

 
Now you will see in the box to your right,  your department appear 
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19 

 
Click on the box until you see a check mark appear 
 
 

 
 
 
 
 
 
 
 
 
 

 

 
20 

 

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

 
 
 

 

 
21 
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Step Action Notes
 
22 

 

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

 
 

 

 
23 

 

If your two letter department code appears in the box then click on the OK  
icon located at the bottom right-hand side of the box  
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Step Action Notes
 
24 

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

 
 

 

  
25 

 

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

 
 
 

 

 

      
                              --      End Activity      -- 
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The Circle of Life for Capital 
 
 
This section will provide you with the circle of life for your capital project tying it all together from... 

 PeopleSoft 
 CBAT 
 Departmental Narrative 
 Ordinance 
 Budget Book Appendices 
 Mid-Year and EOY memos 
 Budget hearing memos 

 
Project is entered into PeopleSoft 
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Project site is created in PeopleSoft in order to budget in CBAT 

 
 
Project and Project Site is pushed to CBAT for budgeting 

 
 
Project is budgeted in CBAT  
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Project is pushed from CBAT to Book Builder where your departmental 
narrative is compiled for the Proposed/Adopted Budget Book  

 
 
 
As a result of the budget loaded for the project an ordinance is created 
providing for the expenditure authority 
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The project is captured in various appendices included in the 
Proposed/Adopted Budget Book 
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Any changes after the Proposed Budget Book is released,  is noted in 
the Budget hearing memos to be included in the Adopted Budget Book 
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Any changes to a capital project during the fiscal year is noted in either 
the Mid-Year and/or End-of-Year budget memo – should expenditure 
authority for the project be exceeded 
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Anatomy of an ISD  Project Cost Summary (PCS) Form  
 
This section will describe to the user: 

 What a PCS form is 
 What information is the department’s responsibility to provide 
 Where to find the information 
 Understanding the information 
 The connection between the PCS form and the capital project 
 The importance of the PCS sheet 
 Approving the PCS sheet 

 
 
As is standard practice for ALL ISD managed projects –  whenever ISD is asked to manage a 
capital project a “Project Cost Summary” form (PCS) is be provided to the Department outlining 
the various project costs 
 
When a department wishes to begin the process of moving forward for an approved capital project 
it may or may not reach out to ISD for project management support. 
 
For those departments that do not have their own internal capital division most likely, you will be 
contacting ISD for project management support. 
 
It is for those departments that use ISD to manage their capital projects that this section is geared 
towards. 
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1 

 
When the department initiates the call to ISD to manage a capital project for 
them, ISD will always create a “Project Cost Summary” knowns as a PCS 
form for the project. 
 
This form will:  

 Outline the services being provided 
 The costs associated  
 Indicate the index code to be charged 
 Identify the project – as noted in the Proposed/Adopted Budget book 
 Serve as a contract between ISD and the Department 
 Indicate any changes that occur to the project that may or may not 

result in increases project costs 
 Identify the departmental contact 
 Provide the ISD work order number to track charges 
 Identify where the project can be found in the Proposed/Adopted 

budget book for reference 
 

 

 
2 
 
 
 
 
 
 

 
ISD will ask for the following questions… 
 

 What is the capital project’s name? 
 What is the capital project’s number? 
 What is the project site number? 
 Where can the capital project be found in the Proposed/Adopted 

budget book? 
 Who is the departmental contact for the project? 
 What index code is the project being charged to? 
 What is the project’s budget? 

 
 
It is important to note, that it is the department’s responsibility 
to know this information and provide it to ISD.  
 
It is NOT ISD’s job to provide the answers for the seven questions 
listed above. 
 
A department should take full responsibility in knowing their capital 
projects  
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What is the capital project’s name? 
 

 
The department should be using the name as presented in the 
Proposed/Adopted budget book 
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3 

 
What is the capital project’s number? 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



   
 
 

307 
 

 
4. 

 
What is the project site number? 

 

 
 
NOTE: 
The Site No. should NEVER have  N/A. 
That is wrong! 
 
 
The project’s site number can be found in: 
 

 PeopleSoft 
 CBAT 

 
If a capital project has been approved and is in the Proposed/Adopted 
budget book it has a project site number 
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In PeopleSoft: 
 

 
 In CBAT: 
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5  

 
Where can the capital project be found in the Proposed/Adopted 

budget book? 
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6 

 
Who is the departmental contact for the project? 

 
This is the point person in the department to answer all capital questions.  
 

 

 

 
7 

 
What index code is the project being charged to? 

 
 
The department should know what index code their project costs are being 
charged to however, if you do not know, contact your OMB Budget Analyst 
and/or OMB Capital Coordinator for assistance. 
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8 

 
What is the project’s budget? 

 
As a department you need to know what your project’s budget is and relay 
this information to ISD to ensure that your project remains within budget 
 
If you find that your capital project is projected to go over budget… 
 
Before it even goes over budget …it is IMPORTANT that you contact your 
OMB Budget Analyst and/or OMB Capital Coordinator before that happens 
to discuss your funding 

 

 

 
 
9 

 
 
Work order Number: 
 
Once ISD has received all the information above, ISD can begin to provide 
the Department with a cost estimate for the project. 
 
When that happens, ISD automatically issues a work order number for the 
project which will follow the project thru the life of the project  
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10. 

 
Project Description: 
 
The information captured in this section should be taken from the 
Proposed/Adopted budget book 
 
 
 

 
 
NOTE: 
 
The above information is incorrect in the description as it just restates the 
project’s name  
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11  

 
Scope: 
 
In this section, ISD highlights all that is include the price estimate below. 
 
A department should read this information carefully and understand what 
services are being included 
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12 

 
Cost/Fees Description: 
 
Below is the project cost allocation breakdown for the project provided by 
ISD. 
 
It is important for the Department to understand what is being charged 
in these sections and ask questions if you do not understand. 
 
By approving the PCS you are approving ALL charges indicated below. 
 

 

 



   
 
 

316 
 

 
13. 

 
Pre-Approved Budget: 
 
This is the original approved budget for the project prior to any 
change orders which the department approved 
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14 

 
Change Order: 
 
Before any Change Orders can happen for a project, it MUST be 
approved by the Department first. 
 
You, as the Department, are the owners of the project. 
 
Should a project Change Order occur, all additional costs are noted 
and approved by the Department on the PCS form. 
 
If additional funding is needed and none has been identified, it is 
IMPORTANT you contact your OMB Budget Analyst and/or Capital 
Coordinator to determine the next course of action 
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Whenever a Change Order has occurred, ISD indicates what has changed 
in the project in the Project Scope section of the PCS form  
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14 

 
New Budget: 
 
Whenever an approved Change Order has occurred, the project’s 
budget on the PCS form is updated to reflect the revised project cost 
 
These changes should be noted in CBAT  
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In addition, the cost allocation should also be reflective of the new project 
cost as well too 
 

 
 
15 

 
 Project  Authorization: 
 
The Department should print the PCS form and sign it for approval. 
 
Generally, approval authorization has been done thru emails – 
best practices –  it should be signed and dated   
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324 
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For ALL capital projects that fall under the APP ordinance, below is a sample worksheet that is  
completed to determine the proper cost allocation for APP. 
 
If ISD is managing your project, ISD completes the form below and sends the form to APP for 
approval. 
 
By doing so,  this: 

 Alerts APP of new projects 

 Alerts APP of any changes to a project 

 Provides APP with a budget 

 Signals APP to start communications with the Department and ISD 

 Ensures that the contract language for APP is included in the RFP for A/E and 
construction services 

 

As a Department, you and APP will work together in determining your project 
options in incorporating APP into your project. 
 

  

Form must be submitted by User Department and approved by APP - Form must be submitted at Estimated Phase and at Actual Award Phase 

Estimated APP Allocation Phase

Actual Award APP Allocation Phase 

APP Revenue Index code APP Contact Name Contact Number

Capital Project Name Project No. User Dpt.  Contact Name Contact Number

Department Project Start Date Project End Date

Project Description

Item Estimated Cost Actual Award Cost
A.  $                                      -    $                                  -   

B.  $                                      -    $                                  -   

C.
 $                                      -    $                                  -   

D.  $                                      -    $                                  -   

 $                                      -    $                                  -   

Item Estimated Cost Actual Award Cost
E.  $                                      -    $                                  -   
F.  $                                      -    $                                  -   

G.  $                                      -    $                                  -   

H.  $                                      -    $                                  -   

I.  $                                      -    $                                  -   

J.  $                                      -    $                                  -   

K.
 $                                      -    $                                  -   

L.  $                                      -    $                                  -   
M.  $                                      -    $                                  -   

 $                                      -    $                                  -   

Estimated Cost Actual Award Cost

-$                                     -$                                 

-$                                     -$                                 

-$                                     -$                                 

-$                                     

-$                                 
REMARKS MDC-CUA/APP  10/2016

User Department Signature Date

APP Signature Date

All capital expenses to the extend provided by the APP Ordinance are subject to APP applicability. The above referenced line items 
are not intended to be an all inclusive list of project expenses required to contribute to the APP allocation. These represent the most 
common expenses called out in eligible County capital projects.  

Other

Professional Basic Fees (A/E Consultants)

Actual Amount of APP Allocation (1.5%)

Estimated Amount of APP Allocation (1.5%)

Design & Admin Total
Construction Total
Total Eligible Costs

CATEGORY TOTAL (A thru D)

Allowance Accounts (e.g. permitting, threshold inspections, 
reimbursables, alternates)

Contingency Account

CATEGORY TOTAL (E thru M)

Built-in Equipment (such as Moving Escalators and  
Walkways, Elevators Fire & Security Alarm, IT, Back Up 
Generators, etc)

Demolition 

New Construction

Furnishings, Fixtures, and Non-Integral Equipment

All Civil Related Work (such as landscape, sidewalks, 
surface lot, roadway, pavement, lighting, etc)
Environmental Remediation 

Program Management (Project and Construction 
Management) by County Department and/or Consultant

Other Costs

Description

Description

Specialty Consultants,  Reimbursable Allowances, Soil 
Boring Testing, Surveying,  Inspector General, etc

Capital Project - APP Budget Allocation Worksheet

Construction Costs

Design & Admin Costs


