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RFRO v2.0 Big Picture 
 

 Add language for changes from prior RFRO and explain interaction with new 
ERP systems including Hyperion  
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Activity 1: Web Brower system requirements, 
settings and accessing the RFRO application 
 
 
In this activity you will log into the RFRO workspace directly from your machine.   
 
 
Step Action Notes 
1. On your local desktop, open Chrome 

                                             
 

Application it is not 
supported by Internet 
Explorer, Edge or 
Firefox 
 

2. In the URL bar, type:  
https://rfroprd.miamidade.gov/login 
 

 
 
 

 

3. Add this URL to your Favorites. Click the start button 
on the right side of the browser bar in Chrome 
 

 
 

This step is a one-time process.  
Once complete, you will access 
the RFRO – Resourcing for 
Results Online application by 
clicking the Favorites option 

4. Selecting the URL will take to the RFRO Log In page. 
 

 
 
To log in to RFRO, enter your username (eKey) into the 
cell marked Username. Then enter your password into 
the cell marked Password. 
 

Please contact your budget 
analyst to request access to 
RFRO. Your analyst will provide 
you with a user ID and password 
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Step Action Notes 
5. Upon entering RFRO, you will see the Home Page 

shown below. Note that this page will contain What is 
New! 
 

 
 
 

 

--End of Activity-- 
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Activity 2: Identifying RFRO Dashboard Items  
 
Section 2A:  Opening the home page and side-bar menu in RFRO 
 
In this activity you will open the application and identify the different areas in the RFRO 
dashboard.  
 
In this activity you will: 

 View the RFRO Home page 
 Select the drop-down to open the side bar 

 
Step Action Notes 
1. From the RFRO Home Page, to find the drop-down 

box click on to the Side-Bar menu. 
 

 
 
 

 

2. After clicking on the Side-Bar menu button, the Side-
Bar will list various forms available to the users 
 

 

Forms available will vary 
depending on your user security 
access 
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Section 2B:  Selecting an Input Screen in RFRO 
 
In this section of the activity you will be shown how to select the different RFRO input 
screens. 
 
Step Action Notes 
1. Click on the down arrow sign next to Input on the Side 

Bar pane found on the left 
 

 
 

 

2. After clicking on the down arrow sign, all the Input 
screens will become visible to you 
 

 
 
You will now be able to select the input form you would 
like to work on by clicking on it 
 

Most used Input screens will be 
discussed in later activities in 
this manual 
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Section 2C:  How to Select and Run Reports 
 
In this section of the activity you will: 

 Open the Reports drop-down menu from the Main Board 
 Select a report 
 Run a report 

 
Step Action Notes 
1. Click on the down arrow sign next to Reports on the 

Main Board pane found on the left. 
 

 

 

2. After clicking on the down arrow, all the Reports will 
become visible to you. 
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Step Action Notes 
3. From the Reports drop-down list, click on General 

Departmental Summary 
 

 
 

 

4. A pop-up window will appear to prompt you to select 
the department for which you which to run the selected 
report 
 

 
Type in your department name and click Select 

As you start typing the desire 
department, the application will 
automatically populate the 
current existing name in the 
system 
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Step Action Notes 
5. A Department Summary Report will appear in the 

screen for the selected department 

 

 

6. From the report, you can choose to export to either 
Microsoft Excel or Word by using the icons on the top 
right corner of the report  
 

 

 

6. You can run any report in your Reports drop-down 
menu by following steps 3 through 6 
 
 

 

--End of Activity-- 
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Activity 3: Entering Data Into The Activity Form 
 
In this form you will be entering revenues, expenses, positions and performance 
information. 
 
Section 3A:  Navigating through the Input Activity Screens 
 
In this activity, you will: 

 Adding/selecting a Primary Activity for your department 
 Add/edit revenues and expenses 
 Add/edit position information 
 Add/edit performance information 

 
Step Action Notes 
1. Expand the Input drop down menu on the Side-Bar 

and click on Activities  

 
 
 

 

2. This will prompt you to the below screen where you can 
directly type in your department’s Primary Activity to 
work on or simply type in the Department you need to 
work on 
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Step Action Notes 
3. Once you type in your department name, all activities 

within the department will show for the user to select  

 
 
 

To create a new Primary Activity, 
please contact your budget 
analyst 
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Step Action Notes 
4. Once you select a Primary Activity to work on you will 

notice the below bottoms will appear, which provide all 
the options available for this activity 

 Create – this option will only appear for 
administrators 

 Edit – this option will allow the user to 
add/delete/modify existing Primary Activity 
information such as title, description and 
department 

 Goals – this option will allow the user to 
add/delete/modify any departmental goals 

 Measures – this option will allow the user to 
add/delete/modify any performance measures 
for each Primary Activity 

 Sub Activities – this option will take the user to 
the lower level activities within the selected 
Primary Activity 

 Clear Filter – this option will clear the 
department selection made 

 

 

 

5. After selecting the Edit option, the below screen will 
appear and the user will be able to add/delete/modify 
any information within that Primary Activity 
 

 
 

Notice that some of the options 
mentioned on step 4 show in this 
screen and the user can directly 
click on them to go to those 
options within the selected 
Primary Activity 
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Step Action Notes 
Once all changes have been made click on the Save 
button and the system will save the changes and return 
to the prior screen 

6. After selecting the Goals option, the below screen will 
appear and the user will be able to add/delete/modify 
any information within that Primary Activity 
 

 
 
New goals can be added under the Activity Goal 
Description line and once all the information has been 
populated the user must click Save and the new goal 
will appear as part of the already existing list of goals 
 
If changes need to be made to an existing goal, click on 
the pencil next to that goal and the system will prompt 
you to make the necessary changes 
 
If a goal needs to be deleted, click on the trash bin 
next to the goal and the system will automatically 
delete that goal 
 
 
 
 
 
 
 
 

New Feature Alert! 
You can click on any existing 
goal and drag it up and down 
across all existing goal and the 
system will automatically re-sort 
the order of priority for them 
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Step Action Notes 
7. After selecting the Measures option, the below screen 

will appear and the user will be able to 
add/delete/modify any information within that Primary 
Activity 
 

 
 
 

 

8. Click the pencil button on the image below in order to 
edit any current existing measure. A window will pop-up 
displaying all editable field within the measure selected 
 

 

 

9. After changes have been made click Save button at the 
top right corner to ensure all changes are successfully 
saved 
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Section 3B:  Adding Revenues/Expenses in the Operating Budget For an 
Activity  
 
In this section of the activity you will add a revenue or expense to the Operating Budget 
For This Activity  
 
Step Action Notes 
1. Once a Primary Activity is selected click on the Sub 

Activities button that will appear on the top of the screen 
 

 
 

 

2. Sub Activities button will take you to another page where all 
the Sub Activities within the Primary Activity selected will be 
displayed 
From here the user will be able to select the Budget button that 
appears at the top of the screen and begin working on the 
Revenue and Expenses category for that Sub Activity within 
the department’s Operating Budget 
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3. The Revenue and Expense Operating Budget form will 
appear for the specific Sub activity selected 
Two new options will appear at the top of this form to Add 
Revenues and Add Expenses 
The currently existing Revenues and Expenses can also be 
edited by simply clicking on the row and column that needs to 
be changed 
Deleting an existing Revenue or Expense can be done by 
clicking the trash bin located to the right corner of each 
Revenue/Expense line 
After all changes have been made, user must click the Save 
button on the top right corner before exiting the form 
 

 
 

New Feature Alert! 
If a Revenue or Expense 
account is entered with the 
incorrect normal balance, 
the system will 
automatically flag that 
number in red, so the user 
is aware that something 
needs to be corrected 

4. To add a new Revenue Source, click on Add Revenue and 
the below pop-up window will appear 
Selected from the drop-down options for both Revenue Source 
and Revenue Category and then click on Select to create the 
new revenue line 
 

 
 

Note that you will need to 
start typing a revenue 
source/category in order for 
the drop-down menu to 
appear 

5. Follow the same prompts from step 5 to Add Expense 
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6. Financial data will then be able to be entered for the new created 
Revenue/Expense line  
Once the new lines have been added, click on the top right button to 
Save changes 
 

 
 

 

7. When creating a new Revenue line that should be classified as Non-
Operating, the check box in the image below would need to be 
on and the application will add it in the correct Non-Operating 
Revenue section 
 

 
 

 

8. When creating a new Expense line that should be classified as Non-
Operating, the application will automatically add it in the correct Non-
Operating Expense section 
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Section 3C:  Editing Revenues/Expenses in the Operating Budget For This 
Activity  
 
In this section of the activity you will edit a revenue or expense to the Operating Budget 
For This Activity  
 
Step Action Notes 
1. To edit an existing Revenue/Expense line item, simply click on 

the cell that needs to be updated and the application will 
automatically allow the user to type in the new value 
 
 

 

2. Edits can be done directly under the Non-Operating sections 
as well in the same manner as in step 1 
 
 
 

 

3. After all changes have been completed, click the Save button 
on the top right side of the screen to ensure all changes have 
been saved and then click Close to go back to the Sub 
Activities screen 
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Section 3D:  Adding and Editing Positions in the Positions For This Activity 
Form 
 
In this section of the activity you will add/edit/delete a position to the Positions For This 
Activity form. 
 
Step Action Notes 
1. From the Primary Activity page, click on the Positions option 

to add/edit/delete position changes to that activity 
 

 
 

 

2. Once in the Positions screen any changes to the currently 
displayed counts can be updated by clicking on that cell and 
the application will allow the user to make those changes 
 

 
 

 

3. If a new category needs to be added to a Sub Activity for the 
first time, click the option in the below image 
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4. A pop-up window will appear for the user to add a new category. 
Once the category is selected click Select and the new line will 
appear in the Positions screen for that Sub Activity 
 

 
 

 

5. After the new line category is created, the user can manually 
add the position count for each fiscal year displayed 
 

 
 

 

6. Once all changes have been applied, click Save on the top 
right corner and the application will save and go back to the 
Sub Activity screen 
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Section 3E:  Adding Performance Measures in the Performance Information 
For This Activity (At Base Level) Form 
 
In this section of the activity you will add a measure to the Performance Information For This 
Activity (At Base Level) form. 
 
Step Action Notes 
1. From the Primary Activity page, click on the Measures option 

to add/edit/delete position changes to that activity 
 

 
 

 

2. Once in the Measures screen any changes to the currently 
displayed counts can be updated by clicking on that cell and the 
application will allow the user to make those changes 
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3. If a new category needs to be added to a Sub Activity for the 
first time, click the option in the below image 
 

 
 

 

4. A pop-up window will appear for the user to add a new category. 
Once the category is selected click Add and the new line will appear 
in the Measures screen for that Sub Activity 
 

 
 

 

5. After the new line category is created, the user can manually 
add the statistical results for each fiscal year displayed 
 

 
 

Please note that the 
statistical information needs 
to be added with is proper 
sign (e.g. %, comma 
separator) as the 
application for these cells 
are in free form text 



RFRO v2.0 

    24 
 

6. Once all changes have been applied, click Save on the top right 
corner and the application will save and go back to the Sub 
Activity screen 
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Section 3F:  Adding/Deleting Departmental Enhancement or Reduction 
 
This activity describes how to add/edit any departmental enhancements or reductions in 
RFRO 
 
Step Action Notes 
1. From the Sub Activity page, click on the 

Enhancements or Reductions option to 
add/edit/delete enhancements/reductions changes to 
that sub activity 
 

 
 

 

2. Once one of the two options is selected, the application 
will take the user to the screen to add a new 
enhancement/reduction 
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3. Once the Add Enhancement/Reduction option is 
selected a pop-up window will appear. The user will fill 
out the three required items and click Apply to create 
new enhancement/reduction 
 

 
 

 

4. Once the new enhancement/reduction has been 
created the line will appear as show in the image below 
and user will fill out all requirements that populate for 
that new enhancement/reduction 
 

 
 

 
 

 

5. Once the required information is completed for the new 
enhancement/reduction, click the Save button to 
ensure all changes are properly saved 
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--End of Activity-- 
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Activity 4: Completing Proposed New or 
Increased Fees 
 
This activity describes how to complete the Proposed New or Increased Fees form in 
RFRO 
 
In this activity, you will: 

 Add a new fee to the form 
 Edit an existing fee 

 
Section 4A:  Navigating to the Proposed New or Increased Fees Form 
 
Step Action Notes 
1. From the applications main screen open the Side-Bar 

and click on Input 
 

 

 

2. Then click on Proposed New or Increased Fees 
option 
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Section 4B:  Editing Proposed New or Increased Fees Form 
 
In this section you will edit an already existing fee in the Proposed New or Increased Fees  
 
Step Action Notes 
1. From the Proposed New Or Increased Fees form, the user 

can edit any information in the current listed fees by clicking on 
each row and adding/changing current data 
 

 
 

 

2. When updating the Description or Justification within an 
already existing fee, select the Pencil option on the right side of 
the fee line that needs to be updated 
 

 
 

Please note that the 
statistical information needs 
to be added with is proper 
sign (e.g. %, comma 
separator) as the 
application for these cells 
are in free form text 

3. The application will open a pop-up window where the user can 
update the Description and/or Justification and click Apply 
once updated 
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Section 4C:  Creating a Proposed New or Increased Fees Form 
 
In this section you will create a new fee in the Proposed New or Increased Fees  
 
Step Action Notes 
1. From the Proposed New Or Increased Fees form, click on 

the Create option in the top left corner of the form 
 

 
 

 

2. The application will populate a pop-up window where the user 
can enter the new fee Description and Justification and then 
click Apply to create the new fee line 
 

 

 

3. The new line will appear in the New or Increased Fees form 
 

 

 

4. The user can add the new fee information by clicking on each 
cell for the newly created category 
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5. Once all the data has been added click the Save button at the 
top right corner to ensure the application saves all changes 
made 
 

 
 

 

 
--End of Activity-- 
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Activity 5: Updating Operating Unmet or Deferred 
Needs 
 
This activity describes how to add/edit any unmet/deferred needs in RFRO 
 
In this activity, you will: 

 Add an unmet/deferred need 
 Edit an unmet/deferred need 

 
Section 5A:  Navigating to Operating Unmet or Deferred Needs 
 
Step Action Notes 
1. From the applications main screen open the Side-Bar 

and click on Input 
 

 
 

 

2. Then click on Unmet Needs option 
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3. The application will take you to the Unmet or Deferred 
Needs form 
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Section 5B:  Editing Operating Unmet or Deferred Needs 
 
In this section you will edit an already existing Unmet or Deferred Needs 
 
Step Action Notes 
1. From the Operating Unmet or Deferred Needs form, click on 

the Pencil button to the right side of current unmet need 
 

 
 

 

2. The application will open a pop-up window which contains all 
fields that can be updated within the selected unmet need 
 

 
 

 



RFRO v2.0 

    35 
 

3. Once all changes have been applied, the user can scroll down 
and hit Apply at the bottom right of the pop-up screen and the 
changes will appear in the existing unmet need 
 

 

 

 
  



RFRO v2.0 

    36 
 

Section 5C:  Creating a new Operating Unmet or Deferred Needs 
 
Step Action Notes 
1. From the Operating Unmet or Deferred Needs form, click on 

the Create button to the top left side of current unmet need 
 

 
 

 

2. The application will open a pop-up window for the user to fill out 
all the fields required in order to add a new unmet need 
 

 
 

 

3. Once all information has been added, click Apply and the new 
created unmet need will show under the current department’s 
list 
 

 
 

New Feature Alert! 
There is a new feature 
called Sort Order where 
the user can decide what 
level of priority for each 
unmet need 
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4. Once all the information is entered and the new line appears 
under the department’s list, click Save at the top right to ensure 
all changes are saved 
 

 

 

 
--End Activity-- 
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Activity 6: Completing Grant Funding Summary 
Form 
 
This activity describes how to add a new grant to the Grant Funding Summary form in 
RFRO. 
 
In this activity, you will: 

 Add a grant 
 Edit a grant 

 
Step Action Notes 
1. Once you have selected your department, open the 

Input Screens and click on Grant Funding Summary. 
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2. To add a line item, type into the text boxes shown 
below. 
 

 
 

 From the Fund Source drop-down box, select 
the appropriate fund type. The three available 
options: 

o STATGRANT for a state grant, 
o FEDGRANT for a federal grant, and 
o OTHGRANT for any other type of grant. 

 Under the Name of Grant column, enter the 
name of the grant. 

 Under the Description of Grant column, enter a 
brief description of the grant. 

 Under the Start and End Date columns, select  
the starting and ending dates for the grant. 

 You will then enter the grant amount, as 
applicable in the next four fields: 

o Prior Year Budget 
o Prior Year Required Match 
o Budget Year Proposed 
o Budget Year Requirement Match 

 Click Apply 
 

 
 
 
 
 

Note: Make sure that Start and 
End Dates are selected from the 
drop-down calendar box. Failure 
to do so could result in an error. 
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3. When you have completed your data entry, click on 
Save to update RFRO. 
 
 
 

 
 

 

4. The grant now appears in the Grant Funding Summary 
form (at the bottom of the form). 
 

 
 
Note: All financial figures should be in thousands. 
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Section 6B:  Editing The Grant Funding Summary Form 
 
In this section you will edit an already existing item in the Grant Funding Summary form. 
 
Step Action Notes 
1. From the Grant Funding Summary form, select a line item that needs 

adjustment and click on the Edit button. 
 

 
 

Note: Selecting the 
pen icon option will 
allow you to edit a line 
item as described in 
Activity 6. Selecting 
the garbage icon 
option will delete the 
selected line item. 

2. The line item will now become available to update any cells that 
require adjustment. 
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3. When all required changes are made, click on Apply and Save to 
update RFRO. The line item will now reflect any changes made in the 
prior step. 
 
 

 
 

 

4. From the Grant Funding Summary form, select a line item that needs 
to be deleted and click on the delete button. 
 
A prompt note will be displayed to confirm this selection 
 

 
 

 

--End Activity-- 
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Activity 7: Completing Payments To and From 
Other Departments  
 
This activity describes how to complete the Payment To and From Other Departments 
form in RFRO. 
 
In this activity, you will: 

 Identify the different sections of the Payment To and From Other Departments 
form 

 Add a payment 
 Edit a payment 

 
Step Action Notes 
1. Once you have selected your department, open the 

Input Screens and click on Payment To and From 
Other Departments. 
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2. Click Create to add a payment from a department.  
 

 
 

 

3. Select the department that will receive the payment 
from the Department (to) drop-down box and enter the 
reason for the payment in the Reason and Source text 
box shown below and click Apply  
 
. 
 

 
 

New Feature Alert! 
Note: the status of the payment 
will remain pending until is 
confirmed by both departments 

4. Enter the amount into the appropriate columns and 
click on Save when your entry is complete 
 

 

New Feature Alert! 
Note: the payments To be made 
from other Departments get 
generated automatically on the 
other departments side and will 
remain pending until is confirmed 
by both departments.  

5. Your entry will now be recorded in RFRO. 
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Section 7B:  Editing the Payment To and From Other Departments Form 
 
In this section you will edit a payment in the Payment To and From Other Departments 
form. 
 
Step Action Notes 
1. From the Payment and From Other Departments form, in the 

Payments To Be Made From Other Departments section, click on 
the Edit button on any line item you would like to adjust. 
 

 
 

Note: Selecting the 
pen icon option will 
allow you to update a 
line item as 
described in Activity 
7. Selecting the 
Delete option will 
delete the selected 
line item. 

2. The line item will now become available to update any cells that 
require adjustment. When all required changes are made, click on 
Save to update RFRO. 
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3. The line item will now reflect any changes made in the prior step. 
 
 

 

 

--End Activity-- 
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Activity 8: Completing Selected Line Item 
Highlights Form 
 
 
This activity describes how to complete the Line Item Highlights form in RFRO. 
 
In this activity, you will: 

 Add a line item highlight 
 Edit a line item highlight 

 
Step Action Notes 
1. Once you have selected Line Item Highlights, open the 

Input Screens and type your department name. 
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2. To add a line item, click on the Edit button on any line 
item you would like to adjust and type into the text 
boxes shown below. 
 

 
 

 Under the Account, enter the number of the 
account(s) (formerly named subobject) that 
make up the dollars amounts. 

 Click on Apply to update the Line Item 
Highlights selected . 
 
 

 

3. After the line item is created, enter the appropriate 
dollar amounts in the respective years and click on 
Save to update RFRO. 
 

 
 
 

 

4. The Line Item Highlight now appears in the form (in 
alphabetical order). 
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Section 8B:  Editing The Line Item Highlights Form 
 
In this section you will edit an already existing Line Item Highlight. 
 
Step Action Notes 
1. From the Line Item Highlights form, select the column of the 

year and the line item that needs adjustment to enter the new 
amount.  
 

 
 

 When all required changes are made, click on Save to 
update RFRO. 
 

 

2. The line item will now reflect any changes made in the prior 
step. 
 
  

 
 
 

 

--End Activity-- 
 
 

 


