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Introduction

As stated in the Capital Budget Instruction Manual, the Capital Database has been updated.
It is requested that all agencies use this new database to enter their Capital Budget requests.

For each project, users of this system will enter narrative descriptions, project cost
percentages, financing amounts, and strategic, critical and return on investment criteria, as
well as print reports for each project for submission as their capital budget request. Along
with the agency’s hard-copy submission, an electronic copy of the database must be
submitted by July 15, 2016.

The system is a Microsoft Access-based database. Although the original system was
developed in Access 97, it has been updated using Access 2003 and Access 2010. Contact
Brian Daniels at 574-9202 if there are any issues opening or using the system.
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et If you have Access 2010, please follow the steps below before installing your

capital database***
1. Open Access 2010
2. Click options in the left pane of the Access window

i
= Available’

i
__A-IJ
[ Open

L]
- |

-1 |

Blank
Capital Budget.mdb databast

Statewide Capital d... Office.co

Capital Budget.mdb

Fiscal Motes.mdb

o

Recent Aszets

| y
Tirne &
Billing
Help
(3 opten <=
fd Exit



State of Rhode Island

Budget Office

Instructions for Using the FY 2018 - FY 2022 Capital Improvement Plan Request System

3. Select Trust Center in the left pane of the Access Options window

Access Options A
General
Help keep your documents safe and your computer secure and healthy.
Current Database
Datasheet Protecting your privacy
Ohject Designers Microsoft cares about your privacy, For more information about how Microsoft Access helps to protect your privacy,

please see the privacy statements,

Proofin
g Show the Microsoft Access privacy statement

Language Office.com privacy statement
Customer Experience Improvement Program

Client Settings

Customize Ribbon Security & more

Quick Access Toolbar Learn more about protecting your privacy and security from Office.com.

Add-ins Microsoft Trustworthy Computing

Trust Center soft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your =
computer secure, We recommend that you do not change these settings. Trust Center Settings...

!

4. Then click the Trust Center Settings button

G I
EnerE @ Help keep your documents safe and your computer secure and healthy.

Current Database
Datasheet Protecting your privacy
Ohject Designers Microsoft cares about your privacy, For more information about how Microsoft Access helps to protect your privacy,

please see the privacy statements.

Proofin
g Show the Microsoft Access privacy statement

Language Office.com privacy statement
Customer Experience Improvement Program

Client Settings

Customize Ribbon Security & more

Quick Access Toolbar Learn more about protecting your privacy and security from Office.com.

Microsoft Trustworthy Computing

Add-ins

Trust Center Microsoft Access Trust Center
The Trust Center contains security and privacy settings, These settings help keep your =
computer secure, We recommend that you do not change these settings. Trust Center Settings...
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5. Inthe Trust Center window, click Macro Settings in the left pane

Trust Center L7 |-

Trusted Publishers

Message Bar Settings for all Office Applications

Trusted Locations
Showing the Message Bar

Trusted Documents @ Showthe Message Bar in all applications when active content, such as ActiveX controls and macros, has been
blocked
Add-ins () Mever show information about blocked content

ActiveX Settings

Macro Settings @

DEP Settings

Message Bar

Privacy Options

6. Select the option “Enable all macros”

Trust Center

Trusted Publish
rusted Publishers Macro Settings

Trusted Locations )
) Disable all macros without notification

Trusted Documents ") Disable all macros with notification

Add-ins (") Disable all macros except digitally signed macros
@ Enable all macros (not recommended: potentially dangerous cade can run)

ActiveX Settings I

Macro Settings

DEP Settings

Message Bar

7. Click OK in the bottom right portion of the window, first in the Trust Center
window, then in the Access Options window.

8. You may now install the Capital Database on your computer
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¥ Instructions on Using Database
The following instructions describe each of the forms and reports found in the database. If
you have additional questions, contact Brian Daniels at (401) 574-9202.

Database Installation
To install the FY 2018 — FY 2022 Capital Database go to the link included in the email to
department directors and CFOs, and click “run” twice.

Some users may be prompted different differently depending on the type of Microsoft
Office product the user has installed on their computer. If the following screen appears, hit

13 2

run .
Wiew and track your downloads Search downlogds Fe

Capital Budget.exé 351 ME Do youwant to run or sive
this program? Run Save s

busdget n.gey

User may receive a warning error. Hit actions and then click “run anyway”.

© Caphul Bdoet L ewe T pagen o b




State of Rhode Island

Budget Office

Instructions for Using the FY 2018 - FY 2022 Capital Improvement Plan Request System

A Capital Database icon will be installed on the desktop. Click on the FY 2018 — FY 2022

icon (delete any older Capital database icons). For the final step of installation, you will
then be prompted to select your agency from the drop down list, then click the “Next”
button.

| [
1 Select a valid Agency ID from the List

e )

On the next screen, you will be asked to confirm that the agency selected is correct.

- A

Confirm your agency by clicking the “Next” button again.

Once you have pressed the “Next” button confirming your agency, if the incorrect agency
has been selected you will have to uninstall and reinstall the database.
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e Project Creation and Data Entry
=== To begin your database submission, select the “Capital Budget” tab, then select “Projects
Form” icon.

Capital Budget Capital Budget Reports

D Projects Farm

You will then be directed to the Project Set Up screen.

Form Navigation

When entering data for a project, you must complete steps 1 through 5 for that particular
project in sequential order — the only form in which you can navigate from one project to
another is the Project Set Up form.

When you are in the Project Set Up form (Step 1), you can navigate from one project to
the next using the arrows on the upper right side of the form:

FY 2017 - FY 2021
Capital Improv t

Project Set Up
- 1 Plan Request System

Step 1 of 6

EDEPARTMENT OF TRANSPORTATION

Project ID Project Name
HIP Highway Improvement Program

An explanation of the project navigation buttons is below

@G e
q 5 b 7

1 2 3
1 — First Project 6 — Create a New Project
2 — Previous Project 7 — Exit Form

3 — Search for Project
4 — Next Project
5 — Last Project
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" To navigate from one form to the next, use the Previous and Next buttons on the left side
of the form.

»

* G * w ~tate of Bhode Island
N I + LAY
o « M-I

'* * Department of Administration

FACIM [v] Recrea

KiEx

Please note - If all of the mandatory fields have not been completed on the form you are
currently viewing, you will not be able to navigate to the next form. The fields that are not
completed or result in an error will be highlighted in blue.
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& Project Set Up
The first form that must be completed for all projects in the capital request is the Project
Set Up form. This form is the first that appears after you select “Capital Budget Request”
from the “Capital Budget Forms” drop down.

| Projects
FY 2018 -FY 2022
Capital Improvement

Project Set Up
jec ! Plan Request System

Step 1 of 5

Department ID:
068 DEPARTMENTOFADMINISTRATION EEEE

Project ID Project Name
DOAFM2 Pastore Center Rehab - DOA Portion

Submit this Project
168008
Contact Name Phone Number
Thomas Nangle 462-3043 ¥
Email Address ] T Project?

thomas.nangle@doa.ri.gov
Project Location Zﬂ>
Street Address
John O Pastore Center
Gy Zip
Cranston 02920
Fecord 1 of 48 R
A

This form is pre-populated with projects existing in the current capital plan. Please refer to
Appendix B of the Capital Instructions Manual for a complete list of your agency’s existing
projects.

**When entering data for a project, you must complete steps 1 through 5 for that particular
project in sequential order — the only form in which you can navigate from one project to
another is the Project Set Up form. Therefore, if you click the Next button on the right side
of the screen, you will be entering data for the project currently shown on the screen. You
must complete Steps 1 through 5 for that project, or navigate back to the Project Set Up
screen, find the project you would like to edit, and then complete steps 1 through 6 for that

project.

10
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ranking for the projects, and to add any new requested projects. The following items are
required in this form (if not already provided for current projects). Explanations of these
fields and what is required can be found in the Capital Budget instructions (the instructions
are available on the OMB website at
http://www.omb.ri.gov/budget/instructions/#section3).

e Department ID

e Project ID

e Project Name

Priority Ranking

Contact Name

Contact Phone Number

Contact Email Address

Project Location (Street Address, City, Zip)

If a project is completed or no longer needed, leave the “Submit this Project” check box in
Step 1 unchecked. The project will be removed from all of the forms and reports.

Note: If the project will not be included in the Capital Budget submission, the priority
ranking will need to be changed to a “dummy” ranking. For example, change the
priority rankings for the projects that are not in the submission to 101, 102, 103, etc.
and then go back and change the rankings for the projects that are in the submission to
1,2, 3.... as desired. No two projects can have the same priority ranking.

Once you have completed all of the required fields for a particular project, you can navigate
to the next project using the navigation arrows on the right, or, once you have set up all of
your capital projects, you can navigate to the next form using the navigation arrows on the
left.

11
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# Project Narrative Form

This form requires basic narrative information for each requested capital project. You will
be directed to this form from the Project Set Up form. The Project Description and Project
Justification fields will be populated per last year’s CIP request. Data must be entered in
the Project Status field to reflect the project’s status as of the end of FY 2015.

Project Narrative

FY 2018 - FY 2022

Capital Improvement
Enter Project Narrative Plan Request System
Step 2 of 5

Project ID

DOAFMZ |z| Pastare Center Rehab - DOA Portion
Pioject Description:

At the Pastore Center in Cranston, DOA is responsible for major maintenance &

capital repairs to 35 buildings, 14 lane miles of roads and 1.2M square feet (SF) of

parking lots situated on 400 acres of land. The buildings total 1.5M SF of floor

space and house a variety of State government agencies including DMV, DLT,

DBR, BHDDH, DHS, DEA and three State Hospital buildings. The attached
soreadsheet DOAFMZ2-15-20 lists the maior maintenance proiects reauested for the *
Project Justification:
Many buildings on the Pastore Center campus date back to the early 1900's and
are in need of critical fire safety sprinklers and energy efficiency improvements
including new roofs, windows and HVAC systems. Several buildings are presently
cooled using hundreds of window air conditioners. The design and installation of
new HVAC systems in buildings built without proper ventilation and cooling will
eliminate these portable window units and allow for the installation of new more
Project Status:

The project is underway and scheduled for completion in Month, Year -

** When entering data in this form, each field must have its own, unique narrative. The
Project Description should describe what the project is doing, the Project Justification field
should detail why the project is needed, and the Project Status should explain the project’s
status in the pipeline, if it is already underway, or when it is projected to commence.

Do not enter “see project description” or any other reference to another field as a narrative
— these fields may be used individually in internal reports by the Office of Management
and Budget. When a field says “see project description” or “see project justification,” the
referred section will not be captured in certain reports.

Please Note — Each field on this form must have data entered. If a section is left blank, you
will not be able to navigate to the next field, and the blank field will be highlighted in blue.

When you have entered all narrative data for the current project, you may click the Next

arrow on the left side of the screen to navigate to the next form, or the Previous button to
navigate back to the Project Set Up form.

12
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Strategic Criteria
Completion of the Strategic Criteria form is mandatory. This data will be utilized to justify
your project to the Capital Committee.

The project displayed will be the same as the project previously edited in the Project
Narrative form.

Capital Improvement Plan Request System - Strategic Criteria

FY 2018 - FY 2022
Capital Improvement
Plan Request System

Project_ID DOAFM2 |z| Pastore Center Rehab - DOA Partion
Safety Code Concems Majar E

Describe Safety Concerns # Code Yiolations Below:
Enter safety concerns / codeviolations here

Regulatory Legal Compliance None E

Dresciibe Code Yiolations Below
Enter legal / compiance issues here

Energy Environmental Impact Mo Change E

Diescribe Energy Use Impact Below:
Enter energy or ervironmental impact here

Customer Service Impact None E

Describe Customer Service Improvements Below:
Entet any custamer serfvice improvements here

User Financing Below:
Explain percentage on hon-state financing

Dezcribe Availability of Other Funding Sources Below:
Enter justification here

Freviously Budgeted and Froent Status | Budgeted and Statted |« | Z > [’—@_

Dezcribe Status of Project and Funding Below:
Enter priect status information here

Fietumn on Investment Low E (J\7 | |

Describe Benefits and Return on Investment
Recard 1 of 1 Describe benefits and ROI

For each project, an option must be selected from the drop down list for each category. If
there is no option selected for a particular project, you will not be able to navigate to the
next form for that project and the field will be highlighted in blue. Once an option has been
selected, you must elaborate on the reason for your choice in the corresponding narrative
fields unless you selected the option “None” in fields in which it was an option. For
example, if this project will address major safety concerns, the narrative section should list
the safety concerns. You will not be able to navigate to the next form unless the required
narrative forms have data entered. If a required narrative field does not have data and you
try to navigate to the next form, the field(s) that require data to be entered will be
highlighted in blue.

13
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¢ Project Costs
The Project Cost form is mandatory. In the Project Cost form, you must indicate the project
cost breakout for each project as a percentage of the budget for each year.

Project Costs

FY 2018 - FY 2022
Administration X . .

e of Management and Budget Enter Project Cost

Step 4 of 5

Project ID 05H [+] 01d State House
Status_ID -~ Project Costs ID -| Pre-FY 2017 - Fy 2017 .| FY2018 ~| FY2019 - FY 4
Plan [ =] Architectural and Engineering 8.26% 3.03% 7.69% 20.00%
Plan Facility Improvements/Renovations 91.74% 96.97% 92.31% 80.00%
* | Request 0.00%: 0.00%: 0.00%: 0.00%:
4 il 3
Pre FY 2017 FY 2017 FY 2018 FY 208 FY 2020 FY 2021 FY 2022 POST FY 2022 )
Plan 100.00% 100.00% 100.00% 100.00%% 100.00% 100.00% 0.00% 0.00%
AN (|

The Plan field is populated with the percentages based on the previous year’s submission.
You may edit this information if you do not believe the data to be accurate.

Next, for each project cost, first select “Request” in the Status ID column, then select the
appropriate project cost category from the drop down in the Project Costs ID column.

Project Costs

. FY 2018 - FY 2022
nt of Administration Capital Improvement

ent and Budget Enter Project Cost Plan Request System

Step 4 of 5

Project ID 0sH [+ ] Oid State House

Status_ID - Project Costs ID Pre-FY 2017 - Fy 2017 - FY2018 - FY2018 - FY 2
Plan ral and Engineeri 8.26% 3.03% 7.69% 20.00%

Plan iral and Engi g 91.74% 96.97% 92.31% 80.00%
# |Request Parcent for Arts [ 0.00% 0.00% 0.00% 0.00%
Construction
Contingency
Emvironmental Remediation
Facility Improvements/Renovatic
Fees
Furniture, Fixtures and Equipms
Grants
Bond Issuance Costs
Information Technology
Land Acquisition
4 Other 3

Frd Planning FY 2018 FY 2020 FY 203 FY 2022 POST FY 2022 :

Plan 1| Right of Way Acquisition 100.003% 100.003% 100.003% 0.00% 0.00%
Site Improvements -

14
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Once project costs have been selected, indicate the percentage of funding being requested
that will be spent on the particular project cost for each year in which funds are requested.
The total for each year for each Status ID must equal either 100% (for all years in which
funds are being requested) or 0% (for all years in which no funds are being requested).

The annual percentage totals are indicated in the lower portion of the screen. If a year does
not total either 100% or 0% it will be highlighted in red (as shown below) and you will not
be able to navigate to the next form.

Project Costs

7 2018 - FY 2022
Capital Impr

Enter Project Cost
Step 4 of 5

Project ID 0&H [+]0ld State House E
Status D - Project Costs ID - PreFY2017 - FY2017 - FY2018 - | FY2019 - FY 2
Flan Architectural and Engineering 8.26% 3.03% T.69% 20.00%
Plan Facility Improvements/Renovations 91.74% 96.97% 92.31% 80.00%
Request Construction 90.00% 0.00% 0.00% 0.00%
* Request 0.00% 0.00% 0.00% 0.00%

FY 2018 FY 2013 FY 2020 FY 2021 FY 2022 POST FY 2022
Flan 100.00% 100.00% 100.00% 100.00% 0.00% 0.00%
Request 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

T .

Please note — This form is meant to provide an indication as to how the requested funds
will be spent. Please provide your best estimate for the percentage allocation.

15
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Project Financing Form

The Project Financing form will be used to indicate the amount being requested for each
project by fund source.

-
Project Financing

nd
of Administration
gement and Budget Plan Request System

Department_ID: Froject D
063 EDEPARTMENTOFADMINISTRATION SHEMIP State House Energy Management Improverment |

Funding Type Code - lineseq - | Pre FY 2017 - | FY 2017 - FY 2018 - FY 2019 - FY 2020

.
RI Capital Plan Fund E| 5623.000 30 30 30

TBD

i »

X eas

=

Funding_Type_Code - lineseq - | Pre FY 2017 - | FY 201 - | FY 201 - FY 2019 - FY 2020 -

[~]TBD
T} 3

Please Note - This information must now be provided at the line sequence level. In cases
where there are multiple line sequences in one funding type code, you may enter duplicates
of the same fund source as long as the line sequences entered are different. If a line
sequence has not yet been established you may enter TBD (or TBD1, TBD?2, etc. if there
are multiple accounts that must be created in the same fund source).

This form displays the current financing “plan” for each project on the top portion of the
screen. The “plan” can be updated to reflect the final FY 2016 enacted budget once it is
approved. The “request” section is required to be filled out and includes a drop-down menu
with the various possible funding options and a listing of each bond series. If the bond
series is unknown, G.O. Issued Proceeds or G.O. Unissued Proceeds can be chosen from
the list. Once the Funding Type Code has been selected, enter the corresponding line
sequence and the projected expenditures for each fiscal year.

Most projects have more than one type of financing. Continue to enter new records by
tabbing to a new line and selecting the new financing sources until all of the funding and
line sequences for a particular project have been identified. Contact Brian Daniels at 574-
9202 to discuss adding a new source if none of the options matches the available funding.

16
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FY 2018 - FY 2022
fration : : . . Capital Improvement
Enter Project Financing Plan Request System

Step 5 of 5

ment and Budget

Cepartment_ID: Froject 1D

EDEPARTMENT OF ADMINISTRATION SHEMIP |Z|State House Energy Management Improvement |
Funding_Type_Code - lineseq - PreFY 2017 - | FY 2017 - | FY 2018 - FY 2019 - | FY 202(
Rl Capital Plan Fund [«] $823,000 §0 50 50

TBD

il 3
2T\

—

Funding_Type_Code - lineseq - Pre FY 2017 - FY 201 - | FY 2011 + FY 2019 - FY2020 -~

[+]TBD

Feguest

1] »

Once the Project Financing form is completed for the current project, to begin entering data
for the next project you may click the “Start Next Project” box. You may also click the
Finish box in the upper left hand corner of the form to exit the data entry form or navigate
back to a previous form if you would like to edit the project by clicking the Previous button.

17
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Running Reports
Once your capital budget request is complete, you can run your capital reports by
selecting the “Capital Budget Reports” tab, then selecting the desired report.

Capital Budget | Capital Budget Reports Q

Frojects Prionty Order Report

Summary Feport

Froject Marrative Report

Agency Request Vs, Plan Report

=[] [E] (=)=

Project Cost Report

When running a Project Priority Order or Summary Report, the report will automatically
generate once the report is selected from the drop down. For the Project Narrative,
Agency Request vs. Plan and Project Costs reports, you will be prompted to select the
appropriate Project ID from the drop down. If you would like to run the report for all
projects, select “* All Projects” — this is the first option in the drop down list.

B

Project ID:
! =
* All Projects
HIF Highuwway Improvermnent Progran
BRIDGES Eridge Rehabilitation - Statewide

X

18
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Once you have selected the desired option in the Project ID field, you will be able to run
the report by clicking the button with the magnifying glass in the upper right hand corner
of the screen.

I

* all Projects
HIF Highuway Improvemnent Program
BRIDGES Bridge Rehabilitation - Statewide

19
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following forms must be included with the hard copy of your capital budget request:

Projects Priority Order Report
This report will list the names and IDs for all projects in your capital request in priority
order.

Summary Report
This report will produce a summary report with all projects requested and the
corresponding priority ranking, project 1D, and total funding.

Project Narrative Report

This document will show the Project Description, Project Justification, Project Status,
and Strategic Criteria for each project. Return to the originating form to make any
corrections.

Agency Request vs. Plan

This report displays both the current financing plan for all agency projects and the
funding requested. The report is useful in two ways: to double check the data entry of
information in the Project Financing Form, and to see how the funding request is
changing from the current plan. Significant changes should be clearly explained under
the Project Status section of the Project Narrative Form. The report displays all of the
projects requested for submission by the agency.

Project Cost Report

This report displays the project costs for each project, with totals by type of cost and
by fiscal year. The totals by fiscal year on this report should always match the totals by
fiscal year on the Project Financing report.

20
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o=/ Submission

= The database will produce the reports needed for the agency’s hard-copy submission per
the instructions in the running reports section. For each submission, the following reports
should be submitted, in the order shown below, for each project in the capital request:

Summary Report
Agency Request vs. Plan
State Vehicles Report (if applicable)

To submit your database, first select the “Capital Budget” tab, then click “Data Submission
to Budget Office”.

Main Menu

FY 2018 - FY 2022
Capital Improvement
Plan Request System

I Capital Budget ~ Capital Budget Reports |

m Projects Fam

y 4

Data Submizzion to Budget Dffice

W
X
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% A window will then pop up on the screen requesting you enter your email address into a
text field. Once you have entered your email address, click the confirm button.

Data Submission

FY 2018 - FY 2022
Capital Improvement
Plan Request System

Enteryour email address and press "Confirm" to confirm you wart
o submit your Agency’s Capital Improverment Request.

Email Address

] P

When the user clicks the confirm button, the database will submit the capital budget request
to the Budget Office and to the email address entered. Upon successful submission, the
database will show the confirmation below.

Process Completed =2

The Capital Budget Request for the current Fiscal Year has been submitted, a copy
of the data was sent to the email provided,

22
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Using the Capital Budget Database Forms

The Capital Database has a series of Function Buttons to assist in navigating through the
records. The following contains a picture of these buttons along with an explanation of its
functionality.

Button Functionality
First Record: The Screen will display the first record of the available data.

Previous Record: The record located immediately before to the one in the
screen will be displayed.

Search: By using this function, the user can search in any field and by any
combination contained in the data of the selected field.

Next Record: The record located immediately after to the one in the screen
will be displayed.

Last Record: The screen will display the Last record of the available data.

New Record: The screen will clear all values and will allow the user to
enter a new record.

-
*

Exit / Close: This functionality will close the current screen or quit the
system if it is applied in the Main Menu.

Print Preview: The selected Report will run and display the result on the
screen

=)|EEEEEIEE
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