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This is the login screen that appears when the application is launched by the user.  The User 
Name and Password need to be entered (see separate instructions for this).  For best results,  use 
the {TAB} key to move from the User Name box to the Password box. 
 
 
 
 
 
 
 
 
 
 
 



 Capital Budget Wizard Instructions 

H:\projects\Capital Plan\2008 Capital Plan\project selection process\WIZARD SCREEN SHOTS2008.DOC 
Page 3 of 23 

 
 
Once the application has launched, you will be presented with a standard Windows application 
screen.  On the menu, choose File, then Capital Requests, then Capital Request Wizard.  The 
Wizard will launch and present you with the Welcome screen, as shown on the following page. 
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1. The Capital Budget Plan item is automatically entered by the system and is not editable 

by the user.  It s displayed simply to remind you what plan years you are submitting on.  
 
2. Click the arrow on the right side of the “combo box” for Requesting Agency to select 

your department name. 
 
3. Click the arrow on the right side of the “combo box” for Benefiting Agency to select the 

name of the department that will be receiving the Capital funding to be used to complete 
the project.  

 
4.  Use the Project Prefix combo box to select the particular department series that this 

project falls under. 
  
5. Use the Capital Fund combo box to select the fund that this project will be associated 

with, if it is not associated with the Capital fund. 



 Capital Budget Wizard Instructions 

H:\projects\Capital Plan\2008 Capital Plan\project selection process\WIZARD SCREEN SHOTS2008.DOC 
Page 5 of 23 

 
 
6. The Period of Probable Useful Life is an estimate of the expected useful life of the entity created 

as a result of the project.  These numbers are generally set by provisions of the Local Finance 
Law and dictate the number of years that bonds can be issued for a particular type of project.  If 
you know the answer to this question, then answer it.  Otherwise, you may leave it blank and it 
will be completed by the Capital Subcommittee. 

 
7. The Project Cost Estimate will be used to assist in determining the financing requirements of the 

project.  For more complicated projects, you may require assistance from the appropriate 
Divisions of Public Works to prepare a suitable estimate.  Some form of back-up material will be 
required to support the estimated cost and will be submitted to Kevin Mulligan at the time the 
request is entered. 

 
8. If this is a request for additional funds on an existing project, select the project number in 8.  

Selecting a project number in 8 will automatically fill in the project name from the NIFS record.  
If this request will be the genesis of a brand new project, leave this blank and enter the project 
name in line 9 so that this information may be used to create a new record in NIFS. 

 
9. The Project Name should be a very concise description of what the project consists of. 
 
10.. The project description will give a more detailed picture of the nature of the project.  Some 

examples might be:  “The Widening and Improvement of Old Country Road from West Street to 
Clinton Road” or “Upgrades to Medical Examiner’s Computer System by Installation of New 
Server and Workstations” or “Purchasing of Three New Police Ambulances”. 
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11. Use the “Mover” box shown above to select all Legislative Districts that are 

geographically affected by this project.  If the project is not geographical in nature (for 
instance, an equipment purchase) then select “99 – All Districts”.  Future versions of this 
wizard will make use of the County’s GIS to assist in selecting the districts. 

 
12. In the Community box, type in the name of the community that encompasses the 

proposed project.  Examples would be Syosset, Freeport/Baldwin, Southern Nassau 
County, etc. 

 
13. Enter the address of the proposed project.  For a site such as the Old Courthouse, enter 

“1550 Franklin Avenue” (the Community would have been Mineola).  For a road project, 
enter something like “Old Country Road from West Street to Clinton Road”. 
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14. Use the “Mover” boxes to select as many reasons for this request as are applicable. 
 
14a. This box appears when the user has selected ‘Legally Mandated’ in the “Mover” boxes.  

This will require the user to enter the law or mandate that applies to this project. 
 
15. For each reason selected in item 12, give a brief explanation of the reason.  These 

explanations, in conjunction with the Justification in item 15, will strongly affect the 
perceived viability of the project so give some attention to detail here. 
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16. Use the “Combo Box” to select a Project Type from the list presented. 
 
17. Use this box to provide a detailed explanation of why this project should be funded.  

Make it convincing and understandable.  Remember that the County is in a fiscal belt-
tightening situation so any new spending will be inherently difficult to justify without 
excellent backup. 
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18.       Use the ‘Combo Box’ to select a Status of Land for this project.  The choices are ‘To Be 

Acquired’, ‘Not Needed’ and ‘Other’.  If the selection made is ‘To Be Acquired’, the 
information on the following page will be required to give specific details about the land 
to be acquired. 

 
18a. Use this box to provide an explanation of why this project does not require land. 
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18b. Use this ‘Combo Box’ to select the type of acquisition that this will be.  The options are 

‘Permanent Easement’, Working Easement’ and ‘Fee Parcel’. 
 
18c. Use this box to enter in the amount of land required in acres. 
 
18d. Use this box to enter in the estimated cost for this land acquisition. 
 
18e. Use this box to explain any specific requirements regarding the location of this land. 
 
18f. Use this box to explain any specifics regarding zoning requirements of this land. 
 
18g. Use this box to explain any specific market requirements regarding the required land. 
 
18h. Use this box to explain any other known issues regarding the required land. 
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19. This box should be used to explain any time constraints associated with getting this 

project completed.
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20. This grid will be used to estimate the cost schedule for this project over its lifetime.  The 

grid will have values entered into it when this page appears.  The values are simply the 
estimated cost (provided on page 2) divided by the project duration (provided in item 17).  
The user should alter these amounts to provide a clear picture of how this project will 
need to be financed during each year of its life.
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21a. Use the “Mover” boxes to select as many fiscal considerations for this request as are 

applicable. 
 
21b. For each fiscal consideration selected in item 19, give a brief explanation of the 

consideration.  These explanations, in conjunction with the Justification in item 15, will 
strongly affect the perceived viability of the project so give some attention to detail here. 
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22. Checking this box means the finished project will be something that requires new 

maintenance costs to be borne by the County.  Note that item 25 deals with new 
personnel required. 

 
22a. Estimate the annual operating costs for this project that would not exist if the project 

were not funded. 
 
22b. Provide detailed explanations of the sources of additional operating costs.  This will 

typically include labor, materials, and equipment. 
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23. Check this box if funding will be expected from sources other than County finances.  

This may be in the form of Federal or State loans or grants, or donations from 
philanthropic or other agencies. 

 
23a. This grid will display lines of information indicating individual aid sources.  In order to 

enter an outside funding source, click on the “Add” button.  In order to edit or delete a 
funding source, click on the line that represents the source of outside funding to be edited 
or deleted and the click on the corresponding button.   

 
23b. Use this box to explain in detail the vehicle that will allow this project to be funded by an 

outside agency.  Also identify and special considerations that must be met to receive the 
aid. 
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When adding a source of aid, this screen appears.  Please enter the name of the entity that 
will supply the outside funding for this project.  Then choose the Aid Type, which can 
either Federal, State or Other.  The choose whether the source of funding is a grant or a 
percentage of approved cost.  Then the grid is used the same way that the debt grid was 
used, enter the amounts expected to be received from this funding source in the years 
indicated.  If there is funding to be received after the last year in the grid, then all the 
funding expected during and after the last year listed is to be listed in the last year of the 
grid. 
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If the funding is based on a percentage of the total cost, the grid will change to reflect to 
needed information.  Enter the Percentage and Approved Cost in the associated columns. 
The Approved Cost should reflect the agency’s maximum allowable cost basis, which 
may be different than the total amount to be financed by the County (for instance, the 
County may be estimating $1 million to build a certain project and can expect 80% 
federal assistance but that assistance will be based on a maximum cost of only $750,000).   
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24. Check this box if the entity created by this project will allow the County to charge User 

Fees, such as entrance fees for a swimming pool. 
 
24a. If box 24 was checked, then enter the estimated annual income that will be expected from 

the charging of User Fees.  
 
24b. Use this box to describe how the estimate for the total User Fees was determined. 
 
24b. Use this box to indicate the statute that allows the County to charge User Fees for the use 

of the created entity. 
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25. Check this box if the request will generate the need for additional County personnel to be 

hired to operate or maintain this facility when completed. 
 
25a. If box 23 was checked, then enter the estimated annual payroll (loaded with fringes) that 

will be required to operate or maintain this facility. 
 
25b. Use this box to describe the new personnel needed, including number of people and their 

titles, a breakdown of salary costs by title, and their expected work assignments. 
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26. Check this box if the request will require the purchase of new equipment by the County. 
 
26a. If box 24 was checked, then enter the estimated cost for the new equipment. 
 
26b. Use this box to describe the new equipment/furniture needed. 
 
26c. Use this box to describe the schedule of replacement as planned for each piece of new 

equipment/furniture. 
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27, 28. If you are the data entry person and also know the details of this request, then enter your 

name and phone number here.  If the person who is instrumental in making this request is 
someone other than the data entry person, then enter their contact information here. 

 
29. Use this box to enter the rank of this project (1 being highest priority) among all of your 

requesting agency’s projects.  This is an OPTIONAL entry, and should only be entered 
when approved by the Department Head. 

 
30. Enter the name of the Department Head of the Requesting Agency here. 
 
31. The Submission Date will be automatically filled by the system.  It is not editable. 
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If all the required information has been entered correctly by the user, this screen will be 
displayed.  The user should make a note of the temporary project number that has been assigned 
to the Capital Project Request.  At this point, all that is left to do is to click the ‘Finish’ button to 
save the request. 
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If the user has chosen to ‘Skip’ any of the pages in the Wizard, this screen will be displayed, 
reminding them of the page that they skipped.   At this point, if the user chooses to ‘Finish’ the 
entry of the request, the request will be tagged as incomplete and will not be eligible for review 
by the sub-committee, until the user has returned to complete the request. 


