eCPIC Version 4.5 User Guide

1. Click the Show Field Filter link.

This displays the filtering criteria available dependent upon what is being searched.
Some types of criteria are Investment Name, Template, Class, OMB Investment Type,
Revision, etc.

2. Enter the value(s) into the fields that will be searched.

- Hide Field Filter -2¥Enter filter criteria in the fields.

Once the - Show Field Filter - link iz clicked, the - Hide Field
Filter - ink will appear.

The Field Filters are located conveniently above each of the header that
Investment Name o B TR AL

J Usethese Paginzicons to

=CPIC, Admin 05/07/2007 10:52 AM

BYzo008 T 01 - Mzjor Investment

begin or cancel the search. :
De ) BY2008 IT |01 - Major Investment 1 | ecPIC, Admin 02/27/2007 03:16 AM
A Monthly EVMS Example Investment BYz003 non-IT [ 01 - Major Investment <4 User, eCPIC 05/30/2007 12:17 AM
BY2008 Investment BYz008 T 01 - Major Investment Child 2 User, eCPIC 05/29/2007 03:31 PM
CBC Investment A Byz008 T 01 - Major Investment Parent 1 User, eCPIC 05/29/2007 02:57 PM

For example, if searching for an investment that is a 01-Major Investment and has three
Revisions, enter that information in the field filters that are located above those columns.
The (=) sign can be used when specifying how many revisions the item contains.

Note: The filters are not case sensitive. Some filters (i.e. number and date fields)
will allow users to select the type of search including an equal to (=), greater than
(), or less than (<) statement. Other filters (i.e. text fields) only allow text
searches (i.e. LIKE clause).

3. Click the Next icon 2 to proceed with the search. The page will refresh
displaying the results matching the filtering criteria selected. To undo the

selected filtering, click the Undo icon (). The page will refresh with the
investments that match the data entered.

- Hide Field Filter - Enter filtar critaria in the fialds. Ed

9][i2)

Consolidated

Case

A Monthly EVMS Example Investment BYZ009 non-IT | 01 - Major Investment _n User, eCPIC 05/30/2007 12:17 AM
Page 1 of 1 Show [ |results per page

Investment Name Template | Class OMB Investment Type Business Rewv Point of Contact ‘ Last Updated

1.4 eCPIC System Features

eCPIC contains numerous features to assist in managing the application.
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1.4.1 Status Mode

Users with System Administrative RIGHTS can set the application to an INACTIVE
MODE. When the application has been put in an ‘INACTIVE MODE’, users will be
able ‘view’ investments, however, users will not be able to ‘edit’ or add any data. No
data will be saved.

The system will show a message to all users on the top of every screen in eCPIC stating
that the system is in “INACTIVE MODE".

1.4.2 System Emails

From within the Investments, Portfolios, and Scoring modules, clicking on the Email icon

(=) will open the email application that is designed as the local machine’s default mail
application, and allow users to compose a message.

1. Click on the Email icon ().

The users default email application will run and users will be able to compose and send a
message without ever navigating away from where they were in the application.

2. Enter the Subject and content of the message.

3. From within the message window, click Send.

1.4.3 Printing in eCPIC

eCPIC offers two ways to print an entire investment. An investment can print from a
pop-up HTML (Hypertext Markup Language) window, or from an exported Microsoft
Word document.
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Print from HTML

From within an investment:

1.

2.

3.

2.

3.

? Navigation ! | |

E- 2 Browse Sectic

1.

Date of Submis

Hzme of this C

Full UPI Code

Four Digit UPI ¢

Twi Digit UPT €

Exhibit 53 Part

) View Investment - Microsoft Internet Explorer

From within the new window, click File.
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Click on the Print icon (“#). The investment will appear in a new window.

Select Print to send the contents of that window to a printer.

JSL-TE ,
| &

‘ @ Y EE

erview BY10 Subsection: Descriptive Information BY10

Fle Edt View Favertes Took Help
L L.
15D ) Search < 7 Favorites  40%) ‘ =
Open.. crl+0 P = =
Edit with Microsoft Office Word r— = |Links ”‘esnaglt [
Save. CErl+5
Save As...
nvestment BY2010
Page Setup...
Print Preview. ..
— BY2010
Example Investment Y2010
Import and Expart... B
Properties == Mo
Work Offine £CPIC, End User
Close

LA: OVERVIEW BY10
Descriptive Information 8Y10
Agency

Bureau

Name of this Capital Azset
Full UPI Code

Four Digit UPT Code

Two Digit UPI Cods
Exhibit 53 Part

jan

12/3/2008

BEooz Allen Hamilton

eCPIC

Example Investment BY2010
001-01-01-01-01-0000-00
0000

00

IT Investments by Mission Area

3

|12/3/2ma

mE
Booz Allen Hamilton
Test 1 =
Test 10
Test 11 =
[Example Investment 6vz010

225 characters remaining

001-01-01-01-01-0000-00

[o000

IT Investments for Infrastructure, Office Automz
IT Investments for Enterprise Architecture and F

=l

IT Investments for Grants Management

OMB Investmel| o [nvestment Type 01 - Major Investment «{|[02 - Non-Major Investment
rlwu Evhihit 52 Maine Miccinn fras Einanrial Mananameant | _I 03 - IT migration investment portion of a larger
{ G 04 - Partner agency funding contribution =
Prints this page.
OMB Exchibit x ¢ -
Human Resources
Goverance
Inter-Agency =
oV LRt ~ds a [001-01-01-01-01-1234-00

pjid
@ [ T3 5]

To maintain the legibility when printing the investment in its entirety, be sure the browser
supports printing alternating row shading. This can be verified by opening the browser
and selecting the options for background color images contained within the file.

1.4.3.2 Print from MS Word

An alternate to printing directly from the browser is to export and print contents in MS
Word. When exporting an investment business case from eCPIC to Word or Word 300,
the file will be generated as a Microsoft Word Document. This will provide extended
formatting capabilities to the document such as allowing all tables and text to fit to page
without having the user manually adjust those fields. It will also provide the ability for
additional Microsoft Word Features, such as Page Numbers, automatic headers and
footers. eCPIC offers two options for this function.

1.43.2.1 Export to Word

The “Export to Word’ option allows exporting the investment with the fields as they are
seen on the screen. It will export all data, including agency-defined fields.
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1. From within an investment, click on the Word icon ().

The investment will appear in a new window:

T} Example Investment BY2010 (Rev 0) 12-3-2008[1].doc - Microsoft Word

E Edt View Insert Format Tools Table Window Work FirmStyes FirmTemplates  Help

EdHRBROGRAIVE| S AR I-C-EO > T T w0

i 44 Normal

~ TmesNewRom:» 10 «| B 1 U |§ =

=81

Type aquestion forhelp v X

- @] daresa |

s El=lEEssE-2-A-1

i Titie Page | TOC | Divider | Next Divider | [#] [=] [*] [] | | Fant Harvey Balls | (33 | 48 | Spot Color Table Fix | Full Color Table Fix | Borders and Shading... I

Initiative Definition BY10

[initiative Definition BY10
Template Name
Investment Name
Investment Revision Number

Is this investment a consolidated business case?

Revision Comment

Exhibit 300 O&M BY10: Example Investment BY2010 (Revision 0)

BY2010

Example Investment BY2010
0

o

£CPIC, End User

Class T

ILA: Overview BY10

Descriptive Information By10
1. Date of Submission 12/3/2008

Booz Allen Hamilton

eCPIC

Example Investment BY2010
001-01-01-00-01-0000-00
Four Digit UPT Code 0000

Two Digit UPI Code 00

Exhibit 53 Part

OMB Investment Type

Name of this Capital Asset
Full UPI Code

1T Investments by Mission Area
01 - Major Investment

OME Exhibit 53 Major Mision Area - None Specified -

sec 1 113 At0s" n1 col1 REC TRK EXT OWR

2. From within the new window, click File.

3. Select Print.

1.4.3.2.2 Export to Word 300

The “Export to Word 300° option exports the investment into a Word document formatted
according to the A-11 Guidance. The order of the fields and questions mirrors that of the

template in the A-11 and is not affected by changes or formatting made in the eCPIC
workflow. It will only export OMB fields.

Note: The Summary of Spending table will be displayed in millions upon export
according to OMB Guidance.

1. From within an investment, click on the Word 300 icon (ﬁ). The investment
will appear in a new window:
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T AY2009 Investment (Rev 3) 6-5-2007[1].doc - Microsoft Word =R
dit View [nsert Format Tooks Table Window Work FirmStdes FrmTemplates Help Type a question for help  » X

SO EHRS SR TR S BRI @7 0% '@\»HBEEd!

el Tmestesmeme 0 - B 7 U E]E =Sl [ml=EEEO-v- A

i Tite Page | TOC | Divider | Next Divider | [#] [=] [ [] | | FontHarvey Balls | % | 4 | Spot Color Table Fix | Full Color Table Fix | Borders and Shading... !

Exhibit 300: BY2009 Investment (Revision 3)

|[Exhibit 300: Capital Asset Plan and Business Case Summary

|Part I: Summary Information And Justification (All Capital Assets)

Section A: Overview (All Capital Assets)

1. Date of Submission: 2/12/2005

2. Agency:

3. Bureau: Bureau 1

4. Name of this Capital Asset: BY2008 Investment

5. Unique Project (Investment) Identfier: (For IT 001-01-01-01-01-1234-00
investment only, see section 53. Far all other, use agency
1D system.)

6. What kind of investment will this be in FY20057 (Please |Mixed Life Cycle
NOTE: Investment ing to D&M in FY2009, with
Planning/. ies prior to FY2009 should not

ies p
select O&M. These estments should indicate their current;
status.)

7. What was the first budget year this investment was FY2004
submitted to OMB?

8. Provide 2 brisf summary and justification far this investment, including = brief description of haw this closes in part ar
in whole an identified agency performance gap:

9. Did the Agency's Executive/Investment Committee Yes
approve this request?

a. If "yes," what was the date of this approval?

Page 1 Sec 1 111 At14 In4 Col1 REC TRK EXT OVR

2. From within the new window, click File.
3. Select Print.

144 Exporting data to XML

eCPIC offers users the ability to export data to XML (Extensible Markup Language)
from the Investments and the Portfolios module. XML allows users to create their own
customized tags for web documents. Tags are commands inserted into a document that
specifies how the document or parts of a document should be formatted.

1441 Export to XML

The XML icon ™ is available on the Investments and Portfolios module main listing
screens.

1.44.1.1 Export to XML from the Investments Module

1. From the Standard View page of the Investment module (where all available
investments are listed), click on the XML icon (qu)_

The XML will export Initiative History data for the investments that are listed. Types of
data include the Template, Title, Agency, Full UPI Code, etc.
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xmL]) csv |

—
<NewDataSet= -

<Table=
<InitiativeHistoryID=81da6cca-5bed-4cc7-8e12-7191dff481 71 </InitiativeHistory D=
<TemplatelD=4f6730da-33e6-426f-9a52-7111abelfdf1</TemplateID= b
<FullUPICede=001-02-03-00-01-0000-00</FullUPICode>
<Title= Demo Investment 1</Title>
«TitleReadOnly> Demo Investment 1</TitleReadOnly=
<InitiativeRevision=1</InitiativeRevision>
<Class=1T=/Class>
<type=01 - Major Investment</type=
=Contact=eCPIC, Admin=/Contact=
«DisplayLastUpdated=2007-05-07T10:52:00-04:00</DisplayLastUpdated>
<l astUpdated=2007-05-07T10:52:00-04:00</LastUpdated=

<=/Table=

<=Table>
<InitiativeHistoryID>840937c6-a253-4163-8d1e-ab1144bel 2d6</InitiativeHistoryID=
<TemplatelD=4f6730da-33e6-426f-9a52-7111abelfdfl</TemplateID=
<FullUPICode=001-02-02-00-01-1234-00-000-000</FullUPICode=>
<Title= Demo Investment 2</Title=
<TitleReadOnly> Demo Investment 2</TitleReadOnly=
=InitiativeRevision=1«=/InitiativeRevision=
=Class=1T</Class>
«typex01 - Major Investment</type>
«Contact=eCPIC, Admin</Contact=
<DizplayLastUpdated=2007-02-27T09:16:00-05:00</DisplayLastUpdated=
<LastUpdated=2007-02-27T09:16:00-05:00</LastUpdated=

=/Table=

<Table= -
K| 3

1.44.1.2 Export to XML from the Portfolios Module

1. From the Portfolios module (where all available portfolios are listed), click on
the on the XML icon (™).

The XML will export Portfolio History data for the portfolios that are listed. Types of
data include the Template, Name, Mission Area, POC, etc.

() csv|
s

<MewDataSet> -

<Tablex
<PortfolioHistoryID=b1193f30-b27a-41e1-8a49-bf3ed1197533 </PortfolicHistoryID>
<PortfolioName>* 2007 Agency-wide Portfolio</PortfolioName=
<PortfolioDescription=Portfolic of all agencie investments«</PortfolioDescription=
<Scope>Multi-Agency</Scope>
<PhasexFinal«</Phasex>
<POC=User, eCPIC </POC>
<TemplateName>BY2007</TemplateName>
<BudgetYear>2007</Budgstyear>

</Tablex

<Tablex
<PortfolioHistoryID>adicecde-609b-4369-bfof-571e412d0c20«/PortfolicHistory1D=
<PortfolioName>* 2008 Agency-wide Portfolio</PortfolioName=
<PortfolioDescription />
<Scope=Multi-Agency</Scope>
«<PhasexFinal«</Phase=
<POC>eCPIC, Admin </POC>
<TemplateName>BY2008</TemplateName>

<BudgetYear>2008</Budgetyear>

</Tablex

<Table>
<PortfolioHistoryID>f63f3763-7626-4e5f-8df2-109edefcTcee < /PortfolioHistory ID>
«<PortfolioName=* 2008 Agency-wide Portfolio</PortfoliocName=
«PortfolioDescription />
<Scope=>Multi-Agency</Scope>
«<PhasexFinal=</Phase=>

<POC>eCPIC, Admin </POC> h
L4l »

1.4.4.2 Export to XML 300

The XML 300 icon ™1 is only available from within an investment. This will pull
required data for the entire Exhibit 300 format (with tags relating to the OMB defined
fields).

1. From within an Investment, click on the XML 300 icon (’1".1).
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A validation check against the OMB Schema will run.
check, the XML 300 document will appear.

If the investment passes the

<?xml version="1.0" encoding="UTF-8" ?= n
- <omb:root xmins:omb="https://OMB300.gov" xmins:xsi="http:/ /www.w3.org/2001/XMLSchema-
instance">
- =omb:capitalAssetPlan=
- <omb:header>
<omb:OMBObjectId /=
<omb:RevNo /=
<omb:globalParent />
</omb:header=
- <omb:partOne:
- <omb:generalQuestions>
<omb:dateOfSubmission=>2005-10-26</omb:dateOfSubmission=
<omb:agency=001</omb:agency
<omb:bureau=04</omb:bureau=
<omb:locationInBudget>ANG Programs </omb:locationInBudget>
<omb:accountTitle>WC Fund=</omb:accountTitle>
<omb:accountldentificationCode =001-02-012000-0</omb:accountldentificationCode =
<omb:programActivity =Support for Allowances Office</omb:programActivity =
- <omb:programMumberAndName

D B A T TS SEU VR ]

Hm!

Note: For System Administrators, the XML icon (™) is available from within an

investment as well as the XML 300 icon (T.LI). Clicking on the XML icon (”_’“:L}) will
export all data (including Agency-defined fields). This is considered a FULL XML

=

export. General users will only see the XML 300 icon (-.Li).

1.4.5 Export to Comma Separated Values (CSV)

Because most database systems allow users to import and export comma-delimited data,
eCPIC offers the ability to transform XML data into CSV. CSV is a data format that uses
a comma to separate each piece of data. Cutting and pasting this content into a text file
will allow users to import into a third party tool, such as MS Excel or Word.

The CSV button is located within the pop-up window that is launched when a user
chooses to export data to XML in the Standard View screen of the Investments and the
Portfolios module.

KL
InitiativeHistoryID, TemplatelD,Title, TitleReadOnly, INITIATIVEREVISION, CLASS, COST, TYPE, CONTACT, D2
B4DF3A6363654235B6B90FCSFAE4CADL, 3ATIBEATO3I0A405FIBACCIZ5T52TOADY, EVM Monthly Sample Investmen
4E807T231BC14339828036CAF06DES52, 3ATYBEATO30A405F2BACC22575270A09, Investment A, Investment 4,0
D2BD4EE42DAD406TBE1E6DFBOB5CTAOZ, 3ATYBEATO3I0A405F2BACC22575270A09, Investment B, Investment B,0
TETB2A1380F548A38B1DAC22ED2 70808, 3ATYBEATO3I0A405F2BACC22575270A09, Investment C, Investment C,0
671BFBELA3ID034F40BTF1BAE0246969F3, 3ATYBEATO30R405F9BACCI25752T70R09, Investment D, Investment D, 0
CESEODT22C2F45388EF4C4BEFE531659, 3ATYBEATO30A405F2BACC22575270A09, Investment E, Investment E,0Q
441D41F4203645TB2658BE28ET28F 748, 3ATYBEATO30A405F2BACC22575270A09, Investment F, Investment F,0
3F1EE227ASFF458CBB4B4272808D2404, 3ATYBEATO30A405F2BACC22575270A09, Investment G, Investment G,0
O6EFAFTE2249472BB2321366FETDEESA, 3ATYBEATO30A405F2BACC22575270A09, Investment H, Investment H, 0
EA4ASOEAYBE34B23ACT26D3641T6BCOE, 3ATIBEATO3I0A405F2BACC22575270A09, Investment I, Investment I,0
610DFD9B09574A319550CCEE854FE9RB0, 3ATYBEATO30R405F9BACCI25752T70R09, Investment J, Investment J,0
D822 FB515EF4BTEBSA4T6C4TBE22744, 3ATIBEATO30A405F2BACC22575270A09, Investment K, Investment K, 0
B27CD51DDD10408EB252F36FB6E2C15D, 3AT9BEATO30A405F9BACCI25752T0R09, Investment L, Investment L,07
11DD2T3ACEAT4RARIBIADEDEY63C5E136. SATIBEATO30R405F9BRACCI25T52T0ACS. Investment M. Investment M.O
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1.4.6 Excel Export and Import

Each table found in the Investments Module of the eCPIC application allows users to
export data to Excel and import that data back in through the Excel spreadsheet.

1.4.6.1 Export to Excel

To Export data to an Excel spreadsheet:

1. From within a table, click on the Excel icon to export the data to an Excel
spreadsheet.
2. Select to Open the document or Save the document to the local computer.

The data will now be populated within an Excel spreadsheet. Users will be able to
modify data using typical Excel functionalities.
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A | B [ C | D [ E [ F | E [ H [ 1 T 1 | & ] I
FS Name: MAX Code Row Type PY - 62001 PY-52002 PY-42003 PY-32004 PY-22005 PY-12006 PY 2007 CY 2008 BY 2009 BY +1 |
Funding Source: DME 200 300 400
Ss 200 300 400
On Ex.53: Yes Total 400 600 800
Planning Source: DME 200 300 400
Ss 200 300 400
On Ex.53: Yes Total 400 600 800
Total Yearly Budgets  DME
S5
Total

400 600 800
400 600 800
800 1200 1600

cocoocooooo
coooooooo
coooooooo
cocoocooooo
coooooooo
coooooooo

wwwlpm e e ein e e le e ke ]e e [a]e
|M|H‘D‘\a|m \]‘U\|U’\ 'A‘LJ‘M|>_A|'D‘\E|m|\‘I‘m‘m|'h|h]‘M|>_‘|'j‘m‘m|\'l|a“m|<b W‘N‘H

4 4 » ¥"DatagridExport _6_5_2007.xls 1«1 | LU_I
Ready

1.4.6.2 Import from Excel

Having the ability to export data to Excel and make modifications or additions via an
Excel spreadsheet and then upload these changes provides even more data manageability
and facilitates data entry for all users. Once a user is ready to import that data back into
eCPIC, they can do so by using the import functionality above each table. All tables,
except for the Performance Baseline Tables and the Investment Dependency Table have
Excel Import capability.

Note: The first row of the Excel file is always considered the column header row.
This row is for the user’s benefit in order to identify what each column represents.
Only data from row two and onward will be imported into eCPIC.

Note: Changes made to the header row are ignored by the eCPIC import. When
parsing the data for import, the first column in the Excel file will be imported into
the first column of the table, the second Excel column will be imported into the
second table column and so on. The number of columns used in the Excel
spreadsheet must match the number of columns of the eCPIC table being
imported to, otherwise an error message will be displayed and no data will be
imported.

1.4.6.3 Importing from Excel (one worksheet)

To Import from Excel:

1. From within the table that data will be imported, click on the Toggle Excel Import
link.
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2. Click on Browse to locate the filename to import.

3. Click on Open to populate the filename in the Excel file fields.

Tdentify the sarvica components fundad by this major T

Tea., 3 content 3 - customer T 5 man=gement, =fc].
Sarvice Component Reference Model (SRM) Table| .

ook in: | @ Deskiop x| ek E-
9 aawsepersonal.exe [#)oMB300v3.0.3.x5d

Copy of Sample_TRM_Dataset_component.xls Ed]Rahul and Mike's A-11 Anal
Mstartean

e BY Funding
B TRMMappings 46 2007Mike. s
[Edindows Media Player

=

- Teggle Excal Import -

Agency Agency Component |
Component Name Description

Agency e
Coempenent

Name:
UlExport_BY2008_D01-05-01-01-01-0000-00. x|
My Documents UIExport_BY2008_001-05-01-01-01-0000-0089953. xrml
_ {JPassConnect
| 8 Elvicrosoft Office Communicator 2005 =l I

M)'E:rnputa -5 Microsoft Outlook 2003 remaining
Service K18955 010 OA -T-1Meta.Doc
Domain:

Business Analytical Services |
Business Management Service

Customer Services

- . My Network L [DatagndExpon_6_5_2007(1):ds = Open =
emponent: ataloging / Identificati Places
Asset Transfer, Allocation, ani Files of type:

Al Fles () | Cancel
Computers / Automation Man; Z|
Facilities Management =
FEA Service o FEAServiee |
Compenent Aceess Control Compenent
Reused Name: |, oo S T ement Reused UPT: -

4. Click Upload.

Service Componant Rafarence Model (SRM) Table

- Toggle Excel Import -
Excel File:
C:\Documents and Settings805908% Desktop\Datagrid Export.

Agency Agency Component FEA SRM FEA SRM FEA Service Internal or BY Funding
Component Name Description Service Type Component Component Reused Component Reused |External Reuse? Percentage
UPI

Name
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The Excel import will now overwrite the previous data with the new data found in the
Excel spreadsheet.

- Toggle Excel Import -

Agency Agency FEA 5RM Service FEA SRM FEA Service FEA Service Internalor | BY Funding
Component Component Type Component | Component Reused Component External Percentage
Name Description Name Reused UPT Reuse?
Back Office 001-01-02-03-04-
Drug Pregrams Drug Assistance Services Data Management Data Mart Travel Management 1579-33 Mo Reuse 40 Edit
Education Back Office Financial 001-01-02-03-04- B
Education 101 description Zimaes Management Auditing Access Control 5101-00 Mo Reuse 25 Edit
essarch 101 Research test Eﬁ:":‘,fiscil Analysis and Structural / Surveve 001-01-02-03-04- . it
description Senv) Statistics Thermal v 1234-00
ervices
3 = Business
Manitoring Monitoring Analysis and Structural / 001-01-02-03-04-
Programs description é”a“ft'ca' Statistics Thermal Surveys 5159-00 No Reuse 2 Edit
ervices
Human Customer Customer Initiated Assistance 001-01-02-03-04-
Resources HR descripion Services Assistance Request Classification 3333-00 Internal 40 Edit
. Training test Customer Customer Initiated : : 001-01-02-03-04- B
Training 101 description Eiroiaes e Online Tutorials CAD 5673-00 External 40 Edit
Re-Entry ~ Customer Customer Initiated . . 001-01-02-03-04- "
Brograme Re-Entry support So= e pesemet Scheduling Time Reporting 133400 External 10 Edit
Customer Customer 001-01-02-03-04-
Election Board Election Rules e s Subscriptions Education / Training 1234-00 Internal 9 Edit
Customer
Outreach Outreach Customer Call Center 001-01-02-03-04-
h Relationship Query - Mo Reuse 12 Edit
Programs Assistance Services Managemant Management 1234-24
Digital Asset Knowledge Information 001-01-02-03-04-
Managing Managing classes e Management Sharing Education / Training 2222-00 Mo Reuse 20 Edit
Welcome Digital Asset Records Document : P 001-01-02-03-04- B
Welcome Board Assistance Services Management Classification Education / Training 2579-00 Mo Reuse 46 Edit

If there was any data that was not imported correctly, such as an alignment that is not
valid, a pop up window will be displayed describing what data could not import. Users
can use this window to address any problems in the Excel file and re-import the data.

3 https:/ /156.80.122.70 - ErrorList - Microsoft Inf =[3] x|

Import Errors

Import File - C:\Documents and Settings\509813jh\ My

Documents\SRMDatagridExport_10_25 2006 1 .xls

Row 1 of the imported file does not align to the FEA SRM and will not be
imported.

[
&]pone [T B

1.4.6.4 Importing from Excel (multiple worksheets)

Some users may want to import a specific worksheet from an Excel workbook that
contains multiple worksheets.

To Import from Excel:

1. From within the table that data will be imported, click on the Toggle Excel Import
link

2. Choose the filename to import

3. Click Upload
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Once a user clicks upload, a drop-down box will appear that will list the spreadsheets
within the workbook. Users can select which spreadsheet they wish to import. This
selection will only display if the selected Excel workbook has multiple spreadsheets.

- Toggle Excel Import - * Costs in thuusandsﬂ
Excel File: C:\ Documents and Settings\509813jh\My Ch- e worksheet to import:

Documents\JustineFSDatagridExport_10_22_ 2006 1 .xis DatagridExport_10_23_2006 1 =

e T [ T |2 P T [ g
Code Type | 2000 2001 2002 2004 2005 2006 2008 2009 2010 2011 2012 13
Sasas S5 o E 0 o B o o o o 0

On Bx.53: Yes 10tal |0 0 o 0 0 0 200 400 0 700 0
S T O O O O O o o O
Expenses:  gg l°—|°_|°_|0—|0—|0_|0—|0—|0_|0—0
On Ex.53: Yes Total [0 o o o 0 0 600 700 0 700 0

BY + 6
20

BY +7
2015

BY + 8 |Total|
2016
1300 Edit

0

1300

2000 Edit

o

2000

T
A
T
T
TR
T 71771
T

oo o<1 ) | o o o o e o o o 0
Toslveary owe [ || 5_1F 1 e el o] [ 2200
4. After selecting the spreadsheet, click on Import.
- Toggle Excel Import - * Costs in thousands J82¢
Excel File: C:\Documents and Settings\509813jh\ My : r nport: . —

Documents\JustineFSDatagridExport_10_23_2006 1 .xIs

BY + 6
2014

BY +7
2015

Wy P R
Code Type 2000 2003 2004 2006 2008 2009 2010 2011 2012 2013
g(ﬂggﬁgﬂ: DME |0 0 0 [i] 0 Jo [z00 [s00 o 700 | Jo
001-03-

ama ss5 o 0 0 0 0 Jo Jo 0 Jo 0 o

On Ex.53: Yes 19t o e 1 1 [ J[zec |[soe |fo |[roo o

BY + & |Total
2016

1300 Edit

=1

1300

———

All data will now be imported from the selected spreadsheet.
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1.4.6.5 Importing Financial Table Data

While the Total Rows/Columns for the Summary of Spending, FTE and Funding Source
tables are expected for the Excel import, the actual values contained in these
rows/columns will be replaced with the correct totals for the newly imported data. This
ensures that the Totals information in eCPIC is always accurate.

- Toggle Excel Import - * Costs in thousands
e Y e T v
@ s b p F b b b F B B b b b b b b s

Expenses:

e s FOF R R B R R F R E_F F Bk F F F e
Blagea™ oM [ o e e o o e 8 e e 7

importing 0

1.46.5.1 Importing a Financial Table Excel File from a Different Budget
Year

When importing an Excel file from a different budget year, the imported data columns
will be shifted so that the data will still align to the appropriate year. For example, if data
is exported from the Funding Sources table from the BY08 template, then imported into
an investment in the BYQ9 template, the data contained in the BY 2008 column in the
Excel file will be imported into the CY 2008 column in the BY09 investment.

Note: The examples below show the Summary Of Spending table with the Outlays
Rows set to inactive. It is up to the individual agency to decide if they would like
the setting of Outlays Rows set to Active/lnactive. The System Administrator has
the ability to change this setting and it can be set from Inactive/Active at any time.

2008 Investment data exported:

Upon import, the following pop-up will appear:
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Import Errors for - C:\ Documents and Settings\ 805908
\Desktop\2008505TABLE.XLS

You are importing this Summary of Spending Data into a Budget Year
2009 template, but the data is for the Budget Year 2008. When this data is
imported, the columns will be shifted 1 column(s) to the left in order to
align the data to the correct budget year.

aIE

[&] pone I_ I_ I_ I_ I_ | mtemet

2008 Investment after import:

1.4.6.5.2 Importing an Excel File with Pre Submission data into a Post
Submission View

If a System Administrator has changed the Budget Reporting Year to Post Submission
and an Excel File is imported into a financial table with Pre-Submission headers, the data
imported will populate into the years specified in the Excel spreadsheet even though the
column headers in eCPIC have changed to reflect Post Submission.

Below is a SOS table in Pre Submission and an Excel export view of Pre Submission
data:
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e,
2001 | 2002 2003 | 2004 2005 2006 - PY 2007 CY 2008 BY 2009

BY + 12010 BY « 2201 BY « 22012 201

5
2 |Planning —

3 B ¥ Re 1] 0 0 1] 0 |2006 2007 2008 2009 2010 1] 1] 0
4 |

5 ¥ Ri 0 0 0 0 0 0 0 0 0 0 0 0 0
6 |si | Planning & A

7 ¥ R 0 0 0 0 0 |2006| 2007 2008 2009 2010 0 0 0
5 Oy i & Maii

9 B ¥ Re 1] 0 0 1] 0 1] 0 0 1] 1] 1] 1] 0
10 TOTAL

11 ¥ Ri 0 0 0 1] 0 |2006| 2007 2008 2009 2010 0 1] 0
12 G FTE Costs

13 ¥ Ri 0 0 0 0 0 0 0 0 0 0 0 0 0
14 Planning

15 Budgetary Resources 1] 0 1] 0 0 0 0 0 0 0 0 0 0
16 Acquistion

17 Budgetary Resources 0 0 0 0 0 0 0 0 0 0 0 0 0
18 Mairtenance

19 Budgetary Resources 1] 0 1] 0 0 0 0 0 0 0 0 0 0

If a user exports this data to Excel when the system
and then imports back into eCPIC with the system is in Post Submission display mode,
the data will import as below:

is in

Pre Submission display mode
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Notice that the data that was in BY2008 is now populated under the CY 2008 column.
The system will automatically adjust the data to appear under the Post Submission view
even though the Excel spreadsheet showed a Pre Submission view.

When the System Administrator changes the display back to Pre Submission, the data
will remain populated as it was reflected in the Excel spreadsheet with the years showing
the Pre Submission view.

1.46.5.3 Importing an Excel File with Post Submission data into a Pre
Submission View

If a user exports data to an Excel spreadsheet from a Post Submission view and then
imports the data into a Pre Submission view, the data imported will populate into the
years specified in the Excel spreadsheet even though the column headers in eCPIC reflect
Pre Submission.

Below is a SOS table in Post Submission and an Excel export view of the Post
Submission data:
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Ready

M 4 ¢ H[4Sheetl

]

A B | C ] E|F |G K il N | 0 Fol

1 2001 | 2002 2003 | 2004 2005 2006 2007 | PY 2008 CY 2009 BY 2010 BY - 1201 BY « 22012 2012 2014 | 205
2 |Planning
3 B ¥ Re 1] 0 0 1] 0 |2006|2007 2008 2009 2010 0 0 0 0 (
4
5 ¥ Ri 0 0 0 0 0 0 0 0 0 0 0 0 0 0 [
6  Subtotal Planning & A
7 ¥ R 0 0 0 0 0 |2006(2007| 2008 2009 2010 0 0 0 0 (
5 Oy & Maii
9 B ¥ Re 1] 0 0 1] 0 1] 0 1] 0 0 0 0 0 0 (
10 TOTAL
11 ¥ Ri 0 0 0 1] 0 |2006|2007| 2008 2009 2010 0 0 0 0 [
12 |G FTE Costs
13 ¥ Ri 0 0 0 0 0 0 0 0 0 0 0 0 0 0 (
14 Planning
15 Budgetary Resources 1] 0 1] 0 0 0 0 0 1] 0 0 0 0 0 C
16 Acquistion
17 Budgetary Resources 0 0 0 0 0 0 0 0 0 0 0 0 0 0 C
18 Maintenance
19 Budgetary Resources 1] o 1] 1] o 1] o 1] 1] o o o o o C

| 20 |
21

[ 22]

| 23

| 24

| 25

26

| 27

| 28 |

29 ]
30
H

If a user imports this Post Submission Excel File back into eCPIC with a Pre Submission

display, the data will import as below:
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Notice that the data that was in CY2008 is now populated under the BY 2008 column.
The system will automatically adjust the data to appear under the Pre Submission view
even though the Excel spreadsheet showed a Post Submission view.

1.4.6.6 Importing Summary of Spending Excel File with
Outlays Rows Hidden

From within the SOS table, System Administrators can select to display Outlays rows or
select to hide them. If an Excel spreadsheet contains Outlays rows and the System
Administrator has the Outlays rows hidden within eCPIC, the Outlays rows data will still
be imported. However, users will not be able to view the data until the System
Administrator has selected to display the Outlays rows.

Below is an Excel export that contains Outlays rows:

A B C D E|F & H | J K L M N 2
1 2001 | 2002 | 2003 | 2004 | 2005 2006 | PY 2007 | CY 2008 BY 2003 BY « 12010 BY + 2 2011 BY « 3 2012 2015
| 2 |Planning
| 3| Budgetary Resources 0 1] 1] 0 0 2006 2007 2008 2009 2010 0 0 0
| & |Acquisition
| 6 | Budgetary Resources 0 1] 1] 0 0 0 0 1] 0 0 0 0 0
| 7 | Outlays 0 0 0 1] 0 1] 0 0 1] 0 0 1] 0
| 8 |Subtotal Planning & Acquisition
| 8 | Budgetary Resources 0 1] 1] 0 0 2006 2007 2008 2009 2010 0 0 0
| 10 | Outlays 0 [1] 0 1] 0 1] 200 300 400 0 0 1] 1]
11 |Operations & Maintenance
| 12 Budgetary Resources 0 1] o 0 0 0 0 1] 0 0 0 0 0
| 13 | Outlays 0 1] 0 1] 0 1] 0 1] 1] 0 0 1] 0
| 14 |TOTAL
| 15| Budgetary Resources 0 1] 1] 0 0 2006 2007 2008 2009 2010 0 0 0
| 16 | Outlays 0 0 1] 1] 0 1] 200 300 400 0 0 1] 0
| 17 |Govemment FTE Costs
| 18 | Budgetary Resources 0 1] 1] 0 0 0 0 1] 0 0 0 0 0
| 19 | Planning
ﬂ Budgetary Resources 0 0 0 0 0 0 0 0 0 0 0 0 0
| 21| Acquisition
| 22 | Budgetary Resources 1] 1] 1] 0 1] 0 1] 1] 0 0 0 1] 1]
| 23 | Mairtenance
24 Budgetary Resources ] i} ] 0 ] 0 ] i} 0 0 0 i} 1]

Below is a view of the SOS datagrid with the Outlays rows hidden. The Excel import
Outlays rows information is not displayed.
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However, once the System Administrator displays the Outlays rows, the data from the
import will now be visible:

1.4.6.7 Importing Summary of Spending Excel File without
Outlays

If a user imports a Summary of Spending Excel file that does not contain Outlays rows,
the Outlays contained in the investments SOS table are not changed regardless of whether
Outlays are displayed or hidden.

Below is a SOS table displaying Outlays rows with data populated:
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Toggle Excel Import | View Accessible Table | Hide all | Level |1 'l * Costz in thousands g
2001 | 2002 | 2003 | 2004 | 2005 PY BY BY+1 |[BY+2 |BY +3 | 2013 | 2014
2007 2010 | 2011 | 2012
¥ 0 0 0 0 0 0 0 0 0 0 1] 0 0 0
Outlays 0 0 0 0 0 0 0 0 0 0 0 0 0 0
| Acquisition
¥ Resources 0 1] 0 0 1] 2006 2007 | 2008 2009 2010 ] 1] 0 0
—
<~ Outlays > 0 0 0 0 0 0o 200 | 300 | 400y o 0 0 0 0
Software
Budgstary Resources o 1] 0 o 1] 2006 2007 2008 2009 2010 1] 0 0 1]
CQutlays [} 1] 0 [} 1] 0 200 300 400 ] 1] 0 0 1]
~| Subtotal Planning & Acquisition
Bud, y R 0 0 0 0 0 2006 | 2007 | 2008 | 2009 | 2010 0 0 0 0
Outlays 0 0 0 0 0 0 200 300 400 0 0 0 0 0 —
~ Oy &
B vy R 0 0 0 0 0 0 0 0 0 0 1] 0 0 0
Outlays 0 0 0 0 0 0 0 0 0 0 1] 0 0 0
~ TOTAL
¥ R 0 0 0 0 0 2006 | 2007 | 2008 | 2009 | 2010 0 0 0 0
Ouitlave n n n n n n 200 2nn 40N n n n n n =
4 3
Update Datagrid Values |
Here is an exported Excel spreadsheet without the Outlays rows:
A B = D E F G H | J K L L] M
1 2001 | 2002 | 2003 | 2004 | 2005 | 2006 | PY 2007 | C¥ 2008 BY 2009 BY - 12010 BY + 2 201 BY.32012 | 2013
2 |Planning
3 Budi ¥ Re 0 1] 0 1] 0 1] 0 1] 1] 0 0 1] 0
4 .
5 ¥ Re 0 0 1] 0 0 |2006| 2007 2008 2009 2010 0 0 0
b Software
7 Budgetary Resources o 0 o a 0 | 2006 2007 2008 2009 2010 a 0 1]
8 Planning & isiti
9 Budi ¥ Re 0 0 1] 1] 0 |2006| 2007 2008 2009 2010 0 1] 0
10 |Oy ions & Mai
1 ¥y Re 0 0 0 0 0 0 0 0 0 0 0 0 0
12 |TOTAL
13 ¥ R 0 0 1] 0 0 |2006| 2007 2008 2009 2010 0 0 0
14 FTE Costs
15 Budi ¥ Re 0 0 0 0 0 0 0 0 0 0 0 0 0
16 Planning
17 Budgetary Resources 1] 1] 1] a 1] a 1] 1] a a a 1] 1]
18 Acquisition
19 Budgetary Resources [1] 0 [1] 1] [1] 1] [1] 0 1] 1] 1] 0 1]
20 Mairntenance
21 Budgetary Resources ] 0 ] 1] ] 1] ] 0 1] 1] 1] 0 a
22
23
| 24|
| 25|
| 26|
|27 |
| 28 ||
29
30
k)| -
W 4 » H[\Sheetl |4] | |
Ready

If the System Administrator changes the display option to show Outlays rows once again,
and a user imports the Excel spreadsheet that does not contain Outlays, the Outlays data
will remain in the SOS not be overwritten. However, all Budgetary Resources data will
be overwritten and the total rows values will be recalculated.

Below the Budgetary Resource data was changed, however, the historical Outlays rows
data remained.
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Toggle Excel Import | View Accessible Table | Hide all | Level lj * Costz in thousands ?
| | | | | | Joww | Jawe o ]awu o] | |
~ | Planning =
Budgetary Resources 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Outlays 0 0 0 0 0 0 0 0 0 0 0 0 0 0
~| Acquisition
Budgetary Resources 0 1] 0 0 1] 2006 2007 2008 2009 2010 ] 1] 0 0
Qutlays 0 1] 0 0 1] 0 200 300 400 0 ] 1] 0 0

Software

Budgstary Resources 0 0 0 0 0 2006 2007 2008 2009 2010 0 0 0 0

Outlays 0 0 ] 0 0 ] 200 300 400 0 0 ] 0 0
~ Subtotal Planning & Acquisition

Budgetary Resources 0 0 0 0 0 2006 | 2007 | 2008 | 2009 | 2010 0 0 0 0

Outlays 0 0 0 0 0 0 200 300 400 0 0 0 0 0 —
~ Operations & Maintenance

Budgetary Resources 0 0 0 0 0 0 0 0 0 0 0 0 0 0

Outlays 0 0 0 0 0 0 0 0 0 0 0 0 0 0

~ TOTAL
Budgetary Resources 0 0 0 0 0 2006 | 2007 | 2008 | 2009 | 2010 0 0 0 0
Ohitlave n n n n n n 200 0N Ann n n n n n _lLI
r

4« |

Update Datagrid Values |

1.4.6.8 Importing Enumeration Values into Tables

For many of the tables in eCPIC, OMB has defined what values may be used for a given
column. The data stored in eCPIC for these columns must match the OMB enumerations
exactly, however in some instances, the eCPIC Excel Import will allow for minor
variations on these values. On import, if the data is close to, but does not exactly match
one of the OMB enumerations, it will be replaced by the closest enumeration value. If
the value is not close enough to any of OMB enumeration values, that data cell will be
imported as blank and will generate a warning for the user. This will allow for users who
misspell or mistype a value to still import the data correctly.

For example, in the “Operational Systems — Security” table, the column “Agency/ or
Contractor Operated System?” has three allowable enumeration values: Contractor and
Government; Government Only; and Contractor Only. If one of the rows imported from
Excel contains “contactor only” (note the misspelling of Contractor), the value will be
imported as the correct “Contractor Only”.

1.4.6.9 Troubleshooting Excel Import Issues

An error will not always be generated when importing Excel spreadsheets to tables.
However, when an XML Export is conducted, the validation will expose any issues
within the tables that are not valid with OMB requirements.

Below is a list of common issues that users may encounter:

SYNOPSIS CONCLUSION
User enters a new Contact person in the Users can create a new contact, however,
Contracts table and received an XML that contact will not be added in the
validation. application. It will only be added to the

table. The contact information will be
maintained for that row in the Contracts
Table, but will now be available in other
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SYNOPSIS

CONCLUSION

areas of the application. If the contact
information for this row of the Contracts
Table is edited, this contact information
will be lost.

User enters an invalid UPI code.

The invalid UPI code will import.
However, upon an XML validation, an
error will appear.

Users imported more than 4 “True” Send to
OMB Alternative Analysis.

The first 4 alternatives (3 in BY2007 and
prior) that have “True” set will be
imported as “True.” After the fourth
“True” item, all alternatives will have the
value “False” for Send to OMB.

User left the ‘Send to OMB?’ field blank in the
Alternative Analysis table.

Upon import, the data will populate as
‘False’.

User enters an invalid ‘Measurement Area’ in
the PRM table and an invalid ‘“Measurement
Category’.

If the Measurement Grouping is a valid
Grouping value, the appropriate PRM
hierarchy will be imported. If this is
different than the hierarchy that is
specified in the Excel file, a warning
message will be displayed.

User enters an invalid ‘Service Domain’ in the
SRM table or an invalid ‘Service Type’.

If the Component is a valid Component
value, the appropriate SRM hierarchy will
be imported. If this is different than the
hierarchy that is specified in the Excel
file, a warning message will be displayed.

User enters an invalid ‘FEA TRM Service
Area’ in the TRM table or an invalid ‘FEA
TRM Service Category’.

If the FEA TRM Service Standard is a
valid Service Standard value, the
appropriate SRM hierarchy will be
imported. If this is different than the
hierarchy that is specified in the Excel
file, a warning message will be displayed.

Funding Sources must exist in eCPIC in
order to import that Funding Source’s data

If a Funding Source described in the
Excel file does not exist in eCPIC,
then that Funding Source will not be
imported and a warning will be
displayed to the user. The Funding
Source Name is used to determine
whether the funding source exists.

Partner Agency Name

In tables where a Partnering Agency
needs to be specified, columns for the
Partner Agency Name and Partner
Agency Code are included. The
import will use the Partner Agency
Code to determine which Partnering
Agency is specified. If the Partner
Agency Name refers to a different
Agency than the code, a warning will
be displayed and the appropriate
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SYNOPSIS CONCLUSION

Partner Agency Name will be
imported. This is true for the
Stakeholder Table, Partner Capital
Assets within This Investment, or the
Partner Funding Strategies Table.

Summary of Spending Rows in the Excel If the order of the rows is different
File must match the rows in the Summary | between Excel and eCPIC, or if the
of Spending Table in eCPIC. incorrect number of rows is imported,

then an error message is displayed and
the data will not be imported.

FTE Table Rows in the Excel File must If the order of the rows is different
match the rows in the FTE Table in eCPIC. | between Excel and eCPIC, or if the
incorrect number of rows is imported,
then an error message is displayed and
the data will not be imported.

Federal Quantitative Benefits Table Rows | If the order of the rows is different

in the Excel File must match the rows in between Excel and eCPIC, or if the

the Federal Quantitative Benefits Table in | incorrect number of rows is imported,

eCPIC. then an error message is displayed and
the data will not be imported.

In all datagrids, free text entry columns If more text than allowed is imported

which have an OMB defined max length. into a column that has a character

restriction on it, a warning message
will be displayed for the user and the
text will be truncated to that character
limit.

1.4.7 Error Handling

Error handling and logging provides the capability for all errors to be logged to an XML
file on the eCPIC application server. When an unexpected error has occurred, an error
message will be displayed to the end user. The Error Log will assist in troubleshooting
issues that arise with Agencies. The Error Log is accessible via the application server in
a folder created during an install called ErrorLog.

An unexpected error cccurred while attempting to perform the requested action. Please try sgain. If the

problem continues to persist, please contact your eCPIC Administrater.

General users should double check that this is an eCPIC error and not a small glitch that
may have occurred (i.e., someone else performing the same function at the same time,
computer issues, etc.).
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1. Log out of eCPIC. (Make sure the ‘Log out’ link is used or the session will be locked
out until it has expired).

2. Log back into eCPIC.

3. Repeat the procedure that caused the first error. This will ensure there is definitely an
error.

4. 1f no error message appears, proceed to action needed. If the warning message does
appear, then notify the Administrator and explain the steps that were taken when this
message occurred.

1.4.8 Field Validation Warning Message

If a user attempts to save data within eCPIC, they may receive an alert warning that lists
all of the fields that are required and do not have data entered or fields in which incorrect
data is included, such as text in an integer field. Users will still receive the red text
underneath of the field to assist in correcting the field once the pop-up window has been
closed. Below is an example of the alert message:

1.4.9 Rich Text Areas

Within the eCPIC application, custom fields can be created by the System Administrator
which allows for Rich Text format (RTF), i.e. formatted text, instead of simply plain
(unformatted) text. These fields will display a markup tool bar above the text area.
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When importing and exporting investments from/to XML and exporting investments to
Word, all formatted text, HTML tags, and special characters will be transferred. This
enables readers to view written text in a much easier way than just a group of text that is
unformatted. It also saves the user time from having to format the text manually.
Additionally, during data entry the cut and paste will now carry over all formatting into
the Rich Text Area.

The following are available features that can be used to manipulate text, spacing, and
lines within a Rich Text area:

B Bold font type I Italic font type
U Underline font ABE Strikethrough
Font color & Cut

B3 Copy Fey Paste

= Justify Left = Justify Center

= Justify Right = Justify Full

Unordered List Ordered List
2= ) Display Table Menu- e Zoom to different percentages
Able to insert and for Rich Text fields only
format table

Fant v Font types Size 4 Font size
Formatting Formats available

43




eCPIC Version 4.5 User Guide

Note: When inserting a table in the Rich Text control set the table Width to 95%
in order to prevent horizontal scrolling in eCPIC.

Note: To insert Microsoft Excel table into the Rich Text control, place borders
around the cells in Excel. This will display the table appropriately when copied
into the Rich Text control.

Note: When inserting data into Rich Text Fields, please note that when a user
clicks ‘Enter’ the format is double spaced. To have the formatting changed to
single spacing, the user will have to click ‘Shift + Enter’.

Note: The Zoom function for the Rich Text Fields only work from within the RTF
areas. The general Zoom buttons in eCPIC, located on the main toolbar, will not
spell check or zoom into a Rich Text Field.

1.4.10 Type-ahead Dropdown List Box

The type-ahead dropdown list box has been implemented in eCPIC to assist users when
selecting a single item from a long list of options. The type-ahead dropdown list box acts
as a standard HTML dropdown list where users can select an item by expanding the list
and scrolling through options. The type-ahead dropdown list box also allows for filtered
searching by allowing users to type hints into the text box portion of the dropdown box.
The hints will filter the choices down to a smaller subset of options that contain the text
as it was typed into the textbox.

In the BY2010 template, the field If "yes,” what is the name of the PARTed program?
contains over 1,000 possible choices, and therefore may be difficult to locate the desired
option. The type-ahead drop down allows users to filter down the list of options to a
smaller subset, making it easier to find the exact option.

Below is a view of the PARTed program dropdown list box when it is opened without
using the filter.

If "yes," what is the name of the PARTed program? v‘

10000002 - Corps of Engineers: Hydropower =

e, . . A caivar -
1F "ye vhat rating did the PART receive 10000004 - Corps of Engineers: Emergency Managen

10000006 - Flood Damage Reduction
10000008 - Inland Waterways Navigation
Is this investment for information technology? 10000012 - Coast Guard: Drug Interdiction

-
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To use the field filter for this list, enter in a phrase into the text box to narrow down the
list of available programs. The dropdown list will open and an icon identifying that the
filtering is in process will be displayed. Once complete, the list will be a subset of
PARTed Program Names containing the hint text. Users may then select the appropriate
program name by clicking on the appropriate choice.

If "yes," what is the name of the PARTed program? Corps - |

10000002 - Corps of Engineers: Hydropower o
If "yes," what rating did the PART receive? GaTIeaa -

Corps of Engineers: Emergency Manage

10000278 - National Health Service Corps

10000324 - AmeriCorps State and National Grants
L= this invastment for infermation tachnology? 10000366 - Service Corps of Retired Executives Sma

T oy R
il 1

»

[2l«iDi»l -

1.4.11 Character Counter

From within the default Processes, OMB specifies how many characters are allowed in
certain field types (Text Areas and Text Boxes). To assist the user in keeping track of the
amount of characters used, a Character Counter is located at the bottom of each field
stating how many characters are allowed within the field. As characters are entered into
the field, the counter will show users how many characters they have left to input in a text
box or text area control. Any text that a user types beyond the specified limit will be
removed, leaving the maximum number of characters. If the user pastes text into the
field that takes the character count above the limit, a warning will be displayed and the
characters beyond the limit will be removed.

When a user pastes text into a text field containing a character counter via the right
mouse click option, the counter will not update until either another key is pressed or the
user clicks off of the input control. If the user is over the character limit, a message will
then be displayed and the text will be truncated to the acceptable length. Note, however,
this only applies when the user pastes text by right-clicking on the control and choosing
paste with the mouse. If the user pastes text into the control using Ctrl + V on the
keyboard or types directly into the control, then the character counter will update
immediately.

Below, the following field has a 2500 character limit.

If earned value is not required or vill not be a contract requirement for any of the contracts or task orders above, explain why:

As a user begins to type data, the character counter will begin subtracting each character
entered.
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Per OMB, the following is a list of how many characters are available for fields with
limitations:

Short Text: 250 characters, Medium Text: 500 characters, Long Text: 2500 characters.

System Administrators have the ability to create custom fields and apply a character
limitation. When users go to input data into the field, they will see the character counter
located at the bottom of the text box specifying the amount of characters available for
input.

This is a character limit field test

Note: If a System Administrator decides to change the character limit of the field
after data has already been entered to a lower amount, the amount of text inputted
into the field will still remain. However when a user begins to edit that field, the
characters beyond the character limit will be removed.

Note: The Character Counter text will not be exported to Word or XML.

Note: The Character counter will not be displayed for any field that is marked as
Read Only by an Administrator.

1.4.12 Date Chooser

When fields that require a date as an input control are accessed or created, a Date
Chooser is used to assist in quickly selecting a particular date.

To use the Date Chooser:

1. Click on the drop-down arrow located within the field.
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A Date Chooser will appear:

T2 i e deis aff re sErLisTEeT [ I

1f "no," vill an acquisition plan be developad? No < May =1 J2006 =]} =

1f "'no,” briefly explain why: 208 "o | 10 [arfeiag

21 | 22 (23| 24 |25 |26 27

28 | 29 (30| 31

Using the navigational tools provided, users can quickly access different months and
years.

To change the month and
vear, users can click on
the drop-down arrows
and make a selection.

| S R o [

1w g sl By clicking on the Next
and Back arrows, users
can navigate to the

14 | 15 [ 16 [ 17 | 18 |19 | 20 month of choice.

21 22 23 24 25 | 26 | 27

28 29 20 21

2. Once the date of choice has been selected, double click on the day to be entered
into the field.

The date will now appear in the field. Each time the calendar is accessed, that date will be
highlighted on the calendar.

Users have the option to type in the date manually into the Date Chooser. The field will
only accept numbers and the /> symbol. The date chooser will also automatically insert
the */> symbol where appropriate as the user types.

Note: The Date Chooser will not allow the user to type in any value that would
create an invalid date. For example, if the user has entered “5/3” the date chooser
will ignore any numbers greater than one for the next character typed because
that would create an invalid date.

1.4.13 Dependent Fields

Within the default Processes, there are some fields that are considered a Dependent Field.
These fields in the workflow are enabled or disabled based upon the response to another
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question. The field that enables or disables a dependent field is known as a parent field.
For example, from within the I.A. Overview Section and the IT Screening Questions Sub-
Section the question states:

“Is this a financial management system?” Yes/No

The next two questions state:

“If ““yes,” does this investment address a FFMIA compliance area?” and
“If “yes,” which FFMIA compliance area?”

The first question is a parent field. The following questions are dependent fields. If the
user selects “Yes’ for the parent, the dependent field will be enabled.

If the user selects ‘No’ for the parent field, the dependent field will automatically be
disabled since the question only needs to be answered if the answer “Yes’ is selected.

Note: Questions can be dependent on responses of “Yes” “No” or “N/A” from the
parent. The question itself will guide the user as to which parent answer a
dependent field is enabled on.

If the user selects “Yes’ for the parent field, they will be able to enter responses for the
dependent fields.

If its parent field answer is changed by a user and the dependent field becomes disabled,
it will maintain any data that was previously entered. To change or remove the data in
this dependent field, enable it by selecting the appropriate parent field value or answer,
change the dependent field value, revert the parent field to the desired answer, then click
the save icon to save the page.

Below, the dependent field data was not removed. Upon changing the parent field to
‘No’, both dependent fields maintained their responses.

48




eCPIC Version 4.5 User Guide

Note: Currently, the ability to create custom Dependent Fields is not an option.

Note: The XML 300 will export the data input from Dependent Fields regardless
of text entered into the parent field.

1.4.14 Read Only Fields
In the eCPIC application, System Administrators have the ability to set fields to Read
Only. If the System Administrator has set any custom created fields or OMB fields to

Read Only, a Read Only icon B will appear in the Investment Workflow where the field
was placed to assist users in easily identifying which fields are Read Only and which are
not.

1. From within the Investments module, navigate to the section and sub-section in
which the field appears.

Example of Custom Read Only field in Investment Workflow:

Test Custom field Read Only B yes

& Gl e

Example of OMB Read Only field in Investment Workflow:

2500 characters remaining

Did the Executive/Investment Review Committee approve funding for this investment this year?

If "yes," what was the date of this approval? | i

No
Yes

Did the Project Manager review this Exhibit?

If the user places the mouse over the icon, the pop-up text will state that the field is a
Read Only field.
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[{f 001-00-01-00-01-1014-00

I1 nd A
This field has been marked as read-only by your
administrator and is therefore disabled. ke

1.4.15 Field Help Information

To increase the visibility of the field help text that is associated with individual fields, a
field help icon (=) will appear next to all fields that contain help information. Field help
text can be defined by an administrator for any investment field within the system. To
display field help text for a field:

1. Navigate to an investment
2. Within any subsection, mouse over the (e) icon located at the end of the field name

3. A pop-up will display containing the field help information

¥ Browse Sections Process: Exhibit 300 BY10

T rOm OFT Co0e o

6. What kind of investment will this be in this Budget Year?

If this investment supports homeland security, Indicate by corresponding number which

homeland security missicn areals) this investment supports?

OMEBE Short Description
Please enter the short description that will populate the

Investment Description column of your ex 53.

Note: The field help icon (a) will only be displayed for fields that have help
text defined. If a field does not have any help text defined, the field help
icon will be omitted.

1.4.16 Workflow Help Information

When viewing an investment, the Process, Section and Sub-Section help information that
has been defined by an Administrator will be displayed. An information (a) icon will
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display to the right of each workflow item, providing popup help information when the
user hovers over. The display includes the Help Title in bold, with the Help Description
displayed below. Both of these items are editable by Administrators for each Process,
Section and Sub-Section.

To display the workflow help text:
1. Mouse over the information (=) icon

2. The field help description will now display

L ||
Exhibit 200 BY10
Exhibit 200 BY10: Capital Asset Flan and Business Case Summary 0o

1.4.17 Agency Codes

In some datagrids, users will have to select an agency from a drop-down list. The
majority of the agencies have one code associated with them. However, the item
Department of State and Other International Programs has two codes associated with
it, 014 and 184. Since users cannot use both codes when making a selection, any agency
listing that has the code 184 will be listed under International Assistance Programs.

Department of State and Other International Programs
Administration of Foreign Affairs..........ccocoivivinicvcnceceeen, 014 | 05 19
International Organizations and Conferences...........cccoververecnnns 014 | 10 19
International CoMMISSIONS..........ceiiirrieeirerreeee s 014 | 15 19
(@] 1 O SRRRR 014 | 25 | 11,19,95
Millennium Challenge Corporation............ccoccoerereeneieieenenieneneenns 184 | 03 95
International Security ASSISTANCE........cccevvvivrvrieriesere e 184 | 05 11
International Security ASSISTANCE........cccovriiierirereree e 184 | 05 72
Multilateral ASSIStANCE........covovrrieiirrieeec e 184 | 10 11
Multilateral ASSISTANCE........ccoveriireiiee e 184 | 10 72
Agency for International Development............ccoccevvvievievienene s, 184 | 15 72
Overseas Private Investment Corporation............ccocvevveenerereeniennns 184 | 20 71
Trade and Development AQENCY........ccocerererreeeniene e 184 | 25 11
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T T 0o oL 184 | 35 11
Inter-American FOUNdation............coceriiriiiiineise e 184 | 40 11
African Development Foundation...........ccocceveeveivviviiesiesiencencneseenns 184 | 50 11
International Monetary Programs..........coceovernennensensenescneens 184 | 60 11
Military Sales Program.........cccccocviveiiieiesieniesesese e seeseneees 184 | 70 11
Special Assistance INItiatiVeS..........cccoerveriiieieeee 184 [ 75 72

To view a list of all the agency codes, please visit the following URL:

http://www.whitehouse.gov/omb/circulars/all/current year/app c.pdf

For agencies that cannot be found, users may have to find the agency website to see
which agency they could possibly align to. For example, after looking up the ‘MedPac’
agency website, it was determined to use the Department of Health and Human
Services code.

The following are codes that currently do not have an associated Agency per Appendix
C. A request for clarification on these items has been sent to the OMB; however, no
response has yet been given.

361
375
448
486
491
492
507
516
520
522
523

1.5 Rights and Permissions

RIGHTS are used to designate Create, Read, Update, Delete and Assign Permissions
access for the Investments, Portfolios, Scoring, OMB Submission, and Resource Library
modules. Access to the Admin module is also assigned through RIGHTS. If a user is
assigned ‘Global Admin’ RIGHTS, it means that they can access and make modifications
to every area of the Admin module.

For basic eCPIC users, RIGHTS may not be the best way to grant access to the system, as

RIGHTS are meant to provide overarching access to entire modules. When access to
every item within a module is not the goal, using PERMISSIONS to control access is the
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