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Need to Know

Important things you need to know when using the Capital Investment Form

1.

2.

Internet Explorer v 8 — Version 8 of IE or greater is required to run the application

Authorization - Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received and that all
appropriate finance and budget areas have been informed.

Password — When creating a new form you will be provide a numeric password. Please note
and record the password. It will be needed for opening the form for future use.

Form Name — A unique form name is generated from the input of your project name and
agency name fields in the first section of the form. Please provide a clear and concise project
name. Once the project name and agency name have been entered and the form saved they
should not be changed. Changing them and saving the changes will generate an addition form.

Printing the form — Once the form has been submitted you will not be allowed to access the
form. If you would like a print of the form it needs to be done prior to the submission of the
form. When a print of the form is requested, the print dialog box is hidden behind the form. The
form needs to be minimized to see the print dialog box. The user can then enter ok to have the
form printed.

Saving the form - The form will time out after one (1) hour of inactivity. If the form times out,
you will lose all data entered into the form since the last save. Itis HIGHLY recommended that
you save your form often.

. Mandatory Fields - All form fields which have a pale yellow background are mandatory fields.

These fields MUST be completed before you will be allowed to submit this form. NOTE: You
can SAVE the form without all the mandatory fields filled out, but you cannot SUBMIT the form

IT Capital Investment Fund Finacial Spreadsheet — The spreadsheet should be completed
prior to completing the form. Information from the spreadsheet is required in the form.

Browser buttons - Do NOT use the browser back and forward buttons to navigate this form.
Using the browser back and forward keys will cause unpredictable behavior and could result in
a loss of data from your form. Use the Form Navigation Buttons.

10.Form Navigation - The Top Navigation menu is available on any page. The Left Navigation

menu is available on any page. You may use the Left Navigation Menu to move from section to
section without going in order. Use the Previous or Next buttons on the bottom of the screen to
navigate in page order.

11. Help Contacts - If you have Questions or need help with the form Please Contact:

> Jim Hadfield at jiim.hadfield@ct.gov Phone: 860-418-6438
> John Vittner at john.vitther@ct.gov Phone: 860-418-6432
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Link to the Form - http://lecmdmp03.ct.gov:9080/OPM/StateCT

Once the URL is invoked you will receive this screen

£~ IBM Forms Server Samples - Windows Internet Explorer

:/ - |&l ct.gov

| [#F] | ==
Eile Edit  wiew Favorites Tools  Help

iy Favori tes e Suggested Sites ~ @ | Get more Add-ons -

€2 16M Forms Server Samples

& - B ¥ @mn - Page - Safety - Tools - @h-
IBM Forms Server

Library / Forms
File Name

Saved Folder 2012-09-24 09:42
Submitted

Folder 2012-09-24 09:52
File

Type Date Modified File Size

L3 IT Capital Investment Brief.xfdl 2012-09-21 15:01 669934k

Done

%) Local intranst

o - L 100% -

There are three items on this page:
e The “Saved” folder — This folder will contain any form which you have saved, but NOT
submitted for review. To re-open a form you have saved, select this folder.

The “Submitted” folder — This folder contains all forms that have been submitted for review.
NOTE: Once your form has been submitted, you will not be able to access that form.

IT Capital Investment Brief — This document is a blank version of the form. To start a new

form select this item. Note: Please make note of the numeric system generated password. It
will be needed to open the form after it has been saved.

Page 4



http://ecmdmp03.ct.gov:9080/OPM/StateCT

Creating a New Form

After selecting the Capital Investment Brief.xfdl file you will receive this screen to create a new
form:

) IBM Forms Viewer - PAGE1

IT Capital Investment Fund Request System

Submigsion of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received
and that all appropriate finance and budget areas have been informed.

Below you will find & system generated password. Please make note of it as it will be required to
open this form in the future for edits and reviews.

629627

[ 4

o IM po rtant: piease note and record the system generated password number. This
number is needed to open the form for future use.
e Open Form > select this button the generate a new form and to continue the form input
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Opening a saved form

After selecting the Saved folder you will receive this screen:
e T T . . T —_— |, | @ |

&kg http://ecmdmt01.ct.gov:9080/OPM/StateCT PL-BCeX | {2 i
L fork. — & IBM Forms Server Samples % L—l -—» . R, Sl e Sl " ~ -
File Edit View Favorites Tools Help
5 [ suggested Sites v & Web Slice Gallery v S BEST ] Cimbrian Project J® Craig £ Craig2 £ Craig3 £ Craig6 J® CT.gov &) CTTech 7 % v B v @ v Pagev Safetyv Toolsv @v
IBM Forms Server
Library/Forms/ Saved
4 File Name Type Date Modified File Size
[ JIMH TEST 2012 FPEM1 186.xfdI File 2012-09-06 11:50 657.112K
[J CRAIG'S GATEWAY TO ADVENTURE 2012 CAAM1 688.xfdI File 2012-09-07 10:44 776.327K
[ JOHN V 2012 553.xfdl File 2012-09-07 14:24 627 435K
[] CRAIG'S GATEWAY TO ADVENTURE 2012 688.xfdl File 2012-09-06 13:31 626.331K
[} FRIDAY AFTERNOON 2012 887.xfdl File 2012-09-07 14:49 626.218K
7 JIM H TEST 2 2012 CLCM1 703.xfd1 File 2012-09-06 14:14 627.494K
[ ANGELA2 TEST VERSION 2 2012 620.xfdI File 2012-09-07 17:08 668.954K
[) CRAIG'S GATEWAY TO ADVENTURE 2012 BAAM1 688.xfdI File 2012-09-06 13:44 626.996K
[} OPEN DATA 2012 OPMM1 798.xfdl File 2012-09-06 08:21 626.798K
[)  ANGELA'S TEST PROJECT - 1ST SUBMISSION 2012 DASM1 516.xfdl File 2012-09-07 14:45 716.448K

e Each saved form appears in this list. The names of the files are generated as follows:
<Project Title><Year><Agency Code><Random 3-digit number>.xfdI
e Select your file to open the form
NOTE: Each time you save the same form, it will overwrite the previous version. Only the last saved version is available to

update.

After selecting your file (form) you will receive this screen:

{= PAGE1 - Windows Internet Explorer

m‘;' |§, http:ffecmdmtol . ct.gov: 3080/ OFM|StateC TP ackion=open o | *2|| % Eing

File Edit ‘iew Favorites Tools Help

{2 Favarites | {5 Suggested Sites > € | Get more Add-ons ~

‘ EPAGEL

L

|— »

& - 8 = @ ~ Page = Safety = Tools » @v

>

IT Capital Investment Fund Request System

Submission of the “Information Technology Capital Investment Fund
Request” confirms approval and certifies the agency head approval(s) have
been received and that all appropriate finance and budget areas have been

informed.

This Form has been locked to secure it's content.
Please enter the password to continue.

Enter Password
| |

(hit the Tab key to submit password)

w

Daone GLocaI\ntranet £y - w00 v

e Enter Password > Please enter the numeric password that was provided when the form was created.
e Select the tab key on your keyboard to submit the password
e Select the Open Form button
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Instructions for filling out the form

Project Identification

) 1BM Forms Viewer - IT Capital Investment Briefoddl =1olx]

File Action H=lp

| @@ |
Friday, September 21, 2012

OFFICE OF POLICY AND MANAGEMENT FroiectNumber: 2012 CSLW1683

FY 13-17 Investment Brief

<< Previous Contact Us Next ==

Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received
and that all appropriate finance and budget areas have been informed.

. Project Identification

Project Title
[PROJECT TITLE ]
Submitter: Full Name Phone Number e-Mail Address
John Smith (123) 12312311 jsmith@ct.gov
Participating Agencies
Agency Name Agency Business Unit Remove Add
Connecticut State Library - [CSLM1 Agency Agency
Select to indicate Primary Agency: ¥,
Title Full Name Telephone e-Mail
Agency Head Mary Smith (234) 234-2343 msmith@ct.gov
Agency ClIO/
IT Director: Paul Smith (345) 345-3453 psmith@ct.gov
Agency CFO: John Patrick (989) 988-7967 Jpatrick@ct.gov
Project Manager: Frank Johnson (456) 979-9877 flohnson@ct.gov
OPM Budget Analyst Sally Rivers (676) 588-7687 srivers@ct.gov
Next =
r 4
Section |. Project Identification
e Project Title > Enter a descriptive project title.
Note: Once the form is saved the project title and agency should not be changed.
e Submitter:
o Full Name > enter the name of the person who will be submitting the form Phone Number > enter a valid 10 digit phone
number

E-mail address > enter a valid e-mail address
Agency Name > Select the agency name from the drop down box Agency Business Unit > Value will pre-fill based on the
agency name selected
Select to indicate primary agency > Check the box if this will be the primary agency that is requesting the funds. The agency
head information will be required if this box is selected.
Agency Head > enter the name of the agency head Telephone > enter the agency head’s 10 digit telephone number
E-mail > enter the agency head's valid e-mail address
CIO / IT Director > enter the name of the agency CIO or IT Director Telephone > enter the 10 digit telephone number
E-mail > enter the CIO or IT Directors valid e-mail address
CFO > enter the name of the agency CFO Telephone > enter the CFO’s 10 digit telephone number
E-mail > enter the CFO’s valid e-mail address
Project Manger > enter the name of the project manager Telephone > enter the project manager’s 10 digit telephone number
E-mail > enter the project manager’s valid e-mail address
Add Agency > select this button if there is another agency that will be associated with this fund request. This is optional. If
selected add all required information.
Remove Agency > Select this button to remove a previously entered agency
Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
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Project Details

) IBM Forms Viewer - IBM_ =101 x|
File Action Help

OFFICE OF POLICY AND MANAGEMENT

F¥ 1317 Investment Brief

ww Frevious L Contact Lis |

. Project Details =
This informeation wil be wsad Tor listings and repor to the Gosemor and General Assembly on capial
fundesd prijecis
A. Proposed Dales
Enier b dabe ars shown in this example MR

Propased Stat Date Expacted Completion Dale Duration [ manths)
o o]

B. Project Description

Please enter short descriphion o project

C. Summary

Dhesscrica e high kevel sumimany of this project in plain English without techinical jangon

Purpass

Descrice the: purpose of the project

Impartance

Descrice why this project s imporiant

Oulcomes

What are the expeched cubcomes ol this project

Approaches and Success Evaluation

Provides details of how the success ol the project wil be evaluaied

= Previous Wt =

Tz

A. Proposed Dates
o Proposed Start Date > enter a date in the format of mm/dd/yyyy or use the date selection box
o Expected Completion Date > enter a date in the format of mm/dd/yyyy or use the date selection box
o Expected Completion Date > enter a date in the format of mm/dd/yyyy or use the date selection box
o Duration (in months) > This value is automatically calculated
B. Project Description
o Enter a brief description of the project
Note: The project description is included in the e-mail that is created when the form is submitted
C. Summary
o Summary > enter a high level summary of the project that is easy to understand without too much technical jargon
o Purpose > explain the purpose of the project
o Importance > explain why the project is important
o Outcomes > explain the expected outcomes of the project
o Approaches and Success > explain how the success of the project will be determined
e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
e Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
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Project Goals

IBM Forms Viewer - IBM_Forms_POC_V7zoom.addl - |EI|5|
File Action Help

FICE OF POLICY AND MANAGEMENT

FY 1317 Inwestment Brief

== Previows G Contsct s |

Submit Form

D. Business Goals:

Lisk up to 5 key business goals you have Tor this praject, when (FY) the goal is expected o be
acheved, and how you wil measure achisvement. Must heve af least one

o  Pleass use acion phrases beginning with a verb (o stabe each goal. Example "Reduce e permitling
process by %

« Inihe Expecied Resiiis ield, pheass explain what data you will use o demanatrale the goal is baing
achizved and any current meincs
Exampe
Business Goal

Redioe pamyTieg processtmeking by 509 Targat FT
Tar Gaal

Fyid

Curmant Comdiion

Carmaif avifage procassng is 60 days
Expscind Rasul

Padind: prevsasisg dm fo 50 daps

o m “

et Condition

Bl

apacsed Aesull Targat ¥

HIE

E. Technology Goals.
From a bechrnical perapectie, inlowing the above axampe, k51 up 50 3 key technolngy goals you haw Tor his

project and i which Fecal Year (FY) the goal s expecied 1o be achmyved  Please use aclion plrases begirming
with a verb io staie each goal

achnical Gosl m m

et Condition

Sl

Bl

wpacked Rasult Targat FY

EIE

= Previous et =

T 4

D. Business Goals
Add up to10 business goals that are expected to be achieved. One goal is mandatory. Please refer to example in the form.

@)

O O O O

o

Business Goal > explain the business goal

Current Condition > explain the current condition

Expected Result > explain the expected result

Target FY > select the fiscal year goal is expected to be achieved

Remove Business Goal > select this button to remove any previously entered business goals.
Add Business Goal > select this button to add another business goal

E. Technology Goals
Add up to10 technology goals that are expected to be achieved. One goal is mandatory. Please refer to example in the form.

O O O O O

o

Technology Goal > explain the technology goal

Current Condition > explain the current condition

Expected Result > explain the expected result

Target FY > select the fiscal year goal is expected to be achieved

Remove Technology Goal > select this button to remove any previously entered technology.
Add Technology Goal > select this button to add another technology goal

e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
e Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
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Priority Alignment
) IBM Forms Viewer - IBM_Forms_| il - |EI|£|
File Action Help

o Stk )
f*w*%  OFFICE OF IUI_IC‘L AND MANAGEMENT
1.;:"'5 f‘-;r - FY 1317 investment Bri
f_,_.,‘j
Project identication F. Priority Aignment o
- "NOTE The criteria in this section, in concedt with other faciors, will be used fo deserming projgct
priarities in the capilal funding approval process. Briefly describe how the proposed
prajects will align with each crilemon

Priesity Criterien

ks this project akgned wiith Gosemors key pronties? o Hea

Gwemer's by prigrities,
o
-

ts this project akgned wiih busness and [T goals of your agency? + Yew o Ma
o
-

Doess b project reduce of prevent fullre NCreases o e agency’s operaling budget ¥ Yen o Ma —
o
-

Wil this product resull in shared capatiiies? + Yew o Ma
o
-

ts this project beng Co-Developed thicugh pan paton of multiple agencees? Yen o Ma
o
-

Has ihe agency demonsirated readiness (o manage a propect of TS se and scope? Yen o Ma
o
-

I Hrez @gerecy reddy 0 delver the busness value of this projec? A es O Na
o
-

= Previous Nt =

T~

F. Priority Alignment
This section asks several questions that will help determine the project priorities in the capital funding approval process. Please answer
each question by selecting the yes/no button. If yes is selected please provide an appropriate explanation.
Note: Alink is provided in the first question that will provide information on the Governor’s key priorities.
e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
e Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
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Preparedness

) IBM Forms Viewer - IBM_Forms_| - |EI|£|
File Action Help
R A RERES e i i) || ©]x =@ @

ib) QOFFICE oF POLICY AND MANAGEMENT
;:gg_ = FY 1317 Inwy ent Brief

= P,

Project iersicalion G. Organizational Preparedness,
k5 y0ur agercy prepared 10 underake this propct? |5 senor managament commitiad, wiling to paricipate, and

wilirg 1o alloc abe e reessary bme, ensngy and Halfing resources? How vall the projec) be manags and'or
governed and who will make the key project decisons?

M. Project Ramp Up.

F capial s arn awardied for this progect, how lang will it take to mamg up? What ane the Ky ramg-up
igarsrnenls and have sy ol these aheady been slaned? For example, is 8 projsct manager Bessn idenlfied?

Has an RFl beeni issued? b5 & mage procurement requred such as an RFEFY
Y
-
. Crganizational Skills.

[0 you hawe the expanenced sial with the proper ainng o sustain fhes nliaiwe once s a production sysiam?
D you anticipate having 1o hire addbional Stall 1o sustam W7 What areng effons are expecied bo be needed 1o
7

manian this sysbem
-
-

= Previous Hext =

T~

G. Organizational Preparedness > Please provide an answer to the question
H. Project Ramp UP Time > Please provide an answer to the question
I. Organizational Skills > Please provide an answer to the question

e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
e Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
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Financial Estimates

Z) IBM Forms Viewer - IBM_Forms_POC_V7zoom.xdfdl =10l x|
File Action Help

OFFICE oF POLICY AND MANAGEMENT
e f_‘lii'_; Fr 1317 Investment Brief

f-c(___,_:-‘f-

. Preyvious EY Contect Us |

J. Finantial Estimatas.

Pleaese: provadie thee estrnated fotal developmient cost 150,00}
Plearse provide the estmated iotal capital lunding request 50,00
Plearse provide the estmated annual operating cost 50,00
Please prowde the one time financial benefi $r:'.':*:'
Plearse: provide the recurming annual financsal benest 0.0

Explanation of Estimates
-
3
Assumptions.
Please el Key assuwmplons you are using o estimale projct devekopment and mplementation costs
Koy Assumplions
-
3

This saction bakaw will alows ussir b sitach 1ha Tsaimant Brial Financial Spraedsheas FY13_w-0.45™ Tk 1o thi am
Amach comglensd b Buial Sgeaadsh ]

= Previous Rt =

T 4

J. Financial Estimates
Please use information from the applicable Investment Brief spreadsheet to supply the following dollar estimations:
o Estimated total development costs
o Estimated total capital funding request
o Estimated annual operating costs
o One time financial benefit
o Recurring annual financial benefit
Explanation of Estimates > enter an explanation of the estimates
Key Assumptions > enter key assumptions used to determine project and implementation costs
Attach completed Investment Brief Spreadsheet
o Add > select this button to add the Investment Brief XL spreadsheet
= Browse > select the Browse button from the “Attach File” dialog box to locate your spreadsheet
=  Open > select the Open button once the file has been located and high-lighted
= Add > select the ADD button to attach the XI spreadsheet to the form
= Close > select the close Button
Note: A red paper clip is displayed to show there is an attachment
o View > after a spread has been added, select this button for viewing the spreadsheet
o Remove > select this button to remove a previously attached spreadsheet
o Save > select this button to open and save the spreadsheet to different location
Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
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Project Impact

l'?:., IBM Forms Viewer - IBM_Forms_| ;IEIEI
File Action Help
| p

i ]| s Zl@ | @

|
2|2 & B

,'fﬂ OFFICE OF POLICY AND MANAGEMENT
:'_1'-3;-_::. _;:*"-- FY 1317 Investment Brief

Contect Us |

lil. Expanded Business Case
A, Project knpact.
Be:f'ﬂl"d e lop business EIZIHS. dentified in Sacton |, please proside descriplions for those lopics as
they Boply 1o your prajgct
= Witk impacks will this project have, # any, in the tangeted arcas below?
= WaTiak veoulbd be e impact of mot dicing Thes progect?
= How vl the project demaonsirate benefiis ane achisved?
(1) Impact Area (Vision)
Wil 1his project proide aficient and sy aoceasible sevicis for el constiwnts 7 g fras Ha
e
-
Wil This Eroject pramais apan and iensgerant govmmant with 1he cizens of the siea? R T Ha
e
-
Wil 1his projec] eaialish eficien and modem busindss prociseesT R T Ha
e
-
Wil 1his Eeojic] NCiaeE @ dccwacy and dmalnass of daia for policy making, sevice deiviry and rasulis
evaluginn? R T Ha
e
-
[2) What is tihe expected impact of NOT doing this praject?
rs
-
(3] How will you desmanelrate achisvemant of benafis?
-
.
= Previnus Heut =

T 4

A. Project Impact
Along with the previously entered business goals, this section provides the opportunity to present business impact information for
your project.
1. Impact area (Vision) > answer the 4 questions in this section by selecting yes/no. Please provide an explanation for your
answers.
2. What is the expected impact of not doing the project? > Please provide an appropriate answer.
3. How will you demonstrate achievement of benefits? > Please provide an appropriate answer.
Next > select this button to navigate to the next screen (do not use the browser to navigate screens)
e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
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Statutory/Regulatory Mandates

Wednesday, November 21, 2012

OFFICE OF POL[C‘{ AND MANAGEMENT Project Number: 2012

FY 13-17 Investment Brief

<< Previous Contact Us
y N N M
Project Identification B. Statutory/Regulatory Mandates. =
1) Cite and describe federal and state mandates that this project is intended to address.
2) What would be the impact of non-compliance?
Priority Alignment (1) |[ Mandate
e Remove Add )
Preparedness Mandate il Mandate
Financial Estimates
Project Impact Impact of Non-Compliance
C. Primary Beneficiaries
Who will benefit from this project (citizens, businesses, municipalities, other state agencies, staff in your agencies,
other stakeholders) and in what way?
A

gLocaIintranet Gy o -

B. Statutory/Regulatory Mandates
1. Mandate > Please cite and describe any state for federal mandates this project will address
Impact of non-compliance > Please describe the impact of not addressing the mandate
Remove Mandate > Select this button to remove a previously entered mandate
Add Mandate > Select this button to add an additional mandate.
If available attach any additional supporting documentation
o Add > select this button to add any supporting documentation
= Browse > select the Browse button form the “Attach File” dialog box to locate your document
=  Open > select the Open button once the file has been located and high-lighted
= Add > select the ADD button to attach the document to the form
= Close > select the close Button
Note: A red paper will be displayed to show there is an attachment
o View > after a document has been added, select this button for viewing the document
o Remove > select this button to remove a previously attached document.
o Save > select this button to open and save the spreadsheet to different location

C. Primary Beneficiaries > Please provide an answer to the question

e Submit Form
o Once all mandatory fields are completed use the Submit From button in the left hand navigation box to submit the form.
Note: the navigation box can also be used to navigate back to any of the previous form sections
e Previous > select this button to navigate to the prior screen (do not use the browser to navigate screens)
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Submission
=Tk

File Acton Help

| | [ | | O] =@ |

OFFICE OF POLICY AND MANAGEMENT

FY 13-17 Investment Brief

Return to Form to Save or Edit Contact Us

Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received
and that all appropriate finance and budget areas have been informed.

1. By selecting the button below, you accept the responsibility for final submission of this Form. Once
submitted, the Form will be locked and you will no longer be allowed to edit or resubmit the Form.

* NOTE: All mandatory fields have to be populated with valid data before you can submit the Form.

Accept Terms

T s

Submit Form Screen

Note: If a print of the form is wanted please print prior to continuing. Once the form is submitted you
will not be able to access the form. The print button is located at the top of this form page. Please
review the print instructions on page 3 in the “Need to Know Section”.

e Acceptance button > select this button to accept the terms and to continue
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) IBM Forms Viewer - PAGE2

File Acton Help

=181 x]

| | [ | | O] =@ |

OFFICE OF POLICY AND MANAGEMENT

FY 13-17 Investment Brief

Return to Form to Save or Edit Contact Us

Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received
and that all appropriate finance and budget areas have been informed.

1. By selecting the button below, you accept the responsibility for final submission of this Form. Once
submitted, the Form will be locked and you will no longer be allowed to edit or resubmit the Form.

* NOTE: All mandatory fields have to be populated with valid data before you can submit the Form.

Accept Terms

@ Errors were found.
* Use the list below to review issues and navigate to the page with error.
* Return 1o the this page once you've cormected the issue.
* Select the "Accept Terms” button above to revalidate your Form prior to submission,
* Repeat until all issues have been resolved.

Form Error List

Problem Description

Please provide a brief explanation of the preparedness of your organization for this project

Enter the Proposed Completion date as MMDDNYYYY.

Restrictions
= Cannot be pror to proposed star date
« Cannot be beyond 07/01/2017

Tz

Error Screen:
If all mandatory fields were not fill out correctly you will receive this screen
o Go to Item > select this button to go to the field to fix the error

o Submit form > after the errors have been fixed select the Submit Form button from the
left hand navigation menu to returm to the submit form screen. Selecet the Accept Terms
button to continue to fix errors and to proceed to the NotifyTeam of Submission screen

Note: Once all errors are corrected select the Accept Terms button to continue to the next screen
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) 1BM Forms Viewer - PAGE2 10l x|

File Action Help
| | [E] | EERI ) |

OFFICE oF POLICY AND MANAGEMENT

FY 13-17 Investment Brief

Return to Form to Save or Edit Contact Us

| v

Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval(s) have been received
and that all appropriate finance and budget areas have been informed.

1. By selecting the button below, you accept the responsibility for final submission of this Form. Once
submitted, the Form will be locked and you will no longer be allowed to edit or resubmit the Form.

* NOTE: All mandatory fields have to be populated with valid data before you can submit the Form.

Accept Terms

@ Al requirements have been met. Proceed to Step 2 to notify team of submission,

2. By selecting the button below, you will generate an e-Mail which will launch your local e-Mail client, with
a predefined message for your agencies, notifying those agencies and OPM of this submission.

Notity team of submission

*

T

Notify team of submission > select this button to send an e-mail notification to OPM and to your

[ ]
agency leads that were identified in the Projects Identification section of the form.
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= | Message | Insert Options Format Text Review & 0
== K calibri 12 v AW ggﬂ [l attach File ¥ Follow Up ()
_—l] s B I U =-i=- EIEiE 0 attach item = ¥ High Importance _ﬁ’
Paste _ Address Check Zoom

- 7 B A~ % = = %‘f} Book MNames | |2 Signature - 4 Low Importance
Clipbg... T Basic Text Ta MNames Include Tags fa | Zoom
To... |ji_m.hadﬁeld@ct.qw', john. vittner @ct.gov; robert. dakers@ct.gov; mark.raymond @ct.qov; asdf@asdf.com |
Zﬂd Cc.. |asdf@sdﬁmm; asdfi@asdf.com; asdf@asdf,.com; asdf@asdf.com; asdf@asdf.com |
en
Subject: |Ir1'.restmer1t Brief - 2012 COAML 134 - ASDF |
I‘(Du are receiving this automated email as notification of a project submission to the F
Information Technology Strategy and Investment Committee. The following is a summary of
this request.
Project Title: ASDF
Project Number: 2012 COAM1I 134
Lead/Primary Agency: Commission on Aging
Project Description:
asdf@asdf.com
Capital Funding Request: 0
Questions regarding this project should be directed to:
Name: Asdf
Phone: 2342342343
e-Mail: asdf@asdf.com
b |
jim.hadfield@ct.gov by Y Yy ¢
Search cannot return results for this view. Click here for more information. x
[ | % Al Trerns There are no items to show in this view. ::'

MS Outlook is launched to send notification.
Note: The e-Mail is populated with information from the form Identification Section
Select Send to send the e-mail. You will then return to the form to complete the last step.

Page 18



=) IBM Forms Viewer - PAGE2

File Action Help

=13l x|

[0 | | @] =] @ | |

OFFICE OF POLICY AND MANAGEMENT
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Return to Form to Save or Edit Contact Us

Submission of the “Information Technology Capital Investment Fund Request”
confirms approval and certifies the agency head approval({s) have been received
and that all appropriate finance and budget areas have been informed.

1. By selecting the button below, you accept the responsibility for final submission of this Form. Once
submitted, the Form will be locked and you will no longer be allowed 1o edit or resubmit the Form.

* NOTE: All mandatory fields have to be populated with valid data before you can submit the Form.

Accept Terms

@ All requirements have been mel. Proceed to Step 2 to notify team of submission,

2. By selecting the button below, you will generate an e-Mail which will launch your local e-Mail client, with
a predefined message for your agencles, notifying those agencies and OPM of this submission.

Notity team of submission

3. This is the final step. Once you've selected the submission button below the form will be closed and no
further changes can be made.

| »

Tz

e Submission > select the submission button to submit the form.
NOTE: you will no longer be able to access this Form once it has been submitted.
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