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Purpose

This document will list the steps for you to create request for new funding or funding variation, and
distribute your approved funding allocation.

Scope

The scope of this document does not include the procedures for working within the Transport
Investment Online system (TIO).

Prerequisites

A created Item

Responsible Role

e Project Manager
Related Documents

@ Funding and Approval Process Maps (simplified)
@ Chart of Accounts
@ Emergency Works Rules, Guides and Processes

@ New Funding Request Instructions

@ Price Level Adjustment (PLA) Instructions

@ Emergency Works Funding Application

@ Request for Pricing Adjustments (RAPA) Guide
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1. REQUEST FOR NEW FUNDING ALLOCATION

a. Open or Search for Your Item

Screen: Index

Portfolio and Project Management

o

are

Overview

Overview Work Center

gxist in the system. Depending

Reporting L) 0N your permissions, you may
3 only have the ability to manage

Project Management > portfolio abjects which have

Contract Management » been assigned to your

responsibility.

Portfolio Management
Portfolio Structure

PPM Administration ) ) . .
Classification Hierarchies

Portfolio ltems

Portiolio Initiatives

Drosiomr

Screen: Portfolio Items

Portfolioc NZTA Portfolio Bucket HMO
| Switch Porffolio | | Switch Hierarchy/Bucket | | Portfolio Details | | Search -
Active ltems Active Proposals Active Escalations Inactive ltems

Mass Upd 6
atus Region ‘Work Category Project Manager
MO HMO Busine... 60035880 NOC Funding Approved  Mational Office -
MO HMNO Project ... 60035560 MNOC Funding Approved  Mational Office -
Watn RoMNS (1) - ... 60215958 Detailed Busine... Funding Approved  Wellington 000323 -
SH3 Vickers Ro... 60460252 Property Funding Approved  Taranaki 0003231 Y.
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b. Enter Forecasts

Screen: Item <Your Item Name>
ltem: ABC2XYZ

o

I Save I | Read Only |[ Financial and Capacity Planning ‘]Ee

NZTAP
60062

| <> ltem funding Status |

General Information Financial Information

Key Information
Mame: * ABC2XYZ
Status: Draft

Screen: Financial Planning <Your Item Name>

Financial Planning: ABC2XYZ

[

art 01. July 2020 To 30, June 2021 Period Breakdown Annually Currency MNew Zealand Dollars

Show: | VYiew - Category - Group v | Currency: | Mew Zealand Dollars w

Period Displayed: 01.07.2020 [7] To: 30.06.2023 [7]| Apply | ShowAll Periods | Filter Al ~ || EditFilter | | Collapse All | | Functions ,

View - Category - Group Deactivated  Initial Amount Sponsor Total for Plan Period Grand Total 2021 2022 2023

. « Actuals 0 0 0 0 0 0

Costs 0 ] 0

w Forecasts - Non funding approved O 0 O
« MLTF allocation request i) ] ] ]
3rd party contributions (enter as negati ® i) 50,000- 0 0

Total costs 450,000 40,000 30,000

w Forecasts -10 yr plan - Non funding appr O 0 O
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c. Change Item Status to ‘Under Review - New Approval’

Within TIO, you need to follow through the business process for funding application review and approval.

The interface between TIO and SAP PPM will update the Item through these statuses:

STATUS IN SAP INSTRUCTIONS

Initial Draft

Draft

Submitted to RTC RTC = Regional Transport Committee

Included in Draft RLTP

Included in RLTP

Included in NLTP Change the status to “Under Review - New Approval” when the Item is ‘Included in NLTP’ (refer step @2). This will
Under Review - New Approval  trigger the funding request in TIO.

If the new funding request is approved in TIO, the SAP status will become “Funding Approved”. SAP will create a
corresponding Project. This Project will have the same 6* number as the Item.

¢

Funding Approved

Screen: Item <Your Item Name>

Item: ABC2

Click Save. This triggers a funding
request in TIO for the next

. ) . - You can immediately change Emergency Works Item status from
funding/allocation review.

J Note: Emergency Works
in

OpenTIQ || You can alshke “Draft” to “Under Review - New Approval” (refer step 2)
G Data saved sfully
NZTA Portfoli Go to your relevant Item. Make
sure this is the correct Item, Item
600 Type and ID

General Infor Change Status to "Under Review -

New Approval" to request new

Key Information funding approval

Name: * ABC2XYZ //

Status: | f - |
Draft

| Under Review - Mew Approval |
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When your new funding request or funding variation request has been approved, your allocations must be distributed.

Screen: Index

Portfolio and Project Management

In the SAP Index screen, click the
PPM icon to open up Overview list. If
you click the title, it expands the
entire Overview.

Overview Project Management
e You can complete project
Overview Work Center management related activities,

based on your responsibility.

Feporting >

| Allocation Distribution |

Project Management 2 ¥
PPM Accruals and Forecasts

Contract Management >

Portfolio Management > Checklist ltems

PPM Administration » Projects
Tasks

IF YOU ARE ADMINISTERING A: THEN ONLY DISTRIBUTE ALLOCATIONS TO:

Capital Project ¥ Phase WBS Element

NOC/MOR Works © Task WBS Element
(Network Outcomes Contract / Maintenance, Operations and Renewal)
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Screen: Project Allocation Distribution

tion Distribution

] save | 2 cancel | | & Edit | | tF) Bac

Mumber ame Short Text for Type ) ltem Type Region Project Manager name p Projects Team Leade... Work category name

60051513 EW Place 5H Date Event  Emergency works Emergency Works Melson Suzie Dixon-Grant Emergency wark,

. 50051691 Suzies PBC Test Programme Business C... Programme Business C_.. Otago Suzie Dixon-Grant

~  Allocation

| <= | = || Hide Periods ||show Forecast

WEBS Element Description - | 2020 July  Au...  Septem.. Oc.. N..  Dec. Jan..  Fe.. March A May @ Ju.. 2021 2022 2023

Remaining Allocation

0

748,740

= 60051693 Fees

= 60051694 MZTA Managed cost 0 1,012,165 ] 0

= 60051700 Travel 0 0 ] 0
Total Allocation row == 0 1,012,165 100 100,000 0 0 15478 ] 0 896587 o 0 0 1012165 743740 a

Note:
- External consultants can't see allocations for a Phase or Task they're assigned to until it's been distributed.

- The Contingency Phase of the Implementation Project should only have an allocation. Actuals are charged to the appropriate Phase, and the allocation is
transferred when needed.
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Apply for funding variation when you need more funds, return surplus funds, or move cashflow funds to a future year.

TYPE INSTRUCTIONS REQUEST FORM

Capital Projects & Price Level Adjustment (PLA) Refer to the link for the form in the PLA Instructions
NOC/MOR (Network Outcomes Contract / . C :
Maintenance, Operations and Renewal) @ Request Annual Plan Adjustment (RAPA) Refer to the spreadsheet link in the RAPA Instructions
Emergency Works & Emergency Works Funding Application Refer to the guide in the Infohub folder

a. Enter Adjusted Forecasts

Enter your Project’s Total Current Year Forecast as a different amount to your Total Current Year Allocation (see example screen helow).

1. Refer to @ SAP Guide - How to Enter Project Accruals and Adjust Forecasts (Part 2) on how to do this.

2. Tick the Submit box after you make your forecast. This is important, otherwise the funding variation won’t reflect the updated forecast.

3. You may also apply for funding variation for future financial years by adjusting the columns under Y1 Fcast, or Y2 Fcast, etc.

Example Screen: Project Accruals and Forecast

In this example screen, your

v Accrual anc lues Adjust Feast in current year forecast is $7
3 million. While you had been
Show allocated $5 million originally.

This $2 million difference is the

Mame CY Fcast‘C‘r’Allnc Y1 Fcast Y1 Alloc extra amount you'll apply for in
your funding variation request.
2 Physical works 5,000,000 4,000,000 0
= NSOA v X X X Q1,000,000 500,000 ] 0
= Design Fees v p.S X x | 1,000,000 500 000 0 0

£2.0mil extra to
Total row == be requested 7,000,000 5000000
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b. Change the Item Status to ‘Under Review - Funding Variation’

Login to SAP > from the Index screen > go to Portfolio and Project Management section > click on Portfolio Management > Portfolio Items

Item: ABC2XY —

this is the correct Item and ID
Refresh || Print Fact Sheet || Reporting Cockpit || Project ,|| Open TIO

Open your relevant Item. Make 5ure]

Click Financial Planning from the
dropdown. See next page and
check the amounts are correct

Click Save and
end supporting
documents to

ncial Information Relationships Documents and Motes Authorizations Long Texts

Key Information

Mame: ¥ ABC2XYZ D

Status: | Under Review - Funding Yariation v I Type:

Bl Change Status to "Under Review -
Funding Variation" and click Save

ﬁ;elect your the type Df]
i o wvariation
Funl:llng Variatio r -
Funding variation type: * : v | Reason for Change: * Refer to PLAxoox submission

Cashflow adjustment

Enter Reason

Scope change for Change
Surplus
Total costincrease

c. Submit Forms and Supporting Documents

Capital Projects OPPP Delegations Committee mailbox - sddoppp.delegations@nzta.govt.nz
NOC/MOR Your applicable RAPA collection folder in Infohub (refer to Page 14 of the @ Instructions)
Emergency Works OPPP Delegations Committee mailbox - sddoppp.delegations@nzta.govt.nz
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Example Screen for Step b2
Financial Planning: ABC2XY

¢ | | Transferto SAPERP || View Chart ,| E

Show:  View-Category-Group  ~

Period Displayed:  01.07.2017 [T] To: | 30.05.2019@

Wiew - Category - Group 2018 2019

@3 » Actuals 6,999,001

eb » Allocation 5,000,000

]

b Forecast-funding approved 7,000,000

2

Forecasts - Mon funding approved 6.,000,00

@ ¢ Forecasts -10y plan - Non funding appr 0
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