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Starting a CIP Process from the CADP

At this point for each planned CIP submission, you have already completed a Project Creation
Process and a subsequent CIP Application Development Process (CADP). The CADP has been
configured to allow you start (or “spawn”) a CIP process without losing or retyping critical
information.

To start the CIP Funding Application process, you must be in the Hold/Export step within the
CADP.
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From the dropdown menu next to “Take Action” select “Submit” and click on “Take Action.” This
will submit the CADP to the next step where your LEA’s assigned Capital Projects Manager
(CPM) will review it and push it forward to the next step. The CPMs will monitor the BMS and
take action as soon as possible.



Once the CPM takes action, the process will move into the CIP Spawn step and back into your
court. You will be able to see the draft CIP Funding Application process on your home screen. Or
you can find it in the “Processes” tab within the left hand menu.
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When you open the process, there will be a warning message at the top of the screen. You may
also receive an email about this error message. Please note that the error message does not
affect the CADP or CIP Funding Application process and is only due to cost functions being
enabled on the CIP process. Click the link in the banner that reads “Click here” and the first step

in the CIP application process will open up.
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The first screen of the CIP Funding Application process should be populated with the data you
entered in the CADP. Review the fields to confirm the information is correct and click the
“Submit” button.
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The next steps of the CIP process will look similar to the process used in prior years. As much
data as possible has been automatically pulled in from the CADP process and you will be able
to fill out and submit the remaining required information as noted.
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