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SELECTING: Copy of a Previous Fiscal Year Request 

After selecting the Copy of a Previous Fiscal Year Request, a list of previously submitted projects for your 
agency will appear on screen. 

 
 
 
 
Find the project you wish to copy and click the Select button. 
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SELECTING: Copy of a Previous Fiscal Year Request 

After selecting a project, the screen will display a confirmation that this is the project you wish to copy 
forward into the new fiscal year. Click the Continue button to proceed. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Project_ 

After clicking the Continue button, your project will be assigned a Project ID and Permanent ID. Each year 
the project is submitted it will receive a unique sequentially numbered Project ID. The Permanent ID will 
stay constant through multiple years’ submission of the project.  

The project has been created at this point, but not yet submitted. On the left side of the screen, a 
menu of sections for CORTS application will appear. 

 

 

 

This is the top view of the Project page that appears. Review the information and make any changes 
needed. 

NOTE: There is more required information on the Project page that appears at the bottom of screen as 
shown in the following snapshot: 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Project_ 

Please note you will have to reselect the Senate and House Districts for your project. 

 

 

Once you have selected the House and Senate Districts you will be prompted to either save or continue. 
For this example, we will choose the Continue button. 

 

 

  

  

Who are my 
legislators? 
Click this link in the 
CORTS application to 
find your legislators. 



Capital Outlay Request Tracking System (CORTS) – User Procedures 

Page 5 of 19 
 

EXAMPLE: Copy of a Previous Fiscal Year Request _ Contacts_ 

After clicking the Continue button, you are taken to the next section,  Contacts. Notice on the section 
menu, that the previous section we were working on Project is now highlighted green and shows as 
complete. 

 

 

The  Contacts section consists of two parts, the Requesting Agency and the Authorized Signatory. 

The section begins with the Request Agency Point of Contact. This is the individual for the agency that is 
filling out and submitting the application. This individual will be the point of contact for correspondence 
with the Office of Facility Planning and Control on this project.  

Click the Continue button to proceed to the Authorized Signatory subsection. 

  



Capital Outlay Request Tracking System (CORTS) – User Procedures 

Page 6 of 19 
 

EXAMPLE: Copy of a Previous Fiscal Year Request _ Contacts_ 

 

 

The second part of the section is the Authorized Signatory who is the individual that can legally sign off 
on the Agency’s behalf. 

Once filled out, Click the Continue button to proceed to the next section  Request. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Request_ 

 

The  Request consists of Demonstration of Need questions. Some questions are new/revised and will 
need to be answered for the first time. Other questions will have the answers from last year’s application. 

Why is the project needed? What advantages does this project provide? Explain what will happen if 
this project is not funded. Enter a brief answer to the questions. 

Are there any programs/services that require this project to be funded? If the project is not funded is 
there a program/service your agency will not be able to offer. 

What alternatives to this project were considered and how was the best option determined 
(Studies, etc.)? How did you arrive at the decision that the project is needed. 

Describe other similar facilities in your area and evaluate their capabilities to meet the needs of the 
project. Are there any other comparable solutions to meet your needs? 

What will happen with the existing facilities and how will that be funded? Demolition, remodeled, 
used for another program, etc. 

What is the long range goal/strategic plan for this project (5-yr)? How does this project align with your 
agency’s strategic plan. 

Once filled out, Click the Continue button to proceed to the next section  Estimates. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Estimates_ 

The  Estimates consists of Cost Estimates and Time Estimates on the same page. 

IMPORTANT! – The Construction cost should equal the total Construction cost calculated in  Cost 
Breakdown. 

 

 

Cost Estimates: The fields shaded grey are formula driven fields based off the amounts entered in the 
blank white fields. Information entered in the previous fiscal year submission should be carried over on 
this page. Update the estimates if needed. 

Time Estimates: Provide the estimated time in months for Planning and for Construction. Information 
entered in the previous fiscal year submission should be carried over on this page. Update the time 
estimates if needed. If planning has not begun, then leave blank.  

 

Once filled out, Click the Continue button to proceed to the next section  Funding. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Funding_ 

The  Funding section consists of two parts, the Prior Funding and the Proposed New Funding page.   

DEFINITIONS: 

Prior Funding is the cumulative total of State Cash, Bond Proceeds, Statutory Dedications, Self-
Generated Revenue and Fees, etc. It does not include any Priority 1, Priority 2 or Priority 5 lines of credit 
regardless of prior approval. 

Proposed New Funding is the amount of State Funds in Priority 1, Priority 2 and/or Priority 5 that is 
needed for the project. Additional Funding Types can be added on different lines. 

 

 

 

Prior Funding associated with the project will automatically appear in the Prior Funding section and is 
tied to the FPC Schedule Number. 

 

Click the Continue button to proceed to the Proposed New Funding subsection. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Funding_ 

After clicking Continue, you will see the Proposed Funding table with the information. Note: Funding 
types with amounts can be added by clicking the +Add line button. 

 

 

 

 

Previous Priority 1 or Priority 2 Cash Lines of Credit granted by the State Bond Commission should be 
included in the Year 1 “State Funds Requested”. Also, if you received a Priority 5 Non-Cash Line of Credit 
last year and need to have either all or a partial amount moved up to Priority 1, indicate in the appropriate 
field. 

This example project does not require any new State Funds for next year. 

 

Click the Continue button to proceed to the next section  Facility. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Facility_ 

After clicking Continue, you will be brought to the Space Requirements subsection under Facility. 

Note: The “Space Requirement Study Prepared By” field is either the person or firm that prepared the 
study. 

 

 

 

Information entered in the previous fiscal year submission should be carried over on this page. If there 
are any updates, make edits if needed. 

 

Click the Continue button to proceed to the next section  Facility. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Cost Breakdown_ 

The  Cost Breakdown section consists of three parts: Construction Costs, Equipment Costs, and 
Equipment. 

 

 

 

The  Cost Breakdown section begins with the Construction Costs. Information entered in the previous 
fiscal year submission should be carried over on this page. If there are any updates, make edits if needed.  

The bottom of the page for Construction Costs continues with the next snapshot: 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Cost Breakdown_ 

The Construction Costs page continues and asks for any Additional Line Item Expenses, in this example 
there are none. 

 

 

 

 

The Total Cost of Construction is the number that must total what is on the Estimates page for  
Construction Costs. 

 

Click the Continue button to proceed to the Equipment Costs subsection. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Cost Breakdown_ 

The Equipment Costs subsection page is next. If you entered in a cost amount for Equipment in the  
Estimates section, you would click the +Add equipment button if needed. 

 

  

 

Information entered in the previous fiscal year submission should be carried over on this page. If there 
are any updates, make edits if needed. 

 

 

Click the Continue button to proceed to the Equipment subsection. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Cost Breakdown_ 

The Equipment subsection page is a simple Yes/No question. In this example, an existing program is 
being relocated, but existing equipment is not being discontinued so we answer no. 

 

 

 

 

 

Click the Continue button to proceed to the  Budget section. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Budget_ 

The  Budget section begins with Agency Operation Budget Expenditures at the top of the page. This is 
not the operating budget for the project, it is the operating information for the requesting agency.  

 

 

Next in order on the page is Agency Operating Budget Financing. Note that the Total Expenditures should 
equal the Total Financing. 

 

  

The bottom of the page for the  Budget section continues with the next snapshot: 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Budget_ 

The  Budget section continues with the Agency Projected Operating Financing Budget at the bottom 
of the page. 

 

 

 

 

Click the Continue button to proceed to the  Attachments section. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Attachments_ 

The  Attachments section provides an upload option for a Space Utilization Plan for a new project. In 
the example below, it shows that a document has been uploaded and added to the application. 

 

 

 

 

Click the Continue button to proceed to the last step. 
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EXAMPLE: Copy of a Previous Fiscal Year Request _ Review and Submit_ 

The  Review and Submit section is a simple screen reminding you to check and review all previously 
entered information. When finalized, click the green Submit button. 

 

After submitting, you will notice the previously yellow Not Submitted has now been tagged as 
Submitted. 

 

 


