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1 Introduction to Global Fund Management 

Iowa DOT uses various sources of money to fund and execute its projects. PPMS enables Iowa DOT to 
create and capture these fund sources at the enterprise level, which can then be used for more than one 
project. The various sources of funds are captured in the Global Fund List form, which is part of the Fund 
Management process. 

The Participant Guide helps you get started with the process of setting up global funds and completing 
fund transactions at the organizational level. 

Purpose of Participant Guide 

The topics and tasks selected for use in this guide are for instructional purposes to showcase the entire 
lifecycle of a project. Field selections, other than the ones used in this guide, could possibly lead to a varied 
project workflow and may not be covered in this guide. For additional information on the application, 
refer to the User Guide/Masterworks Online Help available with the application. 
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2 Process Flow 

The flow diagram illustrates the global fund management process in PPMS for Federal funds: 
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3 Fund Management 
The Fund Management feature enables you to manage the various funding sources available and the 
allocation of funds to various projects.  

3.1 Global Fund Sources 

Apportionment is the distribution of funds using a formula provided by the Federal Highway 
Administration (FHWA). The state Department Of Transportation (DOT) prepares the federal and state 
match funding details according to the needs of the state and apportionments available. The details are 
entered in the Fiscal Management Information Systems (FMIS) for every fiscal year and processed for 
obligation. 

Apportionment codes and details are available in the external system FMIS. The W10A report available in 
FMIS has the apportionment funding details for the fiscal year. On importing the W10A report to PPMS, 
the Apportionment Codes, Available in $, Obligated in $, and Unobligated in $ values are created in the 
Apportionment Code form in PPMS. Also, the Fund Transaction for the funds in the fund sources to which 
the apportionment codes are associated are automatically created and approved in PPMS. 

The Global Fund List is a repository of all fund sources that can be made available to all projects in the 
enterprise. With the Global Fund List form, you can associate apportionment codes and define details 
such as the funding agency, funding type, and funding category. Funds from global fund sources are 
allocated to individual project funds. The Global Fund Transaction form is used to manage funds in 
the global fund sources. 

You can perform the following tasks: 

• Create an Apportionment Code 

• Define Global Fund Sources 

• Obtain business decisions from various stakeholders on fund sources 

• Manage Global Funds Transactions 

• Obtain business decisions from various stakeholders to add or remove funds 
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3.1.1 Apportionment Management 

Apportionment is the distribution of funds using a formula provided by the FHWA. An apportionment 
certificate is created and published on the first day of the fiscal year. The fiscal year starts in October and 
ends in September. FHWA enables fund availability for obligation by the state under the federal law. 

Apportionment codes and allocation details are available in FMIS. PPMS enables you to create 
apportionment codes by importing the W10A report for that fiscal year or for a particular fiscal year from 
FMIS. Also, you can manually create apportionment codes. An apportionment code is divided into one 
level of apportionment sub-codes. The dollar split in the sub-code is based on the amount available in the 
apportionment code. 

Apportionment codes can be associated with a fund source for fund transactions and further processing. 
You cannot delete the apportionment code record once the record is associated with a global fund source 
and the fund source is approved. You can move the apportionment codes from one fund source to 
another. 

On approval or rejection of a project in FMIS, the funding details are received as a W41 report and the 
Obligated in $ and Unobligated in $ values of the Apportionment Code form are updated.  

You can perform the following task: 

• Create Apportionment Codes 

 Apportionment Code 

The Apportionment Code form enables you to create the apportionment codes. 
You can create apportionment codes in two methods: 

• Create a single apportionment code 

• Create apportionment codes using a W10A report file 

Creating an Apportionment Code 

Steps 

1. In the module menu, click Home. 
The Enterprise Dashboard is displayed. 

2. In the navigation pane, expand Fund Management, and then click Apportionment Code. 
The Apportionment Code list page is displayed. 
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3. Click New. 
The Apportionment Code page is displayed. 

 
4. Provide the required information in the fields, as described in the following table. 

Field Name Description 

Apportionment Code Enter a code that uniquely identifies the apportionment. 

Apportionment Code 
Description 

Enter the detailed description for the apportionment code. 

Demo ID 
Select the demo identification code for the apportionment code. 
Available options are demo identification codes defined in the Demo ID 
catalog of the library. 

Prorata in % 

Enter the percentage of the prorata value to limit the federal's funding 
share for the apportionment code. 
The entered value is used as an indicator for the user in the Fund 
Transaction Package to arrive at the funding values. 
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Field Name Description 

Is Active 

Ensure the check box is selected. Optionally, clear the check box to 
deactivate the apportionment code. 

If the apportionment code is marked as inactive, you cannot perform 
transactions on this apportionment code. Also, the apportionment code 
is unavailable for the global fund list and other transactions. 
You can activate the apportionment code at any point in time. To 
activate the apportionment code, select the check box. 

Possible Lapse (End 
of Fiscal Year) in $ 

Enter the possible lapse amount, if the obligation amount set for the 
apportionment code is not approved in FMIS by the end of the fiscal 
year. 

Note: Step 5 is an optional step. 

5. To add the apportionment sub codes for the current fiscal year, in the APPORTIONMENT SUB 
CODES (CURRENT FISCAL YEAR) section perform the following steps:  

a. Click Add. 
The New Apportionment Sub Codes (Current Fiscal Year) dialog box is displayed. 

b. In the Apportionment Sub Code box, enter the sub code for the apportionment. 

c. In the Apportionment in $ box, enter the apportionment amount. 

d. In the Available in $ box, enter the available amount for the apportionment. 

e. In the Obligations in $ box, enter the obligation amount. 

f. In the Unobligated in $ box, enter the unobligated amount. 

g. Click Save. 

6. Click Save. 

On further transactions on the apportionment code record, the following information is automatically 
displayed. 

Section Field Name Description 

- 
Obligations in 
$ 

Note: This value is available only after transactions on the 
apportionment code is performed. 

The approved obligation amount in the FMIS Project Details 
page for the apportionment code is displayed. 



  GLOBAL FUND MANAGEMENT 

 

7 | P a g e  

Section Field Name Description 

Unobligated in 
$ 

Initially, the sum value in the Amount in $ field of all the 
associated approved Fund Transaction records is displayed. 
Once the obligations are done in FMIS, the obligated amount is 
deducted from the unobligated amount, and the difference 
amount is displayed here. 

The value is calculated as: 

Unobligated in $ = (Available in $ – (Obligations in $ - Pending 
Obligations in $)) 

Pending 
Obligations in 
$ 

Note: This value is available only after transactions on the 
apportionment code is performed. 

The total amount of funds committed for the project based on 
the approved records of the Fund Transaction Package form is 
displayed. Once the amount is downloaded in the W41 report 
of the FMIS project details page for the apportionment code, 
the difference amount is displayed here. 

Available in $ 

Note: This value is available only after transactions on the 
apportionment code is performed. 

Available in $ is the total value for the apportionment code. 

The sum value in the Apportionment in $ column of 
the APPORTIONMENT section is displayed. 

The value is calculated as: 

Available in $ = Obligations in $ + Unobligated in $ + Pending 
Obligations in $ 

APPORTIONMENT 

Fiscal Year  
column 

The year selected in the Fiscal Year field of all the associated 
approved Fund Transaction forms is displayed. The latest five 
fiscal years are displayed here. 

Apportionment 
in $ column 

Note: This value is available only after transactions on the 
apportionment code is performed. 

The sum value in the Amount in $ field of all 
the associated approved records of the Fund Transaction 
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Section Field Name Description 

form for the fiscal year is displayed. The apportionment values 
of the latest five fiscal years are displayed here. 

Importing Apportionment Codes using a W10A Report File 

You can create multiple apportionment codes at once by importing a W10A report file to PPMS. On 
importing the W10A report, the apportionment codes and its dollar amount details are created. You can 
also update the existing apportionment code details by importing an updated W10A report file. 

Note: You can import the W10A report only for the current fiscal year. 

Steps 

1. In the module menu, click Home. 
The Enterprise Dashboard is displayed. 

2. In the navigation pane, expand Fund Management, and then click Apportionment Code. 
The Apportionment Code list page is displayed. 

3. Click Excel Import/Export, and then click W10A Excel Import. 
The Import Details from Excel File is displayed. 

 
4. Click Choose File and select the updated Excel workbook. 

5. Click Upload. 
The apportionment code details in the Excel file are displayed. 

6. Click Save. 
A success message is displayed. 

7. Click Back to go back to the list page. 
The details are imported and listed on the Apportionment Code list page. 
On importing the Apportionment Code details, corresponding Fund Transaction records are 
automatically created and approved for the fund sources. 
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3.1.2 Defining Global Fund Sources 

Steps 

1. In the module menu, click Home. 
The Enterprise Dashboard is displayed. 

2. In the navigation pane, expand the Fund Management folder, and then click Global Fund List. 

3. Click New. 
The Global Fund List page is displayed. 

 
The following information is displayed.  

Field Name Description 

Fund Source ID 
On saving the record, an automatically generated sequential number that 
uniquely identifies the global fund source is displayed. 
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Field Name Description 

Total Amount 
in $ 

Note: This value is available only after transactions on global fund sources 
are performed. 

The sum value in the Amount in $ field of all the associated approved 
records of the Fund Transaction form is displayed. 

The total amount is calculated as the difference between the sum of all 
approved additions and the sum of all approved returns. 

Remaining 
Amount in $ 

Note: This value is available only after transactions on global fund sources 
are performed. 

The remaining fund available in the defined fund source is displayed. 

The remaining amount is calculated as the difference between the total 
amount and the encumbered amount for all projects. 
The encumbered amount for a project is the difference between all the 
approved add transactions and approved return transactions of all the 
project funds utilizing the fund source. 

4. Provide the required information in the fields, as described in the following table. 

Field Name Description 

Fund Source 
Name 

Enter a name for the new fund source to be created. 

Fund Source 
Code 

Enter a unique identification code for the global fund source. 

Fund Source 
Type 

Select the type of fund source. Available options are fund types defined in 
the Fund Type catalog of the library. 
If the selected option is Federal, then the APPORTIONMENT CODE section is 
displayed to associate the apportionment codes to the global fund source. 

Funding 
Agency 

Select the name of the funding agency. Available options are funding agencies 
defined in the Fund Agency catalog of the library. 

Prorata in % Enter the prorata value for the global fund source in percentage. 
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Field Name Description 

Notes Enter the notes for the fund source. 

Is Active 

Ensure the check box is selected. Optionally, clear the check box to deactivate 
the global fund source. 

If a global fund source is marked as inactive, you cannot perform transactions 
on this global fund source. Also, the global fund source is unavailable for the 
projects. 

You can activate the global fund source at any point in time. To activate the 
global fund source, select the check box. 

5. If the selected Fund Source Type is Federal, then to associate an apportionment code to a global 
fund source, in the APPORTIONMENT CODE section, perform the following steps:  

a. Click Add. 
The Apportionment Codes dialog box is displayed. 
Available options are apportionment codes that are not associated with any fund 
source. 

b. Select the required apportionment codes. 

c. Click Select. 

6. The apportionment codes marked as default will be automatically displayed during the Fund 
Transaction Package form creation. 
To mark an apportionment code as default, perform the following steps:  

a. Select the required apportionment code, and then click Edit. 
The Edit Apportionment Code dialog box is displayed. 

b. Select the Default Apportionment Code check box. 

c. Click Save. 

7. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

8. Click Save. 

9. To approve the global fund source record, perform the following steps: 

a. In the Global Fund List page, select the required record that is in the Draft workflow stage, 
and then click Select Actions. 

b. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Global Fund Source Workflow Stages 

Phase 
Current 
Workflow Status 

Action  
Subsequent 
Workflow Status 

Comments 

1 Draft Approve Approved 

On performing this workflow 
action, a corresponding Global Fund 
Transaction record is automatically 
created and approved (for federal 
fund sources with apportionment 
code association).  

The Remaining Amount in $ 
available in the global fund source is 
equal to the sum of Unobligated in $ 
amounts for all the associated 
apportionment codes. 

2 Approved Re-Approve Approved 

Re-approval is used for making any 
updates, addition, or deletion of 
apportionment codes mapping to 
Global Fund Source. 
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3.1.3 Managing Global Funds Transactions 

The Global Fund Transaction form enables you to manage funds in global fund sources. With the Global 
Fund Transactions form, you can add funds to or remove funds from a global fund source. 

On importing the apportionment code details to the Apportionment Code form through the W10A report 
file or on approving the Global Fund List form, appropriate Global Fund Transaction records are 
automatically created and approved in the Global Fund Transaction list page. 

You cannot edit, delete, or redraft approved fund transaction records. To add to or return funds from a 
global fund source, create a new fund transactions record. 

Prerequisite 

• Global fund sources in the Approved workflow stage are available. 

Steps 

1. In the module menu, click Home. 
The Enterprise Dashboard is displayed. 

2. In the navigation pane, expand the Fund Management folder, and then click Global Fund 
Transaction. 
The Global Fund Transaction list page is displayed. 

3. Click New. 
The Global Fund Transaction page is displayed. 
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The following information is displayed:  

Field Name Description 

Transaction ID 
An automatically generated identification code for the fund transaction is 
displayed. 

Fiscal Year The current fiscal year is displayed.  

Amount in $ 
The sum of all the values of the Apportionment in $ column of the FUND 
TRANSACTION section is displayed.  

4. Provide the required information in the fields, as described in the following table. 

Field Name Description 

Fund Source 
Name 

To select a fund name from the list of approved global funds to add or return 
funds, perform the following steps: 

1. Click . 
The Select a Fund Source dialog box is displayed. 
Available options are global fund sources that are in the Approved 
workflow status. 

2. Select the required find source and click Select. 
The Fund Source Code, Fund Source Type, and Available Amount 
in Fund Source($) of the selected fund source are displayed. 

If the selected fund source name is associated with the apportionment 
codes, then the FUND TRANSACTION section is displayed, and the 
Transaction Type field is unavailable.  

Transaction Type 

If the selected fund source is not associated with any of the apportionment 
codes, then based on the fund transaction, select either of the following: 

• Click Add to add funds to the source. 
• Click Return to deduct funds from the source. 

Note: The maximum amount that can be returned must not exceed the 
available amount in the fund source. 

Transaction Date Select the date of the transaction. 
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Field Name Description 

Notes Enter any notes for the fund transaction. 

5. To associate apportionment codes to the global fund transaction, in the FUND TRANSACTION 
section, perform the following steps:  

a. Click Add. 
The Associate Apportionment Codes dialog box is displayed. 
Available options are apportionment codes associated with the selected fund source.  

b. Select the required apportionment codes. 

c. Click Select. 
The selected apportionment codes are added to the FUND TRANSACTION section. 

d. To create the transaction for the selected apportionment codes, perform the following 
steps:  

i. Select the required apportionment code. 

ii. Click Edit. 
The Edit Fund Transaction dialog box is displayed. 

iii. From the Transaction Type options, click Add to add funds to the apportionment 
code, or click Return to deduct funds from the apportionment code. 

iv. In the Apportionment in $ box, enter the amount to be added to or removed from 
the selected apportionment code. 

v. In the Notes box, enter any notes for the transaction. 

vi. Click Save. 

6. Optionally, in the ATTACHMENTS section, attach or link related files. 
For information on attachments, refer to Attachments. 

7. Click Save. 

8. To approve the global fund transaction record, perform the following steps: 

a. In the Fund Transaction list page, select the required record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Approve, and in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Global Fund Transaction Workflow Stages 

Phase 
Current Workflow 
Status 

Action  
Subsequent Workflow 
Status 

Comments 

1 Draft Approve Approved - 
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4 Appendix 

4.1 Attachments 

You can upload attachments or link files in the Documents folders to every form and workflow transition. 
There is no limitation on the number of attachments or the size of attachments that you can upload in a 
form or during workflow transition. 

Refer to the following topics to upload or link, and access attachments: 

• Attaching Files to a Form 

• Accessing Attachments 

You can download, annotate, and update attachments. 

4.1.1 Attaching a File to a Form 

You can upload files to a form or during a workflow transition. You can also link a file in the Documents 
folders to a form or during a workflow transition. 

Steps 

• To upload files, perform the following steps in the Attachments section: 

a. Click Upload Document. 
The Choose File to Upload dialog box is displayed. 

b. To upload a single file, click the required file. 
Alternatively, to upload multiple files, press CTRL key, and then click the required files. 

c. Click Open. 
The files are uploaded to the form and are displayed in the Attachments section. 

d. In the Title column, enter the titles for the files attached. 

• To link to files in the Documents folders, perform the following steps: 

a. In the Attachments section, click Link Document. 

b. Click Masterworks Document. 

c. From the Folder drop-down list, select the required folder where the files exist. 
The list of files in that folder are displayed. 

d. From the list of files, select the required files. 

e. Click OK. 
The files are linked to the form and are displayed in the attachment grid. 

f. In the Title column, enter the titles for the linked files. 

• To link a file in an external storage system, perform the following steps: 

a. In the Attachments section, click Link Document. 

b. Click External Document. 
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c. In the URL/Link box, enter the URL to the file in external storage system. 

d. In the Title box, enter the title for the linked file. 

e. Click OK. 
The file is linked to the form and is displayed in the attachment grid. 

4.1.2 Accessing Attached Files 

You can access files that are attached to forms and workflows. 

Steps 

• To access files attached to a form: 

1. In the navigation pane, click the required form. 
The form list page is displayed. 

2. In the tool bar, in the Others group, click Attachments. 
The attachments of all the forms are listed. Various document management features are 
available for attachments. For information on document management features, refer to 
Document Management. 

• To access files attached to a workflow:  

o You can access files attached to a workflow from the Workflow History dialog box.  
For information on viewing the history of workflow transitions of the record, refer to 
Viewing the Workflow History. 

• To download an attachment, click the required document, and then click . 

4.1.3 Deleting Attached Files 

You can delete files that are attached to forms and workflows. 

Steps 

1. To access the required file, perform either of the following steps: 

• Files attached to a form: 

a. In the navigation pane, click the required form. The form list page is displayed. 

b. In the tool bar, in the Others group, click Attachments.  
The attachments of all the forms are listed. Various document management features are 
available for attachments. For information on document management features, refer to 
Document Management. 

• Files attached to a workflow: 

o You can access files attached to a workflow from the Workflow History dialog box. For 
information on viewing the history of workflow transitions of the record, refer to Viewing 
the Workflow History. 
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2. To delete an attachment, click the required document, and then click . 
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