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The Capital Projects Monitoring System (CPMS) is a web‐based 
system used for reporƟng and monitoring of capital outlay 
appropriaƟons. The agency needs to begin reporƟng, in CPMS, 
once funding is appropriated.  The local enƟty needs to begin 
reporƟng, in CPMS, once a grant agreement has been  
executed. CPMS can be accessed from the DFA‐IPDD website 
or through the following link: hƩp://cpms.dfa.state.nm.us. 
 
You may view current and past appropriaƟons, without log‐
ging in, by using the “Capital AppropriaƟons Search” page (this 
is the homepage for CPMS). You have the opƟon to search for 
and filter current and past capital appropriaƟons using differ‐
ent criteria.  Choose your selecƟon criteria(s) from the     
drop‐down boxes and click Submit.   
 
A list of appropriaƟons matching your selecƟon criteria will be 
displayed.  You can click on the Approp ID to view the individ‐
ual appropriaƟon informaƟon. 
 
 
CPMS ReporƟng: 

  State Agencies and Local EnƟƟes are required to update 

acƟve capital outlay appropriaƟons in CPMS on a quarter‐

ly basis. Updates must be done by the last day (30th or 

31st) of March, June, September and December. 

 

 A username and password are required to login to the 

system for reporƟng purposes. If you are a new parƟci‐

pant or do not have login informaƟon for your enƟty, 

please contact DFA‐Capital Planning & Policy. 

 

Data Entry Tips: 

 If updates are not saved, TAB into and out of fields to    

delete extra spaces 

 Do NOT enter $, comma, or decimal when entering 

amounts 

 In text fields avoid using special characters 

 Print page before clicking on submit 

 Keep monthly print outs as part of project file 

 AŌer updates are submiƩed verify red display message 

appears “AppropriaƟon ID: ##### successfully updated”  

Character Count Limits ‐ Please be mindful of 

character limits when entering your updates as 

going over limits will cause an error when you 

submit. You may consider using the word count 

feature on MicrosoŌ Word before entering your 

updates to ensure they are within the limit.  

 Project Status ‐ 2000 characters 
 Goal/Milestone achieved Last Qtr ‐ 300    

characters 
 Goal/Milestone for Next Qtr ‐ 200 characters 
 Comments under Project Timeline ‐  200  

characters 

CPMS REPORTING REQUIREMENTS & PROCESS FOR NEW AND REAUTHORIZED  
CAPITAL OUTLAY APPROPRIATIONS 
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 At the top right of the “Capital AppropriaƟons Search” 
Ɵtle bar Click Login. 
 

 Click on State Agency OR Local EnƟty (i.e., the appropri‐
ate reporƟng role) and to access the “Capital Appropria‐
Ɵons” login page.  
 

 Enter Username and Password.  Click Submit.   

 

 When you login, the “Capital AppropriaƟons” page dis‐
plays the “Open AppropriaƟons Only” with a balance 
greater than zero for your enƟty.  
 
4.a. If you are reporƟng as a Local EnƟty and a project is 
not shown on the list, do the following: 

 Go to the Capital AppropriaƟons Search page, enter 
the ApprID and click Submit to find the State Agency 
for the project 

 Contact the State Agency administering the appropria‐
Ɵon and ask them to update the Local Fiscal Agent 
Code 

 

5. Click on the Approp ID in the “Approp ID” column to ac‐
cess to access and update appropriaƟon informaƟon.  

 
 

    



4 

 

 
 

6. Update all required fields in your secƟon: 

 1st (dark gray) secƟon contains appropriaƟon infor‐
maƟon uploaded to idenƟfy the project 
 

 2nd (blue) secƟon contains data uploaded from the 
SHARE and BOF databases on a bi‐monthly basis 
 

 3rd (peach) secƟon is required for the state agen‐
cy to update appropriaƟon informaƟon a quarterly 
basis   

State agency must also ensure the local enƟty’s re‐
porƟng in CMPS is current and accurate  
 

 4th (light gray) is required for the local enƟty to up‐
date appropriaƟon informaƟon on a quarterly basis  

 Local enƟty must ensure that quarterly updates are 
made in CPMS with sufficient Ɵme for the state agen‐
cies to review and report   
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7.a. State Agency (use only): Update all required fields in your 
secƟon: 

Field Names and Types for STATE AGENCY DATA SECTION: 
 
Local Fiscal Agent Code ‐ 5 Digit Number assigned to idenƟfy 
local enƟty. You may access the list of fiscal agent codes from 
the “Capital AppropriaƟons Search” page or through the fol‐
lowing link: hƩps://cpms.dfa.state.nm.us/ExternalDocs/
Local%20Fiscal%20Agent%20Codes.pdf. 
 
Reauth from Prior Project Amount ‐ enter the unexpended 
balance of the reauthorized appropriaƟon or the stated 
amount reauthorized by the Bill, whichever is less. If the ap‐
propriaƟon is new, leave amount at zero. 
 
Amount Obligated ‐ enter the amount of all NoƟces of Obli‐
gaƟon to reimburse grantee to date. 
 
Project End Date ‐ enter the expected project compleƟon 
date (this is not the reversion date). 
 
Expended Amount ‐ enter the total amount expended (not 
including AIPP transferred to DCA). 
 
AIPP Amount ‐ enter the AIPP amount transferred to DCA. 
 
Reauth of Balance to New Project ‐ enter the unexpended 
balance of the reauthorized appropriaƟon or the stated 
amount reauthorized by the Bill, whichever is less. If the ap‐
propriaƟon has not been reauthorized, leave the amount at 
zero. 
 
Reauth to Project # ‐ enter the new appropriaƟon ID number 
of the project where the unexpended balance has been reau‐
thorized (example I4030). 
 
Reversion Amount ‐ enter the unexpended balance reverted 
either because the project is complete or set to expire based 
on the reversion date. 
 
Project Status ‐ enter a brief descripƟon of the project status 
including progress on the project as well as any financial de‐
tails that should be noted. 
 
Goal/Milestone achieved last quarter ‐ list goals and mile‐
stones achieved since the last reporƟng quarter. 
 
Goal/Milestone achieved for quarter ‐ list goals and mile‐
stones to be achieved by the next reporƟng quarter.  
 
Project Phase ‐ choose a phase from the drop down box. (For 
a list of phase opƟons and definiƟons, refer to page 6.) 
 
Last Agency Submission Date ‐ Enter date when final quar‐
terly update is complete (format: mm/dd/yyyy). 

 The local enƟty is responsible for compleƟng the 
project Ɵmeline unless the appropriaƟon is not as‐
signed to a local enƟty, in which case the agency is 
responsible for the project Ɵmeline. 

Project Timeline ‐ provide required details of Project 
Timeline including date completed or expected com‐
pleƟon date, amount funded to date, future funding 
amounts, funding sources (i.e. Federal, other State 
funds, private, etc.), contractor name, contract 
amount, and addiƟonal comments. 
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7.b. Local En ty (use only): Update all required fields in your 
secƟon: 

Field Names and Types for LOCAL DATA SECTION: 
 
ICIP Project # ‐ enter the project ID assigned using the DFA 
ICIP system. 
 
ICIP Priority Year/Rank ‐ enter the project priority year/
rank using the DFA ICIP system (format yyyy‐###).  

 
Expended Amount ‐ enter the total amount actually ex‐
pended by the local enƟty. 
 
Balance ‐ enter the current appropriaƟon balance. 
 
Project Status ‐ enter a brief descripƟon of the project 
status including progress on the project as well as any fi‐
nancial details that should be noted. 
 
Project Phase ‐ choose a phase from the drop down box. 
(For a list of phase opƟons and definiƟons, refer to page 7 
of this document.) 
 
Goal/Milestone achieved last quarter ‐ list goals and 
milestones achieved since the last reporƟng quarter. 
Quarterly informaƟon must be reported in the months of 
March, June, September, December. 
 
Goal/Milestone achieved for quarter ‐ list goals and mile‐
stones to be achieved by the next reporƟng quarter.  
Quarterly informaƟon must be reported in the months of 
March, June, September, December. 
 
Valid Contracts in Place (True/False) ‐ check the box is 
valid contracts exist for this project. 
 
No acƟvity for month being reported (True/False)  ‐  
check the box if there was no acƟvity for this appropria‐
Ɵon being reported. 
 
Last Submission Date ‐ Enter date when final quarterly 
update is complete (format: mm/dd/yyyy). 
 
Project Timeline ‐ provide required details of Project 
Timeline including date completed or expected comple‐
Ɵon date, amount funded to date, future funding 
amounts, funding sources (i.e. CDBG, Federal, other State 
funds, private, etc.), contractor name, contract amount, 
and addiƟonal comments. 
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APPOPRIATION PHASE – OPTIONS & DEFINITIONS  
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8. Once updates are done, print page and click Submit.  (If you do 
not submit, updated informaƟon will be lost.) 
 
Tip: Print or save page electronically before clicking on submit. 
Changes may be lost if the system encounters a reporƟng error.  
Each monthly print out must be kept in the physical or elec‐
tronic project file to maintain reporƟng history. 
 

9. Once changes are submiƩed, the screen will go back to the 
“Capital Appropria ons” page.  At the top in the yellow header 
it will display in red “AppropriaƟon ID: ##‐#### successfully 
updated”.  If you do not receive this statement, the changes 
were not saved. 
 
TIP:  If changes are not saved, TAB in and out of fields to delete 
extra spaces when updaƟng.   
 

10. Repeat steps 5, 6 and 7 for each project you are updaƟng. 
 

11. To print a copy (or save electronically) the data for your files, 
click the Appr ID in blue in the “Printable Format” column. Each 
monthly print out or electronic copy must be kept in the pro‐
ject file to maintain reporƟng history.  
 

12. Upon compleƟon of all updates, click Logout at top right corner. 

Local EnƟƟes (use only): Local EnƟƟes are responsible for ensuring 
the State Agency has updated the Amount Obligated field in the 
State Agency Data secƟon of CPMS. 

NoƟce of ObligaƟon (NOO) Exhibit  3 ‐ agency reviews third party 
agreement and verifies it falls within the scope of work defined in 
the grant agreement and law language 

 local enƟty provides third party agreement between contractor 
and local enƟty (BEFORE IT IS FULLY EXECUTED) to the agency 

 agency issues NOO for the amount of the third party agreement 
or, for the full amount of the appropriaƟon whichever is less 

 upon the local enƟƟes receipt of the approved NOO, they can 
execute the third party agreement and  proceed with the pro‐
ject 

 agency issues a purchase order for the amount listed on the 
NOO 

The Amount Obligated and the Expended Amount fields are used to 
ensure compliance with the following State Board of Finance Provi‐
sions. 

Before a State Agency can cerƟfy the need for severance tax bond 
proceeds, the project must  be developed sufficiently so that the 
agency reasonably expects to: 

1. Have a third party obligaƟon to expend at least five percent, with‐
in six months, aŌer the applicable bond proceeds are available for 
the project; and 

2. Expend at least eighty‐five percent of the bond proceeds within 
three years aŌer the applicable bond proceeds are available for the 
project. 


