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Steps to select priority 
 

- To select one of PacifiCan’s priorities, click on the magnifying glass icon and the “Lookup records” 
window will appear where you can then select a priority.  
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Steps to add a project cost item 
 

1. To add a project cost item, click on the button and the following window will 
appear for you to provide the information.  

 
 

 
 

2. Click Submit once completed. You can still edit the project cost item after hitting Submit. 
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Steps to enter cash flow information 
 

1. Click the down arrow on the far right for the fiscal year you are interested in. Click the Edit option that 
appears.  

 

 
 

2. Enter the “Expenditures and RDA Amount Requested” information and then hit Submit. You can still 
edit the project cost item after hitting Submit. 

 

 
 

- After filling out cash flow information, the funding section will show the following details. The solid 
arrows point to the fields that must balance, and the dotted lines indicate what column is being summed 
to produce those totals. 
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Steps to enter funding partners’ information  
 
 

1. To add a funding partner, click on the                                        button and the following window will 
appear for you to input the information. Click the Submit button once completed. You can still edit the 
project cost item after hitting Submit. 
 

 
 

2. To edit what your organization will be contributing to this project, click the down arrow on the far right 
for the fiscal year you are interested in. Click the Edit option that appears and a similar pop-up window 
as shown above will appear. 
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Steps to enter project timelines  
 

1. Select ‘+Add New Project Timeline’ to enter information. 
 

 
 

2. Enter the date of expected completion. This is the date that the milestone should be completed by. 
 

- Enter comments to add any information necessary to provide additional clarity regarding the milestones 
(maximum of 1,000 characters including spaces). 

 
3. Click Save. 

 
 

 


