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1. Homepage

2) Navigate to https://deosera.force.com/grant

3) Enter the login details (which have been sent by email from Salesforce.com)

4) The first page accessed when logged in is the home screen ﬂ, like the one below.
5) Inthe Navigation Bar are the following Tabs:
e Reports
e Contract Number
e Status Reports
6) Inthe center window, are the following List Views:
a. Notices of Fund Availability (NFA):
e In Progress NFAs
e Pending Closeout NFAs
o Closed NFAs
b. Financial Activities:
e Reimbursements

e Program Income

# Reporiz Confract Number Status Reporis Create SERA Case
i.’l_i‘.‘
SUBRECIPIENT ENTERPRISE

RESOURCE APPLICATION
Florida Department of Economic Opportunity

Subrecipient  In Progress MFAs  Pending Closeout MFAs  Closed NFAs  Program Income  Reimbursement

MY ACCOUNT

CDBG Test

123 Main Street
Anywhere, FL 32318
United States
WWW.XXXXXX.COM
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2. Subrecipient (Account Information)

1. To view account details, click on the account name. (Note: All clickable links are displayed in

green)

A Reporis Confract Number Status Reporis Create SERA Case

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Ecenomic Cpportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Program Income  Reimbursement
MY ACCOUNT

CDBG Test

123 Main Street _

Anywhere, FL 32318

United States
SWWW.XXXXXX.COmM

2. Account details will be displayed.

3. The only changes that can be made on this page are the “Report from Date” and “Report to
Date” fields. To make these changes click on the “Edit” button in the top right-hand corner.

4. Please note: these fields affect reporting and will determine the data that is pulled into reports

based on the dates selected. This will be explained in further detail under the Reporting section

of this user guide.

Subrecipant
ey e
CDBG Test
Phome E=IINg ACaress Vamnaite
123 Main Street WWW.XXXXXXXX.COM

Anywhere, FL 32318
United States

Subrecipient Information

Susrenzms: ama Tmzea
CDBG Test

o=y s
= rar
1z34EE7ES

gures

Address Information
Toaeg Azzea oo Az

123 Main Street
Anywhere, FL 32318
United States

A\
sl home cem w10 B

Reporting Filters.

Tmome Srze Saew

Smpe T2 D

Tmewes ez

ZONTACTS

CDBG Test; XXXX.XXXXXX@ XXXXXXXXX.COM
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5. Please note: The Subrecipient name field appears to be editable, however it is not. If an

attempt to make any changes to the name and save, the following error message is displayed.

Edit CDBG TEST

Review the errors on this page.

Portal users cannot change the Subrecipient name. Please contact a member
of the SERA team.

Subrecipient Information

* Subrecipient Name Phone
CDBG Test

Doing Business As Name (DBA) Fax

[ Cancel ]

3. In Progress Notices of Fund Availability (NFAs)

1. To return to the home screen, click on the Homeicon n
2. There are three list views for NFAs: In Progress NFAs, Pending Closeout NFAs and Closed NFAs.
In this section we will be covering the In Progress NFAs.

3. Click on the “In Progress NFAs” link.

=~

.1 Reporis Confract Number Status Reports Create SERA Case

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs Program Income Reimbursement

MY ACCOUNT

CDBG Test

123 Main Street
Anywhere, FL 32318
United States
WWW.XXXXX.XXXXX.COM

4. The following screen appears showing a list of the “In Progress NFAs”. An NFA record can be
opened by clicking the link to the individual record.

5. Fora List View that can be sorted, click on “View All” link at the bottom of the page.

Community Development Block Grant Training Guide 4
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Subrecipient In Progress NFAs Pending Closeout NFAs  Closed NFAs Program Income  Reimbursement

MY IN PROGRESS NFAS

NOTICE OF FUND AVAILABILITY NAME PROGRANM NANME PROJECT NAME PROGRAM YEAR
24428 - Commercial Revitalization - 2010 Commercial Revitalization 2010
24435 - Housing Rehab - 2015 Housing Rehab 2015

View Al ﬁ

6. Inthe “View All” screen the list can be sorted by any of the columns in the view. By clicking at

the end of each column name, records can be displayed in ascending or descending order.

4 Reporls  Contract Number  Status Reports  Create SERA Case

B Notices of Fund Availabilit
y In Progress NFAs
2 items « Sorted Dy Motice of Fund Avanamuty%-ﬁltered Dy Status, Approva\ Status, 1sOwner = Updated a few seconds ago E

NOTICE OF FUND AVAIL... T8 PROGRAM NAME P P TOTAL ... TOTAL ... FUNDS... STATUS
1 24428 - Commercial Revitaliza. Commercial Revitalization 2010  $100,000.00 $800,000.00 $800,000.00 In Progress .
2 24435 - Housing Rehab - 2015 Housing Rehab 2015 §750,000.00 $750,000.00 $750,00000 InProgress .

7. To change to a different list view, click on the drop-down arrow (see screenshot below) and
change the list view by selecting one of the options that are displayed. Available list views can

also be viewed by returning to the Home screen.

f Reports My Cases  Client BWR Household Dala  Previously Served Households

Notices of Fund Availability
My In Progress NFAs v

sremd LIST VIEWS Han

My Closed NFAS Click on the drop- b
R e —— down arrow —
T 2| MyinProgress NFAs =
2| MyNFAs i

4 My Pending Closeout NFAs

My Subrecipient Agreements

Recently Viewad

o
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8. Click on the NFA record name link to access the record details.

. ] Reporis Contract Number Status Reporis Creale SERA Case

B Notices of Fund Availabilit
y In Progress NFAs
2 items « Sorted Dy Motice of Fund A\"ﬂi\ﬂﬂi\iw Name - Filtered Dy Status, Approva\ Status, 1sOwner » Updated a few seconds ago E

NOTICE OF FUND AVAIL... T8 PROGRAM NAME P P TOTAL ... TOTAL ... FUNDS... STATUS
1 24428 - Commercial Revitaliza. Commercial Revitalization 2010  $100,000.00 $800,000.00 $800,000.00 In Progress .
2 24435 - Housing Rehab - 2015 using Rehab 2015 §750,000.00 $750,000.00 $750,00000 InProgress .

Click on the NFA name

9. Related Financial Activities and Files can be viewed by scrolling to the end of the screen.
10. Financial Activities related list shows all Financial Activities for the “In Progress” NFA selected.

Click on “View All’ button to see all records.

Community Development Block Grant Training Guide 6



NFA Page View:

Notice of Fund Availability (NFA)
24428 - Commercial Revitalization - 2010

New Financial Activity Closeout NFA

Status Grant Start Date End Date
CDBG TEST
In Progress 1510F 1/1/2010 123112010
Notice of Fund Availability Name Status.
24428 - Commercial Revitalization - 2010 In Progress
‘Subrecipient Stant Date:
1/172010
Grant End Date:
15108 123112010
Program Year Total Funds Awarded
2010 $100,000.00
FAIN# Total Funds Released
$800,000.00
Contract Number Funds Availsble to Draw
Hagse $800,000.00
Long Contract Number Total Funds Dravin
98DB-3R-09-35-02-E 00
Fiscal Year Month Beginning Total Funds Remaining
January (8700.000.00)
Fiscal Year Month End
Program Name Cashon Hang
Commercial Revitalizaton $0.00

Notice of Fund Availabiity Contact

Total Agjustments

$0.00

Froject Name Total Program Income Eameg
$0.00

CSFA Number Total Program Income Spent

$0.00

INFA Cost Category = Cost CategoryName  Activity Cost Code 1DIS 1D tegory Eunds Expended
ng‘: G2 pcquisition Site 510000 Se0)
521?; C9E e Hycrants 03 [ io00q #0000 $909
Sxf::; G biood & Drainags 031 L 000d 510000 000
.sgglc;zs; C29EY tner Public Facllities Relocation of Utiitles 11 [ 10009 $100.00 5000
le‘i:;: Category :::: Fechlles, - prking Souces 036 [ 10009 510000 $0.00
oo o - — soow s
oo o E— oo
5@ 1!:;; Category Z:I:m :ad"“es 03 [ oo 50.00 5000
Sxf:;; Category Z“"tl’l'."‘e:‘;:':'::;‘m Utliities Relocation 1 [ oo 5000 S0.00)
5@%‘; Y Siemaiks ::;me:rea?:sr‘asn:!m o3L $100.00 $0:00
Pedestrian

NFA Cost Category =

SRA Cost Category
- 061661

SRA Cost Category
- 061631

SRA Cost Category
-061632

SRA Cost Category
-061633

SRA Cost Category
-051634

Cost Category Name.

Acquisition

Fire Hydrants

Flood & Dralnage
Other Public
Facliities

Parking Facllities,
Spaces

SRA Cost Category Progr

-061635

SRA Cost Category Progi

0651642
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3.1 Viewing Beneficiary Information

From the NFA page, scroll to the bottom of the page to see the Beneficiary information for the NFA.

This information is entered by the DEO Program Area team, and it not editable.

NFA Cost Category &  Cost Category Name  Activity Cost Code Very Low Income Low Income Mooerate Income Total Serenting
Firo Mydran 3
F & Desinage !
Onmer £ Relocy
Fax « of -
Park Faz Pare
et o
f Program
Srrinistra

4. New Financial Activity for In Progress Notices of Fund Availability (NFAs)

1. Please note: Financial Activities cannot be created before the NFA Start Date or for a NFA with a
status of Admin or Final Closeout.

2. When creating a new Financial Activity — there are two options:
e Program Income
e Reimbursement

4.1 Program Income

1. Toreport any Program Income, scroll to the top right-hand side of the screen and select “New
Financial Activity”

hal Reporis Contract Number Status Reporis Create SERA Case

,.7‘- Notice of Fund Availability (NFA) =
L 24428 - Commercial Revitalization - 2010 New Financial Aclivity  Closeout NFA
Subrecipient Status Grant Start Date End Date

CDBG TEST In Progress 1510F 112010 12/31/2010

Community Development Block Grant Training Guide 8
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2. Asmall screen will appear — select “Program Income” and click on “Next”.

New Financial Activity

Select Record Type

@Program Income
Reimbursement

3. Ascreen will appear where you will need to complete the required fields. Click “Next”.

New Financial Activity

NFA Name - 24428 - Commercial Revitalization - 2010
Start Date - January 1, 2010 Total Award - $100,000.00
*Reporting Time Pesiod Start

l

*Reporting Time Fesiod End

* Amount of Program Income Eamed

l l

4. A new record is created showing the Program Income earned.

o Financial Activity

U FA-270949 Edil  Submit for Approval
Financial Activity Type Notice of Fund Availability Reporting Time Period Start Reporting Time Period End
Program Income 28 - Commercial Revitalization - 2010 5/25/2018 6/8/2018
Financial Acthity Name Frogram incoms Eamed
FA-270042 $100.00
Ny Fund Availability Status
2 Commercial Revitalization - 2010 New
NFAID Reporting Time Period Stant
24428 52512018

Reporting Time Period End
6/872018

Fungds Avallabie to Draw Requestad Date
$800,000.00

Approved Date O

Program Incoms Spent

$0.00

Program Income Salancea on Hand
$100.00

Community Development Block Grant Training Guide
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5. Scroll down to the Cost Categories and enter the cost category amounts. Please note: you cannot
enter more than what has been earned.

Financial Activity Cost Categories a
Name Cost Categary Mame Acthty Cost Code | Add Up | Program Income
FACC - 521908 | Acqulsition slte v [ oo
FACC-521898 | Flre Hydrants o { [ oo
FACC - 521899 | Fiood & Dralnage ozl oy [ oo
FACC-521900 | Other Publlc Faclifties Resocation of Utliitles 11 o
FACC - 521901 | Parking Facliltles, Spaces Parklng Spaces 032G v
FACC-521902 | Program Adminlstration 214 i
FACC - 521909 | Program Administration v
FACC - 521903 | Publlc Fachltles General oz = [ oo
FACC - 521904 | Public Fachltles-Utiitles Relocation | Utliitles Relocation 1 v [ oo
FACC-521905 | Sldewalks Englneering for Sldewalks and Pedestrian | 03L 'y [ oo o

6. Next you will submit for approval by clicking on the “Submit for Approval” button.

Financiyl Actwvty

FA-270049 Ed Suturdt for Agpeovad
Franoal Actwiry Tyroe Notce of Fung Avaipsaey Rageang Tme Fercd Sun Reporsng Tme Fencd Ere
Program Income 24420 - Commercial Reviait=aton - 2010 5252018 682018

7. Once submitted there will be a message at the top of the screen in green, indicating that the
Financial Activity has been submitted.

@ Financial Activity was submitted for approval. X

S

. Reports My Cases

Community Development Block Grant Training Guide 10
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4.2 Reimbursement
1. To enter a reimbursement, scroll to the top right-hand side of the screen and select “New Financial

Activity

Notice of Fund Availability (NFA) 5
24428 - Commercial Revitalization - 2010 New Financial Aclivity Closeout NFA

Subrecipient Status Grant Start Date End Date
CDBG TEST In Progress 1510F 11172010 12/31/2010

2. A small screen will appear — select “Reimbursement” and click on “Next”.

New Financial Activity

Select Record Type

Program Income
Reimbursement

3. Complete the fields:
a. Reporting Time Period Start Date

b. Reporting Time Period End Date
c. Click Next.

Mew Financial Activity

MFA Mame - 24423 - Commercial Revitalization - 2010
Start Date - January 1, 2010 Total Award - 3100 000.00
* Raporing Time Parlod Start

’ May 25, 2018 = ]
* Raporing Time Parliod End
Jun 1, 2018 = |

Community Development Block Grant Training Guide 11



4. The new Reimbursement record will display.

Financial Activity
29 FA270959

Financial Activity Type
Reimbursement

Notice of Fund Availability
24428 - Commercial Revitalization - 2010

Financial Activity Type
Reimbursement

Reimbursement PDF

Reporting Time Period Start

4/2/2018

Status
New

Edit

5/22/2018

Submit for Approval

Reporting Time Period End

Financial Activity Name
FA-270959

Reporting Time Period Start
4/2/2018

Notice of Fund Availability

24428 - Commercial Revitalization - 2010

Reporting Time Period End
5/22/2018

Notice of Fund Availability Start Date
1/1/2010

Requested Date

NFA ID
24428

Approved Date

Total Award Amount
$1,000,000.00

Funds Approved
$0.00

Prior LTD Expenditure
$0.00

Funds Expended
$0.00

Long Contract Number
99DB-3R-09-36-02-E 09

5. Scroll down to the Financial Activity Cost Categories

Cost Category Name

Acquisition

Fire Hydrants

Flood & Drainage

Other Public Facilities

Parking Facilities, Spaces

Program Administration

Program Administration

Public Facilities General

Public Facilities-Utilities Relocation

Sidewalks

Sidewalks

Activity

Site

Relocation of Utilities

Parking Spaces

Utilities Relocation

Engineering for Sidewalks and Pedestrian

Sidewalks and Pedestrian Malls

Cost Code

03J

03I

11

03G

21A

03

11

0o3L

0o3L

FLORIDA DEPARTMENT o
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. Enter the amount and click on Save.

Category Total Budget

$100.00

$100.00

$100.00

$100.00

$100.00

$100.00

$100.00

$0.00

$0.00

$100.00

$100.00

Budget Remaining

$100.00

$100.00

$100.00

$100.00

$100.00

$100.00

$100.00

$0.00

$0.00

$100.00

$100.00

Funds Requested

6. To upload Files (documents, images, etc.) relative to the Reimbursement request, click the

Upload Files button in the Files list. The file browser window will open, and you will be able to

select a file from your computer to upload. When the upload is complete, you will see the
uploaded file in the Files related list.

Community Development Block Grant Training Guide
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1, Upload Files

Or drop files

7. Select Submit for Approval.

£ .3 Reports My Cases Client BWR Household Data Previously Served Households
B0 Financial Activity
=8 FA-281682 Edit  Submit for Approval I

8. Enter any comments in the next screen and click on Submit.

Submit for Approval

Camments

9. A confirmation will display that the record has been submitted and the status automatically
changed to Submitted.

@ Financial Activity was submitted for approval. ‘X

N Reports Contract Number Status Reports Create SERA Case

P Financial Activity
29 FA-270959 Reimbursement PDF

Reporting Time Period Start Reporting Time Period End
5/22/2018

Financial Activity Type Notice of Fund Availability
Reimbursement 24428 - Commercial Revitalization - 2010 4/2/2018

10. Print a PDF version of the Reimbursement Request.
Click the Reimbursement PDF button on the Financial Activity to generate a PDF document with

the Reimbursement Request information.
The Conga window will open, and will download the PDF report to the user’s computer.

Community Development Block Grant Training Guide 13
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COnNnead Comboser-
CDBG TEST

Sutmut Documents
¥
tus

et uc

O g |

This document can be printed, saved and/or re-uploaded to the Financial Activity record.
The ability to generate the PDF document requires a Conga License.

5. Pending Closeout NFAs
When an NFA is ready for closeout, the Subrecipient will get an email from DEO that the NFA is Pending

Closeout. The Subrecipient will verify the status of the NFA and submit.

1. View the Pending Closeout NFAs list.

" Reports Contract Number Status Reports Create SERA Case

DE.

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Program Income  Reimbursement

MY PENDING CLOSEOUT NFAS

NOTICE OF FUND AVAILABILITY NAME SUBRECIPIENT TOTAL FUNDS AWARDED TOTAL FUNDS RELEASED
24434 - Housing Rehab - 2015 Coastal Cloud TEST $700,000.00 $700,000.00

24685 - Neighborhood Revitalization -...  Coaslal Cloud TEST $750,000.00 $750,000.00

2. Click on the link to open the NFA.

3. From the NFA record, click the “Closeout NFA button.”
Notice of Fund Availability (NFA) -
24428 - Commercial Revitalization - 2010 New Financial Aclivity ~ Closeout NFA

Subrecipient Status Grant Start Date End Date
In Progress 1510F 1/1/2010 12/31/2010

CDBG TEST

1. Check the box certifying the information being provided is correct. Click “Next” to complete this

action.

Community Development Block Grant Training Guide 14
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Closeout NFA

Subreciplant Nam&::I

HNFA ID: 22432

Hotice of Funda Avallable (NFA) Title: 24434 - Housing Renab - 2015

Hotice of Funda Avallable Start Dats: August 10, 2017

Notice of Funda Avallable End Date: August 3, 2093

Total Funds Drawn: $0.00

Total Funds Expanded: $0.00

Cash On Hand: $0.00

Total Program Income Earned: $0.00

Total Program Income Spent: $0.00

Program Incoms Due to DEO: $0.00

Total Funds Awarded: 5700,000.00

Award Adjustments: (S700.000.00)

The Award Adusimants ({S700,000.00) for this NFA {24434 - Houslng Rshab - 2015) Is nagative. The DEC t2am must dachiligats the amaunt. You MUST
check tha box baiow cartiying that you agres hat this |5 Me curmant state of your NoSce of Fund Avaliabity.

| carify to tha bagt of my knowlzdge and bellzf that il rapan s comact and complate 3nd that 3l sxpenditurae are Allowable and comectly reponsd at the
cost cabegary bavel. As set forfh undar the award and related riiss and reguiations, ane raconcliad to our officlal accounting records, and have bean
Bquigatsd,

0

6. Status Reports
There are 4 types of Status Reports that can be submitted:

e Section3

e Fair Housing

e Minority Business Enterprise (MBE)
e Quarterly Status Report (QSR)

To submit a status report, click the Status Reports Tab in the blue bar at the top of the screen. bBG TEST

=

11 Reports Contract Mumber = Status Reports Create SERA Case

On the Status Report Tab users will see a list of previously submitted Status Reports, and have the ability
to create new reports.

N Reports Contract Mumber ~ Status Reports. Create SERA Case

Status Reporis m
My Status Report «
0 items - Sorted by SR # - Fikered by I1sOwner - Updated 3 minutes ago m E

SR = b RECORD TYPE B STATUS b4 CREATED DATE & CREATED BY -
T

To create a new status report, click the New button at the top right of the screen. A new screen will

open to allow the choice of the type of Status Report to be created.

Community Development Block Grant Training Guide 15
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New Status Report

Select a record type Section 3 Repol‘ts
Fair Housing

Mincrity Business Enterprise (MBE)

0O00®@

Quarterly Status Report (QSR)

Select the type of Status Report to be created, and click Next. For ALL Status Reports, users will choose

the Subrecipient, and the Contract Number — both are required fields.
The Subrecipient field will display the Account Name of the logged in user. Select by clicking the name.

New Status Report: Section 3 Reports

Information

“ sutrscipiant

[search Subrecipients...

n CDBG TEST

Long Contact Number

Tatal Sonirast Amount

Once the Subrecipient is chosen, the Contract number will be available and display any Contracts

associated with the Subrecipient. Select the correct Contract Number by clicking the Number.

New Status Report: Section 3 Reports

Information
" sutrzcipan
‘ E CDBG TEST |

“ Contract Numbsr
| |search Contract Mumbers. . |

8008-3R-00-35-02-E 09

tomr oS

‘ H9999 ‘

Community Development Block Grant Training Guide
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Complete the required information and click Save to complete the report.

Section 3 Reporting

New Status Report: Section 3 Reports

Information

[ —

@ CDBG TEST

*Conact Number

I [ Heoso I

Long Contraet Number

Section 3 Information

Partipaizin HUD TrainngEmplay Prog Pareipsie n HUD Frog Ausrs Contas
o o

Part 1: Employment & Training

The Status Report record will display.

Edit ‘Submit for Approval

Status Report
SR-12254

DETAILS

RELATED

Information

Subrecipnt

mber
zE08

Section 3 Information

Paridpatein HUD Tra

ining Employ Prog Paricipate in HUD Prog Award Contacts

Part 1: Employment & Training

Ssoton 3 Snes

Ferod
820

Total Amount of Award
000

Job Category Construction

CONST Numsar

CONST %2 58

ofNew Hires Sec3 GONST *4Torm Siaf How

(CONST Number of Seo 3 Traness:

Click the Related Tab to see the Files list and attach documentation as needed.

Status Report
SR-1229%

Edit  Submit for Approval

DETAILS RELATED

Files (0)

& Upload Files

Or drop files

Approval History (0)

Community Development Block Grant Training Guide
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To complete submission of the Status Report, click the Submit for Approval button. The submission
comments screen will appear. This is an optional place to enter relevant information for the contract

manager.

I Submit for Approval

s

175 18E1 "l

Click the Submit button to complete the submission process. A green bar will show at the top when the

Status Report is submitted.

@ Status Repori was submitied for approval. 3¢
DE oy == 0

# Repors  ContmctNumber  StatusReports  Create SERA Case

Information

CDBG TEST

MBE Contractor Reporting

To report MBE Contractors, select the MBE report from the Status Reports list. Create a new report, and

complete the information. Click Save to continue.

Community Development Block Grant Training Guide 18
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New Status Report: Minority Business Enterprise (MBE)

Information
* Subecipient Total Comract Amount
* conract Numpar

£ Hesss I

Long Contract Numer

MBE Information

senza segnng
[502018 s |
Sz nang

5112018 s |

System Information

Crested By Last Modifzd By

owner
Fetbecs Seers TEST

On the record page, click the Related Tab to access MBE Contractors.
gra(%sa?g%m Edit  Submit for Approval

DETAILS IRELATED I

Information

Total Contract Amount
$1.551,000.00

Subrasniant

Fnac TECT

Larg
£008-37-03-
MBE Information

Perioa Seginning
H

Click the New button to add contractors.

Status Report
SR-03583

DETAILS RELATED

MBE Contractors (0) m |
Fiss

Or drop files

Community Development Block Grant Training Guide
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Complete the Contractor information and click Save.

Information

Address Information

The MBE window will be shown, and the added contractor will be viewable. Repeat the action as many

times as need to add all contractors.

Status Report
SR-03588
DETAILS RELATED
MBE Contractars (1) m
E CONTR.. CONTRACTOR ... CONTRACTOR.. CONTRACT AM.
8 Contractor =
&, Upload Files
Or drop files

When all the necessary contractors have been added, click the Submit for approval button to submit the

MBE report for approval.
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Status Report =
SR-03588 Edid  Submi for Approval
DETAILS RELATED
MBE Contractors (1) m
MBECONTR.. CONTRACTOR.. CONTRACTOR.. CONTRACT AM.
Coniractor =
Fies 1)
Or drop files

Quarterly Status Report

Select the QSR report and click next.

New Status Report

Seleetarecerd type Section 3 Reports
Fair Housing

Minority Business Enterprise (MBE)

@ 0 0 O

Quarterly Status Report (QSR)

Complete the information for the status report, and click Save.

New Status Report: Quarterly Status Report (QSR)

Click on the Related Tab on the

[ a]

[T
record to see the files related list and upload documentation to the report. When complete, click the

Submit for Approval button to submit the status report for approval.
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DETAILS RELATED

Files (0) [ Ao Fies |

Or drop files

Approval History (0)

Fair Housing Reporting

Select the Fair Housing report and click next.

New Status Report

Complete the information for the status report, and click Save.

Status Report
SR-12256 Edit  Submit for Approval

DETAILS RELATED

Information

CDBG TEST e

Click on the Related Tab on the record to see the files related list and upload documentation to the

report. When complete, click the Submit for Approval button to submit the status report for approval.

Status Report

DETAILS RELATED

Files (0) Add Files

& Upload Files

Or drop files

Approval History (0)
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7. Reporting

There is one report that is generated from the Subrecipient record:
e Grant Summary Report

Reporting from the Subrecipient record

1. To access this report, go the Home page, and select the Account.

a Subrecinient
CDBG TEST Edit  Grant Summary Reporl
Phone Billing Adaress Websitz
123 Main Street WWW.XXXXX.XXXX.COM

Anywhere, FL 32318
United States

2. Click on the “Edit” button in the top right-hand corner of the Subrecipient page. Scroll to the
end of the screen to update the “Report from Date” and “Report to Date” fields. Click “Save”.

3. Please note: These fields determine the data that is pulled into reports based on the dates
selected.

f Reports My Cases Client Previously Served Households

Subrecipient

Edit BWR Household Data Entry Grant Summary Report
CDBG TEST
Phone Billing Address Wehsite
123 Main Street WWW.XXXXXX.XXX.COm

Anywhere, FL 32318
United States

Subrecipient Information

Subreciniant Name Phone
CDBG TEST
uuuuu y oustiEss ns Nane woh) Fax

CDBG TEST
FEIN NutTDE

123456789

DUNS

Address Information

Billing Address Shipping Address

123 Main Street
Anywhere, FL 32318
USA

Map data 2018 Google
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Grant Summary Report

a. Click on the button to run the report.

g FiS (WA Housena Date £ty o-s-qm
CDBG TEST

123 Main Street WWW. XXX XXXX.COM
Anywhere, FL 32318
USA

b. A separate window will open with the Conga Composer screen. This is the tool used to
generate these reports. After a few seconds an Excel file of the report chosen will
download and the Excel file icon will appear at the bottom left side of the screen.

CONead Composer

CDBG TEST

A g |

c. Click on the Excel file to open it. The spreadsheet with similar columns to this displayed.

d. The report can be filtered in the Excel sheet to view only the data needed.

e. It can also download and saved as an Excel file.

Reporting from the Reports Tab

1. Select the Reports tab and click on “All Folders” to view all folders.
2. Click the CDBG Reports folder to view the reports within the folder.
a. Asreports become available, they will be listed in this folder.

3. Select from the reports available to view.
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Reporis
All Folders
1 item « Sorted by Folder Name

REPORTS

Tt CREATED BY LAST MODIFIED 8Y CREATED ON
Hecent ® Portal CDBG Reports 52012013 8:56 PM (]

Created by Me
Private Reports
All Reports
FOLDERS
Created by Me
Shared with Me
All Folders
FAVORITES

All Favorites

ol Reports Contract Number Status Reports Create SERA Case

Reports
All Folders = Portal CDBG Reporis

3 items » Sorted by Report Name

REPORTS REPORT NAME 1 DESCRIPTION FOLDER LASTMODIFIEDBY  SUBSCRIBED

aae Portal Labor Standar... Portal COEG Reporls ~ CDBGTEST =
Created by Me Porial Line ltem Expe... Portal CDBG Reporis ~ cpBG TEST 2
Private Reports Porial NFAs by Monitor Portal CDBG Reports  cos Test @
All Reports

4. The report will display like the one below. Please Note: clicking on the links within the report will

direct access to the page.

Clone

Name

Copy of Portal Cash Reques|

® Make Private
Only you can find and run this report.

Make Public

Move into Folder

Cancel Create
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" Reports Confract Number  Status Reports Create SERA Case

B Foral Line ttem Expenditures (el r]c]e] sovens ~

Total Records

45
NOTICE OF FUND AVAILABILITY CATEGORY CATEGORY CATEGORY
(NFA): NOTICE OF FUND FUNDS FUNDS BUDGET
ACTIVITY REQUESTED EXPENDED REMAINING
aliza Production Materials/Labor/Program $0.00 $0.00 $0.00
2 Expenses Support
(16:records) Administrstive | Administrative - Only §0.00 $0.00 §0.00
Expenses Documented Costs
Production Material $0.00 $0.00 §0.00
Expenses
Production Labor $0.00 $0.00 §0.00
Expenses
Program METS §0.00 $0.00 §0.00
Support
Expenses

Filtering Salesforce Reports

1. To filter the data, select the filter icon . and make the edits to the available filter selections.

The example shown below, is changing the date filter for the records displayed. Steps to filter

this report:
a. Click on “Created Date.”
b. Change the date range by clicking in the Start Date and/or End Date boxes.

c. Select “Done” in the window, and “Apply” to apply the changes.

e
NREE @ -

I Created Date v I
Range Filters
I Custom vl

—_ Created Date
Start Date Custom

PR
MA] I Jan 29, 2018 - I s (Jan 29, 2018 - Feb 2, 2018)
:\QE End Date Financial Activity Type

] I Feb 2, 2018 s I | | equals Advance

| L | NFAID
Done w
not equal to

Cloning Salesforce Reports

1. Select the “Clone” button.

#A  Reports My Cases

D REPORT S
Portal Cash Request L 1_| |_| |_\ Ez

Total Records  Total Funds Requested  Total Funds Approved
1 $12,345.00 $12,345.00
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2. Inthe window that opens, rename the report and choose to make it private or public and select
the Folder. Click “Create” to run the report.

3. Note: All reports created in the Portal are private to the account, so there is no need to make
them Private or change the folder location.

4. The cloned copy has a few more editing features — the columns can be sorted to view data in
different ways.

5. Reports can be saved or exported by selecting the drop-down arrow.

Copy of Portal Cash Request E

Total Records  Total Funds Requested  Total Funds Approved
1 $12,345.00 $12,345.00
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This document is a guide to the naming conventions for the new SERA system and what those fields are
called in the previous DEO systems.

Salesforce Workforce (OSMIS) CDBG BESS (eGrants)
Programs Programs Program Programs
Grants Projects/Grants Grants Grants
Contract Number Contract Number Contracts Contract

Notice of Funds NFA Contracts with Contracts with
Availability FY/Grant FY/Grant
Subrecipients Partners/RWB Subrecipients Agencies

Cost Categories

Cost Categories

Category

Budget Allocations

Activity

Subcategories

Activity

Financial Activity

Cash Requests

Request for Funds
(RFF)

Financial Status Report
(FSR)/ Request for
Payment (RFP)

NFA Cost Categories

Cost Category
Disbursements

Category (Budget)

Budget Allocations

Program Data

N/A

Program Data

Program Data

Client Level Data

N/A

Beneficiaries

Beneficiaries
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