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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 (Client
e Building Work Report (BWR) Household Data
e Previously Served Households
6) Inthe center window, are the following List Views:
a. Notices of Fund Availability (NFA):
® In Progress NFAs
e Pending Closeout NFAs
o Closed NFAs
b. Financial Activities:

e Advances

Expenditures

Reimbursements

Program Income

Interest Income

DE ) i 2

N Reports My Cases  Client BWR Household Data  Previously Served Households

DEY)

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs Advances Expenditures Interest Income More
MY ACCOUNT
Centro-Campesino Farmworker Center, Inc

(305) 2457738 -
Post Office Box 343449 35801 Southwest 186th Ave
Florida City, FL 33034
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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)

X

[} Reports My Cases Client Previously Served Households BWR Household Data

/:4_5\:
DES)

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Advances Expenditures Interest Income More
MY ACCOUNT
BESS TEST _

123 Main Street
Anywhere, FL 32318
USA

WWW.XXXXXX. XXXXX.COM

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.
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=

. ] Reports My Cases Chent Previously Served Households BWR Household Data

Subrecipient
m Edit BWR Household Data Eniry Granl Summary Reporl

Phone Billing Address Websitz

Subrecipient Information

Subrecipient Nam2 Fhone
Doing Buginzss As Name (O3A) Fax
FEIN Number

123456782

DUNS

Address Information

Siling Acdrass Shipping Agdrzss
1 Hammock Baach Parkway
Paim Coast, FI 32137

USsA

_@ ¥ Mag data 2018 Googe

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 Coastal Cloud TEST

Review the errors on this page

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

Subrecipient Information

" Subrecipiont Name Phone
BESS TEST ]
Doing Business As Name (DBA) Fax

Cancel Save

BESS Community Action Agency Training Guide v3 4
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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.

[} Reports My Cases Client Previously Served Households BWR Household Data

/gg‘:
DEY)

SUBRECIPIENT ENTERPRISE
IRCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs  Advances Expenditures Interest Income More
MY ACCOUNT
BESS TEST

123 Main Street
Anywhere, FL 32318
USA
WWW.XXXXXX.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.

" Reports My Cases Client BWR Household Data Previously Served Households

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs Advances Expenditures Interest Income More

MY IN PROGRESS NFAS

NOTICE OF FUND AVAILABILITY NAME TOTAL FUNDS AWARDED TOTAL FUNDS RELEASED FUNDS AVAILABLE TO DRAW
36161 - Weatherization Assistance __. $534,664.91 $534,664.91 ($15,924.08)

36188 - Weatherization Assistance __. $880,739.00 $695,514.00 $326,170.30

36231 - Weatherization Assistance __. $1,073,580.25 $1,073,580.25 ($17,619.63)

36232 - Weatherization Assistance .. $233,367.75 $233,367.75 $0.00

36530 - Weatherization Assistance .. $162,533.00 $162,533.00 $56,127.94

36607 - Weatherization Assistance ... $162,532.00 $0.00 $0.00

36631 - Weatherization Assistance ... $92,916.09 $92,916.09 ($48,879.94)

36729 - Community Service Block G... $600,000.00 $0.00 $0.00

View All \
Click on “View All”

BESS Community Action Agency Training Guide v3 5
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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.

* Reporis My Cases Client BWR Household Data Previously Served Households

a Notices of Fund Availabili
My In Progress NFAs v
8 items - Sorted by Notice of Fund Availability Name - Filtered by Status, Approval Status, IsCwner - Updated a few seconds ago m E

NOTICE OF FUND AVAILABILITY NAME 1 -« TOTAL FUNDS A.. TOTAL FUNDS R... [ FUNDS AVAIL...

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 is displayed. Available list views can also

be viewed by returning to the Home screen.

" Reports My Cases  Clienl BWR Household Dala  Previously Served Households

Notices of Fund Availability

My In Progress NFAs v

Stemd LIST VIEWS fat
My Closed NFAS Click on the drop- s
16 Wi down arrow =
", | MyinProgress NFAs =
g My NFAs
4 My Pending Closeout NFAs
5 My Subrecipient Agreements =
« Recently Viewsd 5_

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

B Notices of Fund Availabili
My In Progress NFAs v

§ items - Sorted by Motice of Fund Availability Name - Filtered by Status, Approval S

NOTICE OF FUND AVAILABILITY NAME 1

1 36161 - Weatherization Assistance Program (WAP) - 2015

2 36188 - Weatherization Assistance Program (WAP) - 2016 Click on the NFA name

3 36231 - Weatherization Assistance Program (WAP) - 2016 h

4 36232 - Weatherization Assistance Program (WAP) - 2017

9. Related Financial Activities and Files can be viewed by scrolling to the end of the screen.

BESS Community Action Agency Training Guide v3 6
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10. Financial Activities related list shows all Financial Activities for the “In Progress” NFA selected.

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

NFA Page View:

Motice of Fund Availability (NFA)
036543 - Low Income Home Energy Assistance (LIHEAF) - 2018

Staws
In Progress

Subrecipient Z1an Dae

11/201&

BESS TEST

of Fund Avallabllity Mame
3 - Low Income Home Energy Assisance (LIHEAR) - 2018

Subreciclent
BESS TEST
Nofic= of Fund Avallabilty Contact

NFAID
033543

Lang Comfract Number
1TWK-0G-01-27-04-010

Zaguenca Mumbar
oot

131 Vendar Sequence
r

Project Name

CEFA Mumb=r

CFDA MNumber

Mew Financial Activity Closeout NFA

End Date
12312018

Frogram Name
Low Income Home Energy Assistance (LIHEAR)

Frogram Year
2018

Statug
In Frogress

Total Fungs Awarded
510,000.00

Too3l Funes Selzasan
58,000.00

Funds Avallabis to Draw
32,000.00

Total Funds Drawn
$1,000.00

Todal Funes Expended
50.00

Cazh on Hang
51,000.00

Totzl Adjustmants
50.00

Totsl Frogram Income Eamed
50.00

Totsl Frogram Income Spent
50.00

County Expenditures

MNFA County Expendltures Name SR County Mame

NFA CTY ALLD - 001738 Flagler 510,000.00
MNIFA CTW ALLD - 001739 wolusla 510,000.00
MNIFA CTY ALLD - DO1E00 St Johne 510,000.00

BESS Community Action Agency Training Guide v3

MIFA Awarnd Amount

MNIFA Release amount County Funds Expe ndlture

58,000.00 2,000.00
58,000.00 2,000.00
58,000.00 £4,000.00

Grand Total: $8,000.00
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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 after the NFA
Close Out Period time frame.
2. When creating a new Financial Activity — there are four options:
e Expenditure Report
e Interest Income
e Program Income
e Reimbursement for ALL NFAs EXCEPT WAP NFAs that are in conjunction with a
BWR. WAP NFAs associated with a BWR will be handled through the BWR
process and will be discussed later in this guide.

4.1 Expenditure Report
1. To enter an expenditure report, go to the NFA for which you want to create the Expenditure
Report, and select the button on the top right-hand side of the screen called “New Financial

Activity.

) Reports My Cases Client BWR Household Data Previously Served Households

E'p’ Notice of Fund Availability (NFA)

_QGJ 36030 - Low Income Home Energy Assistance (LIHEAP) - 2017 New Financial Activity ~ Closeout NFA
Subrecipient Status Grant Start Date End Date

Community Action Program Committee, Inc. In Progress LEA17 4/1/2017 3/31/2018

2. Asmall screen will appear — select “Expenditure Report” and click “Next”.

New Financial Activity

Select Record Type
Expenditure Report

_ Interest Income

(O Program Income

O Reimbursement

3. Enter the Reporting Time Period Start Year and Reporting Time Period Start Month Click Next.

New Financial Activity

NFA Name - 36030 - Low Income Home Energy Assistance (LIHEAP) - 2017
Start Date - April 1, 2017 Total Award - $1,039,368.00

Total Funds Expended - $0.00

*Reporting Time Period Start Year

[ 2018 ]

*Reporting Time Period Start Month

{ January b ]

BESS Community Action Agency Training Guide v3 8
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4. Please note: Only one Expenditure report may be submitted for each reporting month. The
system will not allow duplicate submissions. The message will advise to contact DEO to edit a
previously submitted Expenditure, or to adjust the month for which the report is beingcreated.

New Financial Activity

There is already an existing Expenditure Report for this time frame. If you
need to adjust this existing Expenditure Report, please contact DEO.

If you have entered the wrong date please click Previous to change the date

| provious | (K

5. When creating a New Financial Activity record the status is automatically set to “New”.

Financial Activity
29 Fa-220318

Financial Activity Type
Expenditure

Notice of Fund Availability
- WIOA - Aduilt - 2016

Financial Activily Name

FA-220318

Reporting Time Period Start
12/1/2017

[ Edit ‘ Submit for Approval

Reporting Time Period End
12/31/2017

Funds Requested

Notice of Fund Availability

- WIOA - Adult - 2016

Status.
New

Notice of Fund Availability Start Date
7112018

Reporting Tima Period Start
12/112017

activiy

Cost Code

reclplent Adaministrative Expenses (Salarles, Rent Litliltes, Other)
Sub-Reciplent Administrative Expenses (Salarlies, Rent Utlilites, Other)
Reclplent Direct Cllent Asslstance Expenses

Rediplent Other Program Expenses (Salarles, Rent Utliltes, Other)
Secondary Adminlstrathe Expense

Sub-Reciplent Clrect Cllent Asslstance Expenses

Sub-Reciplent Other Program Expenses (Salarles, Rent Utlites, Other)

Dir Cllent Smvcs | Category Total Budgst | Budget Remalning | Funds Reguested

. 5000 s000
. s000 s000
‘ 5200 5000
. s000 s000
‘ 5200 s000
. 5000 s000

Scroll down to the Cost Categories section to enter the amounts for the Expenditure.

Grand Total: 5.0

celpts are for

civll or adminlst

Reclplent hereby certlfies that It has been open and operating during Its normal business hours for the month of July, as described In Attachment F, Warrantles and Representations,

BESS Community Action Agency Training Guide v3
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7. To report Funds Expended, enter the amount expended per Category in the Funds Expended
column.

8. Check the box acknowledging that the reported expenditures are correct. Then click “Save”.

9. The Expenditure can be edited until the Submit for Approval button is clicked. To edit the page,
select the “Edit” button on the top right side of the screen. A smaller screen appears and allows

changes. Click “Save” to save the changes.

A Reports My Cases

Financial Activity
ﬂ_’i FA-220252

m
[=]

10. The following screen will display confirming the record has been saved.

| € Financial Activity "FA-220279" was saved. X I
DE o = £

" Reports My Cases

Financial Activity
FA-220279 I \ I

11. After editing, the status will remain “New” until the record has been submitted for approval.

12. When ready to submit, select “Submit for Approval” button. A comments screen will appear
where additional details can be added. Click “Submit”.

13. Once submitted there will be a message at the top of the screen in green, indicating that the

expenditure report has been submitted.

€ Financial Activity was submitted for approval. ><

-~ Repons My Cases

4.2 Interest Income
1.Select “Interest Income” and click “Next”.

New Financial Activity

Select Record Type
() Expenditure Report

Interest Income
) Program Income

O Reimbursement

BESS Community Action Agency Training Guide v3 10
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2. Complete the fields in the New Financial Activity fields. Click Next.

New Financial Activity

NFA Name - 36641 - Community Service Block Grant (CSBG) - 2017
Start Date - October 1, 2016 Total Award - $541,487.20
*Reporting Time Period Start

l |
* Reporting Time Period End

l ]

* Amount of Interest Income Eamed

l l

3. Scroll down to the Cost Categories and enter the cost category amounts of Interest Income. Please
note: The Interest Income spent cannot be more than the Interest Income earned.

Financial Activity Cost Categories

Name Cost Category Name Activity CostCode AddUp Interest Income
FACC-513661 Administrative Expensesfalse = Recipient Administrative Expenses (Salaries, Rent Utilites, Other) v
FACC-513662 Administrative Expensesfalse ~ Sub-Recipient Administrative Expenses (Salaries, Rent Utilites, Other) v
FACC-513663 Program Expensesfalse Recipient Direct Client Assistance Expenses v
FACC-513664 Program Expensesfalse Recipient Other Program Expenses (Salaries, Rent Utilites, Other) v
FACC-513667 Program Expensesfalse Secondary Administrative Expense v
FACC-513665 Program Expensesfalse Sub-Recipient Direct Client Assistance Expenses v
FACC-513666 Program Expensesfalse Sub-Recipient Other Program Expenses (Salaries, Rent Utilites, Other) v

Grand Total: 5.00
| Save |

4. This record can be edited until it is submitted for approval. Click the “Edit” button to update
information on the page and “Save” to save the changes.

5. The Interest Income record can be edited until it is submitted for approval by clicking on the

“Submit for Approval” button

Roeports. My Cases Client BWR Houschold Data Previously Served Houscholds
Py Financial Activity
Bl FA-281676 Edit  Submit for Approval
Financial Actvity Type Natice of Fund Availability Reporting Time Period Start Reporting Time Period End
Interest Income 6641 - Comim y Ser Block nt (CSBG) - 4/12/2018 412612018

Financial Actety Narme
FA-201676

Natice of Fund Avallaoity

1me Perion Start

inerest Income Balance on Hang
$100.00

BESS Community Action Agency Training Guide v3 11
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6.A comments screen will appear where additional details can be added. Click “Submit”.
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

e

13 Reports My Cases

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

(.3 Reports My Cases Client BWR Household Data Previously Served Households

Notice of Fund Availability (NFA)

36030 - Low Income Home Energy Assistance (LIHEAP) - 2017 | New Financial Activity ~ Closeout NFA
Subrecipient Status Grant Start Date End Date
Community Action Program Committee, Inc. In Progress LEA17 4/1/2017 3/31/2018

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

New Financial Activity

Select Record Type
(O Expenditure Report

Interest Income
Program Income
Reimbursement

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

New Financial Activity

NFA Name - 36641 - Community Service Block Grant (CSBG) - 2017
Start Date - October 1, 2016 Total Award - $541,487.20
*Reporting Time Period Start

[ Apr 11,2018 & ]

*Reporting Time Period End

[ Apr 24,2018 & ]

* Amount of Program Income Eamned:

[ ]

BESS Community Action Agency Training Guide v3 12



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

Reports

My Cases Client

Financial Activity
09 FA281680

Financial Activity Type
Program Income

BWR Household Data Previously Served

Notice of Fund Availability
36641 - Community Service Block Grant (CSBG) - 2017 4/16/2018

Reporting Time Period Start

Financial Activity Name

Program Income Earned

FLORIDA DEPARTMENT o
ECONOMIC OPPORTUNITY

Submit for Approval

Reporting Time Period End
4/23/2018

FA-281680 $10.00
Notice of Fund Availability Status
36641 - Community Service Block Grant (CSBG) - 2017 New

NFAID
36641

Reporting Time Period Start
4/16/2018

Total Award Amount

$541,487.20

Reporting Time Period End
4/23/2018

Funds Available to Draw

$204,417.15

Requested Date

Long Contract Number
17SB-0D-01-27-04-108

Approved Date

Program Income Spent
$0.00

Program Income Balance on Hand

$10.00

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

Name

FACC - 513682

FACC - 513683

FACC - 513684

FACC - 513685

FACC - 513688

FACC - 513686

FACC - 513687

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

Cost Category Name

Administrative Expensesfalse

Administrative Expensesfalse

Program Expensesfalse
Program Expensesfalse
Program Expensesfalse
Program Expensesfalse

Program Expensesfalse

Reports My Cases

Financial Activity
FA-281690

Financial Activity Type
Program Income

Financial Activity Name

Client

Activity

CostCode AddUp = Program Income

Recipient Administrative Expenses (Salaries, Rent Utilites, Other) v

Sub-Recipient Administrative Expenses (Salaries, Rent Utilites, Other)
Recipient Direct Client Assistance Expenses

Recipient Other Program Expenses (Salaries, Rent Utilites, Other)

Secondary Administrative Expense

Sub-Recipient Direct Client Assistance Expenses

Sub-Recipient Other Program Expenses (Salaries, Rent Utilites, Other)

BWR Household Data

Notice of Fund Availability

36474 - Community Service Block Grant (CSBG) - 2017

R (N RS S X

‘ Save

Previously Served Households

Reporting Time Period Start
4/7/2017

Program Income Eamed

Inte

Reporting Time Period End
4/13/2018

FA-281690 $25.00
Notice of Fund Availability Status
36474 - Community Service Block Grant New

NFAID
36474

Reporting Time Period Start
4/7/2017

BESS Community Action Agency Training Guide v3
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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

13 Reports My Cases

4.4 Reimbursement
1. To enter areimbursement, scroll to the top right-hand side of the screen and select “New Financial

Activity

~ Reports My Cases Client BWR Household Data Previously Served Households

Notice of Fund Availability (NFA)
36030 - Low Income Home Energy Assistance (LIHEAP) - 2017 | New Financial Activity ~ Closeout NFA
Subrecipient Status Grant Start Date End Date
Community Action Program Committee, Inc. In Progress LEA17 4/1/2017 3/31/2018
2. Asmall screen will appear — select NeW Financialifctvity
. . R T
“Reimbursement” and click on “Next”. " enire repor

QO Interest Income
(O Program Income
BRelmbursemem

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

b. Reporting Time Period Start Month
c. Click Next.

BESS Community Action Agency Training Guide v3 14



New Financial Activity

NFA Name - 36062 - Low Income Home Energy Assistance (LIHEAP) - 2017

Start Date - April 1, 2017 Total Award - $903,533.00
* Reporting Time Period Start Year

FLORIDA DEPARTMENT o
ECONOMIC OPPORTUNITY

[ 2018

v ]

* Reporting Time Period Start Month

{ January

%]

The selected NFA (36062 - Low Income Home Energy Assistance (LIHEAP) - 2017) currently has $-112,697.47

funds available to draw from.

4. The new Reimbursement record will display.

EEE

L Reports My Cases Client BWR Household Data Previously Served Households

Financial Activity
2 FA-281682

Financial Activity Type Notice of Fund Availability

Edit ~ Submit for Approval

Reporting Time Period Start

Reimbursement 36062 - Low Income Home Energy Assistance (LIHEAP) - 2017 1/1/2018
Financial Activity Type Status
Reimbursement New

Financial Activity Name
FA-281682

Reporting Time Period Start
1/1/2018

Notice of Fund Availability
36062 - Low Income Home Energy Assistance (LIHEAP) - 2017

Reporting Time Period End
1/31/2018

Notice of Fund Availability Start Date
4/1/2017

Requested Date

NFAID
36062

Approved Date

Total Award Amount
$903,533.00

Prior LTD Expenditure
$0.00

Record Type
Reimbursement

Long Contract Number
17EA-0F-09-68-08-027

Contract Manager

Scroll down to the Financial Activity Cost Categories and County Expenditures. Enter the county
expenditure amount and click on Save.

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.

BESS Community Action Agency Training Guide v3 15
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Activity Cost Code  DirCllentSrvcs | Category Total Budget | Budget Remalning | Funds Requested
Crisls 8enent Payments v 50.00 50.00 | 0.021'
Home Energy Assistance Psyments v $2,000.00 $2,000.00 I 0.!:-’:]1
Weather Reiated/Supply Shortage v 50.00 50.00 I O.C-?.{
= Salarles Includling Fringe, Rent, Utliitles, Travel, Other v $20,000.00 $20,000.00 ] .00
Crisls Asslstance v 50.00 5000 | | 0.0
Home Energy Assistance v $2,000.00 $2,00000 | | 0.04
Salarles Incluaing Fringe, Rent, Utlittles, Travel, Other v $2,000.00 $2,000.00 | o.0d

Grang Total: $.00

ledge and bellef that the report 's true, complete, and accurate, and t
ware that any faise, nctitlous, or fraudulent Information, or the omt
18, Sectlon 1001 and Title 31, Sectlons 3729-3720 and 3801-3812)

expendltures, disbursements and cash recelpts are for the purposes and objectives set forth In
ion of any materlal fact, may subject me to criminal, vl or sdministrative penaitles for fraug, false

perating durlng Its normal business hours for the month of March, as described In Attachment F, Warrantles and Representations, of the FY2018 LIHEAP Agreement
Save

County Expenditures

FIn Activity County Expendlture Name SR County Mame County Funds Expendliture County ExpendIlture
Fa CTY ALLO - 000027 Flagler $2,000.00 10.00)

FA CTY ALLO - 000028 Volusla 52,000.00 0.0

II

FA CTY ALLO - 000029 5t Johns S4,000.00 0.00)

Grand Total: 5.00

& Upload Files

Or drop files
7. Select Submit for Approval.
4 Reports MyCases Client BWR Household Data  Previously Served Households
Financial Activity
B FA281682 =

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

Submit for Approval

Comments

BESS Community Action Agency Training Guide v3 16
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9. A confirmation will display that the record has been submitted and the status automatically
changed to Submitted.

;ﬁ @ Financial Activity was submitted for approval. [X

N Reports My Cases Client BWR Household Data Previously Served Households

Financial Activity
29 FA 281682

Financial Activity Type

Notice of Fund Availability
Reimbursement

Reporting Time Period Start

36062 - Low Income Home Energy Assistance (LIHEAP) - 2017 1/1/2018

Financial Activity Name

Funds Requested
FA-281682 $0.00
Notice of Fund Availability Status
36062 - Low Income Home Energy Assistance (LIHEAP) - 2017 Submitted

5. Pending Closeout NFAs

1. When an NFA is ready for closeout, the Community Action Agency will get an email from DEO that
the NFA is Pending Closeout.

2. If there are still funds available to draw, there are three options available to the Agency:

e Cash adjustment
e Edit Expenditures

e Submit a Refund to DEO

5.1 Cash Adjustments for Pending Closeout NFAs

1. View the Pending Closeout NFAs list.

4 Reports MyCases Client BWR HouseholdData  Previously Served Households

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs  Advances Expenditures

Interest Income More
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2. Click on the link to open the NFA.

A Reports MyCases Client BWR Household Data  Previously Served Households

)
lma
SUBRECIPIENT ENTERPRISE
RES!

JOURCE APPLICATION
Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Advances  Expenditures

FLORIDA DEPARTMENT o
ECONOMIC OPPORTUNITY

Interest Income More

MY PENDING CLOSEOUT NFAS

NOTICE OF FUND AVAILABILITY NAME TOTAL FUNDS AWARDED TOTAL FUNDS RELEASED FUNDS AVAILABLE TO DRAW
36012 - Low Income Home Energy A... $863,900.00 $863,900.00 $15,254.16

36196 - Weatherization Assistance P... $200,582.11 $162,159.34 $54,974.13

36599 - Weatherization Assistance P... $42,656.89 $0.00 ($59,444.50)

View All

3. From the NFA record, click the “Closeout NFA button.”

Reports My Cases  Cli

BWR Household Data  Previously Served Households

Notice of Fund Availability (NFA)
36012 - Low Income Home Energy Assistance (LIHEAP) - 2017

New Fin: al Activity

Subrecipient Status Grant Start Date End Date
OSCEOLA COUNTY COUNCIL ON AGING, INC. Pending Closeout LEA17 4/1/2017 3/31/2019
Notice of Fund Availability Name Program Name

36012 - Low Income Home Energy Assistance (LIHEAP) - 2017 Low Income Home Energy Assistance (LIHEAP)

Subrecipient Program Year

OSCEOLA COUNTY COUNCIL ON AGING, INC 2017

4. Select the “Cash Adjustment” button and click “Next”.

Closeout NFA

D of ic Opp ity (DEO)
Grant Close-out Summary

Subrecipient Name:  prcg TEST
NFA ID: 036539
Notice of Funds Available (NFA) Title: 036539 - Low Income Home Energy Assistance (LIHEAP) - 2018
Notice of Funds Available Start Date: January 1, 2018
Notice of Funds Available End Date: December 31, 2018
Total Funds Drawn: $2,000.00

| Total Funds Expended: $0.00

| Cash On Hand: $2,000.00

| Total Program Income Earned: $0.00
Total Program Income Spent: $0.00
Program Income Due to DEO: $0.00
Total Funds Awarded: $100,000.00
Award Adjustments: (§100,000.00)
*This NFA has a positive Cash On Hand. How would you like to resolve the balance?
(O Cash Adjustment
(O Edit Expenditure
O Refund

BESS Community Action Agency Training Guide v3
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5. Select the NFAs to which the adjusted funds will be applied and click “Next”. Please note: Up to

3 NFAs can be chosen.

Closeout NFA

Subrecipient Name:  BESS TEST

NFA ID: 036539

Notice of Funds Available (NFA) Title: 036539 - Low Income Home Energy Assistance (LIHEAP) - 2018

Notice of Funds Available Start Date: January 1, 2013

Notice of Funds Available End Date: December 31, 2018
| Total Funds Drawn: 52,000.00

Total Funds Expended: $0.00

Cash On Hand: 52,000.00

Total Program Income Earned: 50.00
| Total Program Income Spent: 50.00

Program Income Due to DEO: 50.00

Total Funds Awarded: $100,000.00

Award Adjustments: (5100,000.00)

| Which Notice of Fund Availability(s) would you like to add the cash adjustment to?
(You can ONLY select up to 3 Notice of Fund Availabilities)

[ 036540 - Weatherization Assistance Program (WAP) - 2016; Status = In Progress; Funds
Available To Draw $25000
[J 036541 - Community Service Block Grant (CSBG) - 2018; Status = In Progress; Funds
Available To Draw $50000
[ 036542 - Community Service Block Grant (CSBG) - 2017; Status = In Progress; Funds
| Available To Draw $10000
| [0 036543 - Low Income Home Energy Assistance (LIHEAP) - 2018; Status = In Progress; Funds
| Available To Draw $8000
[ 036544 - Weatherization Assistance Program (WAP) - 2016; Status = In Progress; Funds
Available To Draw $800000

6. Enter the amounts adjusted to the Closeout NFA

selected NFAs from the previous

Notice of Fund Availability Name: 36012 - Low Income Home Energy Assistance (LIHEAP) - 2017
End Date: March 31 2019

screen. Click “Next”. Total Funds Drawn: $348,645 84

Total Funds Expended: $0 00
Cash On Hand: $848 645 84

* How much funding would you like to move to 036859 - Weatherization Assistance Program (WAP) - 20137

| $200,000 |

7. A pop-up screen will appear indicating that the cash adjustment has been submitted to DEO for

approval. Click “Next”.

8. The status for the Cash Adjustment Financial Activity is set to Submitted. Once DEO has

approved the Cash Adjustment request, the status will update to Approved.
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5.2 Edit Expenditures for Pending Closeout NFAs

1. View the Pending Closeout NFAs list.

A Reports My Cases Client BWR Household Data Previously Served Households

DE:

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs | Pending Closeout NFAs J Closed NFAs  Advances Expenditures Interest Income More

2. Click the link to select the NFA.

H Reports My Cases Client BWR Household Data Previously Served Households

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs Advances Expenditures Interest Income More

MY PENDING CLOSEOUT NFAS

NOTICE OF FUND AVAILABILITY NAME TOTAL FUNDS AWARDED TOTAL FUNDS RELEASED FUNDS AVAILABLE TO DRAW

36012 - Low Income Home Energy A... $863,900.00 $863,900.00 $15,254.16
36196 - Weatherization Assistance P... $200,582.11 $162,159.34 $54,974.13
36599 - Weatherization Assistance P... $42,656.89 $0.00 ($59,444.50)

View All

3. From the NFA record, click the “Closeout NFA button.”

Fal Reports My Cases Client BWR Household Data Previously Served Households

Notice of Fund Availability (NFA)
36012 - Low Income Home Energy Assistance (LIHEAP) - 2017

New Financial Activity Closeout NFA

Status Grant Start Date End Date
Pending Closeout LEA17 4/1/2017 3/31/2019

Subrecipient
OSCEOLA COUNTY COUNCIL ON AGING, INC

Notice of Fund Availability Name

Program Name
36012 - Low Income Home Energy Assistance (LIHEAP) - 2017

Low Income Home Energy Assistance (LIHEAP)

Subrecipient

Program Year
2017

)SCEOLA COUNTY COUNCIL ON AGING, INC

4. Select the “Edit Expenditures” button and click “Next”. As submitted Expenditures cannot be

edited in SERA, a message will advise to contact DEO to edit submitted Expenditures.

Closeout Agreement

Thank you, your cash adjustment request has been submitted for approval
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D of ic O (DEO)
Grant Close-out Summary
Subrecipient Name:
NFA ID: 036539
Notice of Funds Available (NFA) Title: 036539 - Low Income Home Energy Assistance (LIHEAP) - 2018
Notice of Funds Available Start Date: January 1, 2018
Notice of Funds Available End Date: December 31, 2018
Total Funds Drawn: $2,000.00
Total Funds Expended: $0.00
Cash On Hand: $2,000.00
Total Program Income Earned: 50.00
Total Program Income Spent: $0.00
Program Income Due to DEO: $0.00
Total Funds Awarded: $100,000.00
Award Adjustments: (§100,000.00)
*This NFA has a positive Cash On Hand. How would you like to resolve the balance?
(O Cash Adjustment
(O Edit Expenditure
O Refund

BESS TEST

Closeout NFA

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

Department of Economic Opportunity (DEO)
Grant Close-out Summary
Subrecipient Name: Coastal Cloud TEST
NFA ID: 026539
Notice of Funds Available (NFA) Title: 02653@ - Low Incoma Home Energy Assistance (LIHEAF) - 2018
Notice of Funds Available Start Date: January 1. 2018
Notice of Funds Available End Date: December 31, 2018
Total Funds Drawn: $2.000.00
Total Funds Expended: $0.00
Cash On Hand: $2,000.00
Total Program Income Earned: $0.00
Total Program Income Spent: $0.00
Program Income Due to DEO: $0.00
Total Funds Awarded: $100,000.00
Award Adjustments: (3100,000.00)

Because this NFA has 3 positive Cash On Hand you must Notify DEO that a change to existing expenditure/s is required. You MUST check the box below

certifying that you agree that this is the current state of your Notice of Fund Availability.

| cartify to the best of my knowledge 3nd befief that this report is corect and complete and that 3l expenditures are aliowable and correctly reported at the

cost category level. As set forth under the award and related rules and reguiations, are reconciled to our official accounting records, and have been

liquidated

O

6. Contact DEO to discuss editing a previously submitted Expenditure.
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5.3 Refund for Pending Closeout NFAs

1. View the Pending Closeout NFAs list.

@ Reports My Cases Client BWR Household Data

FLORIDA DEPARTMENT o
ECONOMIC OPPORTUNITY

Previously Served Households

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs Pending Closeout NFAs J Closed NFAs  Advances Expenditures Interest Income More
2. Click the link to select the NFA.
H Reports My Cases Client BWR Household Data Previously Served Households
SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION
Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Advances  Expenditures  Interest Income More
MY PENDING CLOSEOUT NFAS
NOTICE OF FUND AVAILABILITY NAME TOTAL FUNDS AWARDED TOTAL FUNDS RELEASED FUNDS AVAILABLE TO DRAW
36012 - Low Income Home Energy A... $863,900.00 $863,900.00 $15,254.16
36196 - Weatherization Assistance P... $200,582.11 $162,159.34 $54,974.13
36599 - Weatherization Assistance P... $42,656.89 $0.00 ($59,444.50)

View All

3.

"

a8
4.

Subrecipient
OSCEOLA COUNTY COUNCIL ON AGING, INC

Reports My Cases Client BWR Household Data

Notice of Fund Availability (NFA)

Status
Pending Closeout

Notice of Fund Availability Name
36012 - Low Income Home Energy Assistance (LIHEAP) - 2017

36012 - Low Income Home Energy Assistance (LIHEAP) - 2017

From the NFA record, click the “Closeout NFA button.”

Previously Served Households

CUSS

Start Date End Date
4/1/2017 3/31/2019

Grant
LEA17

Program Name
Low Income Home Energy Assistance (LIHEAP)

Subrecipient

OSCEOLA COUNTY COUNCIL ON AGING, INC

Program Year
2017

Closeout NFA

Department of Economic Opportunity (DEO)

Grant Close-out Summary
EOLA COUNTY COUNGIL ON AGING, INC

Local Workforce Development Board Name: O
NFA ID: 36012

Notice of Funds Available (NFA) Title: 36012 - Low Income Home Energy Assistance (LIKEAP) - 2017

Notice of Funds Available Start Date: Apil 1, 2017

Notice of Funds Available End Date: Marcn 31 2019

Total Funds Drawn: $842 545,84

Total Funds Expended: $0.00

Cash On Hand: $843 645 54

Total Program Income Eamned: $0.00

Total Program Income Spent: $0.00

Program Income Due to DEO: $0.00

Total Funds Awarded: $353,000 00

Award Adjustments: (3253,900.0)

*This NFA has 2 positive Cash On Hand. How would you ike 10 resolve the balance?
O Cash Adjustment
it Expenditure
und
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5. Check the box certifying the information being provided is correct. Click “Next” to complete this

action.

Closeout NFA

Department of Economic Opportunity (DEO)
Grant Close-out Summary
Local Workforce Development Board Name: OSCEOLA COUNTY COUNCIL ON AGING, INC.
NFA ID: 36196
Notice of Funds Available (NFA) Title: 36196 - Weatherization Assistance Program (WAP) - 2017
Notice of Funds Available Start Date: April 1, 2017
Notice of Funds Available End Date: March 31, 2019
Total Funds Drawn: $107,185.21
Total Funds Expended: $5,000.00
Cash On Hand: $102,185.21
Total Program Income Earned: $0.00
Total Program Income Spent: $0.00
Program Income Due to DEO: $0.00
Total Funds Awarded: $200,582.11
Award Adjustments: ($195,582.11)
Because this NFA has a positive Cash On Hand you must Notify DEO that you will issue a refund to DEO. You MUST check the box below certifying that you

agree that this is the current state of your Notice of Fund Availability.

| certify to the best of my knowledge and belief that this report is correct and complete and that all expenditures are allowable and correctly reported at the
cost category level. As set forth under the award and related rules and regulations, are reconciled to our official accounting records, and have been

liquidated.

O

7. Contact DEO to discuss submitting a Refund to DEO.

6. Searching Previously Served Households

For WAP programs preparing to work on new households, you can search the system for previously
serviced households.

From the home page, click the Previously Served Households link in the Navigation menu.

=N

f Reports My Cases Client Previously Served Households BWR Household Data

{ . v,
EQ

SOURCE APPLICATION
Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Advances Expenditures Interest Income More
MY ACCOUNT
BESS TEST

123 Main Street
Anywhere, FL 32318
USA
WWW.XXXXXX.XXXXX.COM
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On the following screen, enter the street address, City and Zip code for the household. Click Search.

~

f Reporis My Cases Client Previously Served Households BWR Household Data

Potential Program Household Data Matches

Street/13 Ricardo Place | citylpaim coast |zif32164 | search |

Name Unit Street City zZIp Year Built Total Household Members
PHD-00012 13 Ricardo Place Palm Coast 32164 2005 4

PHD-286129 13 Ricardo Place Palm Coast 32164 2005 1

PHD-286117 13 Ricardo place Palm Coast 32164 2017 1

If there are any potential matches, they will display in the window below.

NOTE: This is an exact match search on the fields shown, if the data exists in the system with variations,
it may not show in the match list.

**Hint: If just the zip code is entered, it will display a list of all potential matches for that zip code. The
browser search (in Chrome, CTRL+F) will allow a search within that page for criteria. For example, if
“Oak” is entered in the search, it will highlight all examples of the word “Oak” within the page. This can
help to identify Households with the same street.

7. BWR Household Data

To create Building Work Reports (BWR), Household and Client Data, go to the Tab in the Blue Bar on the
Home Page.

@ Reports Previously Served Households BWR Household Data Entry BWR Batches BWR Household Data Create SERA Case

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient  In Progress NFAs  Pending Closeout NFAs  Closed NFAs  Advances Expenditures  Interest Income More

MY ACCOUNT

BESS TEST

123 Main Street
Anywhere, FL 32318
USA

WWW.XXXXXX. XXXXX.COM
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This will open a screen that allows entry of Household and Client data, as well as the entry of BWR Items
for that Household. Note that Fields in Red are required.

BWR Household
Required Fields are in Red.
Job# ] Fuel Source Landiord Agreement | [ Mo v
State FL Zip l:l County [ setect county
Proof of Ownership ] Client Energy [—None—
Sq Foot 1 Property Type [=rone— v Year Built ]
Pre Reading Date I:l[ 10/4/2018]1 Post Reading Date I:l[ 10/4/2018 1  Final Reading Date l:l[ 10/4/20181
Pre Blower Reading I:l Post Blower Reading l:l Final Blower Reading l:l
Pre Monoxor Reading | [ | Final Monoxor Reading | |

Inspected Date I:l[ 10/4/2018]1 Inspector _ Comments
=

.IE. i

Household Members

Required Fields are in Red.

Applicant v First Name l:l Last Name l:l
pootortncome [ | coploymentincome | [ | Unempleymentcoms ]
Social Security l:l Supplemental Income l:l Retirement Income l:l
| —

Add Another Member Save

Add BWR Items

Required Fields are in Red.

Add Item

Create BWR

Related NFAs

You MUST select at least one NFA.

Batch Total

Reporting Time Period Start |:|[ 10/4/2018]  Reporting Time Period End |:|[ 10/4/20181]
BatchNFA1 [ Select NFA vNmtAmount[ ]
BatchNFA2 [ Select NFA ¥ | NFA2 Amount |:|

BWR Households in Batch

Job Number = Address | Total BWR Amount
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1. After entering one client, click the Add Member button to add additional household members to the
same BWR OR click the save button to finish later.

NOTE: The “SAVE” button doesn’t need to be clicked after the first household/member/item has been
entered. This SAVE option is only if you do not have time to finish adding additional items, etc...

2. The first member added is auto selected as the Applicant.

3. After entering the first BWR item, click Add Item to add additional BWR items for this BWR.

4. When you have completed adding the members and items for this BWR, enter reporting period
start/end and select at least one NFA in the NFA 1 drop down.

5. When you have completed step 4, click Create BWR to create another “new” BWR.

6. You do not need to click the “Create BWR” after each household and item entry unless the
household entries need to be an individual batch.

Locating a “saved” job that needs to be completed. Go to the “BWR Batches” Tab in the Blue Bar on the
Home Page.

I Reports Previously Served Households BWR Household Data Entry BWR Batches BWR Household Data Create SERA Case

DES)

SUBRECIPIENT ENTERPRISE
RESOURCE APPLICATION

Florida Department of Economic Opportunity

Subrecipient In Progress NFAs Pending Closeout NFAs Closed NFAs Advances Expenditures Interest Income More

MY ACCOUNT

Coastal Cloud TEST

1 Hammock Beach Parkway
Palm Coast, FL 32137
United States

- www.coastalcloud.us

Open the new BWR, click the “complete financial transactions” button and scroll all the way to the
bottom and click on the job #.

BWR Households in Batch

Job Number  Address Total BWR Amount

test Oct3rd  teststreet test FL fest = 50.00

1. After clicking on the job number this will allow you to add additional members and items to
current batch and then save.
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BWR Batches

Each time the Create BWR button is selected, that BWR data is added to a BWR Batch. The BWR Batch is
how the BWRs are grouped together for payment.

At the bottom of the BWR entry screen, you can see the BWRs included in the BWR Batch.

BWR Households in Batch

Job Mumber | Address Total BWR Amount

WXB12345 13 Rlcardo Place Palm Coast FL Florlda = 512.00

Editing BWRs

The BWR, Household Members and BWR Items can be edited through this Job Number link in the list
above. Clicking on this link will take the users to the BWR with the existing data, and they can add,
delete and edit any of the existing data.

BWR Household

Requlred Fleids are In Red.

Jobs [WHB13345 Fugl Source MNatural Gas ¥ Landiord Agreement | [Yes v
13 Rlcardo Place Clty Paim Coast Zip Florlda
FL Proof of Cwmership 22154 Cllent Energy Household with HIgh Energy Burc
1,000 Property Type Cwner Mohblle Home v “ear Bulit 2002

Fre Reading Date 5/16/2018 [ 5/16/2018] | Post Reading Date 5/ 16/ 2018 [5/16/2018] | Final Reading Date 5/ 16/ 2018 [5/18/2018]

Pra Elower Reading Post Blower Reading Flnal Blowser Reading

Pre Monoeor Readlng Final Monaoxor Reading

Inspected Date [5/16/2018] | Inspector P Comments

Household Members

v Kelth eers
Age 58 Dilsabled
PrC Employment Income Unempioyment Comp
Soclal Securlty Supplemental Income Rretirement Income
Other Income
3 Another

L hasL Blower door asslsted alr szallng ¥ Unlt of Measure | |CPM A

Uinlt Cost | [2.0000

2.00
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Upon saving the changes to the BWR, the user will be returned to the BWR entry screen to complete the
financial transactions.

**BWRs can be edited or updated UNTIL they have been assigned to NFAs. Once the Batch BWRs are
assigned to an NFA and Financial Activities are created, the Batch and its related BWRs are no longer
editable.**

Related NFAs
Batch Total 512.0
f TimeF d Sta [ Reporting Time P d 1
atcn NFA b F n
3 FA 2 S v FA2 In
BWR Households in Batch
b n BWR I
4 Ricardo Place Paim C LF G 2.0
Assigning BWRs to NFAs

Once you have completed entering the BWR, Household and Client Data, and are ready to create
Financial Activities for those BWRs, you will choose the NFA to which you want to assign the BWRs.

Related NFAs

Batch Total $12.00
f e Time F d Sta [‘ Rep neT P d 1
atcn NF v an
a FA2 S v FA2 un
AND SR Y orad SRS fe 7= ol T i
E'\ ~ AOUSeno i_ | Da N
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In the related NFA section, you will chose at least one, but up to two NFAs.
Select the Reporting Time Period Start and End Dates.

Click the Select NFA drop down to see a list of applicable NFAs for this program.
Chose the NFA you want to use.

Click Finish to complete the BWR assignment to the NFA.

vk wnN e

Financial Activities and Cost Categories

On the next screen, you will have the ability to enter the amounts in the applicable Cost Categories for
the Reimbursement Request.

SRR A SN A AN N

The following page will show you the Batch of BWR information and links to the Financial Activities to
submit each Reimbursement request for approval.

BESS Community Action Agency Training Guide v3 29



DEY)

FLORIDA DEPARTMENT o
ECONOMIC OPPORTUNITY

[ Reporis My Cases Client Previously Served Households

BWR Batch
BWRB-0899
BWR Batch Name Ouiner
BWRB-0899 Rebbeca BeersTEST
Weatherization Assistance Program (WAP) - 2016
Weatherization Assistance Program (WAP) - 2016
Financial Activity 1
2
Batch ID
Rebbeca BeersTEST 2018-04-16 14:38:49
Last Modified By
ersTEST , 4/16/2018 10:38 AM Rebbeca BeersTEST |, 4/16/2018 10:38 AM
[ BWR Financial Activities (2) [ New |
BWR FINANCIAL ACTIVITY NAMER FINANCIAL ACTIVITY LEGACY CONTRACT NUMBER BWR LABOR
BWRFA-7238 FA-281732 50.00 ®
BWRFA-7239 FA-281733 $0.00 .
View All

To select a Financial Activity, click the link in the related list — the FA number.

**Hint: if you right click on the FA number, you can open in a new window. If you do this, you will be
able to come back to this window to complete the next Financial Activity easily.

[J BWR Financial Activities (2)

BWR FINANCIAL ACTIVITY NAME  FINANCIAL ACTIVITY LEGACY CONTRACT NUMBER BWR LABOR

B FA2§*= $0.00

Open link in new tab

BWRFA-7239 FA-28 Open link in new window $0.00

Open link in incognito window

Save link as...

Copy link address
nity ColumnCopy 2

Inspect

In the new window that opens, review the Financial Activity for completion. When complete, submit the
Financial Activity for approval.
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[, ] Reparis My Casex Clent Previowsly Berved Hous=holds BVR Hous=hold Dafs

Financial Activity
E FA-IEEIIE Mt Submil for Approval

Finandal Aciviy Type Reparting Time Feriod Btart

Relmbursement

Fmgarting Time Fessd Sk

- Dwm Smzering Tems Sensd Gz

Swzowmms Tute

2ppried Date
T S TP
£L1 y LLost Lategories
¥ T irQ i Totad Bk Budgat M e
E = i -«
cticn Ex il «
ucticn Ex b +
cticn Ex Shateria i r
it £ Sk & Faa R
it FR QLS & L -
ot LR Lateria Py t -
-
4 3
County Expenditures

When you have submitted for approval, close the page to return to the BWR Batch record.

If you have a second Financial Activity in the Batch, follow last step again to submit the Financial Activity
records for the BWRs.

Returning to a BWR to edit, update or complete Financial Transactions.

If you are unable to complete a BWR, need to edit it, or have left before completing reimbursement
requests, you can do so through the BWR Batch.
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Go to the BWR Batches Tab, and select the Batch you would like to work with.
] Reporis Previously Served Households BWR Household Data Entry EWR Balches BEWR Household Data Create SERA Case

BWR. Batches

y BWR Batches v

5 items * Sorted by BWR Batch Mame » Filiered by |sQwner » Updated a few seconds ago E

BWR ..+ MFA1 @ nFa2 @ CREATED DATE ([§
1 BWRB-1029 (036565 - Weatherization Assistance Program ... 036563 - Weatherization Assistance Program ... 5/3/2018 3:18 PM ®
2 BWRB-1030 036565 - Weatherization Assistance Program ... 5/3/2018 3:49 PM ®
3 BWRB-1034 (036565 - Weatherization Assistance Program ... 036563 - Weatherization Assistance Program ... 5/8/2018 8:55 AM =
4 BWRB-1041 (36565 - Weatherization Assistance Program ... 5912018 11:422aM (@)
5 BWRB-1074 036565 - Weatherization Assistance Program ... 5(16/201810:39 . (@)

Once in the BWR Batch Screen, if you have not yet completed the Financial Transactions, the green
“Complete Financial Transactions” Button will be available.

BWR Batch
BWRB-1029 Complete Financial Transactions

Click the button to go back to the BWR entry screen where the included batches are listed.

Follow the instructions from above in this guide to edit, add or delete BWR information and complete
Financial Transactions (Assign NFA, create Reimbursement and submit for approval).

Related NFAs

Batch Total $12.00

Reporting Time Perlod Start {[5/16/2018] Reporting Time Perlod Ena [ [5/16/2018]
Batchn NFA1 | [Select NFA ¥ | NFA1 Amount |
Batcn NFA2 | [Select NFA ¥ | NFA2 Amount |

1nien
nish

BWR Households in Batch

Job Number = Address Total BWR Amount

WXB12345 13 Ricardo Place Paim Coast FL Florlga  $12.00
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8. 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 Repois MyCases Client  Previously Served Households

Subrecipient
Edit BWR Household Data Entry ‘Grant Summary Report
BESS TEST
Phone Billing Address Website
123 Main Street WWW.XXXX.XXXX.COM

Anywhere, FL 32318
USA

Subrecipient Information

Subrecipient Name Phone
BESS TEST

oy pusiness s e \WoA) Fax

FEIN Number
123456789

DUNS

Address Information

Billng Address Shipping Address

123 Main Street
Anywhere, FL 32318
USA

\{

Map data ©2018 Google

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.
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A Reporls MyCases Client Previously Served Households

m Subrecipient
|

Phone Billing Address Website

Edit BWR Household Data Entry Grant Summary Report

Subrecipient Information

Subrecipient Name Phone

Doing Business As Name (DBA)

FEIN Number
123456789

DUNS

Address Information

Billing Address Shipping Address

\= ?

Map data ©2018 Google

Grant Summary Report

Click on the button to run the report.

g F (WR Housenast Date Eby  Crst Stavenaey Regort |
BESS TEST

123 Main Street
Anywhere, FL 32318
USA

WWW.XXXXX.XXXXX.COM

b. A separate window will open with the Conga Composer screen. This is the tool used to

BESS Community Action Agency Training Guide v3

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.

C‘OﬂQa Composer-

BESS TEST

Conga Compauer wisi haw B oay

Output Documents

e

el L
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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 eGrants 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.

BESS Community Action Agency Training Guide v3

A Repots MyCases Client Previously Served Households

Reports
All Folders
1 item - Sorted by Folder Name

REPORTS FOLDER NAME 4 CREATED BY LAST MODIFIED BY CREATED ON

Recent

M eGrants Reports Coastal Cloud Coastal Cloud 3/27/2018 3:33 PM .
Created by Me

Private Reports
All Reports
FOLDERS
Created by Me
Shared with Me

All Folders

Reports
All Folders > eGrants Reports
3items * Sorted by Report Name

REPORTS REPORT NAME 1 DESCRIPTION FOLDER LAST MODIFIED BY SUBSCRIBED
Recen
ecent E

Created by Me

Private Reports

All Reports

FOLDERS
Created by Me
Shared with Me
All Foiders
FAVORITES

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

direct access to the page.

D KEZ%RSTures Report Draft n n m

79,648  Total Total Material Cost $125,786.72  Total Labor Gost Tatal Unit Cost
$10,018,660,985.25 $19,042,918.81 $19,604,666.4395
TOTAL MATERIAL COST LABOR COST | UNIT GOST
MEASURE Sum Sum Sum
Address Minor Mold Issuss 3 5354.00 5118.00 $525.00 5232.9000 594.3000
Air Filters - AC/Heat 4,677 5102,535.94 52182  597.661.24| 5101.987.5100 521.8062
Attic ventilation 724 5327,503.40 545235| 5334,512.38| 5327.503.4000 5452.3528
Caulking 3,002 5205,955.37 S65.61| 538047441 52055215133 553.4616
Ceiling/attic insulation 4,000 51.751,471.90 5437.57| 52.011,780.67 | 51,746.328.1200 5436.5820
Ceiling Repairs - Minor 1813 5191,932.99 S105.86| 528575140 5191.932.8900 5105.8649
Clean & Tune 27 $10,383.13 5384.93 S500.00|  510.236.2650 5379.1209

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.

OREE =T

[ Created Date v ]
Range Filters
[ Custom v ]

— l— | Created Date
Start Date Custom

PR

NA [ Jan 20 2018 = ] . | (an29,2018-Feb 2, 2018)
:\gu End Date Financial ACU\I’i[y' Type

s l Feb2 2018 5 ] |- | equals Advance

Done
not equal to
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Cloning Salesforce Reports

1. Select the “Clone” button.

#  Reports My Cases

D REPORT
Portal Cash Request L) (e (=] D;

Total Records  Total Funds Requested  Total Funds Approved

1 $12,345.00 $12,345.00

Clone

Name

Copy of Portal Cash Reques|

* Make Private
Only you can find and run this report

Make Public

Move into Folder

(oo |

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.

REPORT M—
D Copy of Portal Cash Request cjvjieji = ﬂ

Total Records  Total Funds Requested  Total Funds Approved I

1 $12,345.00 $12,345.00
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Glossary of Terms
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OPPORTUNITY

Naming Conventions Job Aide

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 Agencies 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 Allocations

Program Data

N/A

Program Data

Program Data

Client Level Data

N/A

Beneficiaries

Beneficiaries

BESS Community Action Agency Training Guide v3
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