Quarterly Reports

1. Reporting for the Public Assistance (PA) program is required on all large

projects on a quarterly basis, and for all Hazard Mitigation Grant Program
(HMGP), and Pre-Disaster Mitigation (PDM) projects. From the Home screen,

select the Quarterly Report(s) that need(s) to be submitted listed under

Quarterly Report Count. Click on the red text to be navigated, or click on the

“Quarterly Reports” tab on the left side menu.
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Select the Grant # and current Period (Quarter) that needs to be reported
from the displayed list (lines are hyperlinked). You may need to select an older
period if you have not yet submitted a prior report. Look for the Workflow

Step “1) Report Submission.”
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3. Click the “Projects” tab to bring up a list of Projects.

19999 Publi Assistance Test Grant (PA) Any Texas County ‘Account for 9999 (PA) - Ay Texas Coun.

FFY2019 Q1: Oct 2018 - Dec 2018

Routing in Progress: Report Submission (Step 1 of 4)
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4. A list of projects will display. Select the first “Project” to begin reporting.
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5. The form will display. Complete the form:

e  “Current Percent Complete” — Percentage of work completed based on
the progress made in completing the scope of work at the end of the
reporting quarter.

e “Total Funds Expended to Date” — Actual eligible expenses that have
been expended to date to complete the scope of work on this project.

o “Anticipated Final Amount” — Eligible expenses that are anticipated to
be expended to complete the scope of work on this project (only if the
project has not been completed).

o “Anticipated Completion Date” — The estimated completion date of the
actual work (only if the project has not been completed).
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Note: Amounts reported from previous quarter will be displayed below the
field. You will need to update each field for each quarter.

General

Current Percent Complete: 0%

Total Funds Expended to Date, $

The amount that has been spent on the project to date.

Anticipated Final Amount g :

Under Budgel By $143,363.84

Anticipaled Completion Date:

If 100% is entered for the Current Percent Complete, the last two fields will
change from Anticipated Final Amount to Actual Final Amount, and
Anticipated Completion Date to Actual Completion Date. Enter the
information requested.

General

Current Percent Complete: 100/ [%

The percentage of actual work that has been completed at the end of the reporting period (not a % of funds
expended)

Total Funds Expended to Date k3

The amount that has been spent on the project to date

Actual Final Amount: $

Under Budget By $143,368.84

Actual Completion Date:

The date you expect the work fo be completed

6. Select “Work Status” from the drop down menu. If “Other” is selected, a box
will be display below to enter an explanation. If “Completed” or “Closed” (by
FEMA) is selected, the “Current Percent Complete” must be 100%.

Status
Work Status Select One . ‘
Select One |
Project Status Comments: Completed
On Schedule
Delayed #
Suspended
Cancelled
Cost Status: Closed
Other (please specify)
Comments:
4
Please provide any important information regarding the progress of this project
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7. Enter “Project Status Comments” in this box.

Project Status Comments:

8. Select “Cost Status” from the drop down menu. If “Other” is selected, a box
will be display below to enter an explanation.

Status

Work Status: Select One v
Cost Status:

Cost Unchanged

Cost Overrun
Commeants: Cost Undemun

Other (plesse specify)

9. Enter “Comments.” Include any pertinent information regarding the progress
of this project.

Status

Work Status Select One v

Cost Status Select One ]

Comments

10. After updating all of the information for each project, click on the red box
under “Submission Consent” to confirm that the information entered into the
form is accurate. This will insert a check mark in the box.

Note: This box needs to be checked for each project report in order for you to
submit the report.

Submission Consent

| agree the information entered in this form is accurate.
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11. Click “Save” after you have updated each Project, and checked off the
Submission Consent. The system will prompt you to save after each Project
(notice yellow banner). If you move on to another project without saving it,

you will lose your changes.
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Next Project |

12. A window will display asking you if you are sure that you want to save all of

the changes. If you are sure, click “Save.”

]

Are you sure you want to save all these changes?

=

|

13. After you have saved the report for the first project, the yellow banner will
disappear. If you have multiple projects to report, you can click “Next
Project.” Repeat Steps 5 — 12 until you have reported on each Project.
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& Wordiow

Last Viewed By. User 1 Test (Oct 24, 2019
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14. New forms can be created from the Note section in the report, if needed. To
create new forms click on the “Create New” hyperlinks in blue. You can
request a Time Extension, Scope Modification / Cost Change, or Project
Closeout from this section.

Note

e Time Extension form is required when the estimated Completion Date is
after the work deadline.

e Scope Modification / Cost Change form is required when the project scope
of work does not match the scope of work in the current FEMA approved
project worksheet.

e Project Closeout form is required when the project is 100% complete.

15. After you have saved the form, click the “Summary” tab on the left side menu
to view the Deliverables. Verify that you have completed all deliverables by
clicking on the box next to the Deliverable. This will place a check mark in the
box to indicate that you completed that specific deliverable.

Note: Even if the deliverable is not applicable you must check off that it has
been completed. For example: If your project is scheduled to be completed by
the work deadline, you must still check off “A Time Extension Request is in
process for each project with an estimated completion date greater than the
project work deadline,” even though you will not be completing a Time
Extension Request.
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9999 Public Assistance Test Grant (PA) Any Texas County Account for 9998 (PA) - Any Texas Coun.

FFY2019 Q1: Oct 2018 - Dec 2018

Routing in Progress: Report Submission (Step 1 of 4)

@ suomit
[=] Summary » ® Deliverables -
Entered the status of each project listed in the Quarterly Report
[=] Projects
ATime Extension Request is in process for each project with an estimated completion date greater than the project work deadiine.
% Form A Scope/Cost Modification Request is in process for each project whose scope wil deviate from the original scope or cost
AProject Closeout Request is in process for each project 100% complete
[C] Notes
The Submission Consent box was selected at the bottom of each project status page.
[ Documents View All Completed Deliverables
ﬂ Workflow —
Quarterly Report Details -
&) Histary This form is to report the progress of projects on a quartery basis. The quarter end dates are December 31, March 31, June 30, September 30
and this form is due within 15 days of each end date.

16. Click the “Submit” button after all of your Projects have been updated, and
you have confirmed that you have completed all the Deliverables.
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Routing in Progress: Report Submission (Step 1 of 4)
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17. You may leave a note when this window is displayed. Click the “Submit”
button when done.

Submit this Quarterly Report

Before Submitting this Quarterly Report please fill out the ne«

ry information below

Leave a note:
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18. A notification will display letting you know that the Quarterly Report was
successfully submitted. You may “Close” the window or “Go to Project.”

Successfully Submitted

ritted this Quarte You can see the workflow progress

Review
Quarterly
Report...
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