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What is TDEM (Texas Division of Emergency Management) Grants
Management System (GMS)?

o o oo GMSintegrates with data from both FEMA (Federal Emergency
Management Agency) and State financial systems, and helps applicants
. TDEM Grants '“‘ keep all of their PA (Public Assistance) and HM (Hazard Mitigation)

.« Management System documents and data in one place. It is a user friendly tool that allows
applicants to monitor the status of all of their FEMA grants, and submit
application requests, such as Requests for Appeals, Requests for Time
Extensions, Request for Closeout, directly to the State. There are also
‘Contact
s payment requests such as Request for Advance and Request for

et Reimbursement that have proven to speed the process considerably in
other states.

sl
TDEM GUSEIse TENS GOV

GMS integrates data, documents, workflows, email notifications, a
customized inbox, meetings, task tracking, issue tracking, reporting, and
a host of customized grant management modules. Here are just a few of
the easy to use tools that will help applicants better manage their FEMA, PA, and HM grants.

¢ Quarterly Reports — This module ties all of an applicant’s current projects to a Quarterly Report submission

system. Simply edit the values that may have changed, and hit

the submit button. It even remembers entries from last quarter, —

making this usually laborious and time consuming process a snap. |

+ Request for Reimbursement — This request module allows — TR
applicants to submit their payment requests directly in the R T Py e o P e Py ey
system, attach supporting documentation, monitor the approval
process, and the subsequent payment, all in the system.

* Request for Advance — This request module allows applicants to
submit their request and justification directly in the system, and
monitor the approval process and the subsequent payment.

* Request for Time Extensions — Because the system tracks project
work deadlines, this module is a handy way for applicants to request an extension, and to monitor that request as
it is reviewed by the state and then by FEMA.

e Scope Changes — Manage all grant project scope changes in the system. PA versions automatically update the
system when they are obligated, which, like many areas of the system sends the applicant’s staff an automated
email informing them of the change. HM scope changes come in the form of a request from the applicant in the

T - G - ST S ; system, which is then reviewed by the State and forwarded to
ject #?%:VReirmbursemenl Request#2 A FEMA.

* Appeals — When a grant award is made, FEMA allows
for a project appeal, and the system allows applicants to
request that an appeal be generated for that grant. The system
manages the process and applicants can continue to monitor
the progress and receive notifications relative to that appeal.

* Closeout — When a project is finished and fully
funded, applicants may submit a Request for Closeout which
notifies the State to start the process of final review.

These are just a few of the features of GMS. The tool helps
applicants keep all of their documents and data in one place,
and provides a suite of support services that will help manage

Recipianee:

all aspects of their FEMA Grant Programs.
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Public Home Page

The Public Home Page is the same as the User Login page. Grants.tdem.texas.gov is
a web-based portal which manages the entire Public Assistance (PA) and Hazard
Mitigation Grant Program (HMGP) process. The portal centralizes PA and HMGP
information, connects applicants, the State, and FEMA in one place.

Home OpenGrants PublicAssistance Hazard Mitigation  Fire Management Assistance Grant Forms Job Aids

Returning User Login:

TDEM Grants Emat:

4.+ Management System ... -

grants.tdem.texas.gov tracks Emergency Management grants in Texas. The system manages
the process from application through closeout.

About News Releases Contact

This site is for the online applications and Aug 27, 2019 - **GMS Website Changes** Address:

management of the Public Assistance (PA) and As of September 1st, 2019, the Grants Management System (GMS) used Texas Division of Emergency Management
Hazard Mitigation (HMGP) grant programs from for processing of State of Texas emergency management grants will be 1033 La Posada Dr.

FEMA 1o state, local, and federally recognized tribal transferring to a new server and a new address. Austin, TX 78752
governments and certain private non-profit entities.

The PA is a federal reimbursement program that Sep 7, 2018 - Quarterly Reports Email:

assists state, local, and tribal govemments and Federal regulations require the Texas Division of Emergency TDEM.GMS@tdem. TEXAS.GOV
certain private non-profit entities in returning a Management (TDEM) to monitor its activities under Federal awards to

disaster area to pre-disaster conditions. The HMGP assure compliance with applicable Federal requirements, and that

provides significant opportunities to reduce future performance expectations are being achieved.

loss of life and property, to protect public

infrastructure and to build disaster resilient May 4, 2018 - Revised Third Version (3.1) Public Assistance

communities through mitigation planning. Program Policy Guide

FEMA announces the issuance of the updated third version (3.1) of the
final Recovery Policy FP 104-009-2, Public Assistance Program and Policy
Guide (PAPPG)

Note: You do not have to be a user to view information on this page.
At the top, right hand side of the screen, click on tabs to view the following:

e Home (Default Tab): Returning User Login, Forgot Login, Register for Access,
About the Texas Division of Emergency Management (TDEM) Grants Management
System (GMS), News Releases, and Contact Information

e Open Grants: List and description of all open grants

e Public Assistance: Disaster specific guidance, and FEMA publications

e Hazard Mitigation: Program overview, updates, and documents

¢ Fire Management Assistance Grant: Useful links, updates, and documents

e Forms: Public Assistance, Hazard Mitigation, Fire Management Assistance Grant,
and Common Forms for these programs

e Job Aids: Tools for assisting in performing tasks within GMS
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https://grants.dps.texas.gov/app/#home?o=grantnumber+asc

How do I Sign Up for the Grants Management System (GMS)?

TDEM Grants

CuemGranls  PuliicAsitenee | kazrd Mikplicn

Management System

News Releases

fa) 27, 2019 - **GMS Websile Changes?*

Sep 7, 2018 - Quarterly Reports
Fed

1. In order to access GMS you will need to
go to https://grants.tdem.texas.gov to

for access.

TDEM. GHS Erldem. TEXAS GOV

2. In addition to registering, if we do not have a current
Designation of Subrecipient Agent (DSA) Form for the
grant/program for which access is being requested, a DSA
must be completed and signed by the Certifying Official
for your entity. The Certifying Official must be a Mayor,
Judge, or Executive Director with the authority to obligate
funds and enter into contracts for the organization. The
signed, dated, and completed form should be emailed to
TDEM.GMS@tdem.texas.gov. If we have a signed DSA on

file, we will email the primary contact at your entity to

Texas Division of Emergency Management
Designation of Subrecipient Agent

Primary Contacts

Subrecipient:

Disaster Number(s)]

Name:

Office Number:

Position/Job Title:

Fax Number.

Organization/employer:

Cell Number:

Email*

The Primary Agent will have full GMS access

Name

Position/Job Title:

Organization/employer

Email*

(zoEm)

*Note: All

email addresses must be unique to user

=

Signature o

(Mustbea
to obligate

f Cartifying Offi

Print Name Date

=============

request permission to grant you
access to GMS.

3. The link to the DSA form is:

register. Click on the gray “Register”
button, and complete the form. You can
click on “Job Aids” at the top of the screen
to get detailed information on how you
- | can complete the online form to register

Register for Access

—
[

C—

Please specify Public
Assistance, Hazard
mitigation, or both

Sslect multipie Grant Humbers)

https://grants.tdem.texas.gov/site/Forms.cfm. The form

October 2019

is located under Common Forms.

4. Once your request has been approved, you will
receive a system generated email with your Username
and temporary password. The system administrators
will also send an email informing you that you have been

granted access to the system.



https://grants.tdem.texas.gov/
mailto:TDEM.GMS@tdem.texas.gov
https://grants.tdem.texas.gov/site/Forms.cfm

Quick Start Guide for Obtaining Grants Management System
(GMS) Access

» Go to the GMS Website (https://grants.tdem.texas.gov) and click on the gray
“Register” button 3 ror complete instructions, see the Register for GMS
Access job aid.

> If we have a current signed Designation of Subrecipient Agent (DSA) form on file
for your entity, the system administrators will request permission from the
primary contact or access approver for your entity to grant you access to GMS.

> If we do not have a current signed DSA Form for the grant/program for which
access is being requested, complete the DSA found under Common Forms on the
GMS Website. Fill out all of the requested information. If you have not submitted
the most recent form, you must complete a new form.

Note: All persons on the form must have a unique email address (the same email
address cannot be used for multiple people).

» The Certifying Official for your entity must sign and date the form. The Certifying
Official must be a Mayor, Judge, or Executive Director with the authority to
obligate funds and enter into contracts for the organization. Email the completed
form to TDEM.GMS@tdem.texas.gov.

» GMS will generate an email with your Username and temporary password. The
system administrators will also send out a supplemental email in case you do not
receive the automatically generated email from GMS.

Note: It may take a few days to complete Access Requests after we have received
the proper approvals. Please do not submit duplicate requests.
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Register for GMS Access - Applicants

1. Go to https://grants.tdem.texas.gov, and click the “Register” button.

Home OpenGmants PublicAssstance Hazard Mitigation  Fire Management Assistance Grant Forms Job Aids

Returning User Login:

TDEM Grants Email:

s v Management System | PR E——

grants.tdem texas.gov tracks Emergency Management grants in Texas. The system manages
the process from application through closeout. Forgot Login?

2. Complete the Registration form (required fields will be highlighted with a red box,
but please complete as much information as possible):

e First Name: Enter the user’s first name.

e Middle Name: Enter the user’s middle name or initial.

e Last Name: Enter the user’s last name.

e Title: Enter the user’s current work title.

e Email: Enter the user’s business/work email address. This address will be the
user’s log in username, and log in information will be sent to this address.
Note: The same email address cannot be used for multiple contacts.

e Phone - Business: Enter a phone number where the user can be reached.

® Request Type: Select from the drop down menu if the user is a New User
Requesting Access, or an Existing User Requesting Additional Access.

e Please select your user type: Select “l am a representative for an Applicant
Organization.” (The other option is reserved for TDEM and FEMA employees.)

e Applicant Organization: Select the applicant which the user represents from
the drop down menu.

e Requested Permission Level: Select one of the two options from the drop
down menu, 1) Applicant - Full Access, or 2) Applicant - Read Only.

e Reason for Requested Access: Enter comments as to why access is needed.
Also, enter if the user is an Auditor — Applicant. If access is being requested for
multiple Grant Programes, list them in this section.

e Grants Program: Select the grant program for which the user is requesting
access from the drop down menu. If you are requesting access to multiple

October 2019 5


https://grants.tdem.texas.gov/

3.

Grant Programs, list them in the Reason for Requested Access. A separate
Access Request form is not required.

e Grant Number: Select the grant number listed under the Grants Program
heading (in bold letters) for which the user is requesting access from the drop

down menu.
Note: To select multiple Grant Numbers, hold down the Ctrl key on the
keyboard and click the desired Grant Numbers.

e Position: Select the position being requested from the drop down menu.
If you are selecting to be the Primary, Secondary Agent, Primary Finance
Contact, or Certifying Official you will need to submit a Designation of

Subrecipient Agent Form found at https://grants.tdem.texas.gov/site/Forms.cfm.

e Assignment Description: If the user will be restricted to select projects for
HMGP, please list here.

Click the “Register” button to submit the form.

Register for Access

Please specify Public
Assistance, Hazard

Mitigation, or both ‘ {Note: if you need occess to both P4 &
E—— is s not necessary if noted in

HI then thi
| Beiect Cra ) |R!m‘ﬂnfar Requested Access obove)

Select Grants
¥ (Note: Hold down the ctri keyto
salect multiple Gront Numbers)

h“

In addition to registering, if we do not have a signed Designation of Subrecipient Agent

(DSA) Form on file for the grant/program being requested, a DSA form must be

October 2019


https://grants.tdem.texas.gov/site/Forms.cfm

completed and signed by the Certifying Official for your organization. The Certifying
Official must be a Mayor, Judge, or Executive Director with the authority to obligate
funds and enter into contracts for the organization. The signed and completed form
should be emailed to TDEM.GMS@tdem.texas.gov. The form can be found by clicking

on “Forms” at the top of the Grants Management System (GMS) home page. The link to
the form is https://grants.tdem.texas.gov/site/Forms.cfm. If we have a current signed

DSA on file, the system administrators will email the primary contact/access approver
for your entity to request permission to grant you access to GMS.

grants.tdem e o ey,

Public Assistance (PA) Forms

o Nctice of Intert Form

Application Package HM

Fire Management Assistance Grant (FMAG) Forms

*  Rocuest for Fire Maragemet Astance Sobgrart Fom

Commaon Forms

4. The system administrators will set up the new user account, and a system
generated email from grants.tdem.texas.gov will be sent out. The email will

include your Username and temporary password. The system administrators will
also send an email informing you that your account has been set up.
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Reset Password (Forgot Login)

1. If you forget your login information, click on “Forgot Login?” on the GMS website.

granB_tdern Home OpenGrants Public Assistance  Hazard Mitigation  Fire Management Assistance Grant  Forms  Job Aids

Returning User Login:

.l TDEM Grants .
]

2.v Management System P—

grants.tdem.texas.gov tracks Emergency Management grants in Texas. The system manages
the process from application through cdoseout. Forgot Login?

2. Type your email address in the red box, and click the blue “Send Information”
button.

Home OpenGrants Public Assistance  Hazard Mitigation ~ Fire Management Assistance Grant  Forms  Job Aids

Retrieve Account Information

o
(]
o
(]

Open Grants Retrieve Account Information

Public Assistance
Forgotten your Password or Username? Enter your email address in the form below and your login details will be emailed to you. Please

Hazard Mitigation note, this action will reset your password.

Fire Management Assistance
Grant Email Address: l

Forms
Job Aids

© News Archive

[-]

[-]

3. You will receive an email from no-reply@emgrantspro.com containing a link to
reset your password.
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Change Password

1. To change your password once you received a system generated password, select
your name at the upper right had corner.

# © - A~ (M accounts ~ %, prRosecTs +  $ Fmances + B~ Q Welcome Pam (Admin) Lawhon % (CZUD ©

My Home

U Quick Start Guides? = | My Inbox Summary

Weilcome to grants. dps.texas govl To view training videos, reference user guides, or submit a support ticket, see the help icon located in the Inbox
top-fight corner of the screen (2 ) Drafts

7 Open Grants

Favorites

2. Select “Manage,” and then “Change Password.”

E Save ﬁ Delete 4

=] Summary

» Basic Information
Profile Picture
Permissions
Assignments
Custom Menu

Received Emails
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Enter the temporary password provided or old password in the box labeled “Old
Password.” Enter a “New Password” and “Confirm New Password.” Then click
the “Change Password” button above.

E Change Password @ Back to Contact Admin

7] Summary Change Password

& Manage b -
Old Password E

Basic Information

- Please enter your old password
Profile Picture i P

Permissions
New Password: ——
Assignments
Password must be at least 8 characters

* Change Password
Your password must have at least one characterin 3 of these categories: Uppercase, Lowercase, Mumbers and

Custom Menu Special Characters.
Received Emails
Confirm New Password: e-—-_
‘% Inbox Please confirm your password
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User Profile / Update Contact Information

By clicking on your name at the top right of the screen, you will be able to access
your user profile. Your contact details will display. Click the “Manage” tab on the
left navigation menu to do the following:

Edit your Basic Information

o Title

e QOrganization

e Email

e Phone Number(s)

e Supervisor (must be GMS User)

Address

Change Password

Set out of Office Back-up User
Set Email Notifications
Change Profile Picture

If you need to change your name, please submit a support ticket. If you have
changed organizations, you will need to register for access from the GMS login page,

or submit a new DSA for your new organization.

October 2019
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My Home Page

The Home screen will give the user information, and the ability to navigate the
system. The applicant that you represent will be displayed in the dark red area at
the top of the page. If you represent multiple entities, the system will prompt
you to “Choose an Applicant.”

A [ # -~ (I accounts N, prosecTs ¥ $ Fnances v Q Maria Salazar logged in as User 2 Test + (XD ©)|

Menu Bar

~  Create New Request 75 Submit New Reimbursement Request

More =
] summary 3 7] Applicant Details - 7] Apply fora Grant
# Accounts Unique Applicant ID: 2501 There are currently 11 Grants open. If you
wish to apply, please click the Apply Now
FEIN#: 11111111 bution below.
4| Projects
DUNS #: 111222333 Apply Now
Payments Account Count: 2 Accounts Open
Project Count: 8 Projects
[1] Quarterly Reports
|54 Contacts Quarterly Report No Active QR (View All)
Gount: © 1 overdue quartery Report
[[] Notes
Eligible Obligated: $377,781.90
) Documents Federal Obligated: $990,781.78 (262.26%)
View Graph
&) History State Obligated: $24,192.84 (6.40%)
View Graph
Local Share: $36.289.27 (-168 66%)

e Applicant Details: Number of open accounts, project count, number of
quarterly reports, and other financial information will be listed in this section.
The items in red are hyperlinked. Click on any of those items to get additional
information.

e Menu Bar: Will appear throughout the system.

e Create New Request: This button is used for a Data Update Request to
remove a contact or update any incorrect data on your organization’s profile
(Support Ticket will be created).
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e Submit New Reimbursement Request: Once you click on this button, you will
be prompted to select the “Grant” and “Project” for the Reimbursement
Request.

If you represent multiple applicants, you will be prompted to select an applicant

in order to view the Applicant Details for the selected applicant, as displayed in

the previous page.

#f @ # - I accomwts ~ %, provecTs ~  $ Fnances ~  Q Maria Salazar logged in as User 3 Test () % -]

Choose an Applicant

~ | Save as Menu Preset

Quick Search: 2resuts « Y W)

~ Name FIPS # Classification County PNP Agency
Any Texas County 111-TEST0-00 County Sherman N N

Any Texas Town 000-TESTO0-00 City Sherman N N
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Menu Bar

* # ~ [ Aaccounts ¥ 9, PRoECTS ¥ $ FmNances v Q

e Home: The Home icon navigates to the Home page.

e My Inbox: This is like your email. A round icon will appear on the My Inbox
menu located on the Main Menu bar if a new item is received in your inbox and
will indicate the count of unread new items.

e Saved Presets (Thumb Tack): Allows the user to customize their menu.

e Accounts Tab (Applicant + Disaster = Account): The Accounts Tab allows the user
to navigate all account related requests, forms, listings, and reports. The white
Quick Search field can also be used to type in any account related data, such as
FIPS number or Applicant Name, and will display results dynamically below the
Quick Search field.

e Projects Tab: The Projects Tab allows the user to navigate to all project related
requests, forms, listings and reports. The white Quick Search field can also be
used to type in any project related data, such as Project Number or Project Title,
and will display results dynamically below the Quick Search field.

e Finances Tab: The Finances Tab allows the user to navigate to all payment
related requests, forms, listings and reports. The white Quick Search field can also
be used to type in any payment related data, such as Transaction Number or
Voucher Number, and will display results dynamically below the Quick Search
field.

e Search (Magnify Glass): A quick search or advanced search can be performed
from here. The advanced search allows for system-wide searches with several
filter options or search criteria.

e User Profile: Clicking on your name will take you to the contact details page
where user information can be edited depending on your level of permissions.

e My Favorites (Star): Click on star to find the favorites you set.

?
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e Help Button O : Clicking on the Help icon will give you the option to view the Help
Guide, or Open a Support Ticket.

My Inbox

From your Home screen your My Inbox will be located at the top of your screen in
the Menu Bar.

# & # -~ (M accounts ~ N, prOJECTS + $ FNances ~ Q

If you have mail in your Inbox, you will not see the icon. Instead you will see a yellow
circle with a number which indicates the number of unread messages. This will give
you a preview of the ten most recent messages.

ft @ - # - (M accounts ~ N, PROJECTS ~ $ FINANCES ~ Q

To see all the items in your Inbox click on the area highlighted in red below “Click
here to see all 2 items in your inbox.” This number will change depending on the
number of items in your Inbox.

@ - # - (acconts ~ %, prosects ~  $ Fnances ~  Q Maria Salazar logg

Project #4390 - Memorial Sth Advanced by John Lecheler Mar 11,2019 4:46PM

The items will display. The items are hyperlinked, so you can click anywhere on a
particular line to navigate to that that item.

‘ %, Dismiss Selected
% My Inbox ) {% my Inbox
» My Inbox
Dealt With Quick Search 2resus - B &
Delayed O & Date Action From Item Days
Notes
Pearice] O Mar 11,2019 4:46 pm  Advanced to 11)...  John Lecheler Project Closeout #2 - 1791 (PA) / Any Texas To... o
e O Mar 11,2019 3:34pm  Advanced to 6) John Lecheler Account Closeout #1 - 4223 (PA)/ Any Texas To. a
ou| Drafts -
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The selected item will display.

# @ - A - M acconts ~ % prosects ~ $ Anances ~ Q Maria Salazar loggedin as * D
4223 Severe Storms, Tomadoes, Straigh Any Texas Town Account for 4223 (PA) Any Texas Town

READ-DMLY  REVIEWING

Account Closeout

l;-:‘ Advance Returmn -
7| Summary »
@ Deliverables - 9 Grant -
5/ Form [] Assigned Request number and entered the Account Closeout request into the 4223 Severe Storms, Tornadoes,
database Straight-line Winds, and Flooding
Public Assistance
Notes [[] Mote was created in GMS with suspense log number Declared: May 29, 2015
Emergency Deadline: November 29, 2015
o nts View All Completed Deliverables Permanent Deadline: November 29, 2016
ocume
L Workflow Account Closeout Details - # Applicant -
_ This form notifies the State that all work for this disaster is complete and all requested Any Texas Town
\») History funding has been received. Sherman County (5 - Northwest Texas
Region Region)
FIPS # 000-TEST0-00
Approved Completion (Submitted as Oct 19, 2018) State # 30052 FEIN # 111111111
Date: Vendor #:
DUNS # 111222333
R . Type: City
Comments: And)|r 'Lexas Tuwnds cluieuut w‘urkﬂuws hahve bs;nﬂqczlg:;sed Physicalailing’ 1 Langhorn Drive
zzmluriyarerea y to begin closing out their Sherman, T

Drafts

If a form was saved for later retrieval, it will be under the My Inbox menu. Click
“Drafts” on the left side menu to retrieve the form.
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# »

My Inbox

% Dismiss Selected
>

% My Inbox »
» wy Inbox
Deat with
Delayed
Notes

Reminders

& shared Inbox

[ Sentltems

(D Support Tickets

M Accounts

%, PROJECTS

£ My Inbox

Quick Search

 Date

$ rnances

Action

Item

Maria Salazar logged in as User 1 Test

0 results

October 2019
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The Draft documents will display. Select the item that you wish to retrieve (items are

hyperlinked), and the system will navigate to that item.

My Inbox

gresuts Y ) 5

£ My Inbox b/ Drafts
Quick Search
& shared Inbox
a Created Date tern Re-Assigned  Days
au| Drafts > Imarza 20193:29 pm Appeal - 9999 (PA) / Any Texas Town (0]
B senth Jan 9, 2019 11:03am Project Closeout - 9999 (PA) / Any Texas Town / Project #74 - EXP Asbestos Abatement and E (L Cat B)
ent ltems.
Dec 18,2018 1:13 pm Project Closeout - 9999 (PA) / Any Texas Town / Project #74 - EXP Asbestos Abatement and E (L, Cat B)

Once the desired item is open, changes can be made and additional documents can
be added by clicking the “Add Document” button at the bottom of the page. Make
sure to complete all of the Deliverables prior to submitting any form.

No Uploaded Documents

Add Document

October 2019
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My Favorites

An applicant has the option of saving a particular page as a My Favorites to their
Menu Bar. This is another easy and quick way to navigate the system. The Star on the
Menu Bar located next to the user’s name is the My Favorites tab.

e View Favorites: Click on the “Star” and a My Favorites box will appear with a list
of saved favorites the user created. Click on the desired item to be navigated.

% [ # - (M accoowrs ~ %, provects ~  $ Anances - Q) Maria Salazar logged in as User 4 Test Eo

Any Texas Town

- 9999 (PA) / Any T,

e Add Favorites: In the banner, located on the left hand side, a muted Star will
appear next to the Heading. Click on the star and it will change to yellow. A green
check mark “Added to favorites” will appear briefly. This page has now been
saved to the My Favorites tab (Star on the Menu Bar).

# @ # - Maccomts ~ % proscTs + $ Fnances + Q Maria Salazar logged in as User 4 Test + (2D ©

) Pabie: Axsatanee Tesl Grast (PA) Ay Teua Town

Dﬁooount for 9999 (PA) - Any Texas Town

(3) New Communication T Create New Request More =

=] Summary by Account Details - €% Gram

#0899 Public Assistance Test Grant

dal Projects Authorized Agent: e Applcant - Emergency Manager Public Assisgtance

#f @~ # - (Maccomts ~ A, provcTs + $ mances v Q Maria Salazar logged in as User 4 Test + (2 ©

PP Ptk Assrtance Test Grant (PA] Arry Texas Towss

ooount for 9999 (PA) - Any Texas Town

(3) MNew Communication = Create New Request e
r
l Added to favorites.
T Summary b Account Detalls - B Gram
Apciicant - Em p— 5599 Public Assistance Test Grant
& Projects Authorized Agent: Joe Applicant - Emergency hianage Public Assistance
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Delete Favorites: There are two ways you can delete favorites:

1) By clicking the “Star” on the Menu Bar, a My Favorites box will appear with a
list of Headings (pages) you have saved. Place the mouse on the item you wish
to delete and a red @ will appear. Click on the red @ and a pop-up window will
appear asking “Are you sure?” Click on “Remove” to remove this item from
My Favorites. A green check mark “Removed from favorites” will appear
briefly. This page has now been removed from the My Favorites tab (Star on
the Menu Bar).

% O » 1 Accounts 9, PROJECTS $ rFnances Q

9999 Public Assistance Test Grant (PA) Any Texas Town

Account: ;
% Account for 9999 (PA) - Any Texas Town et s9 -y s o [+] E,I.',!

Active

(5 Newcommunication Create New Request More ~

% © » i Accounts 9, PROJECTS $ FNaNcES Q

= Are you sure?

Do you want to remove this favorite? (Account for 9999 (PA) - Any Texas
Town - 9999 (PA) / Any Texas Town)

9999 Public Assistance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

Active

@v New Communication Create New Request

Remove | JefN[]
J Removed from favorites.

2) Navigate to the favorite that you wish to remove from My Favorites, and click
on the yellow Star. This will delete that page from My Favorites. A green
check mark “Removed from favorites” will appear briefly. This page has been
removed from My Favorites, and the Star will become muted.

#f 0 4 M Accounts %, PROJECTS $ rFnances (o}

9999 Public Assistance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

Active

@1 New Communication Create New Request

% © » M Accounts %, PROJECTS $ FINANCES

9999 Public Assistance Test Grant (PA) Any Texas Town

DAooount for 9999 (PA) - Any Texas Town

Aclive

@'\ New Communication

J\ Removed from favorites.

Create New Request

s
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The Help button is a question mark 'z located on the far right corner of the Menu
Bar. Clicking on the Help button gives you the option to view Training Videos,

Help Button and Help Guide

access the Help Guide, or Open a Support Ticket.

Help and Support

The Help Guide allows you to navigate to desired sections by using the tabs on

Training Videos The Help Guide Open a Support Ticket

05 provide an Have a ook through our help Can't find the answer to your

i different areas in g ill provide question? Click the button
instructions on haow 1o use the below 1o send & message to
system our Suppedt Team

the left of the User Guide.

User Guide

(& Prnting Options

[Z] Introduction

@ Accounts

» Projects

Project Versions

‘Scope Modificaton / Cost Changes
‘Smail Project Closeout

Project Appeals

Applcations

Expenses

o Payments

More ~

& Projects

A project s a specific work activity that needs to be performed, as outiined by the scope of work

Finding a Project
There are a few ways to find projects in the system:
« Quick Search: Click on the Projects menu located on the Main Menu Bar, then enter the project number in the white search bar. Resuls will dynamically show as you type (ie. 100). You
may also specify the Grant number after the project number (i.e. 100 in 1603). Once the project you are looking for appears, click on it to go directly to that project.
« Project List Report: Click on the Projects menu located on the Main IMenu Bar, then ciick on the Project Listing link located under Listings & Reports. For more information on using quick
search and fiter options on a list see the List Overview section.

+ Advanced Search: Click on the magnifying glass icon located on the Main Menu Bar, then select "Project” n the Module drop-down selector.
Creating a New Project Request

1. From the Project screen, click on the Create New Request bution located on the Action Bar.

2. Adialog pops up on the screen that sts all available Project requests. Click o the request type you would like to create (note that you will then be navigating away from this screen to a
new draft reques?)

Create New Request

Submitting a Quarterly Report

For information on Quarterly Reports see the Quarterly Reports section,

October 2019

21



Click the “Printing Options” button to view options. You can choose to print the

entire Help/User Guide, current section, or current page. After making your

selection, click the “Print” button.

Printing Options

Select the desired prinfing option from the list below.

(®) Print Entire User Guide

O Print Current Section

() Print Current Page

e Open a Support Ticket allows you to create a new support ticket. Click on the

Help button from the page for which you have an issue or need support.

Note: It is important to click the Help icon from the page that you need help, as

the system records the URL of the current page for analysis purposes.

October 2019
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Submit a Support Ticket

1. Click on the “Help” button 2 located on the far right of the Main Menu bar from
the page where you are experiencing an issue or need support.
(This is important as it records the URL of the page for analysis purposes)

# & # -~ I accomts ~ % prosECTs ~ | $ mnances » Q) aria S s User 1 Test w (D ©

1780 HURRICANE DOLLY (PA)

T summary M Accounts . Appeals

# accounts » Quick Search tresuts T B &
= Applicant Name County PNP Agency  Justification Workflow Step Days
Any Texas Town Sharman N N Because we don'ta 2) Review Appeal Req

2. Click the “Open a Support Ticket” button when the following window appears.

Training Videos The Help Guide Open a Support Ticket

These videos provide an Have a look through our help Can’t find the answer 1o your
o =rent areas in
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3. The form will display. Complete the Support Ticket form:

Note: Mandatory fields are highlighted with a red square, but please complete as

o 0 T o

o

much information as possible.

Select the appropriate “Type” (of support needed).

Select “Priority” level (medium is defaulted).

Enter a short “Title” (brief description of request or issue).

Select “System Area” (the system will pre-populate this field from the area
where you clicked Help, or change it from the drop down menu).

Enter a detailed “Description” of the request or issue.

Click “Save” (the form can be saved without submitting, and it can be
retrieved at a later time from your Drafts under the Inbox menu). You must
also save the form before attaching any documents.

Click the “Add Document” button to upload additional/supporting
documentation, if necessary.

. Click the “Submit” button when the form is complete.

Support Ticket Form

Create New Support Ticket

II' Type B—) @ Help Request () Bug/Error () Product Enhancement

O Request Additional Access

O Applicant Data Update Request

Priority: E]—) O High ® Medium O Low

Tite: I
Please provide a short fitle describing the reason for this support icket. (Example: Unable to open attachment.)
Reference Page: hitps://grants.dps texas.gov/app/#2934
System Area : l—) Applicant ~
Description: : > | |
Please provide a detailed description of the request or issue.
Notes & Comments Add Note No Uploaded Documents Add Document

Nolssues
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4. You may leave a note when this window is displayed, or just click the “Submit”

button.

Submit this Support Ticket

Leave a note:

Before Submitting this Support Ticket please fill out the necessary information below,

5. The Support Ticket has been successfully submitted. Click the “Close” button.

Successfully Submitted

System

6. The Support Ticket will go into a queue. A System Administrator will process your

request, and advance the support ticket to Step 6 for you to confirm that the
Support Ticket was resolved. A notification will be sent to your Inbox. Click on

the line that contains the Support Ticket. If you do not respond within 5 days the

issue will be considered resolved.

October 2019
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 Date Action From item Days

| Jan29,20199:54am  Advancedto)... Maria Salazar Support Ticket - Help [5)

Jan 15,20192:28pm  Advancedto2)... John Lecheler ‘Time Extension #5 - 9999 (PA) / Any Texas Town / Project #900 - Pct 2 and 3 - Road Dama.

Support Ticket - Help

Routing in Progress: User Verification (Step 6 of 7)

@ Advance Reum @ setonron @) veny [ Do g swpotToketAamn g senatomss
[ summary 5 ['] support Ticket Summary
B Form Creator: User 4 Test (Extemal)
[T] Notes
Ticket Number: 346990
7] Documents
Name: Help
() Ty URL: #1329
Description: Help
5) History
Type: Help Request
Priority: Normal
["] Workflow Summary
Current step: 6) User Verfication
Extended Description

8. If the issue was resolved, leave a note that the issue was resolved and click the
“Advance” button.

Advance this Support Ticket

Before Advancing this Support Ticket please fill out the necessary information below

Leave a note:

Confirmed)

9. If the issue was not resolved, click the “Return” button, and return the Support
Ticket to Step 2.

October 2019 26



Support Ticket - Please Retum to Step 21

Routing in Progress: User Verification (Step 6 of 7)

Lﬁ-‘: Advance ) @ Support Ticket Admin E Send to MB3

10. For Returning to Step, select “2) System Administrator Review” from the drop
down menu. Select a “Reason,” and leave a note of why it is being returned.
Click the “Return” button.

Return this Support Ticket

Before Returning this Support Ticket please fill out the necessary information below
Returning To Step: Leave a note:
2) System Administrator Review v

* Provide a Reason
Additional Information Requested
Approved in Error
Correction Required

Decumentation Requested
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Apply Filters to a List

Accounts, Projects, and Finances each have a series of drop down items that include
Requests, Forms, Listings, and Reports. These drop down items allow the user to
quickly navigate to pre-defined list categories. These lists include interactive filters
that allow the user to further refine the items that are returned in a particular list.

1. Click on the Filter icon (funnel) - ¥ located on the top right of the list.

2. Click the check-box for the filter option(s) you would like to apply to the list, and
then select the criteria for that option. Click on “Show More Filters” to reveal
more options.

3. Once all the desired filter criteria have been selected, click the “Apply Filters”
button located on the left of the Filter Form.

4. The filtered results will be displayed including the number of results, number of
active filters, and the title(s) of the applied filters.

Note: Remember that your list is filtered. To remove the filter click the filter icon
again, and click the “Reset” tab. (See picture in Step 3 above)

= Program Gants  Apphicant Name FrojFs  Project Troe Prop. S EligibleAmt F%  Expincect Fede.. Som. Stes
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The Quick Search will allow the user to find items on a list.

Quick Search on a List

1. Click on the “Quick Search” field located on the left of the List Bar and start typing

any search criteria relevant to the list. This is a dynamic search field which will

filter the list while typing.

‘. ~ Save o3 Menu Preset

FRkE o

* Progam  Grant# Geant Hame:

Y B &

Declared Date. Closed Date

| T Save as Menu Presat

= New Grant

Cuick Search: Hurricans Harvey| -V E
= Program  Geant # Grant Nama Declared Date Closed Date. Eligible Gblsgated  Applicants Projects

MoP 332 Tesas Humicane Harvey Ausg 35, 2017 30.00 1 0

PA an Hu 3674,105,480.57 1261 266 I

Liquidation Date:

size Threshold:

Process Checklist

HHHHHHH
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Print a List

Every list in the system can be printed.

1. Click on the Printericon |, on the top right of the list. The user has the option to
print “Current Page” or “All Pages.” Once the selection has been made click the
“Print” button.

2. A notification will appear at the bottom of the screen. “Open” the file which
contains the list to be printed.

3214226.pdf ~

3. The list is displayed in Portable Document Format (PDF), and ready to be printed.
It can also be downloaded, and saved to a desired location.

Projects
Federal State
r % E‘Pﬁf;"e" Paid Paid  Status
i Percent Percent
HMGP Pendin
Obligation
PA Any $241,928.44 0% Closeout
Town in
Progri
PA 9999 Any Texas 74 L $135,853.46 100% 0% 0% Open
Town
PA 9999 Any Texas 205 L $0.00 0% 0% nding
Town Obligation
PA 9999 Any Texas 126 L $0.00 0% 0% Pending
Town Obligati
PA 9999 Any Texas 75 L $0.00 0% 0% Pending
Town Obligatior
PA 9999 Any Texas 490 L s0.00 0% 0% Pending
Town Obligatis
PA 9999 Any Texas 11 L $0.00 0% 0% 0% Pending
Town Obligatior
PA 9999 Any Texas 15 L $143,368.84 75% 0% 0% Open
County
PA 9999 Any Texas 210 L $169,066.87 100% 0% 0% Open
County
PA 9999 Any Texas 130 L $130,461.93 90% 0% 0% Open
County
PA 9999 Any Texas 80 L $135,853.46 100% 0% 0% Open
County
PA 9999 Any Texas 495 L $191,492.39 75% 0% 0% Open
County.
$1,148,025.39
Generated by TDEM Grants Mansgement Sysim an Sep 5, 2019 Poge 1 of1
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Export Lists to Excel

Every list in the system can be exported to Excel.

1. Click on the Excel icon | on the top right of the list. The user will have the
option to export the default columns, “Standard,” or export a “Custom” set of
columns. If “Custom” is selected, click to select or deselect the desired columns.
Next, click the “Export” button.

[ ) Excel Export Settings

Pages: columns:
Current Page ® stangarg
® a1 Pages Custom

Choose Columns

2. A message will appear at the bottom of the screen. “Open” the exported file.

20150318-1121300.dsx

3. Thelist is now visible in Excel. The file can be saved to a desired location.

ormulas o
i, . =
0O ¥ cur Calib N -~ KA === &- EeWapTet General - =¢ 4 | Normal Bad Good Neutral
Em Copy - =
iste B I U fe. = les Merge & Center ~ - 9 3 %8 909 Conditional Formatas (8150w Explanatory ... Linked Cel
 Format Painter = A EE EMeg $ Femmimge THH o
Clipboard E Font E Alignment ® Number ® Styles
A1 - f || Grant#
A 1 B Il C 1 D Il E 1 F 1 G Il H 1 ! 1 £l Il K 1 L Il L} Il N Il
1 |Grant# Grant Name Applicant Name FIPS ‘County Program Classification PNP Agency ProjCount Open Projects Large Projects Open Large Projects Closed Large Projects Small
2 [9999  Mitigation Plan Tracking  AnyTexasTown | 000-TESTO-00 Sherman HMGP City N N £l o £ o o o
3 [9999  Public Assistance Test Grant Any Texas County 111-TEST0-00 Sherman PA County N N s 5 s 5 () ()
4 (5939 Public Assistance Test Grant Any Texas Town  000-TEST0-00 Sherman PA City N N 7 £ 7 £ ) )
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Header with Breadcrumb

In the banner, above the Header, you will find a Breadcrumb which shows the
parents of the current item. Breadcrumbs show where you are and where you have
been. For example, if you are on a Project-based request or item, you will see the
Grant, Applicant, and Account in the Breadcrumb.

9999 Public Assistance Test Grant (PA) Any Texas Town Account for 9999 (PA) - Any Texas Town

Project #11 - Test (L, Cat E)

Pending Obligation

Navigate using the Breadcrumbs by hovering your mouse on the Breadcrumb, and a
drop down box will appear. Click on the item to be navigated.

9999 Public Assistance Test Grant (PA) Any Texas Town Account for 9999 (PA) - Any Texas Town

Summary

Project#11 - Test (L, CatE

. S . Payments
Pending Obligation SYmEn

Quarterly Reporis

Contacts

Create New RE{] Lest
Hotes

Documents

History

=] Summary b Project Details
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Create a Preset or Custom Menu

A Preset is a link to a listing with a saved set of filters. There are two ways to create
new presets:

Method 1:

1. Navigate to the Custom Menu page found by clicking the Saved Presets
(thumbtack) on the Menu Bar, and then “Click here to create one” link.
Alternatively, if presets have already been created, click “Customize this
menu.” This will display the same Custom Menu page. In order for the
“Customize this menu” to appear, hover inside the menu content area (red
square shown below).

o # - M accounts %, PROJECTS $ FINANCES Q

Any Te I

e At the Custom Menu page, click on the “Click here” link in the presets section.
Select an item from the listing drop down menu.

e A window will display with required fields. Enter the “Preset Name” (create a
name for the preset). Select “Category” from the drop down menu. The only
option is “+ Add New Category” (if this is the very first preset being created).
Another red box will display to enter the “New Category Name.” The number
of desired results per page can be selected from the drop down menu. Check
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the boxes for the desired filter options, and then click the “Save Preset”
button.

~ Modify Preset: null
Intormation —

~

+Agd New Category |

e A green check mark Preset Saved will appear briefly. This page has now been
saved to the Saved Presets/Custom Menu.

Il Login a5 M User 8 Back Conlact Agmn Add Cusstom Me Link

() ot sons e

B Summary o Custom Menu

©  Manage ¥
Fanding

G55 PA - AFR Type A

2. Presets can also be created by dragging a built in preset from the “Built-in
Presets” section below to the preset area (red square shown below). If you
click on the plus signs next to the built-in presets, it will display a window to
further customize the Built-in Preset.

[C] Manage » Custom Menu

Drag Built-in links here
to create a new
category or Click here to

create a new preset

Builtin Presets

Click the "+" below to add these preset menu options to your custom menu above, you can customize the filter options even further.

Project Project Closeout In Process Listings Assignments
+ Projects Gverpaid + Small Pending Compliance +Account Appeal +Region Ill assignments
October 2019
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Method 2:

Select one of the navigation tabs (Accounts, Projects, or Finances), and

generate the desired listing or report.

[
[ ] » M AccounTs
@ New Communication "~  Create New R{
(] summary
@ Accounts
[

the Action Bar.

%, PROJECTS ~

$ Finances

Q

Applications
Worksheets

Quarterh

Time Extensions

Project Closeouts

‘Scope Modification / Cost
Changes

Project Listing

Project Version Listing
ly Reports Work Category Report
Quarterly Reports By Project
Project Cost Lines

Communications By Project

‘Small Project Closeout

G

Once the desired list is created, click on the “Save as Menu Preset” button on

% Expencean Foss. s

e The Create Preset from Listing window will appear. To build the preset, enter
the “Preset Name,” select “+ Add New Category,” or select an existing
category from the drop down menu. If selecting “+ Add New Category,” enter
the “New Category Name,” select the number of results to be displayed per
page, and apply the desired filters. Click the “Save Preset” button to save the

Preset.

~ Create Preset from Listing

Basic Information

Filter Options:
Grant/ Applicant Project

Program Type

Grant size

County Obiigated

October 2019
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e A green check mark “Preset Saved” will appear briefly. This page has now
been saved to the Saved Presets/Custom Menu.

Saved Presets

# ~ [ Accounts $ rFnances Q

Projects on Hold

Custom Menu

[l Manage »» Custom Menu
Projects
Drag links here to create
Projects on Hold a new category or Click
here fo create a new
preset.
October 2019
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Edit or Delete a Preset

Edit a Preset

1. Open the Preset Menu (thumbtack) on the Menu Bar, and click on “Customize
this menu” link. The link will appear by hovering inside the menu content area.

ft 0 # ~ (M accounts 9, PROJECTS $ FiNancEs o}

Projects on Hold x (Menu content area)
Cu e this menu

2. At the Custom Menu page, click on the link of the Preset to be edited.

[[] Manage »» Custom Menu

Projects
Drag links here to create
a new category or Click
here to create a new

preset.

Preset Name was also edited in the example below.)

= Modify Preset: Projects on Hold

Basic Information Other Information
Preset Name: Obligated Projects on Hold Category: Projects -
This will be the name of the link in your menu
Results Per Page: 25 -
Listing Project -
Filter Options:
Grant/ Applicant Project General Custom
Program Type ¥ onHold Project Version Status
® Yes O No
Grant Size Has Closeout Request
Deleted
County « Obligated Has Small Project Claseout
§ ® Yes () No
- Show More Filters - Show More Filters
LEVEN I CCCA Delete Preset | | Cancel |

October 2019
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4. A green check mark Preset Saved will appear briefly. The edits have now been
saved.

"~ Add Custom Menu Link &k Request Additional Access

—_—

-

J\ Preset Saved <(f——

E‘ Summary [ Manage Custom Menu

& Manage > Projects
Basic Information Drag links here to create
Profile Piclure Obligated Projects on Hold a new category or Click

Change Password here to create a new

Cusiom Menu

preset
Received Emails

Delete a Preset

1. Open the Preset Menu (thumbtack) on the Menu Bar, and click on “Customize
this menu” link. The link will appear by hovering inside the menu content area.

#f 0 # ~ M accounts %, PROJECTS $ FiNancES Q

Projects

Obligated Projects on Hold

2. At the Custom Menu page, click the link of the Preset to be deleted.

[] Manage » Custom Menu

Projects

Drag links here to create
Obligated Projects on Hold a new category or Click

here to create a new

preset.
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3. Click the “Delete Preset” button. A window will display asking “Are you sure?”
(Are you sure you want to delete this preset?) Click the “Yes” button to delete.

® Areypusure?

Are you sure you want o celete this preset?

4. A green check mark Preset Deleted will appear briefly.

Add Custom Menu Link = Request Additional Access
r
Preset Deleted
] summary [[] Manage »» Custom Menu
@& Manage >
Basic Information Drag Built-in links here
Profile Picture fo create a new
Change Password category or Click here to
» Custom Menu create a new preset.
Received Emails

5. The preset has been removed from the Preset Menu (thumbtack), and the
Custom Menu.

# 0O » M Accounts %, PROJECTS $ Finances Q

U 4 _| Click here to create one I

E_H Add Custom Menu Link =k Request Additional Access

E‘ Summary D Manage »» Custom Menu
& Manage >
Basic Information Drag Built-in links here
Profile Picturs to create a new
Change Password category or Click here to

* Custom Menu creaie a new presel.

Received Emails
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Attach Documents or Add Notes

At the bottom of the screen there will be a section to Add Documents, or Add Notes

& Comments. Click on your desired choice “Add Note” or “Add Document.” |f
adding notes or documents, be sure to add them to their respective

module/workflow.

9990 Public Assistance Test Grant (PA}

Routing Compiete
Retum & peete

(=] Summary b
[ Projects

[5] Form

[C] Notes

[5) Documents

5 workflow

(3) History

Notes & Comments

AmyTecsTom

‘Accaunt for 2999 (PA) - Any Texas Tonm

FFY2018 Q3: Apr 2018 - Jun 2018

[] Quarterly Report Details

This formis to report the progress of projects on a quarterly basis. The quarter end dates are Desember 31, March 31, June 30, September 30

and this form is due within 15 days of each end date.

100% Complete Count:

Fully Closed Count:

[] workfiow summary

Current Step:

Last Advanced:
Last Note Added:

Submission:

2018.Q3 {Apr 1, 2018 - Jun 30, 2018}

2

2 Projects (100.0%)

0 Projects (0.0%)

0 Projects (0.0%)

4) Complete
Extendad Description.

MNov 8, 2018 at 1:06 PM by Maria Salazar

MNov 8, 2012 at 1:08 PM by Maria Salazar

Jul 19, 2015 af 8:54 AM by User 1 Test

No Uploaded Documents

Nolssues

® Grant

9999 Public Assistance Test Grant
Pupl

e
125, 2017

diine: February 25, 2018
diine: February 25, 2019

@ Applicant

Any Texas Town

Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TESTO-00

State # 80052 FEIN & 111111111
Vendor #

DUNS # 111222333

Type: City

PhysicalMailing: 1 Longhom Drive

Add/Attach/Upload Document

If you are attaching a document to a completed form, make sure to save the form to

establish it in the system before uploading supporting documents.

Click the “Add Document” button. Click the “Choose Files” button to select the
document to be uploaded, and then select the type of document from the drop

down menu. The selection types in the drop down menu will vary depending on the

module/workflow where the document is being uploaded. Click the “Upload”
button to upload the document.
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~ Upload Files

M’ ] 1st Quarter 2018 Late St Select a Type... E] Internal Only x
All

Delinquency Letter
Quarterly Report

Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB
Documents containing personal information such as Social Security Numbers and Debit/Credit Card numbers
should not be uploaded.

Close dialog after upload completes Choose Flles,,._ ] _ Cancel ‘|

Add/Attach/Upload Multiple Documents
Multiple documents can be uploaded at once instead of uploading each one

individually. They do not need to be the same type of document either. Click the
“Add Document” button. Click the “Choose Files” button to select the documents to
be uploaded. Hold down the Ctrl button on your key board to select the documents

you wish to upload. Click the “Open” button.

= Upload Files

#E Choose File to Upload

<« v 4 [ » ThisPC » Documents » Job Aids Documents
Organize »  New folder
[ This PC " Name Date modified Type
B 30 Objects 93018 FEMA-4332-DR-TX Any Texas To...  1/4/20192:39AM  Adobe Acrobat D.
I Desktop 10.15.18 FEMA-4332-DR-TX Any Texas To...  1/4/20198:39 AM robal
E Docnen = 10.15.18 FEMA-4332-DR-TX Any Texas Tt 1/4/2019 %:39 AM Choose Files... Cancel
& Domnloa 10.15.18 FEMA-4332-DR-TX Any Texas To..,  1/4/2019 %:30 AM
own
b m
=] Piet
B vid
5 08Disk (C)

v

File name: | "10.15.18 FEMA-4332-DR-TX Any Texas Town, Private Roads Debris Removal Map” "8.30.18 FEMA- v ‘ All Files (%) -

Select the type of document from the drop down menu for each of the documents
being uploaded. The selection types in the drop down menu will vary depending on
the module/workflow where the documents are being uploaded. Click the “Upload”
button to upload the documents.
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& Upload|Files

ﬁ ‘ 9.30.18 FEMA-4332-DR- |

Engineering Review Approval
FEMA Letter / Determination Memo

———————— | Grantee DAC Support
S 101548FEMA43320F | | indieet Gosl Rate Allocation Plan x
| ProjctCaseFile
Project Reporis
Proof of Ownership/Respoensibility
= ‘ 10 15,18 FEMA-4332-DF | pa i off Authorizalion
Fixed Cost Estimate Subaward Agreement

= ‘ 10.15.18 FEMA-4332-DF | | Select a Type... | x

Note: There is no limit fo the number of files that can be uploaded, however the maximum size per file is 100MB.
D t: ining dacted p | identifiable information should not be uploaded. Personal
identifiable information includes social security numbers, driver's license, passport, or other identification
numbers, passwords or pass codes, and financial account or credit/debit card numbers

W] Close dialog after upload completes Choose Files... Upload | e:0H]

The uploaded documents are listed under the Uploaded Documents section at the
bottom right of the screen.

Note: Only the 10 most recent documents will be visible at the bottom of the page.
You can always click on the Documents tab to view other documents.

Document Templates

» Balance Detail

Uploaded Documents Add Document

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Notice
of Intent for Debris Removal from Private Roads
(Project Case File)

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Private
Roads Address List (Project Case File)

» 10.15.18 FEMA-4332-DR-TX Any Texas Town, Private
Roads Debris Removal Map (Project Case File)

> 9.30.18 FEMA-4332-DR-TX Any Texas Town,
Expedited PWs for Debris Removal (Project Case File)

No Issues
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Add/Attach Notes & Comments

Click the “Add Note” button, and complete the short form that will display. If adding
notes, be sure to add them to their respective module/workflow.

1) To: Type the recipient’s name (names will begin to appear dynamically).

2) Subject: Enter a subject.
3) Body: Add a note or comment.
4) Step: Select which step the note/comment is pertaining to, or not specific to

any step from the drop down menu. The Step option may not appear; it
depends on the module/workflow.

Click the “Add” button to add the note/comment.

To: Select Recipients Show CC

Step: Not specific to any step -
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View, Edit, Delete, Move, or Link Documents

Navigate to the desired Account to view the documents. Click “Documents” then
“Related Documents” to view the documents. Item Documents are documents
pertaining to a specific module/workflow, and Related Documents are all documents
uploaded for that particular account (includes all account workflows).

Note: You may not be able to edit, delete, move, or link a document. These actions
are permission based.

View Document
1. Click the “Documents” tab on the left hand menu. Then click on either “Item
Documents” or “Related Documents.”

St e e e sy

Account for 9899 (PA) - Any Texas Town

2. Click on the line that contains the document that you wish to view (lines are
hyperlinked). When the Document Details window appears, click the blue “View”
button.

Account for 9999 (PA) - Any Texas Town

& Projects
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3. “Open” the file. The following example is from Google Chrome, and the
notification will display at the bottom left hand corner.

Always open with system viewer

Open with system viewer
Show in folder

Cancel

DR-9999-Any-Texa...pdf, ¥

4. The form is now visible.

Texas Division of Emergency Management
Designation of Subrecipient Agent

Primary Contacts
Subrecpient |

Diraster Nomberls]|

nization.

Read Only O None.

Edit Document

1. Navigate to “Item Documents” of the desired workflow. Click the document to be
edited. Click the “Edit” button.

© Document Details

File Name: DR-9989 Any Texas Town DSA 3.29.19

File Size: 203KB

Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An..
Older Versions: none
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2. The Filename can be edited, and also the Type can be changed by making a
different selection from the drop down menu. Click the “Save” button after you
have made changes.

@ Edit Document

Filename: DR-8999 Any Texas Town DSA 3.29.19|
Type: Designation Subrecipient Agent (DSA) -

Delete Document

1. Navigate to “Item Documents” of the desired workflow. Click on the document to
be deleted. Click the “Delete” button.

= Document Details

File Name: DR-9999 Any Texas Town DSA 3.29.19

File Size: 203 KB

Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An...
QOlder Versions: none

2. The following window will appear asking you if you are sure that you want to
delete the file. Click the “Yes” button if you are certain that you want to delete
the document.

Delete DR-9999 Any Texas Town DSA 3.29.19.pdf?

Are you sure you want to delete this file?

October 2019 46



Move Document

1. Navigate to “Item Documents” of the desired workflow. Click on the document to
be moved. Click the “Move” button.

Document Details

File Name: DR-9999 Any Texas Town DSA 3.29.19
File Size: 203KB
Item: Account for 9999 (PA) - Any Texas Town - 9999 (PA) / An

Older Versions: none

2. “Select Module” from the drop down menu of where the document will be
moved. “Select Document Type,” if a new document type is needed. Once the
selections have been made, click the “Choose” button.

s

Select Module: Account Activation -

Select Document Type: Designated Subrecipienf's Agent Form «

3. The following screen will appear asking you to Make a Selection. Click the line
that contains the new desired location. A window will display to confirm the

move. Click the “Yes” button.
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Link Document

1. Navigate to “Item Documents” or “Related Documents” then click on the desired
document to be linked. Click the “Link” button. For example, you may want to
use the Link document feature if a Designation of Subrecipient Agent (DSA) form
will apply to multiple Account Activations. Make sure that each disaster number
is listed on the top of the DSA, and also include the disaster numbers in the name
of the document.

© Document Details

File Name: DR-9999 Any Texas Town DSA 3.29.19
File Size: 203KB
Item: Account for 9989 (PA) - Any Texas Town - 9999 (PA) / An

Older Versions: none

[Edit | [Delete | [ Move | [ Close |

2. “Select Module” from the drop down menu. After you have made your selection,
click the “Choose” button.

Select Module Contact -

3. The following screen will appear asking you to Make a Selection. Click the line

that contains the desired item. A window will display to confirm the link. Click
the “Yes” button.

Cancel
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Zip a Large File

1. The maximum size for a document to be uploaded to the Grants Management
System is 100MB. To upload a file that is larger than 100MB, zip the file before
uploading it.

Upload Files

Choose some files to upload

Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB.
Documents containing personal information such as Social Security Numbers and Debit/Credit Card numbers

should not be uploaded.
Choose Files... Cancel |

[V Close dialog after upload completes

2. Go to File Explorer to locate the document to be zipped. Right click on the file,
select “Send to,” and then on “Compressed (zipped) folder.”

] B - | Zipped Folder

File Home Share View
« v 4 [} » ThisPC » Documents » Zipped Folder
~
MName Date modified Type
# Quick access
i 0 Zip 36PM  Microsoft Word D..
Documents -+ Open
& Downloads Edit
& Pictures - New
Administrative 5 # s
Open with b
& This PC Scan with Sophos Anti-Virus
B 3D Objects
- Give access to >
Deskti
} il E| sourcefire >
LREvls Restore previous versions
‘ Downloads S
Send to
J’ Music tg Bluetooth device
¢ Compressed (zipped) folder
&= Pictures Cut - 2 i
Copy [ Desktop (create shortcut)
n Videos :
Documents
e i 3 Create shortcut
= OSDisk (C) i = Mail recipient
s Delet
= applications (\\cor Rzna; = spplications (\\commha) (0:)
= Public (\HDQPRDS = Public \\HDOPRDSOCFLS001) (P:)
=¥ Network Blopelie I
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3. The file has been zipped, and will need to be named. The original name of the
unzipped file will be the default name for the zipped file also. The zipped file can
be renamed, or hit enter to keep the default name.

Mame Date modified Type
= Zip 5/31/2018 2:36 PM Microsoft Word D...
5/31/2018 2:57 PM Compressed (zipp...

4. The zipped file can now be uploaded. Click on the “Add Document” button to
upload it.

No Uploaded Documents

Add Document
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View Your Contacts

1. From your Home screen, click the “Accounts” tab on the side menu to bring up a

list of Accounts for your entity. If you are a contact for multiple Applicants, you
must select an Applicant first. Select an Account to view the contacts. If you
select “Contacts” from the home screen, it will display all contacts for all accounts
for your entity. You may have different contacts for different accounts that is why
it is important that you go into each account to view the contacts for that
particular account.

# # v [ Accounts ¥ N, ProEcTs ¥ $ FNances ¥ Q

= Create New Request Submit New Reimbursement Request More -

=T
v & =
ProjCount  Closed Date

1

Click on “Contacts,” and the Applicant (your) contacts will display. If you need to
update your contacts, complete a Designation of Subrecipient Agent (DSA) form
found at https://grants.tdem.texas.gov/site/Forms.cfm. The form will be located
under Common Forms. Submit a Support Ticket and attach the completed form
or email it to TDEM.GMS@tdem.texas.gov.

Note: Periodically go into GMS to review your contacts. Submit a support ticket
to request removal of contacts that are no longer employed by your entity, or
contractors that no longer require access.

9999 Public Assistance Test Grant (PA) Any Texas Town

Create New Request More ~

[E] summary [ Contacts » Applicant
Quick Search ) Y 8
@ Projects 3

v Name Title Bus Phone Email Notify  IsUser  Po:

Payments Joe Applicant

MA11-1111

Mary Appiicant
[&) Quarterly Reports

.........
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Locate State Contacts

1. From your Home screen, click the “Accounts” tab on the side menu to bring up a
list of Accounts for your entity. If you are a contact for multiple Applicants, you
must select an Applicant first. Select an Account to view the State Contacts.

. # ~ M Accounts ~ %, PROJECTS ¥ $ FNancEs + Q

Any Texas Town

"~ Create New Request 77 Submit New Reimbursement Request More =
[E] summary @ Accounts
Quick Search: 2resuts » Y 8 &
@ Accounts > S
Program Grant # v Grant Name ProjCount  Closed Date
= nee HMGP 9999 Mitigation Plan Tracking 1
I PA 9999 Public Assistance Test Grant 7

2. Click “Contacts,” and then “State” to bring up the state contacts.

Account for 9999 (PA) - Any Texas Town
Active
= Create New Request More ~
] Summary > ] Account Details - @ Grant
& Projects Authorized Agent: Joe Applicant - Emergency Manager ;izi:::;:;::;'su nee Test Grant

Declared: January 18, 2017

Project Count: 7 Projects Emergency Deadline: July 18, 2021
Payments Permanent Deadline: January 18, 2023
[E2 Quarterly Reports Eligible Obligated: $377,761.90
@ Applicant
[ Contacts Federal Obligated: $990.781.78 (262.26%)

Any Texas Town
Applcant Sherman County (5 - Northwest Texas
——ser View Graph Region Region)

FIPS # 000-TEST0-00

state Obligated: 524,192.84 (6.40%) State # 90052 FEIN # 111111111
[[] Notes Vendor #
View Graph DUNS # 111222333
Type: City
] Documents Local Share: $36,289.27 (-168.66%) PhysicaliMailing: 1 Longhomn Drive
Sherman, TX.
Advances Requested:  $0.00 Expand

() History
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3. Look at the last column, Positions(s), for Primary State Contact. The Primary
State Contact will be your point of contact with the State, and can be reached via
phone or email.

Note: If the entire email address is not visible because it is too long, hover your
mouse over the email address. The entire email address will display in a small box.
You can also drag the top of the column to the right to view the full email address.

5999 Public Assistance Test Grant (PA) Any Texas Town
Active
"~  Create New Request More =
] Summary (& cContacts »+ State
Quick Search: 3results » W X)) S
&l Projects S
* Name Title Bus Phone Email Notify Is User Position(s)
Payments Colleen O'Neal Section Administrator Region 4 & 5  806-740-8936 colleen.oneal@dps.texas.gov Y Yes Other
@ Quarterly Reports Theresa West PA Grant Coordinator 806-740-8935 theresa.wesi@dps.texas gov Y Yes Other
I User 3 Test Test 555-555-5555 User3@aol.com N Yes Primary State Contact I
(& contacts >
Applicant
» State
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Accounts
What is an Account?

Applicant + Grant = Account

Grants can be both disaster and non-disaster grants. An Applicant can have multiple
accounts. (Account for Public Assistance (PA), Account for Hazard Mitigation (HM),
etc.)

~  Create New Request 57 Submit New Reimbursement Request More =
B summary # Accounts
Quick Search: 2resuts » Y K &
@ Accounts =
Program Grant # ~ Grant Name ProjCount  Closed Date
HMGP 9999 Mitigation Plan Tracking 1
PA 9999 Public Assistance Test Grant 7

| Projects
Payments

@ Quarterly Reports

(& contacts

[ Notes

Documents

@

) History

October 2019 54



Create an Account

The Applicant does not create an Account. The creation of a grant account is
dependent on the grant program.

Public Assistance accounts are created in the Grants Management System (GMS)
when a Request for Public Assistance (RPA) is imported from the FEMA Grants

Portal, https://grantee.fema.gov/#applicants/subrecipient.

Fire Management Assistance grant accounts are created in GMS when an
applicant submits a Request for Fire Management Assistance (RFMA) for the grant

program on behalf of their municipality, city, county, private nonprofit, etc.

Hazard Mitigation and Pre-Disaster Mitigation grant accounts are created when
an applicant submits a grant application in GMS on behalf of their municipality,
city, county, private nonprofit, etc.

Any Texas Town

Create New Request

[&] Summary

m Accounts
.

& Projects
Payments

[31] Quarterly Reports

(5 Contacts

[[] Notes

Submit New Reimburser

@ Accounts

Quick Search:
Program
HMGP

PA

ment Reguest

Grant #

9999

9999

2resuts » Y ) 2
~ Grant Name Proj Count  Closed Date
Mitigation Plan Tracking 1

Public Assistance Test Grant
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Submit Request for Public Assistance (RPA)

1. You will need to go to the FEMA Grants Portal to submit a Request for Public
Assistance (RPA). Go to https://grantee.fema.gov/#resources, and look under
Grants Portal Resources to download the most current version of the “Applicant:

III

Grants Portal User Manua

S$8GrantsPortal @

Dashboard

1 sy Orgization I8 Resources

Mana
Public Assistance Project Forms >

v
B My Tasks Collection of FEMA forms to help you organize and submit costs for reimbursement.

@ Calendar

i%; Subrecipients v FEMA Public Assistance: Policy and Guidance »
This section of the site contains information about policy and guidance on the FEMA Public Assistance Program. This page provides access to the FEMA Public Assistance

B4 Subrecipient Tasks v Program and Policy Guide as well as other Public Assistance Program policies, guidance, and publications.

4~ Utilities v

Grants Portal Resources v

Resources, job aids, and user guides for the Grants Portal.

) Resources

@ Intelligence v

3 B Applicant: Grants Portal User Manual

Manual going over basic functions that guides Applicants how to use the Grants Portal

Last Updated: June 12th, 2019 1:17 PM CDT

2. If your organization has never submitted an RPA, or no one in your organization
has access to the Grants Portal, you will need to send an email to
TDEMRecovery.rpa@tdem.texas.gov to request that an invitation be sent to you
to access the Grants Portal.

3. Complete the information requested on the Request for Public Assistance
screens. If your organization is not in the Grants Portal, you may need to register
your organization first.

Helpful Tips for entering new Applicant Names:

e Use the name that is on sam.gov (if organization is on sam.gov)

e Enter only name of city; not City of . If the Applicant’s name has Town of
or Village of before the name, type in the name first, enter a comma, and then
the prefix. (See following examples)
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Applicant Name Enter Name

City of Any Any

Unique City Unique City

Town of Many Many, Town of
Village of Several Several, Village of
Cute Village Cute Village

e Do not abbreviate names: Any Texas Town ISD should be entered as Any Town
Independent School District (ISD)

e Abbreviate number with the # sign: Any Texas County Municipal Utility District
#1, Any Texas County Municipal Utility District #2, etc.

e |[fthe Applicant is known by an acronym, spell out the name first and then put
the acronym in parentheses: TDEM should be entered as Texas Division of
Emergency Management (TDEM)

e [fan Applicant has “The” as a prefix enter it at the end of the name separated
by a comma: The Texas Town Food Bank should be entered as Texas Town
Food Bank, The

e Do not use periods in the name: St. Mark Hospital should be entered as St
Mark Hospital

. For Private Non-Profit (PNP) Applicants only: Prior to submitting an RPA for a
PNP, have the following required documents ready. You will not be able to
proceed without the requested documents.

a. PNP Facility Questionnaire

b. Copy of Tax Exemption Certificate. (Ruling letter from the U.S. Internal
Revenue Service granting tax exemption or State certification stating the
entity is a nonprofit. The sales tax exemption certificate cannot be used to
meet this requirement.)

c. Organization Charter, Articles of Incorporation, or By-Laws

d. Information on accreditation or certification (school or educational facility
only)

e. Insurance policy
Proof of Ownership or Lease Agreement

October 2019 57



Find an Existing Request for Public Assistance (RPA)

1. Click the “Accounts” menu on the Main Menu bar, and then click “Requests for
Assistance” under the Requests & Forms section of the menu.

# [ # - M accouwts - % PRoECTS -~ $ FMancEs - Q Maria Salazar logged in a2 User 4 Test 0 o (ST ©

BT

M Applicant

Any Texas Town

= Save as Menu Preset
Quick Search: tresuts oY ) &
v Program  Grant#  Applicant Name County Grant Portal Status Submitted  Workflow Step Days
PA 9999 Any Texas Town Sherman Jan 18,2 5)Complete

3. If you are assigned to multiple Accounts, use the “Quick Search” or “Filter”
(funnel icon) option to locate the desired request from the list of RPAs that is
produced.

Requests for Assistance

= Save as Menu Praset

e | o |

> Program  Grants  Applicant Name County Grant Portal Status Submitted  Workfiow Step Days

4. Once located, click on the desired grant and the system will navigate to the

requested form.

Requests for Assistance

—  Save as Menu Preset

Quick Search tresus » ¥ &) &
~ Program  Grant#  Applicant Name County Grant Portal Status Submitted  Workflow Step Days.
PA 9999 Any Texas Tovn Sherman Jan 18,2 5) Complete
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5. The details of the Request for Public Assistance (RPA) will display.
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) sccoumrs ~ | % PromcT: ~ % Fmances -~ | O Maria Balamr iogged in as Weer 4 Test + (XTI O

Ay Tamis Towm Azl o 908 (P4} - Asyy Tianan Tom

Request for Assistance #1143

-
= Summary ¥
¥ Deliverabiss = % Grant =
|% Fomm Wiee Al Completed Dellverablas BBBE Publls Accisiznos Tast Grant
Putilc Assistanos
Decared January 18, 2017
Hotes Emergency Deading: Juy 18, 2017
Requast for Asalztance Datalls - gency s duy 18, 2
Pemanent Deading: January 15, 2013
. Documants This form notifies the Blate of the Inlent 1o patidpale o gheen newly declaned Grant. The
Applicant defals as well as key conacts are specied ! Appllcarrt .
..i; ‘Waorkflow
Grant: 6565 Punio Assstance Test Grand
Any Texac Town
— Enerman County (5 Reglan)
3 History County Sheman FIPE & 000.TESTO.00
% Disaster Dectared Wikhin County Eiaie # 20052 FEIN 2 111111191
Wandar g
Frimary'Authorized Jow Applicant DURNE & 111222333
Contact: Emargancy Managar Type: Ciey
0 Mo yciem Acosss Priysicaladlng: 1 Longham Orie
Enerman, TX,
Altarnade Contaot: Mary Azplioand
Emgrganay Manager 2
';:l-' Ko Zycism Anoase
Wac FOA dome: ¥
Countias Affaoked: Shemarn.
Appount Acttvetion 1) Review Requimemenis and Obiain Signatues
Efmhuc:
_ | Workfiow Summary -
Currsng 2Hep: B Sl ihie
Entiznadend Dasoription:
Lact Advanoad: Mar 19, 3018 at 12:55 PM by Mara
Salazar
Eubmiccion: dan 18, 2017 ab 2240 FM by User 1 Test
Motes & Comments Document Templates
RIPA Formi
Be the first i add one
Mo Uploaded Documents Askd Plasument
Nolszues Al beses
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Withdraw Requests for Assistance

This form requests the immediate closure of an account typically due to an Applicant
not having eligible damages.

1. Go to the home screen of the Account you wish to withdraw, and click the
“Create New Request” button.

9999 Public Assistance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

[E] summary > Account Details - @ Grant -
9999 Public Assistance Test Grant
& Projects Authorized Agent: Joe Appiicant - Emergency Manager ublc ASsitance
eroject Count: I Declared: January 16, 2017
e 3 I ; Emergency Deadline: July 18, 2021
Payments Unobligat Permanent Deadiine: January 18, 2023
5] Quarterly Reports Eligible Obligated: $377.781.90
$377,781.90 Not Expended @ Applicant
%) Contacts :
L] Federal Obligated: $990.781.78 (26226%) Any Texas Town
e Sherman County (5 - Northwest Texas
- few Grap!
Notes Region Region)
. FIPS # 000-TESTO-00
State Obligated: ?24“9?3‘: ®. A?h) State # 90052 FEIN # 111111111
= Vendor #
[} Documents
View Graph DUNS # 111222333
. Type: City
) History Local Share: $36,289.27 (-168.66%) PhysicalMailing: 1 Longhorn Drive
Sherman, TX.
Advances Requested: 5000 Expand

2. Click the “New Withdraw Assistance Request” link.

ir Y
~ Create a New Request

Select the request you would like to create by clicking on the name of the request below:
Note: For a list of Applicant or Project-based requests, first navigate to the Applicant or Project screen.

New Account Closeout MNew Withdraw Assistance Request

This form notifies the State that all work for this disaster is This form requests the immediate closure of an account of a
complete and all requested funding has been received. grant

New Appeal New Small Project Closeout

This form notifies the State of a desire fo Appeal a Federal This form notifies the State of small PA project completion and
Determination regarding account or project eligibility it is ready to close

| Cancel |
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3. The form will display. Complete the form:

a.

Enter the “Reason” for the withdrawal.

b. Enter any “Notes” to be included.

Click “Save” (the form can be saved without submitting, and retrieved at a
later time from your “Drafts” under the Inbox menu). The form must be
saved before attaching any documents.

Click the “Add Document” button to upload additional documentation, if
necessary.

Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Withdraw Assistance Request Form

@& # - M accounts ~ % pROJECTS ~ | $ FNaNcEs ~ Q Maria Salazar logged in as User 4 Test

4020 Wikdfres (PA} Any Texas Town Account for 4020 (PA) - Any Texas Tawn

Create New Withdraw Assistance Request

E Save @ submit [y Cance
= I,_ . | s [ Fom
Reason:

L=

Example: "No eligible damage" or ‘Damage is below FEMA's required minimum amount of $1,000"

Add Document.

Nolssues Add Issues.

Notes & Comments Add Note. No Uploaded Documents

4. 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.
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Note: Each Deliverable must be checked off/completed before the form can be
submitted.

9999 Public Assistance Test Grant (PA) Any Texas Town Account for 9999 (PA) - Any Texas Town

Withdraw Assistance Request

Draft

@ suwmt & peee

[E] Summary > @ Deliverables

% Form

[7] Notes View All Completed Deliverables

If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables

Click the “Submit” button when all of the Deliverables have been completed.

9999 Pubic Assistance Test Grant (PA) Any Texas Town ‘Account fo 9999 (PA) - Any Texas Town

Withdraw Assistance Request

eadiine: February 25, 2016

[2] Notes View All Completed Delverables eadine: February 25, 2019
[J Documents _
Withdraw Assistance Request Details - @ Applicant
& Workflow “This form requests the immediate closure of an account of a grant Any Texas Town
Sherman County (5 - Northwest Texas
- ) Region Region)
G Histor Reason: No Elgible Damage
< & o 9 FIPS # 000-TESTO-00
State # 90052 FEIN # 111111111
Notes: Description
DUNS # 111222333
Request for Request for Assistance #1143 Type: City
Assistance: PhysicalMaiing: 1 Longhom Drive

Sherman, TX,
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. You may leave a note when this window is displayed. Click the “Submit” button

when done.

Submit this Withdraw Assistance Request

Before Submitting this Withdraw Assistance Request please fill out the necessary information

below

Leave a note:

. A notification will display letting you know that the Withdraw Assistance Request

was successfully submitted. Select the button for the desired action, “Close” the

window or “Go to Account.”

Successfully Submitted

You have submitted this Withdraw Assistance Request. You can see the
waorkflow progress below.

Review
Withdraw...
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Create Account Appeal

1. Locate the Account that will be appealed, and click the “Create New Request”
button.

9999 Public Assistance Test Grant (PA) AnyTes

Account for 9999 (PA) - Any Texas Town

| Create New Request

] Summary N 7] Account Details - @ Grant
{ o . 9999 Public Assistance Test Grant
& Projects Authorized Agent: Joe Applicant - Emergency Manager Public Assistance
Project Gount: — Declared: January 18, 2017
e 3 o ) ° Emergency Deadline: July 18, 2021
Payments 5 Unobligate Permanent Deadiine: January 18, 2023
[ Quarterly Reports Eligible Obligated: $377,761.90
$ 0 Not Expended @ Applicant

(B Contacts Federal Obligated: 599075178 (26226%) Any Texas Town
! Jn-paa ‘Sherman County (5 - Northwest Texas
- View Graph Region Region)
FIPS # 000-TESTO-00

state Obligated: §24.19284 (6.40%) State # 90052 FEIN # 111111111
D Vendor #
&) B View Graph DUNS # 111222333
Type: City
) History Local Share: $36.269.27 (168.66%) PhysicalMailing: 1 Longhorn Drive
Sherman, TX,
Advances Requested:  $0.00 Expand

2. The following screen will display. Click “New Appeal.”

I

Select the request you would like to create by clicking on the name of the request below.
Note: For a list of Applicant or Project-based requests, first navigate to the Applicant or Project screen.

New Account Closeout New Withdraw Assistance Request

This form notifies the State that all work for this disaster is This form requests the immediate closure of an account of a
complete and all reguested funding has been received. grant

New Appeal New Small Project Closeout

This form notifies the State of a desire to Appeal a Federal This form notifies the State of small PA project completion and
Determination regarding account or project eligibility. it is ready to close.

| Cancel |
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3. The form will display. Complete the form:

a.
b.

Enter the “Justification” (why appeal is needed).

Select “Type” of Appeal from the drop down menu (Applicant/Account in
this example).

Select “Appeal Request” from the drop down menu (First Appeal in this
example).

Enter “Approved Dollar Value.”

. Click “Save” to establish the form (the form can be saved without

submitting, and retrieved at a later time from your “Drafts” under the Inbox
menu). The form must be saved before attaching any documents.

Click on the “Add Document” button to upload all pertinent supporting
documentation. (Please see note on form under Appeal Request for First
Appeals.)

Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Note: The appeal must contain documented justification supporting the
appeal including monetary amount in dispute. It must also include a
citation of the provisions in federal law, regulation, or policy with which you
believe the initial action was inconsistent.

Appeal Form
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4. 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: Each Deliverable must be checked off/completed before the form can be
submitted.

@ suomit ﬁ Delete More ~
= eliverables - rant

Summary N Deliverabl @ a
_ @ E m GMs 3999 Public Assistance Test Grant
5 Form

5.2017

. erg : February 25, 2018

Notes Permanent Deadiine: February 25, 2019
[} Documents

 Applicant

i Workflow

Any Texas Town
Sherman County (5 - Northwest Texas
~ ) Tnitial date the subrecipient received the FEMA determination notification.” o Agom)

) History o

FIPS # 000-TEST0-00

State # 90052 FEIN# 111111111
Vendor #

DUNS #: 111222333

Type: City

‘Attached all documentation supporting the appeal. (note: Appeal fequest must be saved before documents can be attached)
‘Wil advance the Appeal request to step 2, once all information is entered and all documentation is atiached.

View All Completed Deliverables.

5. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

| |
= Warning!

The following requirements must be completed before you can advance:

Deliverables
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Click the “Submit” button when all of the Deliverables have been completed.

. You may leave a note when this window is displayed. Click the “Submit” button
when done.

Submit this Appeal

Appeal please fill out the r

. A notification will display letting you know that the Appeal was successfully
submitted. Select the button for the desired action. “Close” the window or “Go
to Account.”

Successfully Submitted

‘'ou have submitted this Appeal. You can see the workflow progress below

Verify
Completeness
of.
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Account Closeout

Navigate to your Home screen. On the side menu, select “Accounts.” If you
represent more than one organization, select the Applicant first.

) npply for

A listing of all Accounts will display. Select the Account that needs to be closed
out by clicking on that line (lines are hyperlinked).

Select “Projects” to bring up a listing of the projects for this account.

Account for 9999 (PA) - Any Texas Town

7 Pricers

Elglole Obligated:  S3TTT00

uuuuuuuu
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4. Alisting of all the projects for this Account will display. Check to make sure that
all projects are closed for this account (check the Status column).

[ e———— Any Texas Town

Account for 9999 (PA) - Any Texas Town

= Creste New Reauest e+
) Summary & Projects
. i Quick Search: Tresits Y B &
& Projects
~Proj.. Projsé  ProjectTie Pro.. Sz  ElgbleAmt  F%  Expended% Fede.. Stte.. Status
" e L o
7 e Asbestos Avatementand £ 5 L To0%
exe Ao mentand € 5 L s o o 2 Cesesoaos.2
s Emergency Protecive Measures Ciy Wie 5 L s oo o Closea 0ct0s, 2
205 DR 4302-Gity Emergency Potectie 5 L s o o 2 Closeaoet0s.2
Payments 4%0 Harry Park Trail G L 5000 0% 0% 0%
o0 Pet2 ang 3-Road bamage L smmss 0w oo

[ Quarterly Reports

5. Below is an example of a closed project with the Project Details. It is showing
100% paid on the Federal Obligated. Click “Expand” to view the details.

9900 Public Assistanoe Test Grant (FA) Any Texas Town Account for 0900 (PA) - Ay Texas Tomm

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

Closed Oct 0

Create New Request More =

E [ Project Details - @ Grant
[E] summary >

9999 Public Assistance Test Grant

[ Funding Number: FaTa e Assitanes
§ Deciared: January 18, 2017
= Title: EXP Ashestos Abatement and £ Emergency Deadline. uly 15,2021
B Expenses Pemanent Desdine: Janusry 15,2023
Type: B Emergency Protective Measures
f2 Payments Reference Number: EXP3350
@ Applicant
Eligible Obligated: 513585346 (L) Expand
[ Progress Monitoring
4 Any Texas Town
Federal Obligated: 5135,853.46 (100.00%) Collapse Sherman County (5 - Horthwest Texas
(& contacts e e Region Region)
FIPS # 000-TEST0-00
State # 90052 FEIN # 111111111
B Notes Vendor #
DUNS #: 111222333
Type: Gity
) Documents PhysicaliMailing: 1 Longharn Drive
B eaia 515053 4 Sherman, TX
) History B Payments In Process (50.00
[ un-paic - Reaty toPay (50
W unpae (=0
State Obligated: 50.00(0.00%)
Local share: 50.00(0.00%)
Advances Requested:  50.00 Expand

Work Complete %

Project Status: Closed Oct 08, 2018

Work Deadiine: January 18, 2020 (override
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6. Navigate back to the Account that you would like to close out, and click the
“Create New Request” button.

a8 Ay Tecas Toun

Account for 9999 (PA) - Any Texas Town

B summary sy [ Account Details
& prois

Payments
() QuarteriyReports bl Obigatec
@ contacts  Fegeral Obligatea:
[ Notes

Stte Obigste

[ Documents
& ca 6%

7. Select “New Account Closeout.”

© Create a New Request

Select the request you would like to create by clicking on the name of the request below:
Note: For 2 list of Applicant or Project-based requests, first navigate o the Applicant o Project screen

New Account Closeout New Withdraw Assistance Request

This form notifies the State that all work for this disaster is This form requests the immediate closure of an account of a
complete and all requested funding has been received grant

New Appeal New Small Project Closeout

This form

ihe State of a desire to Appeal a Federal This form noifies the State of small PA project completion and
arding account or project eligibility. itis ready to close

Cancel

8. The form will display. Complete the form:

a. Enter the “Completion Date” (date all work was completed).

Enter “Comments” (any additional information that might need to be
known).

c. Click “save” (the form can be saved without submitting, and retrieved at a
later time from your “Drafts” under the Inbox menu). The form must be
saved before attaching any documents.

d. Click the “Add Document” button to upload additional documents, if
necessary.
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e. Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Account Closeout Form

9999 Puckc Assistance Test Grant (PA) Any Texas Town ‘Accours for 9995 (PA) - Amy Texas Town

Create New Account Closeout

¥ Submit Cancel
L« g

E Save g
-] * Form 3 Form

MNotes & Comments 484 Nke No Uploaded Documents Add Damumert

No lssues P

9. 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: Each Deliverable must be checked off/completed before the form can be
submitted.

0000 Public Assistance Test Grant (PA) Any Texas Town Account for 8900 {PA) - Any Texas Tomn

Account Closeout

Draft

@ Submit ﬁ Delete

[E] Summary 3 @ Deliverables

- Aftached the signed Account Closeout Certification form.
|5 Form

view All Completed Deliverables

[] Notes
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10. If you click the “Submit” button prior to verifying that all Deliverables have been

completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

| |
= Warning!

The following requirements must be completed before you can advance:

Deliverables

11. Click the “Submit” button when all of the Deliverables have been completed.

999 Public Assistance Test Grant (PA)

Any Texas Town Account for 8999 (PA) - Any Texas Town

2
@ swmt & oeete

[E] Summary 3 @ Deliverables

& Form 7 —»'.:.-:. ne signed Account Closeout Certification fo

[ Mot View All Completed Delverables
otes.

12. You may leave a note when this window is displayed. Click the “Submit” button
when done.

Submit this Account Closeout

Leawve a note
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13. A notification will display letting you know that the Account Closeout was
successfully submitted. You may “Close” the window or “Go to Account.”

Successfully Submitted

You have submitted this Account Clc

Review
Account
Closeout...
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Find a Project

1. From the Home screen, select “Accounts” to locate the grant for the project.
Click on the “Grant” to be navigated. If you represent more than one

organization, select the Applicant first.

#f O » M Accounts

Any Texas Town

"~ Create New Request

%, PROJECTS

$ FINANCES o}

% Submit New Reimbursement Request

[E] summary @ Accounts
@ Accounts >
» Accounis Program Grant #  Grant Name
HMGP 9999 Mitigation Plan Tracking

Maria Salazar logged in as User 1 Test ©

More ~

— =
2resuts ~ Y B &
ProjCount  Closed Date

|

PA 9999

Public Assistance Test Grant

9998 Pubic Assistance Tast Grant (PA]

Any Taxas Town

Account for 9999 (PA) - Any Texas Town

Astive

T Crams New Request

[E] summary >

. Payments

[5] Quarterly Reports
(&) Contacts

[] Notes

[] Documents

&) History

[7] Account Details

& Projects Project Count:

Eligible Obligated:

Federal Obligated:

State Obligated

Local Share:

Advances Requested:

Authorized Agent

7 Projects

5377,781.80

5317,200.78 (83.00%)

View Graph

W Fse
B 1nPracess.

[

524,102.34 (5.40%)

View Grapn

W r=e
[ inProcess
B unFsic

538.280.27 (8.61%)
50,00 Expand

50.00
50.00

Joe Applicant - Emergency Manager

More |

@ Grant

9999 Public Assistance Test Grant
Public Assistance

Deslared: August 25, 2017

Emergency Deadine: Fesruary 25. 2012
Permanent Deadline: February 25. 2018

@ applicant

Any Texas Town

Sherman County (5 - Nerthwest Texas
Region Region)

FIPS # DOD-TESTO-00

State #: 80052 FEIN # 111111111
Vendor 2

DUNS #: 111222323

Type: Ciy

Physical/Mailing: 1 Langhom Drive
Sheman, TX.
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3. This will bring up a list of all projects listed for the selected grant; choose a

“Project” to view.

9998 Public Assistance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

Active

Create New Request

[E] summary & Projects
Quick Search:
a4l Projects
» Projects ¥ Proj... Proj S#

Project Versions
Applications

Time Extensions 7

Project Closeouts

75
Scope Modifcation / Cost Changes
Project Appeals 126
SmallProject Closeout
205
Payments o
900

[51] Quarterly Reports

Project Title Proj.. Size  Eligible Amt F%
Test E L $0.00 0%
EXP Asbestos Abatement and E 8 L $135,853.46 100%
EXP Asbestos Abatement and E B L $0.00 0%
Emergency Protective Measures City Wide B L $0.00 0%
DR-4332-City Emergency Protective B L $0.00 0%
Harry Park Trail G L $0.00 0%
Pct 2 and 3 - Road Damage c L $241,928.44 100%

Expended %

More =

ruts Y 8 &

Fede.. State.. Status

0% a Closed Oct 08, 2
100%  na Closed Oct 08, 2
0% a Closed Oct 08, 2
0% a Closed Oct 08, 2
0% a Closed Oct 03, 2
0% a Closed Oct 08,2
100% a Closed Oct 08, 2

4. The Project Details Summary screen will display.

8998 Public Assistance Test Grant (PA)  + Any Texas Town

Acoount for 8838 (PA) - Any Texas Town

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

sed Oct 08, 2018

Create New Request

[E] summary > Project Details
[5 Funding Number:
Title:
Expenses
Type:
Payments

Reference Number:

Eligible Obligated:

[E0]

Progress Monitoring

Federal Obligated:
[# contacts.
State Obligated:
[] Notes Local Share:

Advances Requested:
[1] Documents

Work Complete %:
(3) History
Project Status:

‘Work Deadline:

F#74

EXP Asbesios Abatement and E

B - Emergency Protective Measures

EXP3350

$135,853.46 (L) Expand

§135,853 45 (100.00%) Expand

$0.00 (0.00%)

$0.00 (0.00%)

50.00 Expand

100.00%

Closed Oct 08, 2018

January 18, 2020

More ~

@B Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: January 13, 2017
Emergency Deadline: July 18, 2021
Permanent Deadiine: January 18, 2023

@ Applicant -

Any Texas Town

Sherman Gounty (5 - Northwest Texas
Region Region)

FIPS # 000-TESTO-00

State # 90052 FEIN # 111111111
Vendor #

DUNS # 111222333

Type: City

PhysicalMailing: 1 Longhom Drive
Sherman, TX
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Find Project Worksheet (PW) & Supporting Documentation

1. Navigate to a specific project, and click “Funding” to the right of the Project
Details screen. All of the Project Versions will display for the selected project.

9998 Public Assistance Test Grant (PA) Any Texas Towm Account for 9998 {PA) - Any Texas Tosn

Project#93 - EXP- Cat B (L, Cat B)

Open

Create New Request

More -
[E] Summary [} Project Details - @ Grant -
) 9990 Public Assistance Test Grant
Number: F&93 Public Assistance
. Declared: January 18, 2017
= Titte: Emergency Work Emergency Deadline: July 18, 2021
Fundna Lo Permanent Deadiine: January 16, 2023
CostLines Alternate Title: EXP-CalB
@ Eepenses Type: B - Emergency Protectiv Maasures ® Appiicant .
Reference Number: ExPa3s0
Any Texas Town
Payments Eligible Obligated: 5391,085.12 (L) Expand Sherman County (5 - Northwest Texas
Region Region)
- Federal Obligated: 5391,075.03 (100.00%) Expand FIPS #: 000-TESTO-00
@ Progress Monitering State # 90052 FEIN & 111111111
State Obligated: 0.00 (0.00% endor®
ate Obligated: 50.00 (0.00%) DUNS # 111222333
[ Contacts Type: City
Local Share: 50.00(0.00%) PhysicalMailing: 1 Longhom Drive
Sherman, TX.
B otes Advances Requested:  $304,376.15 Expand
Work Complete % 100.00%
[ Documents. Qu
- Fr
§) History Work Deadline: February 25, 2012

In Process Requests: Quarterly Report (1) Expand

2. Select the version that you would like to view by clicking on the version number
(first column numbered 0-4 in this example; the lines are hyperlinked).

2099 Public Assistance Test Grant (PA) Any Texas Toun Acsount for 0988 (PA) - Any Texas Toan
Project#93 - EXP - Cat B (L, Cat B)
Open
—  Create New Request More
[E Summary [} Funding »» Project Versions
Quick Search Sresults v =
& MWanage Y 8 &8
v# Size Bundie Eligible Amount Fed % Status Federal Amt Obligated Workflow Step Days
[1) Funding > 0 L 93 $304,375.16 100% Obligated $304,375.16 Nov 24, 2017 6) Complete
» Project Versions
o 1 L 93 $86,609.06 Obligated §77,948.15 Jul 5, 2018 6) Complete
Gestbines 2 L 93 $0.00 2% Obligated $8,660.91 Dec 18, 2018 6) Complete
Expenses 3 L 93 -§1,262.25 Obligated -$1,136.03 Feb 13, 2019 6) Complete
4 L 93 $1,363.15 Obligated $1,226.84 Feb 27, 2019 6) Complete 25,
4 Payments
$391,085.12 $391,075.03
[32] Progress Monitoring

October 2019



3. The Project Version will display. Scroll down to the bottom of the screen to view
the Project Worksheet (PW) Supporting Documentation, or by clicking the
“Documents” tab on the left menu.

9995 Prsic Amsmncs Tust Grart .. Arry T Ton Account for 9S85 [F) - Any T

Project#93: Project Version #1

Routing Comglete

Mare *
[E] Summary 3 P Deliverables . @ Grant
o Na View All Campleted Defiversbles 3353 Public Assistancs Teet Grant
nage z
[E] CostLines | Details
[F] Motes ssquence # .
Applicant

Ref: EXP3350
G Bocuments Any Texas Town

Buncle & = g (5 - Narthest Texas
= T Package #: 618
@ History Obiigated Data: Juby 5, 2018

ENpibiiity Status: Eligile

PW Notification:

Ellpibia Amount: 586.608.06
Coet Share Flag: Ne % Project .
Fedaral Amount: £77.846.15
Admin Amount: £0.00 Wk,
Pratectve Mea

Work Complats %: — & Deatfine: February 25, 2018

ble: S381,085.12 (L)
Expense Review:

@ anExpensas anould be reviswsd fo ase It any approved amounte are na langer
sligible

Iz Donated Resources.  Ho

| Workflow Summary

Current step: £} Camplets
Extended Descriplion

Last Advanced: Jui 10, 2016 2t 5:38 PM by Cory McCabe

Submizselon: Jud 9, 3014 =t 8:05 AM by Maria Salazar

Notes & Comments Act Nate: Updoaded Documents Add

y Texas Town FAWD3 REC Report

OR.
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Project Scope Modification/Cost Change

1. From the Home screen, select the “Accounts” tab from the left side menu. If you
represent more than one organization, select the Applicant first.

# @ 2 - (M accounts ~ | % PROJECTS ~ $ Fmances ~ | Q Maria Salazar logged in as User 1 Test v QRN ©

Any Texas Town

— | Create New Request 77 Submit New Reimbursement Request ()
T Summary b3 X :
Applicant Details - Apply for a Grant

# Accounts . .

Unique Applicant 1D: 2501 There are currently 10 Granis open. If you

wish to apply, please click the Apply Now

au Projects FEIN # RAARRERAN] button below.

DUNS #: 111222333 Apply Now

Payments

Account Count: 2 Accounts Open
E Quarterly Reports Project Count: 8 Projects
%) Contacts a )

& 1 due in the next 30 days (view)

| | Notes Quarterly Report No Active QRs (View All)

Count:
] Documents Eligible Obligated: $377.781.90
7 Federal Obligated: $990,781.78 (262 26%)
(3) History View Graph

State Obligated: $24,192.84 (6.40%)

View Graph
Local Share: $36.,289.27 (-168.66%)

2. Select the “Account” that contains the Project that needs a Scope
Modification/Cost Change. The system will navigate to that account (lines are
hyperlinked).

#* # ~ I accounts ~ %, prosects ~  $ Fmances ~ Q Maria Salazar logged in as User 1 Test o

Any Texas Town

~ Create New Request 7 Submit New Reimbursement Request More +
[F] summary @ Accounts
Quick Seareh; 2iesuts Y B S
@ Accoun >
Program  Grant# v Grant Name Proj Count  Closed Date
HMGP 9999 Mitigation Plan Tracking 1
I PA 9999 Public Assistance Test Grant 7 I

October 2019 79



3. Select the “Projects” tab to the left of the Account Details screen to bring up a list

of projects for this grant.

9000 Pubbc Assistanca Test Grant (PA)

Ay Texas Toun

Account for 9999 (PA) - Any Texas Town

Active

Create New Request

[E] summary »
&l Projects
Payments
51 Quarterly Reports
[ contacts
Notes
[J Documents
&) History

['] Account Details

Project Count:

Eligible Obligated:

Federal Obligated

State Obligated:

7 Projects

5377,781.90

5990,78178 (262.26%)

View Graph

W Faic
[ 1 Process

B unpaid

324,192.84 (6.40%)

View Graph

W Faic
[ 1 Process

B unpaid

More =

@ Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: January 18, 2017
Emergency Deadline: July 18, 2021
Permanent Deadine: January 18, 2023

@ Applicant -

Any Texas Town
‘Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TEST0-00

State #: 80052 FEIN # 111111111
vendor #:

DUNS #: 111222333

Type: City

PhysicalMailing: 1 Longhorn Drive
Sherman, TX.

A list of projects will display. Select the “Project” that needs the Scope
Modification and/or Cost Change.

899 Pubic Assistance Test Grant (PA)

Account for 9999 (PA) - Any Texas Town

Active

]

]

Creale New Request

Summary

Projects

b Projects

Time Extensions

Scope Modfcation / Cost Changes
Froject Appeais.

Small Froject Closeout

Payments

Quarterly Reports

Contacts

Any Texas Town

%I Projects

Quick Search:

More ~

euts « Y & S

v Proj... ProjS#  Project Title Proj... Size  Eligible Amt F% Expended % Fede... State.. Status
I 1 Test 3 L 30.00 0% 0% 0% Pending Obligation I

74 EXP Asbestos Abatement and E B L $135,853.46 100% 0% 0% Closeoutin Progr.

75 EXP Asbestos Abatement and E B L 50.00 0% 0% 0% Pending Obligation
126 Emergency Protective Measures City Wide B L 50.00 0% 0% 0% Pending Obligation
205 DR-4332-City Emergency Protective B L 50.00 0% 0% 0% Pending Obligation
490 Harry Park Trail G L 50.00 0% 0% 0% Pending Obligation
200 Pct2 and 3 - Road Damage c L 3241,028.44 5% 0% 0% 0% Cioseout in Progr.
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5. The Project Details Summary screen will display. Click the “Create New Request”

button.

9900 Puc Assistance Test Grant (PA)

Ay Texas Town

Project #11 - Test (L, CatE)

Accountfor 8990 (PA) - Any Texas Town

Pending Obligation

= Create New Request

E Summary y [] Project Details
[ Funding Number: Fe 1l
Title: Test
B Expenses
Type: E - Public Buiings & Equipment
[ Payments Eligible Funds: $0.00 (1)
Federal Funds: 50.00
[31] Progress Monitoring
Advances Requested:  $0.00
& Ccontacts Work Complete %: 98.00%
] Notes

Project Status:

Pending Obligation

[&) Documents Work Deadline: January 18, 2023
@) History
[7] Process Checklist

© Initial Obligation
Pending Obligation

Project Management

Project Closeout

- @ Grant -

9900 Public Assistance Test Grant
Public Assistance

Declared: January 18, 2017
Emergency Deadine: July 18, 2021
Permanent Deadine: January 18, 2023

@ Applicant -

Expand Any Texas Town
Sherman County (5 - Northwest Texas
Region Region)
FIPS # 000-TESTO-00
State #: 90052 FEIN # 111111111
Vendor #:
DUNS # 111222333
Type: City
PhysicalMaiing. 1 Longhen Drive
Sherman, TX,

6. Select “New Scope Modification / Cost Change” to be navigated to the form.

Create a New Request

New Reimbursement Request

This form requests funding from the State on a given project
Please attach copies of invoices, receipts, checks or payroll
documents to support the requested amount for
reimbursement.

New Project Closeout

This form notifies State that work on a given project is complete
and a final inspection is needed. The approval of this request
will close the project and remove the need for status reports on
future Quarterly Reporis

New Scope Modification / Cost Change

This form notifies the State of a request for a Scope of Work
Modification or a Cost Change that could be advantageous fo
make additional improvements to or necessary to change the
scope of work on a project while restoring its pre-disaster
design.

New Advance of Funds Request o

This form requests advance funding on large Project
Worksheet with documentation supporting the request.

New Time Extension

This form nofifies the State that the physical work on a project
will not be completed by the work completion deadline.
Typically this request for an extension should be made at least
30 days prior to an upcoming deadline.

New Project Appeal

This form nofifies the State of a desire to Appeal & Federal
Determination regarding account or project eligibility.

o

Cancel
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7. The form will display. Complete the form:

a.
b.
C.

Select the “Type” of change for the Project from the drop down menu.
Enter the “Description” for the change to the Project.

Enter the “Justification” (why is a Scope Modification and/or Cost Change
needed).

Select an option for “Funding Change” from the drop down menu.

a. If you select “Requesting Additional Funds — Cost Overrun,” or
“Returning Funds — Cost Underrun” enter the additional required
information:

e enter the “Federal Share”

e enter “State Share”

e enter “Local Share”
Enter “Anticipated Cost.”
Enter the “Source of Additional Funds” for the Project (Non-Federal funds).
Select the “Work Performed By” from the drop down menu (who
performed the work).
Enter the “Anticipated Completion Date.”
Add “Additional Comments,” if needed.
Click “Save” (the form can be saved without submitting, and retrieved at a
later time from your “Drafts” under the Inbox menu). The form must be
saved before attaching any documents.
Click the “Add Document” button to upload supporting documentation for
the Scope Modification/Cost Change.
Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.
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Scope Modification/Cost Change Form

Create New Scope Madification / Cost Change

] save Submit 3 Gancel
I &

* Form é >

g Fom
Type -—’" Select One -
Desaripti

Jdustiication: E ‘

Funding Change: m—.v Choose One -

Anticipated Cost E—>5 ‘

Source of Additional Funds m_'
Non-Faderal Funds

Work Performed By: _’_ Choose One -
Anlicipated Completion Datem

Addiional Comments:

m ’
4
Notes & Comments e Note No Uploacied Documents #dd Document

If “Requesting Additional Funds — Cost Overrun” or “Returning Funds — Cost
Underrun” is selected in Item “d” (as noted above), of the Scope Modification
/ Change Form, additional required fields will display.

Requesting Additional Funds - Cost Qverrun - |

Funding Change: E—p

Federal Share: 5 | |
State Share: 5 | |
Local Share: 3 | |

8. 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.
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Note: Each Deliverable must be checked off/completed before the form can be
submitted.

8009 Public Assistance Test Grant Any Texas Town Account for 8980 (PA) - Any Texas __ Project #11 - Test (L, Cat E}

Project#11: Scope Modification / Cost Change

Draft

@ Submit ﬁ Delete

[=] Summary 3 @ Deliverables

W Submitted pe Modification / Cost Change request with supporting justification and documentation

E Form

View All Completed Deliverables
[ ] Notes

(Completed By You

9. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

_
The following requirements must be completed before you can advance:

Deliverables

10. Click the “Submit” button when all of the Deliverables have been completed.

0000 Puble Assistance Test Gran .. Any Toxas Toun Account for 0900 (PA) - Any Texas Project #11 -Test (L. Cat £)
Draft
@ swmt | §F pewe More -
B Summary 3 @ Deliverables - @ Grant
Submitted a Scope Modification / Cost Change request with supporting justification and documentation. 9999 Public Assistance Test Grant
EI Form Public Assistance
View All Completed Deliverables Deciared: January 18, 2017
B Notes Emergency Deadiine: July 13, 2021

Permanent Deadiine: January 18, 2023

[7] Scope Modification / Cost Change Details
[J Documents

This form notifies the State of a request for a Scope of Work Modification or a Cost Change that could be advantageous to make additional @ Applicant
E Workflow improvements to or necessary to change the scope of work on a project while restoring its pre-disaster design.
Any Texas Town

Request Type: Scope of Work Changs Sherman County (5 - Northwest Texas

() History Region Region)

Description of Description FIPS #: 000-TESTO-00

Changes: State #: 90052 FEIN # 111111111
Vendor #

Approximate February 2, 2024 DUNS # 111222333

Completion Date: Type: City
Physical/Mailing: 1 Longhorn Drive
Sherman, TX,

October 2019
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11. You may leave a note when this window is displayed. Click the “Submit” button
when done.

Submit this Scope Modification / Cost Change
Before Submitting this Scope Modification / Cost C inge

Leave a note

12. A notification will display letting you know that the Scope Modification / Cost
Change was successfully submitted. Select the button for the desired action.
“Close” the window, or “Go to Project.”

Successfully Submitted

You have submitted this Scope Medification / Cost Change. You can see the

vorkflow progress below

Review
Request
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1. From the Home screen, select “Accounts.” If you represent more than one
organization, select the Applicant first.

o -

Any Texas Town

Create New Request

Project Time Extension

1] ACCOUNTS ~ = % PROJECTS ~ & FINANCES ~  Q

= Submit New Reimbursement Request

Maria Salazar logged in as User 1 Test 3

|5y Contacts

["| Notes

[/ Documents

&) History

T Summary 3
Applicant Details
# Accounts
Unique Applicant ID: 2501
# Projects FEIN #: RRRRRRELE!
DUNS #: 111222333
Payments
Account Count: 2 Accounts Open
(3] Quarterly Reports Project Count: 8 Projects

@ 1.due in the next 30 days (view)

Quarterly Report No Active QR (View Al)

Count:

Eligible Obligated: $377,781.90

Federal Obligated: $990,781.78 (262.26%)
View Graph

State Obligated: $24,192.84 (6.40%)
View Graph

Local Share: $36,289.27 (-168.66%)

Apply for a Grant

There are currently 10 Grants open. If you
wish to apply, please click the Apply Now
button below.

2. Select the “Account” that contains the Project that needs a Time Extension. The

system will navigate to that account (lines are hyperlinked).

Account Closeouts.

A Projects

Payments

~  Create New Request = Submit New Reimbursement Request -
E Summary § Accounts
@ Accounts Ny Quick Search 2results « W ) 2
» Aocounts Program  Grant# ~ Grant Name Proj Count  Closed Date
Requests for Assistance
HMGP 9999 Mitigation Plan Tracking 1

‘Account Activation

= I PA 9999 Public Assistance Test Grant 7

Appesls

October 2019
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3. At the Account Details screen,

8885 Pubiic Assistance Test Grant (PA) Any Teras Town

Account for 9999 (PA) - Any Texas Town

Active

| Create New Request

More
[E] summary > [7] Account Details - @ Grant -
Prest Cout S 99 Pulc Assistnce estGrane
Declared: January 13, 2017
Emergency Deadine: July 15, 2021
Payments 5 . Permanent Deadline: January 18, 2023
Eligible Obligated: s277.781.00
[5] Quarterly Reports
Federal Obligated: 500078178 (262 28%) @ Applicant -

Contacts

=

View Grapn
& Any Texas Town

‘Sherman County (5 - Nerthwest Texas
B nowes Ragion Region)

FIFS # D0-TESTO-00
State # 00052 FEIN®: 111111111

W Fes Vender =

[ o Process DUNS & 111222333

Documents

Type: City
@ History B Unraic PhysicallMailing: 1 Longhor Drive
Sheman, TX.

State Onligated: 524,192.84 (8.40%)

View Graph
o

O oo

W unpai

Local Share. 525.280.27 (-189.69%)

Advances Requested:  50.00 Expand

Authorized Agent Joe Applicant - Emergency Manager

select the “Projects” tab on the left side menu.

9990 Pubic Assistance Test Grant (PA) Ay Texas Toun
Opening
Creale New Request +)
[ Summary % Projects
% Projects N Quick Search Tresus « ¥ B S
» Projects *Proj.. Proj$# Proj... Proi.. Size Eligible Amt F%  Expended% Feder.. State.. Status
e
11 Test E L $0.00 0% 0% 0% Pending Obligation
74 EXF.. B L $135.353.46 100% 0% 0% Open
Project Closesuts
‘Scopa Modifeation / Gost Changes 75 EXP. B L 50.00 0% 0% 0% Pending Obligation
Frojeot Appenis
e 126 Emer. B L 50.00 0% 0% 0% Pending Obligation
‘Small Project Clossout
205 DR4.. B L 50.00 0% 0% 0% Pending Obligation
Payments
490 Harry G L $0.00 0% 0% 0% Pending Obligation
E Quarterly Reports I 900 Pct 2. C L $241,928 44 75% 0% 0% 0% Open
5\ Contacts

October 2019

4. This will display a list of all Projects for the Grant. Select the “Project” that needs
a Time Extension.
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5. The Project Details Summary screen will display. Click the “Create New Request”
button.

-, ~ » - =
0 900 ct Z ana oad Damag =
Create New Request =)
[&  Summary b .
| Project Details - % Grant -
|| Funding ic Assi
E Number: 4900 9999 Public Assistance Test Grant
Public Assistance
- § Declared: January 12, 2017
Experses) Te: Pet2ana 3 -Road Damage Emergency Deadline: July 18, 2021
N Permanent Deadline: January 18, 2023
Type: C - Roads and Bridges
Payments
Reference Number: comoz28C
@ Applicant -
5] Progress Monitoring Eligible Obligated: $241,928.44 (L) Expand
Any Texas Town
B Contacts Federal Obligated: $181,446.33 (75.00%) Expand Sherman Gounty (5 - Northwest Texas
8 ton Region Region)
State Obligated: $24,192.84 (10.00%) Expand FIPS # 000-TEST0-00
State #: 00052 FEIN # 111111111
[ Notes Local Share: $36,289.27 (15.00%) Vendor #:
DUNS # 111222333
B Documents Advances Requested:  50.00 Expand Type: City
: PhysicaliMailing: 1 Longhom Drive
Work Complete %: Sherman, TX
&) History
Work Deadline: January 18, 2025 (overnide
@ Duein 2194 days
In Process Requests:  Time Extension (1) Expand

6. Select “New Time Extension” to be navigated to the form.

© Create a New Request

Select the request you would like fo create by clicking on the name of the request below.
Note: For a list of Applicant or Account-based requests, first navigate to the Applicant or Account screen.

New Reimbursement Request New Advance of Funds Request
This form requests funding from the State on a given project. This form requests advance funding on large Project
Please atiach copies of invoices, receipts, checks or payroll Worksheet with documentation supporiing the request.

documents to support the requested amount for
reimbursement.

New Time Extension New Scope Modification / Cost Change

This form notifies the State that the physical work on a project This form nofifies the State of a request for a Scope of Work

will not be completed by the work completion deadline Meodification or a Cost Change that could be advantageous to

Typically this request for an extension should be made at leas make additional improvements to or necessary to change the

30 days prior fo an upcoming deadline. scope of work on a project while restoring its pre-disaster
design.

New Project Appeal

| Cancel |
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7. The form will display. Complete the form:

a.

Enter the “Requested Completion Date” of the Project.

b. Select “Work Performed By” from the drop down menu (who performed

October 2019

the work).

Enter the “Justification” (why is a Time Extension needed).

Enter the “Current Percent Complete.” The latest Quarterly Report percent
complete will display below the box.

Click the “Add Line” button under Milestones to add milestones. Enter the
“Projected Date,” and “Description” for completing the remainder of the
work for this project. Repeat these steps to add additional
lines/milestones.

Click “Save” (the form can be saved without submitting, and retrieved at a
later time from your “Drafts” under the Inbox menu). The form must be
saved before attaching any documents.

Click the “Add Document” button to upload supporting documentation for
the Time Extension.

Time Extension Form

ey Texss Town Acczutfor 8898 (PA) - Any Texss . Project 4800 - Pt 280d 3 Road .

Project#900: Time Extension

Notes i Performed By: Select One
) Documents | caton .

Milestones

nnnnnnnnnnnnn

Notes & Comments et N No Uploaded Documents:
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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: Each Deliverable must be checked off/completed before the form can be

submitted.

8000 Public Assistance Test Grant .

Any Texas Town Acoount for 2000 (PA)- Any Texas . Project#000 - Pct 2 and 3 - Road .

Project#900: Time Extension

Draft

G:fy Submit ﬁ Delete

(=] Summary

5 Form
[C] Notes.

] Documents
& Workflow

(3) History

@ Deliverables

@ Aftache

Entered the Requested Completion Date in the Time Extension request form in GMS
Selected the appropriate "Werk Performed By:" option on the form.

Provided a detailed timeline of delays in with describing the i or unusual
project requirsments that are bayend the control of the subrecipient, in the Justification field

Entered the current percent of work complete for the praject on the form

Added a milestone line on the Time Extension Request form in GMS for each month through the completion of the project. Each
milestone includes a description of the project tasks scheduled to be completed each menth

View All Completed Deliverables

9. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return

to the Deliverables.

Deliverables

The following requirements must be completed before you can advance:

10.Click the “Submit” button when all of the Deliverables have been completed.

October 2019
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@ Deliverables
Form
| Notes <
] Document
i Workflow
(5 History
=2

All completed Deliverables

No Deliverables

9 Grant

9999 Public Assistance Test Grant

ne:
Permanent Deadline: January 18, 2023

# Applicant

Any Texas Town

Sherman County (5 - Northwest Texas
Region Region)

FIPS #: 000-TEST0-00

State# 90052 FEIN # 111111111
Vendor #:

DUNS#: 111222333

Type: City

Physical/Mailing: 1 Longhorn Drive
Sherman, T,

& Project

F #900
Pct 2 and 3 - Road Damage

11. You may leave a note when this window is displayed. Click the “Submit” button

when done.

Submit this Time Extension

Before Submitting this Time Extension please fill out the necessary information belo

12. A notification will display letting you know that the Time Extension was
successfully submitted. You may “Close” the window, “Go to My Inbox,” or “Go
to Project.” The option to go to Inbox is displayed because the Time Extension
was navigated from the Draft documents.

Successfully Submitted

‘ou have submitted this Time Extension. You can see the workflow progress

Determine
Justification
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Small Project Closeout

1. From the Home screen, select “Accounts.” If you represent more than one
organization, select the Applicant first.

A @ A~ Macowts > W prokcts v $ Fnances v Q

Any Texas Town ==

= Create New Request 3 Submit New Reimbursement Request More ~
7] Summary 5 [] Applicant Details - ] Apply for a Grant -
@ Accounts Unique ApplicantID: 2501 There are currently 12 Grants open. If you
wish 1o apply, please click the Apply Now

FEIN# i bution below

& Projects

Payments Account Count: 2 Accounts Open

Project Count: 8 Projects

[51] Quarterly Reports

(& Contacts Quarterly Report No Active QRS (View All

© 1 overdue Quarteriy Report
[ Notes

Eligible Obligated: $377.781.90
[ Documents Federal Obligated: $990,78178 (262.26%)
& History State Obligated: 524,192.84 (6.40%)
View Graph
Local share: $36,289.27 (168.66%)

2. Select the “Account” that contains the Project(s) that needs to be closed out. The
System will navigate to that account (lines are hyperlinked).

= Create New Request % Suomit New Reimbursement Request More -
B Summary @ Accounts
Quick Search 2esuts » Y ) &
® Accounts
Program  Grant# ' Grant Name Proj Count  Closed Date
HMGP 2099 Mitigation Plan Tracking 1
I = 9999 Public Assistance Test Grant 7 |
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3. At the Account page, click the “Create New Request” button.

#“ # ~ M accots v X, Procts +  $ Fmances v Q

Maria Salazar logged in as User 1 Test °

9999 Public Assitance Test Grant (PA) Any Texas Town

Account for 9999 (PA) - Any Texas Town

tive
| Create New Request

7] Summary N [] Account Details - @ Grant

L X 9999 Public Assistance Test Grant
@ Projects Froject Count: ’ P‘“’m‘i . Public Assistance
o Declared: August 25, 2017
Emergency Deadine: February 25, 2018
Payments Sigible Obiigatec: srr 78190 Permanent Deadiine: February 25, 2019
[31] Quarterly Reports
Federal Obligated: $317,299.79 (83.99%) @ Applicant -
$317,299.79 Un-Paid
5 Contacts w
e View Graph Any Texas Town

Sherman County (5 - Northwest Texas
Notes Region Region)

FIPS # 000-TEST0-00

State # 90052 FEIN # 111111111
() Documents W eac 0 Vendor #
B nProcess (s0 DUNS #: 111222333
Type: City
) History W unpaig (53172997 PhysicalMailing: 1 Longhorn Drive
Sherman, TX,

4. Select “New Small Project Closeout” to be navigated to the form.

Create a New Request

Select the request you would like to create by clicking on the name of the request below
Note: For a list of Applicant or Project-based requests, first navigate to the Applicant or Project screen.

New Account Closeout New Withdraw Assistance Request

This form notifies the Siate that all work for this disaster is This form requests the immediate closure of an account of a
complete and all requested funding has been received grant

New Appeal New Small Project Closeout

This form notifies the State of a desire to Appeal a Federal This form notifies the State of small PA project completion and
Determination regarding account or project eligibility. it is ready to close.

| Cancel |
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5. The form will display. Complete the form:

a.

October 2019

“Projects” will be highlighted in blue. Select the projects that you would
like to close. Click on a specific project to close that one project; to select
multiple projects, hold down the Ctrl key and click on each project that you
would like to close.

Enter the “Justification” for the Small Project Closeout.

The “Eligible Amount” is a pre-populated field based on the projects
selected in step “a” above.

Enter “Expended Amount” for the project(s).

Click “Save” (the form can be saved without submitting, and retrieved at a
later time from the “Drafts” under your Inbox menu). The form must be
saved before attaching any documents.

Click on the “Add Document” button to upload additional documentation,
if necessary.

Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Small Project Closeout Form

Create New Small Project Closeout

"
E Save o Submit ) Cancal

Closeout Request

719 - | oIge i
70 Coe

Justification E——‘|
Eligible Amount E—.s

Net Difieence: $37,301.76
sl

The total amount of m L

oney thal has been expended for all peojects grouped together in this request

Notes & Comments hdd N No Uploaded Documents

Nolssues
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6. 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: Each Deliverable must be checked off/completed before the form can be

submitted.

@ suomit Delete

& Form
[[] Notes

(] Documents

@ Deliverables

ompletion and Certiication Report (P.4) is signed, attached. and lsts ail Small projects included on the Small
t

rification form is signed, aitached, and lists all Small projects included on the request

View All Completed Deliverables

2017
February 25, 2018
Permanent Deadiine: February 25, 2019

® Applicant

7. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return

to the Deliverables.

= Warning!

The following requirements must be completed before you can advance:

Deliverables

ebruary 25, 2018
Permanent Deadiine: February 25, 2019

® Applicant

October 2019
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9. You may leave a note when this window is displayed. Click the “Submit” button

when done.

Submit this Small Project Closeout

Leave a note:

Before Submitting this Small Project Closeout please fill out the necessary infarmation below

10.A notification will display letting you know that the Small Project Closeout was
successfully submitted. Select the button for the desired action. “Close” the

window, or “Go to Account.”

Successfully Submitted

You have submitted this Small Project Closeout. You can see the waorkfl
progress below:

Programmatic
Review

oW

October 2019
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1. From the Home screen, select “Accounts.
organization, must select the Applicant first.

#a -

Any Texas Town

Create New Request

[] Summary >
& Projects
Payments

[31] Quarterly Reports
(5 contacts
[7] Notes

[.] Documents

&) History

M accons ~ %, Provects ~

Applicant Details

Unique Applicant ID:
FEIN#

DUNS #:

Account Count:

Project Count:
Quarterly Report
Count:

Eligible Obligated:
Federal Obligated:

state Obligated:

Local Share:

Large Project Closeout

$ muances + Q

7 Submit New Reimbursement Request

2501
111111
111222333

2 Accounts Open

8 Projects

No Active QR (View All)

© 1 overdue Quarteriy Report
$377,781.90

599078178 (262.26%)
$24,192.84 (6.40%)

View Graph

$36,280.27 (-168.66%)

14

If you represent more than one

More ~

Apply for a Grant

There are currently 12 Grants open. If you
wish to apply, please click the Apply Now
button below.

Apply Now

2. Select the “Account” that contains the Project that needs to be closed out. The
system will navigate to that account (lines are hyperlinked).

Any Texas Town

= Create New Request

[F] Summary

® Accounts

%3 Submit New Reimbursement Request

@ Accounts

Quick Search: 2resuts « Y B &
Program  Grant# v Grant Name Proj Count  Closed Date
HMGP 9999 Mitigation Pian Tracking 1

October 2019
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3. Select the “Projects” tab to the left of the Account Details screen to bring up a list

of projects for this grant.

9999 Publc Assistance Test Grant (PA)

Any Texas Town

Account for 9999 (PA) - Any Texas Town

e

Create New Request

=] Summary >
Payments

[51] Quarterly Reports

@ Contacts
[7] Notes
[J Documents

History

"] Account Details

Authorized Agent:

Project Count

Eligible Obligated:

Federal Obligated:

State Obligated:

Local Share:

Advances Requested:

Joe Appiicant - Emergency Manager

7 Projects

5377,781.90

$377.781.90 (100.00%)
$377,781

View Graph

50.00 (0.00%)

50,00 (0.00%)

5000 Expand

More ~

@ Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: January 18, 2017
Emergency Deadine: July 18, 2021
Permanent Deadine: January 18, 2023

@ Applicant -

Any Texas Town
‘Sherman County (5 - Norifwest Texas
Region Region)

FIPS # 000-TEST0-00

State # 90052 FEIN # 111111111
Vendor #

DUNS # 111222333

Type: City

PhysicaliMailing: 1 Longhorn Drive
Sherman, TX,

4. Alist of Projects will display. Select the “Project” that will be closed out.

9999 Public Assistance Test Grant (P4)

Account for 9999 (PA) - Any Texas Town

ve

Greate New Request

[E] Summary

& Projects

» Projects

Project Aopess

Smail Project Cioseous

Payments
5] Quarterly Reports

@ Contacts

Any Teras Toun

Wore +
& Projects
Quick Search s Y B &
Proj.. Projs#  ProjectTitle Proj.. Size  Eligible Amt F%  Expended% Fede.. Stte.. Status
11 Tes 3 L 50.00 0% 0% 0% Pending Obligation
I 7 EXP Asbestos Abatement and E 8 L $135,852.46 00% 0% 0% Open I
75 EXP Asbestos Abatement and £ B L 50.00 0% 0% % Pending Obligation
126 Emergency Protective Measures City Wide 8 L 50.00 0% 0% 0% Pending Obligation
205 ty Emergency Protective 8 L 50.00 0% 0% 0% Pending Obligation
490 Harry Park Trail 6 L 50.00 0% 0% 0% Pending Obligation
900 Pct 2 and 3 - Road Damage c L $241.928.44 0% 0% 0% Closeoutin Progr

October 2019
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The Project Details Summary screen will be displayed. Click the “Create New

Request” button.

0000 Public Assistance Test Grant (PA)

Any Texas Toan

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

‘Account for 0008 (PA) - Any Texas Town

Open

= Create New Request

] Summary ) [] Project Details
) Funding Number: F#74

Title: EXP Asbestos Abatement and E
@ Expenses.

Type: B - Emergency Protective Measures

[ Payments Reference Number: EXP3350

Eligible Obligated: $135,853.45 (L)
[31] Progress Monitoring

Federal Obligated: §135,853.45 (100.00%)

B Contacts State Obligated: 50.00 (0.00%)
D Local Share: 50.00 (0.00%)
Notes
Advances Requested:  $0.00
[ Documents Work Complete %
) History

Work Deadline: January 18, 2020 (over

© Duein 26 days

In Process Requests:  Quarterly Report (1)

- @ Grant -

9009 Public Assistance Test Grant
Public Assistance

Declared: January 18, 2017
Emergency Deadiine: July 18,2021
Permanent Deadiine: January 13, 2023

@ Applicant -
Expand

Any Texas Town
Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TEST0-00

State # 90052 FEIN # 111111111
Vendor #

DUNS #: 111222333

Type: City

PhysicalMailing: 1 Longhor Drive
Sherman, TX.

Expand

Expand

Expand

Create a New Request

6. Select “New Project Closeout” to be navigated to the form.

New Reimbursement Request

This form requesis funding from the State on a given project.
Please atiach copies of invoices, receipts, checks or payroll
documents fo support the requested amount for
reimbursement.

New Project Closeout

This form notifies State that work on a given project is complete
and a final inspection is needed. The approval of this request
will close the project and remove the need for status reports on
future Quarterly Reports.

New Scope Modification / Cost Change

This form notifies the State of a request for a Scope of Work

Select the request you would like to create by clicking on the name of the request below.
Note: For a list of Applicant or Account-based requests, first navigate to the Applicant er Account screen.

New Advance of Funds Request

This form requests advance funding on large Project
Worksheet with documentation supporting the request

New Time Extension

This form notifies the State that the physical work on a project
will not be completed by the work completion deadline.
Typically this request for an extension should be made at least
30 days prior to an upcoming deadline.

New Project Appeal

This form notifies the State of a desire to Appeal a Federal -

Cancel
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7. The form will display. Complete the form:

a.

Enter the “Expended Amount” of the Project.

b. Enter the “Completion Date” of the Project.

Enter “Comments” (any additional information that might need to be
known).

Answer the “Closeout Checklist” questions regarding the project.

Click “Save” (the form can be saved without submitting, and it can be
retrieved at a later time from “Drafts” under the Inbox menu). The form
must be saved before attaching any documents.

Click the “Add Document” button to upload required documentation.
Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Project Closeout Form (Large)

Project#10: Project Closeout

Notes & Comments: At ke Document Tempiates

Project Closeout Form ?]
ot Dt

No Uploaded Documents

Nolssues

October 2019
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8. 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: Each Deliverable must be checked off/completed before the form can be
submitted.

90090 Publc Assistance Test Grant Arey Tacas Town Ascount for D00 (PA} - Any Texas .. Project #74 - EXP Asbesios Abatem...

Project #74: Project Closeout

@ swmt  [FF oeete @l NewRFR

I =] Summary ) I B Deliverables
- E The Project Completion and Certification Report form (P.4) ks signed and attached
. Form

The total project Expended Amount was entered on the Project Closeout Form

oo Entered the date the work on the project was completed in the Completion Date field on the Project Closeout form in GMS
#
| Documents
@ Workflow Duplication of Benefits Certification form is signed and attached
View Al Completed Delverables
E} History

9. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables
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10. Click the “Submit” button when all of the Deliverables have been completed.

k) Workflow

() History

View All Completed Deliverables

@ Grant

9909 Public Assistance Test Grant

unt
n)

FIPS # 000-TESTO-00

State # 90052 FEIN # 111111111

Vendor #

DUNS # 111200033

11. You may leave a note when this window is displayed. Click the “Submit” button

when done.

Submit this Project Closeout

Leave a note:

Before Submitting this Project Closeout please fill out the necessary information below

=

12. A notification will display letting you know that the Project Closeout was
successfully submitted. You may “Close” the window, or “Go to Project.”

Successfully Submitted

below

Programmatic
Review

You have submitted this Project Closeout. You can see the workflow progr

ess
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Create Project Appeal

1. From the Home screen, select the “Accounts” tab from the left side menu. If you
represent more than one organization, select the Applicant first.

F.3 # ~ [ Accounts ¥ %, ProsecTs ¥ $ FiNances v Q

Maria Salazar logged in as User

Any Texas Town

= Create New Request 53 Submit New Reimbursement Request Mor
N [} Applicant Details ] Apply for a Grant
Unique Applicant ID: 2501 There ty 12 Grants open. Ifyou
wish t ase ciick the Apply Now
FEIN# 1 butor
& Projects
DUNS #: 11222333 Apply Now
Payments Account Count: 2 Accounts Open
Project Count: 8 Projects
[51] Quarterly Reports
& Contact: Quarterly Report No Active QRS (View Al
Count: © 1 overdue Quartery Report
[2] Note
Eligible Obligated: $377.781.90
[ Documents Federal Obligated: $990,781.78 (262.26%)
& History State Obligated: 524,192.84 (6.40%)
Local Share: $36,289.27 (-168.66%)

2. Select the “Account” that contains the Project that needs the Appeal. The system
will navigate to that account (lines are hyperlinked).

Any Texas Town d

Create New Request % Submit New Reimbursement Request

Mor
B Summary @ Accounts
Quick Search 2mesuts «Y ) &
@ Accounts
. Program  Grant# = Grant Name Proj Count  Closed Date
HMGP 2099 Mitigation Plan Tracking 1
I = 2099 Public Assistance Test Grant 7 |
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3. Select the “Projects” tab to the left of the Account Details screen to bring up a list

of projects for this

2500 Pk Asmintance Tast Grant %) B o T,

Account for 3999 (PA) - Any Texas Town

grant.

Croatn New Request

Summary 3 Account Details

Project Count;

Payments

ERgIniG ODlGHEd
S Quarterly Roports

Fedesal Obligated
B contacts

Notes

Documents

@

) History

Stats Obligated:

T Projects

5377.78190

590,781 T8 (262 2

52419284 (6.40%

W raia
B proces
W unra

More +

B Grant

9999 Pubiic Assistance Test Grant

Emergancy Deading: July 18
Parmanant Deacies: January

P Applicant

Any Texas Town
Sherman County {5 - Northwest Tacas
Region Regicn)
FIPS ® 000-TESTO-00
Sl ¥ 90052 FEIN & I
.

mann

PrysicalMaiing: 1 Longhom Drwe
Sharman, TX

4. Alist of Projects will display.

9990 Puisc Assistance Test Grant (PA) Ay Texas Toun

Account for 9999 (PA) - Any Texas Town

Active

Create New Request

Select the

“Project” to be Appealed.

More +

B Summary & Projects
Quick Search: Tresits » Y &) &
& Projects
R ~Proj.. Projs#  Project Title Proi.. Size  Eligible Amt F%  Expended Fede.. State.. Status
n Tes E L 50.00 o 0% o Pending Obiigation
2 EXP Asbeslos Abatement and E B L $135,853.46 100% 0% % Closeout n Progr.
e et eston ot e s EXP Asbeslos Abatement and E B L 5000 o6 o % Pending Obligation
e sopeas 126 Emergency Proteciive Measures City Wide 8 L 50.00 o 0% % Pending Obligation
Sl Projet Cossaut
205 DR-4332.City Emergency Protective 8 L 5000 % 0% 0% Pending Obiigation
Payments
490 Harry Park Trail d L 50.00 e 0% o Pending Obiigation
[E] Quarterly Reports I 900 Pot 2.and 3- Road Damage c L 5241,928.44 % 0% [ 0% Glosed Nov 20, 2
[} Contacts
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5. The Project Details Summary screen will display. Click the “Create New Request”

button.

9900 Pubic Assisance Test Grant (PA) Ay Texas Ton Acoount for 0999 (PA) - Any Texas Toun

Project#900 - Pct 2 and 3 - Road Damage (L, Cat C)

Closed Nov 20, 2018

= Create New Request
B Summary ) [] Project Details
O Funding Number: F#900
Title: Pct2 and 3- Road Damage
@ Expenses
Type: G- Roads and Bridges
! Payments Reference Number. COM0228¢
Eligible Obligated 524192844 (1)
[5] Progress Monitoring
Federal Obligated: §181,446.33 (75.00%)
[ Contacts State Obligated: 524.192.84 (10.00%)
Local Share 53628927 (15.00%)
[] Notes
Advances Requested:  50.00
(L) Documents Work Complete % 50.00%
Quarte
- Project
@) History
Project Status: Closeoutin Progress
Work Deadline: January 18, 2020 (overrive)

Expand

Expand

Expand

Expand

@ Grant -

9999 Public Assistance Test Grant
Publc Assistance

Declared: January 18, 2017
Emergency Deadine: July 18, 2021
Permanent Deadine: January 12, 2023

@ Applicant -

Any Texas Town
‘Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TEST0-00

State # 90052 FEIN #: 11111111
Vendor #

DUNS #: 111222333

Type: City

Physical/Mailing: 1 Longhorn Drive
Sherman, T

“ Create a New Request
New Reimbursement Request

This form requests funding from the State on a given project.
Please attach copies of invoices, receipts, checks or payroll
documents to support the requested amount for
reimbursement

New Time Extension

This form notifies the State that the physical work on a project
will not be completed by the work completion deadline.
Typically this request for an exiension should be made at least
30 days prior to an upcoming deadline

New Project Appeal

This form notifies the State of a desire to Appeal a Federal
Determination regarding account or project eligibility.

New Advance of Funds Request

Scroll down, and select “New Project Appeal” to be navigated to the form.

This form requests advance funding on large Project
‘Worksheet with documentation supporting the request.

New Scope Modification / Cost Change

This form notifies the State of a request for a Scope of Work
Modification or & Cost Change that could be advantageous to
make additional improvementis fo or necessary to change the
scope of work on a project while restoring its pre-disaster
design.

-

| Cancel |

7. The form will display. Complete the form:
a. Enter the “Justification” (why project appeal is needed).
b. Select “Type” of Appeal from the drop down menu (Project in this case).

c. Select “Project(s).” A list of projects will be displayed. The project navigated
from will be highlighted. More than one project can be selected by holding
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down the Ctrl key on your key board, and clicking on the other projects that
you would like to appeal.

d. Enter “Other Projects” that are being appealed, but are not listed in the
“Project(s)” field above.

e. If this appeal is a second appeal, select the first/initial appeal from the drop
down menu under “Initial Appeal.”

. Select “Appeal Request” from the drop down menu.

g. Enter “Approved Dollar Value.”

h. Click “Save” (the form can be saved without submitting, and retrieved at a
later time from your “Drafts” under the Inbox menu). The form must be
saved before attaching any documents.

i. Click the “Add Document” button to upload required documentation.

j- Click the “Submit” button when the form is complete, and you have
checked to make sure that the Deliverables on the Summary tab were
completed.

Appeal Form

A B A~ MM accomrs ~ %, prosects ~  $ mnances + Q Maria Salazar logged in as User 1 Test w (N ©

980 Pubic Assisiance Test Grand . Aoy Texas Town Accoun for 3898 (PA) - Ay Tess Project 874.- EXP Asbeston Abstem.

Create New Appeal

“
N

[Notes & Comments Add Noke No Uploaded Documents
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Note: The appeal must contain documented justification supporting the
appeal including monetary amount in dispute. It must also include a
citation of the provisions in federal law, regulation, or policy with which you
believe the initial action was inconsistent.

8. 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: Each Deliverable must be checked off/completed before the form can be
submitted.

@ swmt G et

' Deliverables

5 Form
[*] Notes

[1) Documents

i Workflow
) History
Selected type of appeal and project(s) included, if applicable.

Attached all documentation supporting the appeal. (note: Appeal request must be saved before documents can be aftached)

Will advance the Appeal request to step 2, once all information is entered and all documentation is attached

View All Completed Deliverables

9. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

The following requirements must be completed before you can advance:

+ Deliverables
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10.Click the “Submit” button when all of the Deliverables have been completed.

5093 e Aasstnes Tem et

Project #74: Appeal

11. You may leave a note when this window is displayed. Click the “Submit” button.

Submit this Appeal

12. A notification will display letting you know that the Appeal was successfully
submitted. You may “Close” the window, or “Go to Project.”

Successfully Submitted

Review
Appeal
and...

You have submitted this Appeal. You can see the work
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Look Up an Existing Appeal

1. Go to the Projects or Accounts on the left tab menu. Click on whichever one you

are searching. For Project Appeals, click the “Projects” tab, and then “Project

Appeals.” For Account Appeals, click the “Accounts” tab, and then “Appeals.” If
there is an existing Appeal, it will be display. Click the item to be navigated to that

Appeal (lines are hyperlinked).

Any Texas Town =
@ Summary | Projects »» Project Appeals

Quick Search esuts ¢V 8 &

v Progr.. Grant#  Proj# ¥ Justification Workflow Step. Days

| Projects > I PA 9999 %00 4 Appeal 2) Review Appeal and. [0) I

2. Details of the Appeal will be displayed. In this example the Project Appeal is in
Step 2, and the Deliverables need to be completed by the Support Affiliate
(CohnReznick) before advancing to the next step. The Appeal form that was
submitted can also be viewed by clicking the “Form” tab on the side menu.

9999 Public Assistance Test Grant Any Texas Town Account for 9999 (PA) - Any Texas Project #900 - Pt 2 and 3 - Road -

Project #900: Appeal #4

Routing in Progress: Veerify Completeness of Appeal Request (Step 2 of 14)

B summary 5 @ Deliverables
- "Verified the appeal request form in GMS is complete and meets the appeal criteria identified in 44 Code of Federal Regulations, Section
&| Form 206206 that includes the following information.

[] Notes a) Description of the determination being appealed

[] Documents
i Workflow h which t bel n
(3) Histery ) Initial date the subrecipient claimed to have received the FEMA determination notification.”

Verified all documentation supporting the appeal is attached, if applicable.
Resolved any deficiencies with the completeness of the appeal request with the subrecipient, if applicable.

View All Completed Deliverables

] Project Appeal Details

This form neifies the State of a desire to Appeal a Federal Determination regarding applicant/account o project eligibilty.

Type: Project
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Advance of Funds Request

1. Navigate to the “Projects” page for the desired grant. Select the “Project” for the
Request for Advance.

9990 Puic Assistance Test Grant (PA} Ay Texas Toun

Account for 9999 (PA) - Any Texas Town

= Create New Request Wore v
Summary & Projects
. Quick Search Teuts Y B &
a| Projects >
R ~ Proj... ProjS#  ProjectTitle Proj.. Size  EligibleAmt  F%  Expended% Fede.. State.. Status
B Test 3 L o 0% 0% wa Pending Obiigation
S EXP Asbestos Abatement and € 8 L o 0% 0% wa Pending Obiigation
Project Ao
126 Emergency Protective Measures City Wide B L 5000 L) 0% wa Pending Obiigation
Small Projest loseout
205 DR-4332City Emergency Protective B L o 0% 0% wa Pending Obiigation
[ Payments
490 Hany Park Trail d L o 0% 0% wa Pending Obiigation
[ Quarterly Reports %00 Pet2 and 3- Road Damage c L 524192844 % 0% 0% % Closeoutin Progr
(B _Contacts

2. At the Project Details summary page, click on the “Create New Request” button.

9999 Public Assistance Test Grant (PA) Any Texas Town Account for 9999 (PA) - Any Texas Town

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

Create New Request

Summary > 7] Project Details - @ Grant -
9999 Public Assistance Test Grant
[ Funding Number: e Public Assistance
te: 56 Asbestos Abatement and £ Declared: August 25, 2017
e isbestos Abatement anc Emergency Deadline: February 25, 2018
B Expenses Permanent Deadline: February 25, 2019
Type: 8- Emergency Protective Measures
Payments Reference Number:  EXP3350
@ Applicant -
_ Eligible Obligated: $135,853.46 (L) Expand

31] Progress Monitoring
Any Texas Town

Federal Obligated: $135,853.46 (100.00%) Expand Sherman County (5 - Northwest Texas
- Region Region)
(5 contacts State Obligated: 50.00 (0.00%) FIPS # 000-TEST0-00
State # 90052 FEIN # 111111111
Notes Local share: 50.00 (0.00%) Vendor &
DUNS # 111222333
Advances Requested: 5000 Expand Type: Ci
) Documents PhysicaliMailing: 1 Longhorn Drive
Work Complete % 25.00% Sherman, TX,
History roje
Work Deadline: January 18, 2020 (overrice
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3. Select “New Advance of Funds Request” to be navigated to the form.

~ Create a New Request

Select the request you would like to create by clicking on the name of the request below.
Note: For a list of Applicant or Accouni-based requests, first navigate to the Applicant or Account screen.

New Reimbursement Request New Advance of Funds Request

This form requests funding from the State on a given project This form requests advance funding on large Project
Please attach copies of invoices, receipts, checks or payroll Worksheet with documentation supporting the request.
documents to support the requested amount for

reimbursement.

New Project Closeout New Time Extension

This form notifies State that work on a given project is complete  This form notifies the State that the physical work on a project

and a final inspection is needed. The approval of this request will not be completed by the work completion deadline.

will close the project and remove the need for status reports on Typically this request for an extension should be made at least

future Quarterly Reports. 30 days prior to an upcoming deadline.

New Scope Modification / Cost Change New Project Appeal

This form notifies the State of a request for a Scope of Work This form notifies the State of a desire to Appeal a Federal -

| Cancel |

4. Click the “Create new Advance Item” button.

8009 Public Assistance Test Grant Any Texas Touwn Acocount for 8890 (PA) - Any Texas Project #74 - EXP Asbestos Abatem.

Create New Advance of Funds Request

Lﬁ Cancel

o ltems y 2 ltems

= To create a new Advance Req you must iate an ad item.

]

Create new Advance ltem

5. The form will display. Complete the form:
a. Select “Type” of funding needed from the drop down menu.
Enter “Payee” name.
Enter dollar “Amount Requested.”
Add “Comments” to justify the request.
Click the “Create” button to establish the form.
Click the “Add Document” button to upload required documentation.

"m0 oo T
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Advance of Funds Request Form

f o -

M Accounts ~

%, PROJECTS ~

$ munces -

Q

9090 Pubiic Assistance Test rart

ey Taman Towen

Accourt tor G600 (PA - Ay Tias

Create New Advance ltem

Notes & Comments

Immediate Needs Funding (INF)

Any Texas Town

5 £0.000 00

Enter jusstiication for Advance of Funads Request

T

No Uploaded Documents

Nolkssues

Review the information on the form, make any necessary changes, and click the

“Save” button. Next, click the “Back to Advance of Funds Request” button.

Project #/4: Advance lte

pryyv——— =

New Advance Item

5| Form > Form

s Type: Regu -
() Documents Pay Ay Texas T

) History Amount Requested s 50,000.00

= | CopyAdvance ftem More =

Enter justification for Advance of Funds Request

7. At this screen, you can

enter a “New Advance Item,” or “Delete” the request if

you made an error. The request is still in draft form.
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9880 Public Assistance Test Grant Ay Texas Toun Account or 8988 (PA) -Any Tesas

Project#74: Advance of Funds Request

(’V’ Submit ﬁ Delete = New Advance ltem More
[E] Summary D ltems
Quick Search Tesuts oY B &
Items )
& Type payee Amount Eligible Amt
[] Notes 2 Regular Any Texas Town 50,000.00 50.00

. 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: Each Deliverable must be checked off/completed before the form can be
submitted. The Deliverable must be checked off even though it may not be

applicable.

0990 Public Assistance Test Grant .. Any Texas Toun Acoount for 9909 (PA) - Any Teas - Project #74 - EXP Asbestos Abstem..
Draft
2 . =
@ submit ﬁ Delete New Advance ltem
[E] Summary ) m Deliverables
; The individual expenditure amounts for eligible project cost that will be paid with the advance, were entered
o ltems

Allinvoices and supporting documentation is attached at each expenditure item.

EI Noies) Attached the Hardship Working Capital Jusiification Letter describing why hardship working capital advance is required, if requesting a
hardship working capital agvance

[J) Documents Attached a Spend Plan for the amount of funds requested and timeline when funds will be expended, if requesting a hardship working
capital advance,

& Workflow

View All Completed Deliverables

If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return
to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables

October 2019 113



10.Click the “Submit” button when all of the Deliverables have been completed.

9999 Public Assistance Test Grant Texas

Town Account for 9999 (PA) - Any Texas. Project #74 - EXP Asbestos Abatem.

Project#74: Advance of Funds Request

@ suomit & oeere = NewAdvance ltem

[E] summary > @ Deliverables

v
J Items

v
[] Notes

@
[ Documents

& Workflow @

&) History

View All Completed Deliverables

11. You can leave a note when this window is displayed. Click the “Submit” button
when done.

Submit this Advance of Funds Request

12. A notification will display letting you know that the Advance of Funds Request
was successfully submitted. You may “Close” the window, or “Go to Project.”

Successfully Submitted
You have submitted this Advance of Funds Request. You can see the workflow
progress bel
Review
dddddd
Request
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Create a New Expense

1. Anew Unlinked Expense must be created from the Project screen of the project

for which the request is to be created. Navigate to the relevant project.

2. Onthe Project screen, click the “Expenses” tab located on the left of the screen.

0000 Public Assistanca Test Grant (PA)

Ope

Any Tesss Toun Aczount for 0909 (PA) - Any Tesas Town

Project#74 - EXP Asbestos Abatementand E (L, Cat B)

B summary ) [] project Details
| Funding Number: 874
Title: EXP Asbestos Abatement and E
@ e
Type: & - Emergency Protective Measures
Payments Reference Number: EXP3350
Eligible Obligated $135,853.46 (L) Expand
[3] Progress Monitoring
Federal Obligated: $135,853.46 (100.00%) Expand
[ contacts State Obligated: 50.00 (0.00%)
Local Share 50.00 (0.00%)
Notes
Advances Requested: $0.00 Expand
J Documents Work Complete % 25.00%
S) History
Work Deadline: January 18, 2020 (override)
© Duein 265 days
In Py s Requests:  Quarterly Report (1) Expand

Time Extension (1) Expand

@ Grant

9999 Public Assistance Test Grant
Public Assistance

Declared: January 18. 2017
Emergency Deadiine: July 18, 2021
Permanent Deadiine: January 18, 2023

Vendor #

DUNS #: 111222333

Type: City

PhysicalMailing: 1 Longhorn Drive

3. Alisting of current Expenses (both linked and unlinked) for this project will

display. Click onthe “Create Expense” button to open a new draft Expense form.

8990 Public Assistance Test Grant (PA)

Open
5. Create Expense

5] Summary
[ Funding

@ Expenses

(% Payments

Any Teras Toun Account for 0000 (PA) - Any Texas Torn

Project#74 - EXP Asbestos Abatement and E (L, Cat B)

~  Create New Request

ontractor Reference #

Amo

unt

oresus « Y B &

EligibleA.. RFR#  Workflow Step
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4. The form will display. Complete the form:

a. Select the “Type” of Expense from the drop down menu.

b. Enter the “Amount Requested.”

c. Enter “Comments” (any additional information that might need to be
known).

d. Click the “Create” button when the form is complete.

e. Click the “Add Document” button to upload the document from which the
Expense was entered.

Note: Ensure the document to be uploaded has been given the proper
label before uploading in Step “e” above.

Create New Expense

y [ Fom

=)

El=—o
7 S
H

Notes & Comments ANz No Uploaded Documents Add Document

Types of Expenses:

e A/E Contract Costs — Architectural or Engineering Contract Costs (do not
include Construction Costs in this expense type).

e Consultant Costs — Include costs of a consultant to assist in writing a Hazard
Mitigation Action Plan or Pre-Disaster Mitigation Plan. Also include costs of
a contracted vendor to provide administrative services necessary to
participate in the grant program Direct Administrative Cost (DAC).

e Contract Work Summary — A form used to document contract work
performed for eligible projects.
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TEXAS DIVISION OF EMERGENCY MANAGEMENT
CONTRACT WORK SUMMARY RECORD

2 PAD
000-TEST0-00 10

aaaaaaaaaaaaa

BILLINGINVOICE
cccccccc s AMOUNT

o1

162018 | J0° Contractor 43762 s 41526088

T8l 115
18

aaaaaaaaaaaaaaaa s

1318101718 | J &M Contracting 44057 7,950.00 106 poles @75.00/pale.

to

to

B
s
s
s
s
s
s
s

GRAND TOTAL i | $
| CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT.
CERTIFIED TILE ‘ DATE

e Debris Monitoring — Include contractor costs to provide monitoring and
oversight of the debris removal process.

e Debris Removal — Include contractor costs to physically remove and
dispose of debris.

e Direct Administrative Cost (DAC) — Includes costs that can be tracked,
charged, and accounted for directly to a specific project, such as staff time
to complete field inspection, and preparation of a PW (Project Worksheet).

e Force Account Equipment (FAE) — Certain ownership and operating costs
for force account (applicant-owned) equipment used to perform eligible
work are eligible. Costs for use of automobiles and pick-up trucks may be
reimbursed on the basis of mileage, if less costly than hourly rates. For all
other types of equipment, costs are reimbursed using an hourly rate.
Reimbursable equipment rates typically include operation (including fuel),
insurance, depreciation, and maintenance; however, they do not include
the labor of the operator. Stand-by time for equipment is not eligible.
However, if an applicant uses equipment intermittently for more than half
of the normally scheduled working hours for a given day, use for the entire
day may be claimed if adequate documentation is submitted. Equipment
that is used for less than half of the normally scheduled working day is
reimbursable only for the hours used.

e Force Account Labor (FAL) — Defined as labor performed by the applicant’s
employees, rather than by a contractor. Force account labor costs
associated with the conduct of eligible work may be claimed at an hourly
rate.

e Force Account Material — The cost of supplies that were purchased or
taken from an applicant’s stock and used during the performance of eligible
work.

¢ Indirect/Allocated Costs — Include costs to be passed through a Negotiated
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Indirect Cost Rate Agreement, Cost Allocation Plan, or De Minimis Rate

(Management Costs).

e Rentals & Leases — Equipment/Property rented from a third-party (not

Applicant owned).

e Small Project — Those projects with a total estimated cost below the
threshold; the threshold is adjusted each fiscal year to account for inflation

and published in the Federal Register.

e Travel Expenses - Hotel costs, mileage/fuel, meals, and any other travel-

related costs.

Do not select the following:
Final Compliance Review

FMAG 100% complete when written

Payroll (TDEM Internal)
Unassigned

Important: As seen in Figure 1, each invoice submitted will need to be input
individually, except for Force Account Labor (FAL) and Force Account Equipment
(FAE) costs, Figures 2 through 3; see Figure 4 to see how other cost-types are

input.

The following is a list of Expense documents that will be needed:

Compliance Review / Audit Report
Contract

Applicant’s Claim Summary Form
Bid Advertisement

Bid Specification

Bid Summary Sheet

Cancelled Check / Bank Statement
Contract Award Document
Contract Selection Documents
Daily Supervisor Log

Debarment Check Documentation
Debris Removal

Delivery Ticket

October 2019

Direct Administrative Cost

Force Account Equipment

Force Account Labor

Force Account Material

Force Account Rented Equipment
Invoice

Other — Engineering & Design Cost
Payroll Journal

Record of Work Inspection

Rental / Lease

Safe Room Management Fee
Travel / Reimbursement Voucher
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[ create

Cancel
-8

Figure 1

% Form

] Form

Type: Contract Work Summary v

Vendor/Contracor:

Invoice Number:
Invoice Date:
Amount Requested $ 0.00
Project Eligible Obligated $286,737 64, Federal Obligated $215,098.23, Expended $0.00
Comments:

Figure 2
Create New Expense
[ creae A camel
& Form e

Document Number
Effective Dates: to

Amount Requested: $ 0.00

Project Eligible Obligated $286,797 64, Federal Obligated $215,098 23, Expended $0.00

Comments:

Figure 3
Create New Expense
[ create [g Cancel
I o] Form
Type: Force Account Equipment v
Document Number:
Effective Dates: to
Amount Requested: $ 0.00
Project Eligible Obligated $286,797 64, Federal Obligated $215.098 23, Expended $0.00
Equipment Type:
Comments:
J
October 2019

Note: The Expense being
entered is a Contract cost.
Submit each invoice for
reimbursement separately.
This also applies for
Contract Direct
Administrative Cost (DAC).
Additionally, costs incurred
for Rented Equipment will
be entered as "Contract"
costs.

FAL and FAL DAC - enter the
date range the Summary
Record covers, enter the
Grand Total from the
Summary Record into
“Amount Requested,” and
any pertinent comments.

FAE and FAE DAC - enter
the date range the
Summary Record covers,
enter the Grand Total from
the Summary Record into
“Amount Requested,” and
any pertinent comments.
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Figure 4

Create New Expense

Create 5 Cancel
=l &

For each Materials invoice

& Fom s [ Fom claimed and DAC Materials,
. enter the Vendor Name,
Invoice Number, Invoice Date,
Amount Requested for
e e B Pt 8 1 reimbursement, Description,

and any pertinent comments.

Material Description

Comments:

Note: The entire invoiced amount does not have to be requested in full for
reimbursement. The applicant is responsible for specifying the amount
applicable to a Project Worksheet (PW) if it is less than the invoiced amount.

5. To add additional expenses, click the “New Expense” button. Repeat Step 4 -5
until all documented expenses have been entered.

9999 Public Assistance Test Grani . Any Texas Town Account for 9989 (PA) - Any Texas Project #74 - EXP Asbeslos Abatem...

Project#74: Expense #16

@ Back to Project E Save : Convert to RFR —  Copy Expense

- F
5| Form > [[] Form
’7 Notes )
Type Farce Account Materials -
[5) Documents Vendor/Contractor: ABC Supply (edit)
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Convert Expenses to a Reimbursement Request

1. Navigate to the Project Details Summary screen for the desired Project and
select "Expenses."

9999 Public Assistance Test Grant (PA) Any Texas County ‘Accountfor 9999 (PA) - Any Texas Coun.

Project#15 - Test (L, Cat E)

Open

~ Create New Request

[Z] summary

[J Funding

Payments

5] Progress Monitoring
(5 contacts

[*] Notes

) Documents

) History

Title:
m Type:

> Project Details

Number:

Reference Number:
Eligible Obligated:
Federal Obligated:
state Obligated:

Local Share:

Advances Requested:

Work Complete %

Work Deadline:

In Process Requests:

F#15
Test

E - Public Buildings & Equipment
Test

$143,368.84 (L)

$107,526.63 (75.00%)

50,00 (0.00%)

$35.842.21 (25.00%)

5000

98.00%

o 0 15 55 00 compete

February 25, 2019

© overdue by 231 days

Quarterty Report (1)

Expand

Expand

Expand

Expand

More =

@ Grant

9999 Public Assistance Test Grant
Public Assistance

Declared: August 25, 2017

Emergency Deadine: February 25, 2018
Permanent Deadiine: February 25, 2019

® Applicant

Any Texas County
Sherman County (5 - Northwest Texas
Region Region)

FIPS # 111-TEST0-00

State # 93064 FEIN # 000000000
Vendor #

DUNS # 333222111

Type: County

PhysicallMaiing: 2 County Rd 1
Sheman, TX,

2. Select the “Expense” that you wish to convert to a Request for

Reimbursement (RFR) (lines are hyperlinked).

9999 Public Assitance Test Grant (PA)

Any Texas County ‘Accountfor 9899 (PA) - Any Texas Coun.

Project#15 - Test (L, Cat E)

Open

. Create Expense

=] summary
[} Funding
B Expenses

Payments

= Create New Request

More ~

B Expenses
Quick Search 2esuts Y B &
v#  Type Contractor Reference # Amount EiigibleA... RFR#  Workflow Step
> I 5 Contract W...  ABC Consulting 123 $500.00 $0.00 Draft 1) Submission
6 DebisRe.  Vendor123 987 $100000  $0.00
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3. This will open the Expense. Click the “Convert to RFR” button.

9999 Public Assistance Test Grant Any Texas Gounty Account for 3999 (PA) - Any Texas Project #15 - Test (L, GatE)

Project#15: Expense #5

Type Contract Work Summary -

E o Vendor/Contractor: ABC Consulting (edit)

) History nvoice Numper 123
woice Date: Feb1,2019

Amount Requested B 500.00

Comments Enter Comments

4. The following message will display asking if you are sure you want to covert the
expense to an RFR. Click “Yes” to convert the Expense to an RFR. The RFR will still
be in draft format until you “Submit” it.

“ Convert to an RFR

Are you sure you want to convert this expense to an RFR?

Cancel \

5. At this point you can choose to Link the other Expense (listed in Step 2) to this
RFR. Click “Expense Options,” and select “Link Existing” from the drop down
menu. The other options are to create a “New Expense” to link to this RFR. You
can also select to “Move Expenses,” or “Copy Expenses” to another project.

Note: A reimbursement Request can have multiple expenses linked to it.

399 Publc & ot

Ay Texaa Coury Account for 9999 (PA) - Any T Projoct #15.

Project #15: Reimbursement Request
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6. Select all expenses associated with the current Reimbursement Request (RFR)
(the Ctrl key allows selection of multiple expenses). Once all expenses to be
converted to the Reimbursement Request have been selected, click the “Link”
button.

= Link an Existing Expense

6. Debris Removal ($1,000.00)
Cancel |

7. 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: Each Deliverable must be checked off/completed before the form can
be submitted.

9999 Public Assistance Test Grant County Account for 9999 (PA) - Any Texas

Project #15: Reimbursement Request

Draft

@ suomit Delete 73 Expense Options ~ More -
[ summary s | @ oeliverables - @ Grant
) Expenses ,
All supporting documentation is attached to each expense. ine
[) Notes Permanent Deadiine: February 25, 2019
Asigned Payment of Funds Request form is attached 1o the Request for Reimbursement.
ajjiocumants) View All Completed Deliverables
# Applicant
i Workflow
Reimbursement Request Details - Any Texas County
Sherman County (5 - Northwest Texas
6 Histo Region Region)
o o “This form requests funding from the State on  given project. Please attach copies of invoices, receipts, checks or payroll documens to FIPS # 111-TEST0-00
Support the requested amount or reimbursement State # 93064 FEIN # 000000000
Vendor #
Expense Count: 2 DUNS # 333222111
Type: County
Total Requested: $1500.00 PhysicaliMailing: 2 County Rd 1
Sherman, T
Total Eligible Later 50,00
Total Ineligible: 50,00 & Project
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8. If you click the “Submit” button prior to verifying that all Deliverables have been
completed, the following warning will display. Click the “Okay” button to return

to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables

9999 Public Assistance Test Grant .. Any Texas County Account for 9999 (PA) - Any Texas - Project #15 - Test L, CatE)

Project #15: Reimbursement Request

[Z] summary >
) Expenses

[C] Notes

[ Documents

View All Completed Deliverables

& Workflow

10. You may leave a note when this window is displayed. Click the “Submit” button
when done.

Submit this Reimbursement Request

Before Submitting this Reimbursement Request please fill cut the necessary information

below

Leave a note;
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11. A notification will display letting you know that the Reimbursement Request was
successfully submitted. You may “Close” the window or “Go to Project.”

Successfully Submitted

Note: If you made an error and need to unlink or delete an expense, submit a
Support Ticket.

The following is a list of Reimbursement Request documents that will be needed:

Compliance Review / Audit Report Compliance Testing Results

Direct Deposit Authorization or RTI FEMA Correspondence

Account Balance Report Quality Assurance Testing Worksheet
Compliance Sample Selection Log Reimbursement Request Summary

Compliance Test Sample
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Look Up a Payment

1. Click on the “Accounts” menu located on the Main Menu bar, and enter some or
the entire Applicant Name in the white search bar (if you represent multiple
applicants). Results will display dynamically as you type. Select the Applicant for
the payment you are searching. If you represent a single applicant the applicant
information will be displayed on your Home page. You can also look up payments
by Project. Navigate to the Project and follow the steps below.

» M Accounts ~

%, PROJECTS

$ FiNances (o}

h Grants, Applicants and Accounts

-
Any Texas  ©SEE= _,

Search Results

Any Texas County (Sherman)

[T Any Texas Town (Sherman)

Requests & Forms

Requests for Assistance

lj Summary

Account Activation

Withdraw Requests
m Accounts Appeals

Account Closeouts
;n Projects

Listings & Reports
Grant Listing
Applicant Listing
Account Listing

Account Contact Listing

Issue Listing
Investment Justification Report

2. Select the “Payments” tab from the side menu to view a list of all payments for

this Applicant.

Local Share:

— CreateNewRequest @@ Submit New Reimbursement Request
B summary > 7] Applicant Details
@ Accounts Unique Applicant ID: 2501
FEIN # 11111111
| Projects
DUNS #: 111222333
Project Count: & Projects
[ Quarterly Reports
|5 contacts Quarterly Report No Active QRS (View All)
Count:
oun © 1 overdue Quarterly Report
[7] Notes
Eligible Obligated: $377.781.90
[Z) Documents Federal Obligated: $990,781.78 (262.26%)
View Graph
() History State Obligated: $24,192.84 (6.40%)

View Graph

$36,289.27 (-168.66%)

] Apply for a Grant

There
wish to apply,
button below.

urrently 12 Grants open. If you
. please click the Apply Now
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3. Click on the payment line that you would like to view (lines are hyperlinked), to

get more detailed information.

Payables & Receivables
Payments by Transaction
Ready to Pay

Advance of Funds Requests
Reimbursement Requests

Expenses

Create New Request @ Submit New Reimbursement Request More +
B summary Payments 1 Payables
Quick Search: Oresuts Y € &
# Accounts S
vPr. Grant# Pay#  Proj# Fed Amt Ay Approved  Workflow Step Days

da| Projects I PA 4332 1 464 5492,563.51 2019 Feb5,2019  7)Complete I

Payments. >

» Payables

Receivaties

4. A screen will display with payment details. You can also view other details by

clicking the tabs on the left.

0000 Sovae Siom BA) Ay Touas Towm Recount s 9050 () - Ay Tesas

Project #464: Payable #1

Routing Complete

E Summary 3 [ Details

) Transactions Total Funds:
Federal Funds:

(5] Advanced Edit
[[] Notes Project Count;

Payment Batch:
J Documents.

Workflow "] workflow Summary

A

@

History Current Step:

Last Advanced:

Submission:

549256351
492,563 51

Voucher # 94589203 (Feb 4, 2019)
Payment #: 3895547 (Feb 4, 2019)

1 Project

Payment Batch #020

7) Complete
Extendad Dascription

Feb 5, 2019 at 8:03 AM by System Admin

Jan 31,2019 at 10:04 AM by System Admin 57

More ~

@ Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: January 12, 2017
Emergency Deadline: July 18, 2021
Permanent Deadline: January 18, 2023

@ Applicant -

Any Texas Town
Sherman County (5 - Northwest Texas
Region Region)

FIPS #: D00-TEST0-00

State # 00052 FEIN#: 111111111
Vendor #:

DUNS # 111222333

Type: City

PhysicalMailing: 1 Longhom Drive
Sherman, TX.

& Project -

F#464

Cat B issues performed during Hurrcane
harvey

B Emergency Protective Measures
Work Deadline: February 25, 2018
Eligible: $492,563.51 (L)

Federal: 5492,563 51 (100%)
Un-Expended Eligiole: 50.00
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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.

* # ~ [ Accounts ¥ N, PrRosecTs ¥ $ Fnances ¥ Q

Create New Request %7 Submit New Reimbursement Request

] summary > "] Applicant Details
@ Accoun ts Unique Applicant ID: 4116
FEIN #: 000000000
& Projects
DUNS #: 333222111
Payments Account Count: 1 Account Open
Project Count: 5 Projects
5] Quarterly Reports
© soveraue (view)
@ contacts
Quarterly Report No Active QRs (View All)
Count:
] Notes © 1 overaue Quarterly Report
Eligible Obligated: §770,243.49
[} Documents
Federal Obligated: $673,481.99 (87 44%)
View Graph
) History
state Obligated: 50.00 (0.00%)
Local Share: $96,761.50 (12.56%)

] Apply for a Grant

There are currently 15 Grants open. If you
wish to apply, please click the Apply Now
bution below.

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.”

Any Texas County

Create New Request 5 Submit New Reimbursement Request Mor
& Ssummary [5] Quarterly Reports
Quick Search: Y B &
@ Account ts e
Program  w Grant# Period ProjCount  ProjF#  Submitted...  Workflow Step Days
asl Projects I PA 9999 FFY2019 Q1 Oct 2018 - Dec 2018 muttiple 1) Report Submission
Payments
[5] Quarterly Reports >
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3. Click the “Projects” tab to bring up a list of Projects.

Any Texas County Accountfor 999 (PA) - Ay Texas Coun.
on (Step 1 of 4)
@ suomi More =
] summary 3 @ Deliverables - @ Grant M
5 Entered the status of each project listed in the Quarterly Report. 9999 Public Assistance Test Grant
5 Projects Public Assistance
ATime Extension Request is in process for each project with an estimated completion date greater than the project work deadiine Declared: August 25, 2017
- Emergency Deadine: February 25, 2018
&l Form A Scope/Cost Modification Request s in process for each project whose scope will deviate from the original scope of cost. Permanent Deadine: February 25, 2019
A Project Closeout Request is in process for each project 100% complete.
["] Notes
The Submission Consent box was selected at the bottom of each project status page. @ Applicant
[.) Documents View All Completed Deliverables

Any Texas County
Sherman County (5 - Northwest Texas
i Workflow . Region Region)
Quarterly Report Details - FIPS # 111.TEST0-00
State # 93064 FEIN # 000000000

@) History Venor #
This form s to report the progress of projects on a quarterly basis. The quarter end dates are December 31, March 31, June 30, September 30 DUNS # 333222111

and this form is due within 15 days of each end date. Type: County

PhysicaliMailing: 2 County Rt 1
Period: 2019.Q1 (Oct 1, 2018 - Dec 31, 2018) Sherman, s

Project Count: 5

Viewed Count: 4 Projects (80.0%)

100% Complete Count: 0 Projects (0.0%)

Fully Closed Count: 0 Projects (0.0%)

4. Alist of projects will display. Select the first “Project” to begin reporting.

[ —

FFY2019 Q1: Oct 201

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).

e “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:

Total Funds Expended to Date:

Anticipated Final Amount

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:

Total Funds Expended to Date:

Actual Final Amount

Actual Completion Date:

100 [%

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

&

The amount that has been spent on the project to date

s

Under Budget By $143,368.84

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’

Project Status Comments:

Cost Status

Comments:

Select One - |

Select One

Completed
On Schedule
Delayed P
Suspended
Cancelled
Closed
| Other (please specify)

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
Cost Undemun
Other (plesse specify)

Comments:

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.

9999 Put

blic Assistance Test Grant (PA)

FFY2019Q1

‘Account for 9999 (PA) - Any Texas Coun.

Oct2018 - Dec 2018

Category B Emergency Protective Measures

Eligible Amount $169,066.67

Work Deadiine: February 25, 2018

7] summary [[] Form
= Projects 4| mersE 4.0f 5 - #210 DR-4332-City Emergency Protective -
Large Project Filler: () <100% Complete () 100% Complete
5 Form N e ou1Ve Made changes 1o tis form. To accept the changes, you must click the save
F #210 - DR-4332-City Emergency Protective (view Project)
Notes

Next Project

DUlton,  <m——

Last Viewed By: User 1 Test ( Oct 24, 2019 )

12. A window will display asking you if you
changes. If you are sure, click “Save.”

are sure that you want to save all of the

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.

993 Pt Assitans Toa Grand ]

& s @ som hcre
7] Summary [ Form
—
5 Form >
= F #210 - DR-4332-City Emergency Protective (view Project)
T
Calegory. B Emergency Prolective Measures Las! Viewed By. User 1 Test { Oct 24, 2019
[ Documents Eligitie Amount. §150 068 87
WokOwe  Femay 282018
sl Workflow
October 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

If the Estimated Completion Date is greater than the Work Deadline. a Time Extension may be required (Create New).

If the project scope of work has deviated from the original as approved by FEMA a Scope Modification / Cost Change may be required (Create New).
If this project is 100% complete a Project Closeout is required (Create New)

This Quarterly Report contains 5 Projects. Ensure that all projects are reported on before submitting this Quarterly Report. Use the above navigation bar to navigate 1o all Projects.

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.

9999 Public Assistance Test Grant (PA) Any Texas County Account for 999 (PA) - Any Texas Coun.

FFY2019 Q1: Oct 2018 - Dec 2018

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

[ﬁi Submit
[Z] summary 3 @ Deliverables
o 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 werk deadline
5 Form A Scope/Cost Modification Request is in process for each project whose scope will deviate from the eriginal scope or cost.
A Project 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
& Workflow _
Quarterly Report Details
(2 History This form is to report the progress of projects on a quarterly 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.
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16. Click the “Submit” button after all of your Projects have been updated, and you

have confirmed that you have completed all the Deliverables.

9999 Public Assistance Tes! Grant (PA) Any Texas County Account for 8999 (PA) - Any Texas Coun.

FFY2019 Q1: Oct 2018 - Dec 2018

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

@ suomt
[F] summary 5 @ Deliverables

@ Entered eact r
[5] Projects N

[Ce

_ @ A
|5 Ferm .

v A n Re: n
[Z] Notes

[/ Documents

ﬂ Workflow

View All Completed Deliverables

(&)

History

each project with an estimated compietion date greater than the proje

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 necessary

Leave a note:

nformation below

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

below

Quarterly
Report.

You have submitted this Quarterly Report. You can see the workflow progress
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