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Financials

The Financials menu is where you can submit and view financial reports.

The standard financial reports in OnCorps Reports for program directors include:

e Budgets

e Periodic Expense Reports

« Federal Financial Reports

o Budget Modification Requests
e In-Kind Other

You may also have to complete other reports that are specific to your program.

Many of the Financials reports require other reports to be approved before they can be
created. Before any other standard financial reports can be created--with the exception
of the In-Kind Other report--a Budget must first be submitted and approved by state
commission staff. Once an approved budget is on file, then Periodic Expense Reports
can be accessed. To submit a Federal Financial Report, you must have approved
Periodic Expense Reports on file. A Budget Modification Request cannot be created
unless you have an approved Budget on file, as well.

To create and edit financial reports, choose the report you wish to create or modify from
the Submit Reports submenu.

To view the financial reports you have already entered, choose the reports you wish to
view from the View Reports submenu.

If you have any questions about what content should go in each report, please contact
your state commission.
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Submit Reports
Financials > Submit Reports

All reports that are related to financial information can be found under the Financials
menu. Other reports on program activities can be found under the Reporting menu.

Under the Financials > Submit Reports menu, you will find the following standard
reports:

e Budgets
o Periodic Expense Reports

+ Federal Financial Reports
+ Budget Modification Requests
¢ In-Kind Other

You may also be asked to fill out additional reports that are specific to your state and/or
program.

Many of the Financials reports require other reports to be approved before they can be
created. Before any other standard financial reports can be created--with the exception
of the In-Kind Other report--a Budget must first be submitted and approved by state
commission staff. Once an approved budget is on file, then Periodic Expense Reports
can be accessed. To submit a Federal Financial Report, you must have approved
Periodic Expense Reports on file. A Budget Modification Request cannot be created
unless you have an approved Budget on file, as well.
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Financials > View Reports

Budget
Financials > Submit Reports > Budget

Before a Periodic Expense Report, Federal Financial Report or Budget Modification
Request can be submitted, you must first have an approved Budget on file.

To enter data into an unapproved Budget, select the Budget from the drop down menu
and click the Choose button. Notice that you can immediate see the submittal and
approval status of your Budget in the drop down menu.

Budget

Select a Budget Period: | ARRA 2009-2010 Annual Budget Totals [

Please be patient while the Budget form loads. Once the Budget financial form has
opened, enter your budget line items into the appropriate fields.

The small box to the bottom left of the form shows calculated values, including, the
Grant Amount, Expenditures to Date, Grant Balance Available, Current Period
Expenditures, Grant Balance Remaining, Amount of this Request, and other financial
information for AmeriCorps funds and Grantee funds. Consult with your state
commission about whether you need to change the Final Claim? radio button to yes
before submitting.

The small box on the bottom right of the budget can be used to verify amounts and
percentages in your budget and is intended to help with error checking. The first two
rows show the amount of your budget that comes from CNCS fund and what 10 percent
of that CNCS budget is. The next three rows deal with the CNCS Administrative costs
allowing you to check to make sure you do not exceed the maximum percentage
allowed by CNCS. The last three rows deal with the match portions of your budget. The
Overall Match row will show the minimum match required by CNCS; if this number is
incorrect, your state commission staff can change it for you. The other two rows will
show your actual match.



Financials > View Reports

Budget

Select a Budget Period: | ARRA 2009-2010 Annual Budget Totals [

Program Name: Test Program - Louisiana

Legal Applicant: Test Program - Louisiana

Program Type: Competitive (30% match)

Program Year: ARRA 2009-10 PY

Budget Period: ARRA 2009-2010 Annual Budget Totals

wdgetiom | cycs | Granteo | Gramss from |cucs| G | Gramss [t |cocs) Grnes | Gramtss 1ot |cucs|Cantes Gramios ot

Program Operating Costs
A Personnel Exp 0 fllo  ||lo | |isoo
B |Fringe Benefits o [/ [o [ o | 's00
C Travel | |
C.1 Staff Travel o || [o || [o | Is00
.2 Member Travel o || |o o | 500
€3 Travel o || [0 || [o | Is.00
D .Equipment | }q } | bs.oo
E |supplies o e || ] | |s.00
F|Consultents bfo Il |o [| |0 | 500
G Training I —
G.1 Staff Training o || [0 i o | 500
6.2 Member Training o \ o | » o | |so0
6.3 Training o ko 1/l ]lsw
H Evalustion o I o o | s00
| |otherop o Il o I | 500
K | Living Allowance
KA Full Time o |l [o [1To | 's00
K.2 Half Time o || [o |l | s00
K3 | Reduced Half Time v;ro || o | o | 's.00
K.4 | Qusrter Time o || [0 || [o | |s.00
165 | Minimom Time o || |o 1 v o] 500
K$ Living Allowance Subtotal o || [0 | ' o | s.00
L Member Support
LA FICA o | 's.00
L.ZIWO'ielsComp | v !3 | vs.oo
L3 Health Care ||l | |s00
LA.Uneranoymentlnsuranee | | 1 | ‘B _.‘ bs.OO
L5 Member Support Subtotal e [le | so00

Program Operatmg.(;omo:'l:l $.00 $.00 ' $.00 '8.00
| Percentage na | nia na



Financials > View Reports

Administrative ~ Indirect Costs
A CNCS Fixed Percentage
A.1 CNCS Fixed Costs 0 0 0 $.00
A.2 Commission Fixed Costs 0 0 0 $.00
B | Federsl Indirect 0 0 0 $.00
Administrative ~ Indirect  $.00 $.00 $.00 $.00
Costs Subtotal
Percentage nia nia nla
TOTAL $.00 $.00 $.00 $.00
Percentage n/a nia ni/a
TOTAL PROGRAM $.00
AmeriCorps Grantee CNCS Budget $.00
] Funds Share 10% Budget .00
;.bg;ael)“ Amount (linked to budget $.00 .00 CNCS Admin <= 5.26%
2. Expenditures to Date (Before this e 9 Budget %09
report) - YTD Actual 0% (OK)
3. Grant Balance Available (line 1 less 5.00 s.00 Overall Match >= 30%
line 2) Budget 0% (NO) [}
4, Current Period Expenditures (linked 0% (NO)
above) $.00 $.00 YTD Actual {NO)
5. Grant Balance Remaining $.00 $.00
6. Amount of This Request (current
expenses) $.00 $.00
Final Claim? () ye: @ po -

[] | certify that the amounts shown above are accurate and are consistent with the
amounts approved by CNCS in my submitted grant proposal. All budgeted
expenditures are in accordance with generally accepted accounting principles, OMB
Circulars, and CNCS grant guidelines.

Additional Comments:

caic Admin & Match (%) J  save | Submit for Approval

If you need to come back to the form before submitting it, click the Save button. If you
would like to see the calculated line totals and subtotal fields without having to save the
form and reopen it, click the Calc Admin & Match (%) button. To submit the form to your
state commission for approval, check the box by the disclaimer and click on the Submit
for Approval. You can also export the data in your budget to Excel by click on the Export
button in the Page Tools bar at the top of the page. For instructions on how to export
data, please refer to the Getting Started > Export Report Data.

If your Budget or any other financial form is rejected by the state commission, a notice
will appear on your Home page and the form will be unlocked to allow modifications.
Otherwise, after submittal the Budget will be locked. Because Budgets are used in other
financial reports, they cannot be rejected after the have been approved, so you may
have to submit a Budget Modification Request to correct a budget that has been
approved in error.



Financials > View Reports

Periodic Expense Reports
Financials > Submit Reports > Periodic Expense Reports

Before a Periodic Expense Report, Federal Financial Report or Budget Modification
Request can be submitted, you must first have an approved Budget on file. If you do not
see and available Periodic Expense Report periods in the drop down menu, then it
means you do not have an approved budget on file.

To enter data into an unapproved or unsubmitted Periodic Expense Report, select the
budget period from the drop down menu and click the Choose button. Notice that you
can immediate see the submittal and approval status of your Periodic Expense Reports
in the drop down menu.

Periodic Expense Report

Select a Budget Period: | May 2009 Expense Report Submitted: 07/12/2009 Approved: 07/12/2009 %

Monthly PER forms are only available after an annual budget is approved by your state Program Officer. If no monthly forms are available from the drop-down menu below,
please submit a current year program budget for approval A notification will appear on your Notifications page once the approval is completed, then you will be able to
select and submit monthly PER forms from the list below.

Please be patient while the Periodic Expense Report form loads. Once the form has
opened, enter your expenditure line items into the appropriate fields.

The small box to the bottom left of the form shows calculated values, including, the
Grant Amount, Expenditures to Date, Grant Balance Available, Current Period
Expenditures, Grant Balance Remaining, Amount of this Request, and other financial
information for AmeriCorps funds and Grantee funds. Consult with your state
commission about whether you need to change the Final Claim? radio button to yes
before submitting.

The small box on the bottom right of the budget can be used to verify amounts and
percentages in your budget and is intended to help with error checking. The first two
rows show the amount of your budget that comes from CNCS fund and what 10 percent
of that CNCS budget is. The next three rows deal with the CNCS Administrative costs
allowing you to check to make sure you do not exceed the maximum percentage
allowed by CNCS. The last three rows deal with the match portions of your budget. The
Overall Match row will show the minimum match required by CNCS. The other two rows
will show your actual match.



Financials > View Reports

Periodic Expense Report

Program Name: Test Program

Legal Applicant: Test Program

Program Type: Competitive (30% match)
Program Year: 2009-2010

Budget Period: February 2010 Expense Report

.~ BudgetTota Current Expenditures [E—— 7 T S —

R cHcs | Opmiee | Grames | Totsl || chcs Cpimec Crantes) tow || cucs | Ofniee| Grnies | Tomi || cwcs |Ggmee) Graes | ot
Program Operating Costs
A |Pesonnel Bp $20,000.00 $10,000.00 $80,000.00 $110,000.00 123 | |123 | |12 258,00 | 510.576.00/$4,844.00($22.733.00 535 153,00 | 59.424.00 |$5.156.00 $57.267.00 571 847.00
B | Fringe Benefits $7.500.00 | $0.00 5000 5750000 | |0 1o 1o 500 -“ (52.171.00) ($111.00) | ($11.00) |52 293,00
C Travel [ =ik [
.1 Staff Travel $20000 | $15000 | $100.00 s5450.00 o o ||[o .00 - $126.00 | S71.00 |s4s500 (558.00) | $24.00 | $29.00 (550
€.2 Member Travel $400.00 | $100.00 & $100.00 s800.00 o o o 500 $183.00 | 54600 | $56.00 | s2s500 $217.00 | $54.00 | $4400 531500
C.3 Travel Subtotal $600.00  $250.00  $200.00 $1,050.00 $0.00  $0.00 | $0.00 $.00 $441.00  $172.00  $127.00 $740.00 $159.00  $78.00  $73.00  $310.00
D | Equipment 5200.00 S0.00 | $100.00 |s300.00 o o o $.00 - $50.00 |se2 00 (57200) |(5200.00) $50.00 (5230 )
E Supplies $200.00  $100.00 $0.00  s200.00 o o i o ||soo $80.00 | $40.00 $0.00  s120.00 $120.00 | $80.00 $0.00  |s1g0.00
F |Consultants 50.00 S0.00 | $400.00 |s490.00 0 | P $000 | S000 | $21500 |s21500 S000 | S0.00 | $185.00 |s1gs00
G Training
G.1 Staff Training $0.00 $0.00 $100.00 $100.00 ;'0 — e o  |lso0 $0.00 $0.00 $50.00 55000 $0.00 $0.00 $50.00 55900
6.2 Member Training $0.00 S0.00 | $1.500.00 3150000 $0.00 | S0.00 | $800.00 |sg00.00 $000 | S0.00 | $700.00 |s700.00
G.3 Training Subtotal $0.00 $0.00  $1,600.00 $1,600.00 $0.00  $0.00 | $850.00 $850.00 $0.00  $0.00  $750.00 $750.00
H |Evaluation $100.00 | $100.00 | $200.00 |$400.00 $40.00 | $35.00 | S75.00 |g1s0.00 $60.00 | $85.00 | $125.00 525000
| Otherop $0.00 | $500.00  S0.00 s$500.00 $000 | $16500 | S000 |sqies.00 $000 | $33500 | S000 |sazs00
K |Living Allowance
KA Full Time $50,00000  S0.00 $0.00  1550,000.00 S10 0000830 00 S0.00 |516.500.00| ($33.500.00 30.00 S0.00  1533.500.00
K.2 Half Time $25,000.00 0.0 S0.00  $25,000.00 $8.500.00 | $0.00 | $0.00 |ggspp00 | [S16.500.00| S0.00 | $0.00 |s1g500.00
K.3 Reduced Half Time $10,000.00 0.0 $0.00 51000000 | |0 0 $.00 $370000 | S000 | S000 |s370000 | | SB.200.00 | S0.00 | S0.00 |sg300.00
K4 | Quarter Time $5.000.00 | $0.00 $0.00 3500000 5. e e llsse $2,00000 | $0.00 | $0.00 |gp00000 | | 53000.00 | S0.00 | $0.00 |s3000.00
K.5 Minimum Time $1.000.00 | $0.00 S0.00 3100000 | |0 5 o $.00 $55000 | $0.00 | $0.00 |sss0.00 $45000 | S0.00 | S000 |s4s000

K.6 Living Allowance Subtotal $91,000.00  $0.00 $0.00 $91,000.00 | $0.00  $0.00 = $0.00 $.00 $31,250.00 $0.00  $0.00  $31,250.00 $59,750.00 $0.00  $0.00  $59,750.00
L Member Support

L4 FICA $5.00000  50.00 S0.00  s5,000.00 o 0 1{fo 5.00 31.800.00 ( 30.00 S0.00 |59.:800.00 | | $3.200.00 | 30.00 $0.00 5320000
L2 | Workers Comp $2,500.00 | $0.00 S0.00  $2500.00 jé, = 7;7 N :0 = $.00 $950.00 | $0.00 S000  s950.00 $1.550.00 | $0.00 $0.00 5455000
L.3 Health Care $5,000.00 | $0.00 S0.00  |s5.000.00 i o |lsoo $2,000.00 | $0.00 $000 |s2000.00 | | 53.000.00 | $0.00 000 5300000
L.4 Unemployment Insurance $0.00 $0.00 $0.00 sg0p o |'soo $0.00 $0.00 $0.00 5gp $0.00 $0.00 $000 gqg

L.5 Member Support Subtotal $12,500.00  $0.00 $0.00  $12,500.00 $0.00 $0.00 | $0.00 $.00 $4,750.00  $0.00 $0.00  $4,750.00  $7,750.00  $0.00 $0.00  §7,750.00
Program Operating Costs $132,100.00 $10,950.00 $82,500.00 $225,550.00 $123.00 $123.00 $12.00 $258.00 $57,080.00 $5,667.00 $24,061.00 $36,808.00 $75,020.00 $5,283.00 $58,439.00 $138,742.00
Subtotal

58.57% 4.85% 36.58% 47.67% | 4T.67%  4.65% 66.75% 6.53% 27.72% 54.07% 3.81%  42.12%

Administrative ~ Indirect Costs
A CNCS Fixed Percentage
A1 CNCS Fixed Costs $2,000.00 | $100.00 | $200.00 |52 300.00 ([e .00 3635.00. | 35000 | $83.00 |577000 $1.365.00 | $50.00 | $115.00 |31.530.00
A.2| Commission Fixed Costs 5200000 | $100.00 | $300.00 52 .400.00 |{lo .00 37200035000 |:3135.00. |5955 00 $1.280.00 | '350.00 | :3165.00. |3y 49500
B |Federal Indirect 520000 $100.00  $100.00 s500.00 1[fo $.00 $90.00 | $50.00 | $50.00 |s190.00 $21000 | $50.00 | $50.00 |s310.00

Administrative ~ Indirect $4,300.00  $300.00 = $600.00 $5,200.00 $.00 $.00 $1,44500 $150.00 $270.00 $1,865.00 & $2,855.00 $150.00 $330.00 $3,335.00

Costs Subtotal |
8269% | 577% | 11.54% nia nia nia 77.48% | 8.04%  14.48% 85.61% | 4.5% 9.9%

TOTAL $136,400.00 $11,250.00 $83,100.00 $230,750.00 $123.00 $123.00 $12.00 $258.00 $58,525.00 $5,817.00 $24,331.00 $88,673.00 $77,875.00 $5,433.00 $58,769.00 $142,077.00

59.11% 4.88% 36.01% 47.67% 47.67% 4.65% 66% 6.56% 27.44% 54.81% 3.82% 41.36%
TOTAL PROGRAM $230,750.00 $258.00 $88,673.00 $142,077.00
AmeriCorps Grantee CNCS Budget $126,400.00
: Funds Share 10% Budget $22,075.00
LS AmouRt (inked 10 tdaet $126,400.00 $94,250.00 CNCS Admin <= 5.26%
above iy ae Sk
i i Budget 3.15% (OK)
2. Expenditures to Date (Before this
repq‘:te} ( $58,402.00 $20,012.00 YTD Actual 2.47% (OK)
3. Grant Balance Available (line 1 less $77.998.00 $84.227.00 Overall Match >= 30%
line 2) i 2 Budget 40.89% (OK)
sarent beron Epaniues tked! [s1zac $135.00 YTD Actual 34% (OK)
5. Grant Balance Remaining $77.875.00 $84,202.00
6. Amount of This Request (current
expenses) $123.00 $125.00
Final Claim? ) ves @ no -

[F] Onlyinclude approved PERs in YTD values.

[7] | certify that the amounts shown above are accurate and do not exceed the grant
award. All grant expenditures have been recorded and reported according to generally
accepted accounting principles, OMB Circulars, & CNCS grant guidelines.

Additional Comments:

2

CalcAdmin& Match (%) M  save | Submit for Approval




Financials > View Reports

If you need to come back to the form before submitting it, click the Save button. If you
would like to see the calculated line totals and subtotal fields without having to save the
form and reopen it, click the Calc Admin & Match (%) button. To submit the form to your
state commission for approval, check the box by the disclaimer and click on the Submit
for Approval. You can also export the data in your budget to excel by click on the Export
button in the Page Tools bar at the top of the page. For instructions on how to export
data, please refer to the Getting Started > Export Report Data. If you would like to see
only values from approved PERs in the Year-To-Date columns, check the Only include
approved PERs in YTD values check box.

If your Periodic Expense Report or any other financial form is rejected by the state
commission, a notice will appear on your Home page and the form will be unlocked to
allow modifications. Otherwise, after submittal the Periodic Expense Report will be
locked and cannot be edited unless your state commission rejects the form.
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Federal Financial Reports
Financials > Submit Reports > Federal Financial Reports

In order to create a Federal Financial Report, you must first have an approved Budget
and at least one approved Periodic Expense Report in the system.

To create a new Federal Financial Report, select the approved Periodic Expense
Reports that you want to include in the Federal Financial Report and click on the New
Federal Financial Report button. A Periodic Expense Report can only by associated
with one Federal Financial Report--it cannot be reused. If you mistakenly associate a
PER with the incorrect Federal Financial Report, you must delete that Federal Financial
Report to gain access to the Periodic Expense Report again. Below the area to create a
new Federal Financial Report, you can also access all of your saved, and submitted
Federal Financial Reports using the buttons in the table. For submitted and approved
Federal Financial Reports, you can download a PDF of the report by clicking on the
Download button, and you can view a pop-up window of the report using View button. If
a Federal Financial Report has been saved but not submitted or approved, you can edit
the report by clicking on the Edit button and delete the report so you can use the PER
attached to it in a different Federal Financial Report by clicking on the Delete button.

Federal Financial Report

Federal Instructions on How To Complete the FFR

Create a New Federal Financial Report
Selectthe PERs that should be included as part of this report:

4 August 2009 Expense Report: submitted and approved
| September 2009 Expense Report: submitted and approved
| October 2009 Expense Report: submitted and approved

New Federal Financial Report
Report Type  Reporting Period End Date Submitted Submit Date Approved Approve Date
Quarterly 09/30/2009 No No [ Eait |
Quarterly 05/31/2009 Yes 07/12/2009 Yes 08/01/2009 View

The Federal Financial Report also auto-fills program and account information from your
program record found under Manager Records > Program Information. You should
make sure that the following fields are complete in your program record to facilitate
filling out the Federal Financial Report:

o Federal Grant Number

e Recipient Organization Name and Address
e« DUNS Number

e EIN number

e Recipient Account Number

e Project/Grant Period



Financials > View Reports

Federal Financial Report

PER's included on this FFR:
July 2009 Expense Report

FEDERAL FINANCIAL REPORT
(Follow form instructions)

1. Federal Agency and Organizational Element to 2. Federal Grant or Other identifying Number Assigned by Federal Agency
Which Report is Submitted (To report multiple grants, use FFR Attachment)

|Demo Commission |0987654321
3. Receipient Organization (Name and complete addreés including Zip code)
Name: |Test Program

Addr: [123 Test Ave City: [Minneapolis State: i_pemo IZ] Zip: |55404
4a. DUNS Number 4b. EIN 5. Recipient Account Number or Identifying Number 6. Report Type (7. Basis of
I1234567890 I1 234567890 (To report multiple grants, use FFR Attachment) @ Qu arterly At}countmg
[1234567890 © semi-Annval| @ €2sh
® Annual © Accrual
‘ | © Final
8. Project/Grant Period From: (Month, Day, Year) To: (Month, Day, Year) 9. Reporting Period End Date
|09/01I2009 |08l31l201 0 |09/30/2009
10. Transactions Cumulative

(Use lines a-c for single or multiple grant reporting)
Federal Cash (To report multiple grants, also use FFR Attachment):
a. Cash Receipts

b. Cash Disbursements

i

‘c. Cash on Hand (line a minus b)

(Use lines d-o for single grant reporting)

Federal Expenditures and Unobligated Balance:
d. Total Federal funds authorized 136400
e. Federal share of expenditures 2870

f. Federal share of unliquidated obligations

Ny

g. Total Federal share (sum of lines e and f) ‘ (2870 ‘
h. Unobligated balance of Federal funds (line d minus g) ‘133530 }
Recipient Share:

i. Total recipient share reguired 94350

j. Recipient share of expenditures 1335

ik

k. hemaining recipient share to be provided (line i minus j) ‘ "93015

Program Income:
|. Total Federal program income earned

m. Program income expended in accordance with the deduction altternative
n. Program income expended in accordance with the addition alternative

0. Unexpended program income (line | minus line m or line n)

T

10



Financials > View Reports

1. a. Type b. Rate c. Period From Period To d. Base e. Amount f. Federal Share
Indirect Charged
Expenses

| 0 l l 0 0 0

l 0 l I C o 10

I 0 | I C 0 10

I 0 l | 0 0 0

g. Totals: |0 0 0

12. Remarks: Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation:

13. Certification: By signing this report, | certify that it is true, complete, and accurate to the best of my knowledge. | am aware that any

false, ficticious, or fraudulent information may subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 218, Section 1001)

a. Typed or Printed Name and Title of Authorized Certifying Official c. Telephone (Area code, number and
Test Demo Program Director EXENSI00)

|612-222-2222

d. Email address

test@test.com
b. Signature of Authorized Certifying Official e. Date Report Submitted (Month, Day,
Test Demo Program Director dear)

|07/12/2009

14. Agency use only:
Director Comments:
Test Comments go here

Staff Comments:

The Federal Expenditures and Unobligated Expense section (lines d-h) will be auto-
filled from the Periodic Expense Reports you have associated with the Federal Financial
Report. These lines show only the current expenditures, not year-to-date expenditures,
of the PERSs selected. If there is math to be done in the other sections of the form, such
as addition and subtraction, it will be done automatically as you fill in the fields. Click on
the Save button to save the report so you can continue editing it at a later time. Click on
the Save and Print button to save the form and create a PDF of the form. Click on the
Submit for Approval button to submit the report to your state commission for approval.
Once a Federal Financial Report has been submitted, it cannot be edited unless your
state commission rejects it.

11
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Budget Modification Request
Financials > Submit Reports > Budget Modification Request

After a program budget has been approved by the state commission staff, it becomes
locked and cannot be changed. In order to make changes to an approved program
budget, a Budget Modification Request must be submitted to state commission staff. A
Budget Modification Request cannot be submitted unless the program budget has
already been approved.

To create a Budget Modification Request, click the Update/Submit Budget Modification
Request button. Only one Budget Modification Request can be opened by each
program at a time, but you can have as many Budget Modification Requests over your
program year as you need. Confirm with the State Commission Staff about when you
should submit a Budget Modification Request.

Budget Modification Request
You currently have a Budget Modification Requestin progress.

To make additional updates to this request or to submit it to State Commission for review, click the button below.

Update/Submit Budget Modification Request [}

When you open a new Budget Modification Request the first two columns in the form
will show the original budget that was approved by your state commission. To modify
the budget, change the appropriate fields in the Modified Budget column to reflect the
new budget. Descriptions of the changes can be added in the Details fields.

12



Budget Modification Request Form

A IPecsomelE:p

Financials > View Reports

Grantee = Grantee Grantee = Grantee Grantee Grantee
Cash In—kind\ otal CHCS: ’ Cash |ln kmd‘ Total CHES I Cash | In- lund' Total

$20,000.00  $10.000.00 $80.000.00 5110,000.00 | (20000 | | [10000 | = |g0000

Grantee Grantee
CIICS[ Cash

| ln-kind

Details:

B IFringe Benefits

s1.5co.oo‘ 50.00 ‘ $0.00 ls7_5oo‘o° H ] | ‘ss‘sae.oo H = }sz.ooono‘ s26.00 |

H - I 100% ] 100%‘

Detail

: |dfsdsfasfdsfdsfd |

c !Yravel

[ [ \ | \ | I |

| =

=l

Details:

l |

ca iStaﬂ Travel

$200.00 ‘ $150.00 ‘ $100.00 lw_oo H ’ i ‘sa.soo.oo Hstsoo.ooismaso.oo‘ $900.00 |

Hsoss’ 20% ‘ 20% ‘

Details:

[tertat

C.Z!MembuTrwgl

|
5400.00 I $100.00 ‘ $100.00 Imom ‘ | I | !se.ooo.oo | [sa.eoo.on] $900.00 ‘ $900.00 |

Hsmsl 0% | 20% ‘

Details:

[trteat |

C.3 Travel Subtotal

$600.00 | $250.00 | $200.00 $1,050.00 | $6,000.00  $2,500.00 $2,000.00 '$10,500.00 = |$5.400.00 52,250.00/$1.800.00

| [s0% | s0% | s0% |

e W_"'|m»w e T T T
S L 8 ] e = N B R
e e e e T T T T IET T
G |Training peeae| [ [ [ [ [ [ I i |— - =] IT-=T =T =11
S m' e o e v o e e e N e N
S U o N oo W i e e B
|6.3 Training Subtotal = $0.00 | $0.00 | $1,600.00 $1,600.00 | | $0.00 | $0.00 | $1,600.00 $1,600.00 | !— [ = T = 1T =T =T =1
S L L L o =-mn l
N B L o - o B i 3 e
K |Living Allowance M“’:I | [ [ 11 [ | [ il |— e =T =T =1
Details: | |

KA1 IFUII Time

55000000 000 | 900 [ss00000 | [lo ][] ]ss0m0000 ||

13



Details:
K.2 Hslf Time

Details:
K.3 Reduced Half Time

Details:
K.4 Quarter Time

Details:
K.5 Minimum Time

Details:
K.6 Living Allowance Subtotal

Details:
L Member Support

Details:
L.1 FICA

Details:
L.2 Workers Comp

Details:
L.3 Heslth Care

Details:

L.4 Unemployment Insurance

Details:

Details:

$25,000.00

$10,000.00

$5,000.00

$1,000.00

$91,000.00

$5,000.00

$2,500.00

$5,000.00

Percentage 58.57%
Administrative ~ Indirect Costs
A CNCS Fixed Percentage
Details:
A.1 CNCS Fixed Costs $2,000.00
Details:
A.2 Commission Fixed Costs $2,000.00
Details:
B  Federal Indirect $200.00
Details:
Administrative ~ Indirect $4,300.00
Costs Subtotal
Percentage 82.69%
Percentage  59.11%
TOTAL PROGRAM

$0.00

$0.00

$0.00

$0.00

$0.00

L.5 Member Support Subtotal $12,500.00 $0.00

4.85%

$100.00

$100.00

$100.00

$300.00

5.77%

4.88%

$0.00

$0.00

$0.00

Program Operating Costs $132,100.00 $10,950.00 $82,500.00
Subtotal

36.58%

$200.00

$200.00

$100.00

$600.00

11.54%

36.01%

$230,750.00

$25,000.00

$10,000.00

$5,000.00

$1,000.00

$91,000.00

$5,000.00

$2,500.00

$5,000.00

$12,500.00

$225,550.00

$2,200.00

$2,400.00

$500.00

$5,200.00

25000

10000

1000

$91,000.00

$12,500.00

$137,500.00 $17,700.00 $84,336.00

57.4%

2000

2000

200

$4,300.00

82.69%

57.94%

o

o

$0.00

$0.00

7.39%

100

100

100

$300.00

5.77%

7.35%

$0.00

35.21%

200

100

$25,000.00

$10,000.00

$5,000.00

$1,000.00

$91,000.00

$5,000.00

$2,500.00

$5,000.00

$12,500.00

$239,536.00

$2,200.00

$2,400.00

$500.00

$600.00 $5,200.00

11.54%

34.71%

$244,736.00

Financials > View Reports

$5,400.00 $6,750.00 $1,836.00 $13,986.00

38.61% 48.26%  13.13%

nia nia nia

38.61% @ 48.26% @ 13.13%

$13,986.00

TOTAL $136,400.00 $11,250.00 $83,100.00 $230,750.00 $141,800.00 $18,000.00 $34,936.00 $244,736.00 $5,400.00 $6,750.00 $1,836.00 $13,986.00

$.00

$.00

$.00

Staff Comments:

Calculate Change Amount m Submit for Approval Discard Request

Once the changes to the budget have been entered, the Amount of Change and

Percent Change columns can be calculated using the Calculate Change Amount button.
The Budget Modification Request can also be saved for changes at a later time. When

the Budget Modification Request is finished, send it to the state commission staff for

approval using the Submit for Approval button. A Budget Modification Request can also
be discarded so you can start a new Budget Modification Request.

If your Budget Modification Request or any other financial form is rejected by the state

commission, a notice will appear on your Home page and the form will be unlocked to

allow modifications. Otherwise, after submittal the Budget Modification Request will be

locked and cannot be edited unless your state commission rejects the form.
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Financials > View Reports

In-Kind Other
Financials > Submit Reports > In-Kind Other

In-Kind Other refers to goods and services other than site supervisor time that have
been donated to the program. Contact your state commission if you have questions
about what qualifies as In-Kind Other. Always be sure to keep paper receipts for all
donated goods and services in your records. This form is only intended to be a way to
easily collect In-Kind Other information for use in other financial reports. Site
supervisors, regional coordinators and program directors can all submit In-Kind Other
reports.

To create a new in-kind other report, select Add a New In-Kind Other. Select the Edit
button next to an in-kind other report to view or change that report. To delete an In-Kind
Other report, click on the Delete button.

In-Kind Other

Add a New Other In-Kind Event

Name Date Estimated Value

Test Donor 09/23/2009 125 [ Eat

TestDonor I 11/23/2009 2000

Enter the name of the in-kind donor, the date of the donation, the estimated value of the
donation, and a description of the in-kind other donation. Spell check the description of
your in-kind other donation using the ABC button at the bottom of the text field. Contact
your program director with any questions about what to include in this report. When
finished, select Save to save the report. Click on the Save and Print button if you would
like to create a PDF of the report in addition to saving it. You will be able to see all In-
Kind Other reports as soon as they are saved by users in your program.

15




Financials > View Reports

In-Kind Other
Other In-Kind

E Estimated Value: | 125

In-Kind Donor: | Test Donor Date: |09/23/2009
Other In-Kind Description
testtesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test test
testtesttesttesttest test test test test test test test test test

testtesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test test
testtesttesttesttesttesttesttesttesttesttest test test test test test test test test test test test
testtesttesttesttesttesttesttesttesttesttest test test test test test test test test test test test
testtesttesttest test test

16



View Reports
Financials > View Reports

If your program requires you to fill out financial reports, they will appear in the Financials
> Submit Reports menu. You can view any financial reports in the Financials > View
Reports section.

Under the Financials > View Reports menu, you will find the following standard reports:

e Approved Budgets

« Approved Periodic Expense Reports
« Approved Federal Financial Reports
¢ In-Kind Other

e Supervisor In-Kind Hours Report

You may also be able to view other financial reports custom to your program here.

=
}

on Cor S % Welcome Test Person view/edit profile | logout

Logged in as: Program Director | Test Program
Reporfs

State & Program Year: Demo | 2009-2010 change
On task. On time. Online.

| FINANCIALS ~ ‘ TIME TRACKING ~ ‘ DIRECTORIES v ‘ CALENDAR ~ ! HELP ~

HOME ‘ TOOLS ~

MANAGE RECORDS ~ 1 REPORTING v

Submit Reports

Page Tools ? Help @ Create PDF

View Reports Approved Budgets

Welcome Test Upload/Mownload Files Approved Periodic Expense Reports

Approved Federal Financial Reports

Test Notification of Event from your friendly State Commission. Staff can enter notices that “stick™ on the| te...
Approved Program Income Reports

The following members have incomplete beginning of service year documentation: In-Kind Other

HocumeRianon Supervisor In-Kind Hours Report
Member Application | Eligibility = Contract W4 Enroliment 9?25: | Publcty | o~ Parental oo
Test Member X S X v X v ) > X X
TestMember 2 X v X v X X @ X v ¥
TestMember 3 . .~ .~

17
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Financials > View Reports

Approved Budget
Financials > View Reports > Approved Budget

Whenever state commission staff approves a Budget or a Budget Modification Request,
a PDF is automatically generated by the system so that there is always a record of all
approved financial forms. You can download those PDFs by clicking on the Download
button for each Budget or Budget Modification Request in the table.

Approved Budgets

Approved Budgets and PERs

Program Budget Period Date
Test Program 2009-2010 Annual Budget Totals 7112009 4:55:28 PM
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Financials > View Reports

Approved Periodic Expense Reports
Financials > View Reports > Approved Periodic Expense Reports

Whenever state commission staff approves a Periodic Expense Report, a PDF is
automatically generated by the system so that there is always a record of all approved
financial forms. You can download those PDFs by clicking on the Download button for
each Periodic Expense Report in the table.

Approved Periodic Expense Reports

Approved Budgets and PERs

Program Budget Period Date

Test Program August 2009 Expense Report 711212009 2:25:34 AM
Test Program September 2009 Expense Report 711212009 2:33:07 AM
Test Program October 2009 Expense Report 8/1/2009 11:33:33 PM
Test Program July 2009 Expense Report 711212009 2:25:08 AM
Test Program May 2009 Expense Report 711212009 2:28:40 AM
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Financials > View Reports

Approved Federal Financial Reports
Financials > View Reports > Approved Federal Financial Reports

Whenever state commission staff approves a Federal Financial Report, a PDF is
automatically generated by the system so that there is always a record of all approved
financial forms. You can download those PDFs by clicking on the Download button for
each Federal Financial Report in the table.

Approved Federal Financial Reports

Program Budget Period Date

Test Program May 2009 8/1/2009 11:33:.01 PM
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Financials > View Reports

In-Kind Other
Financials > View Reports > In-Kind Other

The In-Kind Other report shows all of the In-Kind Other entries for your program, divided
up by user type. Each section has two parts. The first details all of the In-Kind Other
reports submitted by that user type for the program. The second part sums all of the In-
Kind Other entries by month and year for easy entry into the Periodic Expense Reports.

In-Kind Other

Director In-Kind Other

In-
Kind Date Value e scription
item

Director
Name

Test Test |09/23/12009 125 testtesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttest
Person Donor testtesttesttesttest

testtesttesttesttesttesttesttesttesttesttesttesttesttesttesttest test test testtest test test test test test test test test test test test
testtesttesttesttesttesttesttesttesttesttesttesttest testtesttest test test test test test test test test test test test test test test test
testtesttesttesttesttesttesttesttest test

Test Test |11/23/2009 2000 testtesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttest
Person Donor testtesttesttesttest testtesttesttest
]

testtesttesttesttesttesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test test test test test test test
testtesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test

Month/Year Amount
November 2009 $2000
September 2009 $125

Coordinator In-Kind Other

Coordinator Name In-Kind Item Date Value
Test Coordinator RC In-Kind Other Test 03/12/2009 145

Testtesttesttesttesttesttesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test test test test test test test test test test test test test test
testtesttesttesttesttesttesttesttesttesttesttest

Month/Year Amount
March 2009 $145

Supervisor In-Kind Other

Supervisor Name In-Kind Item Date Value Status
Test Super 2 Super Test 2 In-Kind Other 09/22/2009 45 Pending

testtesttesttesttesttesttesttesttesttesttesttesttesttest test test test test test test test test test test test test test test test test test test test test test test test test test test
testtesttesttesttesttesttesttesttest

Test Supervisor Test Super In-Kind 09/23/2009 235 Pending

Supervisors must keep receipts in their files. This is only a way for financial staff in the program office to track site based in-kind other donations more easily. Do not
throw away paperwork for the Other In-Kind donation.

Month/Year Amount
September 2009 $280
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Financials > View Reports

Supervisor In-Kind Hours Report
Financials > View Reports > Supervisor In-Kind Hours Report

The Supervisor In-Kind Hours Report shows all of the In-Kind Hours entered in by site
supervisors in your program. Hours and the value of those hours are divided up by
those that have been approved by a program director and those that are pending
approval and are saved in a supervisor in-kind hours timesheet. The Supervisor In-Kind
Hours Report shows all of the in-kind hours by month, supervisor, and by individual
timesheet. You can access timesheets that are pending approval by clicking on the
Review button next to that timesheet. For more information about supervisor in-kind
hours, refer to the Time Tracking > Supervisor In-Kind Hours section of this tutorial.

Supervisor In-Kind Hours Report
Totals

Total Pending Approved

Hours Amount Hours Amount Hours Amount
140 $4222.00 97.25 |$3019.75 4275 $1202.25

Totals by Month

Total Pending Approved
Month Hours  Amount Hours  Amount Hours Amount
August 2009 14.5 $463.5 9 $315 5.5 $148.5
September 2009 475 $1478.5 345 $10735 13 $405
October 2009 20.25 $708.75 16 $560 425 $148.75
November 2009 4475 $1246.25 2475 $746.25 20 $500
December 2009 13 $325 13 $325 0 $0
Totals by Supervisor

Total >Pending Approved
Supervisor Hours  Amount Hours  Amount Hours  Amount
Test Super 2 22.25 $600.75 16.75 $452.25 5.5 $148.5
Test Super 3 2 $20 0 $0 2 $20
Test Supenvisor 11575 |$3601.25 80.5 $2567.5 35.25 $1033.75
Supervisor Period Hours Wage Amount Approved
Test Super 2 08/31/2009 - 09/06/2009 55 $27.00 $148.50 Yes
Test Super 2 09/07/2009 - 09/13/2009 8.25 $27.00 $222.75 No
Test Super 2 09/14/2009 - 09/20/2009 6.5 $27.00 $175.50 No
Test Super 2 09/21/2009 - 09/27/2009 2 $27.00 $54.00 No
Test Super 3 09/07/2009 - 09/13/2009 1 $10.00 $10.00 Yes
Test Super 3 09/14/2009 - 09/20/2009 1 $10.00 $10.00 Yes
Test Supervisor 08/31/2009 - 09/06/2009 9 $35.00 $315.00 No
Test Supenvisor 09/07/2009 - 09/13/2009 7 $35.00 $245.00 Yes
Test Supenvisor 09/14/2009 - 09/20/2009 8.25 $35.00 $288.75 No
Test Supervisor 09/21/2009 - 09/27/2009 95 $35.00 $332.50 No m
Test Supervisor 09/28/2009 - 10/04/2009 4 $35.00 $140.00 Yes
Test Supenvisor 10/05/2009 - 10/11/2009 525 $35.00 $183.75 No m
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Upload/Download Files
Financials > Upload/Download Files

The Upload/Download Files tool allows state commission staff and program directors to
exchange files for reports not included in OnCorps Reports system. Make sure the files
you upload into OnCorps Reports have no spaces or characters other than letter,
numbers and dashes, or you may receive an error.

To upload a new file to the system, go the Upload a new File/Document area on the
page. Click on the Choose File button and find the file you wish to upload on your
system. Fill in who uploaded the file and a brief description and then click the Upload
button.

After a file has been uploaded, a small table for that file will appear on the screen that
contains the filename, who uploaded the file last, the upload date, who originally
uploaded the file, a description of the file and three buttons: Upload, Download, and
Delete. The file can be downloaded to your system by clicking the Download button.
The file can be deleted by clicking on the Delete button. The Upload button allows a
user to overwrite the originally uploaded file. This can be used if, for example, a state
commission staff member uploads a blank form, the program director downloads it and
fills it out, and then the program director replaces the original blank form with the filled in
form that they created by clicking on the Upload button on the table for the blank form.

Upload/Download Files

When naming files that you intend to UPLOAD to our system, make sure you dont use any "special characters” in the file name, such as: spaces, dashes, or any characters
like — % #@*&

If you're having trouble uploading a file, rename it and try again.

Here is an example: "good_filename.pdf" as opposed to "good file name %.pdf”

Uploaded Files/Documents:

2 Last Uploaded Upload Uploaded S

Filename B Date By Description

Testing.docx P(ogram 06/30/2009 Test testtesttesttest test test test test test test test test test Upload Download x|
Director Person testtesttest

Upload a new File/Document:

File: | Choose File | Nofile chosen

Program: Test Program

Uploaded By:

Description:

Upload

OnCorps
Reports 3'\&

On task. On time. Online.
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