


We are also working on two new filters for this report, one for County, and one for 
MHTF Region.  These additions should allow agencies to quickly run the monthly reports 
by the MHTF-defined region, and also allow more meaningful local data. 
 
The report will look something like the screen shot below.  The fields at the top will 
contain data from your agency and program setup tables, just like the current version.  
The new field “Region” will be populated automatically once the MHTF Region 
dropdown is added as one of the report parameters.  Please note the totals for amount 
paid and unduplicated count of adults and children served, as well as the new Summary 
Totals section below the detailed list of recipients.  The final change is an addition to the 
certification statement to meet MHTF/MHDC requirements for data collection. 

 

 
 
 

These instructions will be posted on the MIS Resources section of the MIS page of the 
MACA web site: http://www.communityaction.org/MIS.aspx 
 
 
 



Setting Up New Contracts, Funding Codes, and Activities 
 
This document walks through the steps required to create a new Contract, Funding 
Code, and Activity within the MIS.  This process is for creating new contracts – not for 
renewing existing contracts for another year.  Please see separate instructions for 
Renewing Contracts.   
 
The steps below are presented with the system pages used for each step.  It may be 
helpful to take a screen shot of existing setup data to help with specific fields.  Many 
fields are not required, and it is up to the agency to determine if they should be 
populated and what values, if any, they should contain. To take a screen shot of your 
desktop, press and hold the Control (Ctrl) key and the Print Screen key on your 
keyboard at the same time.  This captures an image of whatever your computer screen 
is displaying at the time you press the keys.  The image is stored in your computer’s 
memory.  Open a Word document, and then right-click/paste (or use Control + V on your 
keyboard) to paste the image into the document.  You’ll probably want to do this for the 
Contract page and for the Program Setup page (it may not be necessary for the Funding 
Code page, but you can certainly do this if it helps).  For more details, see the 
Organization Setup Guide on the MACA web site MIS manuals page. 
 
Agency Listing page: Find and select an existing similar contract.  Click on the column 
title to sort the list by that column.  The first column (Contract Type) is the best option.  
Use the bottom scroll bar to view the Description column for more details.  The 
Description column is the last one in the grid, all the way to the right side. 
 

 



Contracts page:  Take a screen shot of your sample contract and paste the image into 
a Word document.  Starting at the top container, click New and fill in information about 
the new contract.  Complete information for all containers, using your sample contract 
image as a guide.  Be sure to include the 2-digit year in the Contract Number field 
(second container) to distinguish different instances of this contract in future years.  Also, 
be sure that both Start Dates are the same and both End Dates are the same.   
 

 
 
To add performance measures (third container), click New, then click the M button to 
open the Select Performance Measures window (below).  Click on the Content column to 
sort the NPIs, 
select the 
desired NPI, 
and then click 
close.  Click 
New to add 
additional NPIs, 
and click Save 
when they are 
all added.   
 
Finally, add 
contact 
information in 
the bottom container of the Contracts page. 



Funding Codes page: Create a new Funding Code for the new contract.  Click New at 
the bottom of the left container to create a new record.  Enter a name in the Code field, 
and a description.  
The name should 
match (or be close) to 
the contract name 
(Contract Type).  Use 
the same description 
from the Contract 
page for the Funding 
Code description (left 
container) and the 
Funding Code 
Contracts description 
(bottom right 
container).  This will 
ensure consistency 
wherever this 
information is needed. 
  
 
 
Program Setup page:  Determine the program and program component that will be 
used to deliver services under the new contract.  Click New in the bottom container, and 
fill in the fields as appropriate for the new service/activity.  See the Activities section of 
the Organization Setup Guide (http://www.communityaction.org/Manuals.aspx) for more 
details.  

 



How To Change The Funding Code 
 
As part of the transition to the ARRA contracts, agencies are not able to batch the 
Resource Distribution records from the end of the 2009 year.  This e-mail covers the 
process to complete the batching, and briefly explains why this is necessary. 
 
If your agency is billing Resource Distribution for the end of FY09 and was able to 
approve records but not able to batch them, here are the steps to take to complete the 
batching process.  These steps are necessary due to a data validation step that requires 
the Funding Code setup to match the Funding Code on records being batched.  Since 
most agencies changed the funding code to ARRA CSBG Funding, the existing 
Resource Distribution records do not match the current setup, which is halting the batch 
process.  This is a one-time requirement due to the transition to ARRA contracts (though 
it may be required again when we transition to the FY2010 contracts later in the year). 
 
As discussed during today’s MIS training call, this is a simple process that should only 
take about 5 minutes to complete (including the time to batch and reconcile the 
Resource Distribution records).  However, there is a critical time-sensitive aspect related 
to the Funding Code.  When you make this change, you must complete the batching and 
change the funding code back to the ARRA CSBG Funding before the end of the day.  
Failure to change the funding code back to the ARRA setting could result in lost billing 
units from the overnight process.  If you are not using ARRA funds for Resource 
Distribution (or if you do not have any Resource Distribution records to batch), then you 
may ignore these instructions as no changes are required for your agency. 
 
Steps to complete batching for 2009 Resource Distribution records created under 
the CSBG contract (Agency Admin permissions required: 
 
Go to the Program Setup page (in the OrganizationLA application role).  Find and select 
the Activity named “FDRD”.  For most agencies, this will be under the Program named 
Resource Distribution.  For some agencies, this may be under the Emergency 
Assistance program.  Notice the Funding Code for the FDRD Activity.  If this is set to 
“ARRACSBG Funding”, then you will need to change this to your previous CSBG 
funding code.   



 



From the dropdown list, choose the previous CSBG funding code.  It should look similar 
to this example.  After making the change, save the Activity, and you should be able to 
proceed with batching the Resource Distribution records that you have approved.   

 
 
When you are done batching and reconciling, remember to change this funding code 
back to the ARRACSBG Funding so that new records will be created under the correct 
contract.  It is essential to your future Resource Distribution billing that the funding code 
is set to ARRACSBG Funding at the end of the day.  Failure to change the funding code 
may result in lost billing units for Resource Distribution. 

 




