


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.

Missouri Housing Trust Fund
Homeless Prevention Detail Report Form

Agency: [AgencyMame] Region: [Report Fiker]
Address: [AgencyAddress, City, State, Zip]
|ErnergencyAssistance
Agency Contact: program contact] Repart Period: [Start Check Date] to [End Check Date]
Phane: |[Emergencyfssistance program contact phaone number] E-mail: [Emergencyéssistance contact e-mail]
. . Clignt ID # B # FPayrment
Recipient's Mame (ZEN on i) County § Paid Payee Children | #4484tz | Payment Type FesEEE e
1 [Timsdale, Tim 100100 Whight § 27500 |RekestrawProperies 2 2 S:"d“i; morth toprevert |y
2 |chintan, Clirt Huveell § 42500 |James Jamesan 1 ::"d“i; morth toprevert |y
3 |[Guess Eye Howell § 135.27 |Southem Missourd Gas Co. 3 1 Matural Gas Payment Liility
4 [Melzon, Mely Howell § 120.00 |Electic Company 1 1 Depost - Eledric Lttility Deposit
= |Coling, Colin Huwell § 0000 |Heppry Valley Praoperties 2 3 :\f‘;; morth toprevert |y
E |Colins, Colin Howell ¥ 200.00 |Heppy Ydley Properties 2 3 Rert - Deposit Rerit 0 eposit
7
g
L
Total Expended & 138527 | Total Served (unduplicated) 8 g

Summary Totals: Rent 3 §1,200.00 Utility 1 $135.27

Total household count and total Rent Deposit 1 §&00.00 Utility Dep osit 1 $120.00

arnount paid (by Payment Type) Maortgage Other

Certification: | hereby cerdify that all information on this repart istrue, that all amaounts were computed in accordance with MHDC instructions, that the owner or rerter of the harme
meets the eligibility requiremernts, and that payments were made in accardance with the MHTF Commitment. | futher cerify that copies of Social Security Cards or other verifying
docurnents {Incorme Tax Form, Benefit Letter, etc.) have heen obtained for all members of households receiving MHTF funds.

Sign ature Date: Title: Phaone:

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.

HEAP-[aes://agency/contracts] ['__||E\[z|
File * View~ Report+ Help =
<:| l'_'> W ﬁ @ Search [ Favorite @ History @ [a'_ &g & K 4 b B
Address |@ aes:ifagencylcortracts - | @ Go
[Navigator Clx]
A~ Cantract Type Dallar Mare - FundingSource Private Resources = | [ Active Hew | Save |
2 Description |Elean Slate 2009 Funding&rea Agency Wide -
Previous | Next | Refresh | New | Save
Contract Mumber Diallar ore Amount [$) 200.00 Contract Length |6 Months
Fayment Type Feimburzement - Contract Code Mot Used ~| Sponsor AmerenUE
Contract Start Date 07/01/2006 % Contract End Date | 12/31/2006 % v | Grantes MMCAA
= Ft Start Date 07/01/2006 % v Fi"End Date 12/31/2006 | » | FY Fund Amount |200
v Active Mew Save | Target Area
Performance
Title |Number of LI receiving energy vendor payments » | B2 The numbe

Perfarmance [ IsMumber Investment |0 > £1.B The numbe

E2E The numbe

7] | E.1.4 The number of Senior citizens receiving services to maintain an
independent living situation
=
ontrac New | Save | Delete | Cantact
z n s Firstt ame Lasth ame Title:
] S Primary Cantact Titl Miss
Progra etup Lot Tigpe i s t s » | Mindy Garrett Miss
Progra argel First Mame Mindy Last Mame |Ganett Mary Bailey Mis
T :
e workPhone | [B50] 665 - 9555 < 32| Cell Phane
el o Fax [EGD] B65 - 5542 E-mal |mgarett@nmcaa.org
ocabions
Programs
I e o | ||| Address | J< N
< »
MMCAS CAP MEMO Adair, Clark, Knox, Sco | CAA

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 —

H Resulttirea il Goal Tl Objective =7 INDEX1 W Content ¥ PerformenceFla
deSIred NPI' ROMA Law Income Peop | Goal 1 1.3.B.3.b Mumbe O ]
and then _CIICk ROkA Low [ncome Peop | Goal 1 1.3.B.2.c Mumber O
close. Click RO k4 Low-income peop | Goal 6 £. Other - The nu O]
New to add [r
additional NPIS, [ Egmi tow-?ncome peop goa:g g;i I:E numEe g

. ow-nCome peop oal .2, & numbe
and C“Ck Save [ ROMA Low-income peop | Goal B E.2E The numbe O
When they are [ ROMA Low-income peop | Goal B E.2.C The numbe O
a” added_ [ ROMA Low-income peop | Goal B E.20 The numbe O 2
_J< i — o | T I o ¥

Finally, add
contact Select Cancel ﬁ

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

HEAP [aes: /fagency/fundingcode]

EEX

File~ View~ Repart~ Help -
G 2 WY (@ seah Favorite [ Hstory 3 e || iy % | 00 4 B B
Address| L) ses agency/fundingeode v | &
[ — FundrgCock Contae Lising
4 - | Description FundingCode Unit ' | ContractTupe Active | Fundingirea FundingSource | o
e = &
BmerenlE Wl | AmerenlE Wi Almos Eneigy [ | CikkrwSchuySco | Prvate Resource
CSEG Fundng | CSBG Funds & ide
DOE W DOE WX [Y Dol de
Dallar More: EFSP [v] v
ESGP MuliCoun | ESGP MuliiCoun EFSP [ [ Schuyler County | Federal (nonCSE
ESGF Schuyler D | ESGF Schuyler D EFSP & | Clark County Federd (nonCSE
o ESGP Sohupler M | ESGP Schuyler M EFSP @ | Knox County Federal (o C3B_|
ESGP Schupler U | ESGP Schuyler U e T s Tt
ESGP SchulerR | ESGP Schuyler R b -
U FEMA FEM Adail ﬂ ﬁ
FEMA FEMA Clark
= eV Ko FundingCodeContracts
T TEWE Sootard Description ConvactType | FundingCodeKey  FundingSe
e e ¥ | » | Dollar Wore | Dol More | 1000235 1000308
< I >
< >
(Eais Dollar More IV ActiviyFlag
L DisssEEe Dollar More
— Type
' Funding Codes
Program Setup Start Date: IE | 5
g E'“g':"':a'gﬂs Progiam = D_ -~ —|
oreCaster escription [ Dollar More
=- External Agency
N i Locatons _;‘jJ Details
¢ '-Programs

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.

File ~ ‘iew~ Report+ Help *

& o W T ([ search

HEAP-[aes://agency/agencyprogram]

[®] Favorite (2% Hstory o3 MR | g & KO B M

EEX

Address @aes Hagency anencyradr am v @ Go

Agency Name

Program |NMC_Emargency Assistance j Program —
Program Description =
Huestion Code | EMAssist - | Standard Name  |Emergency Assistanc_~ ‘ NMC Back to Sc | | =
7 Active MMC_CARF Billin
» h]@!m v
Details F Save | J< | s
Prog Companent Emergency Yendor Payme | Buestion Code - Frog Companent
= Servicetiea Description =
Description |Fue| and Energy Bills £ Food ]
mergency Foor =
Standard Mame Emergency Yendor Fa | v Active N R
e el ergy &
LS $ Amount New | Save | J ¢ o
Activity Dallar More Yendor P - | Activity Type Energy - Ativity
Activity Drescription
s Units —~ || Uit Cost L] N Dcilar bore ene
Question Code w | Standard Mame |FDRD - ESGP Mult-Coun
Adair FEMA/EFS
= FundingCode Dollar Mare v | Instiuctor - C\a:: FEMAERS
. M Biling [ves | ¥now FEMAJEFS
ding Codes Focus Code + | EstimatedTime Scotland FEMA/E
- S Desciipton | Sahuyler FEMA/E
0g ged Lewis County RE
T = Date-D ays Offered | MHTF Vendo Fa
Hodality [ | [ESGP Schuplery
= Age
. FORD Not a client activit
ons I Kit v Active [ AuteSchedule
A 3 A R L 5 Hew Save J < >

Emergency ‘Yendor Papments

Dollar kMore Yendor Payment




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.



° File Wiew Report Options Help
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Home
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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.

Organization-JOAlAgencyA dmin]
i File View Report Options Help
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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. Itis 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.
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