City of Peoria
General Fund

e-Clmpact Navigation Manual

https://agency.e-cimpact.com



https://agency.e-cimpact.com/�

City of Peoria
e-Clmpact Navigation Manual

Table of Contents

Introduction

On-line Application Demonstration Introduction
Login Page

Home Page

Section One: Agency Profile
Section One Overview
Locations/Addresses

Adding Addresses

Agency Contacts

Edit and Drop-Down Menu Features
Saving Information

Requesting Login Information
Agency Statements

Program Listing

Section Two: Program Applications
Packet Types and Status

Printing Proposals

Application Sections

Agency Profile

Saving Information on Application Forms
Agency Budget

Required Packet Attachments

Program Specific Forms

Program Specific Forms cont.

Proposal Summary

Help Text

Proposal Narrative

Previous Peoria Funding Accomplishment Report
Demographic Data

Detailed Program Budget Revenue
Budget Line Item Breakout

Detailed Program Budget Expenses

Section Three: Final Submission of Funding Packet

Section Four: Resource Center

g b~ w

[
AWNROWO®ONO®

15-16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32

33

34



= |ntroduction

The following pages contain examples of various screens found throughout the
City of Peoria web-based fund distribution system, e-Clmpact The examples
presented here are intended to provide a general introduction to the main
sections required for agencies submitting funding requests, along with examples
of the navigational features available.

Please communicate any and all feedback regarding eClmpact functionality to
Mary Beth Lawler at 602.631.4856 or mblawler@vsuw.org.



= Login Page
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To access the online funding application, type the URL of https://agency.e-
cimpact.com in the address field at the top of your browser. The Login Page
shown above will appear. This website is confidential and therefore requires a
username and password. Please note that if you already have access to the
system through the Arizona Diamondbacks, Cox Charities, City of Tempe, City of
Glendale, City of Chandler, VSUW, HWP processes your username and
password have not been reset and so are the same as | the most recent funding
cycle in which you participated.

Organization Code: An Organization Code is needed to log into e-Clmpact. For
all applicants, the Organization Code is 03040F.

Username: All users with access to the on-line application will be assigned a
username.

Password: All users with access to the on-line application will be assigned a
temporary password. Once you have filled in the required login information, click
on Sign in to our Secure Server to enter the application.

Adding New Users: Agencies are welcome to add new users to their website.
There are two steps in this process:
1) Enter the on-line application and add any additional users to the list of
Contacts in the Agency Profile section.
2) Request a login from the site for the additional user.
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= Home Page
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Signed in as: Debbie Stone-Muller  Change Password | User Profile | Signout Font Size: A =

Partners in Caring for the Cum‘“m

e-Clmpact Collaboration "

City of Peoria Test Agency Calendar

Home < December 2011 »  None scheduled.
Agency Profile Sun Mon Tue Wed Thu Fri Sat
Contacts 1 2 3
Statements 4 5 6 71 8 9 10 /
Program Profiles 11 12 13 14 15 16 17
City of Peoria 18 18 20 2 2 nBH
25 26 27 28 29 30 31

CDBG/HOME

EY 11/12 CDBG/MHOME Application
EY 12/13 CDBG/HOME Application City of Peoria News
General Fund

Y o) PROPOSALS DUE TUESDAY, JAN 31, 2012 BY 5:00 PM
FY 11/12 General Fund oy J\
Application * «| Monday, December 05, 2011

FY 12/13 General Fund & \T FY13 CDBG, HOME Program, and General Fund Not-For-Profit Grant proposals are due Tuesday, January 31, 2012 by 5:00p.m. If you have any
Application o questions please contact Debbie Stone-Muller at 623-773-7250 or debbie.stone-muller@peorizaz.gov

Resource Center

- N Arizona Diamondbacks Foundation News
City of Peoria Resources (1

. % Arizona Diamondbacks Application Process Ends

Thursday, April 28, 2011
The Arizona Diamondbacks Foundation application process is now closed. Reviews wil begin and announcements wil be made in Dacember.
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Once users have logged in to the application, the first screen that appears is the
Home Page.

A user has the ability to increase the font size of e-Cimpact by selecting the Font
Size (A) sign in the upper left hand corner of the page.

Changing Password: You will have the opportunity to change your password on
the Home Page. City of Peoria staff will not have access to your password.
Should you forget your password; staff can assign a temporary password, which
you may then change upon re-entering the system.

Note the Calendar & Events in the middle of the screen. This section is used to
post any relevant meetings, such as an orientation session. Any dates with
posted meetings will be highlighted on the calendar. The current date will be
highlighted as well. Further down the page, you will find relevant news and
informational postings.

On the left side of the screen, is a list of options referred to as the Navigation
Menu. This menu is the main navigational tool of the site. By clicking on the
commands listed here, the user will be able to quickly access the various
sections of the proposal. Note that manipulating the navigation menu will NOT
save your data.




SECTION ONE: Agency Profile

City of Peoria Test Agency Profile
Agency Agency Name:* City of Peoria Test Agency

Home EIN: BE-6003634

Agency Prafile e ———

Contacts Accreditation By:

Satements Wehbsite: VW, TESECOM

Program Profiles Primary Contact Debbie Stone-Muller

City of Peoria Deacription: H

COBG/HOME

F¥ 11/12 CDBG/HOME

Applcation

General Fund

FY 11/12 General Fund \
ADpECATION

FY 12/13 General Fund (* Reguired fisid)

Applcation

P [*] Save/Update

City of Chandier Account Names

Resources (1)

Type Account Name Activa? Actions
Formal Name City of Peona, Neighborhood and Revitalization S Yeg Edit Deleta
E3 Add New Account Name

Al e

TEAm.  ~ 6 e @ e e B (W o v 0 by Comtnms o o i

As the user moves down the navigation menu, the first few options request
general information to create a profile of the agency. The purpose of these
pages is to compile up-to-date agency information, including agency addresses
and program locations, individual contacts, and general information regarding the
agency’s mission, description, website, etc. These pages were not cleared of any
data already provided during last year’s process for the City of Peoria.

The data collected through these pages will interface with a larger database and
will be utilized by City of Peoria and many funders that utilize e-Cimpact. Please
note that the contacts in these sections are tied to the City of Peoria application
forms’ drop down menus but the descriptions are not tied.

The next few pages provide an overview of the information requested in the
Agency Profile section of the proposal.



» Agency Locations/Addresses

City of Chandler Account Names
= ____
Formal Mame City of Peona, Meighborhood and Revitalization Se
K3 Add New Account Name
Addresses
Main DETS M. 85th Avenue, Peoda, AZ B5345, LLS.A,
ES Add New Address

Phone Numbers
Main (623) 555-4494 Edit Delete
ES Add New Phane Number

Email Addresses

Main jane.dos@pecriaaz.gov Yes Yes
/ﬂ Add New Email Address

2011 &-C IMPALT, Community Impact Managernent
Secured by Thewte™ Powered by Seabrooks.

On the Agency Locations/Addresses page, confirm and edit the information listed
under Locations/Addresses. Please be sure to list the main agency location in
this section.

To add additional addresses, click on Add New Address.

On this page and pages with similar formats, the Edit and Delete buttons shown
in the column to the far right will allow changes to existing information.



» Adding Addresses

Agency Profile > Addresses > Add New Addrass

[ Confidenal?

[ Primary?

E Active?
Tv/ — Select Address Type - =
Address Line1:*
Address Line2:
Cty:*
State:* Alabama -
Zip Code:*
Country:* UsSA =
Description;

Lot gt T e 3 e

The Confidential Location box can be checked to keep the location information
confidential. All text boxes have a character count, e.g. the Description field is
limited to 255 characters.



Agency Contacts

o = e ]
Signed in as: Debbia Stone-Muller  Change Password | User Profile | Sanout Fonk Size: 4 A

Partners in Caring for the Commadit

e-Cimpact Collaboration

City of Puoria Test Contacts
Agency

Home i Contact Type Company Primary? Login Actions
Agency Prafile relictin: Not Available Mo cimig Edit Delste
Contacts Millie Petersan Seaff Lisison ity of Peoria Mo Regiiest & Login Edit Delets
Statements Debbie Stone-Muller Executive Director Caty of Peoria Yes dstonemulier Edit
Program Profiles

City of Peo K3 Add New Contact

COBGHOME

EY 11/12 COBG/HOME
Applcation

General Fund

Applcation

FY 12/13 General Fund
Appication

Resource Center

City of Chandier
Resourees (1)
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Similar to the Locations/Addresses page, the Agency Contacts page requests
information about key agency contacts and identification of one main contact
using a radio button. Executive Director is a required contact. Other individuals
who must be included are proposal contacts, as the information entered here will
populate a drop-down menu from which users will select the primary contact for
each program proposal. Enter any development staff and/or financial staff who
will need access to the system to input information for the funding proposal.
Other key staff should also be listed, such as chief operating officers,
development directors and controllers.

To add a new contact, click on the Add New Contact button below the table.
Utilize the Edit and Delete commands to make necessary changes to existing
contacts.

The following page provides an example of an Edit Contact screen and a related
drop-down menu.



= Using the Edit and Drop-Down Menu Features

- select Cantzet Tope |
Administratve Staff |

Signed in as: Debbie Stone-Muller  Change PassAllocation Volunteer Font Size: A
| Board Chairman

Board Member

Board Fresident
Board Treasuner

Chief Executive Officer
Chief Financial Officer

Chief Dperating Dfficer
Chief Professional Officer

City of Pearia Test Contacts > Add Nev_ .

Agency =y

Home Development Director
Development Staff

Agency Prafile Tyog:® Emergency Contact
Contacts ype: Executive Director
Prafix: Finance Director
Statements Finance Staff
Program Prafiles First Narne: * Grant Writer
Mot Available
Middle Initial: Other Sxaff
City of Peoria er St
Last Name:* President
COBG/HOME Professional Staff
Fill2CBGHOME | Sue Program Director
Appication = Program Staff
Emel fodnn, Staff Lisison
General Fund Company: Support Staff
Y 11/13 Ganaral Fund United Way Staff
Appication Job Tide: Wice Presidert
F¥ 12/13 General Fund (* Required field)
Appication
Resource Center [*] save and Continue

City of Chandier [l Cancel and Return to Previous Page
Resources (1)

TIEAT.  C 6 a8 W e B et i e 0y om0 o it i T —— v 0 ¥ N A MG Ao

When you click on Edit, a screen will appear that will prompt the user to enter the
appropriate information to update the table. Note that asterisks (*) indicate a
required field. The agency user now has the ability to be included in all Emails.
If this contact would like to receive all e-Cimpact emails they just need to click
the Include in all Emails checkbox.

The drop-down menu indicated by the arrow above allows the user to select the
appropriate contact type. To select a contact type, click on the arrow on the right
side of the contact field and select the most appropriate description for the
contact you are entering or editing. Also enter the individual’'s exact title in the
Job Title field, as well as the contact’s place of employment, particularly for board
members and consultants who are not employed by the agency.

Further down the page, there are three additional edit options: Add New Address,
Add New Phone Number, and Add New Email. All contacts must have an
associated address, phone number and email address. Note that to add a new
contact, only general information is requested. Utilize the Edit function once
the new contact is saved in the system to provide an address, phone
number and email address for that individual.
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= Saving Information

City of Peoria Test Agency Profile > Addresses > Update Address

Agency  Confidential?

Horne Primary?

¢ Prafile E Active?

Contacts Type:* Main

Satements Address Linel:* 5875 N. 85th Avenue

Program Profiles Address Line2:

City of Peoria City:* Peoria

CDBG/HOME State* Arizona

F¥ 11/12 COBG/HOME Zip Code:* 85345

Appication

" r

General Fund Cuunl-r\f.. U5A.

F¥ 11/12 General Fund | DSSCTPEOM:
Applcation

Py 12/13 Gereral Fund

Apphcation

Lol o B 298 ehiasachins (1) whed |

Resource Cantar [* Required field)

City of Chandler

Resources (1)

[2] save/Update /
K Save and Retumn to Previous Page
£ 2011 e-C IMPALT, Community Impact Managernent
Secured by Thawte™ Powered by Seabrooks
g o e et v ket | & i - wiam

—
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On every screen where there is information that can be updated, there is also the
ability to save the information that is being updated. By scrolling to the bottom of
the profile pages, the save update section will be visible. Click on the text
directly to activate the function. Select Save/Update which will save the
information and show the same screen just updated. If you choose Save and
Return to Previous Page, the system will save the information and take you back
to the previous screen. Cancel and Return to Previous Page to return to the
previous screen without saving any changes.
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Requesting Login Information

ng for the Commaditye

-'_'_{-.-: . ’ ., . .
' .

Contacts

Carin Imig ok Available No cimig Edit Delete
Millie Petersan Seaff Lisison Gy of Peoria Na Request & Login Edit Delete
Debbie Stone-Muller Executive Director City of Peoria Yes dstonemulier Edit

K3 Add Mew Contact

After entering new contacts the user can request a username and password for
the new contact. Click on the Request for Login function to make a request for
this information. Then the user can enter a password and retype the password to
ensure that it was entered correctly. Each new password must be between 6 to
15 characters in length and contain at least 1 character from 2 of the groups of
alpha, numeric, or special characters. New passwords may not contain the
following characters: “, %, or any white space.

Signed in as; Debbie Stone-Muller  Change Passwerd | User Profile | Sanout Font Size: 4 A

ng for the Commpoily - e

T

Request a Login Account for Millie Peterson

Enter & password and then retype the password 1o ensune that @ has been entered correctly. Your password must be between 6 and 15 characters in kength and
contain at least 1 character from 2 of the groups of sipha, numeric, of special characters. Your Passwond may not contain the following characters: *, %, oF any

A Prafile white-space.
Contacts Fanwet 8 Exaevpies
~ abetedy) [V, cortans ey e eben))
TR — paifmard [akd, conteew mers sl apwosl charschers )
Program Profiles — MR i, contmnm 2 special characier ard remben]
stcriedf [k, concan sl eften)

City of Peoria ahc sk, e i characteny|
LDBGHONE Contact Type: Staff Liaison
Apphcation Contact Name: Millie Paterson
General Fund Usemame:*
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Agency Statements

o = e i

| signed in as: Dabbie Stone-Muller  Changs Passward | User Profile | Sanaut Font Size: o A

Statements > Add New Statement
# Active?

ot 39 haemcters (8 ]

{* Reguired field)

[£] save/Update
I Save and Return t Previous Page

[ResoircaCantar | [ Cance! and Return to Previous Page

City of Chandier
Resourees (1)

FY 12/13 General Fund
Appication

From the Navigation Menu, enter the Statement section. This page requests the
mission statement of your agency and also allows for input of the agency’s Vision
Statement (describing your organization's preferred future) and/or Agency
Statement (tag-line or catchphrase).

The next step is to update the program specific contact information. This can be
located under the Programs section.

13



Program Listing

= [ e

Signed in as; Debbie Stone-Muller  Change Passward | User Profile | Sinout Font Size: o A

ng for the Commaditye

D g .

Program Profiles

City of Peoria General Fund Program Carin Imig Active Edlit
City of Pesria Test CDBG Program Debbie Stone-Muller Active Edit
City of Pearia Test HOME Program Carin Imig Active: Edit

From the Navigation Menu, enter the Programs Section. This page contains
specific information about the programs. A user will choose the edit function and
will scroll down to Add/Manage New Address section to add the locations linked
to the application form drop-down menus. Please note the program description in
this section is not connected to the City of Peoria application forms.
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SECTION TWO: Program Applications

After completing the Agency and Program Profiles sections, users may begin to
complete the individual program application (s). These are located under the
navigation menu heading of City of Peoria FY 12/13 CDBG/HOME Application or
FY 12/13 General Fund Application. Each a separate application this year.

Signed in as; Debbie Stone-Muller  Change Password | User Profile | Sgnout Font Size: : A

City of Peoria Test FY 12/13 General Fund Application > Form Packets

Application Status: Draft i
Home

Form Packat Packet Type Actions

Agency Prafile
Contacts City of Peorla Test Agency Agency Initial (=
Sraterens City of Pearia General Fund Program 2012/2013 Application Draft Edit Include
Program Profiles [7] SaveyLipdate
City of Peoria Expart Entire Application To Adobe POF {Large Font)

COBG/HOME

FY 11712 COBG/HOME
AppRcation
General Fund

FY 11/12 Garwral Fund
Application

F¥ 12/13 General Fund
AppEcanian
Resource Center

ity of Chandier
Resourees (1)

T foas8 [ LS B v v M —

The program(s) applying for City of Peoria funding will be listed on this page.

Packet Status: Each program proposal will show one of the following as its
status.

Initial- At the beginning of each cycle, all active projects (denoted with a v" in the
Include Column) will show a status of “Initial,” meaning the application is ready
for modification.

Draft — Once a modification or entry has been made in the application and saved,
the project status will change to “Draft.” This status will remain until either the
application is completed or dropped.

Verified — Once all information has been entered or edited and all numeric logic
tables are in sync; complete each application section by selecting the Save and
Verified function at the bottom of each section. Any items highlighted in red
signify that a required field is missing or that logic does not sync; this must be
corrected in order to complete the proposal.

**A COMPLETED PROGRAM APPLICATION WITH ALL SECTIONS
VERIFIED, IS NOT SUBMITTED TO The City of Peoria. THE ACTUAL
SUBMISSION PROCESS WILL BE DISCUSSED IN SECTION THREE OF THIS
MANUAL.

Dropped — To eliminate a proposal from the funding package, drop the program
by changing its activity status. Uncheck the Included field in the Application

15




Overview section and save. This should stay checked if you plan on
submitting the proposal indicated.

NOTE: In order to submit the completed agency funding package to the City of
Peoria, all programs must first show a status of “Verified”

16



» Printing Proposals

o - - W

| Signed in as: Dabbia Stone-Muller  Change Password | User Profile | Sanout Font Size: + A |

of the CommoditySie. = P

FY 12/13 General Fund Application > Form Packet:
Application Status: Draft

City of Peoria Test Agency
City of Peorla General Fund Program 2013/2013 Application Draft Edit = Include

IIlsavn:typ-dLe
Export Entire Application To Adobe PDF {Large Fort)

An agency has the option to export the entire application packet to PDF from this
screen. The application packet can be in initial, draft, or completed status to
utilize this export function. Each page can also be exported separately using this
function on corresponding pages. Please note that Adobe Acrobat 7.0 or higher
must be installed in order to utilize this function. Click on the Edit to access the
application sections.

17



= Application Sections

Font Size: oA

FY 12/13 G | Fund Application > Packet S
Packet Status: Inital

*Form 1; Agency Prafile Tniftal Edit
*City of Peoria Agency Budget Initial Edit
* bl Faee

Required Packet Attachments

* Current list of Officers and Directors —

Browse.. |
* Internal Revenue Service letter of non-profit eligibility status | Browse.. |
Mast recent financial audit of organization Browse |
Mast recent IRS form 990 or Firm 950-E2 Browse. .
* Proaf of Incorporation Browse.
Targeting Boundaries Mag [Browss |

 deompe e e B . 608, UL, . S W, B, B e B L T e . Camed e M I

This screen represents the sections of the agency portion section of the
application and the required packet attachments. The application can be
exported to an Adobe PDF from this screen similar to the previous screen. The
City of Peoria has one Agency Level Section and seven programmatic sections
that can be accessed by selecting the “Edit” by the section.
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= Agency Profile

Hofne

Profile
Contacts
Hatements
Program Profiles

City of Peoria
COBG/HOME

Fi 11712 COBG/HOME
Applkcation

General Fund

F¥ 11712 General Fund
Applcation

FY 12/13 Gerral Fund
Applcation

City of Chandler
Resources (1)

FY 12/13 General Fund Application > Forms
Status: Initial

Form 1: Agency Profile

Agency Name
Agency Mailing Address*

Agency Mailing Address City™
Agency Mailing Address State*

Agency Mailing Address Zip + 4 Code*
Main Telephane Number™

hgancy EIN®

Agency Website™

Agency Description™

Mame of Main Contact Persan®

Tithe of Main Contact Person®

OEgEa

City of Peoria Test Agency

Lt g 10 150 chameness {9 v
L g 1 7Y vt [ e,
Lt 13 1 3 eharacters [0 e
(623) 555-4444
H6-60035634
WW best.oom
The temt agenay provid
wimderats inc Aizal h ¥

L 59 19 79O chareetnes 90 wisl]

Lt 53 12 180 charsctry £4 v,

L 13 b2 130 charscinen 14 ueeel.

The Agency Profile section provides a general overview of the agency. All text
box fields in the application forms now have a character count component. The
number of characters used will show and the limit text will turn red when a user
has exceeded the amount of characters allowed.
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= Saving Information on Application Forms

Describe locations at which services are provided*

5 characiers (8 ured

Describe fee structure for agency serices”

If applcable to the services that your agency provides, please describe your agency's procedures to affrmatively further fair housing,

LT e | P Y (8 ]

Describe agency’s fulure gosls®

[7] save as Draft
P2l Save s Draft &nd Retumn Expart This Form Te Adabe POF (Largs Font)

] Save and Verlfy
[ Cancel And Return Ta Previous Page

TIEAM, 6 2@ B e (W meten (e e (Wi ol W S i An | m i

On every screen where there is information that can be updated, there is the
ability to save the information that is being updated. By scrolling to the bottom of
the profile pages, the save update section will be visible. A user can click on the
text direction to activate the functions or choose the symbol icons in the right
hand corner of the page. Select Save/Update which will save the information
and show the same screen just updated. If the user chooses Save and Return to
Previous Page, the system will save the information and return to the previous
screen. Save and Verify will save the data entered or edited and verify that the
fields are complete. Select Cancel and Return to Previous Page to return to the
previous screen without saving any changes.

20



= Agency Budget

o - - W

Signed in as; Debbie Stone-Muller  Change Passwerd | User Profile | Sanout Font Size: A

far the Comm ity

e «
& i \ & i

FY 12/13 General Fund Application > Forms

Status: Initial DEEA
City of Peoria Agency Budget

List all grants;funds your ogranization recieved from the City of Peoria for the City Fiscal Year 2011 (July 1, 2011-June 30, 2012)

City of Peoria Funding Amount Received

[l City of Peoria Funding o

[7] save as Draft

[l Save As Draft And Return Expoet This Form To Adobe PDF (Large Font)
[ Save and Verify

[ Cancel And Return Ta Previous Fage

The City of Peoria Agency Budget must included all organization grant funds
received from the City of Peoria for FY 2011. To enter in amount received click
on the City of Peoria Funding underlined budget item. A listing of grants will
appear for the organization to enter in funding.

21



= Required Packet Attachments

Packet Status: Initial B
H:
s Form Status Actions
Prafil
fgency Profily *Form 1: Agency Profile Inital i
Lontacts *Gity of Peoria Agency Budget Tnitial Edit
Statements .
e Fagared Farr
Brogram Prafilcs Required Packet Attachments
City of Pearia Packet Attachments View/Upload ** Delete
CDBG/HOME * Current list of Officers and Directors | Browse...
F¥_11/12 COBG/HOME
Application * Internal Revenue Senvice letter of non-profit eligibility status | Browse..
General Fund Most recent financial audit of organization Browse..
FY_11/12 Gereral Fund )
Application Mast recent IRS forrm 990 o Firm 990-EZ | Browse..
EY 12713 Gersral Fund
Application * Proof of Incorporation |_Browse.
Resource Center Targeting Boundaries Map | Browse.
City of Chandler

Resources (1] = W bt

= dexupied e ypan: pof. e, deca, gk, PR s, st 96, Jpg. Jowg. b, 1L 1F, ond bt Comtre manrva e s o 88

El Back to Application Creerview
= Save/Upload Attachment(s) Export This Packet To Adcbe POF {Large Font)

£r 2011 &-C IMPALT, Comrunity Impact Managernent
Secured by Thawte™ Powered by Seabrooks

0 koMot One, | B P [ OFondent P | Beere Cord et e

The City of Peoria Packet Attachments must be uploaded by the agency in order
to submit their application. From the screen above the agency user can select
the Browse button and can search their desktop for the 501 c3 letter and the
Current Board of Director's Roster, Management Letter, Most Recent Single
Audit or Qualified Statement of Accounts Construction Documents, Proof of
Incorporation and a Targeting Boundaries Map Once each packet attachment is
saved and uploaded onto the system click on the Back to Application Overview
function to access the program specific forms.

22



. Program Specific Forms

FY 12/13 General Fund Application > Form Packets

Application Status: Draft &
City of Peoria Test Agency Agency Initial =41

City of Peoria General Fund Program 2012/2013 Application Draft Edit 7 Include

[Z] savejupdate

¥ cubmit Apolicat Export Entire Application To Adobe POF {Large Font)

To access the forms specific to the programmatic question click on the second
edit on this Application Overview page. Anytime you are in a section the user
can click the Back to Application Overview function to return back to this page or
the user can click the name of the application on the left to return to this page.

23



. Program Specific Forms cont.

e Comm (oily

"—'-‘wr-;nj-:‘ ) =
N -

FY¥ 12/13 General Fund Application > City of Peoria General Fund Program > Packet Summary

Packet Status: Draft B
“Form 3; Proposal Summary Initial Edit

*Form 4: Praposal Narrative Draft Edit

*Form 5: Previous Peoria Funding Accomplishment Report Initial Edit

“*Form 6: Demographic Data Initial Edit

*Form 7 : Detaded Program Budget-Revenus Draft Edit

“*Form 7.1 : Detalled Program Budget-Expenses Initial Edit

* Ut R

[l Back to Application Cverview

Export This Packet To Adobe POF (Large Fort)

Once the Edit function is selected the above screen will appear. Select edit next
to each form and complete the form saving and verifying each form before
submitting.
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» Proposal Summary

& rem P

Contacts
Statements
Program Profiles

City of Peoria
COBGHOME

FY 11712 COBG/HOME
Applcation

General Fund

F¥ 11712 Geraral Fund
Applcation

FY 12/13 Gerweral Fund
Appication

City of Chandler
Resources {1)

STHTUST IFITTET

Form 3: Proposal Summary (City of Peoria Gen Fund FY13-July 1, 2012-June 30, 2013)

1. Program Name/Title™

Lt ko 40 charnddars 00 wisd)

2. Program Description®

L S0 MBS 1 i)

3. Pragram Lacation Address™

Lk o i 250 charsciern (0 s

3a. Program Location City

Lk o i 75 characians {8 usedl.

3b. Pregram Lecation State®

P ——
3c. Program Location Malling Address Zip + 4 Cade™
[ 4. Provide targeting boundaries of the proposed activity; provide a map if necessary. *

L g 0 B DI 1) i

5. Deseribe the goal of the program®

PR ————"—
6. Amount Regquested™

[ 7. Amount of match provided by agency, if any.*

a. If your agency 1s providing match, please define the "type” of match if it s not cash.*

Lo g 230 chasnchens (1 wied]

9. Explain exactly what Peoria funds would be used for (salaries, utilites, equipment, facilities, ete.)*

Uit g e B characaens [ e
10. Total Program Budget®

11. Indicate what percent of funding you are reguesting for this program as it relates to the
entire crganizatienal budget*

12, Disglose the minimum amount of funds needed in order for service to be delivered in Peoria®

Lt 10 30 charactns {4 vmeel.

Ui g i) chasmciars [0 waad]

13, How is this program unique compared to programs currently being offered in adjacent communities or through private programs?*

The Proposal Summary provides a general overview of the program/project. All
text box fields in the application forms now have a character count component.
The number of characters used will show and the limit text will turn red when a
user has exceeded the amount of characters allowed.
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= Help Text

[ 7. Amount of match provided by agency, if any.*

Badditional Information Close [x] 1.*

HOME pregram funding requires a 25% funding match from agency.

L e 280 LB [0 8]

9. Explain exactly what Pearia funds would be used for (salaries, utilites, eguipment, facilities, etc.)*

[
10. Tetal Program Budget™

11. Indicate what percent of funding you are requesting for this program as it relates to the
entire erganizational budget* rer—r——

12. Disclose the minimum amount of funds needed in order for service to be delivered in Peoria®

Lt g 0 B0 chanciens 1) s

13. How s this program unigue compared to programs currently being offered in adjacent communities or through private programs?*

Throughout the e-Clmpact application a user will have the opportunity to access
help text pertaining to the application questions. The help text can be accessed
by selecting the blue question mark next to the question. The help text section
will provide more details about the question being asked. A user may need to
use the scroll bar to see the entire help text for some questions. The help text
section can be closed by choosing the blue Close {x} option.
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» Proposal Narrative

& rem P

]
[ragpp = =

FY 11/12 CDBG/HOME
Applcation

General Fund

F¥ 11712 Geraral Fund
Applcation

FY 12/13 General Fund
Appication

City of Chandler
Resources {1)

STHTUST LFAT

H:

R orafil Form 4: Proposal Narrative(City of Peoria Gen Fund FY13-July 1, 2012-June 30, 2013)

e

Contacts 1. Define the nesd in Pearia for the propased pragram, supparted by statistics or ather valid proaf
Statements
Program Profiles
City of Peoria [T e ———
COBG/HOME 2. Deseribe all public outreach and citizen participation efforts undertaken during the development of this program of activity.

L g P e (6 s

3. Deseribe methods used for assuring that program funds are used for the ariginal purpase of the program or activity for the required period of time (July 1,
2012-June 30, 2013).

L e 0 B 1 i)

4. Specify the eligibility criteria, If any, necessary for Peora residents to recelve services.™

L P50 RN 1 i)

5. Specify the timeling from when & Pearia resident Bpplies for serice to when they réceive proposed services,

6. If your srganization currently has a waiting list fer the propased service, describe the approximate wait time and the number of citizens on the list.*

L 30 50 chasmchens () wed).

7. Name partnering agencies or collaborative efforts with cther non-prafit, profit andfor gevernmental agencies that are a part of this program. Describe
their roles and quantify the value of periner contributions.,*

L g L s (8 o]

8. Identify the program's target population(s) and service delivery anes in Peoria, include specific geagraphic boundaries, *

L e e X SRS [ ]
9, Tdentify eommunity problers, condtions end/for challenges this target papulation must Gvercame, *

L g M NS [ ]

10, Share & recent success story of a Peoria client from this pregram. ™

L g M NS [ ]

11, The City of Pecria City Council has set high-level goals in several areas, Flease select the goal | e, Employment/Job Creation (total planning) 3 a

B i L A -

The Proposal Narrative provides additional information on the program/project.
All text box fields in the application forms now have a character count
component. The number of characters used will show and the limit text will turn
red when a user has exceeded the amount of characters allowed. Note: once a
user has exceeded the amount of characters allowed on any of these question

they should correct the error. If the amount of characters is not corrected and the
user leave the page all of the narratives will be lost.
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= Previous Peoria Funding Accomplishment Report

]
T o =

Contacts
Statements
Program Profiles
City of Peoria

COBG/HOME
FY 11/12 CDBG/HOME
Applcation

General Fund

FY 11712 General Fund

Applcation
FY 12/13 Gerweral Fund
Applcation

Resource Canter

City of Chandler
Resources {1)

STATUST Al

Form 5: Previous Peoria Funding Accomplishment Report (City of Peoria Gen Fund FY13-July 1, 2012-June 30, 2013)

If you are requesting funding for the continuation of a project that was funded by the City of Pearia last fiscal year (July 1, 2011-June 30, 2012), please
answier the follwing guestions,

1. Activity Name
Lt o i L e a0 i
2. Source
3a. Amount Awarded CDBG
[ 3b. Amount Awarded HOME
3c. Amount Awarded General Fund Net-For-Profit Grant

4. State the number of unduplcated Pearia residents to be served as stated in your program
praposal for the fiscal year dates of July 1, 2011-June 30, 2012.

5. State the number of unduphcated Pearia residents served from July 1, 2011-December 31,
2011,

6. State the cutcomes planned based on actual funds awarded.,

L g DA S (8 ]

7. State the docuimerntsd outoomes achisved o date.

L g o D e [ s

8. Based on the nurmbers provided on lines 4 and 5, state whether your program & on target to meet the deseribed nurber of ndividuals/families as stated
an yaur preposal subrissien. Tf not on target, please specify the reason and cormective actions taken to date,

The Previous Peoria Funding Accomplishment Report provides additional

information on a program/project that was previously funded.

If no previous

funding was provided for this program from the City of Peoria select the Save
and Verify function and move on to the other forms. Please not the Amount
Awarded amounts for CDBG and HOME will be populated by City of Peoria staff.

You are able to Save and Verify this form without those amounts being
populated.
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= Demographic Data

SCHTUS: AT T e = F
H
o prail Form 6: Demographic Data (City of Peoria Gen Fund FY13-July 1, 2012-June 30/2013)
e
contarts Please identify the number of unduplicated Peoria individuals served from July 1, 2002 December 31, 2011
£18
Statements RACE/ETHNICITY
Program Profiles July 1, 2009-June 30, July 1, 2010-June 30, July 1, 2011-Dec, 31,
2010 2011 2011
City of Peoria American Indian ar Alaskan Native
COBG/HOME Asian

DA AL LB HOHE Black or African American

General Fund Mative Hawaiian or Other Pacific Islander
FY 1112 General Fund White
Application

American Indian ar Alaska MNative and White
P 12/13 General Fund
Appication

Asian and White

Resource Centar Black ar AMrican American and White
City of Chandler American Indian or Alaska Mative and Black or African American
Resources (1]

Other (including Hispanic & Lating)
Total

INCOME DATA
Median income figures are based an an average family size consisting of four individuals,
July 1, 2009-June 30, 2000 July 1, 2010-June 30, 2011 July 1, 2011-Dec. 31, 2011
Extremely Low (0-30% of Median Income- $0-$20,000,yvear)
Low (31% -50% of Median Income-§20,001-£33, 300/ year))

Mndecate (518800 of Madian Tncnme-23% 301-85T 300Awmark

Within the Demographic Data section of the program application there are tables
that request numeric information and identify the number of unduplicated clients
served in each demographic category. The tables include built-in logic to
calculate the totals.

The Demographic section includes tables for July 1, 2009-June 30, 2010, July 1,
2010-June 30, 2011 and July 1, 2011-Dec. 31, 2012.
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= Detailed Program Budget Revenue

City of Peoria Test FY 12/13 General Fund Application > City of Pecria General Fund Pregram > Foerms
Rosscy, Status: Draft nEEa
Hodre
Proil Form 7: Detailed Program Budget [City of Peoria Gen Fund FY13-July 1, 2012-June 30, 2013)

Agency ne
contacts Enter total revenue for this program only (NOT ENTIRE AGENCY). Include City of Pecria request,
Statements Reventie Total Program Funding FY 2012/2013
Program Profiles City of Peoria Funding-General Fund Not-For Profit Grant 0.00

Federal Funding
City of Peoria

State Funding
CDBG/HOME

Municipal Funding (Other Oties and Maricopa Cous Ly 0.00

FY 11712 COBG/HOME
Applcation

Mon-Faith Based Charity 0.00
General Fund Foundation and Corparate SUppst 0.00
F¥ 11712 General Fund Vlunteser In-Kind Contributions 0.00
Other Income 0.00
FY_12/13 Gersral Fund Total 0.00

Application
[7] save as Draft

Resource Cantar
Save As Draft And Retuim Export This Form Te Adobe PDF (Large Font)
of Ch
City andler .
Resources (1) IS save and Verify

[ Cancel And Return Ta Previous Page

£ 2011 &-C IMPACT, Community Impact Managermisnt
Secured by Therets' ™ Powerad by Seabrooks.

f fo =@

Wb Mo oo W e e tiooin . [ OVesstert - Femsn. | B Berre Cond haeee W Ets st 8 CIPACT S

The program budget is separated into two sections reflecting revenues and
expenses that are program-specific projected FY 12/13. This should reflect the
budget numbers for the program only not the entire agency. The table will
automatically calculate the totals (after clicking on the Save and Verified title
or icon),

Note: The user is unable to type directly into the columns to enter numbers they
must click on the actual titles and enter in break out itemized numbers and detail.
Clicking on the titles that are underlined (City of Peoria Funding, Municipal
Funding, Non-Faith Based Charity, Foundation and Corporate Support, Volunteer
In-Kind Contributions, Other Income) will allow the user to enter in more detalil.
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» Detailed Program Budget Expenses

| Signed in as: Dabbie Stone-Muller  Change Passwart | User Profile | Sanout For Size: + A

ot the CommodllySEe, = - R

== =
FY 12/13 General Fund Application > City of Peoria General Fund Program > Forms
Status: Initial EDa
Form 7.1: Detailed Program Budget (City of Peoria Gen Fund FY13-July 1, 2012-June 30, 2013)
Please enter expenses for this program only {not entire agency). Include expenses for the City of Peoria request in the first column, as well as how the
remaining expenses will be distributed for other funding sources in the next twa columns.
Enter tutal expenses for this prograef only (NOT ENTIRE AGENCY)
Prog Profiles
— Peoria Other Volunteer/ In-Kind Total Program Budget FY 2012-
City of Peoria Expenses gy Contributi 2013
CDBG/HOME Personnel Costs [ [] 0 o
Operational Expenses
FY 11/12 COBG/HOME . y 9 3 a
Appiation Cther Supplies and Materials (Specify) a [ 1] o
General Fund Buiiding/Construction Expenses (If agpiicable) 0 [ a o
FY 11/12 Gararal Fund Oter Evperses 0 o 0 0
Appication Total
FY 12/13 General Fund
Applcation [F] save as Draft
_ 2] Save As Draft And Retum Expart This Form Ta Adobe PDF (Large Fonth
I Save and Verify
of
Rméﬂ"ﬂ'aﬁwj“ [El Cancel And Retumn To Previous Page

The Detailed Program Budget-Expenses allows the user to further define their
program budget and provide detail on all revenues for that program. This form
has the breakout line item function similar to the previous form. Click on the
detailed items to add further information.
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SECTION THREE: Final Submission of Funding Packet

Once the user has completed all of the proposal information the entire proposal
can be electronically submitted to the City of Peoria. All program applications
and agency sections must have a status of Verified in order to submit the entire
agency packet. Individual program applications cannot be submitted
independent of other program applications or the entire agency’s funding
package. The submission page is accessible by clicking on the Submit
Application command under the save commands at the bottom of the Application
Overview screen. This function will not be available until all agency and proposal
statuses are Saved and Verified.

This page requires the names of the Executive Director, the Board President and
the Board Treasurer. Please note that typing in the names of these
representatives is equivalent to “electronic signatures.” and are legally binding.
click the Continue to Submit Funding Packet button to submit the proposal. The
system will then automatically re-check all of the tables and data fields to ensure
all individual applications are complete.

Once the agency’s package has been submitted, it will become a read only file,
meaning that users will no longer be able to enter the site and make changes to
the information. The file is accessible by using the Export to Adobe PDF
function.
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SECTION FOUR: Resource Center

L IMPACT - City of Peoria Test Agency - Windows internet Exploser
2 haps gk, com ME
Signed in as: Debbie Stone-Muller Change Password | Edit Profile | Signout Font Size: 2 A 9

]

ho
Partners in Caring for the CommumtyEise, S : Assrvics provided by

e-Cimpact Collaboration

City of Peoria Resources > Resource Center

Key Planning Dates
- 11/9/2010

k-

gency Compliance
City of Peoria
CDBG/HOME

EY 11/12 COBG/HOME
Apglicai

General Fund
EY 11/12 General Fund
[}

= B t =t = - A 11 of M4 - Clipbaara
tem not Collected Dielete #ems

i Intemet ta inoease avadable ipace

The Resource Center will offer access to documents containing information
useful for the agency during the funding cycle. Please note that Acrobat Reader
7.0 or higher must be installed to utilize this function.
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