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 3 

 Introduction 
 
The following pages contain examples of various screens found throughout the 
City of Peoria web-based fund distribution system, e-CImpact 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 eCImpact functionality to  
Mary Beth Lawler at 602.631.4856 or mblawler@vsuw.org.   
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 Login Page 
 

 
 
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 I the most recent funding 
cycle in which you participated.  
 
Organization Code: An Organization Code is needed to log into e-CImpact.  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.  
 

https://agency.e-cimpact.com/�
https://agency.e-cimpact.com/�
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 Home Page 
 

 
 
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. 
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SECTION ONE:  Agency Profile  
 

 
 
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. 
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 Agency Locations/Addresses 

 
 
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.   
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 Adding Addresses 
 

 
 
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.  
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Agency Contacts 
 

 
 
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. 
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 Using the Edit and Drop-Down Menu Features 
 

 
 
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  
 

 
 
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 
 

 
 
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.  
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Agency Statements 
 

 
 
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. 
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Program Listing 
 

 
 
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. 
 

   
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  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 
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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”  
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 Printing Proposals 
 
 

 
 
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.  
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 Application Sections 
 

 
 
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 
 

 
 
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  
 

 
 
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. 
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 Agency Budget 
 
 

 
 
 
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.  
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 Required Packet Attachments 
 
 

 
 
 
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.  
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 Program Specific Forms 

 

 
 
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.  
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 Program Specific Forms cont.  

 

 
 
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 
 

 

 
 
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 
 
 

 
 
Throughout the e-CImpact 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 
 

 
 

 
 
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 
 

 
 
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 
 
 

 
 
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  
 

 
 
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 detail. 
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 Detailed Program Budget Expenses 
 
 

 
 
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 
 

 
 
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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