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Goals for today:

— Step-by-step instructions about how to submit a
PER through OnCorps Reports
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— Comimon errors and qu('.s{.'on.s

— Duestions from narticinante
guesiyons roin participants
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Good morning and Thank you all for being on this call today. We recognize that
switching systems is never without bumps for any of us and we appreciate your
patience as we are onboarding this new system. Today we will be walking through
how to submit a PER through OnCorps Reports. The process is different for fixed
programs vs. cost reimbursement programs but we will go over both during this
webinar. We will also be addressing common errors and questions from
participants.

Just a few Housekeeping items:

All callers are muted to prevent background noise. If you have a question, please
type it into the question bar or the chat function at the bottom right. | will pause
periodically to answer questions during the webinar and there will be time for
guestions at the end.

This call will be recorded so if you are uncomfortable with that, please hang up now.
(Start recording)
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OnCorps Reports

— New g!'ﬂllt.‘i Illilllilg(‘"l(‘l]t S}-’.‘\‘r(‘l‘ll

— Use it for:
+ PERs OnCorps
™
= De-obligations Re-por’s
B¢ : On task, On time, Online.
The Online Reporting System
* Program Income for AmeriCorps Progrems

* AFRs

— Beginning 2017-2018 program year
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OnCorps reports is our new online grants management system for the 2017-2018
grant year. On the fiscal side of the house, we will be using OnCorps Reports to
submit PERs, to request de-obligations, report program income and to submit AFRs
(formerly known as FFRs). Please note that this only applies to the 2017-2018
grant year. All PERs for the 2016-2017 grant year will still be submitted and
processed according to the old paper system.

At this point I'm going to switch over to showing you the OnCorps Report system
and not slides, but | will email you a copy of the slides with the dialogue in the notes
section after the webinar is finished.
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e Website: Tx.0n( -l'rl'!J.\'Hu‘[}l'.'I'I‘w_n'i%]]l

* 2017-2018 program year

* Participating Programs: Choose yours
* Choose “Program Director”

* Enter username/password
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“*Note: PLANNING grants and OPERATING

grants are .wp;n';il(-*""“

First, go to tx.oncorpsreports.com. This is not a searchable link and is specific to
our commission so please make sure you bookmark it.

Next, choose your program year. For this program year, you will choose 2017-2018
(which is the default).

Hit submit.

Choose your program from the participating programs list. Logos have been added
to help make it easier for you to find your program.

Please NOTE: Planning grants are separate from operating grants. There are two
programs for CitySquare, one an operating grant and one a planning grant. For
those of you who will be working on both your program’s planning grant and
operating grant, please make sure you are submitting PERs under the correct
OnCorps program, keeping the operating and planning grants completely separate.

Once you find your program Choose Program Director. | know that sounds strange
since you are all fiscal staff but in this case, it just means staff at the program level.
I’m not sure why they named it the way they did.



After you click on program director, you should be directed to your programs login
screen. We do have the capability of adding announcements for programs on this
home screen. Currently we have welcome information and training resources. But
the content here will likely change during the grant year.

Next, enter your user name and password and click “login”.
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NOTE:

Blue Toolbar

e Email notifications

° il(-l['}-—Rvmnn'(‘m and Tutorials

Once you have logged in, you will load your program’s landing page or home
screen.

On this home screen you see a few different items, specifically | want to point out
the blue toolbar along the top and the notifications in the middle of the page. The
blue toolbar allows you to access all the necessary functions and we will talk about
where your specific functions are in just a minute. But in the middle you will see the
notifications. Currently | am only set up to see Budget notifications but as a fiscal
person | should probably see other naotifications as well. So | am going to add PER
notifications (do it). You might also want to add notifications related to other fiscal
functions such as Program Income Reports. These notifications will give you
important information relating to those items. For example, if you submit a PER to
me but | have to send it back to you for revisions, you will get a notification here. It
will also allow you to easily work on that issue with shortcut buttons next to it.

OnCorps also allows you to set up email notifications. So you might want to take
advantage of this function. To turn those on, go to the tools tab - administrative
tools > email notifications. From here you can turn on the email notifications that
you want (Turn it on for PERs and Budget). This function will send you an email
every time a notification occurs. So as soon as | send the PER back to you for
revisions, you will get an email about it.



Lastly, | would like to point out the resources section. Help - Help Resources and
Tutorials” for links to tutorials that OnCorps has made available (do it). These are
great resources but not OneStar specific. For OneStar specific materials, go to the
resources button on the bottom of the page (go there).

Does anyone have any questions so far?
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* Financials=> Submit Reports = Periodic Expense Report

* Drop down menu: Choose date

— Monthly PER Ending 08/381/2017 = August 2017

— Bi-monthly PER Ending 08/15/2017 -> August2017 Part 1
— Bi-monthly PER Ending 08/31/2017 = August2017 Part 2
— 1** Quarterly PER Ending 11/30/2017 = Quarter 1 Expense Report 11/30

Now back to PER submission:

All of the fiscal functions are housed in the ‘Financials” tab. This is where you go to
submit everything and to review reports.

For submitting PERs, we will choose ‘Submit Reports’ and then “Periodic Expense
Report”.

When we get to this screen, we will be asked to choose the budget period. A few
weeks ago, we asked you all to complete a PER submission frequency survey so
OnCorps reports could customize your PER schedule. All programs will still have
the monthly options on the drop down menu but you should have additional
customized options based on the PER submission frequency that works best for
your program.

My test program only has monthly submission so if my PER is from 08/01/2017 to
08/31/2017, | choose the August 2017 Expense Report. For those of you who
submit two times per month, you will have a part 1 and part 2 option. So if your
PER ends on 08/15/2017, you will choose August 2017 part 1 and for the PER
ending 08/31/2017, you will choose August 2017 part 2. For the programs that



submit quarterly, you will choose the quarter end date from the drop down menu that
corresponds with your PER end date. So if your first quarter of the program year
ends on November 30", you will see an option for Quarter 1 Expense Report 11/30.
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* PER Screen!
¢ [nformation in header

¢ Columns

— **NOTE: The year-to-date and budget-to-actual columns are
hased on approved and non-approved PERs.

* Rows

— Program Operating Costs and Administrative Costs

So here is your Periodic Expense Report screen!

At the top we have program name and legal applicant name. It tells you what
program type you are (right now we are looking at the cost reimbursement test
program) and the amount of match for your program. It also tells you the program
year and period for this PER. We are looking at the expense report for the month of
January for 2017.

Next, we have a key telling us what the highlighting means. The red and yellow
highlights will show up in the red Year to Date column and will warn you of
variances in the line items of your budget. This is great information for you but
remember that we require that there is no more than 10% variance of the total
budget, not the line items themselves. We will continue to track the 10% but you
are also still responsible for tracking that the budget variances do not go over 10%
of your total budget.

Now, looking at the columns, we have a column in blue that tells you your budget
totals. Your budget has already been entered in for you according to what was
approved in eGrants.



The green column is current expenditures and this is where you will enter the
amounts for your PER.

The red column is year-to-date information. This is the column that will be highlighted
red or yellow if there are budget variances.

And the last set of columns, the orange columns, are your budget to actual amounts.

Please note that the red and orange columns are based on both approved and non-
approved PERs. This means that even information in saved (but not submitted
PERs) and PERs submitted but not approved by us, will be captured in these
numbers. So just keep that in mind.

Now, moving down the rows, this should look pretty familiar to you. We have line
items laid out similarly to our previous system although there are some differences.
Instead of three distinct sections, we have only program operating costs and
administrative-indirect costs. Member costs (section Il) are lumped in with program
operating costs. Section Ill costs are still separated out.

At the bottom we have some boxes that we will discuss in more detail in just a few
minutes.
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Populate your expenses in the:
— CNCS and Grantee Cash Columns

TR BRIV T vian +ha M iaantss T X 2w e vgpaasa
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¢ Leave the Commission 2% blank for now
¢« Final PER Yes or Now
* (Click “Calculate Admin and Match”

* Enter the Commission 2% as it is listed in the RFF calculator

* Click “Calculate Admin and Match” again
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So now we are going to switch over to the March 2017 Expense Report so we can
complete our first PER!

Enter your expenses into the CNCS column and the Grantee Cash column. Do
NOT use the Grantee In-Kind Column even if your match is in-kind.

Bear with me for a moment while | enter in a few numbers.

This month, our program has some personnel expenses:
Personnel Exp 14500.17 | 15004.68

And Fringe Benefits 2800.52 | 3004.82
We also had some member travel: Member travel 496.22

And although we didn’t originally budget for staff training, we came across an
emotional intelligence training that we wanted to send two staff members to after
getting it approved by Mary so let’s get that entered in there- $2008.79.



You didn’t originally anticipate using match funds to support member training but
someone donated the space where you held your mid-year training so you enter that-
Member training 874.58

Full time living allowance: 10874.15 / 20148.65

FICA 831.87 / 1541.37

3% 945.35 /1217.23

Remember you should enter either your CNCS Fixed 3% Rate OR your federal
indirect cost rate, not both.

And for you we are going to leave the commission 2% blank and we’ll come back to it
in just a minute. Lastly, we are going to choose Yes or no for final PER.

When we get done entering our expenses, click Calculate Admin and Match

So now we can see the totals and section subtotals. As you can see, we have red
highlights however keep in mind these are for your information. Again, OneStar only
expects less than 10% variance in the total budget.

We can also see the match percentage at the bottom. As you can see, this one isn’t
exactly 50%/50% split. However you can see the year to date numbers to see where
you are at for match.

Now that we have hit the calculate button, we need to enter the commission 2%. In
the Request for Funds calculator box at the bottom right hand side of the page,
OnCorps has populated it for us. So we take the $663.01 amount and then enter it
into line A.2 above.

Then we hit the calculate button again
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Review your PER:
Amount of this Request
Amount Reimbursable to Subgrantee
Commission 2% must be the same in both places
Issues with federal indirect cost rate (stay tuned for more info)
Comments section (PER End Date)

Check box to certify and submit!

So now we have our mostly finished PER.

We have all of our expenses entered in. The boxes at the bottom have all your
summary information so that you can review it before you submit. Line 6 should be
the total amount of the PER request. Amount Reimbursable to subgrantee will be
the amount of our payment to you. It's the total minus the commission 2%. This
box in the middle shows us our total budget, and10% of the total budget. It also
tells us where we are at as far as YTD match and admin 5%.

The Commission 2% in the RFF calculator MUST match the commission 2% in line
A2. If not, | will reject your PER and ask you nicely to correct it. So please double
check this before you submit.

If you have an indirect cost rate, we are currently having a slight issue with your
process. As you can see, the RFF calculator pulls in the CNCS fixed cost that you
entered but it does not have a line for federal indirect. For now, just enter it in line B
in the admin costs and know that the Amount Reimbursable to Subgrantee will be
inaccurate and it will probably throw off your grant balance for now. OnCorps is
currently working on this and we will have further guidance and information as they
correct it.



After you have reviewed your PER, we have one final step.
In the additional comments section, please enter the END DATE of your PER.

We have reviewed our PER and everything is accurate. We have added the PER
end date in the comments section. So now, we check the box to certify our
submission and then we click “Submit for Approval”

And you are done!! OnCorps will then send your PER to me and | will review it. If
everything looks good, I'll approve it and you should get a notification that it was
approved. If there is an issue, | will unlock it and send it back to you for changes.
You should get a notification about this as well. | will put detailed instructions in the
comments box or | will email you directly. You can then make corrections and submit
it again. And of course if you have any questions about the revisions I'm asking for,
always feel free to call or email me directly.

Does anyone have any questions about the process for Cost Reimbursement
PERs?

Now, even though we are done with this PER we are not quite done with the webinar
so hang in there for a few more minutes.
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* Login and fiscal functions still the same

* Enter amounts under Member Support Costs (Line L.4)
* Choose yes or no for final PER

* Click “Calculate Admin & Match”

* Review

« Put PER end date in comments section
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We have another type of grant in our portfolio and that is Fixed amount grants. Your

PER will look a little different and your process is much easier.

So we login and access the PER submission screen exactly the same way that we
do for Cost Reimbursement programs. (Pull up May 2017 fixed PER).

And here is where the similarities end. Your budgets are also already entered for
you and your drop down menu should be customized according to your responses
to our survey.

So let’s look at the PER. Your expenses for the month go into Line L.4 Member
Support Costs (44025.76). Then choose yes or no for final PER.

Click “Calculate Admin”.

Review information. You will see that you have no RFF calculator box and the
amount of the request will be the same as the amount reimbursed to you. You can
also ignore the middle box since you have no match requirement.
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One final step, put the PER ending date in the comments section.

Then certify and click submit. And then OnCorps will send it to me for approval. And
we are done with Fixed PERS!

10
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* Commission 2% must match!

* Indirect Cost Rate

* Not submitting Pre-Award PER
* Timeframe is still the same

¢+ PER end date in the comments

Now let’'s switch back to the slide show so we can quickly go over just a few more
things. (Switch back to slide show)

Common errors:

We have only used this system for about a month so we have not seen too many
errors. | think many of you are probably waiting until after this webinar to submit
PERs through OnCorps and that is fine but please note that the timeline is still the
same. You must turn in PERs within 30 days of the end of the budget period. So if
you are on a monthly schedule and your budget period ends, you have until
September 30th to turn in your August PER.

Pre Award PERSs for 2017-2018 should also be submitted using OnCorps. All
August 1st starting programs should have turned in a July 315t Pre-award PER by
August 30™, All September 1 starting programs should turn in an August 315t Pre-
award PER by September 30t,

Please make sure you are checking that the commission 2% is the same in both
places. This is an issue that we have had to reject PERs for. So it should be the
same in Line A.2 of Administrative costs as it is in the RFF Calculator.
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Also, please remember to put the PER end date in the comments section.

OnCorps Reports is completely replacing the old PER process for 2017-2018 on your
end. You will not need to submit any paper copies or other forms.

Lastly, we will keep you updated on the status of the federal indirect cost rate
process. Look to see more guidance and details from us shortly.
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Questions?

Questions?

Please email me at bettyjo@onestarfoundation.org if you have
questions later!
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Answer guestions:

We have come to the end of our webinar. Thank you all for attending. You will
receive a link to the recording of the webinar soon and it will also be posted online
on our grantee resource page. We will stay on for a few more moments to answer
any other questions that pop up but please feel free to email me if you have
guestions later.
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