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Document Overview

OCEAN for Supportive Housing Program (SHP)

Welcome to OCEAN. The purpose of this user guide is to instruct you on how to navigate and
user the OCEAN application software.

This guide is designed for Application Preparers for the SHP program. This guide will instruct
you on how to perform the following functions in OCEAN:

e Logging in to OCEAN

¢ Changing your password and/or organization
e Completing an application for SHP

¢ Logging out of OCEAN

Technical Requirements

To access the OCEAN application, you will need:

¢ A high-speed internet connection

o 4 MB or greater download speed

o 1 MB or greater upload speed

o Visit http://www.speedtest.net/ to test your current internet speeds
e Internet Explorer version 7 or greater

o Disable pop-up blocking software
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OCEAN for SHP Process Diagrams

Transitional Housing

Search

Application Request

2\

Community & Progral
Information

e

N

B
mJ
0

B

N

Program Description

A 4

Administrative Agency
Administrative Contact
Information

)

Program Description
Program Narrative

Financing Data

4

Leveraged Fund Providers

> Fund Amounts

=

rrr

Ul

Project Type
Project Budget
Target Populations

Type of Housing Units
Existing and Planned Unit Info

(o3}

N
Project Details J
~
)
B
Housing Details J
N
\ )
TH Details Historical J
h
~

TH Details Proposed

HMIS Generated CoC APR Info
Households Served Details
Homeless Participant Details

—

HIC Beds and Capacity
Projected Household Info
Service Area Counties

A 4

Activity Class & Name
Activity Budget
Short Activity Description

Activity Leveraged Funds

~J
) ) S S ) )

Required and Non-Required
Documentation
Add Document Upload

8 N
Activity Information J
A
3 R
9 Activity Leveraging J
~
\\
10 Grant Request
Documents
4
(: B
\\
Grant Request
11 .
Checklist
4

12 =
[[,[Revlsion J

Print All Application Pages
Available Application Reports

View Prior Amendment Details

13 =
[[_[Comments J

User Commentary

Define Administrative Contact

Initiate an Application

Add/Edit Program Description
Delete Program Description

Add/Edit Leveraged Funds
Delete Leveraged Funds

Add/Edit Project Details
Delete Project Details

Edit Housing Details

Edit TH Details Historical

Edit TH Details Proposed

Add/Edit Activity Details
Delete Activity Details

Add/Edit Activity Leveraged Funds
Delete Activity Leveraged Funds

View Document Templates
Attach Documents

Delete Documents

View Reports
Save/Print Reports

View Revisions

Add/Edit Comments

Delete Comments

OCEAN User Guide

Page | 4



SHP Application Preparer User Guide

Permanent Supportive Housing

Application Request
Search

R

1 R
Community & Program
Information

A 4

Administrative Agency
Administrative Contact
Information

2
Program Description J

Program Description
Program Narrative

3 b
Strategic Planning J

A 4

Strategic Planning Objectives
Actual and Proposed Numeric
Achievements

B
4 B
Financing Data

e/

Leveraged Fund Providers
Fund Amounts

5
Project Details J

Project Type
Project Budget
Target Populations

6 [[[ &
Housing Details

_—

Type of Housing Units
Existing and Planned Unit Info

a
7 =
PSH Details Historical J

A 4

HMIS Generated CoC APR Info
Households Served Details
Homeless Participant Details

R

8 D)
3
[‘([PSH Details Proposed J

B

9 )

\ 4

HIC Beds and Capacity
Bridge Funding Details
Service Area Counties

Activity Information J

Al
1

Activity Class & Name
Activity Budget
Short Activity Description

10 Activity Leveraging ]

Activity Leveraged Funds

(( \\ Required and Non-Required
11 (Grant Request ) Documentation
W Docufments Add Document Upload
N
& J
- Y - Peee
S N\ Print All Application Pages
12 fGrant Request ) Available Application Reports
| Checklist

\\
13 [[,[ Revision ]

View Prior Amendment Details

14 L[[
Comments J

User Commentary

Define Administrative Contact
Initiate an Application

Add/Edit Program Description
Delete Program Description

Add/Edit Program Description
Delete Program Description

Add/Edit Leveraged Funds
Delete Leveraged Funds

Add/Edit Project Details
Delete Project Details

Edit Housing Details

Edit PSH Details Historical

Edit PSH Details Proposed

Add/Edit Activity Details
Delete Activity Details

Add/Edit Activity Leveraged Funds
Delete Activity Leveraged Funds

View Document Templates
Attach Documents

Delete Documents

View Reports
Save/Print Reports

View Revisions

Add/Edit Comments
Delete Comments

OCEAN User Guide

Page | 5



SHP Application Preparer User Guide

Accessing and Logging into OCEAN

Requirements for access to the OCEAN application:

o Complete the “Going Online with ODSA — OCD Intake Forms” file
o This document must be signed by your Organization’s CEO and a Notary Public
o Submit your completed form through one of the following three options:
= Email: scan and email completed and signed forms to
David.Kale@development.ohio.gov
= Fax: 614-955-1465 attn: David Kale
= Mail: David Kale
77 South High Street
P.O. Box 1001
Columbus, OH 43216-1001
o Once your forms have been received by OCD, they will be forwarded to the
OCEAN Help Desk for processing. For any new User accounts created, the User
will receive an email once the account has been created. The email will include
a link to the OCEAN website as well as login information.
e User ID and Password

OCEAN User Guide Page | 6
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Login Screen
The screen below is the login screen for OCEAN.

Oh' Development
lO Services Agency

Ohio Community and Energy Assistance Network (OCEAN) Login

Instructions:

+ You must disable your pop-up blocker to use this application.
+ Please enter your User Mame and Password and click the Login button.

User Name: *

Password: * - Required

Login

I forgot my User Name and/or Password

Username and Password are required. If you forget your username or password, click on the “|
forgot my User Name and/or Password” link to reset it.
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OCEAN Navigation and Menu

Welcome Screen and Notification Center

Programs Personal Settings Help Logout

@ @ ©)] @

Welcome

Last successful login: 2/17/2015 10:43:31 AM
Last unsuccessful login attempt:  2117/2015 10:43:28 AM
Days until password expires: 45

(5] (6 X7 (8) Show Outdated €) ERefresh
Received ! | Type Title
@ ~ o 2/9201512:00 AM System OCA EMAIL BLAST OCA Program Updates Attachments h@]@

Good Afternoon,

On Wednesday, January 28, 2015 the Office of Community Assistance gave conferees at the OACAA Winter Conference a series
of updates on OCA plans and programs.

Attached for your information is a copy of the PowerPoint presentation used by OCA during the session.

Please see attached.

_ == This is OCEAN OCSTESTDB01. DO NOT ENTER
oo | VHARIDTENEAL ) S LIVE DATA. This is OCEAN OCSTESTDBO1. *** L
*= This is OCEAN OCSTESTDB01. DO NOT ENTER
5 I
| DAL ERLLELL s LIVE DATA. This is OCEAN OCSTESTDB01. == L
| M || L] |m| 3 || M | Page size: 3 itemns in 1 pages

Ticket ID ~ Title Status Date Created Created By Master Ticket Set Master Edit Ticket

No records to display.

This is the OCEAN Welcome Screen. The Welcome Screen has the menu navigation across
the top of the page. The Notification Center and My Tickets grids are also displayed.

1. Programs Used to access the OCD grant menu options.

2. Personal Settings Used to change your password and/or organization.

3. Help Used to access grant document templates and user guide
manuals.

4. Logout Used to sign out and exit the OCEAN application.

5. Date/Time Received Sortable column of notification messages date and time.

6. Urgency Icon Sortable column identifying the message as urgent.

7. Type Target audience — either system, organization, or role-based.

8. Title Short description of the message.

9. Show/Hide Outdated Click to reveal/hide past or outdates messages.
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10. Message Line 8I(i§:IIE<XSlarrow to expand and view communications in regards to
11. Print Icon Click to print the message to your local printer.

12. Tickets Shows tickets entered to the OCEAN Help Desk.

Programs

[ Programs | Personal Settings  Help Logout

@ QCD Grant * @ Application Search

Welcome

Last successful login: 2M17/2015 10:43:31 AM
Last unsuccessful login attempt: 2172015 10:43:28 AM
Days until password expires: 45

1. OCD Grant Choose this option to see a list of OCD Grant pages in OCEAN.

Choose this option to navigate to the Application Search page for
viewing/editing existing applications and adding new applications.

2. Application Search

Personal Settings

Programs Personal Settings ] Help Logout
@ Change Organization

@ Change Password We I c 0 m e

Last successful login: 2/17/2015 10:43:31 AM
Last unsuccessful login attempt: 2/17/2015 10:43:25 AM
Days until password expires: 45

Choose this option to navigate to a page for selecting another
organization that you are working with. You will only be able to
access the organizations that you have been added as an
authorized user using the “Going Online with ODSA — OCD
Intake Forms” file. If you have access to a single organization,
then this menu option will not be available for you.

1. Change Organization
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2. Change Password Choose this option to change your OCEAN password.
Help
Programs Personal Settings Help Logout
@ Office Of Community Development 2
Welcome

Last successful login: 217/2015 10:43.31 AM
Last unsuccessful login attempt: 2M17/2015 10:43:258 AM
Days until password expires: 45

1. Office of Community Choose this option to view grant document templates and user

Development guides for each grant type you have access to.
Logout
Programs Personal Settings Help Logout @

Last successful login: 2/M17/2015 10:43:31 AM
Last unsuccessful login attempt:  2/17/2015 10:43:26 AM
Days until password expires: 45

Choose this option to logout and exit your session with the
OCEAN application.

1. Logout

OCEAN User Guide Page | 10



SHP Application Preparer User Guide

Completing an Application for SHP

The following section describes the process for creating an application for the Supportive
Housing Programs (SHP) in OCEAN.

To begin an application, you must first navigate to the Active Application Search page. Choose
the following menus to display the Active Application Search page:

Applications = Active Application Search

OCEAN User Guide Page | 11
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Application Request Search

Application Request Search
Program Year |2015 T |®
Application Type: | Community Development Program M |®
Application Number: | - |@
Status: | - |®
[ Resst [®)
® D
Application Period Application Number Application Type Program Organization Name Status Edit Delete
11172015 to 4/1/2015 492 CD Community Development Program In Process e s

Use this dropdown to select the program year of an application
you would like to add or search for an existing application. The
dropdown contains the current year as well as the previous ten
years.

Use this dropdown to select the application type you would like to
add or search for an existing application. The list of application
types will be limited by the applications that can be created by
your organization as well as your own security permissions.

Use this dropdown to refine the search results to an application
number for the program year and application type selected.

Use this dropdown to refine your search results to display
applications that are currently in the selected status.

Choose this option to reset the search criteria and begin a new
search.

Choose this option to begin a new grant request. Prior to clicking
this button, you must first select a program year and application
type.

*Note: If this button is disabled, then either:

1. You have reached the maximum number of requests

1. Program Year

2. Application Type

3. Application Number

4. Status

5. Reset

6. Add New Grant

Request allowable for the program year and application type selected.
or
2. It is past the application period and you can no longer create
applications for the program year and application type selected.
Choose this option to display search results based on the search
7. Search o .
criteria defined above.
Application Period Displays the period when applications can be submitted to OCD.
Application Number Displays a unique assigned number for your application.
10. Application Type Displays the type of application for the record.
11. Program Displays the program type and program name.
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Displays the name of the organization that created the

12. Organization Name Lo
application request.

13. Status Displays the current status of the application.

Click the pencil icon to edit the application.

*Note: Applications can only be edited when they are in an ‘In
14. Edit Process’ or ‘Returned for Revision’ status. If they have been
‘Submitted’ to OCD or have been ‘Approved,’ then the application
would open and be read only.

Click the red “x” icon to delete the application.

*Note: Applications can only be deleted when they are in an ‘In
Process’ status. Once they have been ‘Submitted’ to OCD, the
applications can no longer be deleted.

15. Delete

The functions available from the Application Search page are listed below with steps for
performing each function:

Search for an Application:
1. Select a Program Year and an Application Type.
2. Click the Search button.
3. Search results are displayed in the grid.

Add a New Application:
1. Select a Program Year and an Application Type.
2. Click the Add New Grant Request button.
3. You will navigate to the Grant Request page for adding a new application.

Edit an Existing Application:
1. Select a Program Year and an Application Type.
2. Click the Search button.
3. Search results are displayed in the grid.
4. Click the Edit icon next to an application that is in an ‘In Process’ status.
5. You will navigate to the Grant Request page for editing an existing application.

Delete an Existing Application:
1. Select a Program Year and an Application Type.
Click the Search button.
Search results are displayed in the grid.
Click the Delete icon next to an application that is in an ‘In Process’ status.
A message displays asking if you are sure you want to delete this Application Request.

akrwdN
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-
Message from webpage | & |

:I Are you sure you want to delete this Application Request?

. ok || Cancel

L )

6. Click OK to delete the application.
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Grant Request

Grant Request
Grant Request (Bl “Save Save/Close

Community & Program Information

Pragram Description Application Number: 492 Application Period: 4/1/2015 - B/6/2015
Grant Request Documents Organization: OCEAN Organization Grant Request Status: In Process

- . 2015 Community Development

Grant Request Checklist Grant Request Type: Program

Revision Grant Funding Requested: $0.00 Total Project Costs: 50.00

Comments Total Leveraged Funds: $0.00 3

Administrative Agency: QOCEAN Organization M

Administrative Contact |Admm Contact v|

Address: [77 S High st -]

Administrator's Phone: | - |

Administrator's Fax: | - |

Administrator's Email: |admin_c0ntact@mail.com v| 4

The Grant Request process is broken into four main sections:

1. Left Navigation Panel — This section lists the individual pages that will be completed as
part of the application process. Clicking on an item in the left navigation updates section
4 with the details to be collected.

2. Button Bar — These buttons allow the user to save the application as additional details
are entered up until the time it is ready to be submitted. Applications that are not
completed will be saved as an “In Process” status. The buttons available in the button
bar include:

e Save — Saves the application in an “In Process” status and runs validations on
the application for Community Development. Any validation messages will be
displayed for review and corrected prior to the application being ready for
submission.

Validation Message ‘ Definition

A document is listed on the Grant Request
Documents page that has the checkbox checked for
“Required,” but no response document has been
uploaded. Upload your response document to clear
this validation.

Total funds across activities ($$$) | All activity leveraged funds must total to the

All of the documents that are
required have not been attached.

must equal $$$$ for the amounts you defined on the Financing Data page.
<<provider name>> provider Reallocate leveraged funds for this provider across
leveraged fund. the appropriate activities to clear this validation.
Project <<project name>>’s All activity budgets must total to the overall project
activity budget totals to $$ but budget. Reallocate activity budget dollars under
should be $$$. this project to clear this validation.
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Housing Details: <<project and
type of housing unit>> must be
filled in to submit the Grant
Request

Click the Housing Details link in the left navigation,
edit each type of housing unit record, entering data
in all fields, and clicking the ‘Update’ button.

This message only displays for the Transitional
Housing program. Click on the TH Details Historical
link in the left navigation, edit the record, entering
data in all fields, and clicking the ‘Update’ button.

TH Details Historical <<project>>
must be filled in to submit the
Grant Request.

This message only displays for the Transitional
TH Details Proposed <<project>> | Housing program. Click on the TH Details

must be filled in to submit the Proposed link in the left navigation, edit the record,
Grant Request. entering data in all fields, and clicking the ‘Update’
button.
This message only displays for the Permanent
PSH Details Historical Supportive Housing program. Click on the PSH
<<project>> must be filled in to Details Historical link in the left navigation, edit the
submit the Grant Request. record, entering data in all fields, and clicking the

‘Update’ button.

This message only displays for the Permanent

PSH Details Proposed Supportive Housing program. Click on the PSH
<<project>> must be filled in to Details Proposed link in the left navigation, edit the
submit the Grant Request. record, entering data in all fields, and clicking the

‘Update’ button.

All activities need an outcome measurement (if

Activity <<project and activity applicable). Click the Activity Outcomes and
name>> needs at least one Leveraging link in the left navigation and associate
outcome measurement. at least one outcome in the outcome grid to each

activity that tracks outcomes.

Table 1

Save/Close — Saves the application in an “In Process” status and returns you to
the Application Request Search page.

Submit — Submits the grant request.

Return to Search — Returns you to the Active Application Search page.

3. Header Details — The header details section remains throughout the application. It
gives an overview of the application, including:

Application Number — unique assigned number to the application
Organization — organization creating the application

Grant Request Type — program the application is being created for

Grant Funding Requested — total CDBG funds requested across all projects on
this application

Total Leveraged Funds — total leveraged funds defined on the financing data
page

Application Period — application period for submitting applications

Grant Request Status — current status of the application

Program Name — displays the name of the program you entered on the Program
Description page

Assigned To — name of the administrator assigned to the grant

4. Page Details — This section shows the specific details to be entered for the page
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selected in the left navigation panel. The following pages detail each of these pages and
the functions available for entering your application data.
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Supportive Housing Programs
There are two types of Supportive Housing programs that you can create an application for:

e Transitional Housing
e Permanent Supportive Housing

Each program will be added as a separate application.

The following sections are broken down into these two programs and will detail the process for
creating each type of application.
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Transitional Housing
Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

&l Save Save/Close

Grant Request

Grant Request

Community & Program Information

Application Number:
Organization:

Grant Request Type:

Grant Funding Requested:
Total Leveraged Funds:

Administrative Agency
Administrative Confact:
Address:
Administrator's Phone:
Administrator's Fax:

Administrator's Email:

492

OCEAN Organization

2015 Community Development
Program

$0.00

$0.00

QOCEAN Organization

Application Period:
Grant Request Status

Total Project Costs:

1®

1@

1®

1@

1®

1®

4/1/2015 - 6/6/2015
In Process

$0.00

* Please click "Save’ to initiate an application

1. Administrative Agency

Displays your current organization as the administrative agency.

2. Administrative

Use this dropdown to select the administrative contact from your

Contact organization for the SHP application.
This dropdown will populate with the current address on record
3 Address for the administrative contact selected. If multiple addresses

exist for the contact selected, then you can select the correct
address from the dropdown.

This dropdown will populate with the current phone number on
record for the administrative contact selected (if supplied). If
multiple phone numbers exist for the contact selected, then you
can select the correct phone number from the dropdown.

This dropdown will populate with the current fax number on
record for the administrative contact selected (if supplied). If
multiple fax numbers exist for the contact selected, then you can
select the correct fax number from the dropdown.

This dropdown will populate with the current email address on
record for the administrative contact selected. If multiple email
addresses exist for the contact selected, then you can select the
correct email address from the dropdown.

4. Administrator’s Phone

5. Administrator’s Fax

6. Administrator’s Email

The functions available from the Community & Program Information page are listed below with
steps for performing each function:

Initiate an Application - Save
1. Select an Administrative Contact from the dropdown.
2. Verify the correct Address and Email are selected.
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3. Click the Save button in the top button bar to initiate the application.
4. A message will display to inform you that the grant request has been saved.

Message from webpage

I . Grant Request Saved

5. Click OK in the message box to continue.
6. The remaining pages of the grant application will be displayed in the left navigation
panel.

Initiate an Application - Save / Close
1. Select an Administrative Contact from the dropdown.
2. Verify the correct Address and Email is selected.
3. Click the Save / Close button in the top button bar to save the application.
4. The Active Application Search page is displayed.

Return to Application Search
1. Click the Return to Search button from the top button bar.
2. The Active Application Search page is displayed and no information is saved.

Submit a New Application

1. Select an Administrative Contact from the dropdown.

2. Verify the correct Address and Email is selected.

3. Click the Submit button in the top button bar to submit the application. Note, any
validation messages must be resolved before the application can be successfully
submitted.

4. A message will display to confirm the submit:

1dg 52
54 Message from webpage

'e- Are you sure you are ready to submit?

| 0K ‘ | Cancel

Patrirl Hartmdauslanmeant ahin e
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5. Click OK in the message box to continue. Click Cancel to exit from the message box

with no action taken.

6. Another message box will be displayed to confirm the accuracy of the information:

[L-g |

Message from webpage X

T’

'e To the best of my knowledge and belief, data contained in this

¥ application is true and correct.This application has been duly
authorized by the governing body of the recipient to comply
with the required assurances if the assistance is approved.

OK | ‘ Cancel

-

| =

7. Click OK in the message box to continue. Click Cancel to exit from the message box

with no action taken.

8. The application will be submitted when OK is clicked and there are no validation

messages.

Cancel Initiating a New Application

1. Navigate away from the Community & Program Information page by selecting another

menu item in the main menu bar.
2. A new application will not be created.

OCEAN User Guide
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Program Description

Organizstion: Mansfield-2HS Grant Request Status In Process
2015 Supportive Housing
Program

Grant Request Type:

Grant Funding Requested: $100,000.00
Total Leversged Funds: $50,000.00

Program Type Program Name Grant Term (Vear) Edit Delete
Transitional Housing S > =

Gramt Request Checkiit
Revisicn Frogram Type —— -
Comments Grant Ter (fears) I Vaars < @
Update | [Cance!
& Data is not saved unti Update buttan i dlicked
Counties in Servios Ares
Please check counties in your service are. @
O ststeWide W
O Adams

O Aslen

[ ashisnd

[ Ashtsbuls

O Atrens

O Augisize ~

Home | Feedback | Logoul | Help | Top | ScreenFrint | Create New Ticket

This dropdown contains the type of program for which the grant
is being requested. For SHP, there are two available programs:
e Transitional Housing
¢ Permanent Supportive Housing
Provides you with the ability to select from a drop down the
2. Grant Term (years) | length of the grant — either one or two years.

1. Program Type

3. Counties in Service | Provides you with the ability to select which counties are in your
Area service area (also the ability to select all counties).

The functions available from the Program Description page are listed below with steps for
performing each function:

Edit Program Description
1. Click on the Edit icon next to an existing program description record in the grid.
2. The grid expands for editing the program description record.
3. Edit the Grant Term and Counties in Service Area.
4. Click the Update button.
5. Program description details are updated.

Cancel Editing Program Description
1. Click to Edit an existing program description in the grid.
2. The grid expands for editing a program description.
3. Click the Cancel button.
4. Changes are not saved.
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Delete Program Description
1. Click on the Delete icon next to an existing program description record in the grid.
2. Program description record is deleted from the grid. *Note: When deleting a program
description, all related Project Details, Housing Details, TH Details Historical, TH Details
Proposed, Activity Information, and Activity Leveraging will be deleted as well.
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Financing Data

Grant Request
Grant Request Wl Save Save/Close

Community & Program Informaticn

Program Description Application Number: 492 Application Period: 4/1/2015 - 6/6/2015
Community Development Details Organization: OCEAM Organization Grant Request Status In Process
Financing Data Grant Request Type: '2:2;95r;3nammun|ty Development Program Name CD Allocation
Project Details Grant Funding Requested: $0.00 Total Project Costs: 50.00

Grant Request Documents Total Leveraged Funds: $0.00

Grant Request Checklist

Revision | Add Leveraged Fund
Comments

Provider Leveraged Fund Category Leveraged Fund Type Amount Term Interest Rate Edit Delete

Leveraged Fund Provider | |®

Ls d Fund
e @

Leveraged Fund Type | - |®

Amount 50 @

Data s not saved until Insert button is clicked

No Leveraged Funds to display

L IF_)re(\)/\?iré:lSred Fund Enter the name of the leveraged fund provider in the textbox.
Select the category for the leveraged fund from the dropdown.
Dropdown choices include:
2. Leveraged Fund e Other Federal
Category e Other Funds
e Private Funds
e State and Local Funds
Select the type of leveraged fund from the dropdown. Dropdown
choices include:
3. Leveraged Fund Type e Grant
e InKind
e Cash
4. Amount Enter the dollar amount of leveraged funds for the provider
entered.

The functions available from the Financing Data page are listed below with steps for performing
each function:

Edit Leveraged Fund
1. Click on the Edit icon next to an existing leveraged fund record in the grid.
The grid expands for editing the leveraged fund record.
Edit the leveraged fund detalils.
Click the Update (Insert) button.
Leveraged fund details are updated.

akrwn
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Cancel Editing Leveraged Fund
1. Click to Edit an existing leveraged fund in the grid.
2. The grid expands for editing a leveraged fund record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Leveraged Fund
1. Click on the Delete icon next to an existing leveraged fund record in the grid.
2. Leveraged fund record is deleted from the grid. *Note: When deleting a leveraged fund,
all related Activity Leveraging Funds will be deleted as well.
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Project Details

Grant Request tall Save Save/Close Submit Return to Search
Community & Program Information

2 a1 Appiication Peri od: 12015 - 1273172015
Organization Mansfield-2HS Grant Request Status: In Process

2015 Supportive Housing
Program

Grant Funding Requested: $100.000.00

Total Leveraged Funds: $50.000.00

Grant Request Type:

Program Neme: Transitional Housing

Ardd) Brojest Dessils

Project Type

Project Name: Project Budget Edit Delete

Housing Unit / Buiding

Project Type

Projest Name
Projest Budget
‘Target Populstion 1

Target Populstion 2

Transitionsl Housing for DV umb R
[Transi sir

[single Females and Households with Children

[Domese Viarce viewms

o

Desari .
homesessness in your community

&~ Data is not saved unil Update but

Home | Feeback | Logost | Halp | Top | SerasnFnt | CrasteNew Tiekst

fton is clicked

——————

: =

1. Project Type

Select the project type from the dropdown. For the Supportive
Housing — Transitional Housing program, the only available
project type is:

¢ Housing Unit / Building
A maximum of 5 projects can be added to the application.

2. Project Name

Enter a name for the project that uniquely identifies this project
from all other Supportive Housing projects.

3. Project Budget

Enter the budget for the project. This budget is the amount of
funds that are being requested from OCD.

4. Target Population 1

Select the target population from the dropdown. Available
options include:

e Single Males (18 years and older)
Single Females (18 years and older)
Single Males and Females (18 years and older)
Couples Only, No Children
Single Males and Households with Children
Single Females and Households with Children
Households with Children
Unaccompanied Young Males (under 18)
Unaccompanied Young Females (under 18)
Unaccompanied Young Males and Females (under 18)
Single Male and Female and Households with Children

OCEAN User Guide

Page | 26




SHP Application Preparer User Guide

5. Target Population 2

Select the target population from the dropdown. Available
options include:
e Domestic Violence Victims
Veterans
Persons with HIV / AIDS
Chronically Homeless
Not Applicable; your program targets none of the above

6. Describe how the
target population for
this project addresses
the goal of ending
homelessness in your
community

Enter text that answered the question.

The functions available from the Project Details page are listed below with steps for performing

each function:

Edit Project Detail

1. Click on the Edit icon next to an existing project detail record in the grid.
2. The grid expands for editing the project detail record.

3. Edit the project detail information.

4. Click the Update button.

5. Project detail information is updated.

Cancel Editing Project Detail
1. Click to Edit an existing project detail record in the grid.
2. The grid expands for editing a project detail record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Project Detail

1. Click on the Delete icon next to an existing project detail record in the grid.

2. Project detail record is deleted from the grid. *Note: When deleting a project detail
record, all related Housing Details, TH Details Historical, TH Details Proposed, Activity
Information, and Activity Leveraging records will be deleted as well.
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Housing Details

Grant Request
Grant Request

Community & Program Information

il Save Save/Close Submit Return to Search

21

Aappiication Period:

2018 - 1203172015

financing Data Organization: Mansfield-2H5 Grant Request Ststus In Process
Project Detaiks Grant Request Type: ;‘3;5:;”’“"5 Housing Program Name: Transitions! Housing
Housing Details Grant Funding Requested: $100,000.00
TH Detals - Historicl Total Leveraged Funds: $50,000.00
‘TH Details - Proposed Assigned To:
Activity Information
activity La Project Type:
Grant Reques: Documents
Grant Raquest Checklist 9 Click here for information to tsble below
Fevsion Capacity Capacity
Comments. . ) - X of No. of of Opering Toral Total
Type of Housing Units Capacity of Esisting Units (Housing) No. of Existing Units Eising  Planned  Plamned P9 Capacity Capaciy  Edit
Unis  Unis  Units of Units o Beds
(Beck) (Becs)
Single Room Occupancy ] 14 0 [ 3 14 7
Tyre of Housing Units Single Room Occups: @
Capasity of Existing Units {Housing) b
No. of Existing Units ]
Capasity of Existing Units (Beds) 1 @
No. of New Piznned Units a
T O
If New Planned Housing Units, list opening date: [
opsne et |

©

.+ Data s not saved undl Update bution is clicked
One Bedroom Apartment

Twio Bedroom Apartment

Three Bedroom Apsrtmant

Single Family Home

Other Apartment

Totsl

souwuooao
gowoaoo
ceooe e
ccacea
sowooa
gewooa
LRNENENEN

List the number of beds ss listed in the Housing Inventory Chart {HIC)

I the totsl capacity

number of bees listed in

Home | Feetback | Logout | Help | Top | SereenPrint | Create New Ticket

L E%?ti of Housing Displays the type of housing unit for data to be entered.

2. Capacity of
existing units Enter the capacity of existing housing units.
(housing)

3. No. of Existing Enter the number of existing units for the type of housing unit
Units displayed and project selected.

4 Ca.pa.c Ity Of. Enter the capacity of existing units (beds) for the type of housing
Existing Units unit displayed and project selected
(Beds) '

5. No. of New Enter the number of new planned units for the type of housing
Planned Units unit displayed and project selected.

6. I(D:Iapacny Of. Enter the capacity of planned units (beds) for the type of housing

anned Units o .

(Beds) unit displayed and project selected.

7. If New Planned If No. of New Planned Units were entered, then click the calendar
Housing Units, list | icon and select the opening date for the type of housing unit
Opening Date displayed and project selected.

The functions available from the Housing Details page are listed below with steps for performing

each fu

nction:

Edit Housing Details

1. Select a project from the Project Type dropdown above the housing units grid.
2. Click on the Edit icon next to an existing housing unit record in the grid.
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The grid expands for editing the housing unit record.

Edit the housing unit detalils.

Click the Update button.

Housing unit details are updated.

Repeat Steps 2 — 6 for each housing unit record for the project type selected.
Repeat Steps 1 — 7 for each project type in the project dropdown until housing unit
details have been added for all projects.

© N OA®

Cancel Editing Housing Details
1. Click to Edit an existing housing unit record in the grid.
2. The grid expands for editing a housing unit record.
3. Click the Cancel button.
4. Changes are not saved.
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TH Details Historical

The TH Details Historical page only displays after a program has been added on the Program
Description page for ‘Transitional Housing.’

Grant Request
Gran Request BN Save Save/Close Submit Return to Search
‘Community & Program Information
i 821 Appiication Period: 12015 - 1213172015 ~
Finanding Data Organization: Mensfeld-2HS Grant Request Status: In Prosess
Project Derits Grant Request Type: 08 Sumpartive Housing Program Name: Transiional Housing
Housing Details Grant Funding Requested: $100.000.00
TH Details - Historical Total Leversged Funds: $50,000.00
TH Details - Proposed Assigned To:
Actvity Information
Actvity Leveraging Piease compiete the information below using data from your program's HMIS generated GoC APR for the last r year (11172014 - 1223172014). I your HMIS system standard APR iferent 12-morth period, enter the date range:
Grant Request Checklist Average Length of Stay (days) @ Goal: 365 Actusl: 280
Revision Project Type: H -
Comments.
No. of
No.of Noof Pemons No.of No.of
Number of Households Served Number of Househokds Exited Number of Households Served per Night Persons  Persons  Served  Adults  Adults  Edit
Served  Exited per Served  Exited
Night
i 0 " EU T TR TR T
Number of househelds served 17
Number of households exited {if applicable) 5 @
Humber of houssholds ssrved per right e n
Number of persons served u
—— (5) »
Mumber of persens served per night @‘ I
omber f sl e st z (10)
Number of adults exited (i applicable) @ 6
Updste | |Cancel
& * Data is not saved uniil Update buton is clicked
Performance - Historical Measure Continuum’s Goal {Percentage) Actual Number Units. Percentage  Edit
Receipt of Non-cash Benefts and Heal Insurance:
o o e s 5 Households  82% ’
iT'”"’ et end Income Growt 3 2 Households  12% s
Click hers for details
Returns to Homelessness within Six Months. -] a Households 0% s
Retums to Homelessness wirin Twenty-Four Months o 0 ’
Exits to Parmanent Housing s 4 Housshalds s’
Expisin any measure in which the program did 3 or any of the Pesformance
number). Also for Iy, i captured in measure s
ightly different than the measurement listed above, describe i e i include "heslth v
inSucance wih “non.ach henafit~ siate e nerfemanee measire heinn renntest is “Recsint nf Non £:ash Benefis -
mame | reemack | Logaut | mep | Top | soreenPrnt | Gresteew Tkt
[ https://oceantest.ohio.gov/OCEAN/Programs/Grants/OcdGrantReguestPopup.aspx?OcdGrantRequestiD=.
Performance - Historical Measure Continuum's Goal (Percentage) Actual Number Units Percentage Edit
wig s 5 5 Households 2% I
Performance - Historical Measure Receipt of Non-cash Benefits and Hesith Insurance
Continuum's Gasl (Percentage) @ 5
Actusl Number 5 0
Units: [ousenalds - @
Update | [Cancel
4~ Data is not saved unil Updste button is clicked
Employment end Income Growth
3 2 Household: 12%
8l Click here for detsils ousenaids s
Refums to Homelessness within Six Months ] o Households 0% 7’
Retums to Homelessness within Twenty-Four Monihs 0 o /’
Exts to Permanent Housing 5 4 Households 7’
Explsin any messure in which the program did not mest the canti performance for any of the
questions (include 1g number]. Also for areas only, if captured in the performance messure is

slightly different than the messurement listed sbove, destribe the varistion (e.g. i the entitlement continuum does not include Thesith
insurance” with ‘non-cash benefit,” stste the performance messure being reported is "Receipt of Non-Cash Benefits.”

Average Occupancy Rste (percentsge of units)

Explsin the resson if the average cooupsncy rate is less than 90%

&5 Please dlick the *Save” button above afier making changes,
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1. Erom Enter the calendar year from date, note the system defaults to
' 1/1/2014.

Enter the calendar year to date, note the system defaults to 12

calendar months from the From date.

2. To

3. Average Length of
stay (days), goal
and actual

4. Project Type Select the project type amount from the drop down.

5. Number of
households served

6. Number of
households exited

7. Number of
households served | Enter the total number of households served per night.

Enter the goal and actual numbers that reflect the average length
of stay expressed in days.

Enter the total number of households served.

Enter the number of households that exited if applicable.

per night

8. Number of persons Enter the number of persons served.
served

9. Nu_mber of persons Enter the number of persons exited.
exited

10.Number of persons
served per night

11.Enter the number
of adults served

12.Number of adults
exited

Enter the applicable number of the adults served per night.

Enter the applicable number of the adults that were served..

Enter the applicable number of the adults that exited.

Enter the continuum’s goal as a percentage of households for
each of the historical performance measures.

Enter the actual number of exits households for each of the
historical performance measures.

Express the units measurement from the dropdown as persons,
15. Units adults, or households for each of the historical performance
measures.

13. Continuum’s Goal

14. Actual Number
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16.

Explain any measure
in which the program
did not meet the
continuum’s
performance
standard (goal) for
any of the
Performance
questions (include
the corresponding
number). Also for
entitlement areas
only, if the
information captured
in the performance
measure is slightly
different than the
measurement listed
above, describe the
variation (e.g. if the
entitlement
continuum does not
include “health
insurance” with
“non-cash benefit,”
state the
performance
measure being
reported is “Receipt
of Non-Cash
Benefits.”

Explain any measure which did not meet the continuum’s
performance standard goal

17.

Explain the reason of
the average
occupancy rate is
less than 90%

Enter the reason (s) why the Average Occupancy Rate
(percentage of units) is less than 90%.

The functions available from the TH Details Historical page are listed below with steps for
performing each function:

Edit TH Details Historical
Select a project from the Project Type dropdown above the three grids.
Click on the Edit icon next to an existing record.

The grid expands for editing the record.

1.

© N A~ WN

Edit the record.

Click the Update button.

Record details are updated.

Repeat the necessary steps for each record for the project type selected.

Repeat the necessary steps for each project type in the project dropdown until details
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have been added for all projects.

Cancel Editing TH Details Historical
1. Click to Edit an existing record in one of the three grids on this page.
2. The grid expands for editing the record.
3. Click the Cancel button.
4. Changes are not saved.
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TH Details Proposed

The TH Details Proposed page only displays after a program has been added on the Program
Description page for ‘Transitional Housing.’

Grant Request
ey Ell Save Save/Close Submit Return to Searcl
Community & Program Information

! =

7 Financing Dsta Organization: Eaton-28)

Project Detaits Grant Request Type:
Hausing Deails

TH Details - Historical

TH Details - Proposed.
Activity Information
Activty Leveraging

Grant Request Documents
Grant Request Checkiist

Grant Funding Requested:
Totl Leversged Funds:

Froject Type:

2015 Supportive Housi

h

Applicatin Period:
Grant Request Ststus:

112015 - 1213172015
In Process
ing

Program Name: Transitionsl Housing

©

Revision N X of  Numberor SR
Comments sseholds Served Number of Households Exited Number of Households Served per Might = wh:;ga' Edit
o o o o o 0% s
Complete the following information based an projectons for the fwo year pen@ - 123147
Number of houssholds to be served o
Number of households to exit o
N—. @
] Number of persens to be served o
Humoes of persons o ex D @
g ] e |
&~ Data is not saved unil Update button is clicked
Performance - Proposed Measure: Percentage Units Edit
Exits fo Permanent Destination 0% i
Performance - Proposed Messure Esits to Parmanent Destinstion
Fercentage 0% @
[Updste | [Gancel
4 * Data is not saved unil Updste button is dlicked
Receipt of Non-cash Benefils and Heslth Insurance 0% r
Employment and Incame Growth 0% rd
Retumns to Homelessness within Six Months 0% I's
Retums to Homelessness within Twenty-Four Monihs 0% /

Project Type

Select the project type amount from the drop down.

Number of
households to be
served

Enter the total number of households to be served.

Number of to
households to
exit

Enter the number of households to exit.

Number of
households to be
served per night

Enter the total number of households to be served per night.

Number of
persons to be
served

Enter the number of persons to be served.
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6. Number of

. Enter the number of persons to exit.
persons to exit

Enter the percentage desired (for the units specified) for the

7. Percentage proposed measure.

Enter the proposed units measurement from the dropdown as
8. Units persons, adults, or households for each of the proposed
performance measures..

The functions available from the TH Details Proposed page are listed below with steps for
performing each function:

Edit TH Details Proposed
1. Select a project from the Project Type dropdown above the grid.
Click on the Edit icon next to the record in the grid.
The grid expands for editing the record.
Edit the record.
Click the Update button.
Record details are updated.
Repeat the necessary steps for each record for the project type selected.
Repeat the necessary steps for each project type in the project dropdown until details
have been added for all projects.

© N OA®DN

Cancel Editing TH Details Proposed
1. Click to Edit an existing record in the grid on this page.
2. The grid expands for editing the record.
3. Click the Cancel button.
4. Changes are not saved.
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Activity Information

Grant Request

I ee—— T
e = ll Save Save/Close Submit Return to Search
Community & Pregram Information
. L) Application Period: 2015 - 12302015
Sinancing Dita Grganization: Eston2BJ Grant Requst Status: In Process
Project Detais Grant Request Type By asporive Heusig Program Name: Transitionsl Housing
Heusing Deails Grant Funding Requested: $1.400.000.00
TH Detals - Historical Totsl Leversged Funds: $7.000.00
TH Deals - Proposed Assigned To
Activity Informasion
Activity Leveraging Projsct Type _ _ _ S Activity Subtotsl:
mnsHions| Housing ~Fousing Uni] Buisting - Tran=/onal Fioising Project 1 (9800 001 7 $000,000.00
Grant Request Documents
Grant Request Checklist Add At
Revisicn Activity Class Activey Name. Actwity Budget Eat Delete
Comments " Housing SR
Aotviy Cless
Activity Name

Activity Budget $895.000
kikjriuik

Short Aciivity Desaription

! Click here for details

Update |[Cancal
. Dt is not saved unil Updste button is clicked

Administration General Admin 55,000 s

Select an activity class for the new activity. The available activity
class options include:

e Housing

e Administration
Select the activity name from the dropdown. The dropdown

1. Activity Class

2. Activity Name choices depend on the activity class that is selected. See
below for potential activity names per activity class.
3. Activity Budget Enter the budget for the activity. All activity budgets for the

activities on the project must total up to the project budget.

4. Short Activity
Description

Enter your short activity description narrative here.

Activity Class ‘ Activities
Administration e General Admin
e Data Collection & e Rental / Housing
Housin Eval. Assistance
9 e Operating Expenses / e Supportive Serv. w/
CHDO Housing
Table 2

The functions available from the Activity Information page are listed below with steps for
performing each function:
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Add Activity
1. Select a project from the Project Type dropdown above the activity grid.
2. The activity grid refreshes to show all activities currently associated with the selected
project.
Click on the Add Activity button in the grid.
The grid expands for adding an activity record.
Enter all activity details.
Click the Update button.
Activity details are saved.
Repeat Steps 3 — 7 for each activity you need to add for the project type selected.
Repeat Steps 1 — 8 for each project type in the project dropdown until activities have
been added for all projects.

© o N A ®

Edit Activity
1. Click on the Edit icon next to an existing activity record in the grid.
2. The grid expands for editing the activity record.
3. Edit the activity detalils.
4. Click the Update button.
5. Activity details are updated.

Cancel Adding/Editing Activity
1. Click to either Add Activity or Edit an existing activity record in the grid.
2. The grid expands for adding/editing an activity record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Activity
1. Click on the Delete icon next to an existing activity record in the grid.
2. Activity record is deleted from the grid. *Note: When deleting an activity record, all
related Activity Leveraging records will be deleted as well.
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Activity Leveraqging

Grant Request

Grant Request el Save Save/Close

Community & Program Information

Program Description Application Number 113 Application Period: 6/30/2014 - 8/1/2014
Financing Data Organization: OCEAN Orgar\1izatimn ] Grant Request Status: In Process

Project Details Grant Request Type: ée;;rflippumve Housing Program Name: TH Program

Housing Details Grant Funding Requested: $0.00 Total Project Costs: $0.00

TH Details Historical Total Leveraged Funds: $0.00

TH Details Proposed !\ctlwly

Activity Information T S - ST

Activity Leveraging

Grant Request Documents . Add Leveraged Fund

Grant Request Checklist Leveraged Fund Source Leveraged Fund Amount Edit Delete
Revision Leveraged Fund Source | V|®
Comments

Leveraged Fund Amount  $0 @

Uata i not saved until
Insert button is clicked

No Activity Leveraged Funds to display.

Select a source of leveraged funds for the activity. The
éﬁ\l:%aeged Fund dropdown choices for the leveraged fund source include a list of
the leveraged fund providers defined on the financing data page.
2. Leveraged Fund Enter the amount of leveraged funds from this provider that will
Amount be funding the activity selected.

The functions available from the Activity Leveraging page are listed below with steps for
performing each function:

Add Leveraged Fund
1. Select an activity from the Activity dropdown above the outcomes and/or leveraged
fund grid.

2. The outcomes and/or leveraged fund grids refresh to show all records currently
associated with the selected activity.

3. Click on the Add Leveraged Fund button in the leveraged funds grid.
4. The grid expands for adding a leveraged fund record.
5. Enter all leveraged fund details.
6. Click the Insert button.
7. Leveraged fund details are saved.
8. Repeat Steps 3 — 7 for each leveraged fund you need to add for the activity selected.
9. Repeat Steps 1 — 8 for each activity in the activity dropdown until leveraged funds have
been added for all applicable activities.
Edit Leveraged Fund

1. Click on the Edit icon next to an existing leveraged fund record in the grid.
1. The grid expands for editing the leveraged fund record.
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2. Edit the leveraged fund details.
3. Click the Update button.
4. Leveraged fund details are updated.

Cancel Adding/Editing Leveraged Fund
1. Click to either Add Leveraged Fund or Edit an existing leveraged fund record in the
grid.
2. The grid expands for adding/editing a leveraged fund record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Leveraged Fund
1. Click on the Delete icon next to a leveraged fund record in the grid.
2. Leveraged fund record is deleted from the grid.
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Grant Request Documents

Grant Request
Grant Request.

Cemmunity & Program Informtion

Ell Save Save/Close Submit Return to Search

Financing Data

Aty Leveraging
Grant Request Documents
‘Grant Request Checkiist
Revision

Comments

Home | Fesmack | Lojout | Help | Top | SoresnPrnt | CresteNew Tickst

L ngg:rpi?;n Displays the name of the document that was uploaded.

> File Name Erljg;ad);sd'fhe name of the file, including the extension, which was
3. Created By Displays the username of the user who uploaded the file.

4. Date Displays the date of the upload.

5. View Use this link to view/download the document.

6. Delete Click this icon to delete the document.

The functions available from the Grant Request Documents page are listed below with steps for

performing each function:

View Document in Grant Request Documents
Click the View link next to the provided template and/or instruction form or next to your

1.

n

response document.

A new window displays with the document details displayed.
Click the Open to open the document or Save ./ Save As to save the document to your

computer.
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Delete Document from Grant Request Documents
1. Click the Delete icon next to a document in the grant request documents grid.
2. Confirm that the document can be deleted by clicking OK.

llmessage —_— Mﬁ“
L
v

'e Are you sure you want to delete this item?

OK | ‘ Cancel

e r

3. Your response document will be deleted.

Add Document
1. Click the Add Document button in the documents grid to attach a file that is not listed in
the grant request documents grid.
2. The Document Upload popup displays.

“l ,aj OCEAN NEW UAT 2 - Johnuat Wallace (Office of Community Development) - v2.7.2219/2.7.1912.2228 -- We... X

| B - J y y . i o T 7
@ https.//oceantest.ohio.gov/Ocean/Common/Controls2/OcdResponseDocumentPopup.aspx?GrantTypeld=7f800 a

Document Upload
[ Fila: Browse...
Max file size: 30MB
5 Attachment Type: SHP Decumentation |']
Template: link to attachment template

Upload |[Update & Close

Click the Upload or Upload and Close buttons.

Click Browse.

The Windows File Explorer popup displays.

Navigate to the file you would like to attach on your local machine and click the Open
button.

7. The name of the file will be displayed in the File field on the document upload popup.

o gk w
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8. Select the Attachment Type from the dropdown list (only option available will be ‘SHP
Documentation’).

9. Click the Upload or Upload and Close buttons to upload your document to the
documents grid.

Grant Request Checklist

Grant Request

Eeatigsy il Save Save/Close Submit Return to Search

Appication Nurmber: 6as Appiication Period: 2015 - 1213172015
Organization: Eaton-28) Grant Request Status; In Process

2015 Supportive Housing
Program

Grant Funding Requesied: $1.400.000.00

Tots! Leveraged Funds: 57.00000

Grant Request Type: Program Neme: Transitionsl Housing

Assigned To:

OCD Application Report View

g
Grant Request Documents OCD Supportive Housing Profile Report

§

The functions available from the Grant Request Checklist page are listed below with steps for
performing each function:

View
1. Click the View link next to the report listed on the grant request checklist page.
2. A new window displays with the report displayed.
3. Use the Save and Print icons in the window to save and/or print a copy of the report for
your records.
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Revision

Grant Request
Grant Request &l Save Save/Close

Community & Program Information

Program Description Application Number: 13 Application Period: 6/30/2014 - 8/1/2014
Financing Data Organization: (QOCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: él:;;lrgntipponive Housing Program Name: TH Program

Housing Details Grant Funding Requested: $0.00 Total Project Costs: $0.00

TH Details Historical Total Leveraged Funds $0.00

TH Details Proposed

Activity Information Revision Number Status WView

Activity Leveraging 0 In Process 4 |

Grant Request Documents
Grant Request Checklist
Revision

Comments

The functions available from the Revision page are listed below with steps for performing each
function:

View Revision
1. Click the View icon next to the revision number in the grid.
2. A new window displays with the details of the revision number selected. *Note: All

previous revisions will be non-editable, but data submitted in previous revisions will be
available for viewing.

3. Close the window to return to the application request.
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Comments

Grant Request

Grant Request

Community & Program Information
Pragram Description
Financing Diata

Project Details

Housing Details

TH Details Historical

TH Details Proposed
Activity Information
Activity Leveraging

Grant Request Documents
Grant Request Checklist
Revision

Comments

"

113
QOCEAM Organization
2014 Supportive Housing

Application Number:
Organization:
Grant Request Type:

Application Period:
Grant Request Status:

6/30/2014 - 8/1/2014
In Process

Program Mame:

Program TH Program
Grant Funding Requested: $0.00 Total Project Costs: $0.00
Total Leveraged Funds: $0.00
E3Add New Comment [EARefresh
Comment User EntryDate Internal Comment?
Comment: Spell Check @
User: SFitch2
Entry Date: 52712014 2:31:48 PM
Last Change Date:

Internal Comment: [

No records to display.

1. Comment

Enter a comment in the comment field. These comments will be
retained with the application request along with your username,
entry date, and date of any changes you made to your
comments.

The functions available from the Comments page are listed below with steps for performing

each function:

Add Comment

aprwdnE

Edit Comment
1.

Click on the Add New Comment button in the grid.
The grid expands for adding a comment record.
Enter comment details.

Click the Insert button.

Comment details are saved.

Click on the Edit icon next to a comment that you created. *Note: Comments can only

be edited by the user who created them.

abrwbdn

The grid expands for editing the comment record.
Edit the comment details.

Click the Update button.

Comment details are updated.

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
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2. The grid expands for adding/editing a comment record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Comment
1. Click on the Delete icon next to an existing comment record in the grid. *Note:
Comments can only be deleted by the user who created them.
2. A message will display asking if you are sure you want to delete this item.

Message from webpage @

w

Click OK.
4. Comment record is deleted from the grid.
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Permanent Supportive Housing
Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

&l Save Save/Close

Grant Request

Grant Request

Community & Program Information

Application Number:
Organization:

Grant Request Type:

Grant Funding Requested:
Total Leveraged Funds:

Administrative Agency
Administrative Confact:
Address:
Administrator's Phone:
Administrator's Fax:

Administrator's Email:

492

OCEAN Organization

2015 Community Development
Program

$0.00

$0.00

QOCEAN Organization

Application Period:
Grant Request Status

Total Project Costs:

1®

1@

1®

1@

1®

1®

4/1/2015 - 6/6/2015
In Process

$0.00

* Please click "Save’ to initiate an application

1. Administrative Agency

Displays your current organization as the administrative agency.

2. Administrative

Use this dropdown to select the administrative contact from your

Contact organization for the SHP application.
This dropdown will populate with the current address on record
3 Address for the administrative contact selected. If multiple addresses

exist for the contact selected, then you can select the correct
address from the dropdown.

This dropdown will populate with the current phone number on
record for the administrative contact selected (if supplied). If
multiple phone numbers exist for the contact selected, then you
can select the correct phone number from the dropdown.

This dropdown will populate with the current fax number on
record for the administrative contact selected (if supplied). If
multiple fax numbers exist for the contact selected, then you can
select the correct fax number from the dropdown.

This dropdown will populate with the current email address on
record for the administrative contact selected. If multiple email
addresses exist for the contact selected, then you can select the
correct email address from the dropdown.

4. Administrator’s Phone

5. Administrator’s Fax

6. Administrator’s Email

The functions available from the Community & Program Information page are listed below with
steps for performing each function:

Initiate an Application - Save
1) Select an Administrative Contact from the dropdown.
2) Verify the correct Address and Email is selected.
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3) Click the Save button in the top button bar to initiate the application.
4) A message will display to inform you that the grant request has been saved.

Message from webpage

l . Grant Request Saved

a

5) CIick.OK in the message box to continue.
6) The remaining pages of the grant application will be displayed in the left navigation
panel.

Initiate an Application - Save / Close
1) Select an Administrative Contact from the dropdown.
2) Verify the correct Address and Email is selected.
3) Click the Save / Close button in the top button bar to save the application.
4) The Active Application Search page is displayed.

Return to Application Search
1) Click the Return to Search button from the top button bar.
2) The Active Application Search page is displayed and no information is saved.

Submit a New Application

1) Select an Administrative Contact from the dropdown.

2) Verify the correct Address and Email is selected.

3) Click the Submit button in the top button bar to submit the application. Note, any
validation messages must be resolved before the application can be successfully
submitted.

4) A message will display to confirm the submit:

1dg 52
54 Message from webpage

'e- Are you sure you are ready to submit?

| 0K ‘ | Cancel

Patrirl Hartmdauslanmeant ahin e
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5. Click OK in the message box to continue. Click Cancel to exit from the message box

with no action taken.

6. Another message box will be displayed to confirm the accuracy of the information:

[L-g |

Message from webpage X

T’

'e To the best of my knowledge and belief, data contained in this

¥ application is true and correct.This application has been duly
authorized by the governing body of the recipient to comply
with the required assurances if the assistance is approved.

OK | ‘ Cancel

-

| =

7. Click OK in the message box to continue. Click Cancel to exit from the message box

with no action taken.

8. The application will be submitted when OK is clicked and there are no validation

messages.

Cancel Initiating a New Application

1) Navigate away from the Community & Program Information page by selecting another

menu item in the main menu bar.
2) A new application will not be created.
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Program Description

Grant Request
Grant Reguest. lll Save Save/Close Submit Return to Search

Cemmity & Pragram Iformation Appiication Number: 621 Appication Pen o zms - 12012015 ~
Organizat tion: Mansfieid-2HS ‘Grant Request Status: In Process
Pogan Dscgon rant Raqusst Typs: 2015 Supparive Housing erogram Name: Transtionsi Housing
Grant Funding Requested: '$100.000.00
Thraton g Total Leveraged Funds: $50,000.00
Setegic Panming P
Fingncing ata
Brogram Type Program Name: Grant Term (Year] Edit Delete.
roectDet Transisons Housing Transitonst Housing - =
° Progrem Type Transiions| Housing ~ ®
HUUiiﬂg Detalks Grant Term (Years) [ Years ~] @
U L
5K Detai - istoricl T
5K Deti - Propased 4 * Data is not saved unti Update buttan is clicked
Counties in Service Ares
WI‘}‘]HFMIHUM Plese check counties in your service area @
N . O  StateWide W

Ketvity everaqing O Adams

O aen
I ot N
(rant Request Documents O | astarm
ent Request Checdt D | dabisinta

[0 Athens
favsion O Auwisize ]

B 1 Top | Sersenpn | Greste e Tkt

Cemmerts

This dropdown contains the type of program for which the grant
is being requested. For SHP, there are two available programs:
e Transitional Housing
¢ Permanent Supportive Housing
Provides you with the ability to select from a drop down the
2. Grant Term (years) | length of the grant — either one or two years.

1. Program Type

3. Counties in Service | Provides you with the ability to select which counties are in your
Area service area (also the ability to select all counties).

The functions available from the Program Description page are listed below with steps for
performing each function:

Edit Program Description
1. Click on the Edit icon next to an existing program description record in the grid.
2. The grid expands for editing the program description record.
3. Edit the Grant Term and Counties in Service Area.
4. Click the Update button.
5. Program description details are updated.

Cancel Editing Program Description
1) Click to Edit an existing program description in the grid.
2) The grid expands for editing a program description.
3) Click the Cancel button.
4) Changes are not saved.
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Delete Program Description

1) Click on the Delete icon next to an existing program description record in the grid.

2) Program description record is deleted from the grid. *Note: When deleting a program
description, all related Project Details, Housing Details, PSH Details Historical, PSH
Details Proposed, Activity Information, and Activity Leveraging will be deleted as well.
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Strateqic Planning

Grant Request

Grant Request

&l Save Save/Close

Community & Program Information
Program Description Application Number: 13 Application Period: 6/30/2014 - 8/1/2014
Strategic Planning Organization: QCEAN Organization Grant Request Status: In Process
Financing Data Grant Request Type: 2014 Supportive Housing Program Name- PSH Pragram
Project Details Program
Housing Details Grant Funding Requested $0.00 Total Project Costs: $0.00
g Total Leveraged Funds: $0.00
PSH Details Historical -
PSH Details Proposed
Activity Information Strategic Planning Objective 2013 Actual 2015 Projected 2016 Projected | Edit
Activity Leveraging Number of PSH beds dedicated
Grant Request Documents for use by chronically homeless
) persons
Grant Request Checklist
Revision Strategic Planning Objective Mumber of PSH beds dedicated for use by chronically homeless persons @
2013 Actual Numeric Achisvement and
Comments Baseline @
2015 Proposed Numeric Achievement @
2016 Proposed Numeric Achievement @
Data is not saved until Update button is
clicked
Number of PSH beds not
dedicated for use by chronically v
homeless persons
Number of PSH beds not
dedicated to chronically
homeless persons that are Ve
made available through annual
turnover
Percentage of PSH beds not
dedicated to chronically
homeless persons made
available through annual v
turnover that will be prioritized
for use by chronically homeless
persons

Displays the name of the strategic planning objective. This list of
strategic planning objectives includes:
e Number of PSH beds dedicated for use by chronically
homeless persons
¢ Number of PSH beds not dedicated for use by chronically
homeless persons
e Number of PSH beds not dedicated to chronically
homeless persons that are made available through
annual turnover
o Percentage of PSH beds not dedicated to chronically
homeless persons made available through annual
turnover that will be prioritized for use by chronically
homeless persons

Enter the actual numeric achievement and baseline for last year.

1. Strategic Planning
Objective

2. <<Prior Year>> Actual
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<< >> . ,

3. Next Year Enter the proposed numeric achievement for next year.
Projected
<< >> . ,

4. Pr osji((:;?en dd Year Enter the proposed numeric achievement for two years from now.

The functions available from the Strategic Planning page are listed below with steps for
performing each function:

Edit Strategic Planning Details
1. Click on the Edit icon next to an existing strategic planning detail record in the grid.
2. The grid expands for editing the strategic planning detail record.
3. Edit the strategic planning details.
4. Click the Update button.
5. Strategic planning details are updated.

Cancel Adding/Editing Strategic Planning Details
1. Click to Edit an existing strategic planning detail record in the grid.
2. The grid expands for editing a strategic planning detail record.
3. Click the Cancel button.
4. Changes are not saved.
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Financing Data

Grant Request
Community & Program Information Ty o

Program Description

Strategic Planning Application Number 492 Application Period: 41172015 - 6/6/2015
Organization: OCEAMN Organization Grant Request Status In Process

Financing Data Grant Request Type l2:‘12‘;1g&':r;ljnn?'mmunity Development Program Name D Allocation

Project Details Grant Funding Requested: $0.00 Total Project Costs: $0.00

Housing Details Total Leveraged Funds: $0.00

PSH Details - Historical

PSH Details - Proposed

- . Provider Leveraged Fund Category Leveraged Fund Type Amount Term Interest Rate Edit Delete
Activity Information

. ) Leveraged Fund Provider | |®
Activity Leveraging

Leveraged Fund | - |®

Grant Request Documents Category
Grant Request Checklist Leveraged Fund Type | - |@
Revision Amount 50 @
Comments

Tata 15 not saved until Insert button is clicked
No Leveraged Funds to display.

L IF_)re(\)/\?iré:lSred Fund Enter the name of the leveraged fund provider in the textbox.
Select the category for the leveraged fund from the dropdown.
Dropdown choices include:
2. Leveraged Fund e Other Federal
Category e Other Funds
e Private Funds
e State and Local Funds
Select the type of leveraged fund from the dropdown. Dropdown
choices include:
3. Leveraged Fund Type e Grant
e InKind
e Cash
4. Amount Enter the dollar amount of leveraged funds for the provider
entered.

The functions available from the Financing Data page are listed below with steps for performing
each function:

Edit Leveraged Fund
1) Click on the Edit icon next to an existing leveraged fund record in the grid.
2) The grid expands for editing the leveraged fund record.
3) Edit the leveraged fund details.
4) Click the Update (Insert) button.
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5) Leveraged fund details are updated.

Cancel Editing Leveraged Fund
1) Click to Edit an existing leveraged fund in the grid.
2) The grid expands for editing a leveraged fund record.
3) Click the Cancel button.
4) Changes are not saved.

Delete Leveraged Fund
1) Click on the Delete icon next to an existing leveraged fund record in the grid.
2) Leveraged fund record is deleted from the grid. *Note: When deleting a leveraged fund,
all related Activity Leveraging Funds will be deleted as well.
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Project Details

Grant Request tall Save Save/Close Submit Return to Search

Appication Peri i0d: 12018 - 1273172015
(Grant Request Status: In Process

Program Neme: Transitional Housing

Project Name: Project Budget Edit Delete

Transitionsl Housing for DV 5100 R

[single Females and Households with Children

[Domese Viarce viewms =05

o

Communty L Frgan omeion | cotensn s @
Srgerson Morsteg 245

Frgen Dsrpcn e
TomLoapdriss s

St g ”

Frenong Frot Tee
Housing Unit / Buiding

bl S

Faaegles A

P k- i T

Pk g Tmmn—
e[ |

iy 1 Dt £ ot v it Ut ' i

by ey

et euestDocuments

et ReguetCheckit

Resen

(omment

1. Project Type

Select the project type from the dropdown.
A maximum of 5 projects can be added to the application.

2. Project Name

Enter a name for the project that uniquely identifies this project
from all other Supportive Housing projects.

3. Project Budget

Enter the budget for the project. This budget is the amount of
funds that are being requested from OCD.

4. Target Population 1

Select the target population from the dropdown. Available
options include:

e Single Males (18 years and older)
Single Females (18 years and older)
Single Males and Females (18 years and older)
Couples Only, No Children
Single Males and Households with Children
Single Females and Households with Children
Households with Children
Unaccompanied Young Males (under 18)
Unaccompanied Young Females (under 18)
Unaccompanied Young Males and Females (under 18)
Single Male and Female and Households with Children
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5. Target Population 2

Select the target population from the dropdown. Available
options include:
e Domestic Violence Victims
Veterans
Persons with HIV / AIDS
Chronically Homeless
Not Applicable; your program targets none of the above

6. Describe how the
target population for
this project addresses
the goal of ending
homelessness in your
community

Enter text that answered the question.

The functions available from the Project Details page are listed below with steps for performing

each function:

Edit Project Detail

1) Click on the Edit icon next to an existing project detail record in the grid.
2) The grid expands for editing the project detail record.

3) Edit the project detail information.

4) Click the Update button.

5) Project detail information is updated.

Cancel Editing Project Detail
1) Click to Edit an existing project detail record in the grid.
2) The grid expands for editing a project detail record.
3) Click the Cancel button.
4) Changes are not saved.

Delete Project Detail

1) Click on the Delete icon next to an existing project detail record in the grid.

2) Project detail record is deleted from the grid. *Note: When deleting a project detail
record, all related Housing Details, PSH Details Historical, PSH Details Proposed,
Activity Information, and Activity Leveraging records will be deleted as well.
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Housing Details

Grant Request

(s T (' Save Save/Close Submit Return to Search

Commurity & Program Informtion

£ Deseript i a21
Finanding Data Organizstion: Mansfield 2HE
2015 Supportive Housing

Project Detaits Grant Request Type:

Housing Derails Grant Funding Requested: $100,000.00
Total Leversged Funds: $50,000.00

PSH Details - Historical
PSH Detail - Proposed Frojat Type:

ﬂdl\f\ty Information ! Giick here for information to

Grant Request Documents

Type of Housing Units

Application Period. 1H2015 - 1203172015 o
Grant Request Ststus. In Process

Program Name: Transitions| Housing

Assigned To:

Capacity Capacity
of  MNoof o _ . Towl  Taml
Capacity of Essting Units (Housing) Mo, of Exsting Units Edstng  Planned  Planned 0'[’;2"9 Capacty Capacty Eat
Unit  Uni Uniss ofUrits  of Bacs
(Beck) (Beds)

Grant Request Checklist

Single Room Occupancy
Type of Housing Units

Revision

Capacity of Existing Units (Housing)

No. of Existing Units
Capacity of Existing Units (Beds) 1
No. of New Planned Units ]
Capacity of Planned Units (Beds)

f New Planned Housing Units, list apening dste

Updste_|[Cancal

&4 Data is not saved uniil Update button is dlicked

ey ©
8

One Bedroom Apartment
o Bedroom Apsrtment
Three Bedroom Apsrtment
Single Family Home
Other Apartment

Totsl

Fome | Feacosck | Logaut | relp | Top | Frint | Crate New Tickst

@G)

O

s owaooa
Boewooo
s oo aoa
o eoaoa
~owooo
Bgowaooa
NN N NN

List tne number of beds as fisted in the Housing Inventory Chart (HIC) 2

Ifthe total capecity of beds in the above chart does not equal the number of beds listed in 1

1. Type of Housing

Units

Displays the type of housing unit for data to be entered.

2. Capacity of
existing units

Enter the capacity of existing housing units.

(housing)
3. No. of Existing Enter the number of existing units for the type of housing unit
Units displayed and project selected.

4. Capacity of
Existing Units
(Beds)

Enter the capacity of existing units (beds) for the type of housing
unit displayed and project selected.

5. No. of New
Planned Units

Enter the number of new planned units for the type of housing
unit displayed and project selected.

6. Capacity of
Planned Units
(Beds)

Enter the capacity of planned units (beds) for the type of housing
unit displayed and project selected.

7. If New Planned

Housing Units, list

Opening Date

If No. of New Planned Units were entered, then click the calendar
icon and select the opening date for the type of housing unit
displayed and project selected.

The functions available from the Housing Details page are listed below with steps for performing

each function:

Edit Housing Details

1) Select a project from the Project Type dropdown above the housing units grid.
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2) Click on the Edit icon next to an existing housing unit record in the grid.

3) The grid expands for editing the housing unit record.

4) Edit the housing unit details.

5) Click the Update button.

6) Housing unit details are updated.

7) Repeat Steps 2 — 6 for each housing unit record for the project type selected.

8) Repeat Steps 1 — 7 for each project type in the project dropdown until housing unit
details have been added for all projects.

Cancel Editing Housing Details
1) Click to Edit an existing housing unit record in the grid.
2) The grid expands for editing a housing unit record.
3) Click the Cancel button.
4) Changes are not saved.
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PSH Details Historical

The PSH Details Historical page only displays after a program has been added on the Program
Description page for ‘Permanent Supportive Housing.’

Grant Request
o g, Ll Save Save/Close Submit Return to Search
Cammunity & Progam Infsematisn N A
Applicstion Number: 21 Application Period V12015 - 12131720
Frogram Descnption Grganization: Msnsfeid 2HS Grant Request Ststus: In Process
SegcPaming P ——— 2015 Seporive g —— Transtonsl Housng
Fracing Ovta Grant Funding Requested: $100.000.00
Total Leversged Funds: $50,000.00
Prject Datad Assigned To:
Houian Dt
Piesse compiate the information below Using dst from your progrsm's HMIS generated GaG APR for the last ryear (1/1/2014 - 12/21/2014). f your HMIS System standsrd APR ifferent 12-month periad, enter the dste rsnge.
P Dt Hestonizal —_—
From 1142014 | Te 12/31/2014
5 Detads Propased Average Length of Stay (deys) @ Gosk 365 botuel: 280
Actwity Irdormaton

Project Type: al Housing for D -
Acthity Levaraging

Grat Request Decumenty

No. of
No.of | Naof Pesons MNoof Naof
Grant Request Cheekdst Number of Households Served Number of Households Exited Number of Households Served per Night Persons  Persons  Served Adults  Adults | Edit
. Seved  Eited  per  Seed Esited
Revsin Night
Commends 7 @ " 1 o EER R
Number of households served v
Mumber of houssholds exited (i spplicable) s @
Humber of households served per night e n
Number of persons served wo
— Ol
Mumber of persons served per night N\ =
o W
Rumber of sduits exted [ sppicable) @ s
[Updste|[Cancel |
& * Data s not seved unil Update bution is cicked
Performance - Historicl Measure Contimuum's Goal Percentage) Actual Number Units  Percentage  Edit
:ﬁﬂﬂf&“@" Benefts and Hesitn Insursnce . B Househads | £3% .

Employment and Income Grawth
%! Glick here for detsils.

w
M

Households 12 % 7
Returns to Homelessness within Six Months. a Households 0% s
Retums to Homelessness wirin Twenty-Four Months 0 ’
Exits to Parmanent Housing s 4 Housshalds s’
Expisin any measure in which the program did 3 or any of the Pesformance
number). Also for Iy, i captured in measure s
ightly different than the measurement listed sbove, describe i e i include "heslth v
inSucance wih “non.ach henafit~ siate e nerfemanee measire heinn renntest is “Recsint nf Non £:ash Benefis -
mame | reemack | Logaut | mep | Top | soreenPrnt | Gresteew Tkt
[ https://oceantest.ohio.gov/OCEAN/Programs/Grants/OcdGrantReguestPopup.aspx?OcdGrantRequestiD=.
Performance - Historical Measure Continuum's Goal (Percentage) Actual Number Units Percentage Edit

¥ Click here for details o o

Performance - Historical Measure Receipt of Non-cash Benefits and Hesith Insurance
Continuum's Gasl (Percentage) @ 5

Actusl Number 5 Q
Units: [ousenalds - @
Update | [Cancel

s - Dats is not saved until Updste button is clicked

Employment end Income Growth

] ok b for detae 3 2 Househoids 12% s
Refums to Homelessness within Six Months ] o Households 0% 7’
Retums to Homelessness within Twenty-Four Monihs 0 o /’
Exts to Permanent Housing 5 4 Households 7’

Explsin any messure in which the program did not mest the canti performance for any of the

questions (include 1g number]. Also for areas only, if captured in the performance messure is

slightly different than the messurement listed sbove, destribe the varistion (e.g. i the entitlement continuum does not include Thesith
insurance” with ‘non-cash benefit,” stste the performance messure being reported is "Receipt of Non-Cash Benefits.”

Average Occupancy Rste (percentsge of units)

Explsin the resson if the average cooupsncy rate is less than 90%

&5 Please dlick the *Save” button above afier making changes,
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1. From

Enter the calendar year from date, note the system defaults
to 1/1/2014.

2. To

Enter the calendar year to date, note the system defaults to
12 calendar months from the From date.

3. Average Length
of stay (days),
goal and actual

Enter the goal and actual numbers that reflect the average
length of stay expressed in days.

4. Project Type

Select the project type amount from the drop down.

5. Number of
households
served

Enter the total number of households served.

6. Number of
households
exited

Enter the number of households that exited if applicable.

7. Number of
households
served per night

Enter the total number of households served per night.

8. Number of
persons served

Enter the number of persons served.

9. Number of
persons exited

Enter the number of persons exited.

10.Number of
persons served
per night

Enter the applicable number of the adults served per night.

11.Enter the number
of adults served

Enter the applicable number of the adults that were served..

12.Number of adults
exited

Enter the applicable number of the adults that exited.

13. Continuum’s Goal

Enter the continuum’s goal as a percentage of households for
each of the historical performance measures.

14. Actual Number

Enter the actual number of exits households for each of the
historical performance measures.

15. Units

Express the units measurement from the dropdown as
persons, adults, or households for each of the historical
performance measures.
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16. Explain any
measure in which
the program did
not meet the
continuum’s
performance
standard (goal) for
any of the
Performance
guestions (include
the corresponding
number). Also for
entitlement areas
only, if the
information
captured in the
performance Explain any measure which did not meet the continuum’s
measure is slightly | performance standard goal
different than the
measurement
listed above,
describe the
variation (e.g. if the
entitlement
continuum does
not include “health
insurance” with
“non-cash benefit,”
state the
performance
measure being
reported is
“Receipt of Non-
Cash Benefits.”

17. Explain the reason
of the average Enter the reason (s) why the Average Occupancy Rate
occupancy rate is (percentage of units) is less than 90%.
less than 90%

The functions available from the PSH Details Historical page are listed below with steps for
performing each function:

Edit PSH Details Historical
1) Select a project from the Project Type dropdown above the three grids.
2) Click on the Edit icon next to an existing record.
3) The grid expands for editing the record.
4) Edit the record.
5) Click the Update button.
6) Record details are updated.
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7) Repeat the necessary steps for each record for the project type selected.
8) Repeat the necessary steps for each project type in the project dropdown until details
have been added for all projects.

Cancel Editing PSH Details Historical
1) Click to Edit an existing record in one of the three grids on this page.
2) The grid expands for editing the record.
3) Click the Cancel button.
4) Changes are not saved.
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PSH Details Proposed

The PSH Details Proposed page only displays after a program has been added on the Program
Description page for ‘Permanent Supportive Housing.’

Grant Request
Grant Request

Cammunity & Program [nformation

Ll Save Save/Close Submit Return to Search

Appicstion Number: L= Applcation Pericat V1205 - 1203172015
Brogram Description Grganization: Eaton 280 Grant Request Status: In Process
Grant Request Type: Progranrporive Housing Program Name: Transitionsl Housing
Srateg ¢ Planning Grant Funding Requested: $1.400.000.00
Total Leversged Funds: $7.000.00
Financing Cata ned T
Project Detais
Project Type:
Housing Details
PH Detals Historical N P
- Number of Households Served Number of Households Exited Number of Households Served per Night e e R ER
PSH Details Proposed (percentage)
Activity Information 0 a o (] ()] 0% 7
Cormplete the fallawing infarmation bssed an projectans for the two year peri - 123117
Actity levenging Number of housshoids to be served o
Grant Regwest Documents Nuraber of households to exit o
Humoss etz e seeapr gl 3 O]
Grant Request Checklist Momber of persons ta be o
Revision Number of persons to ex ° @
¢ Updste | [Cancel
omments &~ Data is not saved unéil Update button is clicked
Parformance - Proposed Measure: Percentage Units Edit
Exits to Permenent Destination 0% 7
Ferformance - Proposed Messure Exits to Permanent Desfinstion
Farcentage 0%
o |
[Updste | [Gancel
44+ Data is not seved until Update button is clickad
Receipt of Non-cash Benefits and Heslth Insurance: 0% r
Employment and Incame Growth 0% rd
Retumns to Homelessness within Six Months 0% I's
Retuns to Homelessness within Teenty-Four Months 0% /

Project Type

Select the project type amount from the drop down.

2. Number of
households to be
served

Enter the total number of households to be served.

Number of to
households to
exit

Enter the number of households to exit.

Number of
households to be
served per night

Enter the total number of households to be served per night.

Number of
persons to be
served

Enter the number of persons to be served.
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6. Number of

. Enter the number of persons to exit.
persons to exit

Enter the percentage desired (for the units specified) for the

7. Percentage proposed measure.

Enter the proposed units measurement from the dropdown as
8. Units persons, adults, or households for each of the proposed
performance measures..

The functions available from the PSH Details Proposed page are listed below with steps for
performing each function:

Edit PSH Details Proposed
1) Select a project from the Project Type dropdown above the grid.
2) Click on the Edit icon next to the record in the grid.
3) The grid expands for editing the record.
4) Edit the record.
5) Click the Update button.
6) Record details are updated.
7) Repeat the necessary steps for each record for the project type selected.
8) Repeat the necessary steps for each project type in the project dropdown until details
have been added for all projects.

Cancel Editing PSH Details Proposed
1) Click to Edit an existing record in the grid on this page.
2) The grid expands for editing the record.
3) Click the Cancel button.
4) Changes are not saved.
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Activity Information

Grant Request
e s =3 ll Save Save/Close Submit Return to Search ‘
Community & Program Informatien
Appicstion Number: L) Application Period: 2015 - 12302015
Dlogr.m Description Crganization: Eston2BJ Grant Request Status: In Process
Shratecic Pl Grant Request Type By asporive Heusig Program Name: Transitionsl Housing
eperamng (Grant Funding Requested: $1.400.000.00
Financing Data Totsl Leversged Funds: $7.000.00
Assigned To

Praject Details

Project Type Activity Subtotsl:
Housing Detas Transtiona| Housing ~ Housig Urit] Bisding - Traneieonal Housing Projeet 1 (S00 0001 $000,000.00
P3H Detals Hstoncal —

Activity Class Activey Name. Actwity Budget Eat Delete

PSH Details Propased ' Housing T
ActityIformation Aoty Cass

Activity Name
Actiity Leveraging Actiity Budget 583,000

dKjhjulk

Grant Request Documents ‘Shrt Aciivity Description -

! Click here for details
(rant Request Checklist
Revision Update |[Cancal

. Dt is not saved unil Updste button is clicked
Comments Administration General Admin $5.000 s K

1. Activity Class Select an activity class for the new activity.
Select the activity name from the dropdown. The dropdown
2. Activity Name choices depend on the activity class that is selected. See

below for potential activity names per activity class.
Enter the budget for the activity. All activity budgets for the
activities on the project must total up to the project budget.

3. Activity Budget

4. Short Activity
Description

Enter your short activity description narrative here.

Activity Class ‘ Activities
Administration e General Admin
e Data Collection & ¢ Rental / Housing
Housin Eval. Assistance
9 e Operating Expenses / e Supportive Serv. w/
CHDO Housing
Table 3

The functions available from the Activity Information page are listed below with steps for
performing each function:

Add Activity
1) Select a project from the Project Type dropdown above the activity grid.
2) The activity grid refreshes to show all activities currently associated with the selected
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project.

3) Click on the Add Activity button in the grid.

4) The grid expands for adding an activity record.

5) Enter all activity details.

6) Click the Update button.

7) Activity details are saved.

8) Repeat Steps 3 — 7 for each activity you need to add for the project type selected.

9) Repeat Steps 1 — 8 for each project type in the project dropdown until activities have
been added for all projects.

Edit Activity
1) Click on the Edit icon next to an existing activity record in the grid.
2) The grid expands for editing the activity record.
3) Edit the activity details.
4) Click the Update button.
5) Activity details are updated.

Cancel Adding/Editing Activity
1) Click to either Add Activity or Edit an existing activity record in the grid.
2) The grid expands for adding/editing an activity record.
3) Click the Cancel button.
4) Changes are not saved.

Delete Activity
1) Click on the Delete icon next to an existing activity record in the grid.
2) Activity record is deleted from the grid. *Note: When deleting an activity record, all
related Activity Leveraging records will be deleted as well.
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Activity Leveraqging

Grant Request

Grant Request

Community & Program Information
Program Description

Strategic Planning

Application Number.
Organization:
Grant Request Type:

113
OCEAN Organization
2014 Supportive Housing

Application Period:

Grant Request Status:

il Save Save/Close

6/30/2014 - 8/1/2014
In Process

Financing Data Program Program Name: TH Program
Project Details Grant Funding Requested: $0.00 Total Project Costs: $0.00
Housing Details Total Leveraged Funds: $0.00

PSH Details Histonical !\ctlwly

PSH DetailsProposed || [ Housing Unit / Building - Project 1 - Supportive Serv. w/ Housing - $50.00

Activity Information

Activity Leveraging . Add Leveraged Fund

Grant Request Documents Leveraged Fund Source Leveraged Fund Amount Edit Delete
Grant Request Checklist Leveraged Fund Source | V|®

Revision Leveraged Fund Amount 50 @

Comments

Uata i not saved until
Insert button is clicked

No Activity Leveraged Funds to display.

Select a source of leveraged funds for the activity. The
ég\l:iaeged Fund dropdown choices for the leveraged fund source include a list of
the leveraged fund providers defined on the financing data page.
Enter the amount of leveraged funds from this provider that will
be funding the activity selected.

2. Leveraged Fund
Amount

The functions available from the Activity Leveraging page are listed below with steps for
performing each function:

Add Leveraged Fund

1) Select an activity from the Activity dropdown above the outcomes and/or leveraged
fund grid.

2) The outcomes and/or leveraged fund grids refresh to show all records currently
associated with the selected activity.

3) Click on the Add Leveraged Fund button in the leveraged funds grid.

4) The grid expands for adding a leveraged fund record.

5) Enter all leveraged fund details.

6) Click the Insert button.

7) Leveraged fund details are saved.

8) Repeat Steps 3 — 7 for each leveraged fund you need to add for the activity selected.

9) Repeat Steps 1 — 8 for each activity in the activity dropdown until leveraged funds have
been added for all applicable activities.

Edit Leveraged Fund
1) Click on the Edit icon next to an existing leveraged fund record in the grid.
2) The grid expands for editing the leveraged fund record.
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3) Edit the leveraged fund details.
4) Click the Update button.
5) Leveraged fund details are updated.

Cancel Adding/Editing Leveraged Fund
1) Click to either Add Leveraged Fund or Edit an existing leveraged fund record in the
grid.
2) The grid expands for adding/editing a leveraged fund record.
3) Click the Cancel button.
4) Changes are not saved.

Delete Leveraged Fund
1) Click on the Delete icon next to a leveraged fund record in the grid.
2) Leveraged fund record is deleted from the grid.
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Grant Request Documents

Grant Request
‘Grant Reguest.
LOMmuAY & KOG inKAmaBon

Program Description
Strategic Planning
Finarcing Dot

Project Deta

Housing Detals

PSH Detas Mistoncal
PSH Detas Proposed
Activity information
Actiity Leveraging
Grant Request Documents
Grant Request Checklist
Revison

Comments

Ell Save Save/Close Submit Return to Search

Home | Fesmack | Lojout | Help | Top | SoresnPrnt | CresteNew Tickst

L ngg:rpi?;n Displays the name of the document that was uploaded.

> File Name Erljg;ad);sd'fhe name of the file, including the extension, which was
3. Created By Displays the username of the user who uploaded the file.

4. Date Displays the date of the upload.

5. View Use this link to view/download the document.

6. Delete Click this icon to delete the document.

The functions available from the Grant Request Documents page are listed below with steps for

performing each function:

View Document in Grant Request Documents
Click the View link next to the provided template and/or instruction form or next to your

1.

n

response document.

A new window displays with the document details displayed.
Click the Open to open the document or Save / Save As to save the document to your

computer.
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Delete Document from Grant Request Documents
1. Click the Delete icon next to a document in the grant request documents grid.
2. Confirm that the document can be deleted by clicking OK.

IE ;essage ﬁon:-vfc_ﬁ n

L

v

'e Are you sure you want to delete this item?

OK | ‘ Cancel

\ r

4. Your response document will be deleted.

Add Document

1. Click the Add Document button in the documents grid to attach a file that is not listed in
the grant request documents grid.
2. The Document Upload popup displays.

Wl =] OCEAN NEW UAT 2 - Johnuat Wallace (Office of Community Development) - v2.7.2219/2.7.1912.22:

| 72 ' - r r i, o
@ https://oceantest.ohio.gov/Ocean/Common/Controls2/OcdResponseDocumentPopup.aspx?Grani

Document Upload

E File:

Max file size: 30MB

Lrn |

Attachment Type: SHP Documentation | ']

Template: link to attachment template
Upload ||Update & Close

a. \,

Click the Upload or Upload and Close buttons.

Click Browse.

The Windows File Explorer popup displays.

Navigate to the file you would like to attach on your local machine and click the Open

© gk w
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button.

7. The name of the file will be displayed in the File field on the document upload popup.

8. Select the Attachment Type from the dropdown list (only option available will be ‘SHP
Documentation’).

9. Click the Upload or Upload and Close buttons to upload your document to the
documents grid.
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Grant Request Checklist

Grant Request
Save Save/Close Submit Return to Search
Grant Requast A
Application Number: L= Application Period 2015 - 1213172015
Community & Program Information | Organization: Eston-28) Grant Request Status: In Process
2015 Supportive Housing
Pogam Despten Grant Request Type: g Program Name: Transitionsl Housing
Grant Funding Requested: $1.400,000.00
Strategic Plarning Total Leveraged Funds: $7.000.00
Assigned Ta:
Finaning Oata
OGD Application Report vizw
Project Details
GCD Supportive Hausing Profile Rey view
Kousing Detais
FSH Detalls Hitorical

PSH Datals Prapased
Actntty Information
ety Leveraging

Grant Request Documents
Grant Reguiest Checklist
Rewsion

Comments

The functions available from the Grant Request Checklist page are listed below with steps for
performing each function:

View
1. Click the View link next to the report listed on the grant request checklist page.
2. A new window displays with the report displayed.
3. Use the Save and Print icons in the window to save and/or print a copy of the report for
your records.
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Revision

Grant Request
Grant Request i Save Save/Close

Community & Program Information

Pragram Description Application Number: 13 Application Period: 6/30/2014 - §/M1/2014
Strategic Planning Organization: (QOCEAN Organization Grant Request Status: In Process

Financing Data Grant Request Type: él:;;lrgntipponlve Housing Program Name: TH Program

Project Details Grant Funding Requested: $0.00 Total Project Costs: $0.00

Housing Details Total Leveraged Funds $0.00

PSH Details Histoncal
P5H Details Propased Revision Number Status View

Activity Information 0 In Process. I |

Actaty Leveraging

Grant Request Documents
Grant Request Checklist
Revision

Comments

The functions available from the Revision page are listed below with steps for performing each
function:

View Revision

1. Click the View icon next to the revision number in the grid.

2. A new window displays with the details of the revision number selected. *Note: All
previous revisions will be non-editable, but data submitted in previous revisions will be
available for viewing.

3. Close the window to return to the application request.
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Comments

Grant Request
Grant Request @8 Save Save/Close

Community & Program Information

Program Description

Steategic Planning Application Number: 13 Application Period: 6/30/2014 - 8/1/2014
. o Organization: OCEAN Organization Grant Request Status: In Process
inancing Data ) . .
Grant Request Type: 2014 Supportive Housing .
Project Details Program Program Name: TH Program
Housing Details Grant Funding Requested: $0.00 Total Project Costs: 50.00
PSH Details Historical Total Leveraged Funds: $0.00

PSH Details Proposed

Activity Information E3Add New Comment EJRefresh

Activity Leveraging Comment User EntryDate Internal Comment?
Grant Request Documents Comment: Spell Check @
Grant Request Checkdist ,
SR s User: SFitch2
N Entry Date: 512712014 2:31:48 PM

Comments Last Change Date:

Internal Comment: [

No records to display.

Enter a comment in the comment field. These comments will be
retained with the application request along with your username,
entry date, and date of any changes you made to your
comments.

1. Comment

The functions available from the Comments page are listed below with steps for performing
each function:

Add Comment
1) Click on the Add New Comment button in the grid.
2) The grid expands for adding a comment record.
3) Enter comment details.
4) Click the Insert button.
5) Comment details are saved.

Edit Comment
1) Click on the Edit icon next to a comment that you created. *Note: Comments can only
be edited by the user who created them.
2) The grid expands for editing the comment record.
3) Edit the comment detalils.
4) Click the Update button.
5) Comment details are updated.

Cancel Adding/Editing Comment
1) Click to either Add New Comment or Edit an existing comment record in the grid.
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2) The grid expands for adding/editing a comment record.
3) Click the Cancel button.
4) Changes are not saved.

Delete Comment
1) Click on the Delete icon next to an existing comment record in the grid. *Note:
Comments can only be deleted by the user who created them.
2) A message will display asking if you are sure you want to delete this item.

Message from webpage E

3) Click OK.
4) Comment record is deleted from the grid.
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Submitting an Application for SHP

The following section describes the process for submitting an application to the Office of
Community Development for the Supportive Housing Programs (SHP) in OCEAN.

To submit an application, you must first navigate to the Application Request Search page.
Choose the following menus to display the Application Request Search page:

Programs - OCD Grant - Application Search

Search for an application that is in an “In Process” status. Review each section of the
application as defined in the “Completing an Application for SHP” section and verify all
validations pass successfully.

OCEAN User Guide Page | 76



SHP Application Preparer User Guide

Application Submission

Grant Request

Grant Request Wl Save Save/Close Submit

Community 8 Program Information
Pragram Description Application Number: 13 Application Period: 6/30/2014 - 8/1/2014
Financing Data Organization OCEAN Organization Grant Request Status: In Process
Broject Details Grant Request Type: 2014 Supportive Housing
1 ; ) Program
Housing Details Grant Funding Requested: $0.00 Total Project Costs: $0.00
TH Details Historical Total Leveraged Funds: $0.00
TH Details Proposed
Activity Information
Administrative Agen -
Activity Leveraging gency |OCEAN Organization |
Grant Request Documents Administrative Contact: |Admir| Contact - |
Grant Request Checklist
Address : -
Revicion [77 S High st |
Comments Administrator's Phone: | - |
Administrator's Fax | - |
Administrator's Email: | admin_contact@mail.com - |
* Please click "Save’ to initiate an application.

After reviewing the SHP application for completeness and verifying all validations pass
successfully, complete the following steps for submitting your application to the Office of
Community Development:

1. Click on the Submit button in the button bar.
2. A popup displays asking if you are sure you are ready to submit.

0 Areyou sure you are ready to submit?

3. Click OK in the popup.
4. Another popup displays for you to confirm the statement is true prior to submitting your
application.
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To the best of my knowledge and belief, data contained in this
application is true and correct. This application has been duly
authorized by the governing body of the recipient to comply with the

required assurances if the assistance is approved.

5. Click OK in the popup.
6. A final popup displays confirming the submission of your application.

Grant Request Submitted

7. Click OK in this final popup.
8. Your application has now been submitted. The status of the application is updated to
“Submitted” and you can no longer edit the details of the application.
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Application Review Process

Applications that have been submitted to the Office of Community Development go through an
internal review process. If the Office of Community Development sees an error or needs
additional information for your SHP program application, then they reserve the ability to reject it
back to you for additional clarification prior to the application end date (these details are defined
below). SHP applications that are awarded funds will be updated to a status of “Approved.”
SHP applications that are not awarded funds will be updated to a status of “Rejected.”
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Grant Request Review

Your SHP application may be rejected if issues are found that need to be corrected prior to
completing the review of the application. These issues are displayed on the Grant Request
Review page and your application will be in a “Return for Revision” status.

Grant Request
Grant Request A Save Save/Close

Community 8 Program Information

Program Description

Financing Data Application Number: 113 Application Period: 6/30/2014 - 8/1/2014
Project Details Organization: OCEAN Organization Grant Request Status: In Process

Housing Details Grant Request Type: ge{:;rs:.'ppoﬂive Housing Program Name: PSH Program

TH Details Proposed Grant Funding Requested: $0.00 Total Project Costs: 50.00

Activity Information Total Leveraged Funds: $0.00

Activity Leveraging

Grant Request Documents Review

Grant Request Checklist
Grant Request Review

Revision

Comments Request

To Display

This grid displays any conditions to the approval of your
1. Review Conditions application (i.e. submitting a document by a certain date so as
not to lose funding).

This grid displays any issues found in your application. Each
issue will need to be correct and re-submitted to the Office of
Community Development prior to completing the review of your
application.

2. Request
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