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Document Overview

OCEAN for Training & Technical Assistance Programs
(TTAP)

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 Approvers for the TTAP 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 TTAP

e Submitting an application for TTAP

¢ 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
¢ Internet Explorer version 7 or greater

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

TTAP Program Types

This section shows the process diagram for the following TTAP program types, including:

e BOS/COC HMIS Grant Award

e BOS/COC Planning Grant Award
e CDBG Training & TA Grants

e CDC Set-Aside
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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
Scot.Burbacher@development.ohio.gov
= Fax: 614-955-1465 attn: Scot Burbacher
= Mail: Scot Burbacher
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
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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 Logout

O] @ ®

Welcome

Last successful login: 4/9/2014 11:17:17 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

0 Show Outdated 9 EIRefresh

Received ! | Type Title
*TEST TEST TEST, the is OCEAN
@ v o 31272014 12:00 AM I System Test please do not enter real data & @
TEST TEST TEST*
*TEST TEST TEST, the is OCEAN Test please do not enter real data TEST TEST TEST*
|E| |I||I| |E| Page size: 1items in 1 pages

Ticket ID - Title Status Date Created Created By

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

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

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

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

7. Title Short description of the message.

8. Show/Hide Outdated Click to reveal/hide past or outdates messages.

9. Message Line Click on arrow to expand and view communications in regards to
OCEAN.

10. Print Icon Click to print the message to your local printer.
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Programs
Programs Perscnal Settings Logout
@ OCD Grant r @ Application Search

Welcome

Last successful login:  4/9/2014 11:17:47 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

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 ] Logout

@ Change Organization
@ Change Password

vwelcome

Last successful login:  4/3/2014 11:17:47 AM
Last unsuccessful login attempt: 4/3/2014 11:08:16 AM
Days until password expires: §

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.

2. Change Password Choose this option to change your OCEAN password.

1. Change Organization
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Logout
Programs Personal Settings Logout@

Last successful login:  4/9/2014 11:17:47 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

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

1. Logout
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Completing an Application for TTAP

The following section describes the process for creating an application for the Training &
Technical Assistance Program (TTAP) program in OCEAN.

To begin 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
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Application Request Search

Application Request Search
Program Year: |ZD 14 - |®
Application Type: |Training & Technical Assistance Program - |®
Application Number: | - |@
Status: | - |@
Add New Grant Request @
® ® =0 g @
Application Peried Application Number Application Type @ Program Organization Name Status Edit Delete
8/7/2014 - 12/31/2014 240 TTAP OQCEAM Organization In Process ra x
Home | Feedback | Logout | Help | Top | ScreenPrint | Create Mew Ticket

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. Itis past the application period and you can no longer create
applications for the program year and application type selected.
7 Search Choose this option to display search results based on the search

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.

OCEAN User Guide
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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 ‘Rejected to User’ 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 in OCEAN:
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.
2. Click the Search button.
3. Search results are displayed in the grid.
4. Click the Delete icon next to an application that is in an ‘In Process’ status.
5. A message displays asking if you are sure you want to delete this Application Request.
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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 ilal | Save Save/Close

Community & Program Information

Application Number: 240 Application Period: 8/T/2014-12/31/2014
Organization: OQOCEANM Organization Grant Request Status In Process
Grant Request Type Training & Technical Assistance
Program
Grant Funding Requested: $0.00 Total Project Costs: $0.00
Total Leveraged Funds $0.00 3
Administrative Agency: OCEAN Qrganization -
Administrative Contact: |Admin Contact - |
Address [77 S High st -]

Administrator's Phone: | - |

Administrator's Fax: | - |

Administrator's Email: |admin_cnmact@mai\,cnm v|

* Please click "Save' to initiate an application.

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 CHIP 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 TTAP. Any validation messages will be displayed for review
and correction prior to the application being ready for submission.

Validation Message ‘ Definition

A document is listed on the Grant Request

All of the documents that are Documents page that has the checkbox checked for
required have not been “Required,” but no response document has been
attached. uploaded. Upload your response document to clear
this validation.
Total funds across activities All activity leveraged funds must total to the
($$%) must equal $$$$ for the amounts you defined on the Financing Data page.
<<provider name>> provider Reallocate leveraged funds for this provider across
leveraged fund. the appropriate activities to clear this validation.
Project <<project name>>’s All activity budgets must total to the overall project
activity budget totals to $$ but budget. Reallocate activity budget dollars under
should be $$3. this project to clear this validation.
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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

e Save/Close — Saves the application in an “In Process” status and returns you to
the Application Request Search page.
3. Header Details — The header details section remains throughout the application. It
gives an overview of the application, including:
e Application Number — unique assigned number to the application
e Organization — organization creating the application
e Grant Request Type — program the application is being created for
e Grant Funding Requested — total CDBG funds requested across all projects on
this application
e Total Leveraged Funds — total leveraged funds defined on the financing data
page
o Grant Request Period — application period for submitting applications
e Grant Request Status — current status of the application
o Total Project Costs — all project costs equal to grant funding requested plus
total leveraged funds
4. Page Details — This section shows the specific details to be entered for the page
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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Training & Technical Assistance Programs

There are four types of Training & Technical Assistance programs that you can create an
application for:

e BOS/COC HMIS Grant Award

e BOS/COC Planning Grant Award
e CDBG Training & TA Grants

e CDC Set-Aside

The following sections are broken down into these four programs and will detail the process for
creating each type of application.
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BOS / COC HMIS Grant Award

Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Organization: QOCEAM Organization Grant Request Status: In Process
Grant Request Type: 2014 Training & Technical Assistance
Program
Grant Funding Requested: $0.00 Total Project Costs $0.00
Total Leveraged Funds: $0.00

Administrative Agency: OCEAM Organization -

Administrative Contact |Admin Contact - ‘

Address [77 S High st -]

Administrater's Phone: | - ‘

Administrator's Fax; | - ‘

Administrator's Email |admin_contact@mai|.com - ‘

* 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 TOPP application.
This dropdown will populate with the current address on record
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 emalil
addresses exist for the contact selected, then you can select the
correct email address from the dropdown.

3. Address

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
1. Select an Administrative Contact from the dropdown.
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2. Verify the correct Address and Email are selected.
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.

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 Request Wil Save Save/Close

Coammunity & Program Information

Program Description

icati : icati i 8/7/2014 - 12/31/2014
Grant Request Decuments App“cét'or' Number: 240 o Application Period
Organization OCEAN Organization Grant Request Status: In Process
Grant Request Checklist Grant Request Type 2014 Training & Technical
Revision q P Assistance Program
Comments Grant Funding Requested: 50.00 Total Project Costs: 50.00
Total Leveraged Funds: 30.00
Add Program Description
Program Description Program Name Program Narrative Edit Delete
Program Description | BOS / COC HMIS Grant Award v|®
[ ®

Program Narrative (Please provide a

detailed narrative describing this grant

request. Include location, activities. 03000
outcomes and expected results of the Spall Check
project plus any other program =pel Lheck
specific descriptive information. You
have a 3000 character limit.)

®

* Data is not saved until Insert button is
clicked

No Program Details to display

This dropdown contains a list of potential programs available for
the Grant Request you are creating. Only one program can be
defined for each grant request. For TTAP, the available program
types include:

e BOS/COC HMIS Grant Award

e BOS/COC Planning Grant Award

e CDBG Training & TA Grants

e CDC Set-Aside
Enter the name for the program that is used by your organization
to identify the application.
Provide a detailed narrative describing this grant request. You
must include the location, activities, outcomes and expected
3. Program Narrative results of the project plus any other program specific descriptive
information. This field has a 3000 character limit, with a
character counter displayed that will update as you type.

1. Program Description

2. Program Name

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

Add Program Description
1. Click the Add Program Description button.
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2.
3.

4.
5.

The grid expands for adding a new program description record.

Select the ‘BOS / COC HMIS Grant Award’ Program Description and enter details for all
other remaining fields.

Click the Insert button.

Program description details are saved.

Edit Program Description

1.
2.
3.

4.
5.

Click on the Edit icon next to an existing program description record in the grid.

The grid expands for editing the program description record.

Edit the Program Name and/or Program Narrative. The Program Description field
cannot be edited.

Click the Update button.

Program description details are updated.

Cancel Adding/Editing Program Description

1.

2.
3.
4.

Click to either Add Program Description or Edit an existing program description in the
grid.

The grid expands for adding/editing a program description.

Click the Cancel button.

Changes are not saved.

Delete Program Description

1.
2.

Click on the Delete icon next to an existing program description record in the grid.
Program description record is deleted from the grid. *Note: When deleting a program
description, all related Project Details, Activity Information, and Activity Outcomes and
Leveraging will be deleted as well.
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Financing Data

Grant Request
Grant Request Wl Save Save/Close
Community & Program Information
Program Description
ErETET Application Number 240 Application Period 8/7/2014 - 12/31/2014
Pro Dg " Organization OCEAN Organization Grant Request Status: In Process
ro{e.ct etails ] Grant Request Typs- 2014 Training & Technical Program Name: BOS / COC HMIS
Activity Information Assistance Program
Activity Outcomes and Leveraging Grant Funding Requested: $0.00 Total Project Costs: $0.00
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 | |®
Leveraged Fund
Category | |®
Leveraged Fund Type |Loan h |®
Amount 30 @
Term Months @
Interest Rate @
Data 15 not saved until Insert button is clicked
Mo Leveraged Funds to display

L Ilsre(\)/\?irdagred 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:

e Federal ARC Funds

e Other Federal

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 Loan
Enter the dollar amount of leveraged funds for the provider
entered.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the number of months of the loan.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the percentage interest rate for the loan.

2. Leveraged Fund
Category

4., Amount

5. Term

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

Add Leveraged Fund

Click on the Add Leveraged Fund button in the grid.

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged fund details are saved.

Repeat Steps 1 — 5 for each provider of leveraged funds for your grant request.

o gk whNE

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 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 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 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
Grant Request Wl Save Save/Close
Community & Program Information
Program Description
. Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Grant Request Status: In Process
R i ran :
Project Details Organization g;?TN Qr_ga”;_armr] - q
. - raining & lechnica Program Name: BOS / COC HMIS
Activity Information Grant Request Type: Assistance Program 9 .
Activity Qutcomes and Leveraging Grant Funding Requested: $0.00 Total Project Costs: $0.00
Grant Request Documents Total Leveraged Funds: $0.00
Grant Request Checklist
Revision | Add Project Details
Camments Project Type Project Name Project Budget Mational Objective Edit Delete
Project Type [ v \@
Project Name ‘ |®
Project Budget 30 @
National Objective | - |@
Data 15 not saved until Insert button is
clicked
No Project Details to display

Select the project type from the dropdown. For the Training &
Technical Assistance — BOS / COC HMIS Grant Award program,
the only available project type is:

e Project
Enter a name for the project that uniquely identifies this project
from all other Training & Technical Assistance projects.
Enter the budget for the project. This budget is the amount of
funds that are being requested from OCD.
The available National Objectives include:
Area Wide Benefit (LMA)
¢ Direct Benefit — Job Creation (LMJ)
Direct Benefit — Housing (LMH)
Limited Clientele (LMC)

e Slum & Blight (SBA)
This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective. Select yes or no if the project is being
qualified with a survey.
This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
Date Survey Completed the National Objective and is enabled if you have selected ‘Yes’
(not shown above) for Qualified with a Survey. Click the calendar icon and select
the date the survey was completed.
This field only displays if the National Objective is one of the
following:

e Direct Benefit — Job Creation (LMJ)

e Direct Benefit — Housing (LMH)

e Limited Clientele (LMC)
Enter the estimated number of beneficiaries for the project.

1. Project Type

2. Project Name

3. Project Budget

4. National Objective

Qualified with a Survey
(not shown above)

Estimated Number of
Beneficiaries (Persons)
(not shown above)
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This field only displays if the National Objective is one of the

following:
Percent LMI e Direct Benefit — Job Creation (LMJ)
(not shown above) e Direct Benefit — Housing (LMH)

e Limited Clientele (LMC)
This field will always default to 100% and not be editable.

Slum & Blight Type This field only displays if ‘Slum & Blight (SBA) is chosen for the
(not shown above) National Objective. Select spot or area for the slum & blight type.

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

Add Project Detail

ook wbd R

Click on the Add Project Details button in the grid.
The grid expands for adding a project detail record.
Enter all project detail information.

Click the Insert button.

Project detail information is saved.

Repeat Steps 1 — 5 for each project on your application.

Edit Project Detail

1.

2
3.
4.
5

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

Edit the project detail information.

Click the Update button.

Project detail information is updated.

Cancel Adding/Editing Project Detail

1. Click to Add Project Details or Edit an existing project detail record in the grid.
2. The grid expands for adding/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 Activity Information and Activity Outcomes and Leveraging records will
be deleted as well.
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Activity Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Program Description

. Dat Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
nancin: ata
. tE? i Organization: OCEAN Organization Grant Request Status: In Process
rojec etalls . .
2014 Training & Technical P M : BOS / COC HMIS

Activity Information Grant Request Type Assistance grogram rograml e
Activity Dutcomes and Leveraging Grant Funding Requested $0.00 Total Project Costs $0.00
Grant Request Documents Total Leveraged Funds: §0.00
Grant Reguest Checklist
Revision Pfojéd TYPG . ~ N Activity Subtotal:

BOS / COC HMIS Grant Award - Project - Project 1 (550 00 ' §0.00
Comments

I Add Activity
Activity Class Activity Name Activity Budget Edit Delete

Activity Class | v|®

Activity Name | v|®

Activity Budget 50 @

Short Activity Description

Cama 1= not saved until Insert button

is clicked

No Activities to display

1. Activity Class The only ava_ilable activity class option is:
e Housing
Select the activity name from the dropdown. The only available
2. Activity Name dropdown choice is:
e Operating Expenses / CHDO
Enter the budget for the activity. All activity budgets for the
activities on the project must total up to the project budget.

Activity Budget

Short Activity
Description

Enter your short activity description narrative here.

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.
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 detalils.
Click the Insert 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

N

©oNoGOs®
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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 Outcomes and Leveraging records will be deleted as well.
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Activity Outcomes and Leveraging

Grant Request
Grant Request @l Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period 8/7/2014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: 2014 Training & Technical Program Name: BOS / COC HMIS

Activity Inf. . Assistance Program

tivity Information Grant Funding Requested: $0.00 Total Project Costs $0.00

ativiiyDutromesand)| senipn Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist Activity

Revision Project - Project 1 : Operating Expenses / CHDO - $50.00

C it

ommen Add Outcome
Qutcome Type Projected Outcomes Edit Delete

Outcome Type - @
Projected Outcomes 0 @

Data 15 not saved until Insert
button is clicked

MNo Qutcomes to display.

| Add Leveraged Fund

Leveraged Fund Source Leveraged Fund Amount Edit Delete
Leveraged Fund Source - @
Leveraged Fund Amount S0 @

Dara 15 not saved until Insert
button is clicked

MNo Activity Leveraged Funds to display.

Select the outcome type from the dropdown. The dropdown
choices depend on the activity that the outcome is being added
for. For the ‘Operating Expenses / CHDO’ activity, the potential
outcomes include:

e Households Assisted

e Units Assisted or Inspected

2. Projected Outcomes Enter the projected number of outcomes for the activity.

Select a source of leveraged funds for the activity. The
dropdown choices for the leveraged fund source include a list of

1. Outcome Type

3. Leveraged Fund

Source the leveraged fund providers defined on the financing data page.
4. 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 Outcomes and Leveraging page are listed below with
steps for performing each function:

Add Outcome
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 current records associated
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©oNo Ok W

with the selected activity.

Click on the Add Outcome button in the outcomes grid.

The grid expands for adding an outcome record.

Enter all outcome details.

Click the Insert button.

Outcome details are saved.

Repeat Steps 3 — 7 for each outcome you need to add for the activity selected.
Repeat Steps 1 — 8 for each activity in the activity dropdown until outcomes have been
added for all applicable activities.

Edit Outcome

1.

2
3.
4.
5

Click on the Edit icon next to an existing outcome record in the grid.
The grid expands for editing the outcome record.

Edit the outcome details.

Click the Update button.

Outcome details are updated.

Cancel Adding/Editing Outcome

1.

2.
3.
4.

Click to either Add Outcome or Edit an existing outcome record in the grid.
The grid expands for adding/editing an outcome record.

Click the Cancel button.

Changes are not saved.

Delete Outcome

1. Click on the Delete icon next to an outcome record in the grid.
2. Outcome record is deleted from the grid.
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 Reqguest Documents

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information
Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process
Project Details Grant Request Typs 2014 Training & Technical Program Name: BOS / COC HMIS
Activity Information Assistance Programs :
- Grant Funding Requested: $0.00 Total Project Costs: $0.00
Activity Outcomes and Leveraging Total Leveraged Funds: $0.00
Grant Request Documents
® 0 0 ®60 ©® ® ® ® O @ @ @o
st
Revision . . Response Response Uploaded | Upload Updated
Type Description Required? L Updated Status
Comments Type Description By Date by Date
Environmental /2472014
Document . View Document ERForms View SFitch2 — 4/24/2014 SFitch2  3:38:30 al
Review Forms =y
Public
Document  Senvice View Attach
Certification
E34dd Document ERefresh  Include Deleted (D
Date ~ File Name Document Description Document Type Created By
Mo files to display.

1. Type Displays the type of documentation. For grant request

' Documents, this will always display document.
Displays the name of the template and/or instruction form
2. Description document uploaded by OCD for your use in completing the
application attachments.
If this checkbox is checked, then the document requires a
response (attachment) to be uploaded prior to submitting your
application request. If this box is not checked, then no document
is required. Even if it is not required, there may be special

3. Required circumstances or conditions within your application details that
make it necessary for you to attach a response. Therefore, you
should always review each document and determine if they are
required for your application or not.

4. View Use this link to view/download templates and/or instruction forms

for application documents.

Displays the type of response document. For grant request
documents, this will always display document.

Displays the description that you enter when uploading your
response document.

Use this second link to view/download your completed template
or instruction form.

Displays the username of the user who uploaded the response
document.

9. Uploaded Date Displays the date the response document was uploaded.

Use this link to upload your completed template and/or form for
the application document listed.

Displays the username of the user who last updated the
response document.

12. Last Updated Date Displays the date the response document was last updated.

5. Response Type

6. Response Description

7. View

8. Uploaded By

10. Attach

11. Updated By
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13. Status This field is not currently being used for the CHIP application
reguest.
14. Delete Click this icon to delete your response 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

1.

Click the View link next to the provided template and/or instruction form or next to your
response document.

A new window displays with the document details displayed.

Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Attach Document in Grant Request Documents

1.
2.

a ks w

© 0N

Click the Attach link next to a record in the grant request documents grid.

The Document Upload popup displays.

m—
a Document Upload -- Webpage Dialog

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooce, =.pdf, *.bad, *.xls, *.xl=, =zip

File Type: [ v]

Description:

Click the Select button.

The Windows File Explorer popup displays.

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

The name of the file will be displayed in the File field on the document upload popup.
Select the File Type from the dropdown list (only option available will be ‘document’).
Enter a Description for your document.

Click the Upload button to attach your document to the record in the grant requests
documents grid.
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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. 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.

—
a Document Upload -- Webpage Dialog ‘ “

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooe, =.pdf, *.bd, *.xls, “.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

3. Click the Select button.
4. The Windows File Explorer popup displays.
5. Navigate to the file you would like to attach on your local machine and click the Open
button.
6. The name of the file will be displayed in the File field on the document upload popup.
7. Select the File Type from the dropdown list (only option available will be ‘document’).
8. Enter a Description for your document.
9. Click the Upload button to upload your document to the documents grid.
View Document

1. Click the View link next to the uploaded document in the documents grid.

2. A new window displays with the document details displayed.

3. Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Delete Document
1. Click the Delete icon next to a document in the documents grid.
2. Your attached document will be deleted.
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Grant Request Checklist

Grant Request
Grant Request &l "Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 8712014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Detals Grant Request Type: Ao & rocmical - Program Name: BOS / COC HMIS
Activity Information Grant Funding Requested: $0.00 Total Project Costs: $0.00

Activity Cutcomes and Leveraging Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist QCD Grant Summary Report View

Revision

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 Wl Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 872014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: iﬂsl‘:stTafiT;"gégTr:;h"iCE‘ Program Name: BOS / COC HMIS
Activity Infarmation Grant Funding Requested $0.00 Total Project Costs $0.00

Activity Qutcomes and Leveraging Total Leveraged Funds: $0.00

Grant Request Documents

Grant Request Checklist Revision Number Status View

Revision
0 In Process ra
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.

OCEAN User Guide Page | 36



TTAP Application Approver User Guide

Comments

Grant Request

e —

Grant Request

Community & Program Information

Program Description

Financing Data

Project Details

Activity Information

Activity Cutcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Revision

Comments

Application Number:
Organization:
Grant Request Type:

Grant Funding Requested
Total Leveraged Funds:

Comment

Add New Comment

e

240

QCEAN Organization
2014 Training & Technical

Application Peried:
Grant Request Status:

Program Name:

Assistance Program

$0.00
$0.00

User

Total Project Costs:

EntryDate

Internal Comment?

8/7/2014 - 12/31/2014
In Process

BOS / COC HMIS
$0.00

Reﬁesh

Comment:

Spell Check

O]

User: Olser

Entry Date: 4/24/2014 3:48:51 PN
Last Change Date:
Internal Comment: []

Insert ||Cancel

Mo 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

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.

aprwdnE

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.
The grid expands for editing the comment record.
Edit the comment details.
Click the Update button.
Comment details are updated.

abrwbdn

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
2. The grid expands for adding/editing a comment record.
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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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BOS / COC Planning Grant Award

Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Organization: QOCEAM Organization Grant Request Status: In Process
Grant Request Type: 2014 Training & Technical
Assistance Program
Grant Funding Requested: $0.00 Total Project Costs $0.00
Total Leveraged Funds: $0.00

Administrative Agency: OCEAM Organization -

Administrative Contact |Admin Contact - ‘

Address [77 S High st -]

Administrater's Phone: | - ‘

Administrator's Fax; | - ‘

Administrator's Email |admin_contact@mai|.com - ‘

* 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 TTAP application.
This dropdown will populate with the current address on record
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 emalil
addresses exist for the contact selected, then you can select the
correct email address from the dropdown.

3. Address

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
1. Select an Administrative Contact from the dropdown.
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2. Verify the correct Address and Email are selected.
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.

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 Request Wil Save Save/Close

Coammunity & Program Information

Program Description

icati : icati i 8/7/2014 - 12/31/2014
Grant Request Decuments App“cét'or' Number: 240 o Application Period
Organization OCEAN Organization Grant Request Status: In Process
Grant Request Checklist 2014 Training & Technical
. Grant Request Type raining & Technica
Revision Assistance Program
Comments Grant Funding Requested: $0.00 Total Project Costs: 50.00
Total Leveraged Funds: 30.00
Add Program Description
Program Description Program Name Program Narrative Edit Delete
Program Description |BOS / COC Planing Grant Award Vl@
1®

Program Narrative (Please provide a

detailed narrative describing this grant

request. Include location, activities. 03000
outcomes and expected results of the Spall Check
project plus any other program =pel Lheck
specific descriptive information. You
have a 3000 character limit.)

®

* Data is not saved until Insert button is
clicked

No Program Details to display

This dropdown contains a list of potential programs available for
the Grant Request you are creating. Only one program can be
defined for each grant request. For TOPP, the available program
types include:

e BOS/COC HMIS Grant Award

e BOS/COC Planning Grant Award

e CDBG Training & TA Grants

e CDC Set-Aside
Enter the name for the program that is used by your organization
to identify the application.
Provide a detailed narrative describing this grant request. You
must include the location, activities, outcomes and expected
3. Program Narrative results of the project plus any other program specific descriptive
information. This field has a 3000 character limit, with a
character counter displayed that will update as you type.

1. Program Description

2. Program Name

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

Add Program Description
1. Click the Add Program Description button.

OCEAN User Guide Page | 41



TTAP Application Approver User Guide

2. The grid expands for adding a new program description record.

3. Select the ‘BOS / COC Planning Grant Award’ Program Description and enter details for
all other remaining fields.

4. Click the Insert button.

5. Program description details are saved.

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 Program Name and/or Program Narrative. The Program Description field
cannot be edited.
4. Click the Update button.
5. Program description details are updated.

Cancel Adding/Editing Program Description
1. Click to either Add Program Description or Edit an existing program description in the
grid.
2. The grid expands for adding/editing a program description.
3. Click the Cancel button.
4. Changes are not saved.

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, Activity Information, and Activity Outcomes and
Leveraging will be deleted as well.
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Financing Data

Grant Request
SIS T @l Save Save/Close
Community & Program Information
Program Description
Financing Data Application Number 240 Application Period 8712014 - 1213172014
Pro thta'I Organization OCEAN Organization Grant Request Status: In Process
roject Letalls X 2014 Training & Technical
Activity Information Grant Request Type: Assistance Program Program Mame: BOS / COC Planning
Activity Outcomes and Leveraging Grant Funding Requested: $0.00 Total Project Costs: $0.00
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 | |®
Leveraged Fund
Category | |®
Leveraged Fund Type |Loan h |®
Amount 50 @
Term Months @
Interest Rate @
Data 15 not saved until Insert button is clicked
Ne Leveraged Funds to display

L Ilsre(\)/\?irdagred 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:

e Federal ARC Funds

e Other Federal

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 Loan
Enter the dollar amount of leveraged funds for the provider
entered.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the number of months of the loan.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the percentage interest rate for the loan.

2. Leveraged Fund
Category

4., Amount

5. Term

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

Add Leveraged Fund

Click on the Add Leveraged Fund button in the grid.

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged fund details are saved.

Repeat Steps 1 — 5 for each provider of leveraged funds for your grant request.

o gk whNE

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 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 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 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

Grant Request

Community & Program Information
Program Description

. Application Number:
Financing Data

Project Details Organization:
Activity Information Grant Request Type:
Activity Outcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Grant Funding Requested:
Total Leveraged Funds:

Wl Save Save/Close

240

OCEAN Qrganization
2014 Training & Technical
Assistance Program
$0.00

$0.00

8/7/2014 - 12/31/2014
In Process

Application Period:

Grant Request Status:
Program Name: BOS / COC Planning

Total Project Costs: $0.00

Project Name

Project Budget

clicked

National Objective

Data 15 not saved until Insert button is

Revision | Add Project Details
Comments Project Type Project Name Project Budget National Objective Edit Delete
Project Type [ v ‘@

| @)
80 @
| O]

No Project Details to display

Project Type

Select the project type from the dropdown. For the Training &
Technical Assistance — BOS / COC Planning Grant Award
program, the only available project type is:

e Project

Project Name

Enter a name for the project that uniquely identifies this project
from all other Training & Technical Assistance projects.

Project Budget

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

National Objective

The available National Objectives include:
Area Wide Benefit (LMA)

Direct Benefit — Job Creation (LMJ)
Direct Benefit — Housing (LMH)
Limited Clientele (LMC)

Slum & Blight (SBA)

Qualified with a Survey
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective. Select yes or no if the project is being
qualified with a survey.

Date Survey Completed
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective and is enabled if you have selected ‘Yes’
for Qualified with a Survey. Click the calendar icon and select
the date the survey was completed.

Estimated Number of
Beneficiaries (Persons)
(not shown above)

This field only displays if the National Objective is one of the
following:

e Direct Benefit — Job Creation (LMJ)
e Direct Benefit — Housing (LMH)
e Limited Clientele (LMC)

Enter the estimated number of beneficiaries for the project.
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This field only displays if the National Objective is one of the

following:
Percent LMI e Direct Benefit — Job Creation (LMJ)
(not shown above) e Direct Benefit — Housing (LMH)

e Limited Clientele (LMC)
This field will always default to 100% and not be editable.

Slum & Blight Type This field only displays if ‘Slum & Blight (SBA) is chosen for the
(not shown above) National Objective. Select spot or area for the slum & blight type.

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

Add Project Detail

ook wbd R

Click on the Add Project Details button in the grid.
The grid expands for adding a project detail record.
Enter all project detail information.

Click the Insert button.

Project detail information is saved.

Repeat Steps 1 — 5 for each project on your application.

Edit Project Detail

1.

2
3.
4.
5

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

Edit the project detail information.

Click the Update button.

Project detail information is updated.

Cancel Adding/Editing Project Detail

1. Click to Add Project Details or Edit an existing project detail record in the grid.
2. The grid expands for adding/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 Activity Information and Activity Outcomes and Leveraging records will
be deleted as well.
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Activity Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Program Description

. Dat Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
nancin: ata
. tE? i Organization: OCEAN Organization Grant Request Status: In Process
r:qec == . Grant Request Type 2014 Training & Technical Program Name: BOS / COC Planning
Activity Information Assistance Program .
Activity Dutcomes and Leveraging Grant Funding Requested $0.00 Total Project Costs $0.00
Grant Request Documents Total Leveraged Funds: $0.00
Grant Reguest Checklist
Revision Project Type Activity Subtotal:
BOS / COC Planning Grant Award - Project : Project 1 ($50.00) ~ §0.00
Comments
I Add Activity
Activity Class Activity Name Activity Budget Edit Delete
Activity Class | v|®
Activity Name | v|®
Activity Budget 50 @
Short Activity Description
Cama 1= not saved until Insert button

is clicked
No Activities to display

1. Activity Class The only ava_ilable activity class option is:
e Housing
Select the activity name from the dropdown. The only available
2. Activity Name dropdown choice is:
e Operating Expenses / CHDO
Enter the budget for the activity. All activity budgets for the
activities on the project must total up to the project budget.

Activity Budget

Short Activity
Description

Enter your short activity description narrative here.

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.
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 detalils.
Click the Insert 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

N

©oNoGOs®
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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 Outcomes and Leveraging records will be deleted as well.
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Activity Outcomes and Leveraging

Grant Request
Grant Request @l Save Save/Close

Community & Program Information

Pragram Description Application Number: 240 Application Period 8/7/2014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: 2014 Training & Technical Program Name: BOS / COC Planning

- . Assistance Program

Activity Information Grant Funding Requested: $0.00 Total Project Costs $0.00

ativiiyDutromesand)| senipn Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist Activity

Revision Project - Project 1 : Operating Expenses / CHDO - $50.00

< it:

ommen Add Outcome
Qutcome Type Projected Outcomes Edit Delete

Outcome Type - @
Projected Outcomes 0 @

Data 15 not saved until Insert
button is clicked

MNo Qutcomes to display.

| Add Leveraged Fund

Leveraged Fund Source Leveraged Fund Amount Edit Delete
Leveraged Fund Source - @
Leveraged Fund Amount S0 @

Dara 15 not saved until Insert
button is clicked

MNo Activity Leveraged Funds to display.

Select the outcome type from the dropdown. The dropdown
choices depend on the activity that the outcome is being added
for. For the ‘Operating Expenses / CHDO’ activity, the potential
outcomes include:

e Households Assisted

e Units Assisted or Inspected

2. Projected Outcomes Enter the projected number of outcomes for the activity.

Select a source of leveraged funds for the activity. The
dropdown choices for the leveraged fund source include a list of

1. Outcome Type

3. Leveraged Fund

Source the leveraged fund providers defined on the financing data page.
4. 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 Outcomes and Leveraging page are listed below with
steps for performing each function:

Add Outcome
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 current records associated

OCEAN User Guide Page | 49



TTAP Application Approver User Guide
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with the selected activity.

Click on the Add Outcome button in the outcomes grid.

The grid expands for adding an outcome record.

Enter all outcome details.

Click the Insert button.

Outcome details are saved.

Repeat Steps 3 — 7 for each outcome you need to add for the activity selected.
Repeat Steps 1 — 8 for each activity in the activity dropdown until outcomes have been
added for all applicable activities.

Edit Outcome

1.

2
3.
4.
5

Click on the Edit icon next to an existing outcome record in the grid.
The grid expands for editing the outcome record.

Edit the outcome details.

Click the Update button.

Outcome details are updated.

Cancel Adding/Editing Outcome

1.

2.
3.
4.

Click to either Add Outcome or Edit an existing outcome record in the grid.
The grid expands for adding/editing an outcome record.

Click the Cancel button.

Changes are not saved.

Delete Outcome

1. Click on the Delete icon next to an outcome record in the grid.
2. Outcome record is deleted from the grid.
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.

OCEAN User Guide Page | 51



TTAP Application Approver User Guide

Grant Reqguest Documents

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information
Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process
Project Details Grant Request Type 2014 Training & Technical Program Name: BOS / COC Planning
Activity Information . Assistance Program Total Proj c . 0.00
Grant Funding Requested: $0.00 ofal Project Costs: 5
Activity Outcomes and Leveraging Total Leveraged Funds: $0.00
Grant Request Documents
® 0 0 ®60 ©® ® ® ® O @ @ @o
st
Revision . . Response Response Uploaded | Upload Updated
Type Description Required? L Updated Status
Comments Type Description By Date by Date
Environmental ) ) ) ) 4/24/2014 )
Document . View Document ERForms View SFitch2 — 4/24/2014 SFitch2  3:38:30 x
Review Forms =y
Public
Document  Senvice View Attach
Certification
E34dd Document ERefresh  Include Deleted (D
Date ~ File Name Document Description Document Type Created By
Mo files to display.

Displays the type of documentation. For grant request
Documents, this will always display document.

Displays the name of the template and/or instruction form

2. Description document uploaded by OCD for your use in completing the
application attachments.

If this checkbox is checked, then the document requires a
response (attachment) to be uploaded prior to submitting your
application request. If this box is not checked, then no document
is required. Even if it is not required, there may be special

1. Type

3. Required circumstances or conditions within your application details that
make it necessary for you to attach a response. Therefore, you
should always review each document and determine if they are
required for your application or not.

4. View Use this link to view/download templates and/or instruction forms

for application documents.

Displays the type of response document. For grant request
documents, this will always display document.

Displays the description that you enter when uploading your
response document.

Use this second link to view/download your completed template
or instruction form.

Displays the username of the user who uploaded the response
document.

9. Uploaded Date Displays the date the response document was uploaded.

Use this link to upload your completed template and/or form for
the application document listed.

Displays the username of the user who last updated the
response document.

12. Last Updated Date Displays the date the response document was last updated.

5. Response Type

6. Response Description

7. View

8. Uploaded By

10. Attach

11. Updated By
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13. Status This field is not currently being used for the CHIP application
reguest.
14. Delete Click this icon to delete your response 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

1.

Click the View link next to the provided template and/or instruction form or next to your
response document.

A new window displays with the document details displayed.

Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Attach Document in Grant Request Documents

1.
2.

a ks w
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Click the Attach link next to a record in the grant request documents grid.

The Document Upload popup displays.

m—
a Document Upload -- Webpage Dialog

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooce, =.pdf, *.bad, *.xls, *.xl=, =zip

File Type: [ v]

Description:

Click the Select button.

The Windows File Explorer popup displays.

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

The name of the file will be displayed in the File field on the document upload popup.
Select the File Type from the dropdown list (only option available will be ‘document’).
Enter a Description for your document.

Click the Upload button to attach your document to the record in the grant requests
documents grid.
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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. 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.

—
a Document Upload -- Webpage Dialog ‘ “

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooe, =.pdf, *.bd, *.xls, “.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

3. Click the Select button.
4. The Windows File Explorer popup displays.
5. Navigate to the file you would like to attach on your local machine and click the Open
button.
6. The name of the file will be displayed in the File field on the document upload popup.
7. Select the File Type from the dropdown list (only option available will be ‘document’).
8. Enter a Description for your document.
9. Click the Upload button to upload your document to the documents grid.
View Document

1. Click the View link next to the uploaded document in the documents grid.

2. A new window displays with the document details displayed.

3. Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Delete Document
1. Click the Delete icon next to a document in the documents grid.
2. Your attached document will be deleted.
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Grant Request Checklist

Grant Request
Grant Request &l "Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 8712014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: iU‘M Training & Technical Program Name: BOS / COC Planning
ssistance Program

Activity Information Grant Funding Requested: $0.00 Total Project Costs: $0.00

Activity Cutcomes and Leveraging Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist QCD Grant Summary Report View

Revision

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 Wl Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: igl‘:;{;?;”g;:g{:;h”ics‘ Program Name: BOS / COC Planning
Activity Information Grant Funding Requested $0.00 Total Project Costs $0.00

Activity Outcomes and Leveraging Total Leveraged Funds: $0.00

Grant Request Documents

Grant Request Checklist Rerisainkes Status View

Revision
0 In Process ra
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

e —

Grant Request

Community & Program Information

Program Description

Financing Data

Project Details

Activity Information

Activity Cutcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Revision

Comments

Application Number:
Organization:
Grant Request Type:

Grant Funding Requested
Total Leveraged Funds:

Comment

Add New Comment

e

240

QCEAN Organization
2014 Training & Technical

Application Peried:
Grant Request Status:

Program Name:

Assistance Program

$0.00
$0.00

User

Total Project Costs:

EntryDate

Internal Comment?

8/7/2014 - 12/31/2014
In Process

BOS / COC Planning
$0.00

Reﬁesh

Comment:

Spell Check

O]

User: Olser

Entry Date: 4/24/2014 3:48:51 PN
Last Change Date:
Internal Comment: []

Insert ||Cancel

Mo 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

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.

aprwdnE

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.
The grid expands for editing the comment record.
Edit the comment details.
Click the Update button.
Comment details are updated.

abrwbdn

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
2. The grid expands for adding/editing a comment record.
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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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CDBG Training & TA Grants

Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Organization: QOCEAM Organization Grant Request Status: In Process
Grant Request Type: 2014 Training & Technical
Assistance Program
Grant Funding Requested: $0.00 Total Project Costs $0.00
Total Leveraged Funds: $0.00

Administrative Agency: OCEAM Organization -

Administrative Contact |Admin Contact - ‘

Address [77 S High st -]

Administrater's Phone: | - ‘

Administrator's Fax; | - ‘

Administrator's Email |admin_contact@mai|.com - ‘

* 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 TTAP application.
This dropdown will populate with the current address on record
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.

3. Address

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
1. Select an Administrative Contact from the dropdown.
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2. Verify the correct Address and Email are selected.
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.

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 Request Wil Save Save/Close

Coammunity & Program Information

Program Description

icati - icati i 8/7/2014 - 12/31/2014
Grant Request Documents Appll‘:étlo!'l MNumber: 240 o Application Period
Organization OCEAN Organization Grant Request Status: In Process
Grant Request Checklist 2014 T, & Tech |
. Grant Request Type raining & 1echnica
Revision Assistance Program
Comments Grant Funding Requested: $0.00 Total Project Costs: 50.00
Total Leveraged Funds: 30.00
Add Program Description
Program Description Program Name Program Narrative Edit Delete
Program Description |CDBG Training & TA Grants Vl@
®

Program Narrative (Please provide a

detailed narrative describing this grant

request. Include location, activities. 03000
outcomes and expected results of the Spall Check
project plus any other program =pel Lheck
specific descriptive information. You
have a 3000 character limit.)

®

* Data is not saved until Insert button is
clicked

No Program Details to display

This dropdown contains a list of potential programs available for
the Grant Request you are creating. Only one program can be
defined for each grant request. For TOPP, the available program
types include:

e BOS/COC HMIS Grant Award

¢ BOS/COC Planning Grant Award

e CDBG Training & TA Grants

e CDC Set-Aside
Enter the name for the program that is used by your organization
to identify the application.
Provide a detailed narrative describing this grant request. You
must include the location, activities, outcomes and expected
3. Program Narrative results of the project plus any other program specific descriptive
information. This field has a 3000 character limit, with a
character counter displayed that will update as you type.

1. Program Description

2. Program Name

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

Add Program Description
1. Click the Add Program Description button.
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2.
3.

4.
5.

The grid expands for adding a new program description record.

Select the ‘CDBG Training & TA Grants’ Program Description and enter details for all
other remaining fields.

Click the Insert button.

Program description details are saved.

Edit Program Description

1.
2.
3.

4.
5.

Click on the Edit icon next to an existing program description record in the grid.

The grid expands for editing the program description record.

Edit the Program Name and/or Program Narrative. The Program Description field
cannot be edited.

Click the Update button.

Program description details are updated.

Cancel Adding/Editing Program Description

1.

2.
3.
4.

Click to either Add Program Description or Edit an existing program description in the
grid.

The grid expands for adding/editing a program description.

Click the Cancel button.

Changes are not saved.

Delete Program Description

1.
2.

Click on the Delete icon next to an existing program description record in the grid.
Program description record is deleted from the grid. *Note: When deleting a program
description, all related Project Details, Activity Information, and Activity Outcomes and
Leveraging will be deleted as well.
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Financing Data

Grant Request
Grant Request Wl Save Save/Close
Community & Program Information
Program Description
ErETET Application Number 240 Application Period 8/7/2014 - 12/31/2014
- Organization OCEAN Organization Grant Request Status: In Process
Project Details 2014 Training & Technical
- y Grant Request Type: :
Activity Information 0 yp Assistance Program Program Mame: CDBG Training & TA
Activity Outcomes and Leveraging Grant Funding Requested: $0.00 Total Project Costs: $0.00
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 | |®
Leveraged Fund
Category | |®
Leveraged Fund Type |Loan h |®
Amount 50 @
Term Months @
Interest Rate @
Data 15 not saved until Insert button is clicked
Mo Leveraged Funds to display

L Ilsre(\)/\?irdagred 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:

e Federal ARC Funds

e Other Federal

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 Loan
Enter the dollar amount of leveraged funds for the provider
entered.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the number of months of the loan.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the percentage interest rate for the loan.

2. Leveraged Fund
Category

4., Amount

5. Term

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

Add Leveraged Fund

Click on the Add Leveraged Fund button in the grid.

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged fund details are saved.

Repeat Steps 1 — 5 for each provider of leveraged funds for your grant request.

o gk whNE

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 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 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 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

Grant Request

Community & Program Information
Program Description

. Application Number:
Financing Data
Project Details Organization:

Activity Information Grant Request Type:
Activity Outcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Grant Funding Requested:
Total Leveraged Funds:

Wl Save Save/Close

240

OCEAN Qrganization
2014 Training & Technical
Assistance Program
$0.00

$0.00

8/7/2014 - 12/31/2014
In Process

Application Period:

Grant Request Status:
Program Name: CDBG Training & TA

Total Project Costs: $0.00

Project Name

Project Budget

clicked

National Objective

Data 15 not saved until Insert button is

Revision | Add Project Details
Comments Project Type Project Name Project Budget National Objective Edit Delete
Project Type [ v ‘@

| @)
80 @
| O]

No Project Details to display

Select the project type from the dropdown. For the Training &
Technical Assistance — CDBG Training & TA Grants program,

1. Project Type the only available project type is:
e Project
. Enter a name for the project that uniquely identifies this project
2. Project Name from all other Training & Technical Assistance projects.
3. Project Budget Enter the budget_for the project. This budget is the amount of
' funds that are being requested from OCD.
The available National Objectives include:
e Area Wide Benefit (LMA)
: . ¢ Direct Benefit — Job Creation (LMJ)
4. National Objective ¢ Direct Benefit — Housing (LMH)
¢ Limited Clientele (LMC)
e Slum & Blight (SBA)

Qualified with a Survey
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective. Select yes or no if the project is being
qualified with a survey.

Date Survey Completed
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective and is enabled if you have selected ‘Yes’
for Qualified with a Survey. Click the calendar icon and select
the date the survey was completed.

Estimated Number of
Beneficiaries (Persons)
(not shown above)

This field only displays if the National Objective is one of the
following:

e Direct Benefit — Job Creation (LMJ)
e Direct Benefit — Housing (LMH)
e Limited Clientele (LMC)

Enter the estimated number of beneficiaries for the project.

OCEAN User Guide

Page | 65




TTAP Application Approver User Guide

This field only displays if the National Objective is one of the

following:
Percent LMI e Direct Benefit — Job Creation (LMJ)
(not shown above) e Direct Benefit — Housing (LMH)

e Limited Clientele (LMC)
This field will always default to 100% and not be editable.

Slum & Blight Type This field only displays if ‘Slum & Blight (SBA) is chosen for the
(not shown above) National Objective. Select spot or area for the slum & blight type.

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

Add Project Detail

ook wbd R

Click on the Add Project Details button in the grid.
The grid expands for adding a project detail record.
Enter all project detail information.

Click the Insert button.

Project detail information is saved.

Repeat Steps 1 — 5 for each project on your application.

Edit Project Detail

1.

2
3.
4.
5

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

Edit the project detail information.

Click the Update button.

Project detail information is updated.

Cancel Adding/Editing Project Detail

1. Click to Add Project Details or Edit an existing project detail record in the grid.
2. The grid expands for adding/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 Activity Information and Activity Outcomes and Leveraging records will
be deleted as well.
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Activity Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Program Description

. Dat Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
nancin: ata
9 Organization: OCEAN Organization Grant Request Status: In Process
Project Details 2014 Training & Technical P N CDBG T & TA
= . rogram Name: raining
Activity Information Grant Request Type Assistance Program .
Activity Dutcomes and Leveraging Grant Funding Requested $0.00 Total Project Costs $0.00
Grant Request Documents Total Leveraged Funds: §0.00
Grant Reguest Checklist
Revision Project Type Activity Subtotal:
CDBG Training & TA Grants - Project : Project 1 ($50.00)  $0.00
Comments
I Add Activity
Activity Class Activity Name Activity Budget Edit Delete
Activity Class | v|®
Activity Name | v|®
Activity Budget 50 @
Short Activity Description
Cama 1= not saved until Insert button

is clicked

No Activities to display

The only available activity class option is:

e Administration
Select the activity name from the dropdown. The available
dropdown choices include:

e General Admin

e Training / Technical Assistance
Enter the budget for the activity. All activity budgets for the
activities on the project must total up to the project budget.

1. Activity Class

2. Activity Name

Activity Budget

4. Short Activity
Description

Enter your short activity description narrative here.

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.
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 detalils.
Click the Insert button.
Activity details are saved.
Repeat Steps 3 — 7 for each activity you need to add for the project type selected.

N

© N OA W
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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.
The grid expands for editing the activity record.
Edit the activity detalils.
Click the Update button.
Activity details are updated.

arwbn

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 Outcomes and Leveraging records will be deleted as well.
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Activity Outcomes and Leveraging

Community & Program Information
Program Description

Financing Data

Praject Details

Activity Information

Activity Outcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Revision

Comments

Grant Request
Grant Request @l Save Save/Close

Application Number: 240 Application Period 8/7/2014 - 12/31/2014

Organization: OCEAN Organization Grant Request Status In Process
2014 Training & Technical

. Program Name: CDBG Training & TA
Grant Request Type: Assistance Program g . raining
Grant Funding Requested: $0.00 Total Project Costs $0.00
Total Leveraged Funds $0.00

Activity

Project - Project 1 : Training / Technical Assistance - $50.00

Add Outcome

Qutcome Type Projected Outcomes Edit Delete
Outcome Type - @
Projected Outcomes 0 @

Data 15 not saved until Insert
button is clicked

MNo Qutcomes to display.

| Add Leveraged Fund

Leveraged Fund Source Leveraged Fund Amount Edit Delete
Leveraged Fund Source - @
Leveraged Fund Amount S0 @

Dara 15 not saved until Insert
button is clicked

MNo Activity Leveraged Funds to display.

Outcome Type

There are no current outcome types for the CDBG Training & TA
Grants.

2. Projected Outcomes

There are no current outcomes to be projected for the CDBG
Training & TA Grants.

3. Leveraged Fund
Source

Select a source of leveraged funds for the activity. The
dropdown choices for the leveraged fund source include a list of
the leveraged fund providers defined on the financing data page.

4. Leveraged Fund
Amount

Enter the amount of leveraged funds from this provider that will
be funding the activity selected.

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

Add Outcome

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 current records associated
with the selected activity.

3. Click on the Add Outcome button in the outcomes grid.

4. The grid expands for adding an outcome record.
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© NG

Enter all outcome details.

Click the Insert button.

Outcome details are saved.

Repeat Steps 3 — 7 for each outcome you need to add for the activity selected.
Repeat Steps 1 — 8 for each activity in the activity dropdown until outcomes have been
added for all applicable activities.

Edit Outcome

1.

2
3.
4.
5

Click on the Edit icon next to an existing outcome record in the grid.
The grid expands for editing the outcome record.

Edit the outcome details.

Click the Update button.

Outcome details are updated.

Cancel Adding/Editing Outcome

1.

2.
3.
4.

Click to either Add Outcome or Edit an existing outcome record in the grid.
The grid expands for adding/editing an outcome record.

Click the Cancel button.

Changes are not saved.

Delete Outcome

1. Click on the Delete icon next to an outcome record in the grid.
2. Outcome record is deleted from the grid.
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.

3. Edit the leveraged fund details.

4. Click the Update button.
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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 Reqguest Documents

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information
Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process
Project Details Grant Request Type 2014 Training & Technical Program Name: CDBG Training & TA
Activity Information . Assistance Program Total Proj c . 0.00
Grant Funding Requested: $0.00 ofal Project Costs: 5
Activity Outcomes and Leveraging Total Leveraged Funds: $0.00
Grant Request Documents
® 0 0 ®60 ©® ® ® ® O @ @ @o
st
Revision . . Response Response Uploaded | Upload Updated
Type Description Required? L Updated Status
Comments Type Description By Date by Date
Environmental ) ) ) ) 4/24/2014 )
Document . View Document ERForms View SFitch2 — 4/24/2014 SFitch2  3:38:30 x
Review Forms =y
Public
Document  Senvice View Attach
Certification
E34dd Document ERefresh  Include Deleted (D
Date ~ File Name Document Description Document Type Created By
Mo files to display.

1. Type Displays the type of documentation. For grant request

' Documents, this will always display document.
Displays the name of the template and/or instruction form
2. Description document uploaded by OCD for your use in completing the
application attachments.
If this checkbox is checked, then the document requires a
response (attachment) to be uploaded prior to submitting your
application request. If this box is not checked, then no document
is required. Even if it is not required, there may be special

3. Required circumstances or conditions within your application details that
make it necessary for you to attach a response. Therefore, you
should always review each document and determine if they are
required for your application or not.

4. View Use this link to view/download templates and/or instruction forms

for application documents.

Displays the type of response document. For grant request
documents, this will always display document.

Displays the description that you enter when uploading your
response document.

Use this second link to view/download your completed template
or instruction form.

Displays the username of the user who uploaded the response
document.

9. Uploaded Date Displays the date the response document was uploaded.

Use this link to upload your completed template and/or form for
the application document listed.

Displays the username of the user who last updated the
response document.

12. Last Updated Date Displays the date the response document was last updated.

5. Response Type

6. Response Description

7. View

8. Uploaded By

10. Attach

11. Updated By
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13. Status This field is not currently being used for the CHIP application
reguest.
14. Delete Click this icon to delete your response 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

1.

Click the View link next to the provided template and/or instruction form or next to your
response document.

A new window displays with the document details displayed.

Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Attach Document in Grant Request Documents

1.
2.

a ks w

© 0N

Click the Attach link next to a record in the grant request documents grid.

The Document Upload popup displays.

m—
a Document Upload -- Webpage Dialog

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooce, =.pdf, *.bad, *.xls, *.xl=, =zip

File Type: [ v]

Description:

Click the Select button.

The Windows File Explorer popup displays.

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

The name of the file will be displayed in the File field on the document upload popup.
Select the File Type from the dropdown list (only option available will be ‘document’).
Enter a Description for your document.

Click the Upload button to attach your document to the record in the grant requests
documents grid.
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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. 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.

—
a Document Upload -- Webpage Dialog ‘ “

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooe, =.pdf, *.bd, *.xls, “.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

3. Click the Select button.
4. The Windows File Explorer popup displays.
5. Navigate to the file you would like to attach on your local machine and click the Open
button.
6. The name of the file will be displayed in the File field on the document upload popup.
7. Select the File Type from the dropdown list (only option available will be ‘document’).
8. Enter a Description for your document.
9. Click the Upload button to upload your document to the documents grid.
View Document

1. Click the View link next to the uploaded document in the documents grid.

2. A new window displays with the document details displayed.

3. Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Delete Document
1. Click the Delete icon next to a document in the documents grid.
2. Your attached document will be deleted.
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Grant Request Checklist

Grant Request
Grant Request &l "Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 8712014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: iU‘M Training & Technical Program Name: CDBG Training & TA
ssistance Program

Activity Information Grant Funding Requested: $0.00 Total Project Costs: $0.00

Activity Cutcomes and Leveraging Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist QCD Grant Summary Report View

Revision

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 il Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 872014 - 1273172014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: iﬂsl?stT;gﬂéngigTr:;hnlcal Program Name: COBG Training & TA
Activity Infarmation Grant Funding Requested $0.00 Total Project Costs $0.00

Activity Outcomes and Leveraging Total Leveraged Funds: $0.00

Grant Request Documents

Grant Request Checklist Rerisainkes T ey

Revision 0 In Process ’
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
Program Description

Financing Data

Project Details

Activity Information

Activity Cutcomes and Leveraging

Application Number:
Organization:
Grant Request Type:

Grant Funding Requested
Total Leveraged Funds:

240

QCEAN Organization
2014 Training & Technical
Assistance Program
$0.00

Application Peried:
Grant Request Status: In Process
Program Name:

Total Project Costs: $0.00

$0.00

e —

8/7/2014 - 12/31/2014

CDBG Training & TA

Grant Request Documents

Grant Request Checklist | BE3Add New Comment BERefresh
Revisicn
Comment User EntryDate Internal Comment?
Comments
Comment: Spell Check
@ User: Olser
Entry Date: 4/24/2014 3:48:51 PN
Last Change Date:
Internal Comment: []

Mo 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

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.

aprwdnE

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.
The grid expands for editing the comment record.
Edit the comment details.
Click the Update button.
Comment details are updated.

abrwbdn

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
2. The grid expands for adding/editing a comment record.
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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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CDC Set-Aside

Start from the Application Request Search page and click to Add New Grant Request.

Community & Program Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Organization: QOCEAM Organization Grant Request Status: In Process
Grant Request Type: 2014 Training & Technical
Assistance Program
Grant Funding Requested: $0.00 Total Project Costs $0.00
Total Leveraged Funds: $0.00

Administrative Agency: OCEAM Organization -

Administrative Contact |Admin Contact - ‘

Address [77 S High st -]

Administrater's Phone: | - ‘

Administrator's Fax; | - ‘

Administrator's Email |admin_contact@mai|.com - ‘

* 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 TTAP application.
This dropdown will populate with the current address on record
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.

3. Address

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
1. Select an Administrative Contact from the dropdown.

OCEAN User Guide Page | 79



TTAP Application Approver User Guide

2. Verify the correct Address and Email are selected.
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.

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 Request Wil Save Save/Close

Coammunity & Program Information

Program Description

icati - icati i 8/7/2014 - 12/31/2014
Grant Request Documents Appll‘:étlo!'l MNumber: 240 o Application Period
Organization OCEAN Organization Grant Request Status: In Process
Grant Request Checklist Grant Request Tyne 2014 Training & Technical
Revision q P Assistance Program
Comments Grant Funding Requested: $0.00 Total Project Costs: 50.00
Total Leveraged Funds: 30.00
Add Program Description
Program Description Program Name Program Narrative Edit Delete
Program Description |CDC Set-Aside Vl@
®

Program Narrative (Please provide a

detailed narrative describing this grant

request. Include location, activities. 03000
outcomes and expected results of the Spall Check
project plus any other program =pel Lheck
specific descriptive information. You
have a 3000 character limit.)

®

* Data is not saved until Insert button is
clicked

No Program Details to display

This dropdown contains a list of potential programs available for
the Grant Request you are creating. Only one program can be
defined for each grant request. For TOPP, the available program
types include:

e BOS/COC HMIS Grant Award

¢ BOS/COC Planning Grant Award

e CDBG Training & TA Grants

e CDC Set-Aside
Enter the name for the program that is used by your organization
to identify the application.
Provide a detailed narrative describing this grant request. You
must include the location, activities, outcomes and expected
3. Program Narrative results of the project plus any other program specific descriptive
information. This field has a 3000 character limit, with a
character counter displayed that will update as you type.

1. Program Description

2. Program Name

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

Add Program Description
1. Click the Add Program Description button.
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2. The grid expands for adding a new program description record.

3. Select the ‘CDC Set-Aside’ Program Description and enter details for all other remaining
fields.

4. Click the Insert button.

5. Program description details are saved.

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 Program Name and/or Program Narrative. The Program Description field
cannot be edited.
4. Click the Update button.
5. Program description details are updated.

Cancel Adding/Editing Program Description
1. Click to either Add Program Description or Edit an existing program description in the
grid.
2. The grid expands for adding/editing a program description.
3. Click the Cancel button.
4. Changes are not saved.

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, Activity Information, and Activity Outcomes and
Leveraging will be deleted as well.
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Financing Data

Grant Request
SIS T @l Save Save/Close
Community & Program Information
Program Description
Financing Data Application Number 240 Application Period 8712014 - 1213172014
Pro thta'I Organization OCEAN Organization Grant Request Status: In Process
roject Letalls . 2014 Training & Technical
Activity Information Grant Request Type: Assistance Program Program Mame: CDC Set-Aside
Activity Outcomes and Leveraging Grant Funding Requested: $0.00 Total Project Costs: $0.00
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 | |®
Leveraged Fund
Category | |®
Leveraged Fund Type |Loan h |®
Amount 50 @
Term Months @
Interest Rate @
Data 15 not saved until Insert button is clicked
Ne Leveraged Funds to display

L Ilsre(\)/\?irdagred 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:

e Federal ARC Funds

e Other Federal

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 Loan
Enter the dollar amount of leveraged funds for the provider
entered.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the number of months of the loan.
This field only displays when ‘Loan’ is selected for the Leveraged
Fund Type. Enter the percentage interest rate for the loan.

2. Leveraged Fund
Category

4., Amount

5. Term

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

Add Leveraged Fund

Click on the Add Leveraged Fund button in the grid.

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged fund details are saved.

Repeat Steps 1 — 5 for each provider of leveraged funds for your grant request.

o gk whNE

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 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 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 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

Grant Request

Community & Program Information
Program Description

. Application Number:
Financing Data

Project Details Organization:

Grant Request Type:

Activity Information

Activity Outcomes and Leveraging

Grant Funding Requested:

Wl Save Save/Close

8/7/2014 - 12/31/2014
In Process

240

OCEAN Qrganization
2014 Training & Technical
Assistance Program
$0.00

Application Period:
Grant Request Status:

CDC Set-Aside
$0.00

Program Name:

Total Project Costs:

Project Name

Project Budget

clicked

National Objective

Data 15 not saved until Insert button is

Grant Request Documents Total Leveraged Funds: $0.00

Grant Request Checklist

Camments Project Type Project Name Project Budget Mational Objective Edit Delete
Project Type [ v \@

| @)
80 @
| O]

No Project Details to display

Project Type

Select the project type from the dropdown. For the Training &
Technical Assistance — COC Set-Aside program, the only
available project type is:

e Project

Project Name

Enter a name for the project that uniquely identifies this project
from all other Training & Technical Assistance projects.

Project Budget

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

National Objective

The available National Objectives include:
Area Wide Benefit (LMA)

Direct Benefit — Job Creation (LMJ)
Direct Benefit — Housing (LMH)
Limited Clientele (LMC)

Slum & Blight (SBA)

Qualified with a Survey
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective. Select yes or no if the project is being
qualified with a survey.

Date Survey Completed
(not shown above)

This field only displays if ‘Area Wide Benefit (LMA)’ is chosen for
the National Objective and is enabled if you have selected ‘Yes’
for Qualified with a Survey. Click the calendar icon and select
the date the survey was completed.

Estimated Number of
Beneficiaries (Persons)
(not shown above)

This field only displays if the National Objective is one of the
following:

e Direct Benefit — Job Creation (LMJ)
e Direct Benefit — Housing (LMH)
e Limited Clientele (LMC)

Enter the estimated number of beneficiaries for the project.
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This field only displays if the National Objective is one of the

following:
Percent LMI e Direct Benefit — Job Creation (LMJ)
(not shown above) e Direct Benefit — Housing (LMH)

e Limited Clientele (LMC)
This field will always default to 100% and not be editable.

Slum & Blight Type This field only displays if ‘Slum & Blight (SBA) is chosen for the
(not shown above) National Objective. Select spot or area for the slum & blight type.

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

Add Project Detail

ook wbd R

Click on the Add Project Details button in the grid.
The grid expands for adding a project detail record.
Enter all project detail information.

Click the Insert button.

Project detail information is saved.

Repeat Steps 1 — 5 for each project on your application.

Edit Project Detail

1.

2
3.
4.
5

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

Edit the project detail information.

Click the Update button.

Project detail information is updated.

Cancel Adding/Editing Project Detail

1. Click to Add Project Details or Edit an existing project detail record in the grid.
2. The grid expands for adding/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 Activity Information and Activity Outcomes and Leveraging records will
be deleted as well.

OCEAN User Guide Page | 86




TTAP Application Approver User Guide

Activity Information

B ——

240
CQCEAMN Organization

Grant Request

Grant Request

Community & Program Information

Program Description

Application Number: 8IT/2014 - 12/31/2014

In Process

Application Period:

Financing Data Grant Request Status:

Project Details Organization:

2014 Training & Technical Program MName: CDC Set-Aside
Activity Information Grant Request Type Assistance Program i
Activity Dutcomes and Leveraging Grant Funding Requested $0.00 Total Project Costs $0.00
Grant Request Documents Total Leveraged Funds: $0.00
Grant Request Checklist
Revision Project Type Activity Subtotal:
CDC Set-Aside - Project : Project 1 ($50.00)  $0.00
Comments
I B3 Add Activity
Activity Class Activity Name Activity Budget Edit Delete
Activity Class | MO)
Activity Name | v|®
Activity Budget 0 ®
Short Activity Description
Cama 1= not saved until Insert button
is clicked

No Activities to display

The available activity class options are:

1. Activity Class e Administration
e Housing

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.
o Enter the budget for the activity. All activity budgets for the
3. Activity Budget activities on the project must total up to the project budget.
4. Short 'Ac‘t|V|ty Enter your short activity description narrative here.
Description

Activity Class ‘ Activities

Administration e General Admin
e Down Payment

Housing Assistance ¢ (H:zzﬂsg)lﬁ:/ /info /
e Home / Building Repair 9

Table 2

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 refresh

es to show all activities currently associated with the selected
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project.

Click on the Add Activity button in the grid.

The grid expands for adding an activity record.

Enter all activity details.

Click the Insert 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.

©oNo Ok W

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 Outcomes and Leveraging records will be deleted as well.
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Activity Outcomes and Leveraging

Grant Request
Grant Request @l Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period 8/7/2014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Project Details Grant Request Type: 2014 Training & Technical Program Name: CDC Set-Aside

- . Assistance Program

Activity Information Grant Funding Requested: $0.00 Total Project Costs $0.00

ativiiyDutromesand)| senipn Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist Activity

Revision Project - Project 1 : Down Payment Assistance - $50.00

< it:

ommen Add Outcome
Qutcome Type Projected Outcomes Edit Delete

Outcome Type - ®
Projected Outcomes 0 @

Insert || Cancel

Data 15 not saved until Insert
button is clicked

MNo Qutcomes to display.

| Add Leveraged Fund

Leveraged Fund Source Leveraged Fund Amount Edit Delete

Leveraged Fund Source - @

Leveraged Fund Amount S0 @

Insert ||Cancel

Dara 15 not saved until Insert
button is clicked

MNo Activity Leveraged Funds to display.

Select the outcome type from the dropdown. The dropdown
1. Outcome Type choices depend on the activity that the outcome is being added
for. See below for potential outcome types per activity.

2. Projected Outcomes Enter the projected number of outcomes for the activity.

Select a source of leveraged funds for the activity. The
dropdown choices for the leveraged fund source include a list of

3. Leveraged Fund

Source the leveraged fund providers defined on the financing data page.
4. Leveraged Fund Enter the amount of leveraged funds from this provider that will
Amount be funding the activity selected.
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Activity Outcomes

e Households Assisted —
Down Payment Downpayment Asst.
Assistance e Households Asst. with
Counseling/Education

e Mobile Homes
Assisted —
Downpayment Asst.

o Water/ Septic Tanks /
Sludge Pits Inst.

e Buildings Repaired

Hsng. Dev. / Info / : o Households Asst. with

Counseling * Households Assisted Counseling/Education

Table 3

Units Repaired — Rental

Home /Building Repair Units Repaired — Owner

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

Add Outcome
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 current records associated
with the selected activity.

Click on the Add Outcome button in the outcomes grid.

The grid expands for adding an outcome record.

Enter all outcome details.

Click the Insert button.

Outcome details are saved.

Repeat Steps 3 — 7 for each outcome you need to add for the activity selected.

Repeat Steps 1 — 8 for each activity in the activity dropdown until outcomes have been
added for all applicable activities.

©oNo Ok

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

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

Delete Outcome
1. Click on the Delete icon next to an outcome record in the grid.
2. Outcome record is deleted from the grid.
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Add Leveraged Fund

1.

© NGO s ®

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

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

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

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged fund details are saved.

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

2
3.
4.
5

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 details.
Click the Update button.
Leveraged fund details are updated.

Cancel Adding/Editing Leveraged Fund

1.

2.
3.
4.

Click to either Add Leveraged Fund or Edit an existing leveraged fund record in the
grid.

The grid expands for adding/editing a leveraged fund record.

Click the Cancel button.

Changes are not saved.

Delete Leveraged Fund

1.
2.

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

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information
Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process
Project Details Grant Request Type 2014 Training & Technical Program Name: CDC Set-Aside
Activity Information Assistance Program :
- Grant Funding Requested: $0.00 Total Project Costs: $0.00
Activity Outcomes and Leveraging Total Leveraged Funds: $0.00
Grant Request Documents
® 0 0 ®60 ©® ® ® ® O @ @ @o
st
Revision . . Response Response Uploaded | Upload Updated
Type Description Required? L Updated Status
Comments Type Description By Date by Date
Environmental /2472014
Document . View Document ERForms View SFitch2 — 4/24/2014 SFitch2  3:38:30 al
Review Forms =y
Public
Document  Senvice View Attach
Certification
E34dd Document ERefresh  Include Deleted (D
Date ~ File Name Document Description Document Type Created By
Mo files to display.

1. Type Displays the type of documentation. For grant request

' Documents, this will always display document.
Displays the name of the template and/or instruction form
2. Description document uploaded by OCD for your use in completing the
application attachments.
If this checkbox is checked, then the document requires a
response (attachment) to be uploaded prior to submitting your
application request. If this box is not checked, then no document
is required. Even if it is not required, there may be special

3. Required circumstances or conditions within your application details that
make it necessary for you to attach a response. Therefore, you
should always review each document and determine if they are
required for your application or not.

4. View Use this link to view/download templates and/or instruction forms

for application documents.

Displays the type of response document. For grant request
documents, this will always display document.

Displays the description that you enter when uploading your
response document.

Use this second link to view/download your completed template
or instruction form.

Displays the username of the user who uploaded the response
document.

9. Uploaded Date Displays the date the response document was uploaded.

Use this link to upload your completed template and/or form for
the application document listed.

Displays the username of the user who last updated the
response document.

12. Last Updated Date Displays the date the response document was last updated.

5. Response Type

6. Response Description

7. View

8. Uploaded By

10. Attach

11. Updated By
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13. Status This field is not currently being used for the CHIP application
reguest.
14. Delete Click this icon to delete your response 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

1.

Click the View link next to the provided template and/or instruction form or next to your
response document.

A new window displays with the document details displayed.

Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Attach Document in Grant Request Documents

1.
2.

a ks w

© 0N

Click the Attach link next to a record in the grant request documents grid.

The Document Upload popup displays.

m—
a Document Upload -- Webpage Dialog

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooce, =.pdf, *.bad, *.xls, *.xl=, =zip

File Type: [ v]

Description:

Click the Select button.

The Windows File Explorer popup displays.

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

The name of the file will be displayed in the File field on the document upload popup.
Select the File Type from the dropdown list (only option available will be ‘document’).
Enter a Description for your document.

Click the Upload button to attach your document to the record in the grant requests
documents grid.

OCEAN User Guide Page | 93




TTAP Application Approver User Guide

Delete Document from Grant Request Documents
1. Click the Delete icon next to a document in the grant request documents grid.
2. 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.

—
a Document Upload -- Webpage Dialog ‘ “

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooe, =.pdf, *.bd, *.xls, “.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

3. Click the Select button.
4. The Windows File Explorer popup displays.
5. Navigate to the file you would like to attach on your local machine and click the Open
button.
6. The name of the file will be displayed in the File field on the document upload popup.
7. Select the File Type from the dropdown list (only option available will be ‘document’).
8. Enter a Description for your document.
9. Click the Upload button to upload your document to the documents grid.
View Document

1. Click the View link next to the uploaded document in the documents grid.

2. A new window displays with the document details displayed.

3. Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Delete Document
1. Click the Delete icon next to a document in the documents grid.
2. Your attached document will be deleted.
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Grant Request Checklist

Grant Request
Grant Request &l "Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 8712014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Praject Details Grant Request Type: EUH Training & Technical Program Name: CDC Set-Aside
Assistance Program

Activity Information Grant Funding Requested: $0.00 Total Project Costs: $0.00

Activity Cutcomes and Leveraging Total Leveraged Funds $0.00

Grant Request Documents

Grant Request Checklist QCD Grant Summary Report View

Revision

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 Wl Save Save/Close

Community & Program Information

Program Description Application Number: 240 Application Period: 872014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process

Praject Details Grant Request Type iUsA‘s‘ilstTarfwT:grz‘gT::nhmcal Program Name: CDC Set-Aside

Activity Information Grant Funding Requested $0.00 Total Project Costs $0.00

Activity Qutcomes and Leveraging Total Leveraged Funds: $0.00

Grant Request Documents

Grant Request Checklist Revision Number Status View

Revision
0 In Process ra
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

e —

Grant Request

Community & Program Information

Program Description

Grant Request Documents
Grant Request Checklist
Revision

Comments

Application Number:

Add New Comment

e

Comment

240

User

Application Peried:
Grant Request Status:

EntryDate

Internal Comment?

8/7/2014 - 12/31/2014
In Process

Financing Data Organization: QCEAN Organization

Project Details Grant Request Type: igz;;:?:gi‘;:cmhmcal Program Name: CDC Set-Aside
Activity Information Grant Funding Requested $0.00 Total Project Costs: $0.00

Activity Qutcomes and Leveraging Total Leveraged Funds: $0.00

Reﬁesh

Comment:

Spell Check

O]

User: Olser

Entry Date: 4/24/2014 3:48:51 PN
Last Change Date:
Internal Comment: []

Insert ||Cancel

Mo 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

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.

aprwdnE

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.
The grid expands for editing the comment record.
Edit the comment details.
Click the Update button.
Comment details are updated.

abrwbdn

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
2. The grid expands for adding/editing a comment record.
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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.

OCEAN User Guide Page | 98



TTAP Application Approver User Guide

Submitting an Application for TTAP

The following section describes the process for submitting an application to the Office of
Community Development for the Training & Technical Assistance Program (TTAP) 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 TTAP” section and verify all
validations pass successfully.
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Application Submission

Grant Request
Grant Request &l Save Save/Close Submit

Community & Program Information

Program Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014
Financing Data Organization: OCEAN Organization Grant Request Status: In Process
Project Details ini i - i
Ac: ot Grant Request Type: iﬂgl‘:-sgigﬂgrig T:E:IHICN Program Name: CDC Set-Aside

I nrormaton .

. ) Grant Funding Requested: $0.00 Total Project Costs: $0.00
Activity Qutcomes and Leveraging

Total Leveraged Funds: $0.00
Grant Request Documents
Grant Request Checklist
Revision Adminisirative Agency: | OCEAM Organization M |
Comments Administrative Contact: |Admir1 Contact - |
Address [77 5 High st -]

Administrator's Phone: |

Administrator's Fax: |

Administrator's Email: | admin_contact@mail.com - |

After reviewing the TTAP 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.

e Are you 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 TTAP 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). TTAP applications that are awarded funds will be updated to a status of “Approved.”
TTAP applications that are not awarded funds will be updated to a status of “Rejected.”
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Grant Request Review

Your TTAP 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 would be in a ‘Rejected to User’ status.

Grant Request
Grant Request @l Save Save/Close Submit

Community & Program Information

Pragram Description Application Number: 240 Application Period: 8/7/2014 - 12/31/2014

Financing Data Organization: OCEAN Organization Grant Request Status: Return for Revision

Praject Details

Activity Information Grant Request Type: 201‘} Training & Technical Program Name: BOS / COC HMIS
Assistance Program

Activity Cutcomes and Leveraging . .
Grant Funding Requested: $0.00 Total Project Costs: ~ $0.00

Total Leveraged Funds:  $0.00

Grant Request Documents
Grant Request Checklist
Grant Request Review Review

Revisicn

Comments

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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