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SECTION 1
OVERVIEW

1.1 OBJECTIVE OF THIS GUIDE

The objective of this Guide is to familiarize you with the Payment and Reporting System
(PARS), from the grantee’s perspective. PARS enables a grantee user to view grant information
and send the Financial Status Report Form SF269A electronically or request a payment from a
grant (and cancel the request if need be). On the other hand, an administrative user performs
many functions essential throughout a grant's life, including establishing contact information,
setting up email notification schedules, maintaining and safeguarding user privileges, updating
the system's Bulletin Board page, marking a grant as accepted, viewing a grant's payment
history, and adding and removing payment holds.

This Guide is designed specifically for the grantee user. For information on the administrative
user’s functions and procedures, refer to the Payment and Reporting System Administrator Guide
or the complete version of the Online Help System accompanying PARS.

This document includes an Addendum A describing the feature for canceling a payment request
— a functionality incorporated since the last edition of this guide, May 2007.

This document includes an Addendum B describing reports — a functionality incorporated since
the last edition of this guide, March 2008.

1.2  ORGANIZATION OF PAYMENT AND REPORTING SYSTEM GUIDE FOR
GRANTEES

This Guide is divided into the following seven sections:

Section 1 offers an overview of the PARS Guide.

Section 2 supplies step-by-step instructions for logging in and logging out of PARS.
Section 3 relates instructions on the registration process.

Section 4 provides an overview of the comprehensive Online Help System that accompanies
PARS.

Section 5 illustrates how to request payment from a grant.
Section 6 discusses SF269A completion and submittal.

Section 7 covers information on changing your system settings.

© Digital Systems Group, Inc., 2008 1-1



Addendum A describes the procedures for canceling a payment request. These instructions
have been incorporated as an add-on, rather than in the manual proper, per FEMA’s request.

Addendum B describes the reports that are available in the PARS system. These instructions
have been incorporated as an add-on, rather than in the manual proper, per FEMA’s request.
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SECTION 2
LOGGING IN AND LOGGING OUT

2.1 SIGNING IN

Enter the Web address provided and click Go to access the Federal Emergency Management
Agency (FEMA) Payment and Reporting System (PARS).

/3 Security - Microsoft Internet Explorer provided by Digital Systems Group, Inc.

_{ol x|
File Edit Yiew Favorites Tools Help

@
$=Back ~ = - &) ﬁ| Qisearch [GFavorites % ‘ RS E

Address l@:] http:/fid3.dsg-inc.com/gntga j @G0 |Links 25

Y Moy =

Federal Emmergency Management Agency
Payment And Reporting System

MainMenu | Help | Login

Welcome to the Federal Emergency Management Agency Payment and Reporting System. Help is available for this system via the
menu bar.

Click here to proceed to the login page.

\.é Done

[_[_[_|° Internet
Figure 2.1-1. Payment and Reporting System Bulletin Board Page

N K

The Payment and Reporting System Bulletin Board page is displayed. (This page can show up
to 4000 characters of text to include the administrator’s customized HTML code.)

Click the word here to proceed to the User Login page.
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GBack + = » @D 2] A | Qoearch [EFavorites (4| 5N\ S -E

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Login

Users User Log In
User Name:
Forgot Password?
Password: New User? Redister Herel

LOGIN

To Get Started:
The online Web 269 System requires Internet Explorer 5.0 and Adobe Acrobat 6.0 or higher.

SF269 User Acceptance Statement
Users of this system acknowledge that intentional filing of false financial information is subject to prosecution and/or fines
under 18 USC 1001, False Statements.

| Accept: [
For New Users:
Before acessing the online Web 269 System, you must become a Registered User by creating an account with us. If you are
not a Registered User, please complete the Online Registration Process by clicking here and following the instructions.

The Online Registration Process will ask you to provide organization, grant, and contact information so that we can confirm
your identity and create a user account. Once we approve your registration request, your account will be activated and you will
be able to login to the Online SF-269 system.

For Registered Users:
To log in on this screen, enter your "user name" and "password." Use the User Name you supplied when you registered and
your current password. The system is case sensitive, so be sure to use the correct UPPERCASE and lowercase letters.

After you have completed entry of your data into the 269 screen, be sure to use the "Submit" button to transmit your
completed 269 to us. Other useful information concerning use of the ¥Web 269 system is included in the "Help” button on the
toolbar.

If you have forgotten your unique password, please click on wirth@dsg-inc.com for password reset assistance.

If you have questions about the online system, please call the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646)
or write to us at ask-ogo@dhs.gov.

Figure 2.1-2. User Login

The User Login page is displayed. See section 3 for procedures for the first-time user case,
where you aren’t already registered; otherwise, follow the steps below.

Enter the following data:

USEr NAME......eeeeeeeeeeeeeeeeiinieenniineniinnieeneneeeeeeseneneennneneeees EREEF your user name or ID
PASSWOFA.uuuuaeeeecccinnnnnnnnnnniiisiiisssssnnnnnnessssssssssssssnnnnnesseses EREEF YOUr password

Click the I Accept checkbox to indicate concordance with the SF269 User Acceptance
Statement.

Click the LOGIN | button. If this is your first time logging in as a registered user, the Change

Password page is displayed since you must change the registration password supplied to you (see

© Digital Systems Group, Inc., 2008 2-2




section 2.1.1, below, and section 3); otherwise, the Main Menu page is displayed. For first-time
users, the Web269 Bulletin Board Page is displayed after the password has been changed. Click
the [Click] here link to redisplay the Login Page and log on with your new password to call up
the Main Menu page.

2 FEMA - Microsoft Internet Explorer provided by Digital Systems Group. Inc.

J File Edt Yiew Favorites Tools Help ‘@

J@,»,@ﬁ@@@ﬁ%-éa.@ Hunks”

Back Eorward Stop  Refresh Home Search Favortes Media  History Mail Print Edit Discuss

Federal Emergency Management Agency
Payment And Reporting System

Grants | Reports

MainMenu | UserGuide | Help | Logout

Main Menu Main Menu
SF269 Maintenance

Repoits Welcome to FEMA's Web Based SF269 Financial Reporting System.
Users
Change Password In our continuing effort to better serve you, we are now accepting Financial Status Reports
Change Email (SF269) through this web based system! The SF263 must be submitted to the Federal Emergency
Logout Management Agency within 30 days after the last day of each calendar quarter.
Requests for payments against your grant will not be processed when a current SF263 has not been filed.

This web based system enables authorized users to view grant information, view previously
submitted SF269s, and submit quarterly SF269s online.

The following chart displays the months covered per calendar gquarter, the report filing due
date, and the date a reminder e-mail will be sent to you.

m Calendar Quarter Report Due Date E-mail Reminder Sent
ar 31 Apr 30th May Tst

Second Quarter 30th Ji
30 0

Dot 30th 0

The final SF269 report is due 90 days (with a 30 day grace period) after the end date of the award.

Third Quarter

Please verify your e-mail address by selecting the Change Email menu option before
submitting other reports. This e-mail address will be used to confirm receipt of SF269
submissions and notify you when reports are due.

If you require assistance or have any questions, contact our Customer Service Center at
1-866-9ASKOGO (1-866-927-5646).

N

&) [ | @ ntemet
Figure 2.1-3. Main Menu

The Payment and Reporting System Main Menu is displayed. For you, the grantee, the system
displays two tabs across the top: either Main and Grants or Main and Payments.

NOTE: The tabs displayed depend on the user's security settings (i.e., grantees that
request payments have only the Main and Payments tabs showing, whereas
grantees with SF269 privileges have the Main and Grants tabs visible).

Access to the Grants or Payments tab is also available within the sidebar of the Main Menu.

Additionally, this Main Menu sidebar (under Users) provides the options Change Password and
Logout.

© Digital Systems Group, Inc., 2008 2-3




2.1.1 Changing Your Password

To alter your password, select Change Password under Users in the sidebar of the Main Menu
(Figure 2.1-1).

A Security - Microsoft Internet | ystem . =101 x|
File Edit View Favorites elp ‘ @
GBack v = - @) (2] A} | Qoearch [EFavorites (4| EN- S v@
Address lej http:ffid3.dsg-inc.com/gntqafexecute/ChangePassword L‘ @Go “Links 2%
Federal Emergency Management Agency
Payment And Reporting System
MainMenu | Help | Logout
Users Change Password
Logout
Login Id: Catherine
0ld Password:
New Password:
Re-type New Password:
= =
‘ X ‘ Discussions ¥ i _A D @ @ f_'J t} \ Subscribe. .. \ \ _@Discussions not available on http:/fid3.dsg-inc.com/ @
& [ [ | |4 mternet 4

Figure 2.1-4. Change Password

The Change Password page is displayed.
Enter the following data:

Old PASSWOFA...uruuuannnnnaaeennnnneeincnnneeescsnneeescssnnneenennnnee. Eniter the password being
changed

NOTE: Your new password must be between 8 and 15 characters and contain at least
one lowercase letter, at least one uppercase letter, at least one number, and at
least one special character. Also, the new password cannot be the same as any
of the previous six former passwords.

INEW PASSWOFA......nnnnnnnnenunnneeeiisisissssssnnensisssssssssssnnenneesss ERECY YOUr new password

Re-type New PaSSWOFd.......ueeeeececsennennneeeiisscssssssnnnnneenes Re-type your new password
Click the [ sAvE | button.

A message is displayed:
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You have successfully changed your password. Please log in again with
your new password.

The User Login page (Figure 2.1-2) is displayed, prompting you to log in again with your new
password.

2.2 LOGGING OFF
There are two ways to log out of the system.

Click Logout under Users in the sidebar of the Main Menu (Figure 2.1-3) or select Logout from
the blue menu bar at the top of any PARS page.

You are returned to the User Login page (Figure 2.1-2).

© Digital Systems Group, Inc., 2008 2-5



SECTION 3
UNDERSTANDING THE REGISTRATION PROCESS

3.1 PREVIEWING THE ONLINE REGISTRATION STEPS

As far as you, the grantee, is concerned, there are six steps involved in your online registration
process.

Your six steps are:

1. Register online
2. Receive an email requesting that you verify your email address and you do so
3. Receive an email of account approval (or rejection) notification with system-

generated password, if approval
4. Sign in — assuming approval — with the system-generated password
5. Change the supplied password
6. Sign back in with your new password
3.2 REGISTERING TO USE PARS
All new users must register in order to gain access to the system.

To apply for an online account, click on the Online Registration Process link on the User Login
page (Figure 2.1-2).

There are four sections to this registration screen: Account Information, Grantee Information,
Contact Information, and Grant Verification Information.

© Digital Systems Group, Inc., 2008 3-1



File Edit View Favorites Tools Help

GBack + = - (D ﬁ| {Qsearch  [GFavorites ¢4 ‘ B-S = E

Address Id}_’] http:/fid3.dsg-inc.comjantga/execute/OnlineUserReqistration

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Login

—tv'lai_n Menu Web269 Online Registration
ogin

Web269 Online Registration Instructions:

Welcome to Web263 Online Reagistration. The registration process will guide you through applying
for an online account for the Web263 System. Once you have successfully completed registration
and your account has been approved, you will be able to access the Web263 System and allow
you to complete and transmit your quarterly SF269 online. If you have any questions, contact the
0OC Customer Service Center at 1-866-345K0G0 [1-866-327-564E) or email your question to ask-
ogo@dhs.gov.

Provide the requested information about your organization. Fields marked with an asterisk [*) are
required.

1. Account Information

Here you will provide the basic information
that we will use to create your account.

Please make sure to provide a working email address.
We will validate the email account you provide in the next step of the
Web269 Online Registration Process.

Vendor Number: | 3
Email Address: | E

Desired User Name: | *

Desired User Name is the User Name that you wish to use when you
login to the Web2E3 system. User Name must be at least 3 characters
and no more than 15 characters lona.

Account Type: ||Jsed to File SF269 Reports ~ |

Account Type tells us how this account will be used. An account can be
used to either Submit SF 263 Reports or Request Payments.

&) Done [ | |4 mternet

N | K

Figure 3.2-1, Section 1. Account Information

Section 1 — Account Information

All four fields in the Account Information section are mandatory (denoted by an asterisk), and a
system edit is enforced on the Vendor Number field. (See the Online Help topic, "Calling Up the
FEMA Payment and Reporting System" for related error messages.)

Enter the following data:

Vendor NUMIDEF ............ueeeuueeeeeeveiiiissssunnnnensssssssssssnnnneene. Enter the vendor number from
your award document

EMQIL AQAVESSuunuenneaneneeanneneneeeeneereneereneeeeneesenssnennennenss ERLEYF the email address to
receive system-generated

© Digital Systems Group, Inc., 2008 3-2



notifications. The system will
confirm this to you

Desired USer NAME........uuueeeeeveeeeisssnnnnenesisssosssssnssnsennens Enter User or Login ID
NOTE: A user can register under only one account type.
ACCOURE TYPC.aaaaaaaaveiviiiiissrrnnneririscsssssssssnsesessssssssssassens Use the drop-down to select

how you are to use the system.

2. Grantee Information

Here you will provide name and information about the grantee’s organization.

Organization Name: |

Address: I

|
City: |
State: |~
Zip Code: [ =

Figure 3.2-2, Section 2. Grantee Information

Section 2 — Grantee Information

All fields are mandatory; however; there are no edits in the Grantee Information section, other
than "required" error messages, specifying that the fields must be completed. (The FEMA
authorizing official verifies your data in these fields prior to approving.)

Enter the following data:

Organization NAME ......uueeeeeeeveevissnnenneeeenssssssssssnsssseseses Enter your organization's full
name

AAAFESS cunennnnnnnnnunnnnneiiiiiiirsrnneneiiiississsssssnsesesssssssssssnnens Enter the address of your
organization

74 Enter the city of your
organization

/) | O/ N Enter the ZIP code of your
organization

© Digital Systems Group, Inc., 2008 3-3



3. Contact Information

Here you will provide information about the main contact person
for your organization's grants.

Title: | *

First Name: | *

Last Name: | 3

Phone Number: | *
Fax: |

Figure 3.2-3, Section 3. Contact Information

Section 3 — Contact Information

All fields except the FAX number are mandatory; however, there are no edits in the Contact

Information section, other than "required" error messages, specifying that fields must be
completed. (The FEMA authorizing official verifies your data in these fields prior to approving.)

Enter the following data:

contact

contact

U7 7 RRPPRRRRRRRRRRNY ) |1 21 o 1 T3 171 (1) i1 YR &) 11 [ §
FirSt NAME......cuuuneenneeeeevioisisssssnnenesssssssssssssssesssssssssennnss ERLEF first name of the contact
LASE NAMC.nnnnnnnnnanneneeiicssssssssnnsennnssssssssssassnnnennsesess EREEF last name of the contact

PRONE NUMBEE.....ouuueuunaaeeeeiiiiisnnnnnnnneisiscsssssssssnnennseeneees ENter phone number of the

FAX ouueuuuevvviiiiiiininnnnnnniniscssssssssnnssssnsssssssssssssssssssssssssesss ENtEr the FAX number of the

4. Grant Verification Information

Please provide the following information about your
most current grant with FEMA.
If you currently have more than one grant with us, enter information
from any of your current grants with FEMA,

We will use this information ta help verify your account, so please
be sure that the information you provide is accurate.

x

Grant Number: I

Grant Start Date: | ¥ RRSRRA RN
Grant End Date | ¥ RRSRRRRRR
Reset Form | Continue To Next Step >> |

‘ej Done

[ | |® mtermet

N KN

Figure 3.2-4, Section 4. Grant Verification Information
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Section 4 — Grant Verification Information

All three fields in the Grant Verification section are mandatory. (The FEMA authorizing official
verifies your data in these fields prior to approving.)

Enter the following data:

GFANE NUMIDET .....cccnnnnannnnnnneinieiiissssnnnenesiscssssssssnssesssneses Enter the grant number
T TN L1 ) Enter the start date of the grant
Grant ERd DAt .........ueuuuueeeeeevoioisnnnnnneneensscsssssssnnnnnnennees Enter the end date of the grant

To save the entry, click the ___ ContinieToNextStep>> | ytton,

3.2.1 Receiving Error Messages

Your errors will be displayed in red across the top of the page. (Refer to the Online Help topic,
"Calling Up the FEMA Payment and Reporting System," for definitions of all the error messages
for the registering grantee.)

Example

Please correct the following errors:

> Contact First Name Required
You have not entered a Contact First Name. Please provide a
Contact First Name in the space provided.

> Contact Phone Number Required
You have not entered a Contact Phone Number. Please
provide a Contact Phone Number in the space provided.

Figure 3.2-5. Sample Errors

3.2.2 Receiving Online Registration Completed Message

Assuming you, the grantee, have no errors at this point, the Online Registration Completed page
is displayed.

© Digital Systems Group, Inc., 2008 3-5



/2 FEMA - Microsoft Internet Explorer provided by Digital Systems Group, Inc. -0l x|

File Edit View Favorites Tools Help

GiBack ~ = - (D A} | ‘Qsearch [GiFavorites (% | 5N S = =

Address I@j http:/{id3.dsg-inc.com/gntqafexecute/OnlineAddUser

Reqistration

MainMenu | Help |

Login

:"ai_"w Online Registration Completed
ogin . .
Registration Form Has Been Saved.

NEXT STEP:
VALIDATE YOUR EMAIL ADDRESS.

== |[MPORTANT ===

You must validate your email address before your application will be
considered. An email has been sent to the email address you provided with
instructions on how to continue.

You have completed the first step of the Online Registration Process.

Next, you must validate your email address. &n email has been sent to the email address
you specified in the online application [cox@dsg-inc.com). You should receive this email
within 20 minutes. Open the email and follow the instructions to validate your email address.

Once your email address has been validated, your account will be submitted
for review and approval.

Why Do | Have To Validate My Email Address?

The validation of all email addresses that are associated with a Grantee account is a critical
step of the Online Reaistration Process. Email Yalidation ensures that the email account you
provided is a valid email account that can be used for future communication from this website,
and discourages fraudulent account registration attempts.

What If | Lost or Deleted My Verification Email?
If you lost or accidentally deleted your Verification Email, Click Here and follow the instructions
provided.

Questions
If you have any questions, contact the Customer Service Center at 1-866-345K0G0 (1-866-
927-5646) or email your question to ask-ogo@dhs.gov.

|&] Done [ [ | |4 mternet

N | K

Figure 3.2-6. Online Registration Completed

You receive an email with instructions on how to validate your email address.

3.2.3 Getting Email Notifications once Registration Has Begun

At this point in the registration process, you receive an email stipulating that you verify your
email address. (The FEMA Administrator is also notified that a user has visited the Web269
System and has completed the Online Registration process.)
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¥ US FEMA Web269 System Email Yerification - Message (Plain Text) = |ﬂ |5|

]Eile Edit View Insert Format Tools Actions Help

Jﬁd&eply | €% Reply to Al ‘ O Forward | & ‘ A 4 ||B x ‘ PR @ .‘

From: cox@dsg-inc.com Sent: Thu 5/3/2007 10:10 AM

To: cox@dsg-inc.com

Cc:

Subject: US FEMA Web269 System Email Yerification

MS FEML Web269 System -- Please Verify Email Address. :J

Your registration is almost complete. The next step is to verify the email address you provided on the registration form.
The email address you provided is: cox@dsg-inc.com
To wverify this email address, click on the following link or enter it in your browser:

http://id3.dsg-inc.com/gntga/execute/ConfirmEnail?loginld=jonicox04&userCode=9EE20289-44F9-1DD5-AEFD-FCCBA92F9587

E o o o o o o o o o o o o o o o o o o o o o o o o o o o o o o

INPORTANT

R A R R R R o R R R R o R R o R R o o o

You are receiving this email because someone has completed the Online Registration Process on the FEMA Web269 System. Upon
approval of this registration, the person who completed this process will have access to information about your FEMA Grants
and will be able to file guarterly SF269 reports.

If you feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Service
Center at 1-866-9ASKOGO (1-866-927-5646) or email ask-ogofdhs.gov inmediately.

If you have any gquestions, contact the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or email your guestion to
ask-ogofdhs.gov.
R R R R R R o R R R R o R R o R R o o

Figure 3.2-7. Sample Email Sent to Grantee to Request Email Verification

To verify the email address, click the /ink provided.
3.2.4 Receiving Confirmation on Email Verification

After you click the link, you receive an email (jump ahead to Figure 3.2-9) informing you that
the email address has been successfully validated and that the registration information has been
submitted to the System Administrator for review and account approval. (Another email is sent
concurrently to the Administrator alerting him/her that an applicant user verified his/her email
address, and the account is pending approval.)
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3 FEMA - Microsoft Internet Explorer provided by Digital Systems Group, Inc. — |I:I|l]
File Edit VYew Favorites Tools Help ‘ @

$=Back ~ = - at | Qsearch  [GFavorites ¢4 ’ S =t 5

Address I@ http:}/id3.dsg-inc.comfgntqajexecute/ConfirmEmail?loginld=jonicox04&userCode=9EE20289-44F9-1DDS-AEFD-FCCBA92ZFI587 Ll 6’ Go l Links **
o o N

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Login

:"ai_"w Email Verification Successfully Completed!
ogin - -
Your Email Has Been Successfully Validated.

You have successfully validated your email address. Your registration
information has been forwarded to Web269 System Administrators for final
review and account activation.

Congratulations, you have successfully validated your email address. Your registration
information has been submitted to Web263 System Administrators for review and account
approval. FEMA administration will now review your registration request, and you will
receive a notice when your application has been approved. Notices will be sent to
this email address. At that time, your account will be activated and you will be able to login to
the Web263 System.

Questions
If you have any questions, contact the Customer Service Center at 1-866-34SK0GO (1-866-
927-5646) or email your question to ask-ogo@dhs.gov.

N KN

|&] Done [ | |4 mternet

Figure 3.2-8. Email Verification Confirmation Page

The Email Verification Confirmation page is displayed.
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¥ US FEMA Web269 System -- Email Successfully Yalidated. - Message (Plain Text) = |ﬂ |5|

]Eile Edit View Insert Format Tools Actions Help

Jﬁ&geply | €% Reply to Al ‘ O Forward | & ‘ A 4 ||B x ‘ 4 -V~ Af‘ @ o

From: cox@dsg-inc.com Sent: Thu 5/3/2007 10:24 &AM

To: cox@dsg-inc.com

Cc:

Subject: US FEMA Web269 System -- Email Successfully Validated.

US FEMAL Web269 System -- Your Email Has Been Successfully Validated. ':J

Congratulations, you have successfully wvalidated your email address. Your registration information has been submitted for
review. Web269 System Administration will now review your registration regquest, and you will receive a notice when your
application has been approved. Notices will be sent to this email address. At that tine, your account will bhe activated and
you will be able to login to the Webh269 Systemn.

The email address you provided is: cox@dsg-inc.com

If you have any questions, contact the Customer Service Center at 1-866-9A5KOGO (1-866-927-5646) or email your gquestion to
ask-ogoldhs.gov.

R A R R R R o R R R R o R R o R R o o o

INPORTANT

E o o o o o o o o o o o o o o o o o o o o

You are receiving this email because someone has completed the Online Registration Process on the FEMA Web269 System.Upon
approval of this registration, the person who completed this process will have access to information about your FEMA Grants
and will be able to file cguarterly SF269 reports.

If you feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Service
Center at 1-866-9ASKOGO (1-866-927-5646) or email ask-ogolfdhs.gov inrmediately.

If you have any questions, contact the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or email your guestion to
ask-ogofdhs.gov.

LR L

Figure 3.2-9. Email Verification Confirmation Message

3.2.5 Obtaining Notification of Registration Approval or Denial
After registration has been approved, you receive an email informing you that the account has

been approved. This email supplies you with a system-generated password; see Figure 3.2-10
for a sample.
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¥ FEMA Web269 System - Your Account Has Been Approved! - Message (Plain Text) = |ﬂ |5|

JEile Edit View Insert Format Tools Actions Help

Jﬁdgeply | €% Reply to Al ‘ O Forward | & ‘ v ||B x ‘ L& -V - ﬁ‘ @ -

From: cox@dsg-inc.com Sent: Thu 5/3/2007 12:08 PM
To: cox@dsg-inc.com
Cc:
Subject: FEMA Web269 System - Your Account Has Been Approved!
r[F'EHA Weh269 System -- Account Approval Notification. :_I

Congratulations! The Web269 System online account you regquested through our Online Registration process has heen APPROVED
and your account has been activated.

To access your online account, go to the following link:

http://id3.dsg-inc.con/gntga/

You will be brought to the Web269 Bulletin Board page. Click on the link at the bottom of the page to proceed to the login
page, where you will bhe prompted for your login information.

Your password is as follows: ) )eFOCij3i+)

Make sure to type in your password EXACTLY as it appears. (note that your password is case sensitive so use lowercase and
UPPERCASE letters as indicated.)

When you login for the first time, you will he immediately prompted to change your password. Follow the instructions and
change your password to a password of your choosing. After that, you will be able to login to the Web269 System, access
information pertaining to your grants, fill out guarterly reports, and subnmit them for processing online.

Thank you for using the Web269 Systemn. If you have any gquestions, contact the Customer Service Center at 1-866-9ASKOGO (1-
866-927-5646) or email your question to ask-ogofdhs.gov.

RN N N N N N N N N N N N N N N N NN RN RN RN NN

INPORTANT

LR R R R R R o R R R R o R R o R R o o o

You are receiving this email because someone has completed the Online Registration Process on the FEMA Webh269 Systenm.The
login created by this process will have access to information about your FEMA Grants and will be able to file gquarterly SF269
reports.

If you feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Service
Center at 1-866-9ASKOGO (1-866-927-5646) or email ask-ogofdhs.gov inmediately.

If you have any gquestions, contact the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or email your guestion to
ask-ogofdhs.gov.
R R A R R R R o R R R R R o R R o R R o o o LI

Figure 3.2-10. Sample Grantee Email —Account Approval Notification

You receive an automated message to the email address you provided in the Online Registration
Process, if your registration application has been denied.
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¥ US FEMA Web269 System - Your Account Has Been DENIED - Message (Plain Text) . - |1|

JEile Edit View Insert Format Tools Actions Help

Jﬁageply | €% Reply to All ‘ o€ Forward | & ‘ v ||B x ‘ +-9- 450,

From: cox@dsg-inc.com Sent: Fri 5/4/2007 3:41 PM

To: joni.cox@dsg-inc.com

Cc:

Subject: US FEMA Web269 System - Your Account Has Been DENIED

U3 FEMA Web269 System -- Account Denial Notification. ‘E]

The Webh269 System online account you reguested through our Online Registration process has been DENIED. At this point, you
will be unable to access the Web269 Systen.

The reason your Application has been rejected is Contact Information and Grant Number is incorect.

Please resolve this issue by contacting the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or emall your gquestion
to ask-ogofdhs.gov. A Customer Service Representative will assist you.

If you have any gquestions, contact the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or email your guestion to
ask-ogofdhs.gov.

ER AR A A R AR R R R R R R R SRR R EE R R R R R EEEEE RS R R R R RN

INPORTANT

E o o o o o o o o o o o o o o o o o o o o o o o o o o o o o o o

You are receiving this email because someone has completed the Online Registration Process on the FEMA Web269 Systenm.The
login being regquested will have access to information about your FEMA Grants and will be able to file gquarterly SF269
reports.

If you feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Service
Center at 1-866-9ASKOGO (1-866-927-5646) or email ask-ogolfdhs.gov inmediately.

If you have any questions, contact the Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or email your gquestion to
ask-ogofdhs.gov.

LR e L

Figure 3.2-11. Sample Grantee Email — Account Denial

This email notifies you that your request for an account has been rejected and indicates the
reason why.

3.3 SIGNING IN THE FIRST TIME AFTER REGISTRATION APPROVAL

To access your grantee online account the first time, click the /ink supplied in the email (Figure
3.2-10). The Payment and Reporting System Bulletin Board page (Figure 2.1-1) is displayed.
Click on the word here to proceed to the User Login page (Figure 2.1-2).

To log in, enter the user name and password that were supplied in the account-approval email.
Click the I Accept checkbox to indicate concordance with the SF269 User Acceptance
Statement.

Click the OGN | button to proceed.
The Change Password page is displayed for you to now establish your own password. Refer

back to Figure 2.1-4 and follow the procedures in section 2.1.1 for data entry (for the Old
Password field, enter the password supplied in the account-approval email). Once you
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successfully change your password, the User Login page (Figure 2.1-2) is re-displayed,
prompting you to log in again with your new password. The PARS Main Menu is displayed
(Figure 2.1-3).

NOTE: For you, the grantee, either the Grants OR the Payments tab will be displayed,
according to the Account Type selected during registration.
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SECTION 4
USING THE ONLINE HELP

4.1 GAINING ASSISTANCE WITH THE ONLINE HELP
A comprehensive Online Help system is available in PARS.

To access the Help anywhere in the system, select Help from the blue menu bar at the top of any
PARS page.

Favorites Tools Help ‘

R~ Tndex— i ~Search " Jil ‘Web Search I IERTTR @

-, X
e

Ol

i

] |

—— Welcome

] Getting Started

(i) Getting Help Welcome to the Federal Emergency Management

(@) Using the Main Module Agency (FEMA) Payment and Reporting System,

(8] working With the Codes Module written in the Java programming language and

(8] Understanding Grants accessible only to autharized personnel. This

&) working with Payments accompanying online Help will assist you, the grantee,
in getting familiar with the Web-hased FEMA Payment
and Reporting System, commonly shortened in this
Help guide to the Payment and Reporting System. This ~ —
version of the Help for FEMA is dated March 30, 2007
and includes procedures for requesting grant payment.

The Payment and Reporting System enahles you to
view grant information and send the Financial Status
Report Form SF269A electronically, or request a
payment from your grant. You may establish contact
infarmation and maintain your user infarmation.

Pop-Ups and Links to Other Topics

Faor viewing pop-up definitions of terms used throughout
the Help or for jumping to a related section, click on the

words or phrases typed in color and underscored with a
salid line.

|&] Done [ | | |4 mnternet

NG| KX

Figure 4.1-1. Online Help Welcome

The Online Help Welcome page is displayed.
4.2 ACCESSING THE HELP CONTENTS

Click the Contents button to display the Help's Table of Contents, if it is not already showing.
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8 — = o [=] 3]
Fle Edt View Favo Help ‘ ()
GBack + & - () (2] 4| Qsearch [Favorites <4 | BN S v__—-:]

Address [g‘] http:/fid3.dsg-inc.comfgntqafwebHelp/WebHelpforSF269forGrantees help_for_the_sf269_reporting_system_for_grantees,html _'_l ‘(DGo JLinks ”?

SContentss M ~ndex— M ~"Search_ I ‘Web Search ] [Searcn- @
DE % - =
— Working With Grant Status Reports
{54) Getting Started i X R . . X
® Welcome The Payment and Reporting System permits you to view detailed information on
@ Calling Up the FEMA Payment and Rep  your grants, their respective status reports, and any notifications that were issued
@ Understanding the System Layout hecause of events pertaining to the grants and reports. Additionally, you have the
,gge;f’gg:‘gl Off ability to send the Financial Status Report Form SF269A electronically with this
e R system. This option allows you to create and send these status reports, as well as
iscovering Helpful Features 3 ? R,
@ Receiving Error Notification to de'W and view existing reports.
o B feceiving Warming Notificetion Select the Grants Tab at the top of the page. The Grants Maintenance Page is
W Lising the Mein Mool displayed, and a sidebar presents links for you to perform various functions. Click L

@ Changing Your User Password

@ Changing Your User E-Mail Address the Grants List option from the sidebar. The Browse Grants Table, containing a

(&3 wiorking With the Codes Module listing of existing grants and their respective vendor identification numbers, as well
@ Maintaining Contacts as their opening and closing dates, is displayed. Note that the vendor ID
(S Understanding Grants corresponds to the grantee that you represent. You may sort the list in ascending or
:\‘,’\;evl‘(’,'”g\?mmé TR descending order by clicking the Grant Number header over the list of grants or
(g‘]w:;m?r:g“\:snh Paw;:ms R the Vendor ID, Grant Start Date, or Grant End Date headers, or navigate through
@ Requesting & Grant Payment the list with the First, Previous, Next, and Last buttons. Should you wish to limit
the list you view, you may enter your search criteria by selecting the Search option.
To add a grant status report:
1. Click View Grant Info, in the Browse Grants Table, adjacent to the grani to
which you wish to add a status report. Note that you can not create a report for a
P | | future quarter. A summary of the grant information is displayed, along with a table |
‘ X ‘ Discussions ¥ | _A L__;l é; Zk; tj 23 \ Subscribe... | QDiscussions not available on http:/fid3.dsg-inc.comj @
|&] Done [ | | mtemet 7

Figure 4.2-1. Contents of the Online Help (Expanded)

The Table of Contents is displayed in the left panel of the page.

You drill down to a desired topic by clicking a folder. The topic selected is displayed in the
right-hand panel. Links to related topics and hotspots for pop-up definitions are clearly indicated
in color and underscored.
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3 Help for the FEMA Payment & Reporting System for Grantees - Microsoft Interne = |I:I|l]

File Edit View Favorites Tools Help @
[ ~index—— J ~search ) [- search - @
O® ® =
{&3) Getting Started Welcome
® Welcome Welcome to the Federal Emergency Management
@ Caliing Up the FEMA Payment and Repd|  Agency (EEMAY Pavment and Renarting Svstem
: Egdei:.ls;agfdfing the System Layout written G ¢ 1=
@GeﬂinggHelp access ran . .
(i) Using the Main Madule accomy A contractual relationship between a
(il Working With the Codes Module granted Federal awarding agency and a non-
(| Understanding Grants FEMAR  Federal entity (the grantee), in which
&) working with Payments shorter|  the awarding agency agrees to
Reporti|  transfer money or something of value —
FEMA i  tothe grantee. The grantee agrees to
procedl use such resources in carrying out a
The Pal public purpose of support or
to view| stimulation authorized by law. Neither
Status | party envisions substantial
requesy involvernent by the awarding agency
estahlid in carrying out the grant. A grant
i contrasts with a cooperative
agreement, in which the awarding
agency does become substantially
invalved in the Federal sponsored —
activity, and with a procurement
contract, which a Federal agency =
[ T R o el comicae
| J ol =l
|€] Done [ | |® mtermnet Y

Figure 4.2-2. Sample Pop-Up Definition

4.3 VIEWING THE HELP INDEX

An Index is available by clicking on the Index button.
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File Edit VYiew Favorites Tools Help

w [{O]

[ ~search — I ‘Web Search IR @
- (= X ;
— —| Changing Your User Password
Type inthe k dto finc: .
bt ioet o The Payment and Reporting System allows you to
[ redefine your site user's password after first entering
your current passwaord. After this change is effected,
ga:?“dﬁ' the FEMA Pavment and R 2| you will be required to use this new password when
ol i i logging in under your site user name.
Changing password Select the Main Tab at the top of the page. The Main
Cmﬁs Module Page is displayed, and a sidebar presents links
Deleﬁlf’g for you to perform various functions. Click the Change
Modifying Password option from the sidebar. The Change -
Copyrights Password Page is displayed.
Drop-down lists e
E-Mail Address To change your user password:
ok I 1. Enter your current password in the Old Password
Error natification field. Your login ID is provided by the system.
Features B 0 3
FEMA Payment and Reporting System ER’ROR MESSAGES: The follolwmg fields are
Launching required: Old Password" — you've neglected to enter
Layout lyour current password.
Logging in
g'a: ;ﬁ"caﬁmn "Incorrect Old Password" — you've failed to enter the
'zdding HELERY correct password currently saved for your user.
Deleting +I| 2. Type the password you wish to assign to your login
RS | )| ID in the New Password field. =
/€] Done F || |4 mnternet 7

Figure 4.3-1. Index of the Online Help

To locate the desired term or topic, type the first few characters of the keyword in the designated
field in the left panel.

Select the term or topic. The definition or topic selected is displayed in the right panel.
4.4 USING THE HELP SEARCH

The Search capability is available by clicking on the Search button.

© Digital Systems Group, Inc., 2008 4-4



‘A Help for the FEMA Payment & Rep

=10l x|

File Edit View

rites  Tools Help

Q]

GBack v = - @[] A | Qsearch [GFavorites (4| - S v@

Address |g’] http:/{id3.dsg-inc.comfgntqa/webHelp/WebHelpforSF269forGranteesfhelp_for_the_sf269_reporting_system_for_grantees.html _'_] PGO ‘Links 22

[ ~Contents— i —index— JCSearch=" Jil Web Search ] [seacn- @ (GresINID

=) (= X
= Z/

Type in the word(s) to search for:
IFinanciaI Status Report Form @

Working With Grant Status Reports

The Payment and Reparting System permits you to view detailed information on
your grants, their respective status reports, and any notifications that were issued
hecause of events pertaining to the grants and reports. Additionally, you have the
ahility to send the Financial Status Report Form SF2B9A electronically with this
system. This option allows you to create and send these status reports, as well as
tao modify and view existing reports.

Select the Grants Tab at the top of the page. The Grants Maintenance Page is
displayed, and a sidebar presents links for you to perform various functions. Click
the Grants List option from the sidebar. The Browse Grants Table, containing a
listing of existing grants and their respective vendor identification numbers, as well
as their opening and closing dates, is displayed. Note that the vendor ID
corresponds to the grantee that you represent. You may sort the list in ascending or
descending order by clicking the Grant Number header over the list of grants or
the Vendor ID, Grant Start Date, or Grant End Date headers, or navigate through
the list with the First, Previous, Next, and Last huttons. Should you wish to limit
the list you view, you may enter your search criteria by selecting the Search option.

To add a grant status report:

1. Click View Grant Info, in the Browse Grants Tahle, adjacent to the grant to
which you wish to add a status report. Note that you can not create a report for a
future guarter. & summary of the grant information is displayed, along with a tahle
of existing status reports with their respective opening, closing, and submission
dates.

2. Click the Create Status Report option. An Adohe® Acrobat® document that
includes the Financial Status Report Form SF269A and a page of instructions for

ite ~aranlatinn ic dienlavad

-

l 2% l Discussions ™ | ) [ 01 501 € 71| subscribe... | = | (@ Discussions not available on http:/fid3.dsg-inc.com/

=l
&

\5_1] Done

[ |4 internet 4

Figure 4.4-1. Search

Type in the desired word or string in the designated field in the left panel, and click Go.

The Help displays those topics containing the word or string used as the search criterion.

Select the desired topic to display it in the right panel.

NOTE: Please see the Online Help for the system error messages and their definitions.
They are covered under the procedure step to which they relate.
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SECTION 5
REQUESTING PAYMENT

5.1 REQUESTING A GRANT PAYMENT

The Payment Request System is available to the grantee who has registered with the Account
Type of “Used to Request Payments" (see section 3.2).

Select the Payments tab from the Main Menu (Figure 2.1-3).

NOTE: The grant must have been accepted by the Administrator prior to a request for
payment by the grantee.

; Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. ;lg]ll
File Edit View Favorites Tools Help ‘ @
GBack + = - &) A | Qsearch [GaFavorites (4| 5N S =1 5

Address I@_'] http://id3.dsg-inc.com/gntqa/execute/RequestPaymentHome j @ =

Go | Links

Y M, CY Ma

Federal Emergency Management Agency
Payment And Reporting System

Payments
MainMenu | Help | Logout

Grant Maintenance Grant Maintenance
Payment Requests
Request a Payment

This section allows you to request a payment from your grant.

Your Yendor Number is:

-

810302402 STEP 1:
Type in your Grant Number in the space provided and click "Find Grant"
Grant Number : I
[ |
@ [ (@ et 7

Figure 5.1-1. Request a Payment, Step 1

The Request a Payment, Step 1 page is displayed.
Enter the following data:

GFANE NUMIDET ......ccnnnnennnnnneeenieciissssnnneneeissssssssssnssssssneses Enter the grant number
assigned to the grant and
already in the system

Click the (EEEEGIM button.
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/3 Grant Maintenance - Microsoft Internet Explorer : =18 x|

File Edit View Favorites Tools Help l
GBack v = - (D 4 | Qsearch [Favories (4| BN & E|
Address ]g'] http:{fid3.dsg-inc.comfgntqajexecutef/RequestPaymentFindGrant?currentAction=PaymentEntry
MainMenu | Help | Logout =~
Grant Maintenance  Grant Maintenance
Payment Requests
Request a Payment
This section allows you to request a payment from your grant.
STEP 2:
Enter the dollar amount of your payment request in the space provided below.
then click the "Submit Payment Request” button.
GRANT INFORMATION for : 2007CFM60005
Grant Number: 2007CFME0005
Grantee Name: MT BOARD OF CRIME CONTROL
Acceptance Date: 08/30/2007
Holds? NO HOLDS! This grant has no active holds.
Grant Amount: 1,000,266.00
A t Previously Di d. 2516.00 view payrent history
Amount On Hold: 1]
Amount Available: 997.750.00 cancel payment request
Payment Request Amount: $ IIJ.IJEI enter the amount you are requesting in dollars.
Period Covered FROM: &
Period Covered TO: &
SUBMIT PAYMENT REQUEST
© 2001-2004, Digital Systems Group, Inc, —
build: 20070829_1020 {08/29/2007 10:21 AM gntqa} Y|
& [ | |@ Trusted sites

Figure 5.1-2. Request a Payment, Step 2

The Request a Payment, Step 2 page is displayed.

This screen displays Grant Information, including the Grant Number, Grant Name, Acceptance
Date, Holds on Grants, Grant Amount, Amount Previously Dispensed, Amount on Hold, and
Amount Available.

Enter the following data:

Payment Request AMOURL..........euueeeeeeeeesessennnnennenneeeeeee. Enter the request amount, an
amount equal to or less than
the amount available

NOTE: The cumulative requested amount can never exceed the total grant amount.

Period Covered FPOM ..........cceeeeeanneeeesescossssnnsnnnennneenneee. Enter a Period From Date of
the payment, not overlapping
another request’s dates

Period COVered T ....nneeeeneeneeeeeneereneeerenonenennennenness Enter a Period To Date

Click the button.
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Microsoft Internet Explorer Ll

? You are Requesting a Payment for $ 250,00 with a Period Covered FROM date of 2007-04-02 and a Period Covered
TO Date of 2007-04-05. Are you sure you want to request this payment? Click Ok to continue, Cancel to abort.,

Cancel |

Figure 5.1-3. Sample Confirmation Dialog for Request Payment

A Confirmation dialog box is displayed.

Click the L 1 button to continue.

(To abort the request for payment, click the _concel | button.)

3 Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. ;lgﬂ
File Edit Vew Favorites Tools Help ‘ @
GBack = - ) A | Qsearch [Favorites (4 | N & =1 5]

Address I@ http:{fid3.dsg-inc.com/antqafexecute/RequestPaymentAddRequest :I @ Go I Links **

Y M

Payment And Reporting System

) Payments

MainMenu | Help | Logout

Lrant Grant Maintenance
Maintenance

Payment Requests Request a Payment
This section allows you to request a payment from your grant.

Your Yendor Number b

=~ STEP 3: FINISHED! PAYMENT REQUEST ENTRY HAS BEEN COMPLETED.
810302402 We have received and successfully saved your payment request.

NG| K

/€] Done l_ [_ I_ |4 Internet

Figure 5.1-4. Request a Payment, Step 3

The system will display a message:

STEP 3: FINISHED! PAYMENT REQUEST ENTRY HAS BEEN COMPLETED.

NOTE: A CRON job is set up to retrieve all payment requests and transfer them to
IFMIS to be processed.
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5.2 VIEWING THE PAYMENT HISTORY

From the Request a Payment, Step 2 page, select the View Payment History link.

’3 Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. =101 x|
File Edit View Favorites Tools Help ‘ @
GBack » = - @D A | Qsearch [GFavorites ¢4 | BN~ S =1 5]

Address Ig“; http:/fid3.dsg-inc.com/gntqa/execute/RequestPaymentFindGrant?currentAction=VYiewPayments LI PGO | Links %>

=

Federal Emergency Management Agency
Payment And Reporting System

Main Codes Grants

EEP UGS Security | Reports

MainMenu | Help | Logout

Grant Grant Maintenance
Maintenance

Payment Requests Request a Payment
This section allows you to request a payment from your grant.

VIEW PAYMENT HISTORY

Payment History for Grant 2007 CFT70001

Date Description Amount
GRANT AWARD AMOUNT 100176.00

03/14/2007  Grant has been accepted for payments.

04/02/2007 PAYMENT REQUEST in the amount of $10000.00 10000.00
was requested from GRANT 2007 CFT70001. -

03/15/2007 A HOLD in the amount of § 50000 was added to
GRANT 2007 CFT70001. Hold reason code is: 00 . .

03/15/2007 A HOLD in the amount of $50000 was REMOVED
frorm GRANT 2007 CFT70001.

03/16/2007 A HOLD in the amount of $15000 was added to
GRANT 2007 CFT70001. Hold reason code is: 00 . .

04/02/2007 PAYMENT REQUEST in the amount of $25000.00 25000.00
was requested from GRANT 2007 CFT70001.

03/21/2007 A HOLD in the amount of $15000 was REMOVED
from GRANT 2007 CFT70001.

04/02/2007 PAYMENT REQUEST in the amount of $4000.00 4000.00
was requested from GRANT 2007 CFT70001.

04/02/2007 Payment of $10,000.00 has been disbursed. —

04/02/2007 Payment of $25,000.00 has been disbursed.
04/02/2007 Payment of $4,000.00 has been disbursed.

| Done [ [ 1nternet

N\

Figure 5.2-1. Payment History

The Payment History page is displayed.

This screen displays the accept dates, all requests for payments and their amounts, all holds
placed on a grant, notice of payments disbursed, and canceled payment requests (see Addendum
A).
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SECTION 6
VIEWING GRANTS AND WORKING WITH THE SF269A

6.1 EXAMINING GRANTS

The Grant System is available to the grantee who has registered with the Account Type of “Used
to File SF269 Reports" (see section 3.2).

Select the Grants tab from the Main Menu (Figure 2.1-3).

/2 SF269 Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc.

J File Edit View Favoites Tools Help

J*.*,@ﬁﬂ@@@@%‘é@l.@

Back Forward] Stop  Refresh Home | Search Favoites Media  History Mail Print Edit Discuss

Federal Emergency Management Agency
Payment And Reporting System

Reports

Main Menu | UserGuide | Help | Logout

SE269 Maintenance  §F269 Maintenance - Home
Grants Home

Grants List . S . . . . . : .
You may use the tools contained in this section to view grant information, view previous financial status reports (SF 269's), and create new
status reports. YWhen you create a status report in this section, it is electronically submitted online!

IMPORTANT : You are required to submit a financial status report for your grant within 30 days of the end of the guarter {unless your grant
expires before the end of a quarter, in which case the financial status report is due within 90 days (with a 30 day grace period) of the grant
expiration date.) This financial status report should be submitted using Standard Form 269. This area allows you to file the SF263 form
electronically!

To view grant information and reports, or to file a new financial status report, click here.

@ 2001-2004, Digital Systems Group, Inc.
build: 20080424_0953 {04/24/2008 09:54 AM gntqa}

] [T T intemet 7
Figure 6.1-1. SF269 Maintenance Menu

The system displays the SF269 Maintenance Menu with its two submenus: Grants Home and
Grants List.

Select Grants List from the sidebar of the SF269 Maintenance Menu to view the grants
contained in PARS.
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/3 SF269 Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. ;IEILI
File Edit View Favorites Tools Help ‘ @

[ Back v = - r@ @ ﬁﬁ‘ ééearch (] Favorites ;-; \ év | p—il
Address I @ Go l Links >

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Logout

SF269 Maintenance  SF269 Maintenance
Grants Home

Grants List Browse Grants

<< Fiust | < Previous | Next> | Last>> | Search

[Grant Number ______[VendorId _____[Grant StartDate______[GrantEndDate_______JAction |
2007CFCX0003 626000326 03/08/2007 09/30/2007 View Grant Info
2007CFCXM408 626000326 04/02/2007 09/30/2007 View Grant Info
2007CFCXM410 626000326 04/02/2007 09/30/2007 Wiew Grant Info
2007CFCXM415 626000326 04/02/2007 09/30/2007 Wiew Grant Info
2007CFMBM401 626000326 04/02/2007 09/30/2007 Wiew Grant Info
2007CFT70002 626000326 10/08/2006 09/30/2007 Wiew Grant Info
2007CFT7M406 626000326 04/02/2007 09/30/2007 View Grant Info
2007CFTX1002 626000326 03/09/2007 09/30/2007 Wiew Grant Info
2007CFTX10399 626000326 08/16/2007 09/30/2007 View Grant Info
2007DEBT1234 626000326 08/02/2007 09/30/2007 Wiew Grant Info

1to 10 of 10

Click on the name of a grant or "View Grant Info" to view grant information and edit/add status reports.

@ 2001-2004, Digital Systems Group, Inc
build: 20080226_1512 {02/26/2008 03:13 PM antga}

’ x ‘ Discussions ¥ | _z:J D @3 EB t,} v Subscribe... | | _@Discussions not available on http:/fid3.dsg-inc.comj @
|&] Done [ | |4 mternet 7

Figure 6.1-2. Browse Grants

The Browse Grants page is displayed, with a roster of grants that includes the Grant Number,
Vendor ID, Grant Start Date, and Grant End Date. The Action column offers the View Grant
Info link.

6.1.1 Viewing Information on a Specific Grant
From the Browse Grants page, you are given the option of exploring a specific grant.

To view a grant’s information, click either the desired grant number or the View Grant Info link
in the Action column of the row containing the desired grant.
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File

GBack » = - D 2 & aSearch [lFavortes ¢4 | B\ S W] v\___~]

Address I@:] http:/{id3.dsg-inc.com/gntga/executejGrantStatus?federalGrantId=38

Edit

Federal Emergency Management Agency
Payment And Reporting System
Main Menu | Help Logout
SE269 Maintenance  SF269 Maintenance
Grants Home F _
Grants List Grant Information for : 2007CFM6M401 Back To Grant List
Grant has expired. Grant Number : 2007 CEM6M401
- Grant Humber :  2007CFM6M401
Awaiting a final status report. ~ . N
Final status reportis due by : 1/28/08 AccountingBasis - Caah Basis
** STATUS REPORT IS PAST DUE! =+ Grant Period :  04/02/2007 to 09/30/2007
Grantee : KHOXVILLE POLICE
We are currently in Fiscal Quarter 2 of Fiscal Year 2008. This quarter ends on *  DEPARTMENT
03/31/2008. Vendorid: 626000326 e
Status Reports <« First | < Previous I MNext> | Last>> | Create Status Report
E.!_
04/02/2007 08#30/200? 04/1 072007 View [pdf
1to1of1
=
: X ‘ Discussions i _pl D :_fj @ f:j t;j Subscribe. .. ‘ | _@Discussions not available on http:fid3.dsg-inc.com/ @
& || | |4 mtemet y

Figure 6.1-3. Grant Information (with Status Reports Table)

The Grant Information page is displayed.

The general information includes the grant status, an indication as to whether any status reports
are due at this time, and the current fiscal quarter.

The summary block in the right corner provides the Grant Number, Accounting Basis, Grant
Period, Grantee, and the Vendor ID.

The bottom of the page contains a table of status reports, including the Status Report Number,
Report Start and End Dates, Submit Date, as well as an Action column.
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6.2 CREATING THE SF269

Use PARS to create and route the new financial status reports for your grant, in addition to
viewing grant information and the previous financial status reports (SF269As). When a status
report is created, it is electronically submitted through a CRON job to IFMIS.

NOTE: Grantees are required to submit a financial status report for each active grant
within 30 days of the end of the quarter. The final financial status report is
due 90 days (with a 30-day grace period) after the end date of the award.

From the Grant Information page (Figure 6.1-3), showing the grant for which you wish to create
a report, select the Create Status Report link above the Status Reports Table.
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FINANCIAL STATUS REPORT

(Short Form) Submit Form |
(Follow instructions on next page) e

Federal Agency anc Organizations 2. Grant or Award Number Assigned by FEMA

OMS Approva Page of
Element to which Report Is Submiied

No. 1

Federal Emergency 2007CFMBM401 1121-0264 pages
Management Agency (FEMA) Exprac: 0152008

Recipient Orgarization (Name and complete address, inciucing 2IF code

KNOXVILLE POLICE DEPARTMENT
KNOXVILLE . TN 27927
4. Vencor Number £. Reciplent Internal code or lge ng Number (f any £ Final Report 7. Bacle
626000326 12324 Dyes 0 DCash I:]Accrual
8. Funding/Grant Perlod (See Instructions) ®. Ferlod Coverad by thic Report
From: (Month, Day. Year) To: (Meonth, Day, Year) From: (Morth, Day, Year) To: (Month, Day, Year)
04/02/2007 09/30/2007
10. Trancaotions: 1 " 1
Pravioucly Reported Thie Cumulative
Sarlod
2. Total cutlaye $10.00 $0.00 $10.00
b. Reciplent chare of outlaye $10.00 $0.00 $10.00
o. Faderal chars of cutlaye 2.00 $0.00 5000
@. Total urliquicated obligations 000
o. Roolplent chare of uniiquicated obligations $0.00
t. Federal chare of unliquidated obligatione $0.00
@. Total Federal chare (2um of linec ¢ anc 1) $0.00
h. Total Federal fundc authorized for thic funding period $4,100.00
|. Unobligated balanos of Federal funde (Line h minuc Iine g} $4,100.00
a. Type of Rate (piaoe "x" In appropriate box)
:':o'::: DProvisional I:lPredetermined DFinal DFixed
b. Rate o. Bace d. Total Amount o. Federal Share
0.00% $0.00 $0.00 $0.00

3

2. Remarks: attach any explanations deomed necessary or information required by Federal sponsoring agency in compliance with governing legisiation.

FROGRAM INCOME

A Blook/Formula pacsthrough 30.00 C.Forfelt $0.00 E. Expended $0.00
2. Feceral Fundc Subgranted $0.00 D. Otner $0.00 F. Unexpended $0.00
13. Certification 1 oariify to the bect of my knowledge and beilef tnat thic report Ic oorreot and oompiete and that all outlayc anc unliquidated coiigations
are for the purpocec cet forth In the award documents
Typed or Printed Name and Title Telepnone (Area ocde, number and
extenclon)
tignature of Authorized Cerbifying Officla Date Report 2udbmittec

02/28/2008

$tandard Form 28%a (REV 2002)

Paperwork Reduction Act Notice. Under the Paperwork Recucton Act. a person is not required to respona o a collecton of information un'ess it
dsplays a currently va'd OME control number. We try 10 create forms and instructions that are accurate. can be easily understood, and which imposs
the least possible burden on you to provias us with nformation. The estimated average time to complets and file this application is 80 minutes per

app cation. 'f you have comments regarding the accuracy of this estma
y Management Agency. 500 C Street S.W., Washington, DC 2047

Figure 6.2-1. SF269A
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The SF269A Report template is displayed.

NOTE: Data can be entered in fields only that are yellow. Lines 1-4 are populated by

the system.

Enter the following data:

Ln 5, Recipient Internal Code or ldentifying Number... Enter, if required, an

identifying number assigned by
your organization for internal
use

L1 6, Final RePOTt......ceecoonnnnnnnnneennscossssssnnessssssssssnns Select Yes if you have finished
expending funds and recording
your required match for this
award, regardless of whether
the funds have been or will be
reimbursed by the Federal
Government, or select No

LT 7, BASIS couuanneeeeeeenieeeeneereeeeeenseeeresssscssesssscesessssesssssssnnns Select Cash or Accrual to
indicate the basis for your
accounting system in recording
transactions related to this
award

Y ) 7 N Enter Date, mm/dd/yyyy

) L /N Enter Date, mm/dd/yyyy

Enter the From and To dates for the current reporting calendar quarter as listed below:

Reporting Quarter Reports Due Not Later Than

Jan 1 thru Mar 31 April 30

Apr 1 thru Jun 30 July 30

Jul 1 thru Sep 30 October 30

Oct 1 thru Dec 31 January 30

Ln 10B, Receipt Share of OUHAYS............uueeuuueeeeeeeeeennne. Enter Outlay that when

combined with 10C sums to
amount on 104

Ln 10C, Federal Share of OUH@YsS.............euuuueeeeeeeeennne. Enter Outlay that when
combined with 10B sums to
amount on 104
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Ln 10E, Recipient Share of Unliquidated Obligations .. Enter, if required, this amount
of unliquidated obligations,
that when combined with 10F
sums to the amount on 10D

Ln 10F, Federal Share of Unliquidated Obligations..... Enter, if required, this amount
of unliquidated obligations,
that when combined with 10E
sums to the amount on 10D

NOTE: Indirect Expense will be completed only if you have a Federally approved
Indirect Cost Rate agreement with your cognizant agency.

Ln 114, Type of Rate............ueueeuuuueeeeeecsisssssssnnenensscssssnns Check, if required, the type of
rate

LR TIB, RAL......ueeanneneeeeneeeeeenreeereeneeereeneeeeesessescesennnnnns Enter, if required, the indirect
cost rate in effect during this
reporting period

LR TIC, BASE auueenuaaanneeeeeneeeeeeenneeeeeneneeseeseneeessssssssssnssnnns Enter, if required, the amount

of the base against which the
cost rate is applied

Ln 11D, Total AMOURL.........ueeeeeeeeeenneeeeeenneeerennneeeeennnnns Enter, if required, the total
amount of indirect costs
charged during this current
reporting period

Ln 11E, Federal SHAFE ........aaueeeeeenneeeeeenneereennreereennoens Enter, if required, the Federal
Government share of the
amount reported

L1t 12, REMAFKS ..uuuuueunnneeeeeieoiisssssunnnnesnsssssssssansnssssssssssnns Enter, if required

Ln 124, Block/Formula Passthrough............................ Enter, if required, the
cumulative amount of Federal
funds your State agency has
passed through to local units of
government, or other specified
groups or organizations as
directed by the legislation of
the program

Ln 12B, Federal Funds Subgranted....................ccceee.... Enter, if required, the
cumulative amount of Federal
funds sub-granted, including
amounts sub-granted to State
agencies
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L 12C, FOrfeit....ueeeeiciosssssssnnnnensscsssssssassassesssssssans Enter, if required, the
cumulative Federal portion of
forfeited assets

L1t 12D, OtRHEr.....cuuueauuuaeeeeeieioiinnvnnnnnsssscsssssssassesssssssssons Enter, if required, the
cumulative Federal portion of
program income earned from
other than forfeited assts

Ln 12E, EXPENAEd.......cceennnnnnnnnnnneneoioiissssnneneensccssnns Enter, if required, the
cumulative amount of program
income from all sources,
including forfeited assets and
interest earned, which have
been expended by your

organization
Typed or Printed Name and Title................uuuueeeeeeeeeenne. Enter your name and title
TelePHONE........ccnnnnnannneneeeiniiiisssrnnnnneensssssssssssssssssssssssnes Enter area code, number, and
extension

To route the form, click the =~ Submit Form | button.
6.2.1 Receiving Error Messages

The system imposes many edits on the SF269A entry.

0 INYALID DATE!

An invalid date was entered.

The Report To Date entered must be the end date
of a fiscal quarter { 3/31, 6§30, 9/30, or 1231 or
the actual end date of the grant { 09/30/2007 )

If assistance is needed filing your SF269a Financial Status Report online, please
contact the FEMA Customer Service Center at 1-866-927-5646.,

Figure 6.2-2. Sample Error Notification

The SF269A will not be saved if there is an error. An error message is displayed detailing the
error for correction and re-submittal. If you need assistance filing your SF269A, contact the
Customer Service Center at 1-866-927-5646 or send an email to ask-gmd@dhs.gov.
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6.3 SUBMITTING THE REPORT

Once the grantee has clicked the Submit Form button, and all information presented on the form
is entered correctly, a message is displayed on the page indicating successful submission.

Report has been submitted.

Once your on-line filing has been completed, do not Fax, mail or otherwise
submit the original paper copies of your SF269 unless FEMA requests you to do
50,

Figure 6.3-1. Report Has Been Submitted

Once the report has been submitted electronically, the grantee should not FAX, mail, or
otherwise submit the SF269 unless FEMA requests that it be done.

6.4 VIEWING THE STATUS REPORTS TABLE

Once the submission has been accepted, the report entry is displayed in the Status Reports Table
(refer to Figure 6.1-3). The system assigns a sequential number as the report number. (You may
access the Status Reports Table by following the procedures in section 6.1.)

This table consists of the Report Number, Report Start, Report End, and Submit Date, as well as
an Action column.

6.4.1 Displaying a Report

To view an existing report, from the Status Reports Table (Figure 6.1-3), select the View (PDF)
link in the Action column of the row containing the desired output.

This option enables you to modify certain fields.

NOTE: Only current quarter reports can be modified.
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SECTION 7
CHANGING USER SYSTEM SETTINGS

7.1 ACCESSING THE USERS OPTIONS

Under Users, located on the sidebar of the Main Menu page, three options are offered: Change
Password, Change Email, and Logout.

See section 2.1.1 for the procedures to change your password and section 2.2 for the procedures
to log out.

7.1.1 Changing the Contact Email Address

From the Main Menu (Figure 2.1-3), select Change Email, located under Users on the sidebar.

Federal Emergency Management Agency
Payment And Reporting System

A £ Main Grants . e
MainMenu | Help | Logout
Change Contact Email Address.
Configuration

Notification Contact: Catherine Foster

E Mail : Ifoster@dsg-inc.com

=S

@ 2001-2004, Digital Systems Group, Inc
build: 20080226_1512 {02/26/2008 03:12 PM gntqa}

Figure 7.1-1. Change Contact Email Address

The Change Contact Email Address page is displayed.

0 )T Enter in the new email address

Click the (BEZEM button to save the new email address.
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ADDENDUM A (MARCH 2008)
CANCELING A GRANT PAYMENT REQUEST

A.1 CANCELING A PAYMENT REQUEST AND RECEIVING CONFIRMATION

PARS allows you to cancel a payment request from a list that shows only those payment requests
that are eligible to be canceled; that is, only those picked up for payment processing, yet still in a
“requested” status. They haven’t yet been put through IFMIS processing for disbursement.

From the Request a Payment, Step 2 page (refer back to Figure 5.1-2), click the Cancel
Payment Request link, adjacent to the Amount Available value.

-2 Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc.
J File Edt View Favoites Toolks Help
« o= 9 [ Q @ g 9| B g = H
Back Forard Stop  Refresh  Home Search Favoites Media  History Mail Print Edit Discuss
Address [€] hitp.//id3.dsgine. q aymentRequests?g %2020084BCE 1234
Federal Emergency Management Agency
Pay t And Reporting System
Main Codes Grants [EEVUENEY Security | Reports
Grant Maintenance  Grant Maintenance
Payment Requests
Cancel Payment Request
This section allows you to cancel a payment request for your grant.
Payment Requests for Grant 2008ABCE1234
< b el 21 2 | Goo
[From Date _[To Date_[Description _____________________________JAmount _________[Action |
PAYMENT REQUEST in the amount of $50.00 was requested from GRANT
03/03/2008  03/31/2008 20034BCE1234, 50.00 Cancel
Tto1o0f1
@ 2001-2004, Digital Systems Group, Inc.
build: 20080226_1512 {02/26/2008 03:13 PM gntqa}
I |
|€] Done [ [ ntemet 4

Figure A.1-1. Cancel Payment Request Page

The Cancel Payment Request page is displayed with a table of only those payment requests for
the designated grant that may be canceled. Each entry indicates the From Date, the To Date, the
description, and the amount.

Click the Cancel link in the Action column of the row holding the payment request you wish to
void.
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‘3 FEMA -- Web Page Dialog ' X|

;; ; Please select "Yes' to confirm deletion.

Figure A.1-2. Cancel Payment Confirmation Dialog

A Confirmation dialog box is displayed.

Click the L__¥&5 | button to affirm that you want to cancel the payment request and to execute
the process. The Cancel Payment Request page (Figure A.1-1) is redisplayed for you to void
another request, if desired.

Note that the payment request you canceled is logged in the payment history (refer to Figure 5.2-
1) with the date of cancellation and a description containing the period and amount.

You receive an email with the subject, “FEMA Grant Payment and Reporting System —
Payment Requested CANCELED.” This notification recaps the period for the payment request,
the amount, the user who canceled the request, and the date of cancellation.
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ADDENDUM B (MAY 2008)
PARS REPORTS

B.1 ACCESSING THE PARS REPORTS

Access to the PARS reports is available be clicking on the Reports tab from the Main Menu.

2 FEMA - Microsoft Internet Explorer provided by Digital Systems Group. Inc.

J Fle Edit View Favoites Tools Help ‘ ()
T S~ EEE R RN A= = SR E Links
Back Eorward Stop  Refresh Home Search Favortes Media  History Mail Print Edit Discuss

Federal Emergency Management Agency
Payment And Reporting System

Grants V“ Reports |

Main Menu | User Guide Help | Logout

Main Menu Main Menu
S$F269 Maintenance
Reports . . .
Welcome to FEMA's Web Based SF269 Financial Reporting System.
Users
Change Password In our continuing effort to better serve you, we are now accepting Financial Status Reports
Change Email (SF269) through this web based system! The SF269 must be submitted to the Federal Emergency
Logout Management Agency within 30 days after the last day of each calendar quarter.

Reguests for payments against your grant will not be processed when a current SF269 has not been filed.

This web based system enables authorized users to view grant information, view previously
submitted SF2639s, and submit quarterly SF2639s online.

The following chart displays the months covered per calendar quarter, the report filing due
date, and the date a reminder e-mail will be sent to you.

m Calendar Quarter Report Due Date mail Reminder Sent
n 15t - Mar 31

The final SF269 report is due 90 days {with a 30 day grace period) after the end date of the award.

Please verify your e-mail address by selecting the Change Email menu option before
submitting other reports. This e-mail address will be used to confirm receipt of SF269 b
submissions and notify you when reports are due.

If you require assistance or have any guestions, contact our Customer Service Center at
1-ARR-9ASKOGO (1-ARR-927-AR4RY

=l
i€ [ ] @memet

Figure B.1-1. Report Tab on Main Menu
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B.2 GRANT LIST REPORT

This report displays Grant information. The report may be produced showing either summary
(Grant List) or detail (SF269 reports). The report may be generated by clicking the Grant List
Report link under the Report Name column, or the View Report link under the Action column.

3 Reports - Microsoft Internet Explorer provided by Digital Systems Group., Inc.

J File Edit Yiew Favorites Tools Help ‘ @
= . @ a | QD g @ | B S H 5 Links
Back Stop  Refresh Home Search Favortes Media  History Mail Print Edit Discuss
=
Federal Emergency Management Agency
Payment And Reporting System
Main Grants
MainMenu | UserGuide | Help | Logout
I Reports - Main Menu
Security
il(_l)_l&lﬁolol | Search
Report Name Report Description [Action |
Grant List Report This report displays Grant header information for a particular Grantee or all Grantees  View Report
EemE R El:;sn{eport will display PARS Hold Information for all or a particular Grantee as well as i
This report will display Payment Request Information for all or a particular Grantee as 8
v q D > ; 19
EgmentHequestepor well as Grant Number. Report can be viewed with detail if requested. iew Hepott
1to30f3
© 2001-2004, Digital Systems Group, Inc
build: 20080424_0953 {04/24/2008 09:54 AM gntqa}

I-|
[&) [ | @ ntemet 7

Figure B.2-1. Grant List Report on Report — Main Menu Page

The Grant List Report can be produced showing either summary or detail information. This is
determined by selecting the appropriate value from the Select Report Detail parameter
dropdown. The value Grant List will produce a summary listing of Grants. The value Grantee
Detail will display both Grant Summary information as well as detail of associated SF269
reports for each Grant.

The value in the parameter Grantee ID (Account Number) field is defaulted to the appropriate
value for the Grantee signed on and cannot be changed.
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The value in the parameter View Report As is defaulted to HTML which will display the report
in a html formatted web page.

3 Grant List Report Parameters: - Microsoft Internet Explorer provided by Digital Systems Gro... M [=] 3 |
Grant List Report - Criteria
Select Report Detail: IGrant List 'I
Gronilkt
Grantee Id [Account Number): Gran Detl
Yiew Report As: IHTML 'I
View Report  Cancel

I

Figure B.2-2. Grant List Report Parameters

To produce the report, click on the View Report link. A new window will be opened containing
the report data.

A summary report shows the following columns along with a grand total for Authorized
Amount:

Current

Grant Grant Authorized

Grant Number GranteeId Grantee Name Start Date End Date Amount
A detail report shows the Grant information listed above along with the following:

Period

Report Period End Submit Period Cumulative Unobligated Authorized

Period Date Date Outlay Outlay Balance Amt
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B.3 PAYMENT HOLD REPORT

This report will display PARS Hold Information for a Grantee. The report may be produced for
all Grants assigned to the Grantee or for a single Grant. The report may also be produced
showing either summary information or detail information. Clicking the Payment Hold Report
link under the Report Name column, or the View Report link under the Action column generates
the report.

3 Reports - Microsoft Internet Explorer provided by Digital Systems Group. Inc.

J File Edit Yiew Favorites Tools Help
@ s B @B &4 | @ @ @ @ | B 8 = H
Back Forward Stop  Refresh Home Search Favortes Media  History Mail Print Edit Discuss
Federal Emergency Management Agency
Payment And Reporting System
Main | Grants Reports
Main Menu | User Guide | Help Logout
Reports Reports - Main Menu
Security
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Figure B.3-1. Payment Hold Report on Report — Main Menu Page

The Parameter Selection page for the Payment Hold Report determines the data produced on the
report.

The value in the parameter Grantee ID (Account Number) field is defaulted to the appropriate
value for the Grantee signed on and cannot be changed.
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The report can be produced showing all of the Grants assigned to a Grantee or only a specific
Grant. To select a specific grant, either type in a valid grant number in the Grant Number field
or use the search feature. If this field is left blank, all of the grants will be shown.

The Select Report Detail parameter either summary or detail information. The value Summary
will produce a summary listing, the value Detail will display summary information for the Grant
as well as detail of associated holds for each Grant.

The value in the parameter View Report As is defaulted to HTML which will display the report
in a html formatted web page.

3 Payment Hold Report Parameters: - Microsoft Internet Explorer provided by Digital Systems Group. Inc. !Eﬂm
—_l —

Payment Hold Report - Criteria

Grantee Id (Account Number): I 970000677 'I

Grant Number: | QX

Report Detail: ISummary vl

-

Yiew Report As: IHTML 'I

View Report  Cancel

Figure B.3-2. Payment Hold Report Parameters

To produce the report, click on the View Report link. A new window will be opened containing
the report data.

A summary report shows the following columns along with grand totals for the Hold Amounts:

Grant Grantee ld Grantee Name Grant Start Grant End  Accepted Current Hold Released Hold
Number Date Date Date Total Total

A detail report shows the information listed above along with the following:

Hold Hold Reason Hold Amount Hold Status Hold Removed Hold Removed Reason
Date Date
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B.4 PAYMENT REQUEST REPORT

This report will display PARS Payment Request Information for a Grantee. The report may be
produced for all Grants assigned to the Grantee or for a single Grant. The report may also be
produced showing either summary information or detail information. Clicking the Payment
Request Report link under the Report Name column, or the View Report link under the Action
column generates the report.

3 Reports - Microsoft Internet Explorer provided by Digital Systems Group., Inc.
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Figure B.4-1. Payment Request Report on Report — Main Menu Page

The Parameter Selection page for the Payment Request Report determines the data produced on
the report.

The value in the parameter Grantee ID (Account Number) field is defaulted to the appropriate
value for the Grantee signed on and cannot be changed.

The report can be produced showing all of the Grants assigned to a Grantee or only a specific

Grant. To select a specific grant, either type in a valid grant number in the Grant Number field
or use the search feature. If this field is left blank, all of the grants will be shown.
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The Select Report Detail parameter either summary or detail information. The value Payment
List will produce a summary listing, the value Payment Detail will display summary
information for the Grant as well as detail of associated payment requests for each Grant.

The value in the parameter View Report As is defaulted to HTML which will display the report
in a html formatted web page.

ques PO ara S DSO pla provided by Digita - O] X

Payment Request Report - Criteria

Grantee Id (Account Number): I 970000677 'I

Grant Number: | QX

Report Detail: IPayment List 'I
Payment List
Yiew Report As: IHTML 'I

View Report  Cancel

Figure B-4.2. Payment Request Report Parameters

To produce the report, click on the View Report link. A new window will be opened containing
the report data.

A summary report shows the following columns along with grand totals for the Award Amount
and Total Payments:

Grant Number  Grantee Id Grantee Name Current Award Amount Total Payments

A detail report shows the information listed above along with the following:

Request Date Description Payment  From Date To Date
Amount
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