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Overview

The NEMIS HMGP Manage Project and Program Oversight process allows
FEMA Regional Mitigation Staff members to oversee HMGP projects that have
been approved. The system provides the following tools to assist users in
implementing the oversight tasks:

Field Survey Documentation - Provide access to field survey reports;

Project Management - Provides project activity and work schedule
information;

Project Checklist - Provides information and dates for critical project

actions;

Quarterly Reports - Provide quarterly reporting information throughout the
life of the project; and

Global Matching - Provide monitoring of the overall Federal share of the
program.

Table 11-1 lists questions and answers about performing project and program
oversight tasks.

Table 11-1: Manage Project and Program Oversight Tasks

ITEM ‘

Purpose

DESCRIPTION

Monitor HMGP projects and manage program oversight tasks

When
does it
start?

Throughout the disaster

Who
does it?

Regional Mitigation staff

How is it
done?

Execute six tasks:
Task 1: Document Field Surveys

Task 2: Perform Project Management

Task 3: Review Project Checklist

Task 4: Prepare Quarterly Reports
Task 5: Monitor SF-424 Information
Task 6: Perform Global Matching
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Information Requirements

Table 11-2: Tasks, Information Needed and Where It Can Be Obtained

TASK INFORMATION NEEDED LOCATION IN NEMIS
Task 1. Mitigation > Projects >
Document Field Project number and title for which | Application Development >
Surveys survey was conducted Project Info tab
Task 2:

Perform Project
Management

Work schedule information

Mitigation > Projects >
Application Development >
Work Schedule tab

Prepare Quarterly
Reports

Current Quarterly Reports

Task 3: Mitigation > Projects >

Review Project Application Development and Application Development tabs;

Checklist Eligibility Determination Mitigation > HMGP - Eligibility
information Determination tabs

Task 4:

Mitigation > Admin > Quarterly
Report

Task’5: Mitigation > Disaster >

Monitor SF-424 Funding sources for each project | Overview > SF 424 Information
Information to be assigned to the SF-424 tab

Task 6:

Perform Global Project Federal Share Mitigation > Funding > Estimate
Matching Percentage tabs
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Task 1. Document Field Surveys

1. On the NEMIS menu bar, click on the MITIGATION icon. On the Mitigation
menu, click Projects > Field Surveys (Figure 11-1).

File Disaster | Projects Funding Plans Repostory Appications Admin Window Help
| [ (Aepication Development

| Chg Disaster Che Eligibiity Determination ¥
Appeals

Field Surveys

Figure 11-1: Mitigation >Projects >Field Surveys

2. The Field Survey screen is displayed (Figures 11-2 and 11-3).

@ Field Survey: DISASTER #: 7512 M=l E3 I

Project  Final Project
Field Survey Title Subgrartee Number Approval Date Project T

00/00/0000

L | 2
[ atach | Linkto project| vew | Close |

Figure 11-2: Field Survey Screen - Left Side

\® Field Survey: DISASTER #: 7512 M= B3 I
Project Final Project
Subgrantes Number Approval Date Project Title Project Status
Ly [+
Attach | Link to Project view | Close

Figure 11-3: Field Survey Screen - Right Side
Page 11-4 NEMIS HMGP User Manual MR 3.18.02




December 2015 Unit 11: Manage Project and Program Oversight Tasks

3. On the bottom left part of the screen, click the ATTACH button. The
Attach/Scan a Document dialog box is displayed (Figure 11-4).

&

[~ Scan a Document [v Attach a DeskTop Document

Disaster Number: I 7512

Field Survey Ttle: |

Archive I Cancel

Figure 11-4: Attach/Scan a Document Dialog Box

4. Enter a unique Field Survey Title.

5. You are strongly urged to read and follow the instructions in Appendix A:
Attach/Scan Documents.

CAUTION: Attachments cannot be deleted once they have been added to NEMIS

HMGP. Please make every effort to limit the file attachment size to less
than 1GB.

6. The Successful Archive of Document message is displayed (Figure 11-5).

Document Attachment E

L]
hl .) Successful Archive of Document

OK

Figure 11-5: Successful Archive Message

7. Click the OK button. The field survey document title is displayed on the left-
most column of the Field Survey screen (Figure 11-6).
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! Field Survey : DISASTER #: 7512 [_ O] x|
Project Final Project
Field Survey Title Subgrantee Number Approval Date Project 1
ffest for You [ [~-[ [[comomoco |

Test Attachment | - 0000000

View | Close

Figure 11-6: Field Survey Screen with New Document - Left

8. Highlight the row of the document you attached. Click the LINK TO PROJECT
button (Figure 11-7).

w® Field Survey: DISASTER #: 6120 =] 3

Project  Final Project
Figld Survey Title Subgrantees Mumber Approval Date Project 1

Test for Project

Ll

Attach I Link to ijev:tl |

Figure 11-7: Field Survey Screen with New Document - Right Side

9. The Field Survey Project List is displayed (Figure 11-8).

\** Field Survey Project Selection [ %]

FEMA Amend Applic Approval Al
ProjHr Humber ID Subgrantee Hame Project Title Date Grant Amount
| 16 | 0 | 27 | Parker l_aPaz County Malti-Jurisdidion&HM|02mr2010 ] $124.775
Yuma (County) Ridgeland School Creek at Fortuna Ry 02/09/2010
18 1] 36 Maricopa (County) aricopa County Acquisition Phase 1 |02/09/2010 $105,293
[[189 | o [ 23 | Bisbee Biloxi Fire Stations Wind Retroft  [02092010 | $146,820
=
ok | Concel |

Figure 11-8: Field Survey Project Selection Screen

10.Table 11-3 describes the Field Survey Project List information.

Table 11-3: Field Survey Project List Data Fields

Page 11-6 NEMIS HMGP User Manual MR 3.18.02




December 2015 Unit 11: Manage Project and Program Oversight Tasks

DATA FIELD INFORMATION DISPLAYED

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA

Amend Number Project application Amendment Number

Applic ID Grantee project application number

Subgrantee Name Name of Subgrantee

Project Title Project Title

Approval Date Date on which the project was given final approval in the

eligibility determination process

Grant Amount Total eligible project costs (Federal and non-Federal shares)

11.Highlight the project to which the field survey should be linked. Click the OK
button. The Project is now linked to the attachment (Figure 11-9).

® Field Survey: DISASTER #: 7512 _ (O] x]

Project  Final Project
Field Survey Title Subgrantee Number Approval Date Project 1

ffest for You | [ [ [comomooo |

Test Attachment Yuma (County) 17]-| R || 02092010 | Ridgeland School Creek at For

| KTl | ]

Figure 11-9: Field Survey Linked to Project

12.0n the bottom right part of the screen, click the CLOSE button.

HINT: To track the Document Field Survey process, generate the standard Field
Survey Report. Follow the instructions described in Unit 14: Generate
Standard HMGP Reports.

NOTE: To view a document, highlight the row on which it is listed and click the
VIEW button.
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Task 2: Perform Project Management

1. On the MITIGATION menu, click on Projects > Management (Figure 11-10).

N NEMIS / HMGP Yersion 3.16.00 04/26/2013
File Disaster i Projects Funding Plans Repository Applications Admin ‘Window Help
H = :; = ( e s it e ecteatid e e e
Chg Disaster Che Eligibility Determination >
Appeals

Field Surveys

Management

Figure 11-10: Mitigation >Projects >Management

2. The Select Project List is displayed (Figure 11-11).

Fema Proj Hr| Amend Nr | Applic ID ﬂ'HH Project Title A
| 12 | | 33 [GILA COUNTY SHELTERS-NECAISE
0 [P |AZ | 9 |7512-16 LaPaz County Multi-Jurisdictional HMP Application
[ 14 | 0 | % | F | 9  |Pima County Generator Phase Il
| 1 | o | 28 [R | 9 |Cityof Phoenix Shelter Application
% [ 0o | [P | 9  |LaPaz County Multi-Jurisdictional HMP Application
1 2 AZ 9 ek at Fortuna Road Channel Impovems —|
0 R AZ 9 Ridgeland School Creek at Fortuna Road Channel Impovems
0 [ 3 |[R W 9 |Maricopa County Acquisition Phase 1
0 | 23 [ R [AZ[ 9 [BiloxiFire Stations Wind Retrofi
0 | 24 [ R [AZ[ 9 [BiloxiFire Stations Wind Retrofi
0 | 38 [R IE| 8  |Ridgeland School Creek at Fortuna Rd Channel Improvemen
1 [ 28 [ R [AZ | 9 [|Maricopa CountyAcquisition Phase | Application
hd
pit | Expendsort | [ ok | canca |

Figure 11-11: Select Project List

NOTE: The Select Project List displays all project applications, whether
they have been approved or not.

3. Table 11-4 describes the Project List information.

Table 11-4: Select Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

Disaster Nr FEMA disaster number

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA
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DATA FIELD INFORMATION DISPLAYED

Amend Nr Project application Amendment Number

Applic ID Grantee project application number

Suffix Identifies the funding type of the project—R (Regular); F
(Initiative); P (Project Management)); or M (Management
Costs)

ST State where disaster occurred

Region FEMA Region where disaster occurred

Project Title Project Title

4. Select the project you wish to manage - choose the highest amendment number
to view the most current information.

5. Click the OK button. The HMGP Project Management tab is displayed by
default (Figure 11-12).

M NEMIS / HMGP Yersion 3.16.00 04,/26,/2013

File Disaster Projects Funding Plans Repository Applications Admin  Window Help

E O 8 e W

Chg Disaster Chg Grosp  Plans NEMIS Exit

“HMGP PROJECT: DISASTER #: 7512 FEMA PROJ #: 17-R  APPLICATION ID: 37 AMENDMENT #: 1

JEEGE nagement | Funding Activiy |

ditigation Project D

Amendment Status :

Pending

Approval Status :

Approved

Project Title : Ridgeland School Creek at Fortuna Road Channel Impovement Application
Grantes © Statewide Subgrantee © “Yuma (County)

Grantes County Name : Statewide Subgrantes County Mame ©  “Yuma

Grantee County Code : 0 Subgrantee County Code : 27
Grantee Place Name : Statewide Subgrantes Flace Name : “Yuma [County]

Grantee Place Code: 0 Subgrantes Place Code : 33027

Project Closeout Date: 00/00/0000

Work Schedule Status
Description TimeFrame Due Date

Revised Date Completion Dateﬂ

F&rant Approval

| Feb 26, 2010 9 days

| 00/00/0000 | 000000 [ 00/00/0000

an'neering, Survey & Design

| Jul 16, 2010 140 days

| 00/00/0000 | 0000000 [ 00/00/0000

Federal Eligibility | Application Devl Ervirorment Conditior

Figure 11-12: Mitigation >Projects >Management >
HMGP Project Management Tab

6. The top part of the tab displays Mitigation Project Description information.
7. The bottom part of the tab displays Work Schedule Status information. For each

work schedule item, edit the Due Date, the Revised Date, and the Completion
Date if necessary.
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8. On the bottom left part of the HMGP Project Management tab, click the
FEDERAL ELIGIBILITY button to review eligibility information.

9. The Federal Eligibility tabs are displayed (Figure 11-13). Click the tab where you
wish to view information or add additional comments.

%Federal Eligibility DISASTER #: 7512 FEMA PROJ #: 17-R  APPLICATION ID: 37 AMENDMENT #: 1
Comments |
i | Laws/EOs | NEPAProcess | Cost Review | Cost Effectiveness | Attachments | Authorizations | General Comments |
Regulatory Criteria Additional Criteria CID Number  Community Name
|N - | Project conforms with State Mitigation Plan. ] - | Codes/Standards Rvw 40102 ‘uma, City Of
IN bd | Project benefits the designated area. ] v | PV Reviewy (DSR)
IN - | Project conforms with environmenrtal regulations. (] - I Engineering Review
|N - | Project solves the problem independently or ] - | MFIRA Review
iz & functional portion of the solution. m HS Review
L s 6 o
|N hd | Project is cost effective. * The beneft cost ratio is: ﬁ A78 m Other
IN hd | Project funds requested will not substitute
T e e T I - | IS Disaster Declared Areas
m FMA Place Code Place Name
|N = | Project funds are not matched or intended 99009  Graham (County)
to be matched with ancther federal authority . - |
Y N SR 99011 Greenlee (County)
' :“":"‘;““’;a:“f" ' N <] State Admin Plan 27330 Gila River Indian Reservatio
i ICaEton LIS
Withdraw | P Eligibility Determination 99007 Gila (County)
Void S [ =] applicart 33560  Hopi Indian Reservati
od_| Submission: 00/00/0000 R R
Received: 00/00/0000 v | Project Type 93017  NMavajo (County)
Release: 00/00/0000 ~| Eiigibilty Criteria 73850 Tohono O'odham Reservatic
Amendment Checklist | *This field is populated from the Cost Effectiveness tab. d | 2
Application Dev [ Complete Wark Step | Hbd Close

Figure 11-13: Mitigation >Projects >Management >Federal Eligibility

10.To exit out of the Federal Eligibility tabs, click the CLOSE button on the bottom
right part of the screen.

11.0n the bottom left part of the HMGP Project Management tab, click the
APPLICATION DEV button.

HINT: You may get the Project Eligibility Has Been Completed message (Figure
11-14). Click the OK button to view application information.

Application Developnment

’ lr) Project Eligibility has been completed, the application will be in Yiew mode only,
h‘.

Figure 11-14: Project Eligibility Completed Message

12.The Application Development tabs are displayed (Figure 11-15). Click the tab
where you wish to view information or add additional comments.
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@NEMIS / HMGP Version 3.16.00 04,26,/2013

File Disaster Projects Funding Plans Repository  Applications  Admin - Window  Help

H ® B 2 [k

Chy Disaster ChgGraup  Plang HERIS Exit

“HMGP APPLICATION: DISASTER #: 7512 FEMA PROJ #: 17-R APPLICATION ID: 37 AMENDMENT #: 1

Mairtenance Assurance | Public Motice | Attachments | Eliggikility: Review: | Property Site Invertory | Latlon | Authorization | Checklist |

Applicant Information |Pr0b\em&RiskData | Projectinto | wiork Scheduls | cCostEstinate | Match Sources | Cost Etfectiveness |
—Grantee

Ftatewida State Code: IH County Code :I o Ftatewida

Fips Place Code :I Lt} Ftatewide

— Subgrantee

I\’uma (County) State Code : IE County Code :I 27 I\’uma
Fips Place Code :I 99027 I*(uma [County)
Puklic Ertity : I I

MFIP Participation : IY vI Last CAW Date I 00,00/0000
—Subgrantee Mitigation Plan

Mo approved Subgrantee Mutihazard Mitigation Plan for this subgrantee. gy Subr Link...
Flan Type I There muzt be an mitigation plan with & valid approval date BEFORE the

. disaszter declarstion date before any projects can be approved for regular
Apryl Dt I 00,00/0000 Expire Ot I o initiative projects.

—Subgrantee Application Preparer

ITRAMMEL‘ DARLENE

Save | Serify | Sulbamit | Amend | Close |

Figure 11-15: Mitigation >Projects >
Management > Application Development

13.To exit out of the Application Development tabs, click the CLOSE button on the
bottom right part of the screen.

14.0n the bottom left part of the HMGP Project Management tab, click the
ENVIRONMENT CONDITION button. Complete Steps 14a - 14h.

HINT: The ENVIRONMENT CONDITION button is active only if the Monitoring
Required checkbox was checked for Conditions Required in the Mitigation
-2 Projects 2 Eligibility Determination - NEPA Process Tab.

By completing Steps 14a - 14h in the system, you indicate that the required
monitoring was completed.

a. The Environment Conditions dialog box is displayed (Figure 11-16).
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\*Post Approval Environmental Conditions E
Monitoring Monitoring Complete
Hame Conditions Required (4000) Entered User Required Date
NEPA ENVIRONMENTAL ASSESSMENT [This is & newr concition. View AN J pononooo <
4| | |
ok | Cancel |

Figure 11-16: Environment Conditions Dialog Box

b. Enter the Monitoring Complete Date. The system auto-fills your User
Name in the Monitoring Complete By field (Figure 11-17).

\*Post Approval Environmental Conditions [ %]
itoring itoring Comp
Hame Conditions Required (4000) Entered User Required I Date By
JNEPA ENVIRONMENTAL ASSESSMENT [This is & new condition. _View [FJORDAN Fpm 512010 wfiCharles W. Jordar
« | |
ok | Concel |

Figure 11-17: Monitoring Complete Data Fields

c. Scroll to the right to access the Comment field (Figure 11-18).

ot Approoesl rrvarerement al Londitions
Al ar i a Complets
Comeditionrs Fozsgpuimed (i) Erdered User 2| | [ B Post &pprowal
[rds = & nevr conation Wiew [EJORD AN FF-T-I‘-‘-"'-"'I" :j:hﬂs'.l‘l’..n:ln [
o L+]
or | Canzel |

Figure 11-18: Monitoring Complete Comments Field

d. Double-click inside the Comment field to access the Comment Editor.
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e. Enter your comments in the Comment Editor text area. Click the OK
button.

CAUTION: Comments entered here cannot be edited or deleted once you click the
OK button.

f. The comments you entered are displayed in the Environment Conditions
dialog box (Figure 11-19). Click the OK button.

il Post Approval Environneental Conditions
| k ing £
Condione Hequirad (3808 tntarad Uesr  Required | Ugkn ty Posed Appronsl Comirem
[T b5 8 reewe corcition wh FP-‘I"T?'I"D rlees“-' drEn ponincing for His candlion <eoune: |
L] Lo}
% | Coeel |

Figure 11-19: Monitoring Complete Comments Added

g. On the MITIGATION menu, click on Projects > Eligibility Determination >
View All. Highlight the desired project and select OK. Select the NEPA
Process tab. Note that the system auto-filled the Monitoring Complete
data fields (Figure 11-20).

ﬁFederal Eligibility DISASTER #: 7512 FEMA PROJ #: 27-R  APPLICATIONID: 18 AMENDMENT #: 0

Costlssues Comments |

Overall Review I LawsfEQs MEPA Process |CustReview| Cost Effectiveness I Attachments | Authorizations | General Cnmmentsl

Indicate Level of Review

FEMA Status
|Environmental Assessmert - Completed | Draft EA Date ﬁzmsrzm 0 v| Final E& Dste [pzmaruio vl
Firal Public Motice 209200 v' Fircling of Mo Significant Ezmng il v'
Publication Date Impact (FOMSI)
[Inttisting Public Comment of E&)
Conditions Required (4000} Monitoring Monitoring Completed
{Double Click to edit the Condition} Entered By Required Date By

Go to Project Management screen to complete the Conditions after the Environmental Review is approved.
4| | 2

Comment: B4 and Azzezament has heen completed -CJORDARN-02M0952010 20025 GMT

Append | Yiew |

Figure 11-20: Monitoring Complete Information Added to Mitigation >
Projects >Eligibility Determination >NEPA Process Tab
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HINT: All monitoring requirements for environment conditions required must
be marked complete before you can closeout the project.

h. On the bottom right part of the NEPA Process tab, click the CLOSE
button. The Project Management tabs are displayed.

15.Click the Funding Activity tab. The Funding Activity tab displays approved
Project Costs, and Allocation/Obligation history (Figure 11-21).

“HMGP PROJECT: DISASTER #: 7512 FEMA PROJ #: 3-P APPLICATIONID: 6 AMENDMENT #: 2

HMGF Praject Managermett

Total Approved Federal Totsl Approved Federal  Mon-Federal  Total Approved Non-Fed
Filter Iet Eligikle Share Percent Share Amourt Share Percent Share Amount
’7 Approved Al & ‘ | $10,500 | 95.00% £9,975 | 5.00% $525
Previous Project Allocations
Alloc  IFMIS Fizcal  ES Support ES Amend Proj Alloc Amount Grantee Admin Subgrantee Admin Total -
Mr  Status  IFMIS Date  Submission Dt Year Req D umber Fed Share Amount Amaount Alloc Amount
2 I A 03101 /2010 | 02/26/2010 | 2010 806719 2 $9.975 0 30 $9.975
3 I A 05062010 | 05042010 | 2010 06719 3 §-9975 $0 30 $-9975
4 I 0000000 | 05062010 2010 06719 4 §9.975 J0 0 $9.975
-
4| | »

Previous Project Obligations

Project Obligated

Action  IFMIS Fiscal ES Support ES Amend  Amourt - Fed  Grantee Admin Subgrantee Admin  Total Obligsted
bumber Status  IFMIS Date  Submission Ot Year Reg ID Murmkber Share Amourit Amaourit Amourt
| 1 | &, |osr30r201n |usraor201o |2o1o | B46E25 | ] | $9,9?5| $n| $u| §0,975
| 2 | &, |08m4r201n |u?r13r2010 |2D1D | 546954 | 3 | $.9,9?5| $n| $D| $-2.975
| 50 | | ]| 0
4| | i

Figure 11-21: Funding Activity Tab

16.1f you wish to view Funding Activity information only for Approved projects, click
inside the “Approved” radio button in the Filter field (Figure 11-22).

HMGF Froject Management Fundin

Fiter ———
’7 Approved & Al O

Figure 11-22: Approved Filter

17. When you are done reviewing Funding Activity information, click the CLOSE
button.
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Task 3: Review Project Checklist

1. On the MITIGATION menu, click on Projects > Checklist (Figure 11-23).

“NEMIS / HMGP Yersion 3.16.00 04/26/2013
File Disaster | Projects Funding Plans Repository Applications Admin  Window Help

B {  Application Development
ChgDizaster Che  ENgibility Determination  »
Appeals

Field Surveys
Management

st

Figure 11-23: Mitigation >Projects >Checklist

2. The Project Status List is displayed (Figure 11-

24).

b;‘-.‘.Prujecl: Status Disaster # 7512 ST: AZ

Project  Project  Aplen Submit &plen Rowd  Final Appry
Dstr b Aplenld Amend Mr Status Date Date Date

Approved 017132010 01372010 011972010 (
Withdrawn 02032010 02032010

Approved 121772009 121772009 1217720091
Void 0121200 017212010

Void

Void

Approved 02032010 01/252010 0203720101
Approved 02042010 02022010 02047220101¢

= o o o = O =

Title

Test project

Test project

WakR11 Allocation test praject
WAMRTT Allocation test project
Project of Test

acq demo

Conchize Courty Multi-Hazard Wit Plar
Conchize County Multi-Hazard Mit Plar

Ok I Cloze |

=

Figure 11-24: Project Status List

NEMIS HMGP User Manual MR 3.18.02
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3. Table 11-5 describes the Project Status List information.

Table 11-5: Select Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

Dstr Nr FEMA disaster number

Aplcn Id Project application ID number

Project Amend Nr Project application Amendment Number

Project Status FEMA review status of the project, represented by 5
descriptors: Approved, Not Approved, Withdrawn, Voided or
Pending

Aplcn Submit Date System-generated project application submission date

Aplcn Revd Date If the project application was submitted in NEMIS HMGP,

same as the Application Submit Date

If the project application was submitted in hard copy, date
received at the FEMA Regional Office.

Final Apprv Date Date the FEMA application approval was reported in NEMIS
HMGP
Title Project Title

4. Click the OK button. The Project Checklist screen is displayed.

5. In the Select field, scroll down to select the project whose checklist you wish
to view (Figure 11-25).

“Proiect Checklist for Disaster # : 7512 State: AZ

Select © (pizgster Mr Praject e Aplcn ID Amend Mr == Titls -

7512 2 1 1 Test project = m

For Details ... Goto

Lpplic Dvip... I

Dizaster # : Project Mumber Axmend M State 092052011

Project Info... I Funding Est... I
Fed Eligibilit_l,l...l

Allacations. . I

Obligations. .. I

Clogeout... I

Appeals... I

Figure 11-25: Project Checklist Select Field
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6. Click the RETRIEVE button. The Project Checklist information is displayed
(Figure 11-26).

7

ﬁProiect Checklist for Disaster # : 7512 Sktate : &F

Select : |pizaster 1 Project Mr Aplcn ID Amend ke #==  Title -
a2 2 1 1 Test project -
Disaster # . 7512 Project Mumber : 1 Amend Mr ;1 State ' AZ 050357201 2
Application Dev @ Complete 017212010 Regional PIO Date : | 00/00/0000
- <] SF424 Received [ Lol Revd
Fraject Info... Application Submited: | 01/21/2010 Funding Estimate [5] Complete
Eligibility Review [ ] Complet= Allocation{s} Submit Date : | DODDAOOO0 |*
Diate Project Received @ | 017212010 sllacation Amt - $295 000 .
Cost Review Completed : | 01721752010 ) ) : -
Cost Revisw Elig Amt: | $380,000 |+ Obligation(s} Submit Dat=: | 00000000
LanvsiEQs Completed - [ 0172172010 Ohligation Amt: | $295,000 |*
REPA Documentstion Completed ; | 01/21/2010 Project Closeout [ | Complete [ 00/00/0000
Environmental Officer Fwwy Completed @ | 015212010 Final citr Rpt Rowd @ | 00000000
Project Decision Concurrence : | 02M0/2010 Smartlink Report Date ;| 000040000
Project Status : “oid Project Clozed Date: | 00/00/0000
Final Project Approval Date : | OF/2002010 = [Ellueng St Costis
== | gtest AllocationdOhligation
*** Highest Amendment Mumber
Project Appeals Appeal State Appeal Received  Decision

|zsue

Lewvel

|

Letter Date  FEMA Region Date  Due Date

2|

] S

Retrieve I

For Detailz ... Go to
Applic Dvlp... I
Funding E=t... I
Fed Eligibilit_l,l...l
Allacations. . I
Obligations... I
Closeout. .. I
Appeals... I

Fraoject Surnrnar_l,ll

*

Print I
Close I

Figure 11-26: Project Checklist Information

7. You may select multiple projects by holding down the Ctrl key and selecting
the desired rows (Figure 11-27).

File Disaster Projects Funding Flans Repository  Applications  Admin Window  Help
[z D =] & k=
Chg Dizaster Chg Group Flans MERIE Exit

mproiect Checklist for Disaster # : 7512 State : AZ

Far Details ... Goto

Select : [pisaster Mr Project Mr Splen 1D Amend e #+  Title -
-
Disaster #: 7512 Project Mumber : 1 Amend ez 1 State : AZ 05032012
Application Dev E Complete o2 s2010 Regional PIO Date : | 00000000
Braioct Inf [<] SF424 Received [ Lol Rovd
roject Info... I o . .
Application Submitted: | 01292010 Funding Estimate [£] Complete
Eligibility Review [ complete Allocation(s) Submit Date : [ D0A0D000
Date Project Received : | 01212010 Allocation Amt - $208,000 |+
Cost Review Completed : | 01212010 _ )
Cost Review Elig Amt - $360,000 . Obligation(s) Submit Date : | 00/000000 | *=*
LanvsEDs Completed : | o/212010 Ohligation Amt - | $298,000 [«
MEP &, Documentation Completed : [ ot/212010 Project Closeout [ | Complete | D0/00/0000
Environmental Officer Rywy Completed @ | 017212010 Final otr Fpt Rowd @ | 00000000
Project Decision Concurrence @ | 020002010 SmartLink Report Date © | 0000000
Project Status : “oid Project Closed Date: | 00000000
Final Project Approval Date : [ 07/2002010 * Excluding Admin Costs
= | atest Allocation/Obligstion
*#** Highest Amendment Mumber
Project Appeals Appeal State Appeal Received  Decision
Lewvel lzsLe Letter Date  FEMA Region Date  Due Date
4| | =]

Applic Dvip... I
Funding E=t... I
Fed EIigibiIit_l,l...I
Allocations... I
Obligations. .. I

Clozeout... I

Appeals... I

ET

Froject Summar_l,JI

Frink I
Close I

Figure 11-27: Selecting Multiple Projects
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8. Click the RETRIEVE button. The system retrieves the checklist for each of
the selected projects. Scroll arrows are displayed on the top left part of the
screen to allow you to scroll to each project checklist (Figure 11-28).

\*ﬂ?roiect Checklist for Disaster # :7512 State : A2

Disaster N Project Nr Aplen ID Amend Nr T
7512 2 1 V3MRI1 Allocation test project
7512 2 1 1 Testproject

\aelect :
ﬂ - Retrigve |
For Detals . Goto |

Figure 11-28: Scroll Arrows for Navigating Between Projects

9. On the right side of the Project Checklist screen, buttons provide access
to the different NEMIS HMGP areas (Figure 11-29).

For Details ... Goto
Applic Dvip...
Funding Est...
Fed Eligibility...
Allocations. ..
Obligations...

Closeout...

Appeals...

[ EEUREEE

Project Summary

Figure 11-29: Buttons to NEMIS HMGP Areas

10.Clicking the desired button displays the NEMIS HMGP screen where the
information was entered.

11.0n the bottom right part of the screen, (See Figure 11-27), click the
PROJECT SUMMARY button. The Project Summary report is displayed
(Figure 11-30).
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09:20/2011 FEDERAL EMERGEHCY MAHAGEMENT AGENCY
11:26 HAZARD MITIGATION GRANT PROGRAM
PROJECT SUMMARY REPORT
Disaster Mumber: 7512 State: AZ Fegion: 9 Declaration Date: 11182009
FEM A Amend  State  Status Project App Submit - Eligibitty Ervironmertal Final Project Pr
Project # Mumber App D (1) Title Diate Review Date  Reviews Date  Approval Date  IFMIS Date )
2.R 0 1 Y Test project MAS2010 0IMS2010  MM9200  01A9200 02092010
2-R 0 1 Y Test project MAs2010 IMS2010  MM9200  01A9L20M0 0zH7i200
PRCWECT £
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009 12M7/2009
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009 12M7/2009
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009
PROJECT £ o
.| | _’l_l
Frint | Closze |

Figure 11-30: Project Summary Report

12.0n the bottom right part of the screen, click the CLOSE button to exit out

of Project Checklist.
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Task 4a: Create and Submit a New Quarterly Report

1. On the MITIGATION menu, click on Admin = Quarterly Report (Figure 11-31).

File Disaster Projects Funding  Plans Repositary Applicationslndmin window  Help
“ E @ E?i & n¢ Project Type Matrix Information Ale+T

Chyg Dizaster Chg Group Planz NEMIZ Exit Project Matrix Adriniskr akion Alt+1
lManaging Grantes Agreement Raoles Alt+E
Assigning Grantee Roles by Project AlE+S

Quarterly Repart Alt+Q

Altrr
Benefit Cost Report Alt+E

Cross Disaster Environmental Conditions Repork Alt+C

LetterMemo Templates AlL+E
Scan Alt+

Figure 11-31: Mitigation - Admin > Quarterly Report

2. The Quarterly Report screen is displayed. To create a new Quarterly Report for a
project, highlight the project and click the NEW button (Figure 11-32).

mQUARTERLY REPORT: DISASTER #: 6385, STATE : CA, REGION #:9
- FEMA Users Only

|
MT Project  Date Tatal Eligible Federal Share  Date Federal Excess  Deabligation Project Fiscal Year Quarter Number_;l
Murnber  Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Armnount  Status
4 05062011 26667 20000 054172011 Ces ® No Closed
B 5/06/2011 4189055 3141794 0541972011 es ® No Open
11 0548/2011 523000 396750 054192011 Cves ® Ng Open
16 0510/2011 B0000 45000 05/10,/,2011 ®es L o Closed
374490 51172011 T es ® No Open
094112013

J

Import | Submit &l | Subrnit | Save | Tles Delete | Close |

Figure 11-32: Mitigation = Admin = Quarterly Report = New

3. Select the Fiscal Year and Quarter Number from the pull down menu. After the
Fiscal Year and Quarter Number pulldowns are selected, the rest of the project
information(Application ID, Amendment Number, etc.) auto populates and the
lower half fields are available for data entry (Figure 11-33).
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“QUARTERLY REPORT: DISASTER #: 6385, STATE: CA, REGION #: 9

—FEMA Users Only |

MT Project Date Total Eligible Federal Share  Date Federal Excess  Deaohbligation Project Fiscal Year Quarter Number 4]
Mumber Approved (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2014 ~]f2 B

i D5/06/2011 26667 20000 054172011 ) Yes ® g Closed IQD14 ;”3 ;}

i} 05062011 4133053 3141794 051272011 ) Yes @ g Cpen [2074 ;”,_1 =]

11 D5/18/2011 525000 395750 05/19/2011 ) as @ Ng Cpen l2015 _'_”1 LI

16 D5/10/2011 B0000 45000 0541072011 @ yes U Closed

21 05/10/2011 495320 374450 05/11,2011 Cpen |D1 I ..

{2015

-

Application ID:I 363 Project Amendment Number:i 1 Project Type: |R Report Generation Date: EQI1B.-QD15 Applicant ID:ﬁDD-DDDm-DD

Froject Title: [City of Dariane 5 Residential Structure Acquisition - Cristina Fublic Entity ID:i 0001
Subgrantee Name: [DARIANE APPLICANT FIPS Code: It
s r— NOT SUBMITTED

Final Report : m
Status : | =l Cost Code: l_____]

Federal Funds Disbursed: l—' Total Grantee Drawdown: I_-
Percent Work Completed: l_—% Date Final Payment made to Subgrantee: ﬁaﬁaﬁﬂ_ﬂﬁ
Subgrantee Expenditure To Date: l____ Last Drawdown Date: lﬁﬁﬁm

Approved Completion Date: Fﬁfﬂﬁ?ﬂﬁﬁﬁ Time Extension: YES '@ MO
Actual Completion Date: Eﬁﬁﬁuﬁ Time Extension Date: m
Property D List™ i Tatal Properties: I_
Comrment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID AS DISPLAYED IM THE PSI FOR THE PROJECT. (SUPPORTS GAC AFR)

Import I Subrit Al I Submit | Save I Iew Delete | Close |

Figure 11-33: Quarterly Report Input Screen

4. Enter data in the available fields. After entering data, you may Save the report, or
Delete the report and start over.

After data entry always save the report before submitting.

When the SUBMIT button is selected a series of validations is conducted to
ensure the data entered is appropriate.

7. Once a report is submitted by selecting the SUBMIT button and by completing
the validations, it can not be edited or deleted. An exception is that if the status
is Closed, which automatically generates Final Report = Yes, the status of a
Submitted closed report may be amended, then saved and submitted as
ammended. The Final Report will revert to = NO. Every project is required to
have a status of Closed, Final Report = YES and be Submitted when all project
activities are completed.

8. Except when importing several Quarterly Reports for a single project, a second
report for a project cannot be newly created manually unless the previous report
has been submitted. Attempting to do so will generate an error message (Figure
11-34).
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Error

L
_ lr) Unsubritked report exist prior to this Quarter. You cannot create new Quarkerly report.
e

Ok

Figure 11-34: Validation error message

9. Ensure you have entered all of the required information before submitting a
report. As data is entered, certain validations will be performed (Figure 11-35).

' 'E Ikem '0000-10-30 00:00;00:000000" does nok pass the walidation kest,
*

Figure 11-35: Validation message: Item does not pass the validation test

10. A series of Warning messages are generated as you attemp to submit a
Quarterly Report. The first message will ask if you are sure you want to submit
(Figure 11-36). Select Yes or No.

wWarning

‘?ﬁj Lare wou sure wou wank ko subrik?

Yes I Mo I

Figure 11-36: Validation warning

11. After selecting Yes, the validation messages will begin. The Total Properties
field and the Property ID list are required entries (Figure 11-37). After selecting
OK, enter the required data and select the Submit button again. The validation
will continue.
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W$QUARTERLY REPORT: DISASTER #: 6385, STATE : CA, REGION #: 9
~FEMA Users Only

MT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project Fiscal Year Quarter Number ]
Murber Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2014 x]|3 =z
3] 05/06/2011 26667 20000 0541772011 I Yes ® No Closed 2014 ][4 4|
B 05/06/2011 4189058 41794 05A19/201 I Yes ® No Open |2015 -I 7 5
11 05/18/2011 524000 3596750 Das19.201 T Yes ® No Open B | B =
16 0510/201 60000 45000 054102011 ® s L No Closed g g
(1 05:10/201 4593320 374490 p5/11/2011 ) Yes ® Np Cpen
Application ID.I 868 Project Amendment Mumber. 1 Project Type: IR Report Generation Date: [10/16/2015 Applicant ID.EDD-UDUU‘\-DU
Project Title: |City of Dariane & Residential Structure Acguisition - Cristina Public Entity 10 Euom
Subgrantee Name: [DARIANE APPLICANT FIPS Code: D
r— Recipient User Only
Final Report : |5YES @ ND
Status : |On Schedule ; Cost Code: [Cost Unchanged 'I
Federal Funds Disbursed 100 Total Grantee Drawdown: 50
Percent Wark Completed a0 % e ent made to Subgrantee: i [3/30/2120
'.0_' Property ID List must be entered.
Subgrantes Expenditure To Date 1000000 - Last Drawdown Date: [10/30/2015
Appraved Cormpletion Date: [10/30/2015 Tirme Extension: YES @ NO
Actual Completion Date: [J0/00/0000 Time Extension Date: 0/00/0000

Property 1D List™ Total Properties:

Camment: [Prior to submitting the repont all data entered will be validated

* FOR ACQUISITION PROJECTS: LIZT ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID AS DISPLAYED IN THE PSI FOR THE PROJECT. (SUPPORTS GAC AFR)

Import | Submit Al | Submit I Save | ey | Delete | Cloge |

Figure 11-37: Validation message: Total Properties must be entered

12. Additional validation messages may be received. Each time a message is
received, select OK, correct or enter the validated data and start the submittal
process again.

13.If Yes is selected in the Time Extension field, a time extension date must be
entered. If a date for Time Extension Date is entered, Yes must be selected
(Figure 11-38).

Cost Code: |C|:|5t Unchanged =]
Total Grantee Drawdown: | 1000250
Fayment made to Subgrantee: m
Last Drawdown Date: Im
Tirme Extension: |2 vES - O
Time Extension Date: m
T Total Properties: I—

Figure 11-38: Time Extension and Time Extension Date fields

NOTE: Validation messages will be displayed if the Time Extension Date is not
after the decleration date or is not a date in the future

14.1f project Status = Closed then Date Final Payment made to Subgrantee is
required (Figure 11-39).
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le) Coabe Final Payment made bo Subgrantes is required § Stabus is Tlosed,

5

Figure 11-39: Validation message: Date Final Payment made to Subgrantee is
required if Status is Closed

15.1f project Status = Closed and Final Report = Yes is selected then Actual
Completion Date is required (Fugure 11-40). Validation will also be conducted to

verify date entered is equal to or less than the current date but greater than the
decleration date.

Yalidation Ed

L]
. lr) Ackual Completion Dake musk be enkered,
'\-.___

(] I

Figure 11-40: Validation message: Actual Completion Date must be entered

16.0nce the validation is completed and the report is submitted it cannot be deleted.
The Delete button is greyed out and not active when a submitted report is
selected.

17.0ther Validation messages that will be received if appropriate are:

a. Status must be selected / Cost Code must be Selected / Subgrantee
Expenditures to Date must be entered / Last Drawdown Date is required if
Status is closed.

b. When submitting a Final Report for a closed project, entries must be made
in the FEMA user’s only section by a FEMA employee with the appropriate
position. When attempting to submit a Final Report Validation messages
may include: Calculation of UDO must be entered / Excess Funds must
be entered / and Deobligation Amount must be entered.

18. Any attempt to create a new report for a project in a Fiscal Year and Quarter that
already exists as a submitted report will result in the message below when
attempting to Save or submit the duplicate report. The message will be specific
as to the FY and Quarter of the duplicate data (Figure 11-41).
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Yalidation

L]
\ ll') Fiscal vear 2013 and Quarter Mumber 4 combination already exist,
.\‘-'.

I

Figure 11-41: Validation message: Actual Completion Date must be entered

19.Select OK, and then delete the duplicate report by highlighting and selecting the

Delete button.
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Task 4b: Create and Submit a Subsequent Quarterly Report

1. On the MITIGATION menu, click on Admin = Quarterly Report (Figure 11-42).

Fle Dister Projcts Fundng Plns Repostory Apokcatons | Adrin Window Hel

m 6 8 ¢ Profect Type Matrix Information raes
;m‘?mugn-w e e E: Projact Matrix Administration fras)

Figure 11-42: Mitigation = Admin = Quarterly Report
2. The Quarterly Report screen is displayed. To create and submit the Quarterly
Report for the next quarter, highlight the appropriate project and select New.

3. Select the subsequent Fiscal Year if applicable and/or the next Quarter Number
(Figure 11-43).

ggqumnmu' REPORT: DISASTER #: 6385, STATE: CA, REGION #:9
- FEMA Users Only |

MT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project
Mumber Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status
i 05/06/2011 26667 2000005172011 es ® ho Clozed
B 105/06/2011 4189055 3141794 [05/158/2011 T Yes ® Na Open
11 051872011 529000 396750 05/19/2011 7 Yes ® ho Open
116 05/10/2011 60000 45000 05/10/2011 ® ves o Clozed
21 05/10/2011 459320 374450 05122011 T Yes ® No Open

Apnlication 10: 8965 Project Amendment Mumber: | 1 Project Type: |R Report Generation Date: |1 0A15720 ID:ﬁDD-DUDDW-DD

Project Title: |C\Iy of Dariane 5 Residential Structure Acquisition - Cristina ty (D liuum
Subgrantee Name: [DARIANE APPLICANT ode: i
r Recipient User Only

Final Report : [OYES ®NoO
Status : W Cost Code m
Federal Funds Disbursed: 100 Total Grantee Drawdown I—SU
Percent Work Completed: I—SD% Date Final Payment made to Subgrantee m
Subgrantee Expenditure To Date: Iw Last Drawdown Date lm
Approved Cormpletion Date: Im Time Extension YES ®NO

Actual Completion Date: m Time Extension Date m

Fropery ID List™; I Total Properties l—

Camment: |Prior to submitting the report all data entered will be validated
* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID A% DISPLAYED IM THE PSI FOR THE PROJECT. (SUPPORTS GAO AFR)

Import | Subrnit &l | Subrmit | Save | e Delete | Cloze |

Figure 11-43: Subsequent Fiscal Year and Quarter Number
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NOTE: To avoid duplication of effort the information in the previously submitted
report is replicated in the new report. Update or edit the existing
information, add any new information such as a change in Status or Cost
Code or Time Extension, and select Submit. The new report will go
through the validation process.
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Task 4c: Import a Quarterly Report Spreadsheet

1. Enter the project data into the spreadsheet. The spreadsheet template is
available within the HMGP MR 3.17.00 Release Notes or contact your FEMA
Regional Office.

2. The spreadsheet can be used to import a single report, or to import data for
either multiple projects within a single disaster (Figure 11-44), or to import
multiple Quarterly Reports for a single project within a disaster (Figure 11-45).

l}‘;‘] Quarterhy_Report
A B C D =
DISASTER APPLICATION FISCAL QUARTER |[PROJECT
1 NUMBER 1D YEAR NUMBER [NUMBER 1
2 6385 821 2013 1 4|
3 6385 855 2013 1 10|
4 B335 857 2013 1 11|19
5 6385 860 2013 1 141(=

Figure 11-44: Import a single report or multiple projects
within a single disaster

l:‘l] Quarterly_Report
A B C D =
DISASTER APPLICATION FISCAL QUARTER | PROJECT

1 NUMBER 1D YEAR NUMBER |NUMBER |COS]
2 6385 861 2013 1 16 |Cost
3 6385 861 2013 2] 16 |Cost
4 65385 861 2013 3 16JCost
A

Figure 11-45: Import multiple Quarterly Reports for a single
project within a disaster

NOTE: To be successful, the data for the project must be entered in near entirety
and must be entered correctly. No duplicates within the spreadsheet or of
existing reports is allowed.

3. After entering the data for a single project or multiple projects in the spreadsheet,
select the Import button. Navigate to the location of the saved spreadsheet,
highlight the spreadsheet file, and select open. You can also double click on the
spreadsheet to open (Figure 11-46).
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Fil= Disaster Projects Funding  Plans Repository  Applications  Admin wWindow  Help
[ =] & 1 3
Chg Dizaster Chg Group Plunz MEMIS Exit
# QUARTERLY REPORT: DISASTER #: 6385, STATE : CA, REGION #: 9 =] E3
— FEMA Uszers Only
MT Project Date Total Eligible Federal Share Date Federal Calculation Excess Funds Deobligation _=||Fiscal Year Guarter Mumber
Murnber Approved  (Total Approved Obligated Share of UDO Arnournt
Costs) Obligated
I 26667 | 20000 ps/17/2011 | [Ces ®no |
S058 3141734 05/19/72011
10 695625 05102011 ' Yes ®ho
11 05/19,.2011 529000 396750 05/19/2011 DYes ®Np
14 05/18/2011 350000 285000 05102011 D ¥es @ pp ;l
Select File E
Look in: I [ Deskiop LI & B o BE-
D My Docurnents
J My Computer
My Network Places
| TOL Import Sheets
iQuarkerly_Report
File name: Iﬂualterly_F! eport Open I
Files of twpe: IEKCE| Files [**L5x] LI Cancel |
s
Imnport, I Submit | Save I (=0 | Delete I Cloze |

Figure 11-46: Select the spreadsheet file

4. The system will go through the spreadsheet row by row and column by column
and report any missing or ill-formatted data in need of validation. When
importing, the spreadsheet data is validated. You may receive one or more
importing error messages (Table 11-7). When you receive an importing error
message, select OK, go back to the spreadsheet, fix the error identified in the
message and repeat the import process.

HINT: To save time attempting to conduct multiple imports of the same
spreadsheet, ensure you fill out the spreadsheet to accurately identify the
disaster number, project number, and application ID, as well as the Fiscal
Year and Quarter Number the import is intended to populate. It is best if
all requested data can be entered on the spreadsheet in the format
expected prior to attempting to import the first time.

5. If there are no importing errors, the “Import completeled successfully” message is
displayed.

6. Select OK. The data imported for the project is displayed (Figure 11-47).
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December 2015

\"SQUARTERLY REPORT: DISASTER #: 6385, STATE: CA, REGION #: 9

BE |

- FEMA Users Only

|

MT Project  Date Total Eligible Federal Share  Diate Federal Excess  Deobligation Project (it el E o L

Mumber Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2014 =1 =

la 5062011 JBBB7 20000 [05/17./2011 | % [ =z =]

| Iz =k s

5/18/201 529000 396750 05197201 Open 012 = m

16 15/10/2011 B0000 45000 0541072011 Closed =TT m

21 05102011 499320 374490 054112011 Open

23 n5A10/2011 2778667 1000 0941142013 T fes ® No Open 3

Application ID'I 853 Project Amendment Number: 1 Project Type: IR Report Generation Date‘l 0000000 Applicant \D'i 00-56330-00

Project Title: ISafernnm at Pechanga Elementary School

Fublic Entity ID'I

Subgrantee Mame: |Pechanga Indian Reservation

FIPS Code: EEESD

NOT SUBMITTED

r Recipient User Only

Final Report : m
Status ,m
Federal Funds Dishursed: 1000
Percent WWark Completed: |71DD Yo
Subgrantee Expenditure To Date: |—1DD
Appraved Completion Date: lm

Actual Completion Date: 521'1 272015

Property ID List™: I

Total Grantee

Total

Date Final Payment made to Subgrantes: ﬁ2f12f2015

Last Drawdown Date: ﬁh“ZDfZDWS

Time Extension:

Time Extension Date: E2f12f2015

Cost Code: |Cosl Unchanged =
Drawdown: | 100

YES IND

Properties: I

Comment: |test

*FOR ACQLISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS GUARTER BY PROPERT™Y ID AS DISFLAYED IN THE PSI FOR THE PROJECT. (SUPPORTS GAC AFR)

ey Close

Import | Submit &l | Submit | Save | Delete |

Figure 11-47: Data imported into Quarterly Report screen

7. Once imported, the Quarterly Report information can be edited, saved,
submitted, or all three. The import process is not considered complete until the
report has been submitted and all potential data validations, as discussed in Task

4A, have been cleared.

8. If you try to import or enter the same Quarterly Report as was imported or
entered previously, the system will display a validation message: Duplicate Fiscal
Year and Quarter Number combination. The report will not be imported a second

time.

9. Select OK. The “Quarterly Import Failed” message is displayed. If you try to
import a blank spreadsheet, a “No valid rows found in the spreadsheet to import”

validation is displayed.

10.When attempting to import a spreadsheet with one project or several, you could

encounter any one of the validation messages. PI
section at the end of Unit 11.

ease refer to the Reference
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Task 4d: Delete a Previously Submitted Quarterly Report

1. Ensure you are signed on with the Hazard Mitigation Operations Specialist
(HMOS) group ID. If you are not, change the group ID to HMOS.

NOTE: In rare instances, a deletion may be necessary to allow for the submittal
of a corrected QPR. Only users with the Hazard Mitigation Operations
Specialist (HMOS) role can delete a submitted QPR. The deletion must be
approved by the Grants Implementation Branch at Headquarters. To
obtain approval, the Regional Branch Chief should email the HMA inbox
at HMAProgram@fema.dhs.gov

2. On the MITIGATION menu, click on Admin - Quarterly Report.

3. The Quarterly Report screen is displayed. To delete a previously submitted
Quarterly Report, highlight the report (Figure 11-48). If the report meets the initial
criteria for deletion, the Delete button will be available.

K@ QUARTERLY REPORT: DISASTER #: 6385, STATE : CA, REGION #:9 =1 B3
- FEMA Users Only =
MT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project Fiscal Year Quarter Number
Mumber  Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2013 =2 d|
4 15/06/2011 26667 20000 051752011 T e ® Mo Closed !2013 =3 |
05/062011 4185053 3141794 05192011 O es ® Mo Cpen | Bl [
15/13/2011 525000 3965750 5122011 Cpen
ESHDD_DH | 499320‘ 374490 ESIHQDH | |Open
502011 | 2773667 | 1000 05411/2013 [COves® g | [Open
Application ID:I 861 Project Amendment Numher:| 0 Project Type: IF' Repart Generation Date: i 40472014 Applicant ID:i 01-00562-00
Project Title: iCity of Alameda, HM Plan - Majica Fublic Entity ID:I
Subgrantee Name: [Alameda FIPS Code: EEQ
r— Recipient User Onhy
Final Report : [OCYES ®NO
Status |On Schedule | Cost Code: |Cost Unchanged 'I
Federal Funds Disbursed: 35000 Total Grantee Drawdown: I 35000
Percent Woark Completed: | B2 % Date Final Payment made to Subgrantee: i 0/00/0000
Subgrantee Expenditure To Date: I 35000 Last Drawdown Date: 564’063’2013
Approved Completion Date: ' 3/1352014 Time Extension: YES ®NO
Actual Completion Date: ED.-’DDIDDDD Time Extension Date: ﬁDfDDfDDDD
Property D List™ I12123 Total Properties: I 2.
Comment:
* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID AS DISPLAYED IN THE P3| FOR THE PROJECT. (SUPPORTS GAD AFR)
This Quarterly Report is submitted and cannot be modified amanore except status.

Import | St &l | Submit | Save | Iesn I Delete | Cloze I

Figure 11-48: Submitted Quarterly Report

4. Click on the Delete button. The warning window is displayed (Figure 11-49): Are
you sure you want to delete? Select Yes or No. If yes, the selected QPR will be
deleted.
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“FEMA Users Only —

|

MT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project Fiscal Year Quarter Murnber

MNumber Approved  (Total Approved Costs)  Ohligated  Share Obligated Funds Amount  Status 2013 =lJ2 d|
4 05/06/2011 26667 20000 D5A7/2011 3 Yag @ hg Closed |2013 ;”3 =]
a] 5:06/2011 415859055 3141794 051972011 Cfes ® o Cpen 1201 4 i
11 05/18/2011 529000 396750 Da/M19/2011 3 ¥ag @ pg Open I

1 ESHDQU’H | 499320' 3?4490E5f11f2011 |%YES%ND | Open
23 0sA0/2011 | 2775667 | 100009/11/2013 [Crves @ g | [Open

Application ID:I 861 Project Amendment Numher:l 0 Project Type: IF' Report Generation Date:' 40472014 Applicant ID:F 01-00562-00

Project Title: ICity of Alameda, HM Plan - Majica Public Entity ID:I
Subgrantee Name: jalameada FIPS Code: EEQ
 Recipient User Onhy

Final Report : |5YES ®NO
Status : |On Schedule Cost Code: |Cost Unchanged 'l
Federal Funds Disbursed: I 35000 Total Grantee Drawdown: I 35000

Percent Wark Completed: | G2 % e ent made to Subgrantes: ' 0/00/0000
Subgrantee Expenditure To Date: | 35000 'e' Are yOU sUre you wank to delsts? Last Drawdown Date: DE/06/2013

Approved Completion Date: m Time Extension: YES '@ NO
Actual Completion Date: 'm o | ’TI Time Extension Date: m
Property 1D List™ |12123— Total Properties: |—2
Comment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY FROPERTY ID A5 DISPLAYED IN THE PS| FOR THE PROJECT. (SUPPORTS GAD AFR)
This Quarterhy Report is submitted and cannot be modified amanore except status.

Import | Submit &1l | Submit | Save | ey | Delete I Close |

Figure 11-49: Warning window - Are you sure you want to delete?

NOTE: The deleted report can be recreated as new and saved by any of the
approved users (HMO, MA, MTSU and SAO). However, if outside of the 45
day submittal window for the selected QPR, only the HMOS user while in
the HMOS group can submit the replacement QPR. Until the newly
created QPR is submitted by the HMOS, the Fiscal Year and Quarter
Number of the QPR will display in Red Font and when selected the QPR
will display NOT SUBMITTED across the body of the QPR (Figure 11-47).
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Task 5: Monitor SF-424 Information

NOTE: NEMIS HMGP assumes that one SF-424 is submitted for each Grantee with
a total funding estimate including total Grantee and Subgrantee
Administrative costs. As that estimate changes, subsequent SF-424s that
are submitted are considered revisions that supersede the previous
version.

As you perform project and program monitoring, check to see that the
SF-424 is up to date. See Unit 3, Task 8: Enter SF-424 Information.
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Task 6: Perform Global Matching

Execute this task if the project has a Federal share other than 75 percent and
after projects have been approved and obligated.

1. On the MITIGATION menu, click on Funding > Estimate (Figure 11-50).

Fle Disaster Projects | Funding PlansRepostory Applications Admin Window Help

T oo (I

ChDissster ChoGrowp £ Allocations
Obligations

Figure 11-50: Mitigation >Funding >Estimate

2. The Funding Estimate tabs are displayed. Click the scroll arrow or enlarge
your screen to display the rest of the tabs (Figure 11-51).

"*Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11,/18/2009

tatewide |
HMGP Financial Activity | Financial Info | Dizaster Lock-in Review | Financizl Details | Budget Planning | CommentsiAtachments | .-‘.-.I,:.I
Projected Total Allocated in MNEMIS Axailable Total Ohligated in MEMIS Aegilable
& B Ca-B) u] E (A-D0
HMGP Project Funds: | $40,000 ,000| | $450,001| | £39,549 ,999| | $450,001| | %39 ,549,999|
Regular Projects: | $35,666 ,55?| | $450,001| | £35,21 s,sss| | $450,001| | %3521 s,sss|
Initistive Projects: | 31,000 ,000| | $D| | 31,000 ,000| | $D| | $1 ,000,000|
Planning Projects: | $3,333 ,333| | $0| | 33,333 ,333| | $0| | §3 ,333,333|
Subtotal: | $40,000 ,000| | $450,001| | $39,549 ,999| | $450,001| | %39 ,549,999|
State Management Cost: | $3.000,000| | $D| | 33,000 ,000| | $D| | 33 ,000,000|
Total: | $43,000 ,000| | F450,001 | | F42 549 ,999| | $450,001| | 542 ,549,999|
For disasters declared on or after 114 32007: HMGP Project Funds = Regular Projects + Initistive Projects + Planning Projects.
State Management Cost is separste from HMGP Project Funds.

|

Figure 11-51: Funding Estimate Tabs

3. Scroll to the right and click the Project Global Match tab. The top section of
the tab lists all approved projects for the disaster (Figure 11-52).
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Financial Info | Disaster Lock-in Review Financial Details Budget Planning Commentsiattachments Project Global Match | Al
FEMA Project Amendment Proj Fed ﬂ
Humb A 1] Humb Suffix St Share Pet  Project Title
2 1 0 R AT 75.00% Test project
1 2 0 R AT T5.00% W3MR11 Allocation test project

3 B 1 P AT 95 .00% Conchize County Multi-Hazard Mit Plan -
4] | »
FEMA Proj Amend Total Project
H b H b Eligible A

Total Fed Total Hon-Fed Source
Share Share Agency

Proj Fed
it  Share Pct

Proj Hon-Fed

Share Pct Total Cost

Add Project to Match

Print |

Delete Project from Match |

Figure 11-52: Mitigation >Funding >Estimate >
Project Global Match Tab

4. Table 11-6 describes the Approved Projects List information.

Table 11-6: Approved Projects List Data Fields

DATA FIELD INFORMATION DISPLAYED

FEMA Project
Number

System-generated FEMA project application number when
project is submitted to FEMA

Application 1D

Grantee project application number

Amendment Number

Project application Amendment Number

Suffix Funding type of the project—R (Regular); F (Initiative); P
(Planning); or M (Management Costs)
St State where disaster occurred

Proj Fed Share Pct

percent of the project costs funded by HMGP

HINT: If this is greater than 75 percent, the project
must be globally matched with other projects to
balance the total Federal share to 75 percent or
less.

Project Title

Project Title

5. Scroll down to find the project that has a Project Fed Share Pct other than 75
percent. Highlight the project (Figure 11-53).
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Financial Info

mFunding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2009

Disaster Lock-in Review Financial Details Budget Planning I CommentsiAttachments Project Global Match | LILI
FEMA Project Amendment Proj Fed |
Humb App ] L Suffix St  Share Pct Project Title =l
1 2 0 R AZ 75.00% V3MR11 Allocation test project
5 1 ) 95 .00% Conchise County Multi-Hazard Mit Plan
4 10 (1] F AL 75.00% Pima County Generator Phase ll -
< | >
FEMA Proj Amend Total Project Proj Fed Proj Hon-Fed TotalFed Total Hon-Fed Source
Humb Humber Eligible A Share Pct  Share Pct Share Share Agency  Total Cost

Add Project to Match

Delete Project from Match I

Print

Figure 11-53: Select Project for Global Match

6.

Click the ADD PROJECT TO MATCH button. The project gets added to
the list of projects in the bottom section of the tab (Figure 11-54).

\*Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2009
Financial Info | Disaster Lock-in Review Financial Details | Budget Planning | Comments/Attachments Project Global Match | A
FEMA Project Amendment Proj Fed il
Humb App 11} Humb Suffix St Share Pct  Project Title
2 1 1] R AZ 75.00% Test project
1 2 0 R AZ 75.00%  W3MR11 Allocation test project
4 10 0 F AZ 75.00% Pima County Generator Phase Il b
| | »
FEMA Proj Amend Total Project Proj Fed Proj Hon-Fed Total Fed Total Hon-Fed Source
Humber Humber Eligible Amount Share Pct Share Pct Share Share Agency Total Cost
3 % $10,500 95.00% 5.00% §9.975 $525 Local $525
Total: $10,500 (35 00000000 §5.00000000 §9975 $525
Add Project to Match | Delete Project from Match
Print Close
Figure 11-54: Project Added to Match
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7. Repeat Steps 5 and 6 for all projects that have a Project Fed Share Pct other
than 75 percent.

CAUTION: The Total Project Fed Share Pct, (Figure 11-54), must be equal to or
less than 75 percent.

8. Closely monitor the Total Project Fed Share Pct (Figure 11-54) throughout the
obligation process.

CAUTION: Amended projects do not automatically update in the selected
projects screen. The latest approved amendment will appear as
available for selection to the match. However, if the total eligible
project cost or Federal share percentage have changed, it will be
necessary to manually delete the old amendment from the match and
then add the new amendment to the match.
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References for Errors Importing a Spreadsheet

The system will go through the spreadsheet row by row and column by column and
report any missing or ill formatted data in need of validation. Table 11-7 shows a list
of possible importing errors and validation messages.

Table 11-7: Possible Importing Errors and Validation Messages

POSSIBLE IMPORTING ERRORS AND VALIDATION MESSAGES

No valid rows found in the spreadsheet to import

Error Importing, "Disaster Number in row #" must be same as the selected Disaster
in the application

Disaster Number cannot contain characters, in row #

Project Number does not exist in the application, in row #

Application ID does not exist or is not approved in the application, in row #

Application ID cannot be empty, in row #

Application ID cannot contain characters, in row #

Closed Project in the application cannot be imported, in row #

Fiscal Year must be 'Year

Fiscal Year cannot contain characters, in row #

Quarter Number must be between 1 and 4, in row #

Quarter Number cannot contain characters, in row #

Subgrantee Expenditure to Date must be an amount, in row #

Total Grantee Drawdown must be an amount, in row #

Last Drawdown Date has an invalid format, in row #, expected format is
mm/dd/yyyy'

Federal Funds Disbursed must be an amount, in row #

Time Extension Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Invalid Time Extension flag, in row #, expected value is Y or N

Percent Work Completed must be number, in row #

Comment cannot exceed 500 characters, in row #

Total Properties must be number, in row #

Property ID List cannot exceed 500 characters, in row #

Date Final Payment made to Subgrantee has an invalid format, in row # expected
format is mm/dd/yyyy
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POSSIBLE IMPORTING ERRORS AND VALIDATION MESSAGES

Approved Completion Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Actual Completion Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Invalid Cost Code, in row #

Invalid Status, in row #

Actual Completion Date is required, in row #

Actual Completion Date must be less than or equal to the current date, in row #

Actual Completion Date must be greater than or equal to Declaration Date, in row #

Date Final payment made to Subgrantee is required if Status is Closed, in row #

Last Drawdown Date is required if Status is Closed, in row #

Time Extension Date is required, in row #

Time Extension Date must be a future date, in row #

Time Extension Date must be after Declaration Date, in row #

Quarterly Report import failed

Import Completed Successfully — Total Number of Reports Imported _.

Error Examples:

1. In this example, the user is attempting to import reports for several different
projects within the same disaster. However, the user has transposed the
Disaster Number in Row 2 (Figure 11-55).

‘lﬂ Quarterly_Report
A B & D E F G H |
SUBGRANTEE

DISASTER  APPLICATION FISCAL QUARTER PROJECT EXPENDITURE TOTAL GRANTEE
1 NUMEER D YEAR NUMBER NUMEER COST CODE STATUS TO DATE DRAWDOWWN
2 | B358 B21| 2013 2 4|Cost UnchandCn Schedule 25000 20000
3 G355 Ba5| 2013 2 10{Cost UnchangClosed R35E25 R9R000
4 6385 Be7| 2013 2 11|Cost Underrun Suspended 529000 529000
5 5385 BR8] 213 2 14|Cost Owerrun |Completed 285000 285000
=

Figure 11-55: Disaster Number transposed in the spreadsheet

HINT: Row 1 of the spreadsheet is the header, so the first row of project data is
row 2,
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2. The system will return the following Error Importing message (Figure 11-56).
Select OK, correct the Disaster Number and attempt to import the spreadsheet
again using the process described previously.

Error Importing

L]
. ll) Disaster Number 6358 must be same as the selected Disaster 6385 in the application,
e

O

Figure 11-56: Disaster Number 6358 must be same as the
selected Disaster 6358 in the application

3. In this example the Application ID in Row 2 was entered incorrectly (Figure 11-
57). The Application ID cannot be blank and must match exactly the Application
ID of the Project Number.

:—'ﬂ Cruarterly_Report
A B (B o} E F G H |
SUBGRAMTEE

DISASTER APPLICATION FISCAL QUARTER FPROJECT EXPEMDITURE TOTAL GRA
1 MNUMBER |n] YEAR  MNUMBER MNUMBER COST CODE STATUS TO DATE DRAWD O]
2 EBEEEI EI! 2013 1 4 Cost Unchane On Schedule 25000
3 5355 555 2013 1 10 Cost Unchang Closed B95E25 =}
4 E385 857 2013 1 11 Cost Underrur Suspended 529000 =3
5 5385 860 2013 1 14 Cost Overrun Completed 285000 2
F

Figure 11-57: Project Added to Match

4. The system will return the following Error Importing message (Figure 11-58).
While the message says “Project Number does not exist”, this message or
another possible message, “Application ID does not exist or is not approved in
the application” will be displayed anytime the MT Project Number and Application
ID do not match or if the project does not exist in the system as eligible to be
reported out. Select OK, correct or enter the Application ID or Project Number or
both and attempt to import the spreadsheet again.

Error Inmmporting

L]
. 1() Project Mumber does nok exist in the application, in row 2 .
T

Ik I

Figure 11-58: Project Added to Match
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5. In this example the date entered under Last Drawdown Date in Row 3 was not
entered in the correct format (Figure 11-59). The forward slash (/) separators are
missing. The expected format is MM/DD/YYYY. Also, in this instance the date is
required for a Status of Closed.

hﬂQL,iar'terly_Repur’t -0 X
A B C D E I” G H | J K L I
SLUBGRANTEE m
DISASTER  APPLICATION FISCAL QUARTER PROJECT EXPENDITURE TOTAL GRANTEE LAST DRAWDOWN DATE FEDERAL FUNDS TIME EXTENSION TIME EXTEI
1 NUMBER D YEAR MNUMBER NUMBER COST CODE STATUS TO DATE DRAWDOWN (MM/DDAY VYY) DISBURSED [N (MM/DDAYY
2 5385 621) 203 1 4|Cost UnchangOn Schedule 25000 ZDDDD‘ 091272M3 20000{N
3 8385 B55) 2m3 1 10|Cast UnchangClosed B35625 B350 5122013 GIR000|N
4 8385 B57) 2m3 1 11]Cast Underrur Suspended 529000 529000] 091272014 52900( ¥
B G385 B0) 23 1 14|Cast Overrun |Completed 265000 285000 0912/2M3 26500(N
c

Figure 11-59: Project Added to Match

6. The system will return the following Error Importing message (Figure 11-60).
Select OK, enter the date in the correct MM/DD/YYYY format and attempt to
import the spreadsheet again.

Error Innporkting E

-
ll) Last Dravwdown Dake has an invalid Format, in row 3, expected Format is mrmfdd sy |
T

Figure 11-60: Last Drawdown Date has an invalid format message

7. In this example, the Status of Closed in Row 3 requires the Actual Completion
date be entered and the date is missing (Figure 11-61).

\ﬂ Quarterly Report
3 h | J K L 1 1 e 0 R 8 T

SUBGRANTEE PERCENTAGE DATE FIALPAYNENT  APPROVED ATIAL
EXPENDIURE TOTAL GRANTEE LAST DRAVADOWNDATE  FEDERALFUNDS TVE EVTENSION TME EXTENSIONDATE WORK TOTAL PROPERTY D NADETO SUBGRANTEE. COMPLETONOATE  COMPLETONDATE

[ EAUS  TOAE  DRAWDUNN  (MMOD/FV) DEBURSED (1A MUWODAYYY)  COWPLETED COMMENT PROPERTESLST (DDAYYY) MDDV (MODYYY)

2 On Schcle ] 0 910013 any 101 Thisi e a1,

3 s 5 E ] ] 1 i

1 Buspented ] -1 520 Y i 0 0

5 Conlts e 1 972003 N e 0

Figure 11-61: Actual Completion Date is missing in spreadsheet

8. The system will return the following Validation message (Figure 11-62). Select
OK, enter the missing Actual Completion Date in the correct MM/DD/YYYY
format and attempt to import the spreadsheet again.

¥alidation

-
l() Actual Completion Date must be less than or equal ko the current date, in row 3.
e
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Figure 11-62: Actual Completion Date must be less than
or equal to the current date message

9. In this example, in Row 4, Time Extension has been entered as Y and thus the
Time Extension Date is required and the date is missing (Figure 11-63).

F—ﬂ Quarterly_Report
G H | J K L 1] N
SLUBGRANTEE PERCENTAGE
EXPENDITURE TOTAL GRANTEE LAST DRAWDCOWN DATE FEDERAL FUNDS TIME ERTENSION TIME EXTENSION DATE WORK.
1 STATUS T0DATE DRAWDOWN — (MMIDDAYYYY) DISBURSED (YIN) (MMIDDAYYY) COMPLETED
2 |On Schedule 25000 20000 0922013 20000(M 10
3 Closed B95625 BIR000 091202013 BIR000|M )
4 Suspended 525000 524000 0922014 By 1
5 Completed 285000 285000 091272013 28500[N il
R
Figure 11-63: Project Date is missing
10.The system will return the following Validation message (Figure 11-64). Select
OK, enter the missing Time Extension Date in the correct MM/DD/YYYY format
and attempt to import the spreadsheet again.
" 11') Time Extension Dakte is required, in rowve <+,
Ok |
Figure 11-64: Time Extension Date is required message
11.While this should not occur frequently, in this example in Row 5 the Comments
entered exceed 500 characters (Figure 11-65).
] -(C £ .FIEBEIJI]k'rn ria kbiakb o‘:hk"'nq;( ;C."-;:-a.sc.":ihh['r::]hht‘:hhi-'_‘.l'l—:-n-mlh-:jnl:-:_':er.i:-qhhohlh['c u:‘hqhhdti:-i'.l:'»(hts:hhtfhk::hhk:':<.l.3t.>.:hhl-:bdtHho:hd-:hhqkht_:hhqh!tt-:!tho:Jt:k:;<c":]hh[‘:hhchc.’-.:- .
hakUhaojhajiagigajivagiojagai iji jklbvjkdbkvk;kd;; by, kbgisrg kljkbkd; bkl sfkl; sekl; Ssko2-
BO9238;klm.m, OLLILIFLF Ak i FHOP! LLK; SKL: SHEL SHKL SHEL 2 LAY YLEFAMHUYHBEGYWTYHDFJILGJK L GDELLUKLGRILIKL dstp'oifk) gakl) gakl| gk glof wouywequioyoljb,.m
brm,.m /b, ndi JHahfljlkevjllevjl bvkj objboijblknmbznaljLijfgjbglijb '., _' .':Ir_bqkh.mj['c kuhfuhlafljbejkbnokjbekbCrILhbokuhwakjhejkbobn
lﬂi arterty Report
E G H | J K L N 0 P q
SUBGRANTEE PERCENTAGE DATE FINAL PAYMENT  APPRC
EXPENDITURE TOTAL GRANTEE LAST DRAWDOWNDATE  FEDERAL FUNDS TIME EXTENSION TIME EXTENSION DATE WORK TOTAL  PROPERTY ID MADE TO SUBGRANTEE COMPI
| COSTCODE STATUS  TODATE  DRAWDOWN  (MMDDIYYYY) DISBURSED (YY) (MMWDDIYYYY) COMPLETED COMMENT PROPERTIES LIST MMDDIYYYY) UL
2 Cost UnchangOn Schedule 25000 20000 [D."IZZ!JBI 20000(N | 101|Thes 15 atcs S12,123,1234 12345 1
3 Cost UnchandClosed EO5625) E36000 0322013 B0R000(N ) 1 s D4AN3
4 Cozt UndemugSuspended £20000) 520000 22014 B2000[Y 05252014 1 0 0
§ Cost Overrun |Completed 285000 265000 08122013 JE00[M [ e | 0

Figure 11-65: Comments entered exceed 500 characters in spreadsheet

12.The system will return the following Error Importing message (Figure 11-66).
Select OK, limit the comments to 500 characters and attempt to import the
spreadsheet again.
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Error Imporkting

L.
1{) Comment cannot exceed S00 charackers, inrow S,
T

(0]4

Figure 11-66: Comment cannot exceed 500 characters message

13.Some data errors made on the spreadsheet will not be validated by the system
until the import process. In this example the Approved Completion Date is
missing for all of the projects (Figure 11-67). Approved Completion Date is
required for all projects but is only validated during the Submit process (Figure

11-68).
UﬂQuarter\y_Report -
E F b f | J £ L H \ 0 P ( R 3 [
SURGRANTEE PERCENTAGE (ATE FNAL PAYNENT  APPROVED ACTUAL

PROJECT E¥PENDITURE TOTAL GRANTEE LAST DRAWDOWNDATE  FEDERAL FUNDE: TMAE EXTENGION TINE EXTENSION DATE WORK TOTAL PROPERTY D MADE TO SUBGRANTEE: COMPLETIONDATE  COMPLETIONDATE
1 NOMBER COSTCODE STATLS  TOATE  [RAWDOMN.  (MMODITYYY OISBURSED (1) (MMODAYYY) COMPLETED  COMMENT PROPERTIES LIST (MMODFYYY) (MODYYY) (MDD
] A‘Cnst Overon | On Sehedle Palll i A EDHUD‘N i ‘This Bats G AVARVEA VA
3 Gt UnchangChsed it ] B E%UUD\N B I i LA I
4 11 Cost UnderruﬁSuspended 5] 5] A GEHUU\Y A | I I
5 WGt Oven Comled sl il [ Il il I I

Figure 11-67: Missing Approved Completion Date fields

Yalidation

-
lr) Approved Completion Date musk be entered,
A

O |

Figure 11-68: Approved Completion Date must be entered message

14.There are also additional validations for projects that have previously been
submitted as closed. For example, if you try to import a new report for a project
that was closed in the previous quarter, the system will return the Error Importing
message shown below (Figure 11-69). To import or enter an updated report for a
project submitted as closed it will be necessary to change the status of the
submitted closed report to something other than closed which along with Final
Report = Yes, are the only changes that can be made to a submitted report.
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Error Inmporking

L]
\__]}) Closed Project in the applicakion cannok be imporked, inorow 3,

k.

Figure 11-69: Closed Project in the application cannot be imported message

15.The last example is of the message that will be generated should the user
attempt to import reports using a spreadsheet that does not have the approved
pull down menus or if the user attempts to enter data in a field that deviates from
the data in the pull down menus. For example, the user below has overridden
the pull-down for Time Extension using a small n (Figure 11-70).

Uﬂ Quartery Repart
R o J [ L i T ; g r
SRAITE FERCETAGE WERLPNET MROE) AT
BRENVTIR TR RAE ASTORAVIOMI DA FEOERALFUAS THE BRSO THEEVEISN DA WO T, PRCPERTYD VAETOSIBSSANEE CONPETONGAE  (OMFETON A
| OOONE ST TOATE  ORAMEOAN MDD GRASED (M) MOV COPETED NGV MOPEMESLST WMDY GMADRR) MDY
Diemnstete | BN 00 mopy ) | e Smimm) | | |

3 Cost U n Sihedde 2m Im ms pAl Ir il 0 0 ik
I

Figure 11-70: Project

16.When attempting to import the spreadsheet the system returned the following
message (Figure 11-71). The entry will need to be changed to N before the
spreadsheet can be imported.

Error Importing

L]
]}) Imvalid Time Extension Flag, in row 3, expected value is ¥ or M,
e

Cf

Figure 11-71: Invalid Time Extension flag message

17.While examples of all of the possible Submit or Import Validation and Error
Importing messages were not replicated in this document, they are all well
described and it should be intuitive to the user as to what steps are necessary to
successfully submit a Quarterly Report regardless of whether it was manually
entered or imported via the approved spreadsheet.
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18.To save time attempting to conduct multiple imports of the same spreadsheet,
ensure you fill out the spreadsheet to accurately identify the disaster number,
project number, and application ID, as well as the Fiscal Year and Quarter
Number the import is intended to populate. It is best if all requested data can be
entered on the spreadsheet in the format expected prior to attempting to import
the first time. Please keep in mind that closed projects and Final Reports have
special validation issues over and above those reports for ongoing projects.
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