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1 OVERVIEW

SECTION 1
1.1 PAYMENT AND REPORTING SYSTEM OBJECTIVE

The objective of this Guide is to familiarize you with the Payment and Reporting System
(PARS).

This Guide is divided into the following five (5) sections:
Section 1 provides an overview and objective of the Payment and Reporting System Guide.

Section 2 covers step-by-step instructions on how to register into the Payment and Reporting
System, the email notifications and signing in.

Section 3 covers step-by-step instructions on how to make a payment request or view payment
history.

Section 4 covers step-by-step instructions on the SF269 submission or viewing and modifying
status reports.

Section 5 covers step-by-step instructions on how to change the password, email address and
logout of the system.

Section 6 provides an overview of the online help that is available.
Section 7 provides an overview on passwords.
1.2 POPUP BLOCKERS

PARS uses pop-ups so check to make sure that the pop up blocker that you are using allows pop-
ups for PARS.

1.3 GETTING STARTED

Type in the following web address https://isource.fema.gov/sf269/

© DSG, Inc., 2007 1-1
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a Security - Microsoft Internet Explorer provided by Digital Systems Group, Inc.

File Edit Wew Favorites Tools Help

=101 %]
@
¢=Back + = - (2 tat | @ search (] Favorites ®| B S -

Address I@ http:/id3.dsg-inc. com/gnkga

| @ee |Links »

Federal Emergency Management Agency
Payment And Reporting System

Main Menu | Help |

Login

Click here to proceed to the login page.

|ﬂ:| Dane

I_ l_ I_ |0 Internet

N

Figure 1.3-1 Payment and Reporting System

The Payment and Reporting System screen is displayed.

Click on the word here to proceed to the user login page.

© DSG, Inc., 2007 1-2
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2 REGISTRATION

SECTION 2
2.1 REGISTRATION

All new users must register in order to gain access to the system. The Payment and Reporting
System (PARS) allows users to either complete and transmit their quarterly SF269 report online
or make payment requests online.

@-»vm@@@\%végvl@

Federal Emergency Management Agency
Payment Aind Reporting System

Main Menu | Help Login

U User LogIn
Login
User Mame: I
Forgot Pagsword?
Password: I Mew User? Register Herel
LOGIMN
To Get Started:
The online Web 269 Systemn requires Internet Explorer 5.0 and Adobe Acrobat 5.0 or higher.
SF269 User Acceptance Statement
Users of this systemn acknowledge that intentional filing of false financial information is subject to prosecution andfor fines under 18
USC 1001, False Statements.
| Accept: [O
For New Users:
Before acessing the online Web 269 Systemn, 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 orgRnization, grant, and contact infarmation so that we can confirm your
identity and create a user account. Once we approve your reljistration reguest, 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.” Nse the User Name you supplied when you registered and your
current password. The systern is case sensitive, so be sure to use Xhe correct UPPERCASE and lowercase letters.
After you have completed entry of your data into the 269 screen, be siNe to use the "Submit” buttan ta transmit your completed
269 to us. Other useful information concerning use of the YWeb 269 system is included in the "Help" button on the toolbar.
If you have forgotten your unique password, please click on ask-ogogdhs\gov for password reset assistance.
If you have guestions about the online system, please call the Customer SerNce Center at 1-866-9ASKOGO (1-866-927-5646) or
wiite to us at ask-ogoiE@dhs. goy.
| x | Discussions ™ | _A % zg gl Subscribe. .. ‘ | QDiscussinns not available on http: ffid3.dsg-inc. com) \ @

Figure 2.1-1 User Login/Registration Page

To apply for an online account, click on Online Registration Process.

There are four (4) sections to this screen. These sections are Account Information, Grantee
Information, Contact Information and Grant Verification.

© DSG, Inc., 2007 2-1
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ST DA E s BeEE

Federal Emergency Management Agency
Payment And Reporting System

Main Menu Web269 Online Registration

Login

Web?269 Online Registration Instructions:

‘Welcome ta 'Web2E3 Online Registration. The registration process will guide pou through applying
far an online account for the WwWeb2B9 System. Once you have successfully completed registration
and pour account has been approved, you will be able to access the Web2B3 System and allow
you to complete and transmit wour quarterly SF263 online. |F vou have any questions, contact the
Customer Service Center at 1-866-945K0G0 [1-B86-927-564E) or emaill your question to ask-

onofEdhs, govy.

Frovide the requested information about vour 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.

Pleasze make sure ta provide a working emall address.
W will validate the email account you pravide in the next step of the
‘web2B9 Online Registration Process.

Vendor Number: I

Email Address: I

Desired User Name: |

Desired zer Mame is the User Mame that pou wish to use when you
login ta the 'w'eb269 system. User Mame must be at least 3 characters
and na more than 15 characters long.

Account Type: ISeIect an Account Type =

Account Type tells us how this account will be used. An account can be
uzed to either Submit 5F 269 Reports or Request Payments.

2. Grantee Information

Here you will provide name and inf ion about the g s

Nrnanization Name- | E 2

x | Discussions ™ | _A % zg gl Subscribe. .. ‘ | QDiscussinns not available on http: ffid3.dsg-inc. com) @

Figure 2.1-2 Section 1. Account Information

Section 1 - Account Information

All four fields in the Account Information section are mandatory and a system edit exists on the
Vendor Number.

Enter the following data:

NOTE: Mandatory fields have an asterisk beside them.

Vendor Number — The Vendor Number must be the number assigned to you, as
indicated on your grant award document.

NOTE: The vendor number must be the vendor that is associated to the grant that will
be entered in Section 4.

AV 22T 1o (o] g A LE 1101 1] TR Enter Vendor Number

NOTE: If the Vendor Number is entered incorrectly, when the “Continue to Next
Step” is selected an error will be displayed at the top of the screen in red

© DSG, Inc., 2007 2-2
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informing the grantee that the Vendor ID is incorrect. This field must be
corrected in order to proceed to the next step.

Email Address — The email address entered must be valid. The system will generate and
send an email for verification. This email address will be used to provide the user system
generated notifications.

Email AAress ... Enter Email Address

Desired User Name — The login to be used to access PARS. The user name must be at
least three (3) characters and cannot exceed fifteen (15) characters.

DeSired USEr NAME .....ooveeeeeeeceeee e Enter User Name

Account Type — There are two (2) options available. These options are Used to File
SF269 Reports and Used to Request Payments.

NOTE: A user can only register under one account type.

ACCOUNT TYPE..cvieieeieetiesteeiesee e ste et ee e nneas Use the lookup to select the
Account Type

2. Grantee Information

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

Organization Name: |

Address: I

|
City: |
State: [ -
ZipCode: [ =

Figure 2.1-3 Section 2. Grantee Information

Section 2 - Grantee Information

All fields are mandatory however; there are no edits in the Grantee Information section. It is up
to the authorizing official to verify the data in these fields prior to approving.

Enter the following data:
Organization Name — The full name of your organization.

Organization Name..........ccceveieeie e Enter the Organization

Address — Address of your Organization.

AAAIESS et nenennnenennen Enter the Address

City — City where your organization is located.

© DSG, Inc., 2007 2-3
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Y s Enter the City
Zip Code - Zip Code where your organization is located.

ZIP COUB.....oeiieeee et Enter the Zip Code

3. Contact Information

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

Title: |

First Mame: |

Last Mame: |

Phone Number: |

Fax |

Figure 2.1-4 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. It is up to the authorizing official to verify the data in these fields prior to
approving.

Enter the following data:
Title — The title of the contact person (i.e., Mr., Mrs., Dr, etc.)

T e Enter the Title
First Name — The contact person’s first name.

FIrsSt NamMe.....c.ooeie s Enter First Name
Last Name — The contact person’s last name.

IS Y S N = T Enter Last Name

Phone Number — The contact person’s phone number.

Phone NUMDET ..o Enter Phone Number
FAX - The contact person’s FAX number.

A K e et Enter FAX

© DSG, Inc., 2007 2-4
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4. Grant VYerification Information

Please provide the following information about your
most cument grant with FEMA.
If pou currently have mare than one grant with g, enter information
from any of pour current grants with FEMA,

W will uze thiz information to help verify your account, o pleaze
be sure that the information vou provide is accurate,

Grant Humber: I

Grant Start D ate: | e e
Grant End Date | R
Feset Form | Continue To Mext Step »» |
|&] pore ’_ ’_ ’_ |4 Internet

s |

Figure 2.1-5 Section 4. Grant Verification Information

Section 4 — Grant Verification Information

Enter the following data:

NOTE: The following three (3) fields will be validated by the FEMA Administrator

before your registration is approved.

Grant Number — A valid grant that is assigned to the vendor. The vendor can have
numerous grants.

NOTE: Enter the Grant Number in all uppercase and as a 12 position alphanumeric
string i.e., 2007ABCDO0001. Do not use spaces or dashes i.e., 2007-ABCD-0001

or 2007-AB-CD-0001 or 2007 ABCD 0001.

Grant NUMDBBY ...t Enter the Grant Number
Grant Start Date — The start date of the Grant.

Grant Start Date ......ooeveeee e Enter the Start Date
Grant End Date — The end date of the Grant.

Grant ENGA DAt .....cccoeeeeeeeeeeeeeee e Enter the End Date

To save the entry, press the - =entinue To Next Step >> | button.

NOTE: When PARS has all the necessary information for registration, the Online
Registration Completed screen will be displayed.

2.1.1 Errors

Errors will be displayed in red across the top of the screen.

© DSG, Inc., 2007 2-5
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Example

Pleaze comect the following errors:

» Contact First Hame Hequired
“'ou have not entered a Contact First Mame. Pleaze provide a

Contact Firgt Mame in the space provided.

» Contact Phone Humber Required
ou have not entered a Contact Phone Mumber. Please
provide a Contact Phone Mumber in the space provided.

Figure 2.1-6 Errors

NOTE: If the Grant Number, Grant Start Date or Grant End Date is entered
incorrectly no error will be displayed to the person registering. The approver
will be notified that a registration has been attempted with invalid

information.

© DSG, Inc., 2007 2-6
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2.1.2 Online Registration Completed

File Edit Wew Favorites Tools Help | @

P Back + = - @ ] | @Search (3] Favarites ® | %v =M=

Address I@j http: jfid3.dsg-inc. comjgntga/executeOnlineAddUserRegistration j @Go |Links el
-

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Lﬁgm
Main Menu Online Registration Completed

Logi
oo 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 R egistration Process.

Mext, pou must validate your email address. An email has been sent to the email address
you specified in the online application [gnti@logicmountain. com). vou should receive this
email within 20 minutes, Dpen the email and Follow the instructions to validate your email
address.

ddi fe]

Once your email has been d. your account will be submitted

for review and approval.

Why Do | Have To ¥Yalidate My Email Address?

The wvalidation of all email addrezses that are aszociated with a Grantee account is a critical |-
step of the Online Registration Pracess. Email Yalidation ensures that the email account vou

provided is a valid email account that can be used for future communication from this website,

and dizcourages fraudulent account registration attemnpts.

What If | Lost or Deleted My Yerification Email?
If wou lost or accidentally deleted vour 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 vour question to ask-ogoiEdhs. goy.

i€ l_ l_ l_ |4 Internet

N EN

Figure 2.1-7 Online Registration Completed

An Online Registration Completed screen is displayed with instructions on how to validate
your email address.

2.1.3 Email Notifications

An email will be sent to the person registering to verify their email address.

© DSG, Inc., 2007 2-7
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¥ Us FEMA Web269 system Email Yerification - Message (Plain Text) - | = |1|

JEiIe Edit Wiew Insert Format Tools Actions Help

Jﬂdﬁeply | @ReplytonljlsﬁForﬂard|§ | w |[B by |A ¥ - Ae| @ v|

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

To: cox@dsg-inc.com

Cc

Subject:  US FEMA Web269 System Email Yerification

MS FEML WehigD 3ystem —- Please Verify Email Address. ;ﬂ
¥Tour registration is alwmost complete. The next step is to werify the email address you provided on the registration form.

The email address you provided is: coxfdsg-inc.com
To werify this email address, click on the following link or enter it in your browser:

http://id3.dsg-inc.com/gntgasexecute/ConfirmEmail?loginld=Jjonicox04suserCode=9EE20259-44F3-1DD5-AEFD-FCCEASZFASE7T

ol o o o o o o o ol e ol el ol el il o ol o o o o o o o

IMPORTANT

ok o o o o o e e o e o o o e

You are receiwving this email because someone has completed the Online Fegistration Process on the FEMA WebiZ69 System. Upon
approval of this registration, the person who completed this process will have access to information about your FEMA Grants
and will bhe able to file guarterly 3FZ269 reports.

If wou feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Service
Center at 1-866-9A3K0OGO [1-866-927-5646) or email ask-ogolfdhs.gov immediately.

If wou have any gquestions, contact the Customer Service Center at 1-S66-943KOGD (1-866-927-5646) or email your gquestion to
ask-ogofdhs. gov.
ok o o o o o e e o e o o o e

Figure 2.1-8 Email

To verify the email address, click on the link.

© DSG, Inc., 2007 2-8
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/2§ FEMA - Microsoft Internet Explorer provided by Digital Systems Group, Inc. 101 x|

&
d=Eack - = - () ot | Qhsearch  [GelFavorites G4 | B S =

Address I@ http:fid3.dsg-inc, connfignbga)execute ConfirmEmailtloginld=jonicox04tuserCode=23EE20259-44F 3- 1 DDS-AEFD-FCCBAIZF IS8T j ﬁGD | Links **
~ ~ -

File Edit Wiew Favorites Tools  Help

Federal Exmmergency Management Agency
Payment And Reporting System

Main Menu | Help Login

I'_“ai_"w Email Verification Successfully Completed!
ogin - o
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.

Congratulationz, you have successfully validated pour email address. 'our registration
information has been submitted toweb283 System Adminiztratars for review and account
approval, FERMA administration will now resview wour registration request, and pou will
receive a notice when your application has been approved. Motices will be zent to
thiz email address. Al that time, your account will be activated and pou will be able ta login to
the web269 System.

Questions
If you have any questions, contact the Cugtomer Service Center at 1-866-3A5K0G0 [1-866-
927-5646] or email your question to ask-ogo@idhs gow.

a1

|&] Done l_ l_ l_ |4 Internet

Figure 2.1-9 Email Verification

The Email Verification Successfully Completed screen is displayed.

© DSG, Inc., 2007 2-9
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¥ Us FEMA Web269 system -- Email Successfully ¥alidated. - Message (Plain Text) - | = |1|

JEiIe Edit Wiew Insert Format Tools Actions Help

Jﬂdﬁeply | @ReplytonljlsﬁForﬂard|§ | w |[B by |A ¥ - Ae| @ v|

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

To: cox@dsg-inc.com

Cc

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

U3 FEMA Webi6S 3ystem -— Your Email Has Been Successfully WValidated. :J
Congratulations, you hawe successfully wvalidated your email address. Your registration information has been submitted for
review. WebhZf9 3ystem Administration will now review your registration regquest, and you will receiwe a notice when your
application has been approved. Notices will be sent to this ewmail address. LAt that time, your account will he activated and

vou will be able to login to the Webhig9 System.
The email address wou provided is: coxfdsg-inc.com

If wou have any questions, contact the Customer Service Center at 1-S66-9A3KOGD [(1-566-927-5646) or email your dquestion to
ask-ogofdhs. gov.

ok o o o o o e e o e o o o e

IMPORTANT

ol o o o o o e o ol e o o o o o o ol o o i o ol o e o o o o

FTou are receiving this email because someone has completed the Online Registration Process on the FEMA WebZg9 System.Upon
approval of this registration, the person who completed this process will have access to information sbout your FEMAL Grants
and will be akle 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 1-866-9A3KOGO (1-866-927-5646) or email ask-ogofdhs.gov immediately.

If wou have any guestions, contact the Customer Service Center at 1-866-945KOGD [(1-866-927-5646) or email your gquestion to
ask-ogofdhs. gov.

IR R R e R

Figure 2.1-10 Successfully Validated Email Address

You will receive an email when the email address has been successfully validated.

The registration information has been submitted to Payment and Reporting System (PARS)
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 PARS.

© DSG, Inc., 2007 2-10
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¥ FEMA WebZ269 System - Your Account Has Been Approved! - Message (Plain Text) - | = |1|

JEiIe Edit Wiew Insert Format Tools Actions Help |

Jﬂdﬁeply | @ReplytonljlsﬁForﬂard|§ | w |[B by |A ¥ - Ae| @ v|

From: cox@dsg-inc.com Senk: Thu 5/3(2007 12:08 PM

To: cox@dsg-inc.com

Cc

Subject: FEMA Web269 System - Your Account Has Been Approved!

FEMA WebZg9 System —- Account Approval Notification. :J

Congratulations! The Webif® 3ystem online account you regquested through our COnline Registration process has heen APPROVED
and your account has bheen activated.

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

http://id3.dsg-inc.com/ gntogsa/

Fou will be brought to the WebZg9 Bulletin Board page. Click on the link at the hottom of the page to proceed to the login
page, where you will be prompted for your login information.

Your password i=s as follows: ) ) eFOCij3i+)

Make sure to Lype in your password EXLACTLY as it appears. [note that your password is case sensitive so use lowercase and
UFPERCASE letters as indicated.)

When wou login for the first time, wou will he immediately prompted to change your password. Follow the instructions and
chanhge your password to a password of your choosing. After that, you will be able to login to the Webhig9 3ystem, access
information pertaining to your grants, £ill out guarterly reports, and submit them for processing online.

Thank you for using the WekZéd System. If wou have any guestions, contact the Customer Serwvice Center at 1-866-2A3KOGD [1-
S66-927-5646) or email your cquestion to ask-ogofdhs.gov.

ol o o o o o o o ol e ol el ol el il o ol o o o o o o o

IMPORTANT

E o o R o o o il o o o o o o o

You are receiwving this email because someone has completed the Online Registration Process on the FEMA Wehig9 System.The
login created by this process will have access to information about your FEML Grants and will be able to file gquarterly SFZ69
reports.

If wou feel you are receiving this email in error or as a result of a fraudulent attempt, please contact the Customer Zervice
Center at 1-866-9A3KOGO [1-866-9Z7-5646) or email ask-ogoldhs.gov immediately.

If wou have any gquestions, contact the Customer Service Center at 1-S66-943KOGD (1-866-927-5646) or email your gquestion to

ask-ogofdhs. gov.
E o o R o o o il o o o o o o o vI

Figure 2.1-11 Account Approval Notification

Once the registration has been approved, an email will be sent to you with a system-generated
password.

2.1.4 Signing In the First Time
To access your online account the first time, go to the link supplied in the email.
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3 Security - Microsoft Internet Explorer provided by Digital Systems Group, Inc. ;Iglll
File Edit Yiew Favorites Tools  Help | @
gmBack -~ = - B} Zat | iQhsearch [GlFavorites % | B-S =
address |§’| btk fid3. dsg-inc . comfgntga x| P |Links »

- |

Federal Emergency Management Agency
Payment AAind Reporting System

MainMenu | Help | Login

Click here to proceed to the login page.

s

[&] l_ I_ l_ |4 Internet

Figure 2.1-12 Payment and Reporting System

The Payment and Reporting System screen is displayed.

Click on the word here to proceed to the login page.
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Federal Emergency Management Agency
Payment And Reporting Systemn

Main Menu | Help

User Log In
Login
User Mame:
Forgot Pagsword?
FPassword: Mew User? Register Here!
LOGIM
To Get Started:
The online YWeb 268 Systerm requires Internet Explorer 5.0 and Adobe Acrobat B.0 or higher.
$F269 User Acceptance Statement
Users of this systermn acknowledge that intentional filing of false financial information is subject to prosecution and/or fines under 18
USC 1001, False Statements.
1 Accept : [
For HNew 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 infarmation 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 Mame you supplied when you registered and your
current password. The systerm is case sensitive, so be sure to use the correct UPPERCASE and lowercase letters
After you have completed entry of your data into the 265 screen, be sure to use the "Submit” button to transmit your completed
268 to us. Other useful information concerning use of the Web 269 systern is included in the "Help" button on the toolbar.
If you have forgotten your unigue password, please click on ask-ogo@dhs-gov for password reset assistance.
If you have guestions about the online system, please call the Customer Service Center at 1-866-5ASK0OGO (1-866-927-5646) or
write to us at ask-ogoEdhs. gov.
| ® | Discussions ™ | _A % g g | Subscribe.... | | QDiscussinns niot available on http:fid3. dsg-inc. com) @

Figure 2.1-13 User Login/Registration Page

To login enter your User Name and the Password that was supplied in the email. You must
accept the SF269 User Acceptance Statement by checking the box beside | Accept.

Press the ' LOGIN | pytton to proceed.
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File Edit ‘iew Favoribes Tools  Help | @
$Back + = - (@) fat | ‘Qhsearch  [(GelFavorites 4 | By S =
Address Iﬂ_hl http:id3.dsg-inc.cam/gntga/executeverifyLogln j e | Links **

T

N

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Logout

Users Change Password
Logout
Yaur Wendor Mumber is: Login Id: cox
266003437 0ld Password: I
Hew Password: I
Re-type New Password: I
= L g ntemet y

Figure 2.1-14 Change Password

The Change Password screen is displayed.

Enter the following data:

Old PaSSWOIU.........ccieiieieieeie et Enter Password Supplied in
Email
NEW PaSSWOIT .....ocvveiieiieiiesieeie e sieeie e Enter New Password
NOTE: New password must be between 8 and 15 characters and contain at least one

lower case letter, at least one upper case letter, at least one number and at least
one special character.

Re-Type New PassWord..........cccoeverenineninieieneneseniens Re-enter New Password

Press the (BEEXEM button to proceed.
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File Edit \Miew Favoribes Tools Help

smBack « = - (2 fat | Gl search  [GelFavorites &3 | -5 =

Address I@ http:fid3.dsg-inc.comjgntgaexecute/UpdateChangePassword

Federal Emergency Management Agency
Payment And Reporting System

Main Menu | Help |

Users User Log In

Login You have successfully changed your password. Please log in again with your new passworid.

Uszer Name: I
) Forgot Pagsword?
Password: I Mew User? Beaister Herel
LOGIN

Login

3] ’_ ’_ ’_ |4 Internet

g | K

Figure 2.1-15 User Log In

The User Log In screen is displayed with the following message:

You have successfully changed your password. Please log in again with
your new password.

Enter the following data:

USEE NGIME ...t Enter your User Name

PaSSWOIG.......ooiiiiiiiiieie e s Enter your New Password

Check the I Accept box.

LOGIMN

Press the button to proceed.
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File Edit ‘“ew Favorites Tools Help | @
GaBack ~ = - (@) 7t | Qhsearch  [FlFavorites (4 | Ey-S =
Address I@ http: ffid3. dsg-inc . comfgntga/executeerifyLogln j 6>G0 | Links **
Federal Emergency Management Agency
Payment And Reporting System
MainMenu | Help | Logout
Main Menu Main Menu
SF269 Maintenance
Users Welcome to FEMA's Weh Based SF269 Financial Reporting System.
Change Password
Change Email In our continuing effart to better serve you, we are now accepting Financial Status Reparts
Logout (SF269) through this web based system! The SF263 must be submitted to the Federal Emergency
Wanagement Agency within 30 days (with a 15 day grace period) 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 systemn enables authorized users to view grant information, view previously
subritted SF269s, and submit quarterly SF269s online.
The fallowing chart displays the manths covered per calendar guarter, the report filing due
date, and the date a reminder e-mail will be sent to you.
| Quater | CalendarQuarter | ReportDueDate | E-mail Reminder Sent |
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 Ermail menu option befare
submitting other reports. This e-mail address will be used to confirm receipt of SF2BE9
subrissions and notify you when reports are due.
If you require assistance or have any guestions, contact our Customer Service Center at
1-866-9A5K 0G0 (1-066-527-5646).
i
[ nrne [ [ [ trternet £

Figure 2.1-16 Main Menu

The Main Menu is displayed.

NOTE: Only the Grants or the Payment tab will be displayed according to the Account
Type selected during Registration.
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3 PAYMENT REQUEST

SECTION 3
3.1 PAYMENT REQUEST

After you login (with the Account Type of Used to Request Payments) the Main Menu is
displayed.

19|

| @eo [tnks »

File Edit Wiew Fawvorites Tools  Help

—Back - = - @ 74 | @Search (Gl Favarites @ | %v = =

Address I@ http: fid3.dsg-inc.comgntga/executeerifyLogln

Federal Emergency Management Agency
Payment And Reporting System
MainMenu | Help |

Main Menu Main Menu

SF269 Maintenance

Users Welcome to FEMA's Webh Based SF269 Financial Reporting System.

Change Password

Change Email In our continuing effart to better serve you, we are now accepting Financial Status Repaorts

Logout (SF269) through this web based system! The SF2639 must be submitted to the Federal Emergency
Management Agency within 30 days (with a 15 day grace period) 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 SF289s, and submit quarterly SF2E5s online.
The fallowing 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.

E-mail Reminder Sent
Apr 30th | Moyl |
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 befare
submitting other reparts. This e-mail address will be used to confirm receipt of SFZBE3
submissions and natify you when reparts are due.
If you require assistance or have any gquestions, contact our Custormer Service Center at
1-866-9A5K 0G0 (1-866-527-5646).
[ none [ [ [ mternet

Logout

Figure 3.1-1 Main Menu

Select the Payments tab.

NOTE: Prior to Requesting a Payment the Grant must have been accepted by the
FEMA Administrator. If it has not been accepted the following error will be
displayed. GRANT HAS NOT BEEN ACCEPTED! Grant has not yet been
marked as accepted. Unable to request payments at this time.
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3 Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. o ] B4
File Edit ‘iew Favorites Tools Help ‘ @
dBack ~ = - (2D it | Qhearch  [GFavorites ®| EA- S5 =
Address I@ http: }fid3.dsg-inc. comfgnt g a/execute/RequestPaymentHome j 6}60 | Links **

-

Federal Emergency Management Agency
Payment And Reporting System

Payments
MainMenu | Help | Logout

Grant Maintenance Cirant Maintenance
Payment Requests
Regquest a Payment
This section allows you to request a payment from your grant.

our Yendor Mumber is:

810302402

STEP 1:
Type in your Grant Mumber in the space provided and click "Find Grant”
Grant Number : I _
=
] | [ [ ntemet Z

Figure 3.1-2 Request a Payment

The Request a Payment screen is displayed.

Enter the following data:

Grant Number — The number that has been assigned to the Grant. This number must
already be in the system.

Grant NUMDBEBY ... Enter the Grant Number

Press the (EIEEGLM hutton.
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PN E ]

File Edit Wew Faworites Tools  Help

daBack - = - (3 fat | Chsearch [ElFavorites £ | BE-S =

Address I:@j httpe f1id3, dsg-inc. comfgntgafexecute/RequestP aymentFindGr ant FourrentAction=PaymentEnkry

Federal Emergency Management Agency
Payment And Reporting System

Main Codes Grants Qastylaiel 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,

STEP 2:
Enter the dollar amount of your payment request in the space provided below.
then click the "Submit Payment Request” buttan.

GRANT INFORMATION for : 2007 CFMbMA01
Grant Number: 2007CFR Gk 407
Grantee Name: KMNOXVILLE POLICE DEFPARTMEMT
Acceptance Date: 04/04,/2007

Holds? 1O HOLDS! This grant has no active holds.

Grant Amount: 4100.00
Amount Previously Dispensed: 0.0 wieww payrment history
Amount On Hold: 1]
Amount Available: 4100.00
Payment Request Amount: 40,00 enter the amount You are requesting in dollars.

Period Covered FROM: I B

Period Covered TO: I S
SUBMIT PAYTAENT HEQUES T

| K

|&) pare l_ l_ l_ |4 mmternet

Figure 3.1-3 Request a Payment

The Request a Payment screen is displayed.

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

Enter the following data:

Payment Request Amount — The amount being requested can be equal to or less than
the amount available.
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NOTE; The accumulative Requested Amount can never exceed the total Grant
amount.
Payment Request AMOUNT...........cccooviieeniiinie s Enter Amount
NOTE: The Period Covered From and To cannot overlap with another payment

request. If the period overlaps the following error is displayed. “Unable to
Process PAYMENT REQUEST!” Period Covered FROM Date must be after
the last Period Covered TO Date. Payment Request was not processed. Please
choose a valid Period Covered FROM Date and try again.

Period Covered From —Start date of the payment.

Period Covered From........ccccoveviieiienese e Enter a Start Date
Period Covered To — End date of the payment.

Period CoVered TO. ... e, Enter an End Date

Press the button.
Microsoft Internet Explorer |

¥ou are Requesting a Payvment For $ 250,00 with a Period Covered FROM date of 2007-04-02 and a Period Covered
T Dake of 2007-04-05, Are wol sure wal wank ko request this payment? Click Ok ko continue, Cancel to abart,

Cancel |

Figure 3.1-4 Confirmation

A Confirmation screen is displayed.

Press the A button to Continue.

To Cancel, press the _ <= | putton to abort.
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3 Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc.

File Edit Yiew Favorites Tools  Help

SBack - = - i) ot | Qhsearch  [GelFavorites &% | - S =

Address Iﬂ:l http:fid3. dsg-inc.com/gntga/execute/RequestPayment AddRequest

Federal Emergency Management Agency
Payment And Reporting System

Paymments

VI Grant Maintenance
Maintenance

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

Your Vendor Mumk
o VETESTETEET T STED 3: FINISHED! PAYMENT REQUEST ENTRY HAS BEEN COMPLETED.
810302402 We have received and successfully saved your payment request.

MainMenu | Help | Logout

|&] Dore l_ l_ l_ |4 Internet

| Kl

Figure 3.1-5 Payment Request Entry Completed

The system will display a message:

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

NOTE: At this time FEMA will process your payment request.

3.1.1 View Payment History

From the Request a Payment screen select View Payment History.
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; Grant Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc ;|g|5|
File Edit ‘Wiew Favorites Tools Help ‘ @
$Back - = - B} ot | Qhsearch [ Favorites ®| B-S =
Address I’.Gj http:fid3. dsg-inc. com/gntqafexecute/RequestPaymentFindGrant current Action=YiewPayments j @Go | Lirks **

-

Federal Emergency Management Agency
Payment ind Reporting System

Codes Grants [BEOUEEY Security | Reports

MainMenu | Help | Logout

Grant Grant Maintenance
Maintenance

Payment Requests Fiequest a Payment
This section allows you to request a3 payment from your grant,

VIEW PAYMENT HISTORY

Payment History for Grant 2007 CFT70001

Date Description Amount
GRANT AVWARD 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 reguested frorn GRANT 2007 CFT70001. o

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

03/13/2007 A HOLD in the amount of $50000 was REMOWED
from GRANT 2007 CFT70001.

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

04/02/2007  PAYMENT REQUEST in the amount of $25000.00 25000.00
was reguested frorm 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 arnount of $4000.00 4000.00
wag 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.

[ nane [ Trrernet

b

Figure 3.1-6 Payment History

The Payment History screen is displayed.

This screen displays the Accept Date, all Requests for Payments and their Amounts, all Holds
placed on a Grant and notice of the Payment when it has been Disbursed.
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4 SF269 SUBMISSION

SECTION 4
4.1 SF269 SUBMISSION

Select the Grants tab.

File Edit Yiew Faworites Tools Help | @

P Back + = - @ ﬁ| @Search [Ge] Favorites ® | %v ==

Address I@ hikp: ffid3.dsg-inc. comy gntgafexecute fGrantHome j ﬁGo |Links E
N

Federal Emergency Management Agency
Payment ind Reporting System

MainMenu | Help | Logout

SE269 Maintenance  SF269 Maintenance - Home
Grants Home

Grants List . N . . . . - - .

fou 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. When you create a status report in this section, it is electronically submitted online!
IMPORTANT : ¥ou are reguired to submit a financial status report for your grant within 30 days (with a 15 day grace period) of the end of the
quarter (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
SF269 form electronically! ]
To view grant information and reports, or to file a new financial status report, click here.

[&] pone ’_’_’_ £ Internet y

Figure 4.1-1 Grants Home Page

The Grants Home page is displayed.

This section enables you to view grant information, view previous financial status reports (SF
269's), and create new financial status reports. When a status report is created in this section, it is
electronically submitted online to FEMA.

NOTE: Grantees are required to submit a financial status report for each active grant
within 30 days (with a 15 day grace period) 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.

To view grant information and reports, or to file a new financial status report press on click here.
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/2] 5F269 Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. — ol x|

File Edit ‘Wew Favorites Tools  Help ‘@

Back ~ = - () i | i@l Search  [GE|Favorites & | BN S -

Address I@ http: ffid3.dsg-inc.comfgntgafexecute/Grant fourrentMode=ErowsefcurrentAction=Browse

x| PG |Links =

-

Federal Emergency Management Agency
Pavment Aind Reporting System

Main Mehu | Help Logout

SF269 Maintenance SF269 Naintenance
Grants Home

Grants List Browse Grants
<< First | < Previous | HNext> | Last>> | Search
Grant Number  [Vendorld _ |Grant Start Date  [GrantEndDate _ [Action |
e Vherlar RVmlED R 2007 CFME108 256003437 03/09/2007 09/30/2007 Wiew Grant Info
256003437 2007CF1003 256003437 03/09,/2007 09/30,/2007 Wiews Grant Info
2007 CFMET 004 256003437 03/09,/2007 09/30,/2007 "Wiews Grant Info
2007 CFT 70004 256003437 03/08/2007 09/30/2007 "Wiew Grant Info
2007CFT 71005 256003437 03/09/2007 09/30/2007 Wiew Grant Info
2007CFT#1234 256003437 03/08/2007 09/30,/2007 Wiews Grant Info
1to6of B

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

N

|§'| http:ffid3.dsg-inc. comfantqa)execuke/Grant? currentMode=BrowsefourrentAction=Browse |° Inkernet

Figure 4.1-2 Grant List

The Grant List is displayed.

To process a report for a grant select either the Grant Number or View Grant Info located under
the Action column.
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File Edit ‘Wew Favorites Tools Help

10|

$GBack - = - 2 ﬁ| Qhsearch (G Favorites £ | - S =

Address I@ http:fid3.dsg-inc.com/gnbga/execute farantStatust federalGrantld=3

| Pe |unks ?

Federal Emergency Management Agency
Payment And Reporting System

Main Menu | Help

Logout

SF269 Maintenance  S§F269 Waintenance
Grants Home i i
Grants List Grant Information for : 2007CFT 70001 Back To Grant List
Grantis active. Grant Number : 2007 CFT70001
Grant Humber :  2007CFT70001
You have no status reports due atthis time. ra ) um '_H B
Accounting Bagis: Accrual Basis
‘Wie are currently in Fiscal Quarter 3 of Fiscal Year 2007, This gquarter ends an Grant Period: 03082007 to 09/30/2007
06/30/2007. Grantee MT BOARD OF CRIME
ramtee:  controL
Vendor Id:  $10302402 T
Status Reports << First | £ Previous I Hext> | Last>> I Create Status Report
033083200? 03331 £2007 Ddﬂ 0/2007 Vlew of
1to1of1
=l
&) Done l_l_’_|° Internet 4

Figure 4.1-3 Grant Information for (Grant Number)

The Grant Information for (Grant Number) screen is displayed.

To Create a SF269 select Create Status Report.
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=) - B -

5 - B [l v

=10] |

‘You cannot save data bvped into this form,
Please print wour completed Form if wou vould like a copy For wour records,

= Print Form |

[ Highlight fields

I Pages\l’\ Signatures

FINANCIAL STATUS REPORT

{Short Form)
{Foltow Instructions on nexf page]

Submit Form

[» |~

1. Federal Agency and Organizalional 2 Grant or Award Mumber Assigned by FEMA OMB Approva Page o
Skemant to which Raport 15 Submithed Mo, 1 1
;Zd:;;i?:ﬂe;::cy [FEMA) 2007CFT70001 . .
Expiroa DUAT008
3. Redpent Crganization (Name and compizle address, moudng 29 code) MT BOARD OF CRIME CONTROL
RUSSELTON . P& 15076
4. viendar Mumiper 5. Recipient Infemal cooe or Mdentifying Mumger {if any) 5. Final Report 7. Basle
810302402 I:IYESD |:|Cash D.ﬁccrual
& FundingiGrant Perlod (Ses Insrucnions) 5 Perlod Covarad by this Raport
From: [Month, Day, Year) To: (Month, Day, Yesr) From: [Month, Day, Year) To: [Month, Day, Year)
D3/08/2007 09/30/2007
10, Tranesactions: I 1] m
Praviously Reporisd Thiz Cumulative
Praricd
a Total outlays 520.00 $0.00 $20.00
b. Raciplent shara of cutiays 5$10.00 $0.00 $10.00
o Fedaral shara of outlays $10.00 $0.00 $10.00
% d. Total uniiquidated obligations 50.00
E & Reciplent shara of unliquidated obligations 50.00
=
E r. Faderal ghara of unliquidated obligations 50.00
= . Total Fageral shara (Sum of lines ¢ and 1) 590.00
f/ n. Total Fedaral funds authorized for thie funding pericd 5100,176.00
% 1. Unobligated balance of Fedaral funds (Lina h minus line g) 5100,186.00
E a. Type of Rate (place “x" In appropriata box)
E
8 n Ex::ﬁ?e |:|F'r\c-vis ional l:lF'red etermined |:|Final Dixed
0. Rate c. Base d. Total Amount 8. Feoeral Share
0.00% 50.00 $0.00 50.00

& Block/Formula pasathrougn

5. Fadaral Fungs Subgranted

$0.00
000

PROGRAM INCOME:
C. Forfelt 5000

D. other %0.00

12. Remarks: amach any explananions gdeemad necassary or informarion required by Federal sponsering agency In compiiance with governing legislarion.

E. Expended 50.00

F. Unaxpanded 50.00

13. Cartification

1 certity to the bast of my knowledge and bellef that this report I comrect and complate and that all cutlays and uniiquidsted obligatlens
are for the purposss st forth In the award documsnts.

b} Typad or Printad Hama and Titls Talsphons [Araa code, number and

E axtenalont

E

3

:E Signature of Authorizad Cerifying OmMclal Data Report Submitten

=
7/ 04/17/2007

W standard Form 265a [REV 2002)

t

E Paperwork Reduction Act Notice. Under the Paperwork Reduction Act, 3 person is not required 1o respond to @ collection of mformation unless it

g displays a curently walid OME control number. We try to create forms and instructions that are acourate, can be easily understood, and which impose

[} the least possible burden on you o provide us with information. The estimated average tme to complets and e this appication is 20 minutes per

application. If you have comments regarding the accuracy of this estimate, or suggestons for making this form simpler, you can write to the Federal
= Emergency Management Agency, 300 C Sireet SW., Washington, DC 20472,
Submit Form J
-
= | [tz | h M| O O] Ll = H
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The SF269 Report is displayed.

Enter the following data:

NOTE: Data can only be entered in lines that are yellow. Lines 1-4 will be system
populated.

Line 5 Recipient Internal Code or Identifying Number — An identifying number
assigned by your organization for internal use.

Recipient Internal Code or Identifying Number............. Enter if required

Line 6 Final Report — If you have finished expending funds and recording your required
match related to this award, regardless of whether they have been or will be reimbursed
by the Federal Government, check Yes. Otherwise, check No.

Final REPOIt .....covviieie e Select Yes or No

Line 7 Basis — Indicates whether the accounting system uses a cash or accrual basis for
recording transactions related to this award.

B SIS e ——— Select Cash or Accrual

Line 9 From and To Dates — 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

FrOM e Enter Date mm/dd/yyyy
0 e Enter Date mm/dd/yyyy

Lines 10A — 10C (Total, Receipt and Federal) — Refer to cash outlays. The total of
lines 10 B and 10c will equal the amount reported on line 10A.

Receipt Share of Outlays ..........ccccoovviiiiiiinieee, Enter Amount

Federal Share of Outlays..........ccccoeeveveiieniiiecece e Enter Amount

NOTE: The totals 10E and 10F should equal the amount in 10D.

Lines 10D - 10F (Unliquidated Obligations) — Refer to the amount of unpaid
obligations or accounts payable you have incurred. If you are reporting on a “Cash”
basis this amount should be 0.
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Recipient Share of Unliquidated Obligations................. Enter if required
Federal Share of Unliquidated Obligations.................... Enter if required
NOTE: Indirect Expense will only be completed if you have a Federally approved

Indirect Cost Rate agreement with your cognizant agency.

Type of Rate — Indicated the type of rate you have.

Type OFf RALE....c.ooieiie e Check if required
Rate — The indirect cost rate in effect during this current reporting period.

L L= OSSR Enter if required
Base — The amount of the base against which the cost rate is applied.

B e Enter if required

Total Amount — Total amount of indirect costs charged during this current reporting
period.

Total AMOUNT ......ooeiiiiicce e Enter if required

Federal Share — The Federal Government share of the amount reported.
Federal Share..........ccccovveiicie i Enter if required

REMAIKS ...ttt Enter if required

Block/Formula Passthrough — Cumulative amount of Federal funds your State agency
has passed-through to local units of government, other specified groups or organizations
as directed by the legislation of the program.

Block/Formula Passthrough ..........cccccoviiiinicninieee. Enter if required

Federal Funds Subgranted — The cumulative amount of Federal funds subgranted
including amounts subgranted to State agencies.

Federal Funds Subgranted.............ccccocovvveveiieinenesnee. Enter if required

Forfeit — The cumulative Federal portion of forfeited assets to be sued in this grant
whether the assets were forfeited as a result of this grant or another grant.

FOTIT. ..o Enter if required

Other — The cumulative Federal portion of program income earned from other than
forfeited assts.

ONEE .. Enter if required

Expended — The cumulative amount of program income from all sources including
forfeited assets and interest earned, which have been expended by your organization.

EXPENCEd ..o Enter if required
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Typed or Printed name and Title..........cccocevvvieiieinnnns Enter your Name and Title
TelephoNe ..o Enter Area Code, Number and
Extension

To Submit the form, press the =~ Submit Form ' button.
4.1.1 Errors

There are many edits on SF269. The SF269 will not save if there is an error. An error message
will be displayed detailing the error. Correct and resubmit. If you need assistance filing your

SF269a, please contact the new Customer Service Center at 1-866-9ASKOGO (1-866-927-5646) or
write to us at ask-ogo@dhs.gov.

4.2 SUBMISSION

When Submit has been pressed and all information presented on the form is entered correctly, a
message will be displayed on the screen indicating successful submission.

& Report has been submitted.

ionce yaur on-ine Filing has been completed, do naot Fax, mail or otherwise
submit the original paper copies of wour SF269 unless FEMA requests yvou ko dao
s,

Figure 4.2-1 Report has been submitted.

Once the report has been submitted electronically do NOT fax, mail or otherwise submit the
SF269 unless FEMA requests that you do so.

4.3 STATUS REPORTS

Once the submission has been accepted it will be displayed under Status Reports. The system
will assign a sequential number as the Report Number.
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; SF269 Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. - | Ellil
File Edit Wew Favorites Tools Help ‘ @
daBack ~ = - (2 Fat | {Qlsearch [GFavorites o4 | By S -

Address I@ http:fid3.dsg-inc.comfantga/executefGrantStatusFederal GrantId=1 j 6>G0 | Links **

Federal Emergency Management Agency
Payment And Reporting System

MainMenu | Help | Logout
SF269 Maintenance  §F269 NMaintenance
Grants Home
Grants List Grant Information for : 2007 CFM6108 Back To Grant List

Grantis active. Grant Number : 2007 CFM6108
Grant Number : 2007 CFME6108

our Wendor Mumber is:

296003437 You have no status reports due atthis time. ) . )
Accounting Basis:  Accrual Basis
We are currently in Fiscal Quarter 2 of Fiscal Year 2007, This quarter ends Grant Period : 030972007 to 09/30.2007
on 033172007, Grantee : TSHP OF WEST DEER. -
" POLICE DEPARTME =
VendorId: 256003437
Status Reports << First | < Previous | Mext> | Last>> | Cieate Status Report
m
DB.-’DS.-QDD? 03.-’31 /2007 03.-’1 9/2007 e [pdf
Tto1of1 ;l
&) Dore [ [ [ meermet 4

Figure 4.3-1 Status Report List

The Status Report List is displayed.

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

4.3.1 View Report
To View an existing report select View (pdf) in the Action column.

This option enables the user to modify certain fields.

NOTE: Only current quarter reports can be modified.
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5 USERS

SECTION 5
5.1 USERS

Under the Users menu located under the Main Menu there are three (3) options: These options
are Change Password, Change Email and Logout.

5.1.1 Change Password

From the Main Menu select Change Password located under the Users menu.

File Edit Miew Favorites Tools Help

GBack + = - (D 7t | Qhsearch  [GelFavorites £ | Eh\- S -

Address I@j htep: fid3. dsg-inc.com/gntqafexecutefChangePassword

Federal Emergency Management Agency
Payment And Reporting System

'LJSB'; Change Password
ogo
Login Id: jonic
0ld Password: I
Hew Password: I
Re-type Hew Password: I
E =
[
i€ [ [ e moremet 4

Figure 5.1-1 Change Password

The Change Password screen is displayed.
Enter the following data:
Old Password — This is your current password that you wish to change.

Old PaSSWOIU.....cc.eeiuieiieiiesieeie e Enter your present Password

NOTE: New password must be between 8 and 15 characters and contain at least one
lower case letter, at least one upper case letter, at least one number and at least
one special character.

New Password — This is the new password.

NEW PaSSWOIT .....ccvveiiiiiiiie e Enter your New Password
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Re-type New Password...........ccooeerenenenenenenceeeeee, Re-enter your New Password.
Press the (BEZXEM button to save the new password.
A message is displayed to the screen:

You have successfully changed your password: Please log-in again with
your new password.

5.1.2 Change Email

From the Main Menu select Change Email located under the Users menu.

; Code Maintenance - Microsoft Internet Explorer provided by Digital Systems Group, Inc. ;Iglll
File Edit ‘iew Favorites Tools Help ‘ @
GBack ~ = - &) at | iQhsearch [GFavorites % | By S -

Address I@ http: ffid3 dsg-inc.com/gntga/executeLoadhangeContactEmail?contackId=0 j WGD | Lirks **

M

-

Federal Emergency Management Agency
Payment And Reporting System

Main | Payments 3

MainMenu | Help | Logout
Change Contact Email Address.

Configuration

Notification Contact: Joan Cox

E Mail : |cox@dsg-inc.com

M

i€ [ [ [ [ mtermet

Figure 5.1-2 Change Contact Email Address

The Change Contact Email Address is displayed.

Bl oo nnenen Enter in the New Email
Address

Press the (BEZXEM button to save the new email address.
5.1.3 Logout
From the Main Menu select Logout located under the Users menu.

The system will automatically log the user out and return them to the User Login screen.
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6 ONLINE HELP

SECTION 6
6.1 ONLINE HELP

Online help is available in the Payment and Reporting System.

File Edit ‘“ew Favorites Tools Help | @
Back -~ = - () 7ot | Dhsearch [EFavorites (4 | E-S e
Address Iﬁil http: ffid3.dsg-inc.com/antgafexecute/VerifyLogIn j 6>G0 | Links **
Federal Emergency Management Agency
Payment And Reporting System
MainMenu | Help | Logout
Main Menu Main Menu
SF269 Maintenance
Users Welcome to FEMA’s Web Based SF269 Financial Reporting System.
Change Password
Change Email In our continuing effart to better serve you, we are now accepting Financial Status Reparts
Logout (SF269) through this web based system! The SF269 must be submitted to the Federal Emergency
hanagement Agency within 30 days (with a 15 day grace period) 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 autharized users to view grant information, view previously
subritted SF269s, and submit quarterly SF269s online.
The fallowing 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.
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 befare
submitting other reports. This e-mail address will be used to confirm receipt of SF269
subrissions and notify you when reports are due.
If you require assistance or have any guestions, contact our Customer Service Center at
1-866-9ASKOG0 (1-066-527-56546).
=
[ nane [ [ [&a mterner -
- 1 e T i~ = i | a— - o~

Figure 6.1-1 Main Screen

To access the Help anywhere in the system select Help located on the blue bar across the top of
the screen.
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Eile Edit View Favarites Tools Help

a Help for the FEMA Payment & Reporting System for Grantees - Micre

(S Contents™ Il ~Index Ml ~"Search — Ml ‘Web Search N NGO

-

- £
_— _ -
{55 Getting Started
& el come

® Calling Up the FEMA Payment and Rep
# Understanding the Systemn Layout
& Logging Off

) Zetting Help

@ I=zing the Main Module

] orking YWith the Codes Maodule

@ Understanding Grants

@Wﬂrking with Paymentz

« | 2|

Welcome

VYelcome to the Federal Emergency Management

Agency (FEMA] Payment and Keporting Systemn,

written in the Java programming language and
accessible only to authorized personnel. This
accompanying online Help will assist you, the
grantee, in getting familiar with the VWeh-based
FEMA Payment and Eeparting System, cammanlky

shortened in this Help guide to the Payment and

Feporting System. This wersion of the Help for

FEMA is dated March 20, 2007 and includes
procedures for requesting grant payment.

The Payment and Repaorting System enables you

to wviews grant information and send the Financial

Status Report Form SF2E5A electronically, ar

request a payment from your grant. You may

establish contact information and maintain your

uszer information.

Pop-Ups and Links to Other Topics
For viewing pop-up definitions of terms used

throughout the Help or far jJumping to a related

section, click on the words or phrases typed |
color and underscored with a solid line.

|:E:| Daone

f

I_ I_ I_ @ Inkernet

| K

Figure 6.1-2 Online Help Welcome

The Online Help Welcome screen is displayed.

6.1.1 Contents

A Table of Contents is available by clicking on the Contents button.

© DSG, Inc., 2007

6-2




May 07, 2007

; Help for the SF2649 Reporting Sy¥stem - Microsoft Internet Explorer pro¥ided by - |EI|5|
File Edit ‘jew Fawvorites Tools  Help @
[ Contents™ M ~ndex— J ~"Search — Ml ‘Web Search N CEo

= o )
— —| Welcome

|| Getting Started _ _ _

(i Getting Help Welcome to the Web-Based SF268 Financial Reporting

(] Uising the Main Module System, written in the Java programming language and

(] iorking With the Codes Module accessible only to authorized personnel. This accompanying

(B8] Uniclerstanding Grarts anline Help will assist you in getting familiar with the VWeh- | |

(| Establishing Security Based SF2B3 Financial Reparting System, commanly

shortened in this Help guide to the Financial Reporting System.
This version of the Help, dated January 11, 2005, replaces the

ariginal Help edition of January 14, 2004, and reflects changes

in the log-in procedure.

The Financial Reporting System enables you to view grant
information and send the Financial Status Repart Form SF265A
electronically. You may estahlish schedules for E-mail
notification of expiration of grants, deadlines for reparts,
creation of reports, and maodification of reports. The system
facilitates the maintenance of fiscal year and guarter data,

e A A, A A,

&) I_I_I_lﬂ Internet
Figure 6.1-3 Contents

W(EL

The Table of Contents is displayed down the left side of the screen.

A user drills down by selecting a folder. When the folder is selected additional topics are
displayed. Information pertaining to the topic selected is displayed in the right hand box on the
screen. Words or phrases typed in color and underscored when selected display a popup

6.1.2 Index

An Index is available by clicking on the Index button.
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3 Help for the SF269 Reporting System - Microsoft Internet Explorer - |I:I|i|
File Edit \jew Favorites Tools Help @'
[ ~Contents™ SIS Indext I ~Search— i Web Search JE=tog
- (= ) -
- —| Changing Your User Password
Type in the keywward to find. . ) .

The Web-Based SF2BY Financial Keporting
. systemn allows you to redefine yvour site user's
_ password after first entering your current

ﬁ:ggﬂg{g'ﬂe" = password. After this change is effected, you will

Changing be reguired to use this new password when
Permissions logging in under your site USer name. |

ﬂﬁ:lsgsrilll:_qnngi]ng Select the Main Tab at the top of the page. The

iewing Main Module Page is displayed, and a sidebar
Pop-ups presents links for you to perform various
Prerequisites functions. Click the Change Password option
SE:;‘;?:;"‘“”S from the sidebar. The Change Password Page is

&zzigning to & user dlsplayed.

Deleting .

Maittaining To change your user password:

Mapping 1. Enter vour current password in the Old

Modifying Passwaord field. Your login 1D is provided by the
Sending E-mail notifications svster
Site uzers Y )

Adding ERROR MESSAGES: "The following fields are

Assigning 10 groups _IL| required; Old Password" — you've neglected to

a | o ROtRr wOLF CUrFRNT nAasswnrd i

/&) Dore I_ I_ I_ 4 Inkernet

B

Figure 6.1-4 Index Help

To limit the search type in the field a word or a string.

Select a topic on the left side of the screen. Information pertaining to the topic selected is
displayed in the right hand box on the screen.

6.1.3 Search

The Search capability is available by clicking on the Search button.
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; Help for the SF269 Reporting System - Microsoft Internet Explorer provided b - |EI|5|

File Edit ‘iew Favorites Tools  Help

@«

Mapping User Groups

Type in the word(=) to search for:

o The Web-Based SF263 Financial Reporting System allows you
to assign a user to groups of users for the eventual purpose of
assigning permissions to group members, rather than assigning
permissions to each user individually, although a group may
consist of anly one person. This security option associates
users with specific groups for this purpose.

Select the Security Tab at the top of the page. The Security
Module Page is displayed, and a sidebar presents links for yvou
to perfarm warious functions. Click the User Group Map option
from the sidebar. The User Group Page is displayed.

To assign a user to groups:

1. Use the magnifying glass and the search field to select the
desired sife user,

ERRCR MESSAGES: "The following fields are required: Site
IIser" — you've neglected to select a site user to be assigned
to groups.

2. Select the secunity grows to which you wish the site user to
be added from the Available Selections box and click the

CIS ® =

/&) Done ‘ I_ I_ I_ ® Internlet

| K

Figure 6.1-5 Search

Type in the word(s) to search for then press Go.

A list of topics will be displayed that pertain to the search criteria.
Select the topic.

6.1.4 Popup

For 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 solid line.
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Eile Edit WYew Favarites Tools

Help

a Help for the FEMA Payment & Reporting System for Grantees - Micre

-4

-

=
o

{55 Getting Started
% Yyielcarme
® Calling Up the FEMA Payment and
# Understanding the Systemn Layout
& Logging Off

) Zetting Help

@ I=zing the Main Module

] orking YWith the Codes Maodule

@ Understanding Grants

@Wﬂrking with Paymentz

0 I

Rep

2l

(S Contents™ Il ~Index Ml ~"Search — Ml ‘Web Search N NGO

Welcome
VYelcome to the Federal Emergency Management

Anency

[EEMAT Pavinent and Benortinn Swsterm

wiritten
ACCESS
accomj
grantes
FEMA H
shorten
Feporti
FEMA i
proced

The Fa
to wiew
Status

request
establig
USer inf]

Grant

A contractual relationship between a
Federal awarding agency and a non-
Federal entity (the grantee), in which
the awarding agency agrees to
transfer money or something of value
to the grantee. The grantee agrees to
use such resources in carrying out a
public purpose of suppaort ar
stimulation authorized by law. MNeither
party envisions substantial
involverment by the awarding agency
in carrying out the grant. A grant
contrasts with a cooperative
agreement, inwhich the awarding
agency does become substantially
involved in the Federal sponsared
activity, and with a procurement
contract, which a Federal agency

|:E:| Daone

I_ I_ I_ @ Inkernet

| K

Figure 6.1-6 Popup Help

When a words or phrases typed in color is selected a popup is displayed. To get out of the popup

click outside of the popup box.
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7 PASSWORDS

SECTION 7
7.1 PASSWORDS
Passwords are set to expire every 90 days.

The user will be notified starting seven (7) days prior to expiration of their password.

File Edit Wiew Fawvorites Tools  Help | @
—Back - = - @ 74 | @Search (Gl Favarites @ | %v = =
Address If}i‘l http: ffid3.dsg-inc.comjgntqajexecute/VerifyLogln j rao | Links **
Federal Emergency Management Agency
Payment And Reporting System
Main Menu | Help
Main Menu Main Menu
SF269 Maintenance
Users Welcome to FEMA's Webh Based SF269 Financial Reporting System.
Change Password
Change Email In our continuing effart to better serve you, we are now accepting Financial Status Repaorts
Logout (SF269) through this web based system! The SF2639 must be submitted to the Federal Emergency
Management Agency within 30 days (with a 15 day grace period) 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 SF289s, and submit quarterly SF2E5s online.
The fallowing 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.
| Quater | Calendar Quarter E-mail Reminder Sent
Jan 15, Mar 315  etw |
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 befare
submitting other reparts. This e-mail address will be used to confirm receipt of SFZBE3
submissions and natify you when reparts are due.
If you require assistance or have any gquestions, contact our Custormer Service Center at
1-866-9A5K 0G0 (1-866-527-5646).
=
[ none [ [ [ mternet 4

Figure 7.1-1 Password Expiring Message

A message is displayed in red across the top of the screen informing the user that their password
will expire in X amount of days. This notification will be displayed every time a user signs into
the system beginning seven (7) days prior to expiration.

Passwords must be between 8 and 15 characters and contain at least one lower case letter, at least
one upper case letter, at least one number and at least one special character.
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