From: AMIS

To: AMIS

Subject: myCDFIFUND Data Import to AMIS - ACTION REQUIRED
Date: Tuesday, June 30, 2015 4:36:00 PM

Importance: High

As noted in our GovDelivery message on June 10th (http://www.cdfifund.gov/news_events/CDFI-
2015-23-AMIS_Is_Coming.asp#), the CDFI Fund will be implementing its new Awards Management
Information System (AMIS) on August 31, 2015. To help ensure that AMIS has the cleanest data
possible, we strongly recommend all myCDFIFund users validate or update their accounts based on
the instructions below by August 20, 2015. By updating your account, you will ensure that your
organizational data will be clean and ready to access when AMIS is live.

Before you get started, please note that:
e All myCDFIFund organizational data will be transferred into AMIS EXCEPT for organizations
that:
0 Have never applied for an award or allocation, and
0 Have no current active certification
e [f your organization does not meet the criteria for being transferred into AMIS, but you
would still like your organizational information transferred, you MUST update your
organizational data within myCDFIFund before the August 20, 2015 deadline
e Changes to Organization Name, EIN, Fiscal Year End, and Financial Activities Start Date
cannot be made through myCDFIFund; therefore, while your other data changes will be
transferred into AMIS, these 4 data elements require an IT Help Desk ticket
(ITHelpDesk@cdfi.treas.gov) and may not be addressed until after AMIS is live
e Congressional District does NOT need to be updated because it will be automatically
populated based upon the “Shipping Address” entered for your organization under “Primary

Information”
e You can only update your own user account; myCDFIFund will not allow you to update the
information for other users associated with your organization

Instructions for All myCDFIFund Users
1. Loginto your myCDFIFund account
2. Click the “User Profile” link on the left-hand side of the screen
3. Review/Update your primary contact information (user profile name, e-mail address, phone
number, fax number) and primary address as needed
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Additional Instructions for myCDFIFund Administrators
1. Loginto your myCDFIFund account
2. Click the “Access Organization” button on the right-hand side of the screen
3. Enter your organization’s EIN and click “Access Organization”
4.  Click the “Organization Profile” link on the left-hand side of the screen
5. Review/update the following fields via the links on the left-hand side of the screen:
A. Primary Information
i. Mailing address (please include a full 9-digit zip code)
ii. Shipping address (please include a full 9-digit zip code)
B. Organization Profile
i. Review/update all fields
C. Affiliates
i. Review/update all affiliates, if applicable
D. Users
i. Confirm each user’s role (Administrator or User) and enabled status
ii. Make any necessary corrections
E. Contacts
i. Organization Contact - ensure the name listed is the person you’d like listed
as your “primary” contact and, if not, update
ii. Award Contacts - ensure the name listed for each award is correct for the
Authorized Representative and Contact for that award and, if not, update

If you have any questions, please feel free to call the CDFI Fund at (202) 653-0422 or submit an email
to our new AMIS mailbox, AMIS@cdfi.treas.gov.

We appreciate your help in making the launch of AMIS a success.
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