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1 Introduction

The objective of this document is to provide myCDFIFund users guidance on logging in, accessing, and
working in AMIS during its initial release.

ASSUMPTION: This Quick-Start Guide is targeted for users who have an active
myCDFIFund account which was migratedto AMIS. Ifyou have not registered for an
AMIS user account and/or are new to working with the CDFI Fund, please see the
AE101: Getting Started— Navigating AMIS training manual which canbe found on the
AMIS Landing page at amis.cdfifund.gov.

This document provides guidance for four primary activities that first-time users will require to access
and work in AMIS:
1. Logginginto AMIS— First Visit
2. Logginginto AMIS — Subsequent Visits
3. Verifying Profiles
4. Using AMIS to:
0 Prepare and submit a CDE Certification Application
O Initiate a CDFI/NACA program payment (disbursement) request
0 Submit aservice request
0 Access myCDFIFund for anything relatedto NMTC, BEA, BGP, or CDFI Certification.

2 Logging into AMIS - First Visit

Upon initial logon, you will be required to set your password:

1. Navigateto: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGINTO AMIS link.
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VS DEFARTMIENT OF THE TREASURY

AMIS HOME | AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FACS | LOGIN TO AMIES

AWARDS MANAGEMENT INFORMATION SYSTEM

AMIS functionality will be released to users as it becomes available. With the current version of AMIS [released
Septernber 18, 2015), you may:

*  Register an organization and manage the organization profile

Register a user

Manage a program profile (CDE Certification only)

Apply for and review a CDE Certification (A, B and C)

Submit service requests

For all ather business with COFI Fund, you will still lus-in to AMIS via the "Lugin to AMIST link at top but will be
re-directed to our legacy systems (e.g., myCDOFIFund]. For more detall, please access the AMIS tralning manuals
from the link at top and review “Navigating AMIS."

Please see the AMIS FACH for additional information.

For AMIS IT support, contact us at AMIS@cdfitreas.gov or (202) 653-0422.

Figure 1. AMIS Landing Page
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3. The AMISLogin page displays. Click the Forgot your password?link.
y m ‘Fﬂ‘ LS DEPARTMENT OF THE TREASLURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISHNEWS | AMIS TRAINING MATERIALS |  AMIS FAQS

TERMS OF USE AND ACCEFTANCE

You are entering an Official United States Government System, which may be used only for authorized purpeses. The Government may
monitor and audit usage of this system, and all parsons are hereby notified that clicking the O button balow and the use of this system
constitutes consent to such moanitoring and auditing. Unauthorized attempts 1o upload or change information on, or otherwise cause damage
to, this web site are sirictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 15858 and Title 18 U.S.C. §
1001 and § 1030,

This web site is provided as a public service by the Depariment of the Treasury, Communily Development Financial Institutions Fund (COF
Fund) and is considered public informaticn which may be distributed and copled. You should be aware that 31 U.S.C. § 333 prohibits (among
other things) the misuse of names. terms. symbaols. emblems, or stationery of the Department of the Treasury, as well as colorable miltations

of these ibens.

LIsarmame

Passwornd

Forgot your password 7] Join our Community

Figure 2. AMIS Login Page — Forgot Password Link

4. After clicking on the link, you will be directedto a page where you will be prompted toenter

your user name. Enter your user name. Your user name is the email address you previously
used for myCDFIFund.

5. Click Submit.

Dhal ina Bt yrims? fuirhivneitl T Pl 500 il (A TLo Ealrm

Usamame: 4 MyCDFIFund Email Address

CORMMHITY DEVELOPMENT PIMANCIAL INSTITUTRNES PLND

Figure 3. AMIS User Name Entry Page
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6. Once you submit your user name/email address, you should receive an email with a link to
update your password.
7. Toreset your password, click the link provided in the email.

AMIS Today at 9:44 AM
T'o mmuwanguzi@yahoo.com

Dear Michael Major,

Welcome to the CDFI Fund AMIS system To get started, please go to https.//edfistage-
mycdfifund.cs32 force.comilogin?
c=bd QN TQDUGfKILGST IghPhif 2BxQsfef0BpE% 2 BGIgWITgqCYEVEYH|2e9dh%ed BYweExf Dy SpEIFYFXsEiAzO8

%2 FDpglyzHrglkxRNIQIwWwg S e CW T HAW Dop OPoey Dwlvb KAMI2 3D

Username: mmuwanguzi@yahoo.com4418

Please do not reply to this email.
Thank you,

The CDFI Fund

Figure 4. AMIS User Registration Temporary Password

8. After clicking on the link, you will be directedto a browser page and will be prompted to enter a
new password. Enter your new password, verify, and click Saveto log in to AMIS.

For security reasons, your password must now be changed. Your password was last changed or reset on 91122015 2:09
P

User Name  mmuwanguzi@yahoo com343

MHew Password gessssssss

Strong Your password is strong. It contains at least 8 alphanumenc characters and includes
uppercase and lowercase letlers

Verify New Password gesesssens )

Figure 5. AMIS User Password Change Screen

NOTE: Passwords expire and must be reset every 60 days. Passwords must also
adhere to the CDFI Fund’s password requirements:

a. Beat leasteight characters.
b. Contain at least one lower case letter, one upper case letter, one number, and
one special character.
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9. Once logged in, you will be directed tothe AMIS Home page.
m Organizations  Contacts  Service Requests  App Launcher ‘
I —
My Tasks How, Gverdue v
Acme You have no open tasks scheduled for this period
Calendar
4| September2015 >
You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat
01 02 03 04 05
06 07 08 09 10 11 12
13 14 15 18 17 18 19
20 21 2 23 Pas 2
27 28 28 30
F=EE OEE
Copyright € 2000-2015 salesforce.com, inc. All rights reserved. | Privacy Statement | Security | Terms of Use

Figure 6. AMIS Home Page

TIP: After you have established a user name and password, you can bookmark the
Login page for future logins.

NOTE: As with myCDFIFund, AMIS users may have associations with multiple
organizations. You have a unique User Profile (i.e., Admin User, User, or Viewer) for
each of the organizations with which you are associated, granting you the
appropriate access to each. However, AMIS requires that each user have only one
primary organization, meaning that a user can be an Admin User for only one
organization. Toswitch organizationsin AMIS, simply click on the Organizations tab
at the top of the screen. If you need to change your type of User Profile for an
organization, contact anadministrator for that organization’s AMIS account.

For more information about Organizationsand User Profiles in AMIS, please see the
AE101: Getting Started— Navigating AMIS training manual under “AMISTRAINING
MATERIALS” on the AMIS Landing page at amis.cdfifund.gov.

3 Logging into AMIS - Subsequent Visits

Now that you have set your password and have logged into the system, you're ready to do start doing
your work within AMIS. For future work within AMIS, you’ll access AMIS directly using your web
browser.

1. Navigateto: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGINTO AMIS link. The AMIS Login page displays.
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FINANCIAL INSTITUTIONS FUND

AMIS HOME | AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FACS |
AWARDS MANAGEMENT INFORMATIOMN SYSTEM

AMIS functionality will be released to users as it becomes available. With the current version of AMIS [released
Septemnber 18, 2015), you may:

*  Register an organization and manage the organization profile

Register a user

Manage a program profile {CDE Certification only)

Apply for and riview a CDE Certification (A, B and C)

Submit service requests

For all other business with COF Fund, you will still ||;|g-in o ARAIS via the "Lugin to AMIST link at top but will be
re-directed to our legacy systems (e.g., myCOFIFund). For more detall, please access the AMIS tralning manuals
from the link at top and review “Navigating AMIS."

Please see the AMIS FAGH for additional information.

For AMIS IT support, contact us at AMIS@cdfi treas gov or (202) 653-0422.

Figure 7. AMIS Landing Page

3. Enteryour user name (i.e., email address) and password and click SIGN IN.

a 5
m . US DEFPARTHENT OF THE TREASURY
—

MMUMITY DEVELOPMENT

FINAMCIAL INSTITUTIONS FUND

e AMISHOME | AMISNEWS | AMIS TRAINING MATERIALS | AMISFAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government System, which may be wsed only for authorized purposes, The Governnent may
menitor and audit usage of this system, and all persons are hereby notified that clicking the Ok bution below and the use of this system
constitvles consent 1o such monitoring and awditing. Unauthorized atternpts 1o upload or change information on, or othenvise cause damage
ta, this wab site are strictly prohibited and are subject to prosecution under the Compufer Fraud Abuse Act of 1986 and Title 18 U.5C. §
1001 and § 1030

This web site is provided as a public service by the Department of the Treasury, Community Developmant Financial Institutions Fund (COF|

Fund) and is congidered public information which may be distributed and copled. You should be aware that 31 U.5.C, § 333 prohibils (amang

other things) the misuse of names, terms, symbels, emblems, or stationery of the Department of the Treasury, as well as colorable imitations.
of these itermns.

Forgol your password? | Jein our Community

Figure 8. AMIS Login Page
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4. You will be directedto the App Launcher page. From the App Launcher, you caneither:
a) Navigateto AMIS, or

b) Navigate to myCDFIFund to perform business with the CDFI Fund thatis NOT currently in
AMIS [see Section 5 of this Quick-Start Guide].

Logged in as Howard Jones (hojo@cdfifund.gov.prod)

Howard Jones v
LYTHETT S Home Organizations Contacts  Service Requests

App Launcher

=5, AWARDS

l!m!‘i'?_l'x 1 -

- gy myCODFI-Fund
INFORMATION SYSTEM

AMIS MyCDFI

e
Copyright® 2000-2015 salesforce.com, inc. Al rights reserved. | Privacy | Security Statement | Terms of Use

Figure 9. AMIS App Launcher Page

5. Click on the AMIS tile within the App Launcher. You will be directed to the AMISHome page.

m Organizations  Contacts  Service Requests  App Launcher |
<
N [Cveve V]
My Tasks lew Overdus ~
Recent Items
Acme You have no open tasks scheduled for this period
Custom Links
Calendar
< September 2015 >
Messages and Alerts jlodayjoi242080 .
You have no events scheduled for the next 7 days. Sun Men Tue Wed Thu Fri Sat

01 02 03 0405
05 07 08 08 1D 11 12
13 14 15 18 17 18 18
20 21 22 23 P52
27 28 28 30

TEE DD

T ———
Copyright ® 2000-2015 salesforce.com, inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use

Figure 10. AMIS Home Page

4 Verifying User Profiles

Once you have loggedinto AMIS, your User Profile may need to be updated to ensure you have the
correct profile and permissions assigned to you. For a definition of the available profiles, please see the
AE101: Getting Started— Navigating AMIS training manual. To identify your assigned AMIS User Profile,
perform the following steps:

1. From the AMIS Home page, click on the Organizations tab, which will list all of the
organizations with which you are associated. Your list of organizationswill display.

8of 11
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Figure 11. AMIS Home Page

2. Click on the organizationfor which you’d like to verify your User Profile. The selected
organization’s Detail page is displayed.

Figure 12. Organizations Home Page

3. Verify the details for your selected organization. Ifyou are an Admin User, you may select
the Edit button to change any of the information.
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Figure 13. Organization Detail Page

4. Scroll down to the Contacts section of the organization. Within the Contactssection, you
will be able to view each contact’s AMIS User Profile (Admin User, User, or Viewer).

Conmers Nerwy - pordiac
Becfon oot Mama T (2] Preomss Ty Frrhin
S Todir 53 e | Ol S0 Pt of Cordatt A Lt

Figure 14. Contacts Section

5 Using AMIS

As additional AMIS functionality is released, it will be made available through the AMIS Landing page.
Detailed training manuals will be available for the updated functionality that is released. You may click
on AMIS TRAINING MATERIALS on the AMIS Landing page to access the training manuals. For the
September 28threlease, the following primary functions have been released:

1. Prepareand submit a CDE Certification Application.
a. Detaileddescriptions can be found in the AE102: CDE Certification Application
Submission training manual.
2. |Initiate a CDFI/NACA program payment (disbursement) request.
a. Detaileddescriptions can be found in the AE104: CDFI/NACA Program Payment Request
Submission training manual.

3. Submit aservice request.
a. Detaileddescriptions can be found in the AE101: Getting Started— Navigating AMIS

training manual (found on the AMIS Landing page at amis.cdfifund.gov).

b. We are requesting all correspondence with the CDFI Fund (including generalinquiries, IT
guestions, requests for amendments, etc.) be routed through the service request
functionality within AMIS. We will still accept phone calls and emails, but we will direct
you to enter a service request. Bydoing so, we will be able to bettertrackyour
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guestions/comments to the CDFI Fund and respond in a more timely and efficient

manner.
4. Access myCDFIFund for anything relatedto NMTC, BEA, BGP, or CDFI Certification.
a. Asnoted in Section 3 of this Quick-Start Guide, after you log in to AMIS, you will see the

App Launcher page.

Logged in as Howard Jones (hojo@cdfifund.gov.prod)

Search
Howard Jones v

LYTHETT S Home Organizations Contacts  Service Requests

App Launcher

s AWARDS

AEIERINSTY " pe

7 A myCODFI-Fund
INFORMATION SYSTEM

AMIS MyCDFI

e
Copyright® 2000-2015 salesforce.com, inc. Al rights reserved. | Privacy | Security Statement | Terms of Use

Figure 15. App Launcher Page

b. If the activity you need to perform with the CDFI Fund is not currentlyavailable within
AMIS, you will need to use our legacy systems (i.e., myCDFIFund, CIMS3, ClIS) to
continue doing business with the CDFI Fund. Clicking on the myCDFIFund tile within the
App Launcher will direct you to the myCDFIFund Home page. You will be automatically
logged into myCDFIFund.
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