COMMUNITY DEVELOPMENT
FINANCIAL INSTITUTIONS FUND

www_cdfifund_gov

AMIS Training Manual

AE101: Getting Started - Navigating AMIS
(for CDFI Fund External Users)

February 2021




AMIS Training Manual — AE101

February 2021

Table of Contents
R [ o1 oo (¥ ot o 1 KU OO PRSPPI 6
1.1 U o Lo ] TP PP PP PPPPPPPPPPPPRE 6
1.2 Y olo] o1 BT O U O O U PP PP PP PP PP PO P PP PP PPPPPPPPPPPPPPN 6
2 ACCESSING AMIS ..ottt 1ttt ettt ettt ettt ettt e nnananane 6
2.1 Logging into AMIS — First Visit (for Users without an AMIS Account) ......cccccvveeerciieeeiciieeecceneenn, 6
2.2 Logging into AMIS — SUDSEQUENT VISITS ....uiiiiiiiieiiiiiiecciiiee ettt et e e e e s sarae e s s eaaee s 9
2.3 Permissions @and SECUIILY ......uuiiiiiie it e e e e e e et re e e e e e e e e sntaaeeeeeaeeeenneneenes 11
2.4 SESSION TIMEOUL ..ttt ettt e e e e ettt e e e e e e s abb et e e e e e e seaansbeeeeeeeesannsseeeeeseesnannns 11
2.5 RESELLING YOUI PASSWOIA .....ouiiiiiiie ittt ee e e ee e e e e e e e e et re e e e e e e s eansaaeeeeeaeeeennrnrnees 11
T U F-Y Y e 1 PSP 12
3.1 Y T Tt o TU T Y= o Y =3Pt 12
3.2 Change YOUI PaSSWOIG....ccceiiiiiiiieee e e ettt e e e e e esitt e e e e e e e e esanteeeeeeeesessnnstaaeeeeeeeesannssesneeeasesnnnnes 13
3.3 Change YOUT USEIMAMIE ....oiiiiiieeecieee ettt e ettt e e ettt e e e e ette e e e e ate e e e eateeeeestaeaeastaeaeesteeeeanssesasansens 13
34 Set Up/Change ACtiVity REMINAEIS ........coccuiieeiee ettt ettt et et e e e ete e eeaaeeeaeeas 14
3.5 (oY= @ 1V oY N 1Y, KPP 15
4 OVerview Of the HOME PABE .......viiiiiiee ettt ettt et e e e ta e e e et a e e e seatae e e eentaeeesentaeaeennraeaesans 15
5  Tabs, ObjJects, aNd RECOIS .......cciiiiiiieiiiiiie ettt e e e e ste e e e s ate e e e sbte e e e sateeeessteeeesnnees 16
5.1 Access EXisting Lists Of @ RECOIT .....oiiiuiiiiiiiiiii ittt e s aaeee s 17
5.2 Create/Edit @ RECOIT.....iccviiiiiiiee ettt ettt ettt e e s ettt e e s ettt e e s ettt e e s seabeeesseabeeesssabeeesssrbeeessanes 18
53 View Details 0f @ RECOIM ......viiiiiiiiee ettt e s e e s eae e e e s ab e e e e ssaeee s 20
5.4 IN-Line Editing Of @ RECOIT .. ...viiiiiiiieecee ettt e s e e e e bae e e e ae e e e sanes 21
5.5 (DL (= LI T =Yoo Y o PRSP 22
5.6 Use Shortcuts (Navigation/HOVEr LINKS) ......c.cccieiieiieniecie et ccteesteesteesteeeteeveesveesteesseesaneeanas 22
5.7 View Related Lists Of @ RECOIT.....coiiiiiiiiiiiiiiiie ettt e sbe e sba e e saee s 23
6  Update Organization and Program Profiles........ccccceeiiiiiiii i 25
6.1 Update Your Organization Profil@.........c..eee ettt 26
6.2 (O =T} £ - )RS 27
6.3 FiVe [0 FAN oo o (= o] ] - [ o1 £ TSROSO 28
6.4 AsSIgN @ Profile t0 @ CONTACT ....ccuiiiei ettt e et e e et e e e aa e e e e e abeeeeeaneeaas 28
6.5 Add/Update Program Profil@s.........c.e.coeeiirie ittt ettt ettt e re e e eane s 30
6.6 Add/UPAAte AffIlIALES ..occuveeereeeeee ettt ettt et e et e e et e e e are e ebeeeeteeeereeeeaeeeeareas 31
7 O 31
7.1 HOW t0 ACCESS CIMSA ... . ettt ettt e e e e e sttt e e e e e s e b saeeeeeeeesanneneeeas 32
7.1.1 0] o] [ oY= Y= PP OTPPP 32
7.1.2 AULNENTICATEA USEI c.niiiiiie ettt ettt sbe e st esbe e e bt e e sabeesbaeesareanas 32
7.2 2 Ty ol @11V RV 3 U Yoru o =1 11 PRSP 33
7.21 CIMISA CONIOIS.c.ueteiiiieeiteeeiee ettt ettt ettt s te e st e e e sabe e sabe e sbaeesabeesbbeesabeesabaesnbeesabeeennes 33
7.2.2 Control Layer Visibility within @ SeIeCtioN........ccuuiii i 34
7.2.3 View a Legend for the Visible Layers on a Selection.........cccueeeeeciiieecciiee e, 35
7.2.4 NY=T 1ol a1 o] g I e Tor=1 o H RS 35
7.2.5 View Program Eligibility and Demographic Information for Individual Census Tracts....... 36
7.3 HEIP WILHIN CIMS....eeec et e et e e et e e e e ee e s e bt e e e esnbaeeeenaseeeeesnsees 37



AMIS Training Manual — AE101

February 2021
7.4 Target Markets iN CIMSA......oo ettt e e e e e e e et ee e e e e e eesnntraaeeeaeesesnnssanaeaaanas 39
7.4.1 Contiguity for BEA and CDFl PrOZrams .......eeeeeciieeeeciiieeecieeeeeeiteeeeeereeeeeeareeeeseareeeesensaeaesnns 39
7.4.2 Investment Areas, Low-Income Targeted Populations, Other Targeted Populations........ 39
7.4.3 How to Create and Manage Target Market Maps ......ccccuveeeeiiieeeciiieeeeeiee e eeree e e 41
7.5 20 1o [0 T Y CT=Yo olo o |1 Y= SRR 46
I € o] o - | Y=Y T of o KO PSPPSR 54
8.1 L1 Lo o= T o P PPPPPRPPPPR 54
8.2 270 Yo [T T O 01T = (oY -SSR 55
S T - V7 ol TN 2= o [ T 56
9.1 SErVICE REQUEST LIfECYCIE ...uvieeiiiiee ettt et e et e e e eta e e e e abae e e eenraeeeeensaeaeanns 56
9.2 Service REQUESTES ACLIONS oo 57
9.2.1 Create a ServiCe REQUEST ... 57
9.2.2 Respond to an INformation REQUEST.........ceiiiiiiiieiee e e 59
9.2.3 Validate @ SErvice REQUEST......ciiiiiiie ittt ettt et e et e e e s ar e e s s aaeeeesaaaee s 62
10 =T 0 F=1 I 0] o = S SURTSRS 64
10.1 Request Access to an Additional Organization .........ccccecveeeieciiee e 64
10.2  Access Additional Organizations as an External Contact..........ccccecveeeeecieieccciee e 65
10.3  Grant Organization Access to an External Contact........cccceeeeciieeicciiie e 66
11 Y o 01T T Lol 1SRRI 70
0 It O Y o T 1Y/ o L3Pt 70
Table of Figures
Figure 1. AMIS New User Registration PAge .....c.uuuuiiiiiiiiiiiiiiiiiiiiiiiieieieieeeeteeeeresereeeseseeesesessssressssrse. 7
Figure 2. AMIS User Registration EMail .........oooioiiiiiiiiiic sttt e s estae e e sta e e e senaae e e eans 7
Figure 3. AMIS User Password Change SCIEEN ......ccicciiieeiiiieeeeciiee e eeiteeeeeteee e seatteeeesataeesssntaeeesentaeeesnnsaeasanns 8
FISUIE 4. AMIS HOMIE PAGE....ceiiiiiiiiiiiiiiiiiiiitttietttttererereeeseeeaeeeeeaeaesaaeae et —esataeeeeaeaeaeteaeeasateeetssarersreresararasnnns 8
FIgUre 5. AMIS Landing Pag....ccccuuiiiiiiiiie it ettt et e e st e e e et e e e s eata e e e eentaeeessnbaeessantaeeesantaeeesnnteeaesnns 9
FISUIE 6. AMIS LOZIN PagE..ceiiiiiiiiiiiiiiiiiiitiitetttttetttetereeeeeeeeeeeaeeeee ettt tetatetetetetatatttataearaterrrrrararns 10
FISUIE 7. AMIS HOMIE PAGE....cciiiiiiiiiiiiiiiiiiiieietetetetetereeeeereeeaeaeeeaeeeeeeaae e esae e taeeseaeeetatetesasesssesssaessssesesnrnnns 10
Figure 8. AMIS Login Page — FOrgot PasswWord LiNK ...........ueeiieiiiiciiiiiiiie et eeeireee e e e e e e nnnn e e e e 11
FIZUIE 9. AMIS USEI PrOfil@ ..ceeee ettt e et e e e e e e st e e e e e e e e s anbteeeeeeeesennnnreaneaaanas 12
Figure 10. AMIS MY SETHINGS PAZE ...coviiiiiiiiiiiiiieieieie ettt et eeee e e eeeeee e e eeeeseesasaeseseseesssesssnsssssnsnsnsnsssnsssnnnnns 12
Figure 11. SECUNitY SETHINGS PaE....cuiiiiiiiiiiiiiiiieieieieeeeeeeeeee e e eeeeeeee e e eseeeeeeeeeseeseseseeseeeesesesesnsnsssssnsnsnsssnsssnnnnns 13
Figure 12. SECUIitY SETHINGS PaE....cuiiiiiiiiiiiiiiiieieieie et eeeeee e e e eeeeeeeeeeeeeeeeeeeeeeeesesaeeseeseeseseeesssnsssnsnsnnnsssnsssnnnnns 13
Figure 13. Change My USEIrNameE SCrEEN.........uuiiiiieeiieccciriteee e e eeeectte e e e e e e e s sataeeeeeaeeessnstseeeeeeesessnsntenaeeaans 14
Figure 14. Reminders and AlErtS P .....ccccceuiiiiiiee ettt ettt e e e e e st ee e e s e e e e e snnreee e e e e s sesnnntaaneeaanas 14
FIgUre 15. AMIS LOZOUL SCIEEN ....cevvviiiiiieiiiieeieeeeeieeeeeeeeeeeeeaeaeeeeeeeeeeaeeeneeeeaeeeeeeesareereneeeesenssnsnsssssssssssssesesnsnnns 15
FIBUre 16. AMIS HOME PAGE....cooeiiiiiiiiiiiieiieeieeeeeteeeeeeeereeeeesaeereeeeeeeeeeaeeraeeeaeeseesereseeeensesssenssssssssssssnsnsssnsssnnnnns 15
=V T W A o 1] o = oY 0 o To 41T ) £ 16
Figure 18. ReCOrds and ODJECES .....ciiiiciiieiiiiieecieee ettt e e e et e e st e e e saae e e e sataeeesntaeeesssaeessnsneens 16
Figure 19. Award Record and ODJECE ......cccciiiiiiiiiie et cccteee et e et e e e e e e s aba e e e e sesaeeesnenees 17
Figure 20. Organizations HOME Page.....cuiii ittt ettt et e e e e s s s saibe e ee e e s s s s saabanaeeeee s 17
Figure 21. Recently Created, Modified, and Viewed FIters ........ccccevciiieieciiei e 18
Figure 22. All Organizations VIEW ......ccuiiiiiciiieicciiieeeecitee et ee st e e st ee s sataee s sataeessssaeessnsaeeesssaeessnnsseens 18



Figure 23.
Figure 24.
Figure 25.
Figure 26.
Figure 27.
Figure 28.
Figure 29.
Figure 30.
Figure 31.
Figure 32.
Figure 33.
Figure 34.
Figure 35.
Figure 36.
Figure 37.
Figure 38.
Figure 39.
Figure 40.
Figure 41.
Figure 42.
Figure 43.
Figure 44.
Figure 45.
Figure 46.
Figure 47.
Figure 48.
Figure 49.
Figure 50.
Figure 51.
Figure 52.
Figure 53.
Figure 54.
Figure 55.
Figure 56.
Figure 57.
Figure 58.
Figure 59.
Figure 60.
Figure 61.
Figure 62.
Figure 63.
Figure 64.
Figure 65.
Figure 66.
Figure 67.
Figure 68.
Figure 69.

AMIS Training Manual — AE101

February 2021
0rganizations LISt VIEW ..., 18
Organization Edit Page .. .cuiii ettt e e et e e e e e e e et e e e e e e e e e e nntraeeeeeeeennnes 19
Organization Edit Page — Required INformation ...........coccuveeieiiiii et 19
AMIS Field-Level Help Link (Information 1CoN)........ccccueiiiiiiie e 20
SAVE BULEON .. s s e e e e s s 20
Organization DEtail PAge......cccccuiiii ettt e e et e e et e e e s eata e e e seata e e e seataeeesntaeeeean 21
T T T o T o 11 4o~ RSP SR 21
NON-EItable FIRIa...ccouiiiiei ittt ettt sabe e st e sabe e sbaessateesabaesaeas 22
Delete CoNfirMatioN......ooiii it ettt e sbe e s bt e e sabe e sbaessabeesabaeeaeas 22
NAVIGAION/HOVEE LINKS ....ecviiiiiiitiectie ettt ettt et veeeve e teeeteesteesaaeeabeeabeenbeeteesssesanesanas 23
Organization Related Lists (Child RECOIAS) ......ccccuviiiiieiiiieiiee ettt e 24
Notes & Attachments Related LiSt........ccuiiriiiiiiiiiiieiiceic ettt st s 24
ALEACKH Fl8 SCrEEN ettt et sttt e s e e sate e s bt e e bbe e sabaessbeesabeesanes 25
Organization DELAil PAE......ccocuuiiiiiiiie ettt ettt e et e e et e e e et e e e e s baeeeseataeeesentaeeesentaeaeaans 26
Organization Edit Page .. .cuiii ittt e e e st e e e e e s e et e e e e e e e enntraeeaeeeeennnes 27
(00T 31 = ot £ 2= ) L =To ] RS RR 28
(000 01 - [t 2o [ - =P SPPR 28
(0eT a1 = ot £ 2(=] Y L =To ] PR SR 29
(0f0] ] =Tt A D L) =Y | I o= V= < USRS 29
Manage EXLErNal USEI PAgE ....ciiicuiiieieiiiie ettt ettt e e tte e e tte e e et e e e e aate e e s e ateeeeenteeesennees 29
Program Profiles REIAEd LiSt.......cuuiiieiiiii ettt ettt e st e st e e e e e e e aae e e e anes 30
Program Profile EQIt PAgE .....cccueiiiiiiiiee ettt ettt e et e e vte e e s e bae e e s abae e e senbaaeaeans 30
AFfIlIates REIATE LiSt...ciiiiiiieeiiieiiiee ettt sttt e st e e s te e e st e e sbe e esbeeessbeesseeesaneas 31
FAN 1T T o [ Al oY R 31
Landing Page for CIMS PUDBIIC VIEWETS......ciicuiiiiciiiee ettt sree e e e e 32
Program Profiles SECHION .......uiii e s e e e e e e 33
(G111 Y 1Y U | PP PPPPPUPPPR 34
CIMSZ Layers fOr BEA ..o eieeee ettt ettt ettt eett e ettt e s st e e e st e e e sstae e e ssbaeeeessaeeeennseeeesnnsseaennn 35
CIMSZ LegeNd fOr BEA.......eiiiiieiiiee ettt ettt ettt e ettt e e st e e e st e e e ssbae e e snbaeeesansaeeeenssaeaesnnseeaenns 35
SEAICH Balr IMAP LAYEIS. ... uiiiiiciiieeeccitee ettt e ettt e e eette e e e et e e e seata e e e sntaeeesstaeeesntaeeesntaeeesassaeaennns 36
CeNSUS TraCt DETAIlS ..ceeeuiiiieeiiee ettt et sbe e s be e e sabeesbaeenaeeas 37
[ =11 1 1o o ISR 37
[ L1 o @ o] 4 o] o -SSP 38
LG LY =) =T g =Te [ CTUT T LTSRS 38
Information 1con fOr @ CONTIOl.......cccuiieeieecie et e e s 38
Tutorial on How to Create and Analyze a Target Market ........cveveecciiiieeee e, 39
(@1 AV IS\ = o7 0T =4 e Yo ) USSP 41
Y=] LTt d o] o F I o J PP PPTRUPPR 42
ReNAME MapP WINAOW ......eeeiiiiieei ettt e e e e et e e e e e e e et te e e e e e e e eennsneeeeeeeeeennnsennees 42
YT L o Yo | RS 43
Add, Subtract, and RePlace OPLioNS ......cccccuuiiiieiiiiecccieee ettt et e e e e e e ara e e e e aaaee s 43
Select Target Markel FEATUIES. .......cvvii ittt ettt ettt e e e ba e e e e tae e e eeataeeesentaeeaeans 44
Target Market ANQAIYSIS ....ooo i e e e e et e e e e bae e e e abte e e e eabeeeeeeaneeaeeennees 44
V11T E Y4 [e] T @] oo o T3P 45
RESUIES Tab ..ttt ettt e shb e e st e e e bt e e sabe e sbaeesabeesabaeennes 45
VLT o TU R D] o] oTe Lo 1V o VRN URUUP 46
Search FUNCLION ON TLR PAZE . ..uuiiiiiiiiiiiiiie ettt settee et ee e st e e st e e e s staee s sentaeeesentaeeesntaeeesans 46



AMIS Training Manual — AE101

February 2021
FIgure 70. LOOKUP WINGOW ..coiiiiieeee ettt ettt e ettt e e e e e e e e et a e e e e e e e e e s nnsreaeeeaessennnsataneeeaneas 47
Figure 71. Recently Viewed Organizations ..o iiciiiiiiee ettt e e e e e snnrrre e e e e e e e nnreaeeaaeeas 47
Figure 72. Selected Organization ...ttt e e e e e st re e e e e e e e s snrreeeeeeeeseennntaneeaaanas 47
Figure 73. IMPOrt/EXPOIt PAGE......civiieeireereeiteeeteecteeeeeeteeeteesteesteestsesaseeseesbeebeesteestessaseenseenbeenbeesssesasesanes 48
FIUre 74. SAMPIE CSV FilE ..uuviii ettt ettt e et e e e e e e tte e e s et e e e e s aaaeeeesnsbaeeeenssaeesanssnees 49
Figure 75. Sample COmMPIEted CSV FIl ...cccuvriiiiiiiee ettt ettt e e e e saae e e e e arae e s e araee s 49
Figure 76. Import Geocoding Address Data LiNK ........c..eeeieciiieiiiieieieieeeeccieee e e e e sve e e e s evne e s sannee s 49
Figure 77. Geocoding Data File Upload Page.........cuiieuiiieieiiie ettt ecteee st e e s s aae e e aaae e s sanaee s 50
Figure 78. SAmPple File SEIECLEM .....ooi it et e et e e e e e e e sabaeeeesraeeeennnees 50
=V A B o TR =] o £ o o TP 50
Figure 80. SUCCESSTUI UPIOA ...coeiiiieiiieie ettt e e st e e et e e e e stbaeeesssaeeeennneeas 51
Figure 81. View GeoCoding Data RECOIUS ......ccoccuiiiiiiiiiieieiieeeettee et ee st e s ae e e e s aaa e e e s saaaee s snnnee s 51
Figure 82. GEOCOdING DEtail Page....ccccuuiiiiiiiiieeceee ettt ee ettt e e e e st e e s ata e e e sara e e e e staeesennaees 52
Figure 83. GeoCoding Data REPOIT LiNK.......uiiiieiiie ettt et ete e e e tee e e e tte e e e e sarae e e eanaee s 52
Figure 84. Export Details 0N REPOI PAgE ......coiiiiiiiiieciiie ettt ettt e e et e e e e aa e e e e ara e e e esasaeeeennreeas 53
T (OIS T T = o Yo T = 10 o o P 53
Figure 86. SAamMple EXPOItEA FilE .....ccccuiiieieiiie ettt ettt e e e et e e e e et e e e e e aaa e e e snbaeeeensaeeeennaeeas 54
Figure 87. AMIS GlObal SEAICH SCrEEN .....cc..vviieeceee ettt e e tre e et e e e e eta e e e e araeeeensaeeeennaeaas 54
Figure 88. Search Results for Search by * Symbol..........ooo i 55
Figure 89.Search Results for Search by ? SYmMDBO| ..........ooiiiiiii i e e 55
Figure 90. Service ReQUESTS HOME PaGE.....uuuuiiiiiiiiiiiiiiiiiiiieiieeeeetereeeeaeeereeeeeeeeererererereeee—————————————————. 57
Figure 91. Service Requests Section on the Organization Detail Page .......ccccceecvieeeeciieiecciiee e, 58
Figure 92. Service REQUEST Edit PAG......ccccciiiiieiiie ettt e e et e e e e aa e e e e aaa e e e eaaaeeeennaeeas 58
Figure 93. Service ReqUESES HOME PaBe.....couuuiiiiiieiieeitteee ettt e s s e e e e e s s s aaraaaeeeee s 59
Figure 94. Service Request Comments PUBIIC SECHION .....ccccuiii it 60
Figure 95. Service Request Comment PUBIIC Edit PAgE .....ccuvviviiiiiiiieiiie ettt 60
Figure 96. Comments with Attribution and TimMestamp .....cccueeivciiiiieciee e 61
T U AN - 1ol a0 0 1T 0 ST =Tt o o [P 61
Figure 98. Attach File t0 Service ReQUESE PAE.......ccivcuiiiiiiiiiieciiiiee ettt e e s e e s aree s 61
Figure 99. List of Attachments t0 @ SErvice REQUESE ......coiviiiiiiiiiiie et 62
Figure 100. Service ReqUESTS HOME PAE.....c.uiiiiiiiiiiiiiiiiiiiiiiieieieieeereterereeeeseerereseeesereeeeesersree—... 62
Figure 101. Service Request Detail PAge........cciiccuiiiiiiiiiieccciees ettt e st e s ae e e s s aae e e s e aaae e s eaanee s 63
Figure 102. Service ReqUESE EAit PAE .....ccccuviiiiciieie ettt ettt e st e e ae e e s tae e e e e araeeeeannee s 63
Figure 103. Home Page — Link to Request Access to Additional Organizations .........ccccccveeeeeeiiccciiineneenn. 64
Figure 104. Request Access to Additional Organizations — Search for Organization ........cccccceeeevivnenennn. 64
Figure 105. Request Access to Additional Organizations — Select Organization .........cccccceeeeeeivccciiineneenn. 65
Figure 106. Request Access to Additional Organizations ReSUItS.........cceeivecciiiiieii e, 65
Figure 107. Organization HOME ......ceeiiiiiiiiiiiiiiieieeeee et eeee e ee e eeeeeeeeeeeseeee e eeeeeeeesassesessesesesesssssssssssnnnnsnnssnnnnnns 66
Figure 108. Organization’s LISt PAgE ......ciiiccuiiieieiiieeceitiee ettt e e ee vt e e ee et e e eetae e e eeaaeeeeetaeeseessaeeeenssaeeeennnaeaas 66
Figure 109. Organizations HOME Page......uuiiiiiiiiiiiiiiiieieieieieeeeeeeeeseeeeeeeeeeeeeeeeeeerareeererererererererererernrerrrrrrmmmmne 67
Figure 110. Organizations Detail Page — External Contacts Link.........ccccoeoveiiiiiiieei e, 67
Figure 111. External Contacts Related LiSt .........ceeveiiiiiiiiiiiiiee e e e e e e e e e 67
Figure 112. External Contacts Eit PAgE ........oeiieiiiie ittt ettt ettt e ettt e et e e e e abe e e e e araeeeennaea s 68
Figure 113. External Contacts Detail PAge .......ccccuiiiiiiiiieceiiie ettt e e e s te e e s s aaa e e e s naae e s enraee s 69

50f 70



AMIS Training Manual — AE101
February 2021

1 Introduction

The Community Development Financial Institutions (CDFI) Fund’s Awards Management Information
System (AMIS) is an enterprise-wide awards management system that allows the CDFI Fund to manage
the certifications and awards life-cycle processes without reliance on manual or paper-based methods.
AMIS provides higher accuracy, transparency, and scalability to the CDFI Fund’s mission-critical
processes across all CDFI Fund programs — CDFI, NACA, BEA, BGP, NMTC, CMF, SDLP, and CDE and CDFI
Certifications. AMIS runs on the Salesforce cloud-based application platform. As an external user (i.e.,
CDFI Fund applicant or recipient user), AMIS provides:

e Standardized and common data elements to enable applicants and award/allocation recipients
to use their information across programs

e A consistent flow of information from applicants and award/allocation recipients to CDFI Fund
staff, and vice versa

e A portal where applicants and award/allocation recipients can: complete and submit
applications online; submit requests for funding, amendments, and payments requests online;
and submit compliance reports online

e Interfaces with external systems, including Grants.gov and the CDFI Fund Information and
Mapping System (CIMS).

1.1 Purpose
The purpose of this training manual is:
e To provide detailed instructions and procedures for the CDFI Fund’s external users so that they

may be able to navigate and use AMIS efficiently
e To present training scenarios to aid trainees in learning how to use AMIS.

1.2 Scope

This training manual is an introduction to the overall features and navigation of AMIS. Training on
specific AMIS processes (e.g., applying for program funding) is covered in other training manuals.

2 Accessing AMIS

21 Logging into AMIS - First Visit (for Users without an AMIS Account)

If your organization is not registered in AMIS, you create a new organization in AMIS by going to the
AMIS Login Page and selecting the “Join our Community” link. This will display the New User Registration

page.
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NEW USER REGISTRATION
(organization Name )
(First Name )
(Last Name )
(EIN # 00-0000000 )
(email: user@domain.com )

Figure 1. AMIS New User Registration Page

Enter your organization name, your first and last name, the Entity Identification Number (EIN) for your
organization (never enter a Social Security Number in this field), and your email address. AMIS will
create your organization in the system, and you will be added as an Admin User for that organization
with your AMIS username being your email address.

Once you submit your registration request, you will receive an email with a link to update your
password. To set your password, click the link provided in the email.

Welcome to Applicant = Inbox

The CDFIFUND <amis@cdfi treas.gov> 4:11 PM (0 minutes ago) ¥y
tome =

Dear Paul Parker,

Welcome to the CDFI Fund AMIS system To get started, please go to https://amis.cdfifund.gov/login?c=TsI7 TGef9A6]gBkaUEwilL NIsn%2FUMGaiP0%2FDgbg0BgM7mV1CWniJ
APKICP1CBPvY3Koe%2Bko941%2FKHBvXNIOwWEVJL %2F9zt1rpcQ3I0gHzil cee09rToJDSEVDERWTatyVJ5ht2 SnrrCTOxkEFL R%2BfzIU gmyuOtiRmxmfA1glaveMPlpladaGtGG% 2B4JBKY%
2FpDGoRAOI%3D

username: [

Please do not reply to this email
Thank you,

The CDFI Fund

Figure 2. AMIS User Registration Email

After clicking on the link, you will be directed to a browser page and will be prompted to enter a new
password. Enter your new password, verify, and click Change Password to log in to AMIS.
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CHANGE YOUR PASSWORD

Mew Password [ ]
Werify New Password [ ]

Change Password

Figure 3. 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. Be at least eight characters.

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

Once logged in, you will be directed to the AMIS Home page.

Search.. Search Howard Jones »

m Organizations Contacts  Service Requests  App Launcher

:
Recent ltems

Acme

MNew| [Owerdie V]
My Tasks = Overdue. v

You have no open tasks scheduled for this period

Custom Links

Calendar

Today 9/24/2015 < | September 2015 [>
Messages and Alerts J R

You have no events scheduled for the next 7 days. Sun Men Tue Wed Thu Fri Sat
01 02 03 04 05
06 O7 08 09 10 11 12
13 14 15 16 17 18 19
20 21 2 2 Pls%
27 28 29 30

== D5

Copyright @ 2000-2015 &.com, inc. Al rights reserved. | Privacy Statement | Security Statement | Terms of Use

Figure 4. AMIS Home Page

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

The first person to register with an organization becomes an administrator for the organization in AMIS
and is automatically assigned the Admin User Profile by AMIS. Additional users who register under an

organization are automatically assigned a Viewer Profile, which has limited privileges. They can request
becoming an Admin User by contacting an administrator for their organization. AMIS will automatically
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send an email notification to the administrators for the organization informing them that a new user has
registered under their organization.

The administrators for an organization’s AMIS account are responsible for setting up users in their
organization and validating and assigning appropriate privileges to users registered under their
organization. See Section 6.3 Add/Update Contacts for instructions on managing users within an AMIS
organization.

2.2 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. Navigate to: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGIN link. The AMIS Login page displays.

U.S. DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT
FINANCIAL INSTITUTIONS FUND

AMIS HOME AMIS NEWS AMIS TRAINING MATERIALS AMIS FAQS LOGIN

The CDFI Fund's Awards Management Information System (AMIS) is an enterprise-wide business system, built on a commercial off-the-shelf product
called Salesforce that has been customized to meet the CDFI Fund’s specific needs. AMIS will suppert all CDFI Fund programsthrougheach phase of
the programs’ life cycle

Please begin by reading the AMIS Quick Start Guide, which provides guidance for first-time users on how to log in, set your password, verify your profile,
and begin using AMIS. For additional information, please see the Getling Started — Navigating AMIS training manual.

For AMIS support, please submit an AMIS Service Request. To learn about Service Reguests, see Getling Started — Navigating AMIS (Section &) or the
AMIS Service Request Quick Reference Guide. Alternatively, you may contact us at AMIS@cdfi treas.gov or (202) 653-0422Cz.

Notice to AMIS Users

The CDFI Fund occasionally needs to communicate award- or application-related information to organizations through their AMIS accounts. These
communications are e-mailed to an organization's users from the CDFI Fund's AMIS@cdfi.ireas.gov or "Do Not Reply (replyd@cdii.treas.gov)" e-mail
address. The CDFI Fund recommends that you add "cdfi.treas.gov" to your e-mail account's Safe Senders list, othenwise, important
communications about your applications or awards may be caught in your e-mail account's spam filters.

Scammers Falsely Purporting to be Calling or E-mailing from the U.8. Treasury Department,
Community Development Financial Institutions Fund (CDFI Fund):

Scammers have been calling, e-mailing, or otherwise contacting an individual asserting that the individual has been awarded a grant or a similar sum of
money and requesting personal information or a sum of money to “release” the funds. The Treasury Department and the CDFI Fund do not have such a
program. We urge recipients of such calls or e-mails to be extremely wary of any scheme requiring an advance payment for a later promise of funds —
these are hallmarks of scams.

If you feel you have be contacted in a scam or fraud, please contact the U.S. Treasury Department, Office of Inspector General (O1G), by the online
form on the OIG website: hitps:/fwww treasury.goviabout/organizational-structure/ig/Pages/QigOnlineHotlineForm.aspx or by calling 1-800-359-3898¢;.

For mere information on these types of scams, please visit:

« US Treasury OIG fraud alerts: hitps:/www.treasury.gov/about/organizational-structure/ig/Pages/fraud-alerts_index2.aspx

* Federal Trade Commission (FTC) scam aleris: https://www.consumer.fic. gov/scam-alers

Figure 5. AMIS Landing Page

3. Enter your username (e.g., email address) and password and click SIGN IN.
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LS DEPARTMENT OF THE TREASURY

COMMUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISMEWS |  AMIS TRAINING MATERIALS | AMISFAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government System, which may be used only for authorized purposes. The Government may
monitor and audit usage of this system, and all persons are hereby notified that clicking the OK bution below and the use of this systemn
constiblas consent 1o such monitoring and auditing. Unauthorized atternpts b upload or change information on, or othansise cause damage
to, this web site ane sirictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 1986 and Title 18 U.S.C. §
1001 and § 1030,

This web site s provided as a public senvice by the Cepanment of the Treasury, Community Cevelopment Financial Institutions Fund (COFI

Fund) and s considersd public information which may be distributed and copled. You should be aware that 31 U.S.C. § 223 prohibits (among

other things) the misuse of names, terms, symbols, ermblems, or statonery of the Department of the Treasury, as well as colorable imftations
of thesae iberms.

Forgal your password? | Join our Community

Figure 6. AMIS Login Page

4. You will be directed to your AMIS Home Page.

Search... Search Howard Jones v

Lm Organizations Contacts  Service Requests  App Launcher I

:
W [Cverde V]
My Tasks Lid Overdue ~
Acme You have no open tasks scheduled for this period.
Custom Links
Calendar
< | September2015 »
Messages and Alerts JLotiay, 242015 .
Sun Mon Tue Wed Thu Fri Sat

‘You have no events scheduled for the next 7 days. D1 02 03 04 05

06 07 08 09 1D 11 12
13 14 15 16 17 18 18
2w 21 2 23 Plas s
27 28 29 30

MEE DEDED

.

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

Figure 7. AMIS Home Page
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2.3 Permissions and Security

Each user will be assigned a User Profile in order to access AMIS. A User Profile determines the
permission and privileges that a user will have. A user will be able to view, create, edit, and/or delete
records for their organization based upon their User Profile. There are two profiles:

e Admin User — This profile allows a user for an organization to view, create, edit, and delete
records in their organization. In addition, the Admin User can assign the User Profile to other
users registered under their organization. (Please refer to Section 6.4 Assign a Profile to a
Contact for instructions on how to assign a profile to a contact.)

o Viewer —This is the default profile automatically assigned by AMIS to all subsequent users who
register under an existing organization. This profile has limited privileges and allows the user to
view a limited set of organizational information. Such information includes organization type,
address, and contacts.

2.4 Session Timeout

AMIS logs out a user after two hours of inactivity. As such, it is very important to save your work
frequently so that it is not lost. If you are logged out, access the Login page (see Section 2.2 above) to
log in again to your AMIS account.

2.5 Resetting Your Password

To reset your password, click the Forgot your password? link on the AMIS Login page, and follow the on-
screen instructions to reset your password. AMIS will prompt you for your username, then will send you
an email with a temporary password. If your account becomes disabled, contact an administrator for
your organization’s AMIS account.

US. DEPASTMENT OF THE TREASURY

COMMUNITY DEVELOPMEMNT

FINANCIAL INSTITUTIONS FUND

AMISHOME | AMISHEWS | AMIS TRAINING MATERIALS | AMISFAQS

TERMS OF USE AND ACCEPTAMCE

You ane enlering an Offcial United Stabes Gevernment System, which may be used only for authorized purpoass. The Gavernment may
manitor and sudit usage of this system, and all parsons ane hereby notifled that clicking the Ok button below and the use of this sysbem
constitvies consent io such monitoning and auditing. Unautherized aflempds 1o upload or change information on, or othensise cause damage
ta, this web ske are stictly prohibibed and s subjsct bs prosscition undes the Computer Fraud Abuse At of 1985 and Tiie 18 US.C. §
1001 and § 1030

Thits web sie |3 providesd as a public service by the Department of the Treasury, Community Devesapment Financial Instituticns Fund (COFI
Fund) and is considensd public information which may be distribubed and copled, You should be aware that 31 L,5.C. § 323 prohibits (amang
ather things) the misuse of names. terms. symbols, emblems, or slalionery of the Depariment of the Treasury. as well as colorable imitations

of thesss it

LSl raderis

Password

| Forgol your passwond 7| Juin our Comimunity

Figure 8. AMIS Login Page — Forgot Password Link
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3 User Profile

The menu items under your name, in the top right corner, give you access to your User Profile where
you can edit your personal information and customize AMIS to look the way you like.

My Settings

Logout e

Figure 9. AMIS User Profile

In this section, you will learn how to:

e Manage your settings

e Change your password

e Change your username

e Set up/change reminders and alerts
e Log out of AMIS.

3.1 Manage Your Settings

My Settings allows you to change many settings that include the appearance of your AMIS web pages to
suit your personal preferences. Click your name, from the top right corner and select the My Settings
option.

My Settings ®
. | ol Sttt
;?g Date, time, and language Farsonal and group notifications

> Reminders and Alerts
g‘?‘ LUiser namea, password and e C LY H{ Reminders and aleris for events and iasks

w Apps autharized to access this account

Close

Figure 10. AMIS My Settings Page

NOTE: Please note that this training manual focuses only on the frequent User
Profile settings essential to perform your day-to-day work in AMIS. Future
versions of this document may detail the other settings available to external
users, as needed.
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3.2 Change Your Password
To change your password:

1. Click the Security Settings link from the My Settings page. You will be forwarded to the Security
Settings page where you can change your password.
Security Settings x

Error: Invalid of Missing Information,
Renaew all error messages below 1o correct your information.

Uzer Hame 1ummp@a mislestgovy Change User Name| Your password must have & mix of lethers,
numicers ang ot was! one of these specal
Current Password E [ITTITTITT L] Characiers: #3%-_=+o»
Hew Password T [ Weak i
Varily Bew Pasawond [p;"'- |
A L AT A L P A el

Jp vour password musd be al keas! § characiers long and kave a mix of kRers, numbers and al ast one of
thate spacis] charachors: W5%-_wscs

Your password was last changed of resel on 92472015 2249 PW

Cancel

Figure 11. Security Settings Page

2. Complete the information on the page.
a. You are required to enter your current password before changing it.
b. You may move the mouse over the Information icon to see the format required for the
password.

NOTE: A required field has a red highlight and is mandatory to save
information on a page. For example, Current Password is a required field.

3. Click the Save button to save your changes.

3.3 Change Your Username
To change your username:

1. Click the Security Settings link from the My Settings page.

Security Settings
User Name mmuwanguzifyahoo.com3&26] Change User Mame
Current Passwaord I
New Passwond —

Vierify New Password

‘Your password was last changed or reset on 782015 6:27 BM

Save Cancel

Figure 12. Security Settings Page
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Click the Change Username link on the Security Settings page.
Security Settings
Uisier Mame MM anguzidyahes.co
Current Password I

Save Cancel

Figure 13. Change My Username Screen

Update your username.

You are required to provide your current password in order to change your username. Enter
your password.

Click the Save button to save your changes.

Set Up/Change Activity Reminders

The activity reminders feature allows you to set up or change reminders and alerts for your events and
tasks (Reminders and alerts are connected to the My Tasks and Calendar Events on the AMIS Home

page.

Please see Section Error! Reference source not found. for more details on managing tasks and

using the calendar). To set up or change your reminders and alerts:

1.

Click the Activity Reminders link from the My Settings page.

Activity Reminders

Salesforce displays reminders in a small window called the "reminder window." When you log in to Salesforce, if any event or task reminders were
triggered since you last logged in, the reminder window appears and a sound plays.

Reminder Settings

|__I'show reminders

Play reminder sounds

[ set default event reminders to: [ 15 minutes v

| set default task and all-day event reminders to: | 8:00 AM v

|| sort reminders by due date

Email me when someone assigns me a task

Does Your Browser Block Reminders?

If you use Salesforce in other browsers, open a test reminder in each browser.

Open a test reminder. If the reminder doesn’t open, check your browser popup blocker settings, and then test again. | Open a Test Reminder

Save Cancel

Figure 14. Reminders and Alerts Page

Change the settings, as needed.
Click the Save button to save your changes.
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To log out of AMIS, click your name in the top right corner, and select Logout.

lllu:hael Ha]ur -

My Settings
Logout

Figure 15. AMIS Logout Screen

4 Overview of the Home Page

The AMIS Home page gives you instant access to your information in AMIS. It consolidates all your work
and activities in one section. After you log in to AMIS, the AMIS Home page is displayed, if it is your
default home page. Click on the Home tab to ensure you are on your Home page.

Organizations  Service Requests  Awards

Croate Now...

m

Recent Hams Today 83172015 £ August 2015 >
-0 B = T-00 B Disc Sur Mion Tue Wed Thu Fri Sal
MCT Federal Credit Union HEEDWQE!!MH GwPM 3 - ™
P-000096 4 04 05 06 OF o8
C-00B5ED 1 12 13 14 15
. " Calendar Events 10 18 20 21 2
- 25 28 2T 26 20
AWD-D000001 _ 30 E
P-D000T2 Sidebar
Eilall EE 3G
A-000158
DO001028
My Tasks Mew |rm;u¢n|n "
Compte Otn S S e RososTe ot
P BA2015 Mot Stamed  Complete Comphance Repar AWD-000D001S

Figure 16. AMIS Home Page

The sidebar appears on the left on most AMIS pages with multiple components that improve usability.

These components provide convenient access to:

e Create new records (e.g., tasks and service requests)
e Open your recently viewed items

e View important messages and alerts

e Open custom links, if any.
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Create Mew._

i Al

Essential Custom Links outside AMIS are

L displayed here forquick access.

% Sun Moo T
MCT Federal Credit Union Create a new record by choosing an option from the
P-000096 _ @ oo o

g Create New...drop-down menu. e
AWD-00000018 ;j ;I
batol LI Click a link under Recent ltems to quickly opena 1]
000072 .
b record vou viewed recenthy. rEEs
A-000155
00001028 .

Messages and Alerts remind you of [
deadlines or upcoming work.
Messages and Alerts Hame Related To
AWD-00000019

Figure 17. Sidebar Components

The sidebar can be:

e Collapsed to increase working space by clicking the Left arrow.
e Expanded by clicking the Right arrow.

5 Tabs, Objects, and Records

Information in AMIS is organized into objects and records. Each object is a category of records and
contains different information. Each record details a specific piece of information. In the example shown
below, a FY15 NACA Award is a record; award records “reside” within the Awards object.

Records

Figure 18. Records and Objects
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—

Record: F15 MACA Award

Figure 19. Award Record and Object

A tab allows you to access data related to a specific object. Tabs are displayed across the top of all pages
in AMIS; they are the primary means of accessing records. For example, the Organizations tab allows
you to view organization-related records and the Awards tab allows you to view award records.

Click the Organizations tab to view data on your organization.

ﬂ- I Service Requests  Awards
createnew.. [
‘% Home
m view: [All Organizations v| [ &l
MCT Federal Credit Union
00001013
GRLLLIES Recent Organizations
Eva Munar
Booo1618 Organization Mame Mailing City Phone
Frank Tusa i MET Faderal Credit Unlon Reckville (301) 367-8700

Figure 20. Organizations Home Page

From within each tab, you can:

e Access existing lists of a record

Create or edit a record

View details of a record

Do in-line editing of a record

e Delete a record (with the necessary permission)

e Use shortcuts to access related lists of a record quickly
o View related lists of a record.

5.1 Access Existing Lists of a Record

A list of your Recently Viewed records is displayed when you click a tab. This is the default Salesforce
behavior. You can change the filter and instead view your Recently Created or Recently Modified
records. In most instances, you will have one record for your organization under the Organizations tab.
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However, under other tabs such as Service Requests or Awards, you will see multiple records if you have
created multiple service requests or have received more than one award.

Home Re[GEUFELNNTE Service Requests  Awards
croate New.._ [
“. Home
CC .. e Gl
C-008585
Facaniy Cregled
P-D0005s Racanty hodihid
MCT Federal Credit Union Recent Organizations
A-DDO123
P.0000T2 Organization Mame Malling City Phone
AWD-00000012 MCT Federal Creda Union Rockville (301) 557-8700

Figure 21. Recently Created, Modified, and Viewed Filters

You can also access customized list views with specific customized columns by selecting an option next
to the View drop-down menu. Select All Organizations and click the Go! button.

Home REelGPGURRGETEN  Service Requests  Awards
‘. Home
recentmems | [ -

C-008589 My Organizations

Mew This Week
P-000056

Recently Viewed Organizations
MCT Fedaral Credit Union Rece
AQOD123
= - Organizaticn Mame Mailing City Phecns
o b MCT Federal Credit Union Reschovilie (307) 56T-ET0D

Figure 22. All Organizations View

The list view allows you to edit a record, delete a record (with the appropriate permission), and access
the Detail page. Clicking on the Edit link under the Action column brings up the Organization Edit page.
Clicking on the Organization Name brings up the Organization Detail page. As noted above, in most
instances, you will see one record in the All Organizations list view because the majority of external
users are registered under one organization only.

A|B|C|D|E|F|G|H]|I

Tl

Click to edit or view the

Action Organization Name * . . .
2 organization’s details

[ecit  cDFiTestorg |

Mailing State/Province (text only)
DE

Figure 23. Organizations List View

5.2 Create/Edit a Record

Creating records is the standard procedure to be used to enter data into AMIS. Users can only create
new records or edit existing records if they have the necessary permission granted to them by an
administrator for their organization’s AMIS account.
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To create a new record, you typically click the New button for the record you want to create. However,
for organizations, AMIS automatically creates an Organization Profile once your organization is
registered. The Organization Profile created automatically by AMIS contains partial information; an
authorized user from the organization must complete all the required information. (Please see Section 6
for more information on Organization Profiles.) In this section, you will learn how to edit a record by

editing the organization record.

To edit your organization record:

1. Click the Edit link displayed next to your organization.
Note: If you do not see an Edit link, you may not have the permission to create and edit records.
Please contact an administrator for your organization’s AMIS account, if you require these

capabilities.

Organization Edit

CDFI Test Org

Organization Edit Save | |Cancel

Organization Name I [CDFI Test Org

Parent Relationship | _None-- v ‘

Organization Type
Financial Institution Type --None-- v

Organization Structure

Certification Information

CDFI Certification Status ~ Not Certified
CDFI Certification Date

Phone
Website

EIN/TIN
DUNS

Date of Incorporation

Financial Activities Start
Date

Total Asset Size
Fiscal Year End Day
Fiscal Year End Month

CDE Certification Status
CDE Certification Date

11-3231111

I = Required Information

7/1/2020 [ 8/12/2020 ]

[8/12/2020]

01 v
02 v
CDE Certified

7/1/2020

Figure 24. Organization Edit Page

2. Enter all the required information on the page — a required field has a red highlight and is
mandatory to save information on a page. For example, Organization Name is a required field.

Organization Edit

Save | |Cancel

Organization Name I[ DFI Test Org]

Figure 25. Organization Edit Page — Required Information

3. Notice the Field-Level Help link displayed as an Information icon to the right of the Organization
Structure field. These links provide instructions about a particular field on the page. For
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example, Organization Structure has a Field-Level Help link that explains that the field is
dependent on the selected Financial Institution Type.

Move the mouse over the Information icon (Field-Level Help link) to see the instructions.

Organizational Type
Financial Institution Type | Laan Fund " Depends on “Financial
Organization Structurée  _pMone— *|ia

Move the mouse
overthe Information

iconm.

Figure 26. AMIS Field-Level Help Link (Information Icon)

4. Notice the multi-select drop-down menus; the multi-select menus allow you to choose multiple
values for a field.
5. Complete all other fields on the page.
6. Save the record by clicking the Save button:
a. The Save button is located at the top and bottom of the page for your convenience.

Save | |Cancel

Figure 27. Save Button

b. Clicking the Save button on any Edit page saves the record and forwards you to the
Detail page which is not editable.

c. Clicking the Save & New button on any Edit page saves the record and re-displays
another blank form to create a new record. Use this button when you want to create
several records quickly.

d. Clicking the Cancel button allows you to cancel the action.

5.3 View Details of a Record
The Detail page allows you to view the details of a record. To access the Detail page:

1. Click the Organizations tab to ensure you are on the Organizations Home page.
2. Click the Organization Name to be forwarded to the Detail page.
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Printable View

Organization
“ TestApplicant Org 14
« Back to List: Organizations
Org Related Attachments [0] | Contacts [3] | Target Markets [0] | Organization Boards [0] | External Contacts [5+] | Program Profiles [5+] | Affiliates [0] | SF424s 4] |
Financial Statement Audits [0] | A-133 Audit Reports [0] | Shareholder Report [0] | Notes & Attachments [0] | Service Requests [0] | Service Areas[1] | ILRs[1] |
Consumer Loans/Investments Originated [1]
Organization Detail Edit
Organization Name  Test Applicant Org 14 [View Hierarchy] Phone 1111111111
Parent Relationship  Controlling Entity Website
EIN/TIN ~ 99-0000014
DUNS 990000014
¥ Organization Type
Financial Institution Type ~ Bank Holding Company Date of Incorporation  1/16/2007
Organization Structure  For-Profit Financial Activities Start ~ 1/1/2009
Date
Total Asset Size  $656,297.32
Fiscal Year End Day 31
Fiscal Year End Month 12
¥ Certification Information
CDFI Certification Status  Certified CDE Certification Status  CDE Certified
CDFI Certification Date  8/28/2015 CDE Certification Date 9/17/2012
¥ Address Information
Headquarters Shipping Address ~ USA
Mailing Address  USA
Service Area Geography
¥ Regulated Institution
Regulator FDIC Regulated Institution Status Open
State or Federal Charter ~ 888888888888888 Holding Company FDIC ID#/ 6643455
#/Control # OTS Docket #

Figure 28. Organization Detail Page

5.4 In-Line Editing of a Record

AMIS supports field-level in-line editing from the Detail page. To edit a field using in-line editing:

1. Move the mouse next to a field’s value, on the right, from the Detail page. A Pencil icon will be
displayed. The Pencil icon allows you to do in-line editing.

Crganization Detail
Crganization 10
Oirganization Cwner

Organization Nama

Parent Organization
Relationahip Typs

Organizational Type
Finandial Instftistion

Organization Structure

El
Fhone  |301) S67-8700, %
i GOF| Poral [Change) Fax
MCT Fedaral Cradit Union [yigs Wabiite

CUET A

Mowve the mouse nextto a field svalue on the
right to see the Pencil icon. Double click the

Pencil icon to enable in-line editing.

Viantiang Capital 7 Dhate of Inconparation

Firmncisl Activities 3iart

Figure 29. In-Line Editing

2. Double click the Pencil icon. The field will become editable.
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3. Edit the field.
4. Click the Save button to save your changes.

NOTE: You will not be able to edit fields that are non-editable. A Lock icon will

appear instead of the Pencil icon if you move the mouse next to a non-
editable field.

Certification Information
CDFI Certification Status  Not Cerified
COFI Certification Date

CDE Certification $tatus Mot Cerlified

COE Cortification Date of
Cartification

A Lock icon appears when you move the

mouse next to a non-editable field.

Figure 30. Non-Editable Field

5.5 Delete a Record

The option to delete a record is displayed in the Detail page or list view, only if a user is allowed to
delete records.

1. To delete arecord, ensure you are on the Organization Detail page.
a. Click the Organizations tab.
b. Click the Organization Name to be forwarded to the Detail page.
2. Click the Delete button from the Detail page.
a. A confirmation is displayed in a new window with options to choose OK to delete the
record or Cancel to cancel the action.

The page at https://cdfil--cdfiga.cs32.my.salesforce.com says: *

Are you sure?

Cance!

Figure 31. Delete Confirmation

3. Click the Cancel button to cancel the action.

@ NOTE: Once a record is deleted, it is deleted forever and cannot be retrieved.

5.6 Use Shortcuts (Navigation/Hover Links)

At the top of each Detail page, there are shortcut links to related lists. These links are also called
navigation (or hover) links.

Move the mouse over a link such as Contacts or Program Profiles.

e A small window is displayed, showing data from the related list, without the user navigating
away from the Detail page.
e These links eliminate the need to scroll down the page.
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Home R TUGRLRSEE Service Requests  Awards
CED - | oo —
% MCT Federal Credit Union
[ recemms  —
MCT Federal Credit Linion « Bk 1o ILisk
00003013 ';uxu.::u;—.. | Progmm Frofies ) | bekes & ASachments i1
P000066 ~ —
5 & Contacts T
Ewan Misnar -
00009018 Action Contact Mame Tioe Emal Prone  Rols Tipe
Frak Tuia WA AROT mimArGUERahe: tom Admin  Aushorged Representative
Kaifwy Jones bnamwhil b £0m Uer
Contacts are Sarah Fuaber User Pt of Contact
d|5|:l Iﬂ"il"ed Ewa Musnar B MR com Laer
2 3 Eraix Tisa Managear Usar Onpoae
without scrolling.
Show 1 meove w | Go o st (B s

5.7

Figure 32. Navigation/Hover Links

View Related Lists of a Record

Related lists are records from other objects (e.g., Contacts, Program Profiles, etc.) that are related to the
object (organization) you are viewing. Related lists are also referred to as “Child Records” and the main
object is referred to as the “Parent Record”. Related lists are displayed at the bottom section of the

page.

1. To access the organization’s related lists:
a. Click the corresponding navigation/hover link, or
b. Scroll down the page.
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o Contacts

Mafor S b Prazest Typs

Ear  Nbchaed Magor Bashonzed Represeniaive

Edt Kol Ky P01} S57-8M00

Bt ExvilLiwyer BT 1) S57-3700

Ecit  Sarah Feher sitherifvahoo com

Edit  Erank T Mebgrges Bursaiioprd dom Click to Edd,

Program Profiles edit, delete, or

e = view details.

Bt BGP E-130432

Bt CMF B-130433

Bt COFHNACA P-130424

Ede CDFLCERT P05

Edt  MWTC B 130426

Show dmore s | Golo ksl (T

= External Contacts Maws Extermal Contact
N reConds o diesplay

Mobes & Attachments Mew Note  Amtach File
Mo pecords o deplay

Affiliates Mew Adatey.

N peconds o display

Figure 33. Organization Related Lists (Child Records)

2. From each related list, you can:

a. Add anew Child Record by clicking the respective New button under a related list. For
example, clicking the New Contact button allows you to add a contact to the Contacts
related list.

b. Update a Child Record by clicking the Edit link next to a record.

c. Delete a Child Record by clicking the Del link next to a record.

3. From each related list, you can also add a record to a related list. For example, you can add a
new attachment to an organization.

a. Locate the Notes & Attachments related list.

Notes & Attachments New Note | [Attach File

Mo records to display

Figure 34. Notes & Attachments Related List
b. Click the Attach File button in the Notes & Attachments related list.
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Attach File to Organization MCT Federal Credit Union

-

. Select the File
Type the path of the file or click the Browse button to find the file.

Browse...

N

. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 35. Attach File Screen

c. Click the Browse button and browse your computer to select a file.
d. Click the Attach File button to attach the file.
e. Click the Done button.

The attached file will be displayed under Notes & Attachments.

6 Update Organization and Program Profiles

AMIS automatically creates your Organization Profile once your organization is registered. The
Organization Profile created automatically by AMIS contains partial information; an authorized user
from the organization must complete all the necessary information.

The first person to register the organization becomes the initial administrator for the organization’s
AMIS account and is responsible for assigning permissions to other users to create or update records in
their organization.

Make sure you are on the Organizations Home page by clicking the Organizations tab. Click on the
Organization Name link to open the Organization Detail page.
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Organization Printable View

. Test Applicant Org 14

« Back to List: Organizations
Org Related Attachments [0] | Contacts [3] | Target Markets [0] | Organization Boards [0] | External Contacts [5+] | Program Profiles [5+] | Affiliates [0] | SF424s 4] |
Financial Statement Audits [0] | A-133 Audit Reports [0] | Shareholder Report [0] | Notes & Attachments [0] | Service Requests [0] | Service Areas[1] | ILRs[1] |
Consumer Loans/Investments Originated [1]

Organization Detail Edit
Organization Name  Test Applicant Org 14 [View Hierarchy] Phone 1111111111
Parent Relationship  Controlling Entity Website

EIN/TIN ~ 99-0000014
DUNS 990000014

¥ Organization Type

Financial Institution Type ~ Bank Holding Company Date of Incorporation  1/16/2007
Organization Structure For-Profit Financial Activities Start 1/1/2009
Date

Total Asset Size  $656,297.32
Fiscal Year End Day 31
Fiscal Year End Month 12

¥ Certification Information
CDFI Certification Status  Certified CDE Certification Status ~ CDE Certified
CDFI Certification Date  8/28/2015 CDE Certification Date ~ 9/17/2012

¥ Address Information
Headquarters Shipping Address USA
Mailing Address ~ USA

Service Area Geography

¥ Regulated Institution

Regulator ~ FDIC Regulated Institution Status ~ Open
State or Federal Charter ~ 888888888888888 Holding Company FDIC ID#/ 6643455
#/Control # OTS Docket #

Figure 36. Organization Detail Page

In this section, you will learn how to:

e Update your Organization Profile

e Understand Grants.gov integration
e Add/update contacts

e Assign a profile to a contact

e Add/update Program Profiles

e Add/update affiliates.

6.1 Update Your Organization Profile
To edit the organization detail information:
1. Click the Edit button.
Note: If you do not see an Edit button, you may not have the permission to create and edit

records. Please contact an administrator for your organization’s AMIS account, if you require
these capabilities.
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Organization Edit Save

Organization Name I| CDFI Test Org

Parent Relationship -MNaone-

I

Organization Type

Financial Institution Type | --Nane--

Organization Structure

Certification Information
CDFI Certification Status Mot Certified
CDFI Certification Date

Address Information

Headquarters | Mailing Address

Mailing Country UsA v

State or Federal Charter
#/Control #

FDIC Cert. #/ NCUA Charter # /
COSSEC #

Mailing Street ‘123 Main Ave
Mailing City | Test City
Mailing State/Province DE |
Mailing Zip/Postal Code | 12345
Service Area Geography
Regulated Institution

Save

Phone
Website

EINITIN
DUNS

Date of Incorporation
Financial Activities Start Date
Total Asset Size

Fiscal Year End Day

Fiscal Year End Month

CDE Certification Status
CDE Certification Date

Shipping Country

Shipping Street

Shipping City

Shipping State/Province

Shipping Zip/Postal Code

Regulated Institution Status

Holding Company FDIC 1D# [
OTS Docket #

11-3231111

1 = Required Information

7172020 [ 81272020 ]
T

01 v
02 v

CDE Certified
7112020

Copy Mailing Address to Shipping Address

USA
‘123 Main Ave

| Test City |

DE hd |
[12345 |

|

2.

Figure 37. Organization Edit Page

Enter all the information on the page such as Financial Institution Type, Organization Structure,

and Address Information, etc.

3. Click the Save button to save your work and return to the Organization Detail page.

Grants.gov

Some CDFI Fund programs (e.g., CMF Program) require applicants to submit their SF-424 program
application via Grants.gov. When an organization applies for CDFI Program funding, AMIS interfaces with
Grants.gov, downloads the SF-424 application, and associates it to the applicant organization.

NOTE: Please ensure you enter the accurate EIN and DUNS number for your

organization in AMIS.

NOTE: All contractors or entities doing business with the U.S. Federal
Government are required to register in SAM.gov, the System for Award

Management (SAM) website.
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6.3 Add/Update Contacts

The Contacts related list allows you to add contacts/users to your organization. The contacts/users that
you add will participate in AMIS by completing the organization’s award information such as
applications, payment requests, and compliance reports.

From the Organization Detail page, navigate to the Contacts related list.

"s | Contacts Hew Contact
Click to add or
Action| Contsct Name Titls Email ]
; i edit a Contact.
mmywanguzi@yahoo com
brismwhitt SSEvahos.com

Figure 38. Contacts Related List

1. To add a contact, click the New Contact button.

Contact Edit Save | | Save & New | |Cancel

Contact Information 1 = Required Information

Contact Owner  Test AR Contact Record Type

First Name Il

Last Name I|

J

|

|

Title | |
~

Organization Name I| CDFI Test Org CE
Type [ -None-- |
Profile
Address Information Copy Mailing Address to Other Address
Mailing Country UsA v Other Country UsA v
Mailing Street ‘123 Main Ave Other Street ‘
A A
Mailing City |Test City | Other City | |
Mailing State/Province [DFE v Other State/Province i

Mailing Zip/Postal Code | 12345 Other Zip/Postal Code

Phone

Email I|

|
|
Mobile | |
|
|

Fax |

Save | | Save & New | | Cancel

Figure 39. Contact Edit Page

2. Complete all the information on the Contact Edit page.
3. Click the Save button once you are done. You will be forwarded to the Contact Detail page.

6.4 Assign a Profile to a Contact

In order for a contact to be able to log in to AMIS as a user and complete tasks, they need to be assigned
a profile (permissions) that enables them to create and edit records.

To assign a profile to a contact:
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1. Access the Contacts related list on the Organization Detail page.
2/ Contacts New Contact
Action Contact Name Title Email Phone Type Profile Is Active
Edit  test test@test.com
Edit  TestUser sreel1st@gmail.com.disabled Foint of Contact v
Edit TestAR VP sreelst@omail.com.disabled Authorized Reprezentative Admin v

Figure 40. Contacts Related List

2. Click the Contact Name link for a contact you wish to assign a profile e.g., click the name of the

contact you created above.

Contact Detail Edit

Clone

Manage External User *

Contact Owner ¢ AMIS Support User [Change]

Mame  test
Organization Name  CDFI Test Org
Title
Type

Profile

Enable Customer User Contact Record Type

Enable Partner User

Figure 41. Contact Detail Page

3. From the Contact Detail page, click the Manage External User drop-down menu.
4. Select the Enable Partner User option to be forwarded to the Manager External User page.

m Organizations  Servios Requests  Awards

Manage External User Save | | Cancel

User Information

Uissimames I

Emadl
Encading
R

Uz Licanis P @it T _a}
Profie | Apcscant Portal Login | [
W

Il = Respuired Informaion
| General US & Weslesn Europe (150-8558-1, ISO-LATIN-T] v

|MGT Fodaral Credd Linion Partner User |

Tt Zone  [(GMT-04.00) Erstern Daylght Time (AmencaNew_York) w
Locale | Englesh (Linited States) w
Language | Engish e
Asay . [sione
Hickrame l

Gararate

B
pativetrd
arvd Pty

[
ImmTetely

i

Contact information
Firss Mams Sarah

Last Mamw [ lones

E-mail 'I

Fhone  [{301) S67-6700

Figure 42. Manage External User Page

5. Complete all the required information on the page.
a. Enter a Username and Nickname for the contact.

b. Select User under the Profile field.

c. Ensure the “Generate new password and notify user immediately” checkbox is selected.

d. Enter an email address for the contact.
6. Click the Save button to save your changes.

7. AMIS will send an email to the contact inviting them to log in to AMIS and create their password.
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6.5 Add/Update Program Profiles

The Program Profiles related list allows you to add or update your organizational data that is specific to
a CDFI Fund program from a single area. This section is required in order for you to complete an
application. AMIS automatically creates a Program Profile, with partial data, for each of the CDFI Fund’s
programs when the organization is created. Organizations applying for certification or funding programs
are required to complete the rest of the Program Profile information and specify information such as the
Applicant Category and Fiscal Year. Scroll down the Organization Detail page to access the Program
Profiles related list.

Program Profiles
Action Record Type Pragraen Profile Name
Edit BGP 130422
Edit  CMF P-130423
Edn  COFHMACA B-130424
Edt CDFRCERT P-130425
dt HMTG P-130426
34 BEA P-130427
CDE-CERT P-130423

Figure 43. Program Profiles Related List

To edit a Program Profile:

1. From the Organization Detail page, click the Edit link next to a Program Profile record (e.g., click
the Edit link next to the CDE-CERT Record Type). You will be forwarded to the Program Profile
Edit page.

Program Profile Edit Save | |Cancel

Organization Data

Organization  CDF| Test Org Program Profile Name  P-094147

Headquarters and Geographic Markets

Geographic Market

Served  |Available Chosen

Alabama

Alaska

Arizona

Arkansas

California

Colorado -

>
J

Save | | Cancel

Figure 44. Program Profile Edit Page

2. Complete all the information on the page.

Click the Save button. You will be forwarded to the Organization Detail page.

4. You are now ready to complete your CDE Certification Application. Scroll down to the Program
Profile related list. From the Program Profile related list, click the Program Profile Name link
next to the CDE-CERT Record Type to be forwarded to the CDE Certification Program Profile
Detail page.

a. Observe the Certification Applications related list.

w
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b. To complete a CDE Certification Application, click the New Certification Application
button. Please refer to the AE102: CDE Certification Application Submission (for CDE
Certification Applicants) training manual to learn how to complete your application.

6.6 Add/Update Affiliates

The CDFI Fund requires regulated institutions to report their affiliates or subsidiary institutions. The
Affiliates related list allows you to add or update your affiliates.

Affiliates New Affiliates

No records to display
Figure 45. Affiliates Related List
To add an affiliate:

1. From the Affiliates related list, on the Organization Detail page, click the New Affiliates button to
be forwarded to the Affiliates Edit page.

Affiliates Edit

7 New Affiliates

Affiliates Edit Save | | Save & New | | Cancel

Information 1 =Required Information

Affiliate Organization CDF| Test Org | CM
Affiliate Name II] I

EIN I| |

System Information

Owner  TestAR

Save | | Save & New| Cancel

Figure 46. Affiliates Edit Page

2. Complete all the information on the page and click the Save button.

7 CIMS4

The CDFI Information Mapping System, version 4 (CIMS4) provides mapping and geocoding capabilities
to support the certification application process for CDFIs and CDEs, and to assess the program eligibility
of investments, lending and financial and development services activities in specific geographic areas for
CDFI Fund programs.

All users will have access to the CDFI Fund’s eligibility data for all programs by census tract, including
both data based upon the most recent 5-year American Community Survey (ACS), as well as previous
eligibility criteria based on prior census years. Users will also be able to access the location of CDFI
headquarters and the boundaries of contemporary Congressional Districts. Those holding AMIS accounts
will have access to saved maps, in addition to all census data that the CDFI Fund makes available to the
public.

This document provides step-by-step instructions for common functions in CIMS4, including:
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e How to Access CIMS4;

e Basic CIMS4 Functionality;

¢ Help within CIMS4;

e Target Markets in CIMS4;

¢ How to Perform Bulk Address Geocoding.

In addition, the CDFI Fund has recorded a video tutorial on “How to Use CIMS4 to Create, Analyze, and
Validate a Target Market.” This tutorial also describes some basic CIMS4 functionality.

7.1 How to Access CIMS4
CIMS4 has two interfaces: Public Viewer and Authenticated User.

7.1.1 Public Viewer

The public interface is available to everyone, and can be used without having to log into AMIS. To use
the Public Viewer, go to the CIMS page on the CDFI Fund public website. Alternatively:

1. Go to the CDFI Fund Public Website
2. Select the TOOLS & RESOURCES link in to the top right corner
3. Select the CIMS Mapping Tool link.

Select the PUBLIC button, and the CIMS Mapping Tool welcome page is displayed.

Home > Welcome to the CDFI Fund CIMS Mapping Tool

WELCOME TO THE CDFI FUND CIMS MAPPING TOOL
|

e

7 L

This mapping tool was created to provide prospective applicants with the ability to search by address, census tract, and other geographic areas of interest to determine
program eligibility for the BEA, COFI, CMF, NACA, and NMTC programs. To get started, choose one of the programs below. Use the search bar to type an address and

view eligibility information on the map.

Figure 47. Landing Page for CIMS Public Viewers
Select the CDFI Fund Program button of choice to launch CIMS4 for that program.

7.1.2 Authenticated User

The authenticated user interface allows for more functionality, such as saving maps. The authenticated
user interface can only be accessed through your AMIS account.
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1. Login to AMIS and select the relevant organization®.
2. Scroll down to the Program Profiles section and select the CIMS Mapping Tool link for the CDFI
Fund Program of choice to launch CIMS.

Program Profiles New Program Profile
Action Record Type Program Profile Name CIMS Mapping Tool
Edit| Del CDE-CERT P-111871
Edit | Del CDFI-NACA P-111872 CIMS for CDFLNACA —
Edit| Del CMF P-111873
Edit| Del BEA P-111874 CIMS for BEA 4/
Edit | Del CDFI-CERT P-111875
Edit| Del NMTC P-111876 CIMS for NMTC 4/
Edit | Del BGP P-111877

Figure 48. Program Profiles Section

NOTE: Some AMIS users (including CDFI Fund users) have access to maps for more
than one AMIS Organization. If you launched CIMS4 for one Organization, then want
to use CIMS4 for a different Organization, please close and restart your browser
before launching CIMS4 for that second Organization.

7.2 Basic CIMS4 Functionality
This section provides an overview for how to navigate and use CIMS4.

7.2.1 CIMS4 Controls

Upon choosing the CDFI Fund program, CIMS4 is launched in a new tab on your browser. CIMS4 has the
following layout.

e Inthe top left corner is the Search Bar. Search options include by Address, Census Tract,
Congressional District, County, and State.
e Underneath the Search Bar are four tabs for Details, Layers, Legend, and Selections.
o The DETAILS Tab provides you information about the feature that you selected on the map.
o The LAYERS Tab lets you turn map layers on and off. You can also change the "view by" of
certain map layers here.
o The LEGEND Tab lets you see how the features on the map are displayed by color and
symbol.
o The SELECTIONS Tab is where you create your target market and validate that target
market. (Authenticated Users only)
e Underneath the tabs are any saved maps (Authenticated Users only)
e Inthe top right corner are controls to Zoom In, Zoom Out, use your current Location, and the
current Basemap. Types of Basemaps include:
o Topographic
o Light Gray Canvas Map
o Imagery with Labels
o World Street Map

! Internal CDFI Fund users have an additional login step of changing their Community to “Applicant” from the
Community dropdown list in the top left-hand side of the page.
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e At the bottom of the page is the button to make a New Selection (Authenticated Users only) and the
Actions Menu.
o The Actions Menu includes two buttons. One button to share a link of the map that you are
viewing with your Team. Another button to measure lines and polygons on the map.

The Layers Tab lets you turn
The Details Tab map layers on and off. You can
provides you also change the "view by" of
information about the certain map layers here.
feature that you ] /
selected on the map. ! //

The Legend Tab lets
you see how the
features on the map
are displayed by color
and symbol.

The Selections Tab is where you
create your target market and
validate that target market.

¢ = o/ Zoom In 1+
LAYERS LEGEND SELECTIONS TN
Zoom Out |~
— ®
Saved Selections Location |~
Topographic 9

Pipeline Projects 4 Light Gray Canvas Map
Ogden and Clearfield H " Rockland Imagery with Labels

‘World Street Map

The Actions Menu includes two
buttons. One button to share a
link of the map that you are
viewing with your Team. Another
button to measure lines and
polygons on the map.

—
e

Create a New Selection
e

NEW SELECTION

Figure 49. CIMS4 Layout

7.2.2  Control Layer Visibility within a Selection

Layers are the mechanism used to display geographic datasets in the CIMS4 mapping application. Select
the LAYERS tab to show the list of available CIMS4 layers, and toggle the visibility (on or off) of any of
the available layers. Users should be aware that in CIMS4 numerous layers of geography (county, census
tract, etc.) can be displayed on the screen at the same time. Also, the list of layers will change depending
on the CDFI Fund program selected.
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DETAILS

CIMS Layers

[] cDFIHeadquarters
2010 BEA Tract -

2015 BEA Tract -
Congressional District -
MSA

2010 County -

State

ODOo000 XK K

Figure 50. CIMS4 Layers for BEA

7.2.3 View a Legend for the Visible Layers on a Selection

Select the LEGEND tab to display the legend for the currently visible map layers.

@ | 36.1000,-112.1000 X BEA Public Viewer

&
DETAILS LAYERS

2015 BEA Tract
|:| BEA Partially Qualified Tracts

. BEA Qualified Tracts

|:| Census Tracts

State

n Al values

o6 it

Figure 51. CIMS4 Legend for BEA

7.2.4  Search for a Location

Click on the icon to the left of the selection box to select a map layer.
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ﬁ Address

bl 2010 COFI Tract
bl 2015 CDFI Tract
gl 2000 CDFI Tract

¥ 2010 County

# State

Figure 52. Search Bar Map Layers

Then, type in the search box the feature that you need to find. If the feature exists, the map will zoom to
it and you will get its information in the DETAILS Tab.

Example search terms that should return results for each available entity type:

7.25

Latitude/Longitude: 36.1000, -112.1000 (Grand Canyon)

Address: 1600 Pennsylvania Ave NW, Washington, DC (Valid address)
2010 Census Tract: 08031980000 (Valid Census Tract ID)
Congressional District: 01 (Valid format)

County: Knox (Valid county)

State: Maine (Proper format for State search)

View Program Eligibility and Demographic Information for Individual Census Tracts

Make sure that census tracts are turned on in the map LAYERS tab and zoom in/out so that they become

visible. Click on any census tract and the system will display in the DETAILS tab information about that
census tract.
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2010 BEA Tract: 42001100100

42001100100

MNon-metropolitan

3.654.00

Figure 53. Census Tract Details

7.3 Help within CIMS

1. CIMS4 has robust, built-in help features. Click the help icon (question mark) in the top right
corner of the browser. You will see 3 options: Getting Started, Announcements, and Support.

CDFI Application Processing

DETAILS LAYERS LEGEND CANADA

Lo

v UNITED
STATES

Figure 54. Help Icon
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CDF! Application Processing InVision Resource Center :

p— . o

€ = jvr)
LAYERS LEGEND SELECTIONS A
Getting Started

Announcements
L2

Support >

o

Figure 55. Help Options

2. Click Getting Started to begin an overview of the CIMS Explorer.

< etling Starte

® = 7
e i SEEECHIONS CANADA ~ Onboarding: Getting to know
®  Edmonton, . Explorer
1 g Steplof5
! C
* Calgary
o

Vancoln o

¥ z
ASv::\HI-) )

z
>
= GREAT PLAINS Chicags
' Deper UNITED
; ® STATES St Louis
San Francisco S
N —
Los Angeles N o
b ]
Dallas

Figure 56. Getting Started Guide

3. Inaddition, many of the CIMS4 controls have an information icon 1 that displays additional
information about that control when you hover over the icon.

X

The actions menu includes two buttons. One button
to share a link of the map that you are viewing with
yvour Team. Another button to measure lines and
polygons on the map.

.

Figure 57. Information Icon for a Control
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4. Note the information icon next to the help icon. Selecting it displays a tutorial on how to create
and analyze a target market.

Create and analyze a Target
Market

Click here to learn how to create and analyze a

target market.

Figure 58. Tutorial on How to Create and Analyze a Target Market
7.4 Target Markets in CIMS4

CDFIs can apply to establish their Target Markets based on either Investment Areas (IA), or for Low-
Income Targeted Populations (LITP) or Other Targeted Populations (OTP). Users should be cognizant of
the criteria that the CDFI Fund uses for certification, as well as NMTC and BEA eligibility.

7.4.1 Contiguity for BEA and CDFI programs

Both the CDFI and BEA programs require calculating whether census tracts are contiguous. In the case of
the CDFI program, Applicants must create and submit Target Market Maps for each of their individual
Target Markets. Each distinct Investment Area will need a separate map. Targeted Populations that
share the same geographic boundaries may be combined in one map; however, those that do not share
the same geographic boundaries will need separate maps. Therefore, CDFI Target Market Maps may be
either 1) contiguous if the boundaries of census tracts, counties or states connect via a point or
boundary; or 2) non-contiguous.

In the case of the BEA program, some census tracts are “partially” qualified and may become qualified
when they are contiguous with a fully qualified tract.

7.4.2 Investment Areas, Low-Income Targeted Populations, Other Targeted Populations

For the purpose of CDFI certification, an eligible Investment Area (lA) is a geographic unit (state, county,
census tract, block group, Indian/Native area), or contiguous geographic unit entirely located within the
United States geographic boundaries that:

e Has a population poverty rate of at least 20%; or

e Has an unemployment rate 1.5 times the national average; or

e For a Metropolitan area —has a median family income (MFI) at or below 80% of the greater of
either the metropolitan or national metropolitan MFI; or

39 of 70



AMIS Training Manual — AE101
February 2021

For a Non-Metropolitan area — has an MFI at or below 80% of the greater either the statewide
or national non-metropolitan MFI; or
Is wholly located within an Empowerment Zone or Enterprise Community.

For the purpose of CDFI Certification, a low-income targeted population (LITP) for a geographic unit is
comprised of individuals whose family income is:

For a Metropolitan area — has a median family income (MFI) at or below 80% of the greater of
either the metropolitan or national metropolitan MFI; or

For a Non-Metropolitan area — has an MFI at or below 80% of the greater either the statewide
or national non-metropolitan MFI; or

Is wholly located within an Empowerment Zone or Enterprise Community.

Serving an Other Targeted Population (OTP) requires providing financial products to an identifiable
group of individuals that lack adequate access to capital and have historically been denied credit. The
designated Other Targeted Populations are:

African Americans

Alaska Natives residing in Alaska

Hispanics

Native Americans; Native Hawaiians residing in Hawaii

Other Pacific Islanders residing in other Pacific Islands

Other (reviewed and approved on a case-by-case basis)

For a Metropolitan area — has a median family income (MFI) at or below 80% of the greater of
either the metropolitan or national metropolitan MFI; or

For a Non-Metropolitan area — has an MFI at or below 80% of the greater either the statewide
or national non-metropolitan MFI; or

Is wholly located within an Empowerment Zone or Enterprise Community.

For the purpose of the NMTC program, an eligible NMTC area is a geographic unit (state, county, census
tract, block group, Indian/Native area) that:

Has a population poverty rate of at least 20%; or

For a Metropolitan area — has a median family income (MFI) at or below 80% of the greater of
either the metropolitan or national metropolitan MFI; or

For a Non-Metropolitan area — has an MFI at or below 80% of the greater either the statewide
or national non-metropolitan MFI.

For the purposes of the Bank Enterprise Award, an eligible area is a contiguous geographic area located
within the boundaries of a General Local Government that:

Has a population of not less than 4,000 if any part of the area is located in a Metropolitan Area
with a population of 50,000 or greater; or

Have a population of not less than 1,000 if no portion of the area is located within a
Metropolitan Area of a population with a population of 50,000 or greater; or

be located entirely within an Indian Reservation and is a distressed area where:

At least 30 percent of the eligible residents have incomes that are less than the national poverty
level, as of the most recent decennial census, and
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e An unemployment rate at least 1.5 times the national average, as determined by the 2010 U.S.

Bureau of Labor Statistics.
Validations for these criteria are included in the functionality of CIMS4.

7.4.3 How to Create and Manage Target Market Maps

Users can use CIMS4 to create new maps for target markets, edit existing target market maps, or delete

maps that are no longer needed.

1. Login into AMIS. Navigate to the Program Profile for your Organization, and click the link for the

CIMS Mapping Tool. CIMS4 will open in a new tab.

CDFI Application Processing

(i} & =
DETAILS LAYERS LEGEND CANADA
4 Edmonton_
Saved Selections & 3
* 1
e
New Saved Item ouy
z=
Fb»:a[tlr;
>
- GREAT PLAINS
T “ime UNITED
8P STATES
San Francisco

Los Angeles

NEW SELECTION

Chicat

St Lovis

go Detr

¥ Atlanta

Guatemala

Ottawa

Tore

it

S

Miami

CUB A

oo

Montreal

o Philadelphia

“Washington

Figure 59. CIMS Mapping Tool

2. Zoom in on an area of interest then click the Selections tab.
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L] < i=
DETAILS LAYERS LEGEND

Saved Selections

Portland, ME v2 Test

Ann Arbor, Ml

NEW SELECTION

Figure 60. Selections Tab

3. Click New Selection, then click the pencil icon. Rename and Save your map.

Rename New Saved Item

Target Market Ana\y5\5|

Figure 61. Rename Map Window

4. Click the layers button and select which features you want to analyze.
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i ] * i= CANADA
DETAILS LAYERS LEGEND g
-+ Cakpary
&  MewSaved Item 2
o LRl

pewea UNITED
STATES

Entity Types

W 2015 BEA Tract

b 2010 BEA Tract

o 2010-15 BEA American Indian Reservation
" 2010 County

' State

derre

Figure 62. Layers Tool

Replace to replace an existing map.

5. Click the plus button and choose Add to make a new map, Subtract to delete a map, or

@ ¢ iz
DETAILS LAYERS LEGEND

& NewSaved Item '

No entities have been selected.

©

Add  Subtract Replace

K

SAVE

-
-

Los

Figure 63. Add, Subtract, and Replace Options
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6. Select features on the map to create a target market. You can also click the ellipses next
to a feature then click Identify to identify the feature. When you’re finished, click Save.

i ] ¢ iz

DETAILS LAYERS LEGEND

& Mew Saved ltem 2

2015 BEA Tract iy,

08011966700 Identify

08025969600 N e
08041004602

© 08011966700

08055960200 :

¢
08061960100 :
08071000800 :

08073961800

Pinon G anyon
Military
Resar ation

08089968000

08089968100

Figure 64. Select Target Market Features

7. Go back to Target Market Analysis.

& Target Market Analysis 2

Figure 65. Target Market Analysis

8. Click the ellipses to the right of your saved map and choose the validation option you
want to perform.
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DETAILS

¢ =
LAYERS LEGEND

Saved Selections

Portland, ME v2 Test

Ann Arbor, Ml

Target Market Analysis

NEW SELECTION

Validate 2015 Distressed Community

Validate 2010 Distressed Community

Rename

Delete

fad
”
funt

Pinan Canyon

Military
Reservation

Figure 66. Validation Options

9. Once the analysis is complete, view results in the Results tab. You have the option to
Print the analysis or save it as a PDF document.

Pugolt

Census Tract FIPS

08101003200

08025969600

08089968100

08089968200

08089968400

Lam ar

Leaflet | Powered by Esn | USGS, NOAA

BEA Q

u yment Rate %

No

Partial

Partial

No

Partial

4.37

45

4.98

6.3

5.74

Target Market Analysis

Results of Distressed Community Eligibility:

Not all the tracts are qualified.

The tracts are not all in the same county.

The tracts are contiguous.

The population meets the requirement.
The poverty rate is below 30%.

« Population: 41,495

The unemployment rate is less than 1.5 times the national average.

Not Qualified
Print Report
Metro D P ion Workforce Population
Metropolitan 3426.0 1612.91
Non-Metropolitan 5551.0 1311.0
Non-Metropolitan 2764.0 1102.7
Non-Metropolitan 2965.0 1342.55
Non-Metropolitan 1000.0 393.89

Figure 67. Results Tab
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Bulk Address Geocoding

1. In AMIS, open the dropdown on the right-hand side of the page. Select TLR Import/Export
Certify Page.

- Sandbox  FULLOZ
| AWARDS - e :
- MANAGEMENT Searct Search
HFORMATION SYSTEM {7 Switch to Lightning Experience  Kim Fugel *  Sewp  Help & Training m
m Organizations Contacts Notices Funding Reports  C i Q i Questions  Reviewer Profiles  Scorecards  Annual Review Templates 4|

- Application Review Teams
E i KU Awards | Discover Wintar 21
Thursdary Deoember 17. 2020
e . : Qualified Reviewer Pools
4 Hide Feea Payments
@ Post ] File  MewEvent  More v Recommendations Apniication Tengietes
External Contacts
B oo TG Repor
Fun your business . NMTC Decument Templates
from your phone with
@ | Sort By Mest Recent Activity Salesforce NMTC Panel Reviews
Skig > NMTC Enhanced Permissions
There are no updates. TLR import/Export/Certify Page
GeoCoding Data
Dashboard Rafresh Customize Page
As of 1211772020 224 PM. Displaying data as Sysiem Adminisirator X

Figure 68. Menu Dropdown

2. Onthe TLR Import/Export Certify page, search for the organization by clicking on the magnifying

glass icon.
&, AWARDS
2 MANAGEMENT Search Search
HFORMATION STSTEM {3 switch to Lightning Experience Kim Fugel *  Setup Help & Training
Home Organizations MNotices  Funding Applications Reports C Appli Qi i Q i i Profiles Annual Review Templates +

TLR Import/Export/Certify Next| Cancel

Please select an Organization

Organization Name | m
Next| Cancel

Figure 69. Search Function on TLR Page
3. A Lookup page will open. You can enter the full or partial organization name in the search box

and click the Go! button to see search results. Remember to use the “*” wildcard for partial
searches.
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@ Lookup
]

| "coffee” Go!

You can use "™ as a wildcard next to other characters to improve your search results.
< Clear rch I
Search Results
Organization Name EIN/TIN CDFI Control Number Control Number
111 r 82-0731536

Copyright © 2000-2020 salesforce.com

nc. All rights reserved

Figure 70. Lookup Window
4.

import.

If you have recently viewed an organization, it will appear in the Recently Viewed Organizations
section of the page. Click the organization name to select the organization for bulk address

€ Lookup

|593rch .

| | Go!

You can use "™ as a wildcard next to other characters to improve your search results.

Recently Viewed Organizations

Organization Name EIN/TIN CDFI Control Number Control Number
111 coffee bar 82-0731536
Copynight ® 2000-2020 salesforce.com, inc. All rights reserved
Figure 71. Recently Viewed Organizations
5. The organization name will be selected. Click Next.

&, AWARDS
S ManagENENT
INFGRMATION SYSTEM

Search

L} switen to Lightning Experience Kim Fugel *  Setup Help & Training m
Home  Organizations MNotices  Funding Reports  C: [+1 Questions  Reviewer Profiles  Scorecards  Annual Review Templates + -
TLR Import/Export/Certify Next  Cancel
Please select an Organization
Organization Name (37 cofiae bar [N
Ecanm

Copyright © 2000-2020 salestorce.com, inc. All nights reserved. | Privacy Statement | Securify Statement | Terms of Use | 508 Compliance | €

Figure 72. Selected Organization
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6. The import/export page for the selected organization will be displayed. Click the
New_GEOCODING_Address.csv link under the CDFI CSV section of the page.
NFORMATION STSTEM (7 Swiich to Lightning Experience  Kim Fugel *  Setup  Help & Training m
m Organizations Contacts Notices Funding i Reports  Certif icati Qi i i Questions  Reviewer Profiles  Scorecards  Annual Review Templates 4 ~

Organization

Organization Name: 111 coffee bar | change Organizatien

Interim Certification  Final Certification  Fiscal Year to Certify-NMTC:

Certify CDFi TLR | Fiscal Year to Certify-CDFI.

Import/Export Guidance

NMTC Imgon/Expon Guidance CDF Impan/Export Guidance

TLR Data Export Template

Mew NMTC TLR Project August 2020 Undate NWMTC TLR Proecicsy
New_NMTC_TLR_Nele_August 2020 cs Update NMTC TLR Nete csv
New NMTC_TLR_ Address Awgust 2020 csv
Bew NMTC Loan Source and O August 2020 csv
Hew CDFI_TLR_Project_Augus! 2020 csy New_CDFI_TLR_Address Augusi 2020 csv
New Consumer Loan Onginated Auvgust 2020 csv New. ING_As

MTC_T) nl_Schema COFI_TLR_Xmi_Schema xsd

nsumer_Loan: Originated xsd

Figure 73. Import/Export Page

7. Excel will open a bulk address import file. This is the file that will need to be updated with the
address entries for each import. The file includes the following text fields:

e Llabel

e Project Street Address Line
e Project City

e Project State

e Project Zip Code

e Generic Field 1

e  Generic Field 2

e Generic Field 3

e Generic Field 4

e Generic Field 5

8. The five generic fields may contain any data the user wants included in the geocoding output
results for that address entry.
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File Home Insert Draw Pagelayout Formulas Data Review View Help & Share 0 Comments
] r - = T AvtoSum > A
[ %on catot Tk w | S =l o | fwepion e B BRE Iy
I Copy ~ Erin~
Paste = S = == === = Conditional Formatas Cell Insert Delete Format Sort & Find & Analyze
BIU~H- A | === == BElMegesCente ~ .o o8 0 . y
< Format Painter = o= e EEE EZE EMegescenter ¥ %00 | WA | i whes Styles + . v N & Clear Filter » Select~ | Data
Cipboard & 5 Aigoment [ Number = styles cells Editing Analysis ~
85 . fe =
A B c D E F G H i J K L M N o P Q R 4
1 Label  Project Street AddressLine Project City Project State Project Zip Code Generic Field 1 Generic Field 2 Generic Field 3 Generic Field 4 Generic Field 5
2 [Type  STRING STRING  STRING  STRING STRING STRING STRING STRING STRING
3 Options
4 |Help Text
5

Figure 74. Sample CSV File

9. Start to enter the addresses to be geocoded on line five in column B of the template. Make sure
you do not enter any information into Column A. Do not change any information in rows 1 —4.
Begin entering your records in row 5.

A B C (] E F G H | ] K
1 .mpruﬁ' R N— A —— geric Fin Generic Fin Generic Fin Generic Fil Generic Field 5
T GET Do not enter any data in Column A. RS TN CRES ST RS T e
: f::::ﬂ Begin entering records in Row 5.
5 b O Craggy Pt Cashiers NC 28717
L] (578 Ok Park Cirche lackson M5 3908
7 350 Liberty St Canton Ms it
8 100 Shorefing Dr  Madison L] 3110
9 132 Parker Ln Benton s I35
1 2765 County Rd 24 Mewlton M5 30345
1 206 5 Church St Lowsiswille M5 19315
12 308 E Peard 5t Tackson M5 39201
13 731 W Melrose Chicago L GGST

Figure 75. Sample Completed CSV File

10. Once all the entries have been made, save the Excel file and return to the organization
import/export page. Click the Import New GEOCODE Address Data link in the TLR Data Import
Links section.

Mew CDFI TLR Project August 2020.csv New COFI TUR Address August 2020 csv
MNew_Consymer_Loans Investments Onginated August 2020 csv New GEOCODING Address csy
NMTC TR Xm|_Schema xsd CDFI_TLR_Xml_Schema xsd

Consumer_Loans Investments_ Originated xsd

Update_NMTC_TLR_Data xm|

TLR Data Import Links

Impon Mev NMTC TLR Progedt Impont NMTC TLR Project Update
Imeort Hew NMTC TLR Nole Import NMTC TLR Note Update
Imeort New NMTC TLR Address
Impan New NMTC Logn Source and Dishursement
Lmoort New COFITLR Impor New COF| TLR Address
Import Mew Consumer L oans/investments Originated Import New GEOCODING Address Data
Import XML NMTC T Import XML GOFI TLR
Imeort XML Consumer | Originated

Copyright © 2000-2020 salesforoe.com, inc. All nghts reserved. | Privacy Statement | Security Statement | Terms of Uss | 508 Comphiance | Go to Salesforce mobile app

Figure 76. Import Geocoding Address Data Link
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11. The GeoCoding Data File Upload page will display. Click the “Add Files...” button.

COFI File Upioad

GeoCoding Data File Upload

File Upload Instructions.

s e

Figure 77. Geocoding Data File Upload Page

12. Browse for the import file and select it.

CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

e

New_GEOCODING_Address.csv 0.36 KB Start

Figure 78. Sample File Selected

13. The file will display on the Upload page. Click the Start upload button. The system will validate
the address entries and notify you if there are any errors in your data.

CDFI File Upioad

GeoCoding Data File Upload

File Upload Instructions.

e .
New_GEOCODING_Address.csv 0.36 KB m T

Clear Rows
No Errors Found on 2 records
=3

Download Submission Preview

Figure 79. File Validation

14. Click the Submit button to begin the upload process.
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CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

e

New_GEOCODING_Address.csv 0.36 KB 0

Upload Successful!
Back to 111 coffee bar
View GeoCoding Data records

GeoCoding Data Report and Export

Figure 80. Successful Upload

15. Select the View GeoCoding Data records link to view your results. An entry will exist for each
entry successfully geocoded. Click on a data result.

NOTE: Geocoded records will be removed after one week.

- Sandbox  FULLO2
&, AWARDS kil
- \GEMENT Search Search
INFORMATION SYSTEM 7 swiehtoLightning Experience  KimFugel +  Sewp  weipk Tanny (LR
Home Organizations Contacts Notices Funding Reports Qi Reviewer Profiles Scorecards Annual Review Templates + . |
GeoCoding Data Help for this Page @
‘. Home
‘
View: [Allv][Gol| Edit| Create New View
Recent GeoCoding Data i | REGENSY CIeSed ¥,
GeoCoding Data Name:
TLRA250
TLRA-251

‘Copynght © 2000-2020 salesforce.com, inc. All rights reserved. | Privacy Statement | Securfy Statement | Terms of Use | 508 Compliance | Go to Salesforce mobile app

Figure 81. View GeoCoding Data Records

16. The detailed results for that address entry will display.
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Home Organizations Contacts Notices Funding Applicati Reports ificati icati Questionnaire  Questi Reviewer Profiles  Scorecards  Annual Review Templates  + .
» %elicﬁdxquzago Cuslomize Page | Edit Layout | Printable View | Help for this Page @
Back to List: Organizations
Open Actvies (0] | ACUMIY History 10]
GeoCoding Data Detail Edit Delete | Clone  Sharing
GeoCoding DataName  TLRA-250 owner [0 Kim Fugel [Change]
FIPS Score

city
Street Address 1
Temp ESRI Address
Temp Project Latiude X Coordinate -
Temp Project Latitude ¥ Coordinate 36 86236068
Zipcode 22204
Project Address Accuracy Rate 00 89
state VA
FIPS COUNTY1 013
FIPS State1 5
Census Tract GEOID 51013102302
Generic Field 1
Generic Field 2

Genenc Fisld 3
Generic Field 4
Generic Field 5
Created By  Kim Fugel, 12/17/2020 4.02 PM LastModified By  Kim Fugel 12/17/2020 4 02 PM

Edit Delete | Ciene  Sharing

Open Activities New Task| New Event Open Activities Help 2.

No records to display

Activity History LogaCall | Mail Merge  Send an Email Activiy History Help

No records lo display

Figure 82. GeoCoding Detail Page

17. Select the GeoCoding Data Report and Export link. User access to object data will be via report
only.

CDFI File Upload

GeoCoding Data File Upload

File Upload Instructions.

oo a
New_GEOCODING_Address.csv 0.36 KB m o

Upload Successful!
Back to 111 coffee bar
View GeoCoding Data records

GeoCoding Data Report and Export

Figure 83. GeoCoding Data Report Link

18. The GeoCodingData FIPS Export Report page will display. Click the Export Details button.
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&5 AWARDS - m—

2/ MANAGEMENT Search Search

INFORMATION SYSTEM & Switch to Lightning Expenence Kim Fugel *  Setup Help & Training m

Home Organizations Contacts Notices Funding Reports. Q Reviewer Profiles  Scorecards  Annual Review Templates + ~

Help for this Page @)

# GeoCodingData FIPS Export Report

Report Generation Status:  Complele

Repeort Options:
~ Time Frame

SUMMArze MicMMation by: Show Date Fiedd Range

Hone. w | [ My peocoding data v | [GecComng Cata Createa e ~] [cusom ~

From To
RunReport *  HideDewails| Customize Save  SaveAs Delete Printable View | Export Detaits | Subscribe
GeoCoding Data: Hame  Census Temp Project Latitude X Coordinate  Temp Project Lattude Y Coordinate  City Street Address 1 ZipCode  Project Address Accuracy Rate
51013102302 77.10842463 38 86236068 Adington 4610 South Gth Street 22204 80,89

TLRA-263 51105650100 -77.80313885 3907375745 Mineral 617 Tal Pines Drive 22204 9339

Grand Totals (2 records)

Copyright © 2000-2020 salesforce.com, inc. All ighls reserved. | Privacy Statemend | Security Statement | Terms of Use | 508 Compliance | Go to Sakesforce mobde app

Figure 84. Export Details on Report Page

19. Click the Export button.

; Sandboc  FULLO2
& AWARDS C .
T noeuent | Search Search .
EPORMATION STFEN. 3 switeh 18 Lightning Expenience Kim Fugel *  Setup  Help & Training m
Home Organizations Contacts Notices Funding LI Certif i [+] Questions  Reviewer Profiles  Scorecards  Annual Review Templates +* -
P ) st s Poge @
€ GeoCodingData FIPS Export Report
Export Report 1 = Rogused informaton
[Export Fils Encoding | 1S0-8850-1 (General US & Western Ewopean, ISO-LATIN-1) v
Export File Format  |'Excel Formal .xis. ~

M'

Copyright © 2000-2020 salestorce.com, inc. Al rights reserved. | Privacy Statement | Security Statement | Terms of Use | 508 Complance | Go to Salesforce mobile apo

Figure 85. Export Button

20. The geocoding output will be exported to Excel. The output will include the following fields:

e GeoCoding Data: GeoCoding Data Name

e (Census Tract GEOID

e Temp Project Latitude X Coordinate (up to 8 decimal places)
e Temp Project Latitude Y Coordinate (up to 8 decimal places)

e C(City

e Street Address 1

e Zip Code

e Project Address Accuracy Rate
e Generic Field 1

e Generic Field 2

e Generic Field 3

e Generic Field 4
e Generic Field 5
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4 Share U7 Comments

File Home Insert Draw Page Layout Formulas Data Review View Help

P Bwapren - B B e iy 04

[T & cut Calibr v AN E=

—— [copy ~ - Erin~
Paste ST R [ — Conditicnal Formatas Cell | Insedt Delete Format Sort& Find& | Analyze
BIU- H- O0-A-|EE= EE B 1 r v - b ] /i
~ < Format Painter = ¥ [ - EE= EE BMegeslente $-% 9 R porating~ Table> Stles~ - ~ & Clear~ Filtet~ Selact~ | Data
Clipboard & Font 5 Alignment [ Number i Styles Cels Editing Analysis
19 - Jr
A B S D | E 3 G H 1 J K

Generic  Generic  Generic
GeoCoding Data: GeoCoding Data Nare=. Census Tract GEO'™ Temp Project Latitude X Coordinar~ Temp Project Latitude Y Coordinat>,  City _ Street Address 1 _ Zip Corl~ Project Address Accuracy Rav= _0 © 20 0% 00
1 TLRA-266 ’5191 3102302 77.10942463 38.86236068 Arlington 4610 South 6th Street '?J?M 99.89

TLRA-267 "r‘l 109950100 77.80313885 38.07375745 Mineral 617 Tall Pines Drive '77?00 98.39

GeoCodingData FIPS Export Report
Copyright (c) 2000-2020 salesforce.com, inc. All rights reserved.
Confidential Information - Do Not Distribute

Generated By: Kim Fugel 12/18/2020 8:40 AM

Community Development Financial Institution Fund

G|~ 0 W = W=

E

Figure 86. Sample Exported File

8 Global Search

Global Search allows users to search all AMIS data elements/fields. It uses search options, search terms,
and wildcards and operators to refine your search. Just like any search engine, Global Search keeps track
of your search terms and how often you use them, and arranges the search results accordingly. Search
results for the objects you use most frequently appear at the top of the list.

Enter a search term and

click the Search button.
P.000096 R
WICT Foceral Goect Uinion Coptach -l | EneocallsR ) | EogmmErfesiE | MoesSASOmensDE | dmanill | AT D
C00as8s
A-DO0123 Qrganization Detail Ear
et Degaemnen 0 Prees  [301) 5679700

Figure 87. AMIS Global Search Screen
Wildcards and Boolean operators allow you to refine or search for partially matching terms.

8.1 Wildcards

AMIS allows you to search using the asterisk symbol (*) and question mark symbol (?) as wildcards.

1. Use the asterisk symbol (*) to match zero or more characters in the middle or end of your
search term. For example, comp* finds items like “Explanation of Noncompliance” and
“Compliance Report”; 00* finds items with record IDs that have zeros. Please note that the
search engine searches only for records within your organization.

a. Enter 00* and click the Search All button.
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Options...

| Records

Funding Applications (2)

Organizations (0)

Action Funding Application

. Funding Applications (2) Show Filters

Certified CDFI

Organization

Edit  A-000155
Contacts (0) Edit A-000123
Search All Search All
Figure 88. Search Results for Search by * Symbol
b. Search using any other search term or text character of your choice followed by *.
2. Use the question mark symbol (?) to match a single character in the middle or end (not the

beginning) of your search term. For example, J?n finds names such as Jon and Jen.
a. Search using ? in between two characters. (In the example below, a search using E?a
produced the results shown below because Eva Lawyer, a contact at the MCT Federal
Credit Union, met the E?a search criteria.)

Home Organizations

Service Requests

Awards

Search Results

€" Search Feeds

| Records

Funding Applications (0)
Organizations (0)

Contacts (1)

E?a

i

Search Again Options...

"2/ Contacts 1)

Action Name

Edit Evalawyer

Organization Name

MCT Federal Credit Union

Email

eva.lawyer@coresphere.com

Phone

Figure 89.Search Results for Search by ? Symbol

8.2 Boolean Operators

You can also use Boolean operators, such as AND, OR, AND NOT, () (parentheses), and " " (quotation

marks) to refine search results.

Operator Description |

AND

Finds items that match all of the search terms. For example, “acme AND
california” finds items with the word “acme” and the word “california”,
but not items with only the word “acme”.

Using AND is optional in most cases, because searching for “acme
california” is the same as searching for “acme AND california”. If a search
doesn’t return any results that match all of the terms, the search
capability looks for matches by using the OR operator.

OR

Finds items with at least one of the search terms. For example, “acme OR
california” finds items with either “acme” or “california” or both.
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Operator Description

AND NOT Finds items that do not contain the search term. For example, “acme AND
NOT california” finds items that have the word “acme” but not the

word “california”.

() (parentheses) Groups search terms together. Grouped search terms are evaluated
before other search terms in a character string. For example, “acme AND
(california OR meeting)” finds items that contain “acme and california”
and items that contain “acme and meeting”.

(quotation Finds an exact phrase. For example, a search for "monday meeting" finds
marks) items that contain “monday meeting”, but not items that

contain “monday afternoon meeting” or “monday's meeting”.

The asterisk (*) and question mark (?) function as wildcards when
included in a search phrase that is enclosed in quotation marks or

when an exact phrase is selected in the search scope.

“ u

9 Service Requests

Service Requests (SRs) are the preferred method for CDFI Fund applicants and recipients to submit
inquiries and help requests to the CDFI Fund. Unlike email messages or telephone calls, SRs reside in
AMIS; and therefore, can be tracked and monitored. Where appropriate, the CDFI Fund will transcribe
email messages and telephone calls into SRs to enable their tracking and management.

Within this section, External User refers to a person from a CDFI Fund applicant or recipient organization
who has an AMIS login account. CDFI Fund User refers to a CDFI Fund employee or contractor who is
completing an SR.

9.1 Service Request Lifecycle

Before exploring the details behind an SR, it is helpful to understand SRs at a higher level. An SR goes
through a simple five-step lifecycle from being created to being closed. During this lifecycle, AMIS sends
specific email notifications to the External User who created the SR. These lifecycle steps and
notifications are introduced below.

TIP: Add the domain “cdfi.treas.gov” to your Safe Senders List to prevent these
notifications from ending up in your Junk or Spam folder.

1. Creating. An External User logs into AMIS and submits a new SR. AMIS creates a unique Service
Request Number for the SR and sends an email notification to the External User confirming receipt.

2. Assignment. When the SR is submitted, AMIS assigns it to a CDFI Fund business unit based on
information in the SR. SRs then can be assigned to an individual within that business unit or assigned
to another business unit if the request requires multiple groups to complete it. Although no email
notifications are sent, the External User can simply look at the Service Request Owner field to see
the current assignment.

3. Information Exchange. If more information is needed, a CDFI Fund user requests the information by
adding a comment to the SR. AMIS sends an email notification instructing the External User to log
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into AMIS to view and respond to the question(s). The External User responds by adding another
comment or attaching a document to the SR.

Validation. Once the SR has been completed, the CDFI Fund User describes the resolution in the SR.
AMIS sends an email notification instructing the External User to log into AMIS within 14 days to
agree or disagree. The External User responds within the SR with a Yes or No. If No, the External
User adds a comment explaining the No response. If No, AMIS also sends an email notification to the
External User noting that the SR has been updated and that a member of the CDFI Fund team will be
in contact shortly.

Closing. AMIS closes the SR if the validation response is Yes. Alternatively, if 14 days pass with no
response from the External User, AMIS closes the SR and sends an email notification explaining that
the request was closed since no response was received, and that a new SR must be created if the
issue persists.

do not respond to these notifications, but follow the instructions below to add

@ NOTE: These notifications are sent from a mailbox that is not monitored. Please
comments or attach files.

9.2 Service Requests Actions

Within the SR lifecycle, there are only three actions needed from the External User: Create an SR;
Respond to a Request for Information; Validate an SR (i.e., respond Yes or No).

9.2.1 Create a Service Request

The CDFI Fund has simplified the process for creating an SR.

Go to the AMIS Service Requests tab and select the Create New Service Request button.

Home Organizations Allocations Contacts App Launcher Awards Reporting Schedule CMF Performance Report

Home

Recent ltems
Select the service requests you want to view from the dropdown.
00015042

00015041 View: My Service Requests (Ext) v|| Go!
Tim Tester
Test Org 2
. Create New Service Request
00015032 Recent Service Requests [T VEW SBIVICE Reques
Service Request Number Subject

Figure 90. Service Requests Home Page

2. Alternatively, you can create an SR by going to the Service Requests section on your Organization

Detail page and clicking the New Service Request button from there. All SRs submitted by your
organization are displayed in this section.
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Service Requests | New Service Request I
Action Service Request Contact Mame Subject Priority Date Opened Status
Edit 00015043 Tim Tester Test Medium 3/26/2019 Assigned
Edit 00015038 Test External User 3 user email test Medium 3/25/2019 Completed
Edit 00015037 Test External User 3 qold Medium 3/25/2019 Assigned
Edit 00015036 Test External User 3 Update User Test Medium 3/25/2019 Assigned
Edit 00015034 Test External User 3 route Test 2 Medium 312272019 Assigned
Show 5 more » | Go to list (50+) »
Figure 91. Service Requests Section on the Organization Detail Page
3. The Service Request Edit page is displayed.
=  Service Request Edit
New Service Request
Service Request Edit Submit | | Submit & Add Attachment | | Save & New | Cancel
Service Request Information
Service Request Owner  Paul Parker Funding Application \:I CM

Resolution

Organization Name Validated

Program

Ifone- ]
12/772020 [ 11/30/2020 ]

Program Topic

Requested By Date

Last Comment Date

Last Attachment Date

Additional Information

Status Completed Date

[T—
e ]

Service Request Origin

Priority

Description Information

subjeet |

Description “

|

Resclution

Submit | Submit & Add Attachment | | Save & New  |Cancel

Figure 92. Service Request Edit Page

4. Provide the following information.

Program — select BEA Program, BG Program, Capital Magnet Fund, CDFI/NACA Program,
Certification, Compliance & Reporting, NMTC Program, Small Dollar Loan Program, Technical
Issues, or Other from the dropdown list as relevant to your question or issue.

Requested By Date — select the date you want the SR completed. Although this is a
requested date, it indicates the urgency behind the SR. It defaults to one week in the future.
You can type in a date or select a date with the calendar tool.

Funding Application — if the SR relates to a specific funding application, you can select the
funding application by clicking the Lookup icon Al next to the Funding Application field, and
choosing the application from the list that is displayed.

Award — similar to Funding Application, if the SR relates to a specific award, you can select
the award by clicking the Lookup icon A next to the Award field, and choosing the award
from the list that is displayed.
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e Status —leave as New.

e Priority — set to High, Medium, or Low.

e Service Request Origin — leave as Web.

e Subject — provide a brief title for the SR.

e Description — provide a complete description of your question or issue. If you are submitting
the Service Request on behalf on another organization or person, provide that information
in the Description.

5. Click the appropriate submission button at the top (or bottom) of the page.

9.2.2

Click the Submit button to submit the SR to the CDFI Fund. The Service Request Detail page will
be displayed.

Click the Submit & Add Attachment button to add an attachment and submit the SR. See Section
8.2.2.2 for the steps to add an attachment.

Click the Save & New button to submit the SR and to have AMIS display a blank Service Request
allowing you to create another SR.

Click the Cancel button to return to the Service Request Home page without submitting the SR.

Respond to an Information Request

If more information about an SR is needed, a CDFI Fund user requests the information by adding a
comment to the SR. AMIS sends an email notification instructing the External User to log into AMIS to
view and respond to the question(s). The External User responds by adding another comment or
attaching a document to the SR.

9.2.2.1 Add a Comment to a Service Request

1. To add a comment, select the SR from your list of SRs on the Service Request Home page.

ons Contacts RRIELAWRIELTELEN  App Launcher

Service Requests

Home

Select the service requests you want to view from the dropdown

View: |My Service Requests (Ext) V|| Got

Recent Service Requests

Service Request Number
00015043
00015042
00015041
00015032
00014851
00014852

Figure 93. Service Requests Home Page
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2. The Service Request Detail page will be displayed. In the Service Request Comments Public section,
select the Add Comment button.

Service Request Comments Public Add Comment

Mo records to display

Attachments Attach File
Mo records to display
Figure 94. Service Request Comments Public Section

3. The Service Request Comment Public Edit page is displayed. It provides your SR Subject and
Description. Enter your comment in the Comment box and select the Save button.

Comments

¢ Service Request 00015043

Service Request Comment Public Edit Save | [Cancel

Service Request Details

Subject Test
Description  Test

Comment Details

Comment |

Save | | Cancel

Figure 95. Service Request Comment Public Edit Page

4. The SR shows all comments, including who added it along with a date and timestamp.
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Service Request Comments Public Add Comment

Comment

Created By: Tim Tester (3/25/2019 2:51 PM)
I just attached a screen shot

Created By:Jay Helper (3/25/2019 2:46 PM) | Last Modified By: Jay Helper (3/25/2019 2:46 PM)
Hi Tim - can you please provide more delails? Thanks!

Figure 96. Comments with Attribution and Timestamp

9.2.2.2 Add an Attachment to a Service Request

1. To attach a file, select the Attach File button in the Attachments section on the Service Request
Detail page.

Service Request Comments Public Add Comment

Mo records to display

Mo records to display

Figure 97. Attachments Section

2. The Attach File page is displayed.

(  Attach File to Service Request 00015042

1. Select the File
Type the path of the file or click the Browse button to find the file.

Browse

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
{ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 98. Attach File to Service Request Page

3. Follow the onscreen instructions by (1) clicking the Browse button to select your file, then (2)
clicking the Attach File button. These two steps can be repeated to attach more than one file. Once
all files have been attached, click the Done button.
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@ TIP: Ensure that your files have uploaded completely before clicking Done.

4. All attachments show the file name, size, date last modified, and who created it. For each
attachment, you can:
e Edit — allows you to rename the file or add a description. You also can mark the attachment as
private, but checking the Private box prohibits the CDFI Fund from seeing the file.
o View —displays the contents of the file.
e Delete — removes the file from the list of attachments.

Attachments Attach File | | View All

Action File Name Size Last Modified Created By
Edit | View | Del 1P Address Ranges xlsx 9KB 3/20/2019 4:02 PM Tim Tester

Figure 99. List of Attachments to a Service Request

9.2.3 Validate a Service Request

Once an SR has been completed, a CDFI Fund User describes the resolution in the SR. AMIS sends an
email notification instructing the External User to log into AMIS within 14 days to agree or disagree. The
External User responds within the SR with a Yes or No.

1. To validate an SR, select the SR from your list of SRs on the Service Request Home page.

ons Contacts BEEGUGERIEGTELEN  App Launcher

service Reguests

Home

Select the service requests you want to view from the dropdown

View: [My Service Requests (Ext) V| el

Recent Service Requests

Service Request Number

00015043

00015041
00015032
00014351
00014352

Figure 100. Service Requests Home Page

2. The Service Request Detail page is displayed. Select the Edit button.
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Edit

Clong

ITAHD

00015032
Testlser 01
TestOrg 2

BEA Program
Application
312812019
312812019 343 PM

Figure 101. Service Request Detail Page

NOTE: A Quick Reference Guide is available as a link in the Service Request
Detail section of every Service Request.

The Service Request Edit page is displayed. One this page, you can review the resolution prior to
validating. If you agree that the SR has been completed, select Yes, then click the Save button. Upon
saving, AMIS will close the SR. If you do not agree that the SR has been completed, select No, then
click the Save button. Please add a comment (see Section 8.2.2.1) and/or an attachment (see
Section 8.2.2.2) to explain what has not been completed.

Service Request 00015032

Service Request
Service Request Owner
Service Request Number
Contact Name
Organization Name
Program
Program Topic
Requested By Date
Last Comment Date

Last Attachment Date

Additional Information
Status
Completed Date

Description

Resolution

ITHD
00015032
Test User 01

TestOrg2

BEA Program
Application
3/26/2019
3/20/2019 6:27 PM
3/20/2019 4:02 PM

v

3/26/2019 10:37 PM
The BEA Application is due today and | cannot sign it.

I Resolution

Talked the user through account problems

DateiTime Opened

3/20/2019 3:43 PM

Save | Cancel

Contact Phone
Contact Email  adrianne willis@testcon com
Funding Application

Award

Validated

Service Request Origin -~ Web

Subject  Signature Problem

Date/Time Closed

Figure 102. Service Request Edit Page
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10 External Contacts

AMIS has the capability for a user needing access to another organization to request for that access.
Once access is requested, the administrator for the organization’s AMIS account will review the request
and take the appropriate action to grant or reject the access.

10.1 Request Access to an Additional Organization

NOTE: You need to be registered as a user in AMIS before you can request
access to an additional organization.

To request access to an additional organization:

1. Access the Home tab and then click the Access to Additional Organizations link, on the left
sidebar menu, under Custom Links.

— T Sk |

@mmm Service Requests  Awards

) - <o

—— Today 10122015 <« October 2015
You have no events scheduled for the next 7 days am kon Tue Wed i Fn
MCT Federal Credit Uinion o 02 ¢
P-104305 04 05 06 OF 08 09 1
11m1} 14 15 ¥ 1
B agn 18 W 20 M 2 X3g
[ Messages andmierts | Click the Access to Additional 2% 20 37 28 29 %03
Organizations link, on the left
sidebar, from your Home page. FEE 0E5
Accessing the happing System AJ g
Agcess tn Adogional 1
CTRanEateTs

Figure 103. Home Page — Link to Request Access to Additional Organizations

2. You will be forwarded to the Organizations tab, to a page where you can search for the
organization for which you need access. Enter the EIN/TIN# for the organization you wish to
request access and then click the Search button.

Home Q= LLIFELELEN Service Requests  Awards

Enter the EIN for the
*  Search Organizations organization and click the
Search button.
e v
MCT Faderal Cradit Linion EINITIN # : 12-3456787 Search
B-104308

Figure 104. Request Access to Additional Organizations — Search for Organization
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NOTE: Please ensure you enter the accurate EIN, including any dashes, of the
organization in which you are requesting access.

3. Under the Organization Results section, locate and select the checkbox next to the name of the
organization you wish to access. Click the Process Selected button.

Select the checkbox nexttothe
organization you wish to accessand  * Cancal

then click the Process Selected
button.

Organization Hs - Page #1

N ™ Strest City
# CREBank 12-3486787

Figure 105. Request Access to Additional Organizations — Select Organization

4. Aresults message will be displayed to confirm your access request. The Admin Users of the
organization will receive an email about your access request. You will also receive an email to
inform you if your request was granted or rejected.

Home NIGELIFCTEDEE Service Requests  Awards
m *  Search Organizations Process Selecied  Camcel

I | sves

Your nequest i$ processed suscesshully
MCT Federal Credit Linion

P=104308 nier
ENMM#: 12-3456TET Search
Organization Results « Page #1
Hame il Strest City
CRE Bank 12-3455T47

Figure 106. Request Access to Additional Organizations Results

10.2 Access Additional Organizations as an External Contact

Once you receive an email confirming that you have been granted access to an additional organization
as per your access request, you can access that organization as follows:

1. From the Organizations tab, select “All Organizations” next to the View drop-down menu and
click the Go! button.
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Service Requests  Awards

Organizataorn

“. Home

View: Al Organizations ¥

EC-0000022
MCT Federal Cres Linion
P-104308 Recent Organizations

Organizabion Narmrs
MCT Feoeral Cregn Union

Select “All Organizations” next

to the View drop-down menu
and then click the Geo! button.

Figure 107. Organization Home

2. From the organization’s list, locate the new organization and click on its Organization Name link
to be forwarded to the Organization Detail page.

Home N UFARTTE Service Requests  Awards

EC-0000022 Muling StateProvi.  Pheon
MCT Faderal Crec Unior Edt | 12-3456787 WD 123-456-7890
e Bt Trran o E R T

Figure 108. Organization’s List Page

3. You will be forwarded to the Organization Detail page as per Section 6.1 above. Based upon
your access control, you can read or edit organization data.

10.3 Grant Organization Access to an External Contact
Admin Users will receive an email when an external contact requests access to their organization.
To grant organization access to an external contact:

1. From the Organizations tab, locate your organization and click on the Organization Name link to
open the Organization Detail page. If you cannot see your organization, select “All
Organizations” next to the View drop-down menu and then click the Go! button.
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Home Service Requests  Awards If you cannot see your organization,
m select “All Organizations" and then
. Organizations -
click the Go! button from here.
“. Home
View: [All Organizations v al
CRE Bank
Jones Major
P-104243 Recent Organizations [
A-DD5233 Click the Organization Name
pREC Y. link from your Organizations
MF5-0000134 ERE Bank Home page.
Travis Miller

Figure 109. Organizations Home Page

2. From the Organization Detail page, access the External Contacts related list by clicking the
External Contacts link.

W' CRB Bank

- Show Feed
= BACck To List

Organization Detail
Grganization 1D
Organization Cwner ﬂ COF) Portal [Changs]
Organization Name  CRE Bank [View Hisrarchyl
Farent Organazation Click the External Contacts link to
RS oty access the external contacts and
grant or revoke access control to

Organizational Type e
your organization.

Finaneial Inattution Type  Venture Capital
Organization Structure  S01(c)4)

Mative COFI?  Yes Congressional District
Sponsoring Entitv? Mo Totad Asset Size 5100 000 00

Figure 110. Organizations Detail Page — External Contacts Link

3. The External Contacts related list displays external contacts for your organization. Access
Control for each contact is also displayed. To grant or revoke access, locate an external contact
whose Access Control is “Pending” and click their Edit link.

Figure 111. External Contacts Related List
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From the External Contact Edit page, select an option next to the Access Control drop-down
menu and then click the Save button.

Extarnal Contact Edit

= EC-0000022

&

Information

a.

External Contact Edit Save | | Save & Mew| Cancel
External Contact  EC-0000022 Access control
Hame
Organization  CRB Bank Remove
Contact  [Michael Major = Read
g Edit

Save Save & New| Cancel

Figure 112. External Contacts Edit Page

Access Control Definitions:

Pending — This is the default Access Control assigned by AMIS when an
external user requests access. The external contact access request in
this state has not been reviewed by the Admin User.

Rejected — This option should be used to reject an organization access
request. The rejected user will not be able to access the organization.
Remove — This option should be used to revoke organization access
originally granted to an external user. The user will not be able to
access the organization.

Read — This option should be used to grant ‘View’ access to an external
user. The user will be able to log in to your organization and read all the
information.

Edit — This option should be used to grant ‘Edit’ access to an external
user. The user will be able to log in to your organization and edit your
organization information.

5. You will be forwarded to the External Contact Detail page.

a.

The information you edited should be saved.

b. The external contact you granted or rejected access will receive an email regarding your

decision.

6. Click the Organization link to return to the Organization Detail page.
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External Contact
< EC-0000022

= Back to List

Michael Majoris granted
Read access to CRB Bank.
Click this link to return to the

Organization Details page.

External Contact Access control Read

Primary  MCT Federal Credit Union
Organization

Figure 113. External Contacts Detail Page

7. Repeat steps 2-5 under this section to grant, reject, or revoke access to additional external

contacts for your organization.
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Table 10-1 - Acronyms

Acronym Definition

AMIS

Awards Management Information System

BEA Program

Bank Enterprise Awards Program

BG Program Bond Guarantee Program
CDE Community Development Entity
CDFI Community Development Financial Institution

CDFI Program

Community Development Financial Institutions Program

CIMS

CDFI Fund Information Mapping System

CMF Program

Capital Magnet Fund Program

EIN

Entity Identification Number

NACA Program

Native American CDFI Assistance Program

NMTC Program

New Markets Tax Credit Program

SAM

System for Award Management

SDLP Program

Small Dollar Loan Program

SR

Service Request
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