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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 — CDFIl, NACA, BEA, BGP, NMTC, CMF, and CDE and CDFI
Certifications. AMIS runs on the Salesforce cloud-based application platform. As an external 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 Aportal where applicants and award/allocation recipients can: complete and submit
applications online; submit requests for funding, amendments, and payments (disbursements)
online; and submit compliance reports online

e Interfaces with external and legacy systems, including Grants.gov, the System for Award
Management (SAM), the Community Investment Impact System (CIIS), and the CDFI Fund
Information and Mapping System (CIMS3).

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 CDE Certification) is covered in other training manuals.

2 Accessing AMIS

2.1 Logging into AMIS - First Visit (for Users with Active AMIS Accounts)

This section is targeted for users who have an active myCDFIFund account which was migrated to AMIS.
If you have not registered for an AMIS user account and/or are new to working with the CDFI Fund,
please see Section 2.2.

Upon initial logon, you will be required to set your password:
1. Navigate to: amis.cdfifund.gov. The AMIS Landing page displays.
2. Click the LOGIN TO AMIS link.
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LS DEPARTRAENT OF THE TREASURY

COMMUNITY DEVELOPMENT
FINANCIAL INSTITUTIONS FUND

AMIS HOME | AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FACS |

AWARDS MANAGEMENT INFORMATION SYSTEM

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

*  Reglster an organization and manage the organization profile

*  Register a user

*  Manage a program profile (CDE Certification only)

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

*  Submit service requests

For all other business with COF Fund, you will still lag-in to AMIS via the “Login to AMIS™ link at top but will be
re-directed to our legacy systems (e.g., myCDFIFund). For more detall, please access the AMIS training manuals
from the link at top and review “Navigating AMIS."

Please see the AMIS FAQS for additional Information,

For AMIS IT support, contact us at AMIS@cdfi treas. gov or (202) 6530422,

Figure 1. AMIS Landing Page

3. The AMIS Login page displays. Click the Forgot your password? link.

LS DEPARTMEMT OF THE TREALSLRY

COMMUNITY DEVELOPMENT

FINAMCIAL INSTITUTIONS FUND

St AMISHOME | AMISHEWS | AMIS TRAINING MATERIALS | AMIS FAQS

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
manitor and audit usage of this system. and all persons are heraby notified thal clicking the OK Bution below and the use of this system
constitutes congent to such maonitaring and avditing, Unauthorized attempts 1o upload or change information on, of otiherwise cause damage
to, this web site are strictly prohibited and are subject to prosecution under the Computer Fraud Abuse Act of 1585 and Title 18 US.C. §
1001 and § 1030,

This web site ks provided as a public service by the Deparment of the Treasury, Community Development Financial Institutions Fund (CDFI
Fund) and is considered public information which may be distributed and copled. You should be aware that 31 U.5.C. § 333 prohibits (among
other things) the misuse of names, terms. symbols. emblems. or stationery of the Department of the Treasury. as well as colorable imitations

of these itens.

LIsarmams

:Fus:.md

Forgol your password 7| Join owr Community

Figure 2. AMIS Login Page — Forgot Password Link
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4. After clicking on the link, you will be directed to a page where you will be prompted to enter
your user name. Enter your user name. Your user name is the email address you previously
used for myCDFIFund.

5. Click Submit.

Dol yomu Forgel your password T Please aner your usemame Below

g, TUEREIENDY, Email Address

Username:

COMMUNITY DEVELOPMENT FINARCIAL INSTITUTEINS FUND

Figure 3. AMIS User Name Entry Page

6. Once you submit your user name/email address, you should receive an email with a link to

update your password.
7. To reset your password, click the link provided in the email.

AMIS Today at 9:44 AM
l'o mmuwanguzi@yahoo.com

Dear Michael Major,

Welcome to the COFI Fund AMIS system To get started, please go to https//cdfistage-
mycgiifund.cs3s ":ncr_'—,:::m_.-"cgm‘
£=b4QNxTQDUIKILGI1 3ghPhiZ 2iBxQsfef0BpE% I BGIgWiTgqCYEveY6i2e0dh® 2 BYweExZ Dy SpEIFYZ XsEiaz 08

62 FDpglVzH gl RMICIw wg 6 CWTHAWDopOPoeY vhEAMI%ID

Username: mmuwanguzi@yahoo.com4418

Please do not reply to this email.
Thank you,

The CDFI Fund

Figure 4. AMIS User Registration Temporary Password
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8. 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 Save to log in to AMIS.

For security reasons, your password must now be changed. Your password was last changed or reset on 91,2015 2:00
PM

User Name  mmuwanguzifyahoo comS43
Hew Fassword sessssssss

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

Verity New Password  sessssssss (]

(E3)

Figure 5. AMIS User Password Change Screen

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

a. Be at least eight characters.

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

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

Search... Search Howard Jones v

m Organizations Contacts  Service Requests  App Launcher

CEI— -

New | [Overdie V]
My Tasks L= Overdue -

Recent ltems

Acme ‘You have no open tasks scheduled for this period

Custom Links
Calendar

< September 2015 | >
Messages and Alerts jloday 21242015

You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat
01 02 03 04 05
06 07 08 09 10 11 12
13 14 15 18 17 18 18
2 21 2 3Pl s
27 28 29 30

E=E

4

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

Figure 6. AMIS Home Page
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TIP: After you have established a user name and password, you can bookmark the
Login page for future logins.

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

For more information about Organizations and User Profiles in AMIS, please see
Section 6.4.

2.2 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.

NEW USER REGISTRATION

Submit

Figure 7. 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.

The first person to register with an organization becomes an administrator for the organization’s AMIS
account and is automatically assigned the Admin User Profile by AMIS. Additional users who register
under an organization are automatically assigned a Viewer Profile, with limited privileges. They can
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request additional privileges by contacting the administrator for their organization’s AMIS account.
AMIS will automatically send an email notification to the administrator for the organization’s AMIS
account informing them that a new user has registered under their organization.

NOTE: The initial Admin User for an organization may grant Admin User privileges to
other users within the same organization; as such, organizations may have more than
one Admin User.

The administrator(s) for an organization’s AMIS account is/are responsible for setting up users in their
organization and validating and assigning appropriate privileges to users registered under their
organization.
1. Users will receive an email with a user name and temporary password once they are registered.
2. You will be directed to a page where you will be prompted to enter your user name. Enter your
user name.

U BIRLFTERT & Tl TRiiji

COMMUNITY DEVELOFMENT

FINANCIAL INSTITUTIONS FUND

Dl yoms forget your passvword T Mlease anter your usemame below

Usernama: — Username

COMMUNITY DEVELOPMENT FINARCIAL INSTITUTIONS FUND

Figure 8. AMIS User Name Entry Page

3. Once you submit your user name, you should receive an email with a link to update your
password. See Section 2.1 above and follow Steps 7-9 to log in to AMIS.
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2.3 Logging into AMIS - Subsequent Visits

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

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

LS DEPARTMENT OF THll TREASURY

NI COMMUNITY DEVELOPMENT
E =L X all= ; FINANCIAL INSTITUTIONS FUND

AMIS HOME | AMIS NEWS | AMIS TRAINING MATERIALS | AMIS FAGS || LOGIN TO AMIS

AWARDS MANAGEMENT INFORMATION SYSTEM

AMIS functionality will be released to users as it becomes available. With the current version of AMIS (released
September 18, 2015}, you may:

* Register an organization and manage the organization profile

Register a user

Manage a program profile (CDE Certification only)

Apply for and review a COE Certification (A, Band C)

Submit service requests

For all other business with COFI Fund, you will still log-in to AMIS via the “Login to AMIS™ link at top but will be
re-directed to our legacy systems (e.g.. myCDFIFund). For more detall, please access the AMIS training manuals
from the link at top and review “Navigating AMIS."

Please see the AMIS FAQS for additional infermation.

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

Figure 9. AMIS Landing Page

3. Enter your user name (i.e., email address) and password and click SIGN IN.
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5 DEPARTRENT OF THE TRELSLRY

AMISHOME | AMISNEWS | AMIS TRAINING MATERIALS | AMISFAQS

TERMS OF USE AND ACCEPTANCE

You are entering an Official United States Government Systern, which may be used only for authorzed purposes. The Govemnment may
maniflor and awdl usage of this syslem. and all persons ane hareby notified that clicking the O bution below and the use of this system
constiuies consent to such montonng and swditing. Unauthorized atternpts 1o upload or change information on, of othenwvise cause damage
1o, this wab site ane sirictly prohibited and ane subject to prosecution under the Computer Fraud Abuse Act of 1985 and Title 18 US.C. §
1001 and § 1030

This web site is provided as a public senice by the Depariment of the Treasury, Community Dewslopment Financial Institutions Fund (COFI
Fund) and is considensd public information which may be distributed and copled. You should be awane thal 31 U.S.C. § 333 prohibits (amang
other things) the misuse of names, temms, symbols, emblems, or stationery of the Department of the Treaswury, a3 well a3 colorable imitations
of these iems.
—

Usamamea

Pasawornd

Forgol your password? | Join our Community

Fiéure 10. AMIS Login Page

4. You will be directed to the App Launcher page. From the App Launcher, you can either:
a) Navigate to AMIS, or
b) Navigate to myCDFIFund to perform business with the CDFI Fund that is NOT currently in
AMIS.

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

Search... Search

Howard Jones ~

ORI Home  Organizations Contacts  Service Requests

App Launcher

s AWARDS
2 MANAGEMENT
INFORMATION SYSTEM

AMIS MyCDFI

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

Figure 11. AMIS App Launcher Page

5. Click on the AMIS tile within the App Launcher. You will be directed to the AMIS Home page.
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m Organizations Contacts  Service Requests  App Launcher
‘
N [Overde V]
My Tasks = eees ad
Acme You have no open tasks scheduled for this period
Custom Links
Calendar
Today 9/24/2015 < September 2015 ' »
Me: d Alerts
o on oo i T i S

You have no events scheduled for the next 7 days.
01 02 03 04 05

06 07 D3 09 10 11 12
13 14 15 16 17 18 18
20 21 22 23 EJos 26
27 28 29 3

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

Figure 12. AMIS Home Page

2.4 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 three profiles:

e Admin User — This profile allows an administrator for the organization’s AMIS account to view,
create, edit, and delete records in their organization. In addition, the Admin User is the only
person allowed to assign the User Profile to other users registered under their organization.
(Please refer to Section 6.4 Assign a Profile to a Contact (Admin Users only) for instructions on
how to assign a profile to a contact.)

e 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.

e User —This profile is assigned by the Admin User and allows the user to view, create, edit, and
delete records in their organization. Such records include an organization’s financial
information, contacts, applications, amendments, and compliance reports.

2.5 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 2.3 above) to
log in again to your AMIS account.

2.6 Resetting Your Password

AMIS disables your account after three failed login attempts. Before you are locked out of the system,
click the Forgot your password? link, on the AMIS Login page, and follow the on-screen instructions to
reset your password. If your account becomes disabled, contact an administrator for your organization’s
AMIS account.
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ARTHENT OF THE TREASLSEY

MUNITY DEVELOPMENT

FINANCIAL INSTITUTIONS FUND

et AMIS HOME | AMISNEWS | AMIS TRAINING MATERIALS | AMIS FAQS

TERMS OF USE AND ACCEPTAMNCE

You are enlening an Official United Stabes Government System, which may be used only Tor authorized purposss. The Government may
monitor and sudit usage of this system. and all parsans are hereby notified that clicking the O butbon below and the use of this system
constifutes consant 1o such manitonng and auditing. Unauthorized atlerpts to upload of changs infomnation on. of othensise cause damage
e, Hhis web SHe &ne strictly prohibibed and are subjsct o prosecution undes the Compiter Fraud Abuse Actof 1985 and Tite 18 LLS.C. §
1001 and § 1030

Thits web s8e is provided as 8 public service by the Department of the Treasury, Community Develapment Fimancial Instibutiens Fund (COF)

Fund) and is considensd public information which may be distibubed and copled, You should be sware that 31 U.S.C. § 333 prohibits (among

ittver things) the misuse of names, terms. symbols, emblems, o stationery of the Department of the Treasury. &3 well 83 colorable imitaticns
of thess e

Usairsami

Password

I Fargat your passwand? | J|n CIF Comimunity

Figure 13. AMIS Login Page — Forgot Password Link

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.

Michael Major

My Settings
Logout

Figure 14. AMIS User Profile

In this section, you will learn how to:

e Manage your settings

e Change your password

e Change your user name

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.

16 of 59



AMIS Training Manual — AE101

November 2016
My Settings X
Q‘ Location Settings Email Settings
‘.“- Date, time, and language Personal and group notifications
K\ Security Settings Reminders and Alerts
R User name, password and security ‘( Reminders and aleris for events and tasks

Approved Connections
Apps authorized to access this account

Close
Figure 15. 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.

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 or Missing Information.
Review all error messages below to correct your information.

User Hame tommy@amistest.gov Change User Name| ‘Your password must have a mix of letters,
numbers and at least one of theze special

Current Password I sessssssee characters: #5%-_=+<=

New Password ssssee T CWeak | i

Verify New Password

@Your password must be at least & characters long and have a mix of letters, numbers and at least one of
these special characters: #5%-_=+<»

Your password was last changed or reset on 9/24/2015 2:49 PM

Cancel

Figure 16. 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.
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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 User Name
To change your user name:

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

Security Settings

User Mame mmuwanguzifyahoo.com3ekE CThange User Name

Current Password I
Mew Password i

Verify Hew Password

‘Your password was last changed or reset on 7/B/2015 6:27 PM

Save Cancel

Figure 17. Security Settings Page
2. Click the Change User Name link on the Security Settings page.

Security Settings

User Name mmuwanguzi@yahoo.co

Current Password I

Save Cancel

Figure 18. Change My User Name Screen

3. Update your user name.
4. You are required to provide your current password in order to change your user name. Enter

your password.
5. Click the Save button to save your changes.

3.4 Set Up/Change Reminders and Alerts

The reminders and alerts feature allows you to set up or change reminders and alerts for your events
and tasks. (Reminders and alerts are connected to the Manage My Tasks and Calendar Events on the
AMIS Home page. Please see Section 4.1 for more details on managing tasks and using the calendar.) To
set up or change your reminders and alerts:

1. Click the Reminders and Alerts link from the My Settings page.
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Reminders and Alerts

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.

Events and Tasks

[Irrigger alert when reminder comes due

Play a reminder sound

[y defautt, set reminger on events to:
(] By default, set reminder on tasks to:

[[Isort reminder window by due cate

Email me when someone assigns me a task

Test and Preview Reminder Alerts

Reminder alerts should popup when enabled. If you have popup blocking software installed on your computer, reminder alerts may not work
properly

Test to determine if popup blockers will interfere with reminder alerts: | Preview Reminder Alert

Save Cancel

Figure 19. Reminders and Alerts Page

2. Change the settings, as needed.
3. Click the Save button to save your changes.

3.5 Log Out of AMIS
To log out of AMIS, click your name in the top right corner, and select Logout.

Michael Major «

My Settings |

Logout —

Figure 20. 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. From the Home page,
you can:

e View/manage your tasks
e View calendar events

o Use the sidebar

e Access other tabs.
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MCT Federal Cradit Union
P-00005E

C-00B580
AWD-00000019
AWD-00000012
P-000072

C-008557

A0001858

DoO01028

m

Today 8317015

E00PM-T00PM 5 Disc
i

Calendar Events

£ August 215 ¥
B Mian Tus Wid Thu Fn Sal

[1]]
04 05 05 OF o8
13 14 15
18 19 20 21 22
25 M T 20

Sidebar »
EEE ODE
My Tasks Hew This konih w
Complets Dabe Status Sulbject Reldated To Organizaton
x B0201S NolSlamed C & i) AWD-00000019

4.1

Figure 21. AMIS Home Page

View/Manage Your Tasks

The My Tasks section displays your pending work. It includes work that your colleagues, such as your
manager, have assigned to you or follow-up work that you have initiated and want to track. You can use
this feature to keep track of your upcoming deadlines or deliverables. For example, you can set up tasks

to:

Complete an application

Complete matching funds during the specified timeframe
Complete compliance reports

Request subsequent payments (disbursements).

My Tasks also has a feature to filter your work using the drop-down menu on the right side of the page
so that you can prioritize your work. For example, you can filter for All Open tasks or Overdue tasks by
selecting that option from the drop-down menu.

My Tasks L3 [An Open v
Complete Date Status Subject Mame Related To  Organization
b 8M10/2015  Not Started | Complete Compliance Repor
Figure 22. My Tasks Screen
4.1.1 Create a New Task

1. Click the New button under My Tasks.
a. The Assigned To field is required and defaults to your name. You can assign this task to

another user by clicking the Lookup icon next to this field and searching for the name of

the assignee.
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b. Subjectis arequired field.
Task
1\ Complete Compliance Report
Task Edit Save | |Save & New Task | Cancel
Task Information 1 = Requited kiomnation
Assigned To  |Wichael Major Related To [ Award /| [AWD-000000 18 | &

Subject | [Complete Compliance Ri| & Name [ |

Diwe Dabe BADZ015 [B31/2018 )
Cammants Complete my compliance repor and submit it before the due dabe of
81015, Consult with Mr. Doe ba ensure progress far all the PGAMS is
accurate

Additional Infermation

Statien Ilh!ﬁtﬂtarled ] Phans
Priarity I[W Emanl

Figure 23. Task Edit Page

2. Enter a subject, due date, and comments. For example, if you wish to set up a task to complete
your compliance report, then:
a. Enter the subject as “Complete Compliance Report.”
b. Enter a due date.
c. Enterinstructions in the Comments field.
3. Use the Related To field if you wish to link a task to a record, such as an award or compliance
report record, in AMIS.
4. Use the Status field to track the progress of the task; when creating a new task, leave the default
value of “Not Started”.
5. Use the Priority field to indicate the priority of the task.
6. The Phone and Email fields are non-editable because you do not need to enter information in
those fields.
7. Click the Save button to save your information and view the task. Note: Tasks that you have
assigned to other colleagues will not be displayed on your My Tasks list. Instead, they will be
displayed in the My Tasks list of the assignee.

4.1.2 View/Update a Task
You can use this feature if you want to view the details of a task or update the status of a task.

1. From the My Tasks list, click the Subject to open a task and view the details (e.g., click the
subject of the task you created above).
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' Task
+ Complete Compliance Report

Task Detail Create Follow-Up Task

Task Information
Assigned To ] piichond Major Related To
Subject  Compiete Compliance Repart Hame

CusDate  BAQ2015
Comments  Compheti my complians repert and subenit it Bafore the due date of SM0V15. Canaut with Mr. Dos 1o endurs progress for all ihe

PGAMs is accurate
Additional Information
Status Cemplsted Prone
Priority  Momnal Email

Figure 24. Task Detail Page
2. Click the Edit button to be forwarded to the Task Edit page.
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Task .
¥ Complete Compliance Report
Task Edit Save  Save & Hew Task  Cancel
Task Information | = Resquined Informatn
Assigred To | Michael Major Q) Rea T awand » | AWD-00000010 @
Subject | Complate Compliance Rep &) Hasme &y
DueDate  BO2015 | [9252015]
Commrws

Complete my compliancs repor and submit i belore the dos date of 8700015, Consult with M
Dhces b erriure peogress for ol the PEAMS B stcurate

Additional Information

Bant | Comphitid v Fhone

T TR Email

Figure 25. Task Edit Page

3. Update the Status to “Completed”.
4. Click the Save button to save your changes.

TIP: As a best practice, always update the status of a task so that you and
your colleagues can track the progress in real-time.

4.2 View Calendar Events

The calendar allows you to view events and meetings that CDFI Fund staff have scheduled with your
organization so that you can track upcoming events and plan your work week. CDFI Fund staff will send
meeting invitations to organizations they wish to meet with. Note: The calendar is a view-only feature
for external users.

Calendar

Today 83172015
6:00 FM - 7:00 PM

e U

¢ August2015 s

Sun Mon Tuo Wed Th Fri Sa1

o
02 03 04 05 06 O7 08
o 10 11 12 13 14 15
W o1T 18 19 2003 2

Event Date and 23 0 25 26 T M

» B
MEE OO

Time

Figure 26. AMIS Calendar Events

Click on the Event Subject to view the calendar event details.
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Event Detail Add to Outlook

Calendar Details

Assigned To  Mr Jones Related To  AWD-00000019
Subject  Discuss Assistance Agreement Name
All-Day Event Private

Start  8/31/20156:00 PM  Check Availability
End  8/31/2015 7:00 PM

Other Information
Location Phone

Show Time As  Busy Email

Description Information

Description  Discuss CDFI FY2015 Assistance Agreement program goals and measures.

Figure 27. Calendar Event Detail Screen

4.3 Use the Sidebar

The sidebar appears on the left on most AMIS pages with multiple components that improve usability.
These components provide convenient access to:

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

View important messages and alerts, if any

Open custom links, if any.

1Lm Organizations  Service Requests  Awards
v—
Expanded side menu. Click the Left arrow to collapse.
€ A
. . Sun Moni T
MCT Federal Gredit inion Create a new record by choosing an option from the
P-0000%6 — =R |
Create Mew...drop-down menu. & 16
AWD-00000018 21: ;I i
AWD-00000012 Click a link under Recent Items to quickly cpena = B
P-000072 -
P record you viewed recenthy. PP
A-D00155
aromE Messages and Alerts remind you of =
deadlines or upcoming work.
Massapes and Alerts Hame Related To
AWD-000000139
Essential Custom Links outside AMIS are
[ cusomUms | L displayed here for quick access.

Figure 28. Sidebar Components

The sidebar can be:

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

Record: FY15 NACA Avard

Figure 29. Records and Objects Figure 30. 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.

Home | Organizations Isen'lce Requests  Awards

“ Home
_

Vview: [All Organizations | [set |
MCT Federal Credit Linion
00001019

[Recentty Viewed ]

P-DO00ES Recent Organizations [Reconty Viewed /]
A nization M Mailing C Phone
00001018 Cruaron e DOERY

MCT Federal Credit Union Riockville (301) 567-8700

Frank Tusa

Figure 31. Organizations Home Page

From within each tab, you can:

Access existing lists of a record

Create or edit a record

View details of a record

Do in-line editing of a record

Delete a record (with the necessary permission)

e Use shortcuts to access related lists of a record quickly
e 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
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records. In most instances, you will have one record for your organization under the Organizations tab.
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.

Service Requesis  Awards

Organizations

“. Home

View: | All Organizations

.m'.

Recent Organizations

Ovganization Mame
MCT Federal Cred#t Unisn

Malling City
Rockville

Phone
{301) 567-8700

Figure 32. 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 NelptGIRELLLEN  Service Requests  Awards

C-008889

P-000055

MCT Fadarad Credit Linkon
AD00123

P-000072
AWD-00000012

L] Organizations

Crganization Name
MCT Faderal Cradit Unian

Mailing City
Rochvile

Phaone
(201} S6T-E700

Figure 33. 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.
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v

> - | All Organizations

Clink to edit or to view the

DIE|F

¥ AlB|C

Edit | §gf MET Federal Cradit Union

organization’s details. Y | Z | Other [ BIN]

Mailing State/Provi...
MD

Phane
(301) 567-8700

Figure 34. 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.

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 9
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.
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Home NeELTFEGLIEN  Service Requests  Awards

Organization Edit

“. MCT Federal Credit Union

Organization Edit Save |  Cancel

Organization ID

Phone |(301)56778700

Organization Owner  CDFI Portal

Organization Name  [[MCT Federal Credit Unio Wepsite [
Parent Organization  [123Bank Q) EINITIN  [12-3345129
Parent Relationship DUNS (123456688

Organizational Type 1 = Required Information

Financial Institution Type |Vem”re Capital V| Depends on "Financial Institution Type" } ’—| [ 9/25/2015 ]
Organization Structure [ _None— v| i Financial Activities Start Date l:l [ 9/25/2015 |
Native CDFI?  [ves v Congressional District
Faith-Based? Fiscal Year End Day

Figure 35. 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.

Organi it

Organization Name | )

Parent CQ

Figure 36. 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
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 v l Depends ¢n "Financial
Organieaticn Siructure —~Mone— "
. ! Move the mouse
Native? | _Mone— - .
over the Information
Sponsoring Entity? =Pome-— *

icomn.

Figure 37. 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:

a. Scroll down the page to the Special Targeted Areas field.
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b. Add avalue from the Available list by selecting the desired value and clicking the Right

arrow.
c. Remove a value from the Chosen list by selecting the desired value and clicking the Left
arrow.
Tasr';iif:c: Availble > Chosen .
) Appalachia

Native Communities <
LY

Figure 38. Adding/Removing Values

5. Complete all other fields on the page.
6. Save the record by clicking the Save button:
a. The Save buttons are located at the top and bottom of the page for your convenience.

Save Save & New | Cancel

Figure 39. Save Buttons

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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Figure 40. 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.

30 of 59



AMIS Training Manual — AE101
November 2016

Crganizaticn Detail Edit
Crganization 1D Phone  (301) 567-8700, %
Organization Cwner  {Z] COF) Portal [Chanae) Fax

Organization Name  MCT Federal Gradit Unlon [yl Wataite

F';::::::t:: Move the mouse next to a field's value on the
right to see the Pencil icon. Double click the

Pencil icon to enable in-line editing.

Organizational Type

Financial Institution  Vientuns Capital ) Date of Incorporation
Trpe
Organization Structurs Financial Activities S1art

Figure 41. In-Line Editing

2. Double click the Pencil icon. The field will become editable.

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
COFI Cartification Status  Not Cerdifled
COFI Certification Date

i

CDE Certification $atus Mot Cerlified

COE Certification Date of
Cartification

A Lock icon appears when you move the

mouse next to a non-editable field.

Figure 42. 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 a record, 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.
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The page at https://cdfil--cdfiqa.cs32.my.salesforce.com says: * [

Are you sure?

Cancel

Figure 43. Delete Confirmation

3. Click the Cancel button to cancel the action.
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@ 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.

ATLIPLIEE  Service Requests  Awards

1

Organization

" W MCT Federal Credit Union

A S2ow Feed

ii
i

Prntable View

MCT Federal Credt Union « Back to List
00001019 1|l Erarci Data 1 | Program Profles 2t | Notees § Ataiments i
P.000066 —
+ Contacts New Contact
Eva Munar
00001018 Action Contact Name Titke Emal Phone  Role Type
Frank Tusa Ege.  Mihael Maor EoMRiBvaheo com Admn  Authorized Regresentative
Contacts are ot Sarah Fisher User  Port of Contact
displayed ¢ EvaMynar ¥ munangicoresphere com User
s s ¢ ErankTusa Mansper User Omher
without scrolling.
Show L more » | Go 1o st (6) »
Feancial instntion Tune__ \eohwa Candal Date of Incorporation

tpu/ | v tryC b and A Aoece comy Appie ant, 007 0000004 G200 1 000004 039, Retsted ontactl it tavget

h ot mns Phoss Pane

Figure 44. Navigation/Hover Links

5.7 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.
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1. To access the organization’s related lists:
a. Click the corresponding navigation/hover link, or
b. Scroll down the page.

- Contacts

Action Coniact Mame Freone Typs

Bt Michael Majgor Authorzed Representative

Edn  Kaihy Jones (304 58T-8T00

Edd  Eva Lot NPT s [ SET-8T00

Edit  Sacah Frsher sfifhenvahos oom

Edn  Frank Tuss Marsger  Pusadgma som Click to add,
e edit, delete, or

e e —————— view details.

Ean  BGP E-130433

Edil  CMF 130423

Edi  COFLNACA E-130424

Edn  COFLCERT P 0425

Edil  NMTC 130420

Sheew 2 more » | Gobo ksl (T) =

= Extsrnal Contacts Mew Extermal Contact
N reconds b desplay

Notes & Attachments Mew Hote  Attach File
Mo reconds o desplay

Affiliates Merw Affiliates
Mo reconds to desplay

Figure 45. Organization Related Lists (Child Records)

2. From each related list, you can:

a. Add a new 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

No records to display

Figure 46. 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 47. 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 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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Figure 48. Organization Detail Page

In this section, you will learn how to:

e Update your Organization Profile
e Understand SAM and Grants.gov integration
e Add/update contacts
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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.

Organization Edit

Save

Cancel

AMIS Training Manual — AE101

November 2016

Organization Owner  CDFI Portal Website l:l
Organization Name | MCT Federal Credit Unic EINITIN 1122345129
Parent Organization I:l Q) DUNS 123456658
Relationship Type
Verify Account
Organizational Type
Financial Institution Type |Ven‘[ure Capital v‘ Date of Incorporation l:l [ 711412015 ]
Organization Structure |—-N0ne—- v‘ i Activities Start Date I:I [ 711412015 ]
Sponsoring Entity? Fiscal Year End Month
Certification Information
CDFI Certification Status Not Certified CDE Certification Status
CDFI Certification Date of CDE Certification Date of
Certification Certification
CDF| Certification Date of Control Number l:l
Expiration
Mailing Street ‘2350 Main Street ‘ Shipping Street ‘ ‘
WA e Wiam P mdm] Pl L LT TR PP e P r—————/—/

Figure 49. Organization Edit Page

2. 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.

6.2 SAM and Grants.gov Integration
SAM Integration — 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. AMIS interfaces
with SAM.gov and automatically validates each organization that registers in AMIS.

Grants.gov Integration — Some CDFIl Fund programs (e.g., CDFI 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 program application when it is
submitted, and associates it to the applicant organization.
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NOTE: Please ensure you enter the accurate EIN and DUNS number for your
organization in AMIS.

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 (disbursement) requests, and compliance reports.

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

4 Contacts Mo Contact] | g . -

Action] Contact Nasss i Eesail Cll_Ek to add or

Ext edit a Contact.
' e BUEEYANGS SO

Eiit Eerinraii SEENRGD SO

Figure 50. Contacts Related List

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

Contact Edit Save | |Save & New | | Cancel

Contact Information 1 = Regquired Information

Contact Owner  Michael Major
First Name |Mr5. [V | |Sarah |

Last Name IlJones |
Organization Name  |VICT Federal Credit Unic| &
Title  [Manager |

Role  |User W

Type | Authorized Representative V|

Address Information Copy Mailing Address to Other Address

Mailing Street 2350 Main Street Other Street

Mailing City  [Rockville

Mailing State/Province |MD

Other City

Mailing Zip/Postal Code |20350 Other Zip/Postal Code

| |
Other State/Province | |
| |
| |

Mailing Country | Other Country

Phone |(301)567-BTUU
Mobile |

Email [

Figure 51. Contact Edit Page
2. Complete all the information on the Contact Edit page.

37 of 59



AMIS Training Manual — AE101
November 2016

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 (Admin Users only)

In order for a contact to be able to log in to AMIS as a user and perform work (e.g., complete

applications and compliance reports), they need to be assigned a profile (permissions) that enables

them to create and edit records.

NOTE: Only an administrator for an organization’s AMIS account can assign a
profile to other contacts in the organization.

To assign a profile to a contact:

1. Access the Contacts related list on the Organization Detail page.

4/ Contacts MNew Contact

Action| Contact Mame Title Email Phone Role
Edit [Michasl Masr mmareanguzidyahog com Admin
Edit  [Eathy Jors Eriarwhist 99 Evahoo.com User

Authorized Reprasantative

Figure 52. 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.

Mrs. Sarah Jones

¥ Show Feed

= Back to List

Contact Detail Edit | | Clo
Contact Owner [ Michael Malor [Change)

MHams Mrs. Sarah Jones

Organization Mame MQT FE!ry Eudl! Linian

Titke  Manager

Manage External User »
Enable Customer User
Enable Partner User

Fole Lsar
Type  Authorized Representative

Figure 53. 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.
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m Organizations  Servics Requests  Awards
Manage External User Save  Cancel
Usar Information Il = Requred Infomation
thaname | Emadl | Ganeral LIS & Weslem Europe 150-8858-1, ISO-LATIN-T) v
Encoding
Teme Zone | (GMT-04 00) Eastonn Daylight Time (AmoencafNow_York) w Rode  |'MICT Focoral Credet Linion Partnor Liser ||
Locals l English {Linitexd S2ates) ar Usar License  |Parner Community Login
Language [ Englich e PSR I.Nm:n:amr'ma: Login Wi
Anxi I.“,:,-"_. Active -
MICRRAMmE ' Gerarate &
P
patiwsd
2 Pty
L)
ISR
Contact information
Firgt Mamg Sarah E-mail I
Last Mame [ lones. Phone  [{301) S67-E700

Figure 54. Manage External User Page

5. Complete all the required information on the page.
a. Enter a User Name 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.

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 Program Profile Name
Edi BGP P-130422
Edit CMF B-130423
Edit COFIMACA F-130424
Edit CDFILCERT B-130425
Edit HMTC P-130426

BEA P-130427T
@CDE-DERT P-130428

Figure 55. Program Profiles Related List

To edit a Program Profile:
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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

Organization Data

Primary Line of Business

Organization

Record Type CDE-CERT

Save

MCT Federal Credit Union

Consumer Finance

Cancel

Program Profile Name  P-130428

Fiscal Year 2015 v
CDE Detail
Taxable |For Profit v
Structure
Certified Yes v
A -CDE Available » ||Chosen
Structure Faith-Based Institution AL certified CDFI
For-profit vl 4
Government-controlled entity (b
Appg%né Available » Chosen
Controling Faith-Based Institution A 2| Certified CDFI
Entity For-profit W
Structure Government-controlled entity (5]
A Available Chosen
Products
and Microenterprise Financing AL Real estate Financing
Services Financing other CDEs v
Loan purchase from other CDEs J
Rgf::::éﬁ.:; Available » ||Chosen
Retail AL Industrial/Manufacturing
Community Facilities vl (4
Hospital Tourism =
Major
Urban
Areas
Percent of 20%
Minor
Urban
Areas ()

Rural Areas

Figure 56. Program Profile Edit Page

2. Complete all the information on the page.

w

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.

Observe the Certification Applications related list.

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.

a.
b.

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.
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Affiliates New Affiliates

No records to display

Figure 57. 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 Help for this Page

7 New Affiliates

Affiliates Edit Save | | Save & New| | Cancel

Information

Affiliate CM Contact |

|
| Organization |ABC Bank
|
|

£ 2

Control Number

|
Regulatory Certification # |
|
|

Federal Regulator

Figure 58. Affiliates Edit Page

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

7 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.

Organizations

CE) - | oo
. MCT Federal C
Recentioms R —

P-000006

Service Requests  Awands

Enter a search term and
click the Search button.

Printabi

& Bk o List
WCT Federal Credi Linicn Conacts (5 | Ewancisl Cata ) | Frogoie Profies i) | Boles & Afachments (1 | Amaeds[1) | AMmaes i
C-D08sEs
AD00N23 Qrganization Datail Edn
P0000T2 Crganization i Prose  (301) S57-8700

Figure 59. AMIS Global Search Screen

Wildcards and Boolean operators allow you to refine or search for partially matching terms.
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7.1 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.

Search Results

'€* Search Feeds oo~ Search Again i Options.

| FEEE _ Funding Applications (2) Show Filters

Funding Applications (2) Action Funding Application Certified CDFI Organization

Edit  A-000155
Edit A-000123

Organizations (0)

Contacts (0)

Search All Search All

Figure 60. 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

i

'C" Search Feeds E7a Search Again Options...

|.i Records Contacts (1)

Funding Applications (0) Action Name Organization Name Phone Email

Organizations (0) Edit Evalawyer MCT Federal Credit Union eva lawyer@coresphere.com

Contacts (1)

Figure 61. Search Results for Search by ? Symbol

7.2 Boolean Operators

You can also use Boolean operators, such as AND, OR, AND NOT, () (parentheses), and " " (quotation
marks) to refine search results.
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Table 7-1. Operator Descriptions
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.
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

8 Service Requests

AMIS has a service request function that allows users to make general inquiries and/or request specific
changes. This function facilitates smooth communication between external users and CDFI Fund staff.
Once you submit a service request, it will be reviewed by CDFI Fund staff who will make a determination
and provide their comments and resolution to the service request. You can track issues or requests that
you have submitted to the CDFI Fund and their resolutions in a central area. From the Service Requests
Home page, you can:

e Submit a change request, such as a modification or amendment to an award
e Submit a general inquiry, such as a question on an application.

Click the Service Requests tab to be forwarded to the Service Requests Home page.
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Home  Organizations Awards
P Sarvice Requaests CI. . =
ick to add or edit
Home :
a service regquest.
Selact the service requests you wani to view from the dropdawn.
View: |My Open Service Reguests || Ga /
Create Hew Service Request
Subject Dt/ Time Opened Priarity
«H I it nit? THXZ015 113 PM Madiem
THAZ015 1206 PM Madiem

Figure 62. Service Requests Home Page

8.1 Complete/Submit Change Requests
To submit a change request:

1. From the Service Requests Home page, click the Create New Service Request button.

= Hew Ssrvice Request

IE{' Select Service Request Record Type

Select a record type for the new senvice request,

Select Service Request Regord

|[Change Request ~

Record Type of ne
record

Continue |  Cancel

Figure 63. Service Request Record Type Screen

2. Select the Change Request option from the Record Type of New Record drop-down menu and
click the Continue button.
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Sarvice Reguaest Elu-'.
New Service Request

Service Request Edit Submit| | SubmitR Add Attachment | Save & New | | Check Spalling | Cancel

Service Request Information 1 = Required Information

Servick Roquest Dweer  Michael Majes Award  FAWD-DO00004E &

Contact Name | Kathvy Jones aQ

Organization Mame

Additional Infermation

sats  |New v Tpe || CDE Cen-Senice Area Amendmeni w
Changs Type || Service Arsa Amendment v|

Description Information

Subject I o B0 | chands my Sericn ana

Descripion | Here are the senace area changes we need 10 make

Figure 64. Service Request Edit Page

If the Contact Name field is not populated, enter the person that the CDFI Fund will contact
about the request.

a. Click the Lookup icon next to the Contact Name field.

b. Search for a contact in the organization by entering their name in the Lookup field and

then clicking the Go! button.

c. Click on a Contact Name to select it.
Select the service request type from the Type drop-down menu (e.g., select CDE Cert-Service
Area Amendment).

Type drop-down menu to ensure that your service request is forwarded to the

@ NOTE: Make sure that you select the appropriate service request type from the
appropriate CDFI Fund staff person.

Select the type of change from the Change Type drop-down menu (e.g., Service Area
Amendment).

NOTE: The Change Type drop-down menu is dependent on the Type drop-down
menu. It will be disabled until a service request type is selected.

Associate the amendment to the appropriate award by clicking the Lookup icon next to the
Award field.
Under the Description Information section, enter a subject and description in the corresponding
fields.
Click the appropriate button at the top of the page.
a. Click the Submit button to submit the service request to the CDFI Fund and to be
forwarded to the Service Request Detail page.
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b. Click the Submit & Add Attachment button to add an attachment and submit the

service request.

c. Click the Save & New button to save the record and to create another service request.
Users should select this option to create several service requests quickly.
d. Click the Cancel button to exit the Service Request Edit page.

Service Request Detail (Edit || Clane | Sharing
Service Request Cwner E Michas! Majgr [Change] Contact Phone
Service Request Q0001057 Contact Emall  mmuwanguzlfvahoo com
Humber
Contact Name  Michael bajor Award  AWD-00000048
Organization Name  MCT Faderal Credit Linion
Additienal Information
Status Mew Type  CDE Cer-Service Area Amendmeant
Change Typeé  Sendce Area Amendment
Subjact How do | change my sanice area
Description Hare are the service area changes we need o make.

Date/Time Opened 51172015 7:59 PM

Dated Time Closed

Edit Clone | Sharing
Service Request Comments |Add Comment
No records bo display
Attachments Attach File
Mo records to display
Figure 65. Service Request Detail Page
8.2 Add Attachments

You can add attachments to a service request from the Service Request Detail page. The Attachments
related list allows you to add supporting documents to a service request.

Attachments

No records to display

Attach File

Figure 66. Service Request — Attachments Related List

To add an attachment:

1. Click the Attach File button under the Attachments related list.
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Home Organizations BERUENIECTES SN Awards

¢ Attach File to Service Request 00001019

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 67. Attach File Screen

2. Click the Browse button and select the file to attach.

Click the Attach File button.

4. Click the Done button to be forwarded back to the Service Request Detail page and to see the
file attached.

w

8.3 Add/View Service Request Comments

The Service Request Comments related list allows users to provide additional comments to the CDFI
Fund about a service request after it has been submitted to the appropriate CDFI Fund staff. In addition,
you can view the comments provided by CDFI Fund staff to address your service request.

Service Request Comments Add Comment

Comments entered by CDFI

Comment Fund staff are displayed here.

Created By: Michael Muwanguzi (7/14/2015 7:54 PM)
Provida additional explanation about this amendment request. Submit additional evidence supporting the change of the report due date.

Figure 68. Service Request Comments Related List

To add comments to the service request:

1. Click the Add Comment button under Service Request Comments related list.
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Service Request Comment Edit Save | |Cancel| |Check Spelling

Service Request Details

Subject  Amendment Request to change due date
Description ~ Amendment Request 713

Comment Details

Comment

Figure 69. Service Request Comment Details Screen

2. Enter comments in the Comment field.
3. Click the Save button to return to the Service Request Detail page.

8.4 Complete/Submit General Inquiries
To submit a general inquiry service request:

1. From the Service Requests Home page, click the Create New Service Request button.

Hew Service Reguest

{ Select Service Request Record Type

Select a record type for the new service request.

Select Service Request Record Type

Record Type of new( || General Inquiry
record

Continue |  Cancel

Figure 70. Service Request Record Type Screen

2. Select the General Inquiry option from the Record Type of New Record drop-down menu and
click the Continue button.
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Sarvice Request E_\:Ill:
Mew Service Request
Service Request Edit Suber® | Submit & Add Amachmant | Save K New  Chetk Spaling  Cancsl
Service Request Information 1 = Resaned infcrmation
Sarvice Requadt Oomier Michael Major iy =%

Comtact Ham | b fichaol Magor

Drganizatcn Hame

Additional Information
Stabas I [T v w e | | COFI-Ganaral Question s
Service Request Reason Instructions nol claar A

Dwescription Information

Subgect |

Description

Figure 71. Service Request Edit Page

3. If the Contact Name field is not populated, enter the person that the CDFI Fund will contact
about the request.
a. Click the Lookup icon next to the Contact Name field.
b. Search for a contact in the organization by entering their name in the Lookup field and
then clicking the Go! button.
c. Click on a Contact Name to select it.
4. Select the service request type from the Type drop-down menu (e.g., select CDFI-General
Question).
5. Select the service request reason from the Service Request Reason drop-down menu.
6. Under the Description Information section, enter a subject and description in the corresponding
fields.
7. Click the appropriate button at the top of the page.
a. Click the Submit button to submit the service request to the CDFI Fund and to be
forwarded to the Service Request Detail page.
b. Click the Submit & Add Attachment button to add an attachment and submit the
service request.
c. Click the Save & New button to save the record and to create another service request.
Users should select this option to create several service requests quickly.
d. Click the Cancel button to exit the Service Request Edit page.

Similar to the change request service request type, you can add additional comments or attachments to
the general inquiry type of service request by clicking the appropriate button under the Service Request
Detail page.
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9 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.

9.1 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.

- |
@mgﬂnim:mns Service Requests  Awards
Create New... N . Calendar
Recentiems R AL C e
You have no events scheduled for the nexdt 7 days. Sun Mo Tue Wed Thy Fri 5
MCT Fedaral Credit Unkan 01 02
Pai 04306 Of 05 06 OF 08 09 1

11 EH 13 14 15 161
L . B .~ i =
B 2 27 2B K

Click the Access to Additional
Organizations link, on the left

Messages and Alerts

sidebar, from your Home page. FEE OEG

All Cpan

Accessing the Mapping System

e E

Crganizations

Figure 72. 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 RepLLIFELEGLEN Service Requests  Awards

Enter the EIM for the

Croatoow. | organization and click the

Search button.
Recant ltems Enter EIN/TIN
MCT Federal Credit Union EINITIN # : 12-3456T8T Search
P-104306

Figure 73. 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 next to the
organization you wish to access and 8 cancel

then click the Process Selected
button.

Organization « Page #1
N ™ Strest City
¥ CRE Bank 12-3456T87

Figure 74. Request Access to Additional Organizations — Select Organization

4. Aresults message will be displayed to confirm your access request. The Admin User 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 Me(PUIFCLETEN  Service Requests  Awards

m *  Search Organizations Process Selected  Cancel

¥y Success:
Your nequest is processed successiully
MCT Fedaeral Credit Linion

P-104306
EINMMN#: 12-3456TET Search

Grganization Results « Page #1

Hame ™ Strest City
CRE Bank 12-3455787

Figure 75. Request Access to Additional Organizations Results

9.2 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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Michael Major =

I-I!ome- Service Requests  Awards
CETRD - o oo
“. Home
recontioms i SW— ) Gal
EC-0000022
MCT Federal Credit Unicn w e —
o030 Recent Organizations Select .ﬂfll Organizations” next
to the View drop-down menu
Organization Na :
= i and then click the Go! button.
MCT Fegeral Credt Linion
L]

Figure 76. 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.

. All Organi s :
m | LS Click on the Organization Name link.

X ¥ I Othar All

EC-0000022 Mailing StateProvi... Phone
MET Feeral Cradit Unian 123456TAT WD 123.456-7890
P-104308 TS [E) T T

Figure 77. 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.

9.3 Grant Organization Access to an External Contact (Admin Users Only)

@ NOTE: Only the Admin Users can grant access to external contacts.

Admin Users will receive an email when an external contact requests access to their organization.
To grant organization access to an external contact as an administrator:

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,
select “All Organizations” and then
i Orpanizations click the Go! button from here
\r Home — y :
Wiew: |All Organizaticns v Gal
CRE Barik
Jones Major
P-104243 Recent Organizations [
A-005233 o N Click the Organization Name
Tracy Miller T

link from your Organizations
50000 CRE Bank
MF 134 Home page.
Travis Miller

Figure 78. Organizations Home Page

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

2 Organization
“ CRB Bank
4 Show Feed

= Back to List

Organization Detail Edit
Grganization |0

Organization Owner (7] COF) Poral [Change]
Organization Name  CRE Bank [View Hierarchy]
Parent Organization Click the External Contacts link to

Parms Reltonship access the external contacts and
grant or revoke access control to
your organization.

Organizational Type
Financial Institution Type  Venture Capital
Organization Structure  501{(c){4)

Mative COFI?  Yes Congretiional District
Sponsoning Entitv?  No Total Asset Size  $100.000 .00

Figure 79. 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.

= External Contacts [New External Contact |

Action External Contacl Hame Contact

mzz Michas Maioe

Michael Mosher has requested access.

iry Onganizatic

MCT Federal Credit Union Pending

Figure 80. External Contacts Related List
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4. From the External Contact Edit page, select an option next to the Access Control drop-down
menu and then click the Save button.

External Contact Edit

= EC-0000022

External Contact Edit Save | Save & New| |Cancel
Information
External Contact EC-0000022 Access control
Hame

Organization CRE Bank
Contact [Michaell‘-.-'lajnr

Save Save & New | Cancel

Figure 81. External Contacts Edit Page

Table 9-1. Access Control Definitions

Access Control Definitions:

a.

e

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 e View
, EC-0000022 Michael Major is granted
= Back ko List Read access to CRB Bank.

Click this link to return to the
Organization Details page.

External Contact hecess control  Read

Narme
Organization | CRE Bank

Primary  MCT Federal Cradit Union
Organization

Contact  Michael Major

Figure 82. 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.

10  Organization Profile, Program Profile, and Application Overview
(Three-Tiered Design)

AMIS’s three-tiered design is the foundation of how information is structured in AMIS. This design
combines information from three objects that are related — the Organization Profile, Program Profile,

and Application.

Organization
Profile

Figure 83. AMIS’s Three-Tiered Design
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1. Tier 1 - Organization Profile: This is the top tier in the three-tiered design of AMIS. It has
common data elements that can be shared across the entire CDFI Fund, regardless of program
or business unit. These common data elements, which include organization type, certification
information, address, geographical markets, and lines of business/financial products, are
displayed on the Organization Profile and are shared across all CDFI Fund programs. In addition,
applicants, award/allocation recipients, and CDFI Fund staff can get a quick overview of an
organization by viewing its compliance, awards in other programs, etc.

NOTE: An organization must have an Organization Profile set up in AMIS to
apply for funding.

2. Tier 2 — Program Profile: This is the middle tier in the three-tiered design of AMIS. The Program
Profile is used to display more detailed organizational data that is specific to a program funding
round such as financial data, awards, program funding and certification applications. It supports
multiple applications, from a single applicant organization, that share information from the
Program Profile. This structure allows an organization to apply for:

a. Funding from multiple programs within a funding round (e.g., FY 2015 funding round of
the CDFI Program and FY 2015 funding round of the NMTC Program).

b. Multiple funding rounds within a CDFI Fund program (e.g., FY 2014 funding round of the
BEA Program, FY 2015 funding round of the BEA Program).

NOTE: An organization must have a Program Profile for each CDFI Fund
program to which it applies for funding or certification. AMIS automatically

@ creates the Program Profile and each organization is required to update it
accordingly.

3. Tier 3 — Application: This is the lowest level in the three-tiered design of AMIS. For each
Program Profile, application data (for both certifications and programs) is captured for the
organization and its unique fiscal funding profile. AMIS automatically copies common data (such
as Organization Name, EIN, DUNS, and Organization Type) from the Program Profile to the
application.

NOTE: An organization must complete an application to apply for certification
or a funding program.

The three-tiered design of AMIS prevents redundancy and duplication of information since data is
entered in one place and shared across the three objects.
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10.1 AMIS Three-Tiered Design Data Flow

- AMIS Portal
| —lp
Login

Applicant

Organization Profile ~E

CDH-FA

CDF-TA

CDE-Cert
¥ ¥
et T

Figure 84. AMIS’s Three Tiered Design — Data Flow

|
|
BEA |
|
|

An applicant organization to any CDFI Fund program will log in through the AMIS Portal.

e Organization Profile — The organizational data of the applicant organization will be displayed
here. The applicant organization will complete common data elements needed by all programs
here.

e Program Profile — AMIS creates a Program Profile once an Organization Profile is created. To
begin the process of applying for certification or program funding, the applicant organization
selects the appropriate Program Profile.

e Application — From the Program Profile, the applicant organization will create an application for
the desired program each fiscal year.
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11.1 Acronyms

Table 11-1 - Acronyms
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Acronym Definition

AMIS

Awards Management Information System

BEA Program

Bank Enterprise Awards Program

BFS Bureau of Fiscal Service

BG Program Bond Guarantee Program

CDE Community Development Entity

CDFI Fund Community Development Financial Institutions Fund

CDFI Program

Community Development Financial Institutions Program

CCME Certification, Compliance Monitoring, and Evaluation
Clis Community Investment Impact System

ClImMS3 CDFI Fund Information Mapping System

CMF Capital Magnet Fund

col Conflict of Interest

FM Financial Management

LEA Legislative and External Affairs

OoLC Office of Legal Counsel

NACA Program

Native American CDFI Assistance Program

NOAA Notice of Allocation Availability
NOFA Notice of Funds Availability
NOGA Notice of Guarantee Authority

NMTC Program

New Markets Tax Credit Program

PM

Program Manager

PMO

Project Management Office

58 of 59



AMIS Training Manual — AE101
November 2016

Acronym Definition

SAM System for Award Management
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