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A. GETTING STARTED

To get started, you will need the following:

1.

A computer with Internet Explorer or Chrome browser and the most current version of Adobe Flash player
installed.
a. Please note that Internet Explorer must be in compatibility mode: instructions are available from
the Online Invoicing site on how to enable compatibility mode.
The Online Invoicing address: http://local.housingnm.org/LoginPortal

Once you have these set up, you can register as a new user, create, edit, submit requests for
reimbursement, and run reports.
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B. REGISTER A NEW USER

Each user of the system needs an individual account, which must be approved by MFA. If a staff person leaves,
MFA must be notified immediately.

1. Toregister a new user, go to http://www.housingnm.org/ and select “Secure Login” or

http://local.housingnm.org/LoginPortal. You will see the Welcome Screen:

AN
t
MFA

Iding the A8
J

Walcoma to MFA Sacured Systems

Please Select the System you want to use

[Pleasg?@!_ef_l a System V],

Note
Use Online Invoicing for ESG and State Homeless Program
and RAP Program
2. Select “Online Invoicing”
MFA
Heeeaing Meuw Aexdeg
Welcome to MFA Secured Systems
Please Select the System you want to use.
Please Selecta S
HomeloanSery
) Lender Connection
Note: Loan Reservation System
Use Online Iny pypg Energy$mart eless Program
and RAP Prog| opline Invoicing
Secure File Transfer
WCMS
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3. Then click the link for “New User Registration”.

0
MFA

Hovcaing Mesy Meico

Welcome to MFA Secured Systems

Please enter vour login information and click
"Login" to continue.

User Name: | |

Password: | |

Login

Forgot Password

New User Registration \

September 2014

NN

4. Please complete the User Registration form. Clarification of each field can be obtained by selecting “Click

HERE for help.”

Click HERE for Help

New User Registration

Please choose a ogan same with no spaces and Symbols

*All fields ase required

Reguested Login Name: | upto 15 Characters
First Name } j
Last Name ]
Service Provider: [Choose a Senics Provicer v
Phoos Number: |
The password must be betwesn § t0 12 chasacters, and must contan 3t Jeast coe sumber and one letier with no symbol!
Password [
ReType Password: { |
Eaa ]
Requested Access Level  ME4 & submut scope of work to MFA
[CIComplete & sign mvorce
[]Complete & sygn monthly reports
[ JView only
|} Submur myvoice and monthly repors 1o MFA
Select Secuniry Question: |Choose 3 Secunty Question v
Answer ]
Code A=Y
Enter Code (above) B )
Stk

Go back 1o login page
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5. The account and access levels are subject to confirmation by MFA. You will receive an email that your request
has been submitted. It may take up to two business days to confirm your account. Once it has been confirmed,
you will receive another email that your account has been approved. Confirmation may include MFA staff
contacting the supervisor or director at your agency to verify access.

C. LOGIN TO THE ONLINE INVOICING SYSTEM

1. Once approved, you may log in to the online invoicing system at http://local.housingnm.org/LoginPortal/.
You will see the Welcome Screen:

0
MFA

Fovsdtng. Moo Mexirg

Welcome to MFA Secured Systems

Please enter vour login information and click
"Login" to continue.

User Name: | |

Password: | |

Login

Forgot Password New User Registration

2. Enter your user name and password then click Login. If you do not have a user name, please Register as a
New User (see Section A, Register a New User).

3. If your user name and password are correct, you are now logged in. If your user name and/or password
are not correct, you will see the following message at the bottom of the screen:

Invalid Username and/or password, please trv again.
Login attempt #1.

Warning! You will be locked out after 3 imvalid login attempts.

If you are locked out, you will need to call the MFA Program Manager to unlock your account.
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D. RESET PASSWORD

1. If your account is locked out, you will need to call the MFA Program Manager to unlock your account before

you can reset your password.
2. Toreset your password, use Internet Explorer to go to http://local.housingnm.org/LoginPortal/. You will see

the Welcome Screen:

A
MFA

Abeading M Afeaico

Welcome to MFA Secured Systems

Please enter vour login information and click
"Login" to continue.

User Name: | |

Password: | |

Login

/Forgot Paszsword New User Registration

-

3. Typein your user name.
4. Click “Forgot Password”. You will see the Reset Password Screen with your security question:

T
MFEA

.‘.‘Nw:-\';t— R Mewice

Welcome to MFA Secured Systems

Reset Password

Security Question  What iz the name of vour first pet?

Answer | |

h

Go back to login page

5. Enter the answer to your security question (the one you selected when you registered for the account), then

click Submit.
6. You will then see a window letting you know that a new password has been emailed to you:
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D
MFA

Aty o Mecien

Welcome to MFA Secured Systems

Reset Password

Security Question  What 1s the name of vour first pet?

Amerirar [ennt |

Message from webpage =

Your password has been reset. An email with your new password has
P l . been sent to you.

7. Check your email to find this new password; the email will be from webnotifier@housingnm.org, and the
password will be random letters and numbers.

8. Write down or copy this new password, and go to the Welcome Screen in Internet Explorer
https://local.housingnm.org/onlineinvoice/Login.aspx

9. Enter your user name and the new password, then click login.
10. You will then see the Change Password Screen:

Change Password

Change Password for user: dataentry

The new password must be between 8 to 12 characters, and must contain at
least one number and one letter. It cannot be the same as the old password.

New Password || |

Verify New Password | |

Change | | Cancel |

11. Choose a new password, following the guidelines, and enter it in New Password.

Page 9 of 33


mailto:webnotifier@housingnm.org
https://local.housingnm.org/onlineinvoice/Login.aspx

MFA Online Invoicing User Manual September 2014

12. Enter the new password again in Verify New Password then click Change. Please write your new password
down for future reference.

E. VIEW SCOPE OF WORK: ACTIVITY BUDGETS

1. To view your agency’s current scope of work, activity budgets and match sources for contracts in the Online
Invoicing System, choose “View Scope of Work” from the Scope of Work Menu:

Online Invoicing System
Creative Agency

m Scope of Work Requests for Reimbursement Summary Data

Choose Match Sources  Scope of Work
Budget Adjustment Request

2. You will then see your agency’s contract, year & scope of work. If there is not a contract number or scope of
work showing, please select the appropriate year.

View Scope of Work

Choose the contract year: | 2014 v 4—

Contract Number | 14-02-CRV-EHA-001 V|

Program Type Approved Award Amount Match Source
Data Collection (HMIS) §2.000.00 | Bernalillo County
Data Collection (HMIS) §3.000.00 | Bernalillo County
Emergency Shelter Essential Services §2.000.00 | Bernalillo County
CDBG
City of Las Cruces Health and Human Services funds
Rapid Re-Housing Financial Assistance §1.610.00 | Bernalillo County
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F. CREATE A NEW REQUEST FOR REIMBURSEMENT

September 2014

Each request includes two components, the invoice and one or more reports. Reports are for each activity funded.
To enter either an invoice or a report, the request first needs to be created.

1. To create a new Request for Reimbursement, log in to the system.

You will then see your agency’s Home Screen.

3. Ifthere are no requests already created, you will see the button “Create New Request for Reimbursement.”

Online Invoicing System
[Reports ____ J usarinfo |

Funding Requests that have been Signed but not Submutted yet

¥,
Incomplete or Denved Funding Requests.

Invosces wauning approval

Welcome to the online mvorcing system. Use the menus above to navigate

through the system

¢ The home menu tem brangs you back to this page
o To view your Scope of Work, click on the Scope of Werk menu sem
o To view, edit or change an mvoice, click on one of the Invoice menu

items

Use the User Info menu to update vour profile, change your password or

* log out of the system

Click here 10 get the Online Invoice Manual

4. You can also find the “Requests for Reimbursement” drop down tab in the main menu bar and click “Create

New Request.”

Scope of Work

Requests for Reimbursement

Edit/View Request(s)
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5. You will then see the Create New Request Screen:

Create New Monthly Funding Request

Request Type

Select Contract: | 14-02-CRV-EHA-001 v/|

Eeporting
= 1070172014 W
Month: | |

| Create Hequest |

6. First, select the Request Type (Normal or Addendum Invoice). A normal request should be filed each month.
An addendum request is used to make corrections or report additional information.

7. Then select the Contract Number for the funding you are requesting.
Then choose the Reporting Month from the options provided in the drop-down, which should only be months
for which a request has not yet been submitted. The Reporting Month is the month in which the expenses
were incurred and the services took place.

9. Finally, click the “Create Request” button. You will then see the Request Created Screen.

10. You will see buttons to “Enter Invoice” and “Enter Monthly Report” depending on your account permissions
— for example, if you do not have access to the invoice, you will not see that button.

Funding Fequest created for October 2014

Would vou like to start with the invoice or monthly report?

| Enter Invoice |

| Enter Monthly Report |

11. Click “Enter Invoice” to enter expenditures for the selected month, or click “Monthly Report” to enter monthly
report data. You may begin with either option; specific instructions for each are in this manual.
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G. ENTER AN INVOICE

1. Once you have reached the Invoice Screen, you will see your agency’s funding activities and budget for each

activity:

I T

() Mesod of Primess (Check ouer  Dirct Depost ©Chack !"'9': Progras
MFA 2014 % 2013 Prograss Yew
Vg - i Bl Tope: N
e TORE coutiact:
B e -Suoge o1 s Sk v g s
2. T4 e buciger doemnt cosech the ocutract, o t0 the of work” menu md chick ce Adyostment Reguest”, to spdwe your badges
Momth  October 2014 Imuacew 3808 Coomacte 1403-CRY-ERAGD

Emerpezcy $2,000 00| $760.00 $150000  3500% SO0 $2N000 i
S -
Services | |
Rapid Re- $1,60000 3w $0.00 161000 000% .00 8161000
Houmg —
Anistancs |
Dan $2,000.00 | R $000| 8200000  000% )
o e
Dats  S50000] ww $I0000  S2.30000  1667%
- ) TR
T Total $8,61000] 000 30000 STAIGN $I0000  $16000
WARNINGS
Catmmentt Notn ¢ 7 0c owncwn
anw&m& n APR. on i
ssoreh and iy et pdond it heve.
Piens call NMC -cos»mmmmu
WM\nn«mmeM \elsaded Docurserts
| Mw TE7ou ths ot see & Lpkend docramenst ba umader this e
| fes1, 0% G Flash Player from
Upload Files
File
|
| =i
| Cmanices Sescec Dzusen |
WNotes 1 aguscy o0 Apprave or Doy
Seeimcn | | See || Gew e reen

LIl heve vesified Gue indiemeation sdone
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2. To enter the amount to bill, click each box under the “Current Expenditures” column, and enter expenditure
amounts for each program activity. For activities in which no expenditures were made during that month,
enter $0.00.

3. To enter the match amount, type in the dollar amount, select the source from the drop down, and then click
“Add”. You will need to click “Add” after entering each item.

If there is anything unusual in the invoice, please type a comment in the “Comments/Notes” box.

5. Once you have entered all of the information, click “Save Invoice”.

6. If you see warnings at the bottom of the screen, as in the figure below, review them and make the corrections
needed. For example, there will be a warning if the year-to-date match amount is less than the year-to-date
expenses. You can correct this by adding additional match, or by including a comment explaining your
agency’s situation and your expectations for match that will be available in future months.

P |
Sy
Himomy

Hommrte e

N m
Ot

[ ] |
Sewviw s
‘.J
Comtmann 521 600 X
f Car

Maech
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7. Once any corrections have been made, you can complete the invoice portion by clicking “Sign Invoice”. You
will then see the Sign Invoice Screen:
Online Invoicing System
Creanrve Agency
[ Home |
Sign Invoice
AN
1 Month Reported October 2014
MFA Contract Number 14-02-CRV-EHA-001
I hereby certify that the total amount due of $5.200.00 is true, correct and was expended i the performance of services related to the
completion of the scope of work under the above referenced Contract
Farst Name|
Last Name |
Usemame
8.

When the Sign Invoice Screen appears, enter your first and last name, capitalizing the first letter of both, and

click the “Sign Invoice” button. You will receive a pop-up message that the invoice has been successfully
signed.

9. Now that the invoice has been signed it will need to be verified and the Monthly Report needs to be
completed before it can be submitted.

H. ENTER A MONTHLY REPORT
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1. To create or edit Monthly Reports, you can log in to the system and see any available reports in your agency’s
Home Screen (see Enter an Invoice), or start by clicking on the “View/Edit Request(s)” option under the
“Requests for Reimbursement” drop-down tab in the main menu bar.

2. From the View Request(s) Screen, click the “Monthly Report” link in the row that corresponds to the month
you are editing.

Ouline Invoicing System
Creative Agency
L Hama B Seupn of Wom | | Sy Oata Sl Usor it |
View Request(s)
Program Year| Sy 01 2014 - June 30 2015 v|  View[As v

Nor 20| hess  Blms Sammt - ESG
Om1 200 | st Bt tawent Nermal EsC
Sop 00 | s Asat e Nenmal | | | @
A 200 pese laselesn  [Sonieees ] Noomat v o I 4 ESG Sy BN | WM 08122014
BidH | peoy Mot lee | Peniecos | Noowl v v v E5G dnanry 120N 5122014 03133014

3.  You will then be directed to the Monthly Report screen. The Month Reported and Contract Number should
appear at the top right of the screen.

4. From the “Select Activity” drop-down tab near the top of the screen, choose the activity for which you plan to
enter data.

Online Invoicing System
Creative Agency

m Scope of Work Reguests for Reimbutsensent Surnrust v ats m

5 , Monthly Report
MEA w- Select Acuvity | Choose an Actity v Help Month Reported November 2014
o 24 Numbers Won't show up until you select an activity above. Contract Number 14-02-CRV-EHA-001

Activity Seatus [EEEE 0 watal 2w tan coeglend - 0.00 % Complets
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5. Once an activity is selected, you will have editing capabilities in the form below. Enter data in each of the
white boxes shown in the Monthly Report form. If there is no data to report for a particular activity that
month, enter zeros.

Online Invoicing System
Creafive Agency
P [ ] oty Report
' ivi Hel Month Reported November 2014
MFA Select Activity [E Shelter Essential Servi v FElp November 2014
iyt e IL ect Actiaty | Emergency Shllr Ssentel sendes | Contract Number 14-02.CRV-EHA-001

Actiiey Status bt s e 000 9 Complte

Activity 3: Emergency Shelter Essential Services

Residential Non-Residential Total
Unduplicated 0| [t [
Duplicated 0| i 0

Raceand Sihnicilyy Hous=hold and Gender | Targel Population | Residential Only | Exit Information
UNDUPLICATED Clent Racial /Ethnic Characteristics

TOTAL Hispanic  Man-Hisaanic

=]
s
=
5
ki

(=]

O|Ercky/atrican amerizan

=]

Olasian

=]

O|american Inclan/Alaskan Mative

=]

D|Nathve HawslzryOther Pacfic Isiancsr

{|american Inclan/ Aackan MNathe B Whiks

=]

Dlasian & whie

(=]

{)|Black/African Amarican B Whits

ffmerizzn Inclan/Alaskan Native B Black African Americen

=]

(=]

{|Dther Multi-Racial

L O~ T~ T~ T~ T~ T~ T~ T~ |
(=]

=

TOTAL

TWarning — Please nots thar no clisnts havs been reported m any of the carez
pleaze provide a comment below to explain. Thiz report can stll be signed and

Comments/MNotes (3 of 500 charactar)

Save ‘Go to Invoice Undo

1 have verified the information above

6. Asyou begin entering data in each tab (Race and Ethnicity, Household and Gender, Target Population,
Residential Only, and Exit Information) of the Monthly Report form, notes and warnings may appear at the
bottom of the screen. These will direct your attention to deficiencies or errors in the data you have entered.

7. If you have comments to add to the report, enter these in the “Comments/Notes” box below the report form
and any warnings.

8. Please note: In order to protect your data from accidental deletion, please remember to save
frequently by clicking either of the “Save” buttons, located at the top left and bottom left of the
screen. The date and time when the report was last saved will be noted at the bottom of the screen.
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9. As each activity’s Monthly Report is completed and saved, the “Activity Status” of that particular
activity will change from red to green at the top of the Monthly Report form.

Online Invoicing System
Creative Agency

/'\ Save Monthly Report
't 2
MFA Select Activity | Emergercy Sheller Essenlial Servces v Help Month Reported November 2014
Bach ‘ ' ' Contract Number 14-02-CRV-EHA 001

Activiry Stanas L | s | Rapdd B  Prnmsal / B 3w o2 2 wcrmmn cooghend - 100.00 %6 Complete

Activity 3: Emergency Shelter Essential Services

10. Once all of the data has been entered, the report for each activity must be signed prior to submission.
The report can only be signed once all activities are completed. Please make sure all the activities
have been reported. This is especially important for an agency with assigned tasks or different levels
of authorization. Once the boxes are green, the person authorized to sign can submit the entire
report.

11. To sign an activity’s report, click the “Sign” button below the “Comments/Notes” box at the bottom
of the screen.
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12. When the Sign Monthly Report Screen appears, enter your first and last name, capitalizing the first
letter of both, and click the “Sign Monthly Report” button.

Online Invoicing System
Creanve Agency

[ vome Il Scope of work | [ User lnfo |
Sigu Monthly Report

AN
1 Month Reported November 2014
MFA Comtract Number  14-02-CRV-EHA-001

1 hereby cemify that the information 1 the report(s) &5 true, correct, and seflects persons servad under the Scope of Work for the above contract

Fuse .\'meh
Last Name |
Username

[ Sagn Monthly Repont I h

13. You will receive a pop-up message that the report has been successfully signed.

’ - —_—
Message from webpage - i - u

z_.lé This document has been successfully signed.

I. ENTER MONTHLY REPORT DATA

When Reporting is Required

Any time an agency is using one of the four (4) program activities’ funds (Emergency Shelter Operations, Homeless
Prevention, Essential Services, and Continuum of Care Performance), a monthly report on that activity is required.
This includes agencies that are using multiple activities which they have allocated out of Emergency Shelter
Operations funds. The clients reported must be those whose assistance is provided from the activity funds.

Monthly reports are required for every month of the contract year, even after funds have been fully expended.

Agencies with ongoing activities, for example, emergency shelters, will report clients served for the whole year,
regardless of whether funds are expended in that month.
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Unduplicated and Duplicated
Reporting of unduplicated and duplicated clients will vary based on which activity is being reported.

Activities are reported in this order:

1. Emergency Shelter Operations (SHO)
2. Homeless Prevention (HMP)

3. Essential Services Only (ESS)

4. Continuum of Care Performance (COC)

Unduplicated

For the first activity listed for any agency, each new client served that month will be reported as unduplicated.
New clients are those who have not received any services since June 30 of the previous contract year. On July 1
each year, every client receiving services is counted as new.

For example, RAP agencies will report all new Homeless Prevention clients each month as unduplicated;
Emergency Shelters will report all new shelter residents each month as unduplicated. Continuum of Care agencies
will report all new clients receiving Shelter plus Care services as unduplicated.

Duplicated
As clients receive services from additional activities, they are reported as duplicated.

For example, RAP agencies will report all new Homeless Prevention clients under Essential Services as duplicated,
because the clients are being reported twice — once for each activity. RAP agencies will report all new clients
receiving Essential Services without receiving Homeless Prevention as unduplicated, because those clients are only
being reported once.

There is no place in the reports to count people who receive services in more than one month in the year.

Additional examples:
e Ifan agency has only 1 activity, then all new clients are unduplicated, and NO duplicated clients should be
reported.
e Ifaclientis new in August and reported as unduplicated, and then in October returns and receives
services under the same activity, the client is not reported.
e If aclient was reported as unduplicated for an activity in August, and then in October receives services
under another activity, the client is reported as duplicated in the second activity.

Definitions by activity:

1. Emergency Shelter Operations (SHO) — New clients who have received Emergency Shelter Operations
assistance should be counted as unduplicated. If the client was already reported under Emergency Shelter
Operations this year, then the client should not be reported again.

2. Homeless Prevention (HMP) — New clients who have received only Homeless Prevention assistance should
be counted as unduplicated. If the client was already reported under Emergency Shelter Operations this
year, then the client should be counted as duplicated. If the client was already reported under Homeless
Prevention this year, then the client should not be reported again.

3. Essential Services Only (ESS) — New clients who have received only Essential Services should be counted as
unduplicated. If the client was already reported this year under Emergency Shelter Operations or under
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Homeless Prevention, then the client should be counted as duplicated. If the client was already reported
under Essential Services this year, then the client should not be reported again.

4. Continuum of Care (COC) — New clients who have received only Continuum of Care Performance
assistance should be counted as unduplicated. If the client has already been reported this year under
Emergency Shelter Operations, Homeless Prevention or Essential Services, then the client should be
counted as duplicated. If the client was already reported under Continuum of Care Performance this year,
then the client should not be reported again.

Residential / Non Residential Clients
Residential clients are the clients who stay overnight when operations of the overnight facility are paid with MFA
program funds. Non-residential clients are clients who receive assistance, but do not stay overnight.

Definitions by activity:
1. Emergency Shelter Operations — clients who stay overnight are Residential, all others are Non-Residential
2. Homeless Prevention — All clients are Non-Residential
3. Essential Services — All clients are Non-Residential
4. Continuum of Care Performance — clients are Residential if MFA funds are used to pay for operating
expenses of a housing facility. All other clients are Non-Residential.

Race and Ethnicity
Race and ethnicity must be reported for all unduplicated clients. The total of all races & ethnicities reported must
equal the total number of unduplicated clients.

Household and Gender

Membership in a household must be reported for all unduplicated clients. There are two types of households:
adult-only households and households with children under 18. Adult children 18 and over are not counted as
children, but as adults. The total number of people in households must equal the total number of unduplicated

clients.

The total number of households must also be reported. Each single individual is counted as a household, and each
family is counted as a household. Based on the number of people reported in each household type, the reporting
form will estimate the total number of households, which may be different from the total you enter due to varying

family arrangements.

Target Population
Target population must be reported for all unduplicated clients. A given client may be in one or more target
populations; the total does not need to equal the total unduplicated clients.

The categories are:
1. Chronically homeless —anyone who has been homeless for at least 12 consecutive months, or who has
had 4 episodes of homelessness (staying in a shelter or on the streets) in the past 3 years.
Severely mentally ill — anyone who has a diagnosed severe mental illness.
Chronic substance abuse — anyone who has a chronic substance abuse issue.
Other disability — anyone with a physical, developmental, or other disability not included above.
Veterans — anyone who has served in the military, regardless of discharge status.
Persons with HIV/AIDS — anyone with an HIV/AIDS diagnosis.

A
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7. Elderly —anyone over 62.

Residential Only
This tab is only available for agencies with Emergency Shelter Operations or Continuum of Care Performance.

Current Shelter/Housing Type

Current Shelter/Housing type information must be reported for all unduplicated residential clients. These should
be reported based on the agency’s facilities where the clients are staying this month, not based on destination
when the clients leave. For Continuum of Care Performance agencies, if there are no residential clients, this does
not need to be reported.

The categories are:

1. Barracks — clients are staying in 1 or more large rooms with multiple beds.

2. Group/large home — clients are staying in the facility which is set up like a large home, with no more than
1 or 2 clients per bedroom.

3. Scattered site apartments — clients are living in their own apartments.

4. Single family detached house — clients are living in their own single family homes

5. Single room occupancy — clients are living in individual rooms in a multiple resident building, with shared
bathrooms and kitchens, or rooms may have kitchenettes and/or half-baths.

6. Hotel/motel — clients are living in hotels or motels. The residential programs cannot pay for hotel or motel
stays, so this category should not be used.
Mobile home/trailer — clients are living in a mobile home.

8. Other —any other living situation not described above. This category should not be used regularly, and if
used, the living situation must be described in the Comments/Notes box.

Total Occupancy
Total Occupancy must be reported for agencies with Emergency Shelter Operations only, and does not differ based
on clients’ status as unduplicated or duplicated. There are two categories:
1. Bed spaces available — this is the total number of spaces available at an agency for a single night.
2. Total bed nights provided — this is the total number of nights of shelter provided; it should include all
occupants, both those who are new (reported as unduplicated), and those who have either continued to
stay or have returned (reported as unduplicated in a previous month, not reported in the current month).

Exit Information

Exit information must be reported for all unduplicated clients for the month in which they exit. The number does
not need to match the total unduplicated clients, as clients do not necessarily exit in the same month they
entered.

Exit information is also reported by household. Every single person is a household, and every family is a household.
For example, a couple is 2 persons and 1 household. A family of 5 is 5 persons and 1 household.

There are 3 categories:
1. Exited to Transitional Housing - this means the clients exited to one of the following: Shelter Plus Care (if
there is a maximum length of stay), Supportive Housing Program (if there is a maximum length of stay),
HOME TBRA program, HPRP, Moved in with family or friends on a temporary basis. Can include a person
who is going back to a formerly abusive situation if the situation is now relatively safe but is unstable.

Page 22 of 33



MFA Online Invoicing User Manual September 2014

2. Exited to Permanent Housing - this means the clients exited to one of the following: Rental house or
apartment (no subsidy), Public Housing, Section 8, Shelter Plus Care (no time limit), Supportive Housing
Program (no time limit), HOME subsidized house or apartment, Other subsidized house or apartment,
Homeownership, Moved in with family or friends on a permanent basis. Can include a person who is going
back to a formerly abusive situation if the situation is now relatively safe and stable.

3. Exited to Other/Unknown — this means the client did not exit to Transitional or Permanent Housing, but
instead was in another exit scenarios, including the client disappeared, went to jail, went to another
shelter, went to a hotel or motel, passed away, or is going back to an abusive situation that is unsafe
and/or unstable.

J. SUBMIT REQUEST FOR REIMBURSEMENT

Once the Invoice and all Monthly Reports have been completed, they need to be verified and submitted.

1. To begin the process, log in to the system.
2. From the Home Screen, you will see the pending requests. Click on the “Edit/View Request(s)” button.

Online Invoicing System
Creative Agency

m Scope of Work Requests for Reimbursement Summary Data

Submit InvoilkSGEICINETRER RS - MFA Approval

3. Review all of the invoice information. If it is correct, check the check box below the Comments/Notes
certifying that you have verified the information.

Online Involcing System
Creative Agency

View Request{s)
Program Year Juy 01 2014 Juee 3 2015 V| View AS v

Meath . Type Toveiee St Repert Miatus  Sehwitied Program Type I

¥ov 20| oy Mastrgeen [Zo0] Noaosk i v ESG

Ot 3004 | puasy St asss Neroad v ESG

Sop 2004 | pumr iy Bane Nenmal ESC

Aug 2019 oy Mot Seme Fraiewes  Nermad v v v ESQ datsrs AW 122014 0B122034 UL 084
Jl 2004 | ey Meds Bamr #rotimmne  Nerwad v v v ESO datamezy G120 08122014 0812200

4. |If there are unique circumstances, please note it in the “Comments” section. This will help the reviewer in
processing your request for reimbursement.
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5. General ledgers, invoices, data reports from HMIS and or Osnium must be uploaded to the “Uploaded
Documents” section.

BARSINGS
Comements Noses o a2 waaae
For nen-domensc tiokmse agences: Export 52 APR on the
Sou =d dm progren Soen HMES, xad then piosd #then
Please tall NMCEH # (305) 962-9000 with guestioss oo
Has
(Note: to vpload decuments, yom peed m mutall Adobe Flash Uploaded O
Plaver. 1 you do net see 3 Uplead documest box sader Six

fext, vau can doandosd Fluh Plaver Som '

Uplood Faas
Fre

Nates to agescy on Agpeove or Detry

S0 irmnre Fuana 3 % Moswry Repcn

1 have verified e mévmance abore

6. Click on the “Go to Monthly Report” button.
Notes to agency on Approve or Deny

Save Invoice || ‘Submit | | Go to Monthly Report /
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7. You will now see the Monthly Report screen. Select the activity to review the information.

Online Invoicing System
Creative Agency

m Scope of Work Requests for Reimbursement Summary Data P

/\ Monthly Report
' Select Month Reportad November 2014
MFA Activi Choose an Activity.. 'Y 07 T _
b o oo iy | y | Contract Number %m

Activiy Seats 262 - 100,00 % Complete

8. Ifitis correct, check the check box below the Comments/Notes certifying that you have reviewed the
information.
Online Invoicing System
Creative Agency
/'\ Save Muonthly Report
o - _ Help Month Reported November 2014
. H.l:'lmfﬁy . Select Activity |Emergency Shelter Essentisl Senvices v Contract Number 14.02.CRV-EHA 001

Actty staes EEEE e T 2 or? s st 100,009 Complee

Activity 3: Emergency Shelter Essential Services

Residential Non-Residential —Total

Unduplicated | o o |
Duplicated | o o [
Rapc= and Ethnicity | Houssheold and Gander | Targ=t Population ! i ial Cinl Exit Information
‘Current Shefterf Housing Typs
Unduplicated Residential Cliants
Total Dooupancy
I
R —
[ ofemumnare veme Tt s i vt I
T T e—
Bednights avallabie far 30 cavs 0

ljls'm'e““wm“ Hauss DecuSanEy SAOLIT INCILCE A SVEMIGE CIGNLS, ENESE NG
are new this month (urdupiicated) and those who are not
ljlslmhnmmﬂompanw nEw Ehis Manth (Ehay wane reposted a5 unduplicated M a
previous monti).
-
[ 0] mome vomerrmner
—

0 Tatal

Warning - Pleazs note thar no clisnts have bean reported i any of the carezories wader the Targer Population tab. If this iz umazoal for your sgency,
pleaze provide a comment below to sxplain. This report can =il be signed and submined.

Comments/INotes (9 of 500 characters)

Save Sign Go fo Invoice Undo

/ [A1 have verified the information above
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9. Repeat these two steps (5 & 6) for all activities. Upon verifying all activities, the monthly report
needs to be signed.
Online Invoicing System
Creative Agency

[“rome Il ccope of work [l Requests for Rembursement

Sign Monthly Report
/an
t Month Reported Novenber 2014
MFA Contract Number 14-02-CRV-EHA-00]
rvRpE—

T hereby certify that the information in the report(s) is true, correct, and reflects persons served under the Scope of Work for the above contract.

FirstName ]
LostName [

Username dstsentry

/y

10. The system will then redirect you to the Submit Screen. Type in your First and Last Name (capitalized
and properly spelled), then click “Submit to MFA.”
11.

Online Invoicing System
Creative Agency

| _Homa |
Submit Invoice and Monthly Report for MFA Approval

AN
Mouth Reported November 2014
MFA Contract Number 14-02-CRV-EHA-001

Movung - Srae=

I hereby certify that the total amount due 15 true, correct and was expended mn the performance of services related to the completion of the
scope of work under the above referenced Contract.

First Name | ‘

Last Name |
Usemame

[ | ———
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12. The system will provide a message that the request has been submitted, or will provide a Verification
Error Message:

Online Inveicing Sysfem

Creanrvs Apency

T DT T [ e ot |
Subumit Imvoice aud Monthly Report for MFA Approval

AN
] Moerh Reponias Noveesher 2014
MFA Contract Nembes 14.00-CPY EHA 00)

1 bereby semify than the 1otal assocet due is e, coorest sl s exzended ko e perfdamance of services telwved 10 the complenca of @e scope of work ander fie abone seflerenced Comtract

First Name f2e
Mezsage from wrhpege y

_‘\ This decwnent has been successfully submitted

———

_—

j§! Message from webpage

13. This message means that the either the invoice or one or more of the monthly reports have not been

verified. You will need to go to the invoice and/or the reports, review the information, and check the
checkboxes.

14. Once that correction has been made, the system will return you to the Submit Screen. You should
now be able to submit.

K. RUN A SUMMARY REPORT

Summary reports on expenditure and reporting data can be run from the Summary Data menu. This menu also
allows you to view, save or print final approved copies of invoices and reports.
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Summary Data - Invoices

September 2014

1. Torun areport on invoices, choose the Invoice item under Summary Data.
Reguests for Reimbursement Summary Data
Invo
Monthly Report
2. When you choose this item, you will see the Invoice Report Options (below) and Individual Invoice List:
3. To see totals across multiple months, choose the start month & year and the end month & year, and click the
Run Aggregate Report button. The months are based on the month when service was provided.
Online Invoicing System
Creative Agency
[Home |
Invoice Report Options
Month Year Month Year
Aggregate Invoice  Start[10- 0ot w|[2014 v| End[10-0ct v|[z014 v] [ Run Aggregste Report q—
4,

and the respective match amounts reported.

A
1 Mathos of Payme: (Thece ovel \ore N0
"nea
R Crwn e @ 04
Sanniag few Pucice o4 o
Comyact® (405 CWyE-AL01
o& e, e Curvert IO Renanrg - [r———— )
Phorrner Eoendares 2oget Ltszes blews as
B D $3 009 ool $13% 00| 31 A0 00 W00 0] M UON[CORI 112008 wie = B (= 1] s
[, Corn %
=13 (EE
T334 [ Wapmt M rtopny Frasee #1006 00 ) (o) F0 904 T34 ZI% | Bere v G | 920 [ [
I |Amatee W 00 008
311 Dt Colemmon T #2 000 00 ®m $3.00C0¢ £2.000 208 122 00W, ®o wo
L1 000
[ (]
Tow 8w oo LAl » ele 82210004 70 00N

Ty Ay WO e AN WYCur e 3 3100 00 4 M SOTEGE B0 ik BSHOIRE I (TS I Li'VEEs IRMed 12 the ZL0Eetes Of the 4cioe of wak Lnder e
0w wrRreed retemons! St Sorerest

Deca Erery 12030V 11 TO0 AM
Livarswi O%n Bgrmen § Dwe

WA 2gurons! A Dete

A new window will open with the report; the report will include all expenditures for the months you selected,
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5.

6.

7.

September 2014

This report can be saved or printed, by using the menu at the top:

i 4|:|F1. T £

| 100% v | | Find | mMext

When you choose the Invoice option from the Summary data menu, you will also see the Individual Invoice
list. From this list you can view any individual invoice to see the final information, by clicking the links at the
right side:

Individual Invoice

Invoice # Year Month  Method Notes Submitted
002 2010 &  Direct Deposit View £002
o01 2010 7 Direct Deposit View 2201

The invoice will open in a new window, and can be saved or printed just like the reports.

Summary Data — Monthly Reports

1.

The Monthly Report item under Summary Data allows you to run reports on the client demographics and
numbers that have been reported, and also to print or export reports.
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2. Once the Monthly Report item is selected, you will see the Monthly Report Data Screen:

Aggregate Monthly Report

Online Invoicing System
Creative Agency

Monthly Report Options

September 2014

Scope of Work Requests for Reimbursement Summary Data m

Month Year Month Year
Start End[10-0Oct v|[2014 v| [ RunAggregate Report

Individual Monthly Report

Report| Year Month| Create Report Links

D Date

3424 2014 11 |09/08/14 Ermersency Shelter Essential Services Rapid Re-Housing Financial Assistance

3568 2014 10 |10/28/14 Etmersency Shelter Essential Services Rapid Re-Housing Financial Assistance

3538 | 2014 9 10/09/14 Emergancy Shelter Essential Services Rapid Re-Housing Financial Assistance

3386 (2014 8 |08/12/14 Ernerzency Shelter Essential Services Rapid Re-Housing Financial Assistance

3385 (2014 7 |08/12/14 Ermersency Shelter Essential Services Rapid Re-Housing Financial Assistance

2263 | 2013 1 |01/08/13 Emerzency Shelter Operations Emerzency Shelter Essential Services

2264 | 2013 1 |01/08/13 Emerzency Shelter Operations Emerzency Shelter Essencial Service:s

2266 | 2013 1 | 01/08/13| Emerzency Sheltar Operarions Contimmun of Care Derformence  Denmanent Supportive Housing Essential Service: Homaless Praventic

2738 2013 1 |08/30/13 Emergency Shelter Opsrations Emerzency Shelter Essential Services

2237 2012 10 |12/13/12 Emerzency Shelter Operations Emergency Shelter Essential Services

2019 (2012 8 |09/10/12 Emerzency Shelrer Op E o Shelter Essential Services
947 |2011 4 04/11/11| & cv Shelter Operations Contimum of Cars P e Supportive Housing  Essential Services Praventic
954 |2010| 12 | 04/11/11| Emerzency Sheiter Operations Contimmur: of Cars Performance Permanent Supportive Housing Essential Services Homaless Preventic W'

3. To see totals across multiple months, choose the start month & year and the end month & year, and click the

Run Aggregate Report button. The months are based on the month when service was provided.

4. A new window will open with the report; the report will include all data for the month(s) selected.
5. This report can be saved or printed, by using the menu at the top:

g 4 |:|F]. W

Vil

@ [100% v |

| Find | mext

)

o @
Excel
POF
Word

6. You can also view, save or print an individual monthly report, by clicking on the activity name in the list.

Page 30 of 33



MFA Online Invoicing User Manual September 2014

7. The monthly report will open in a new window, and can be saved or printed.

4 41 Jofr b bl & [100% v |Find | next B~ @ G
AN Contract # 13-01-CRV-RAP-001
' Month Reported  November 2014
MFA
Aireatng My difeacten Activity 3: Emergency Shelter Essential Services
Mumber of Persons Served Emergency Shelters Only - Complete this box
Residential Non-Residential  Total Average bed spaces available 0
Unduplicated 0 0 0 Total bed nights provided 0
Duplicated 0 0 0

Unduplicated Information Only, Below Dashed Line

Ethnic & Racial Characteristics

Tetal Hispanic Neon-Hispanic

0 0 0 White
0 0 0 Black/African American
0 0 0 Asian
0 0 0 American Indian/Alaskan Native
0 0 0 MNative Hawaiian/Other Pacific Islander
0 0 0 American Indian/Alaskan Native White
0 0 0 Asian & White
0 0 0 Black/African American & White
0 0 0 Amerncan Indian/Alaskan Native & Black African American
0 0 0 Other Multi-Racial
0 0 0 Total
Household and Gender Information

# Persons in Adult-only Households Male Female Children Total

Single 18 and over 0 0 0 Total # Adults:

L. UPDATE USER PROFILE INFORMATION

1. To update your user information, including your email, phone number and security question, go to the User
Info Menu and click on Update Profile:

Scope of Work Requests for Reimbursement User Info

Update Profile
Change Password

Logoff

Page 31 of 33



MFA Online Invoicing User Manual September 2014

2. You will then see the User Profile Screen:

Your Profile Information

User Name: dataentry First Name: || |
Last Login Date  10/28/2014 Last Name: | |
Service Provider:  Creative Agency  Email: | |

Phone#: | |

3. Please make sure your information is accurate, in the event MFA staff needs to contact you with a question
about the request for reimbursement.

4. You can also update your Security Question and Answer, shown below; please choose a question and answer
you will remember. Please note that this information can be seen by authorized MFA staff.

Security Q&A

The following Question will be asked of vou 1f you forget vour password:
Question: ‘What is the name of your first pat? v|

The following Answer 1s required to receive yvour password via email:

Answer: | | (10 Characters Max)

|Save| | Cancel |

M. CHANGE PASSWORD

1. To change your password, go to the User Info menu and click on “Change Password”:

Scope of Work Requests for Reimbursement Summary Data User Info

Update Profile

ﬁ Change Password

Logoff
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2. Then you will see the “Change Password” page:

Change Password

The new password must be between 8 to 12 characters, contain one digit and one alphabetic
character

_> Change Password for user: testapproval

OldPassword| |
NewPassword |
Verify New Password| |

3.  You will need to type in your Old Password, and then type in your New Password. Your new password needs
to be at least 8 characters long, include at least 1 letter and 1 number. It cannot be more than 12 characters
long.

Every 90 days, the system will also prompt you to change your password.

N. LOGOFF FROM THE SYSTEM

When you are finished with your tasks, you will need to logoff from the system.

1. To logoff, go to the User Info Menu and click “Logoff”.

Scope of Work Requests for Reimbursement Summary Data User Info

Update Profile

Change Password

ﬁ Logoff
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