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Reports Overview

The Reports module supports pre-award and post-award grant, project,
recipient and sub-recipient, fund and opportunity, and time and effort
reporting.
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Report Features

The AmpliFund Reporting Engine allows users to run and view reports for
selected objects, search within the report for key terms, filter data, show or
hide columns, save formatting, and export reports and data.

How To Run a Report

Reports will run automatically when opened. If the user has saved
formatting or filtering changes as a user report, those changes will be
shown by default.

1.  Open Reports.

2. Click the » (Expand icon) next to report type to expand reports list.

» Federal

3. Click a report name.

= » Fund and Opportunity

~ Post-Award _Profession
x Grant Budget Variance Contractd

Grant Expense Detail Sub-Tot:

Q Post-Award Status

» Pre-Award

» G Supplies

» Recipient

» Time &Effort Various §

» Custom Reports Sub-Tot:

How To View a Report for a Specific
Record

Reports run for all records by default. To view individual record reports, use
the page navigation in the top-right area of the report or use the report
filter.

1. Run areport.

2. Click the > (Next Page icon) to view the next record report, or select the
record from the record type dropdown in the Filters section.

« < > » [1/4 Find AV

v Filters L
Grant X

Al 7 |
Budget Date Range X

How To Search a Report

Users can search for key terms within report data. This will highlight the
term’s locations on the report page. These locations can then be toggled
through with the A (Search Up icon) and v (Search Down icon).

1. Run areport.
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O Note

Users can also click and drag
the dots to resize the filter width.

O Note

For budget dates, the endpoint
will show the last day of the
allocation for the month, but the
entire month will be included in
the filter.
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Add a search term in the Find... field.

Click the v (Search Down icon) to view the next location of the term
across the report pages.

How To Filter Report Data

The Filter section will appear on the right side of each report by default; it
can be shown or hidden by clicking the four dots to the right of the report.
From the filter section, users can drilldown into data type as well as show
and hide columns.

1.

2.

Run a report.

Click the four dots to the right of the report to show the Filter, if
necessary.

Grant Writers
LOI Due Date
Proposal Open

Click the 4 (Add Item icon) to add additional filters, or click the

% (Delete Item icon) to remove filters. Filters are hierarchical, so the
topmost filter will be applied to all data and subsequent filters will be
applied to that subset of data.

v Filters ==

Opportunity

X

None v

To filter by date, slide the endpoints of the Date Range slider. The dates
are populated with dates from the filtered objects, such as grant or
allocation dates.

Budget Date Range X

06/30/2021

To filter by multiple values, check the checkboxes. If a box is checked,
data matching the selected criteria will be shown.

Award Status xJ |
Approved
Completed |

Internal Review
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6. To show or hide columns, check or uncheck the checkbox next to a
column name, respectively.

v Columns

Recipient Organization
s Award Name
00 Awarded Date
0o Start Date
0o Awarded Amount

Cash Match
oo Total Award

How To Change Report Formatting

Users can update report formatting such as column width; font; bold, italic,
and underline; font color; font size; cell color; and cell alignment.

1. Run areport.

2. To adjust column width, hover over gray area above report and drag
column edges.

Recipient Organization ‘_I_,

Opportunity Funding Report

Right click the column or column header to change.

4. Inthe pop-up menu, update information as necessary.

Travel Parcannal Costs || C

Apply to all

GrantFl B I U A % [11]
Microsoft Sans Serif

$416.74

How To Remove Changes to Formatting
or Filtering

Users can remove changes to styling, column visibility, or both.

1. Run areport.

2. Click the @ (Clear Options icon) in the top-left area of the report.

3. Inthe menu, select the type of changes to clear.

P> Recipient Grant Budget V...

€ | Export PDF | v
Clear All

Clear Styling Changes dget Variance|

fecycle
Test Award for Excellence

Clear Column Changes

REVISION: 2023-11-03 6
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How To Save Changes to Formatting or
Filtering

o N Ote | users can save their formatting and filtering changes as user report. Once
Other users in the account will | saved, this user report will load by default any time the report is run by the
not be able to view or access | yser.

your user report.
1. Run areport.

2. Click the B (Save Changes icon) in the top-left area of the report.

3. Inthe menu, select Save Changes as User Report.

Q EI Export PDF | v

Save Changes as User Report

R( Delete User Report aria

Communitv Arts Oraanization

4. In the confirmation pop-up window, click Dismiss.

How To Restore Default Reports

Saved users reports can be removed so that the default report loads
automatically.

1. Run areport.
2. Click the B (Save Changes icon) in the top-left area of the report.

3. Inthe menu, select Delete User Report.

© B ExportPDF v

Save Changes as User Report

R Delete User Report ‘ariq

Communitv Arts Qraanization

4. In the confirmation pop-up window, click Dismiss.

How To Export Reports
Reports can be exported to Excel, PDF, RTF (Rich Text Formot), or CSV.
1. Run areport.

2. Inthe top-left area of the report, select an export type from the
dropdown.

© B  ExportPoF v
Export Excel

Export PDF

Reci tB
Export RTF

comr Jarn

Incre: ExportCSV o @

$160.000.00

REVISION: 2023-11-03 7
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Depending on the export type, the export may open in a new tab or
download automatically.

A Recipient Grant Budget V... Recipient Grant Budget V...

Recipient Grant Budget Variance

Community Service Organization
Combatting Children's Hunger - Award
$200,000.00

08/01/2017 - 07/31/2018

Grant In-Kind Total Budget Spend

Travel Individual Funded Cash Match Match Budgeted  Total Actual Variance Down
Airfare Janet White $500.00 $0.00 $0.00 $500.00 $4,636.76 $4,136.76 927.35%
Meals Janet White $133.34 $0.00 $0.00 $133.34 $562.14 $428.80 421.58%
SubTotal $633.34 $0.00 $0.00 $633.34 $5,198.90 $4,565.56 820.87%

Grant In-Kind Total Budget Spend
Supplies Responsible Individual Funded _Cash Match Match _ Budgeted Total Actual ___ Variance Down

REVISION: 2023-11-03 8
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Federal

Federal reports provides AmpliFund data that can be used to complete
standard Federal reports that may be required for your grants or awards.

SF-425 Template Report

The Pre-Award Status Report provides AmpliFund data for relevant fields
on the Federal Financial Report PDF form. Current versions of the SF-

425 - Federal Financial Report and SF-425A - Federal Financial Report
Attachment can be found under Knowledge Center>Tools and Forms.
Because our clients may use AmpliFund to capture grant data in a variety
of ways, this report can be modified as needed with Custom Reporting.
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Pre-Award

Pre-Award reports provides information on grants that have not yet been
awarded to your organization. These reports are only available to Lifecycle
and Grant Seeker clients. These reports can be accessed by Organizational
Admin, Department Admin and Users with linked departments, and
Additional Staff.

Pre-Award Status Report

The Pre-Award Status Report provides a list of all pre-award grants by
status and projected receipt date.

The Pre-Award Status Report shows the overall range of projected receipt
dates displayed. The Status, Grant, Projected Receipt, Departments,
Subjects, Grant Writers, LOI Due Date, Proposal Open, Proposal Close,
Submitted, Requested and Awarded columns are shown by default.

The report filters by Award Status and Subjects; Projected Receipt Date,
Departments, and LOI Due Date filters are also available.

B | exortpoF v Find Av
v Filters +
Pre-Award Status Award Status “add Tem
Projected Receipt Date Approved
03/16/2016 - 05/01/2020 Completed
Internal Review
Status Grant Projected Receipt Subjects Grant Writers
Subjects X
Approved Community Development Block Grants  07/01/2016 Commerce Elijah Miami, Kerry Houston
Approved Upward Bound Program FY16 State Library Trena Pasadena None ¥
Approved Advanced Nursing Education Workforc.  03/16/2016 Agriculture Emma Jacksonville = )
Approved Active Living: Bicycle and Walking Trail 02/01/2017 Corrections, Cow Creek Band, FWF  Active Living, Environmental  James Aspen, Karl Dallas
Salely Status
Approved Building Blocks for Sustainable Commt  11/01/2018 FWP Grant
Approved Upward Bound Program FY17 State Library Trena Pasadena Projected Receipt
Approved Upward Bound Program FY18 State Library Trena Pasadena Departments ;
Approved Advanced Nursing Education Workfore  03/16/2018 Agriculture, Workforce Dev. Emma Jacksonville Subjects
Approved Digital Projects for the Public 05/31/2017 Commerce Grant Writers k
Approved Digital Projects for the Public 05/3112017 Art LOI Due Date
Approved The Dana Brown Charitable Trust: The ~ 04/07/2018 Art Proposal Open
Approved State Physical Activity and Nutrition Prc 05/01/2020 Proposal Close i
Approved The Susan T. Buffett Foundation Grant. 10/05/2018 Biology Submitted Date 2
Approved Living Active: Weight Training 03/31/2018 Corrections. Active Living, Environmental James Aspen, Karl Dallas Requested
Safety Awarded i
Approved PR - Grantee Testing 1112912019
Approved BIA SG Dams 2019-2020 Cow Creek Band Eljah Miami, Edwin Tallahase
Approved LIHEAP-Low Income Heal/Energy Assi Cow Creek Band, Human Services Erik Orlando
Approved Pacific Coast Salmon 5 2014-2020 Cow Creek Band, Natural Resource Emma Jacksonville
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Post-Award

Post-Award reports provides information on grants that have been
awarded to your organization. These reports are only available to Lifecycle
and Grant Seeker clients. These reports can be accessed by Organizational
Admin, Project Admin and Users, Department Admin and Department
Users with linked departments, Grant Managers, and Additional Staff.

Grant Budget Variance Report

The Grant Budget Variance Report provides a grant’s variance between
the planned grant budget and submitted expenses. The report can be run
directly from a grant post-award budget.

The Grant Budget Variance Report shows the grant name, grantor,

grant start and end dates, and total awarded amount. The Line Item,
Responsible Individual, Budgeted Grant Funded, Budgeted Cash Match,
Budgeted In-Kind Match, Budgeted Other Funding, Budgeted Total, Actual
Grant Funded, Actual Cash Match Actual In-Kind Match, Actual Other
Funding, Actual Total, Remaining Grant Funded, Remaining Cash Match,
Remaining In-Kind Match, Remaining Other Funding, Budget Variance,
Actual Spend Down and Expected Spend Down columns are shown by
default. The report filters by Grant, Grant Year, and Budget Date Range; the
Expense Status filter is also available.

Grant Budget Variance Report
Health Promotion and Disease Prevention Research
Public Health Awareness Foundation
Grant Dates: 01/31/2013 - 01/30/2015
Period: 01/31/2013 - 01/30/2015
$3,500,000.00
Budgeted Grant Budgeted Cash Budgeted In-Kind Budgeted Actual
ACE Responsible Individual Match Match _ Other Funding Budgeted Total F
Line ltem Main Martin Ansbury $1,000.00 $0.00 $0.00 $0.00 $1,000.00 s
Sub-Total $1,000.00 $0.00 $0.00 $0.00 $1,000.00 $9
Budgeted Grant Budgeted Cash Budgeted In-Kind Budgeted Actual
c Responsible Individual Match Match _ Other Funding Budgeted Total Fu
Nicki Andrews Timothy Green $68,626.88 $0.00 $0.00 $0.00 $68,626.88
Nicki Andrews Martin Ansbury $37,559.09 $0.00 $0.00 $0.00 $37,559.09
Nicki Andrews Martin Ansbury $0.00 $0.00 $0.00 $0.00 $0.00
Nicki Andrews Martin Ansbury $77,751.88 $10,000.00 $0.00 $0.00 $87,751.88 $23
Sub-Total $183,937.85 $10,000.00 $0.00 $0.00 $193,937.85  $2,33
Budgeted Grant Budgeted Cash  Budgeted In-Kind Budgeted Actual
Insurance Responsible Individual Fun Match Match _ Other Funding Budgeted Total F
Liability insurance StreamLink Software $1,000.00 $0.00 $0.00 $0.00 $1,000.00
Liability insurance Lauren Austin $6,500.00 $0.00 $0.00 $0.00 $6,500.00 $1.1
i Tatal =anon non non non =0non 11

Additionally, users can click on a line item name to view the line item's Line
Item Detail Report.

Line Item Detail

Construction

Bulldozer

Rental

01/07/2017 - 05/07/2017

$5,862.00

Expense Date Expense Status  Description Line ltem Amount
01/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
02/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
03/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
04/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
04/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
05/07/2017 New Import - No Description Provided Bulldozer Rental $977.00
Total $5,862.00

I
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Grant Performance Plan Detail Report

The Grant Performance Plan Detail Report displays a list of all goals and
achievements associated with a grant.

The Grant Performance Plan Detail Report shows the grant name, awarded
amount, and achievements by goal type. All achievements include name,
responsible individual, achievement date, attachments, completion.
Milestone achievements include due date and date completed. Narrative
achievements include question and answer. Numeric and reimbursement
achievements include number to be achieved, number achieved, and
variance. Percent achieved and percentage change achievements include
percent desired, percent achieved, and variance.

Grant Name

Grant Performance Plan Detail Al 2 |
Grant Name AUTO Career Training for Community College Student Goal Type x|
Grant Amount $750,000.00 Al I
Milestone
Responsible Has Achievement Date x
Goal Individual Achievement Date ayacnment Completed  Due Date Date Complete
Test Alex Mack 11/26/2019 No Yes 11/27/2019 11/26/2019 12/31/2013 11/03/2020
Update recrutment  garoara Wangeletti  12/31/2013 Yes Yes 121312013 1213172013 Reeponsibleindmidual ’;
Al v
Updale reorylmant Barbara Wangeletii  12/31/2013 No Yes 12/31/2013 1213112013
collteral
Aehieverment Notes st v Columns
Uldsts recrumet Barbara Wangeletti  02/18/2015 Yes No 1213112013 02/18/2015
Goal Name and Type
Update recrument  garbara Wangeleti 06/19/2015 No No 121312013 06/19/2015 Responsible Individual
chievement Not o Achievement Date
Narrative Has Attachment
Goal Completion
Responsible Has
Goal Individual Achievement Date Attachment Completed Question Answer Goal to Achieve
How effective
Research 1eW 1S Donnis Hendler 0410612015 No No are online they are nice Achievement
8= 5e classes? Achievement Variance

Grant Performance Plan Summary
Report

The Grant Performance Plan Summary Report displays a summary of grant
goals and achievements.

The Grant Performance Plan Summary Report shows the grant name,
awarded amount, and goals by type. All goals include name, responsible
individual, achievement date, and completion. Milestone goals include due
date and date of last completed achievement. Narrative goals include
question and number of answers. Numeric and reimbursement goals
include number to be achieved, total number achieved, and variance.
Percent achieved and percentage change goals include percent desired,
percent achieved to date, and variance.

Grant Name x
Grant Performance Plan Detail All B |
Grant Name AUTO Gareer Training for Community College Student Goal Type x
Grant Amount $750,000.00 S I
Milestone
Responsible ) Has Achievement Date x
Goal individual Achievement Date Ayacnment Completed Due Date Date Complete
Test Alex Mack 1172612019 No Yes 112712019 117262019 T —
Update rocruitment - parpara Wangeleti 1213112013 Yes Yes 12312013 1213172013 Responsitie indvidusl ’i
Al v
Update (ecuMent  arbara Wangeleti  12/31/2013 No Yes 12/312013 1213172013
Reievement Notes et v Columns
Updete tscrikient Barbara Wangeletti  02/18/2015 Yes No 12/312013 02/18/2015
Goal Name and Type
Update recruitment  yrbara Wangeleti  06/19/2015 No No 12312013 061912015 Responsiilg Inividiel
Reievement s o« Achievement Date
Narrative Has Attachment
i Goal Completion
Goal Bespanchle Achievement Date {28 completed  Question Answer Goailio Ac:‘eve
Indvidudl 2
How effective
Research new career  ponnic Hendler 0410612015 No No are online they are nice Achievement
training srategies Classes? i Variance 9

REVISION: 2023-11-03 12
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Grant Expense Detail Report

The Grant Expense Detail Report displays a list of all expenses associated
with a grant.

The Grant Expense Detail Report shows the grant name, grantor, grant start
and end dates, and total of expenses shown. The Expense Date, Expense
Status, Description, Line Item, Category, Payee, and Amount columns

are shown by default. The following columns are also available: Origin,

GL Accounts, Project, Total Budgeted, Responsible Individual, Created By,
Created Date, Grant Funded, Cash Match, In-Kind Match, Other Funding
and Grant Record ID. The report filters by Grant, Category, Line Item, and
Date Range; the Expense Status filter is also available.

» Grant Expense Detail
© B ot POF | v K< >» 1 /23 Find AV
v Filters +
Grant Expense Detail Grant X
Community Development Block Grants (Ohio) None M
Ohio Development Services Agency Category x
07/01/2016 - 06/30/2021 roo— .
$171,463.00
Line Item x
ExpenseDate  Expense Status Description Line Item Category T =
Travel
01/02/2017 Reviewed Import - No Description Provided ~ Property Contractor - Demolition Consultants/Contracts] _EXPense Date Range X
01/0212017 Reviewed Import - No Description Provided Property Contractor - Building Consultants/Contracts @ pr—
01/02/2017 Reviewed Import - No Description Provided ~ Consultant - Project Manager Consultants/Contracts -
01/03/2017 Reviewed Import - No Description Provided Property Contractor - Demolition Consultants/Contractsl R
01/04/2017 Reviewed Import - No Description Provided Property Contractor - Demolition Consultants/Contracts
01/05/2017 New Import - No Description Provided Property Contractor - Demolition Consultants/Contractsl| ~ Padding Left
01/05/201 N Imnort - Nn Descrintinn Pravided Rackhne Rental C if Exoense Date m

Post-Award Status Report

The Post-Award Status Report provides an overview of the entire grant
portfolio including award risk, status, and key dates.

The Post-Award Status Report shows the overall range of awarded dates
displayed. The Status, Risk, Grant, Grantor, Departments, Subjects, Grant
Manager, Awarded Date, Start Date, End Date, Close Out Date, Grant-
Funded Amount, Match Requirement, Expenses to Date, and Remaining
Available Budget columns are shown by default. The report filters by Award
Status, Risk, Departments, and Subjects; Awarded Date, Grantor, Close Out
Date, and End Date filters are also available.

> Post-Award Status

© Evortpor v «<>» 12 Av

v Filters +
Award Status x
Approved
Completed
Internal Review
Remaining Available 5
Grant Manager Awarded Date _StartDate __End Date Close OutDate _Grant-Funded Amount__Match Requirement _Expenses to Date Budget J{ Risk x
Julie Denver 121212016 07/01/2016  06/30/2021  12/30/2021 $1,082,717.80 $0.00 $171,463.00 $911,254.80 High
Low
Trena Pasadena 110012015 010012016 1213112016 01/31/2017 $127,436.00 $0.00 $0.00 $12743600 | povartments %
None v
Erik Orlando 03/24/2016 07/01/2016 06/30/2018 08/31/2018 $400,000.01 $100,000.00 $3,090.00 $496,910.01
Subjects x
John Boulder 013112017 020012017  06/30/2020  12/31/2020 $400,000.00 $25,000.00 $5,564.00 $419.436.00 None v
Eric Drost 111302018 12/15/2018  12/13/2020  07/30/2021 $500,000.00 $25,000.00 $16,982.00 $508,018.00 M Columns
Status
Trena Pasadena 110012016 01012017 1213112017 01/31/2018 $131,800.00 $0.00 $8,000.00 $12380000 pige
Grant
1101201 ountp0te 1210018 aimannta s1ds 84000 snon s180000 $144 049 00 | 8

13
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Project

Project reports are available for Grant Seeker and Lifecycle clients. These
reports provide information into projects. These reports can be accessed
by Organizational Admin, Project Admin and Users, and Project Managers.

Project Budget Report

The Project Budget Report displays budgeted and actual amounts for
project line items and the grant line items related to the project.

The Project Budget Report shows the project name, project start and end
dates, total budgeted and total actual amount. The Project Line Item,
Responsible Individual, Start Date, End Date, Budgeted Amount, and Actual
Amount columns are shown by default. The report filters by Project and
Grant.

Project Budget Report

Diabetes Wellness

Project Period: 01/01/2012 - 12/31/2017
Total Budgeted: $500,000.00

Total Actual: $2,858.00

Project Line ltems Grant Line Items for Project

$300,000.00 $8,000.00
524000000 5640000
$180,000.00 1l: Budgeted Amount $4,800.00
$12000000 Actual Amount 5320000
$60,000.00 $1,600.00 I I
$0.00 == s s0.00 1 F—
§ 4 £ s § 5 8% 7 P8
g8 ;o2 2 L ;s °
§ 2 B 3 E g § 8 E
s £ 8 £ ¢ g £
2 2 8 38 8 % 2 2 &= £
Project Line ltem Responsible Individual Start Date End Date Budgeted Amount Actual Amoun|
v Test Project Line ltem 1 (edited2) StreamLink Software 01/01/2012 12/31/2017 $2,501.00 $2,758.0(
Grant Category Line Item Responsible Individual Budgeted Amount Actual Amoun
Career Training for Community College Students Technology Install wireless routers in Nirav Shah $1,500.00 $0.0(
computer lab
COPYCP Career Training for Community College Compensation StreamLink Software Dennis Hendler $1,120.00 $0.0(
Students
COPYCP Career Training for Community College Insurance Liability insurance Barbara Wangeletti $7,500.00 $0.0(
Students
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Time & Effort

For clients with Time & Effort Certification

Time & Effort reports are available for Grant Seeker and Lifecycle clients
with Time & Effort Certification. These reports provide information into
grant-funded and unfunded time for employees. These reports can be
accessed by Organizational Admin, Certifiers, Supervisors, and Department
Admin.

Time and Effort Certification Report

The Time and Effort Certification Report provides all time and effort
certification documents by time period or by employee.

Users will be prompted to select employees and time period before

the report is run. The Time and Effort Certification Report shows the
organization name, staff name, staff title, period of time, fiscal year, and
total hours. The Grant Name, Hours, and Percent columns are shown by
default. The report filters by Funding Sources, i.e. grants or other.

» Time and Effort Certificat.
D | Bport POF | v &< >» 1 /13 Find AV

v Filters Ll
Staff x

Time and Effort Certification Report None v

StreamLink Software Timesheet Period =

Hollis Joan None e
Funding Sources X

Period: 01/01/2016 1

Fiscal Year: 2016 2018 Franklin

Total Hours: 120.00 Opportunity Creation

Downtown Cleveland

Grant Name Hours Percent
v Sorts

Other 20.00 100.00%
Timesheet

STEM Updated 0.00 0.00% Certification.Employee
Timesheet

Total 120.00 100.00% Certification.Period

1 certify that the statements made in this report accurately represent the total activity dmesheet | antham

and actual effort put forth for the selected period. These are true and complete to the e

best of my knowledge.

Barbara Wangeletii 1210812015 v Columns

Signature, Date
Column A
Column B
ColumnC
Column D
Column E
Column F |
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Fund and Opportunity

Fund and Opportunity reports are available for Grant Maker and Lifecycle
clients. These reports provide insight into funds, awards, and opportunities.
These reports can be accessed by Organizational Admin, Fund Admin

and Users, Department Admin and Users with linked departments, and
Opportunity Managers.

Opportunity Funding Report

The Opportunity Funding Report displays a list of all awards funded by a
selected funding opportunity. This report does not include competitive
sub-award opportunities.

The Opportunity Funding Report shows the opportunity name, submission
close date, and total awarded amount. The Recipient Organization, Award
Name, Awarded Date, Start Date, Awarded Amount, Cash Match, In-Kind
Match, Other Funding, Total Award, Total Actual, and Total Remaining
columns are shown by default. The report filters by Opportunity; Category
and Assistance Listing Number filters are also available.

» Opportunity Funding Rep.
O A exportpoF | v « < >» 6 /11 Find AV

v Filters -+
Opportunity Funding Report Opportunity X
FY 18 CDBG Funding Opportunity W] v
Submission Close Date: 03/30/2018

v Columns
$128,750.00

Recipient Organization
Recipient O i Award Name Awarded Date __Start Date Awarded Amount

Award Name
Applicant C FY 18 CDBG Funding Opportunity - Award 01/01/2018 01/01/2018 $38,750.00 Awarded Date
Applicant Organization B FY 18 CDBG Funding Opportunity - Award 03/01/2018 04/01/2018 $40,000.00 Start Date
StreamLink Software FY 18 CDBG Funding Opportunity - Award 10/31/2018 01/01/2019 $50,000.00 Awarded Amount

Cash Match
Total $128,750.00 Total Award ]

Sub-Award Funding Report

The Sub-Award Funding Report displays a list of all sub-awards funded by
a selected grant.

The Sub-Award Funding Report shows the grant name, grant start and
end dates, and total awarded amount. The Sub-Recipient Organization,
Sub-Award Name, Awarded Date, Start Date, Awarded Amount, Match
Requirement, Total Budget, Expenses to Date, and Remaining Available
Budget columns are shown by default. The report filters by Grantor and
Grant; the Department filter is also available.

» Sub-Award Funding Report
© B | ExportPDF | v &< >» 1 /2 Find AV
v Filters +
Sub-Award Funding Report Grantor x
- . . National Foundation on the i
Digital Projects for the Public . aan e -
05/31/2017 - 05/31/2019 Grant X
$430,000.00 Digital Projects for the Public
Sub-Recipient O Sub-Award Name Awarded Date __Start Date Awarded Amount [
v Columns
Smith Technology Services Digital Projects for the Public - Sub-Award 06/01/2017 06/01/2017 $80,000.00
Center for the Arts Digital Projects for the Public 06/01/2017 06/01/2017 $350,000.00 Recipient Organization
Award Name
Total $430,000.00 Awarded Date
tart Dat . |
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Recipient

Recipient reports are available for Grant Maker and Lifecycle clients. These
reports provide insight into awards and sub-awards. Recipient (award)
reports are available to Grantor and Lifecycle clients; sub-recipient (sub-
award) reports are available to Grantee and Lifecycle clients. These
reports can be accessed by Organizational Admin, Fund Admin and

Users, Department Admin and Users with linked departments, Opportunity
Managers, and Funder Grant Managers.

Recipient Expense Detail Report

The Recipient Expense Detail Report displays a list of all expenses
associated with a recipient and award.

The Recipient Expense Detail Report shows the recipient name, award
name, award start and end dates, and total of expenses shown. The
Expense Date, Status, Description, Line Item, Category, Payee, and Amount
columns are shown by default. The following columns are also available:
Origin, Total Budgeted, Responsible Individual, Created By, Created Date,
Grant Funded, Cash Match, In-Kind Match, Other Funding, Recipient, and
Grant Record ID. The report filters by Recipient, Award, Budget Category,
Line Item, and Expense Date Range; the Expense Status filter is also
available.

> Recipient Expense Detail

Q A ExortPoF v « <> 9 /9 Find AV

v Filters
Recipient Expense Detail
Community Arts Organization None
Arts in the Park
01/01/2019 - 06/30/2020 Award
$14,250.00 [Nane

+

Recipient x
v

X
v

Budget Category X
v

X
v

X

@

Expense Date Expense Status __Description Line tem Category
01/04/2019 Closed
01/15/2019 Closed
01/31/2019 Closed
02/1212019 Closed Setand Dressing Equipment
02/28/2019 Closed Misc. Staff Personnel
03/08/2019 Reviewed

Misc. Equipment Equipment one

Tables, Chairs, Benches Equipment Line Item
Project Director Personnel .

Expense Date Range

Set and Dressing Equipment [
2019-03-08

Grand Total

Recipient Grant Budget Variance Report

The Recipient Grant Budget Variance Report provides an award's variance
between the planned award budget and submitted expenses. This report
is used to compare planned budget and actual expenses over the life of
the award, and to monitor spending rates for compliance.

The Recipient Grant Budget Variance Report shows the recipient name,
award name, total awarded amount, and award start and end dates.

The Line Item, Responsible Individual, Budgeted Grant Funded, Budgeted
Cash Match, Budgeted In-Kind Match, Budgeted Other Funding, Budgeted
Total, Actual Grant Funded, Actual Cash Match, Actual In-Kind Match,
Actual Other Funding, Actual Total, Remaining Grant Funded, Remaining
Cash Match, Remaining In-Kind Match, Remaining Other Funding, Budget
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Variance, Actual Spend Down and Expected Spend Down columns are
shown by default. The report filters by Recipient, Award, Grant Year, Budget
Date Range, and Expense Status.

» Recipient Grant Budget V...

Q B | ExportPOF | v

Recipient Grant Budget Variance
Community Arts Organization

Increasing Access to Community Arts
$160,000.00

07/01/2017 - 06/30/2018

«&<i>¥» 2 /5 Find

$14,000.00

$11,200.00
$8,400.00
$5,600.00
$0.00
Personnel Fringe Benefts Supplies
Personnel ible Individual Grant Funded Cash Match In-
Staff Salaries Graham Greene $12,500.00 $0.00
SubTotal $12,500.00 $0.00
Fringe Benefits ible Individual Grant Funded Cash Match In.
Staff Fringes Graham Greene $2,500.00 $0.00
SubTotal $2,500.00 $0.00
Supplies ible Individual Grant Funded Cash Match In-
Art Supplies - All Camps Graham Greene $5,000.00 $0.00
Other Supplies Graham Greene $2,500.00 $0.00
SubTotal $7,500.00 $0.00

AV
v Filters +
Recipient X
None v
Award x
None v
Budget Date Range x
®
07/31/2017 03/31/2019
Expense Status x
Closed
Reviewed
v Columns
Line Item
Responsible Individual
Grant Funded
Cash Match
In-Kind Match
Total Budgeted
Total Actual
Budget Variance
Spend Down

Recip
Report

ient Performance Plan Detail

The Recipient Performance Plan Detail Report displays a list of all goals and
achievements associated with a recipient and award.

The Recipient Performance Plan Detail Report shows the recipient name,
award name, awarded amount, and achievements by goal type. All
achievements include name, responsible individual, achievement date,
attachments, completion. Milestone achievements include due date
and date completed. Narrative achievements include question and
answer. Numeric and reimbursement achievements include number

to be achieved, number achieved, and variance. Percent achieved and
percentage change achievements include percent desired, percent
achieved, and variance.

Award Name x
Recipient Performance Plan Detail All 0 |
Recipient Name Florida Ocean Alliance Recipient x
Award Name  FOA DWSRF (Funder Name)
Award Amount ~ $8,600.00 Al 8] |
Milestone Achievement Date x
i )
FOA Miestone 0112/2017  10/30/2020
el Aigner Wiggins ~ 01/1922017  no No 0513172017 011972017
AchievementNotes  Achivement ot yet complte Goal Type x
PO Miestone  pjgner wiggins 02032017 No No 05/3112017 0210312017 i 1
AchievementNotes  Achiverment etered 217
F0A Milestone  igner Wiggins 021222017 Yes No 05/31/2017 0212212017 Responsible Individual X
All 2 |
Narrative =
Responsible Achievement Has . v umns
Goal e o e ment ComPleted  Question Answer
FOANSISINE  piorwiggns 01192017 o ea FOA artatve goal queston FOAATSwr - s s Goal Type and Name
9 3 pigte; Responsible Individual
Achievement Date
Has Attachment
Goal -

Recipient Performance Plan Summary

Report

The Recipient Performance Plan Summary Report displays a summary of
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award goals and achievements.

The Recipient Performance Plan Summary Report shows the recipient
name, award name, awarded amount, and goals by type. All goals
include name, responsible individual, achievement date, and completion.
Milestone goals include due date and date of last completed
achievement. Narrative goals include question and number of answers.
Numeric and reimbursement goals include number to be achieved,

total number achieved, and variance. Percent achieved and percentage
change goals include percent desired, percent achieved to date, and
variance.

Award Name x
Recipient Performance Plan Summary All 1 |
Recipient Name Florida Ocean Alliance Recipient x
Award Name FOA DWSRF (Funder Name)
Award Amount $8,600.00 Al v
Miestone Achievement Date x
ok 01/12/2007  10/30/2020

lestone Goal | Aigner Wiggins 0212212017 No 0513172017 0212212017
Narrative Goal Type X
Goal Responsible Individual  5oeYMEN!  Gompieted  Question Answer Al v
’ ) FOA narrative goal
FOANarrative Goal | Aigner Wiggins 03142017 Yes o e foay, 400 Responsible Individual ~ x
Al v
Numeric i
; Achievement Number to be

Goal Responsible Individual  ACEYeMeN!  gorpeteg  Numberiobe Number Achieved  Variance o R
FOANumericGoal  Aigner Wiggins 040042019 No 102.00 23.00 79,00

Goal Name and Type
Percent Achieved . Responsible Individual
Goal Responsible Individual  ASHeYeMeN!  gompieted  percentDesired  Percent Achieved Variance Achievement Date
(F'Sr@:;;' fictieved| George Alpert 0111912017 No 95% 4.00% 91% Goal Completion

Goal to Achieve

Sub-Recipient Expense Detail Report

The Sub-Recipient Expense Detail Report displays a list of all expenses
associated with a sub-recipient and sub-award.

The Sub-Recipient Expense Detail Report shows the sub-recipient name,
sub-award name, sub-award start and end dates, and total of expenses
shown. The Expense Date, Status, Line Item, Category, Payee, and Amount
columns are shown by default. The Description column is also available.
The report filters by parent Grant, Sub-Recipient, Sub-Award, budget
Category, Line Item, and expense Date Range; the Expense Status filter is
also available.

> Sub-Recipient Expense D

Q B ExportPoF | v «< >» 2 /3 Find AV

v Filters +
Sub-Recipient Expense Detail Grant %
Digital Projects for the Public Digital Projects for the Public
Center for the Arts Sub-Recipient x
Digital Projects for the Public None -
06/01/2017 - 05/31/2019
$77,425.00 Sub-Award x
P None L
Expense Date _Status Line item Category Payee
06/30/2017 Closed Center for Arts Personnel Category x
07/10/2017 New iPads
06/21/2017 Closed Marketing Materials ;
Line Item x
07/10/2017 Reviewed Program Development 5
v
06/22/2017 Closed Program Development ==
Date Range
Grand Total ¥ *

Sub-Recipient Grant Budget Variance
Report

The Sub-Recipient Grant Budget Variance Report provides a sub-award's
variance between the planned sub-award budget and submitted



AmpliFund

O Note

For budget dates, the endpoint
will show the last day of the
allocation for the month, but the
entire month will be included in
the filter.

REVISION: 2023-11-03

REPORTS
Recipient

expenses. This report is used to compare planned budget and actual
expenses over the life of the sub-award, and to monitor spending rates for
compliance.

The Sub-Recipient Grant Budget Variance Report shows the sub-recipient
name, sub-award name, total awarded amount, and sub-award start and
end dates. The Line Item, Responsible Individual, Budgeted Grant Funded,
Budgeted Cash Match, Budgeted In-Kind Match, Budgeted Other Funding,
Budgeted Total, Actual Grant Funded, Actual Cash Match, Actual Other
Funding, Actual Total, Budget Variance, Actual Spend Down and Expected
Spend Down columns are shown by default. The report filters by parent
Grant, Sub-Recipient, Sub-Award, Budget Date Range, and Expense Status.

» Sub-Recipient Grant Budg.
© B exportpoF | v &< >» 7 /23 Find AV
v Filters +*
Sub-Recipient Grant Budget Variance Grant X
New Hampshire - Primary Voting Behaviors1 None v
State of Ohio Economic Studies Sub-Recipient a3
New Hampshire - Primary Voting Behaviors [None; b
$100,000.00 Sub-Award X
04/01/2016 - 03/31/2017
None v
13000
Budget Date Range X
10400
7000 @ ®
03/31/2014 05/31/2019
5200
2600 _- Expense Status X
0
Technology Travel Personnel Costs Closed
New
Reviewed
Individual Grant Funded Cash Match In
remaining $5000 - misc budget Chip Prosser $416.74 $0.00 v Columns
SubTotal $416.74 $0.00 Lifie i
e ible Individual Grant Funded Cash Match Inf|  Responsible Individual
Grant Funded
TECH COSTS Chip Prosser $1,000.00 $0.00 rent Funde
Cash Match
SubTotal $1,000.00 $0.00 \nKind Match
Travel ible Individual Grant Funded Cash Match inf|  Total Budgeted
3 Total Actual
TRAVEL COSTS Chip Prosser $1,250.00 $0.00 :
Budget Variance
SubTotal $1,250.00 $0.00 Spend Down ]

20
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Custom Reports

For clients with Custom Reporting

Custom reports allows Organizational Admin, Department Admin, and
Fund Admin to create ad-hoc reports using AmpliFund's data mart,
including applicant data. Custom reports are available for Grant Maker,
Grant Seeker, and Lifecycle clients. These reports can be accessed by all
users except Researchers.

Although creating custom reports does not require coding knowledge,

it does require a technical understanding of data tables and joins, as
well as access to AmpliFund's data dictionary and data mart. We also
recommend that users have their reporting requirements defined before
attempting to create a custom report.

How To View a Custom Report

1.  Open Reports>Custom Reports.

2. Click a report name.

How To Create a Custom Report

Prerequisite: Must be Organizational Admin, Department Admin, or Fund
Admin

. Open Reports>Custom Reports.

2. Click the 4 (Add) icon in the Icon Bar.
3. Add areport name.
4

Select the Custom Reports folder for a public report (will be visible to
others in your organization) or the Custom Reports>Private folder for a
private report (only visible to you).

Client Specific
Custom Reports
Dashboard Components

Development

5. Add a report description (optional). This description will appear on
Reports>Custom Reports.

Categories

6. Open the Categories tab.

7. Select a data category to add to your report. This category
corresponds to a data table in the data mart.

8. Click the arrow button to add the category. Additional related
categories can be added to a report.

2]



REPORTS

AmpIiFund Custom Reports

Sorts
9. Open the Sorts tab.

10. Select a data category to sort. Data table columns for that category
will be shown. Data columns correspond to AmpliFund fields.

o NOte 1. Select a column name to sort data. Click the arrow button to add
Sorts are hierarchical, with the column.
topmost sort applied first.

Description

GLAccountCode

Id

12. Select sort order.

fx Ascending ¥ A Vv X

Filters
13. Open the Filters tab.

14. Select a data field to filter by. This will affect which data is shown in the
report by default.

15. Click the arrow button to add field.

Description

GLAccountCode

Id

16. Add a data condition. This is the criteria that must be met for data to
show on the report.

Equal To v O

AND With Next Filter v

17. Check the Prompt For Value checkbox to prompt the user for a filter
value before report is run.

O Group With Next Filter
O Prompt For Value

Layout
18. Open the Layout tab.

19. Select a field to show on the report. The field name will appear as a
column, with each row being a corresponding entry.

20. Click the arrow button to add field.

Description

GLAccountCode

Id

REVISION: 2023-11-03 22
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21. To display a formula/calculation instead of field data, click the

fx (Formula icon) (optional).

a. Inthe pop-up window, select a function type and click +Add, or
edit the formula directly in the formula text field.
v Formatting
Iltalic
Underline
o= Add
b. Click Okay.

22. Select a summary function (optional). This indicates how the total for
the column is calculated, such as a sum or count.

ATy rac o

fx None YyAVX

23. In the Summarize By field, select categories to group by (optional).
Click the category name for additional formatting options.

Summarize By
0 GL Accounts

a. Check the Add space before each unique item checkbox to add a
blank row before each group.

GL Accounts

Summarize by each unique:

GL Accounts v
Space

@ Add space before each unique item

8

b. Check the Include Header at the beginning checkbox to put a field
value above each group. Choose which field to use, or click the
formula icon to create a formula for the text.

Header
Include Header at the beginning =
Header Text: GLA
GL Accounts.Clientld v /| fx GL Ac
Headg
c. Check the Include Total at the end checkbox to include the

summary values at the end of every group.

Total
Include Total at the end

GLAcq
GL Ac
Heade
GLAcq

GL Ac
Haad,

24. To add a header at the top of each page, check the Page Header

REVISION: 2023-11-03
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checkbox. This is selected by default.
B I U A& [ =v=v Ten

25. Click Page Header for additional formatting options.
a. To add report titles, check the Include title at the top of every page
checkbox. This is selected by default.

Page Header Page Footer Grand Total

Title
Include title at the top of every page

Position: Number of columns to span:

Left v 1

b. To addimages, check the Include image at the top of every
page checkbox and click Change Image to select a file from your

computer.

Image

Include image at the top of every page
Position: Number of columns to span:

Rightv 1

g Change Image

c. If both images and titles are shown, select the position and
number of columns to span for each.
26. To add a footer at the bottom of each page, check the Page Footer
checkbox.

27. Click Page Footer for additional formatting options.

a. To add a page numbers, check the Include page nhumber at the
bottom of every page checkbox.

Page Footer Grand Total

Page Number
Include page number at the bottom of every page

5]

Position: Number of columns to span:
Left v 2

b. To addimages, check the Include image at the bottom of every
page checkbox and click Change Image to select a file from your

computer.

Image

Include image at the bottom of every page
Position: Number of columns to span:
Rightw il

[xJ] Change Image

REVISION: 2023-11-03 24
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c. If both images and page numbers are shown, select the position
and number of columns to span for each.

28. Check the Grant Total checkbox to summarize all data fields at the
end of the report.

29. In the preview pane, click a sample cell and adjust formatting with the
format toolbar as needed.

(EE=1 =] = = = ''ene [Cusom

GLAccountCode
GL Accounts 1
Header
GLAccountCode 1
GL Accounts 2
Header
GLAccountCode 2
GL Accounts 3
Header
GLAccountCode 3
GL Accounts 4
Header
GLAccountCode 4

30. Click the B (Save icon).

A BT ExcortpoF | v

How To Edit a Custom Report
1. Open Reports>Custom Reports>report name.

2. Click the ¢ (Editicon) in the Icon Bar.

3. Update information as necessary.

4. Click the B (Save icon).

How To Delete a Custom Report
1. Open Reports>Custom Reports>report name.
2. Click the T (Delete icon) in the Icon Bar.

3. In the confirmation pop-up window, click Delete.

How To Make a Public Custom Report
Private

By making the custom report private, other users will no longer be able to
view or run the report.

1.  Open Reports>Custom Reports>report name.
2. Click the © (Make Private icon) in the Icon Bar.

3. Inthe confirmation pop-up window, click Make Private.

25
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How To Make a Private Custom Report
Public

By making the custom report public, other users in your organization will be
able to view and run the report.

1. Open Reports>Custom Reports>report name.
2. Click the & (Make Public icon) in the Icon Bar.

3. Inthe confirmation pop-up window, click Make Public.

26
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