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Recipient Core Series

- Day 1- Applicant & Recipient Core Series: AmpliFund Applicant Portal:
Application Overview and Submission

- Day 2 - Applicant & Recipient Core Series: AmpliFund Navigation and
Recipient Performance Reporting

Day 3 - Applicant & Recipient Core Series: Recipient Financial Reporting

- Day 4 - Applicant & Recipient Core Series: Advanced Recipient Management
and Tools

Day 5 - Applicant & Recipient Core Series: State of lllinois Unique Applicant
& Recipient Configurations
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Agenda AmpliFund®

* Review Budget

* Enter Expenses

- Close Expense Reporting Period
«  Submit Payment Request

- Standard Expense Report
 Activity Center and Tools

* In-Product Demo

+ Key Concepts

¢ Customer Support

* Question and Answer
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Grant Overview AmpliFund®

Plan Budget and Performance

/ Performance Plan\ / Budget \

LINE ITEM
LINE ITEM
LINE ITEM

LINE ITEM
LINE ITEM
LINE ITEM

LINE ITEM
LINE ITEM
LINE ITEM
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Finacial - Budget Terms

Budgetitems

Definition

AmpIiFund-‘_-

Example

Category Budget categories group budget line items | Your Grant allows all Federal
in the budget and reports. Budget Categories. Personnel],
Construction, Equipment, etc.
Line Iltem Budget line items are the planned expenses | You have separate Line Items for
related to a Grant. all three Grant Managers
working on this Grant.
Expenses Expenses track dollars spent against a You enter Expenses for each

planned grant budget line item. Expenses
can be added towards defined grant
budget line items.

employee Line Item for the
Reporting Period.
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Finacial - Budget Terms AmpliFund™

Goal Type Definition Example

Match Match funds are resources going You received $100,000 with
towards a Grant that is not Grant a 10% Cash Match Requirement
Funded. Match in AmpliFund includes to be used for the Travel

Cash Match, In-kind Match, and Other Category.
Funding amounts.

Purpose Areas Purpose Areas offer an additional way to | Your Grant has a State and
allocate and track grant budgets. Federal money that must be
Multiple Purpose Areas can be added to | accounted for when entering
a single award, grant, or opportunity Expenses.

budget category, and Purpose Areas and
be reported on globally.
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Budget Management - Line Items AmpliFund~
Manage Budget Line Items o @ tine tom Name

BUDGET
) S Planned Costs

BUDGET CATEGORY
e

0 x Responsible Staff

Y Time Allocation

® & Linked GL Account(s)

Cap and Alerts

J — | Supporting Documentation
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Access Budget and Review Category/Line Item

+ From the Grant Details page click on Post-Award > Financial > Budget

« Configure the Budget Viewing Options

-+ Click on the Category or Line Item for more detail

Details  Analytics ~ Post-Award »  Tools ~

Financial » Budget

Core Sel e oo, TC - Budget

Cash Flow»

Testing Organization +

Thomas Colg

View Category Budget

I Category Details
Category  Construction
Budgeted Amount * @ $25,000,00

Allowable ltem Types * Mon-Persannel

Personnel
Direct Cost Calculation
Indirect Cost @ Disable

Cash Match @ Disable

AmpliFund~

In-Kind Match @ Disable

Other Funding @ Disable

I Change Restrictions
ExpenseCop  No
I Spending Alerts

Monthly Spending Alerts @ No

| Tsenesnedse

I Budget View yapagement»
Actuals Settings ¢
Reports Show Actuals Fram | 7/1/2023 (A To 6/30/2024 (]

fa= Documents Options

i‘" Show/Hide

aa Knowledge Center O Grant Year Line ltems () Responsible Individuals () GL Accounts Match (O Actuals () Remaining

* Administration

I Budget
Expense Budget Grant-Funded Budgeted Match Budgeted Total Budgeted
Construction B
Test Construction $ $25,000.00 $0.00 $25,000.00
Subtotal $25,000.00 $0.00 $25,000.00
Equipment B
Test Equipment $. $25,000.00 $0.00 $25,000.00
Subtotal $25,000.00 $0.00 $25,000.00
Personnel B
Test Personnel $ $50,000.00 $0.00 $50,000.00
Subtatal $50,000.00 $0.00 $50,000.00
Supplies B
Test Supplies $ 50.00 $10,000.00 $10,000.00
Subtotal $0.00 $10,000.00 $10,000.00
= Total Expense Budget Cost $100,000.00 $10,000.00 $110,000.00
—
ctos:{fwww

View Budget Item

Item Type

Category

Name *

Direct Cost *

Exclude From
Match

Responsible Type

Responsible
Individual *

Description

Naon Persannel
Construction
Test Construction

$25,000.00

Yes

Individual

Test User AmpliFund

Financials

Configuration Attachments
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Budget Management - Expenses
Track Expenses

[ CATEGORY ]
{ LINE ITEM \ * BRI

S Expense Amount

igigl
@] Expense Date

—
Expense Status

Notes

N,

Supporting Documentation

AmpliFund =



12

ntation

AmpliFund Corporate Prese

Enter Expenses — Baseline

Click on Post-Award > Financial > Expenses to access all Expenses or

— Or, on the Budget, click on the $ icon next to the Line Item you wish to enter
an Expense for

Click on the + icon on the center left of the page to create a new Expense
Select the Category

Select the Line Item

Enter the Direct Cost

Enter the Expense Date (must be within the appropriate date range or
Reporting Period)

Mark the Expense as Reviewed
Click on the Attachments Tab to add attachments as needed
Click Create on the bottom right of the screen

AmpliFund =



Access Expenses AmpliFund~

Thomas Colgrove «

AmpliFund Corporate Presentation

Details  Analytics Pre-Award v+  Post-Award =  Tools v Custom « Bibk
Activity H Financial » Budget
Core Series Rec yenses
Performance » Eipenses
Contacts .
Filter By
Cash Flow »
;an
B3 Grant Management
Grant Core Series Recipii Management » Time Frame All v m
|-ll| Reports
Category Select a Category.. Settings » v
Documents
Line Item Select a Budget Item... v
v Knowledge Center
ad Clear all filters Add Expense
c Administration
I All Expenses “ Financials Attachments
Actions
_ Grant | Core Series Funder - TC v
+vid
Category | Select Category... v
Select All Expe.. v Desc.. Vv Pay.. v Expe.. ~ Pay. v Origin v~ GLA.. ~ Lline.. v Resp.. Vv Crg
Line ltem | Select a Budget Item... v
ltem Type  Non-Personnel Line ltem
Direct Cost * $0.00
O Exclude From Match
Responsible
Individual
Created By  tcolgrove@amplifund.com
Expense Date * MM/DD/YYYY )
Expense Status New v
Pavment Status  New
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Enter Expenses — Match AmpliFund=

+ Click on the Financials tab and enter the appropriate Match amount
— Cash Match
— In-Kind Match
— Other Funding

« Match can be entered as a $ or % amount depending on how your funder
configured the budget settings

Add Expense

Match Amount
$500.00

$0.00

$0.00
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Enter Expenses — Purpose Areas

« Click on the Purpose Areas tab to enter the appropriate Purpose Area amounts
— The Category and Line Item must be selected before entering Purpose Areas
— All Purpose Aread entries must equal the total direct cost
— At least one Purpose Area must be used
— Match must be accounted for when entering Purpose Areas

Add Expense

i ost  $1,000.00

$500.00

AmpliFund =
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Access Reporting Periods

AmpliFund

- From the Grant Details page click on Post-Award > Management > Reporting

Periods

+ Click on the + Icon on the top right of the screen

« Select Expenses

- Select the Reporting Period

+ Click Save on the bottom right of the screen

Details  Analytics  Post-Award =+  Tools =

B Contacts
riy Reporting Period Start Date
3 Grant Management E

10/1/2023

Iill Reports

7/1/2023
P. Documents 8/1/2023
z Knowledge Center 9/1/2023

. ) 8/1/2023
c Administration

o 7/1/2023

] Activity Core Series Funder - TC - Reporting Periods

V| Reporting Period End Date

10/31/2023
7/31/2023
8/31/2023
9/30/2023
8/31/2023

7/31/2023

v Reporting Period Type

Budget
Budget
Budget
Performance
Performance

Performance

Testing Organization +  Thomas Colgrove =

Status v
Open
Closed
Closed
Closed
Rejected

Rejected

Reporting Periods

Which grant would you like this closeout to apply to?

Core Series Funder - TC

What types of reporting periods would you like to include?
Expenses

[ Achievements

What period of time would you like to close?

+ Select a time period... *
9/1/2023-9/30/2023
11/1/2023-11/30/2023
1211/2023-12/31/2023 Cancel
111/2024-1/31/2024
2/1/2024-2/29/2024
3/1/2024-3/31/2024
41112024-4/30/2024
5/1/2024-5/31/2024
6/1/2024-6/30/2024
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Close Reporting Periods AmpliFund=

« Attach documents as needed
« Check that Expenses are pulling into the Reporting Period

+ Click the Close button on the bottom right of the screen to submit to your funder
— A popup window will appear when closing

+ Clicking Save will create the Reporting Period but does not submit it to your funder

Core Series Funder - TC - Reporting Periods

(start: 9/1/2023 [ End: 9/30/2023 I Expenses Analytics

# of Categories within 10% of
Budget

Expenses ®
# of Categories over Budget 1

# of Categories under Budget 3

Status: Open

I Overall Expense Details

Variance for Period ~ $833.34
Total Awarded Amount  $100,000.00

Total Expense Amount for Period @  $10,000.00 Variance Grant to Date ~ $11,700.00

Number of Unreviewed Expenses 0 I Expenses Closeout

Select All @

Commen Select Category Name Budgeted Amount Total Amount
Construction $2,083.33 $10,000.00

Attach Equipment $2,083.33 $0.00

Documentation
Attach D _ Personnel $4,166.67 $0.00

[1]
Ch il

n coseatie Supplies $833.33 $0.00
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Navigate back to the Reporting Period List Page

+ After Closing click on the Reporting Periods tab on the top left of the Reporting
Period page to access the list of all Reporting Periods for this Grant

AmpliFund®

Reporting Periods

Core Series Funder - TC - Reporting Periods

an Start: 9/1/2023 End: 9/30/2023
K3 Grant Management

Status: Open
|:hil Reports °

Expenses @
= Documents -

1
as Knowledge Center

¢ Administration Total Awarded Amount

0 Total Expense Amount for Period @

Number of Unreviewed Expenses

Comments

Attach Documentation

I Overall Expense Details

$100,000.00
$10,000.00

0

Attach

Documentation

u Choose afile

AmpliFund™
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Submit Payment Request — Reporting Period

+ Click on the $ icon next to the Budget Reporting Period you wish to submit a
Payment Request

+ This will automatically load the Payment Request page and attach the
corresponding Reporting Period

+ Update the Name — Optional

« Update the Date — Optional

- Double Check the Related Reporting Period

+ Check the Financial Detail to ensure the Expenses are pulling in by Category
+ Click on the Category to review the individual Expenses

+ Enter the Requested Amount

+ Click Submit on the bottom right of the screen
— A popup window will appear when Submitting

— Clicking Save will create the Payment Request but does not submit it to your

funder

AmpliFund =
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Submit Payment Request — Date Range AmpliFund=

« From the Grants Details page click on Post-Award > Cashflow > Payment
Requests

+ Update the Name — Optional

+ Update the Date — Optional

+ Enter the Date Range — Required

+ Check the Financial Detail to ensure the Expenses are pulling in by Category
+ Click on the Category to review the individual Expenses

* Enter the Requested Amount

+ Click Submit on the bottom right of the screen
— A popup window will appear when Submitting

 Clicking Save will create the Payment Request but does not submit it to
your funder
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Submit Payment Request - Images AmpliFund-

Testing Organization +  Thomas Colgrove ~

Details  Analytics  Post-Award v  Tools

8i+
Core Series Funder - TC - Reporting Periods
Reporting Period Start Date v Reporting Period End Date v Reporting Period Type Vv Status v
10/1/2023 10/31/2023 Budget Open
7/1/2023 7/31/2023 Budget Closed
f& Documents 9/1/2023 B 9302023 Budget Closed
z Knowledge Center 8/1/2023 8/31/2023 Budget Closed

R 9112023 9/30/2023
* Administration ‘

8/1/2023 8/31/2023 - ) .
ore >eries runaer - - Payment Request: Core Series Funder - =
P () Acy Core Series Funder - TC - Pay Request: Core Series Funder - TC_3/10/2024

7/1/2023 7/31/2023
B Contacts
Grant Management

|-_I| Reports

I Payment Request Information

Payment Request Name *  Payment Request: Core Series Funder - TC_3/1C

Date Created * 3/10/2024 ]
. fa= Documents
Construction Expenses o Related Reporting Period(s) | Period ending 9/30/2023 X
P Knowledge Center
o < E Fre T
c Administration Tpenses from ¢
Expense Direct Cash In Kind Other Grant-Funded
Line Item Date Description  Attachments Cost Match Match Funding Remaining @ G Payment Type Reimbursement v
Test 9/30/2023 $10,000.00 $5,000.00 $0.00 $0.00 $11,900.00 Payment Request Status  Not Submitted
Construction
Financial il
Totals: $10,000.00  $5,000.00 $0.00 $0.00 I Bl S
Create New Expense +
Grant-Funded
Close Expensed Cash Match  In-Kind Match  Other Funding Match  Grant Funded Remaining ©
Construction  $10,000.00 $5,000.00 50.00 $0.00 $5,000.00 $5,000.00 $11,900.00
Totals  $10,000.00 $5,000.00 50.00 50.00 $5,000.00 $5,000.00
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Expense Detail and Budget Variance Report AmpliFund”

+ Click on Reports > Post-Award
— Expense Detail
— Grant Budget Variance

- Configure the Filters from the column on the right side of the page
— Filter by All, Category, and/or Line Item, and Date Ra nge

.
« Click the EXP ort PDF tab to expo rt as it e |
— PDF, Excel, RTF, CSV
/ I / © | Export PDF | v Find AV
B Contacts
Export Excel - Filters +
Am, ,,Fuﬂd; Testing Organiz: = Export PDF :
E Gr Variance Report Grant x
Cor EWOMRTF oo Core Series Funder - TC
Activity P Grant Expense Detal Epaca: Grant Year X
Gran waws: vrv1/2023 - 06/30/2024 2023-2024
B contacs O [Eepoe |- ~v Period: 07/31/2023 - 06/30/2024
Export Excel . — + $100,000.00 Budget Date Range x
-
Grant Management Gr; EPenPoF i Budgeted Grant Budgeted Cash  Budgeted In-Kind B
ri e Detail Grant x " RIIQENSE Svany Mg o SgRea. M 07/31/2023  06/30/2024
, Cor ERONRTE o Cors Berien Fander =10 Construction Responsible Individual Funded Match Match _Other |  77/51/20 s
Reports i .
po Am| EOnCV bg: Grant Makar cotegory Test Construction Test User AmpliFund sszz’ssg)gg gg ssg gg ssg gg - 5
+ Federal 071 vreves - vorsl/2024 w Sub-Total e 4 :
E = Post-Award $29,200.00 2lv|zml llaudge:l Item 4
3 locations_Variance.
W | ot Budeet variance ; Line item Budgeted Grant Budgeted Cash  Budgeted In-Kind Bl oand
| GrantExpenseDetal | CepEmseDaw Dxpense Stas o Lineftem Category Amount Responsible Individual Funded Match Match _Other
as =l All Grant Budget Item 4
Grant Performance Plan | 1 5003 Clased Test Construction Construction $3,000.00 Test Equipment Test User AmpliFund $25,000.00 $0.00 $0.00 Allocations_Variance.
L | compeomanering| O Closed Test Equi E $3,000.00 Expense Date Range % Sub-Total $25,000.00 $0.00 $0.00 Category
Payment RequestDetail R | 07/ 122023 o est Equipment quipment ’ ' ! Grant Budget item 4
Post-Award Status 0712023 Closed Test Personnel Personnel $6.000.00 0712/2023  08/31/2023 Allocations_Variance.
+ Pre-Award 08/02/2023 Closed Test Supplies Supplies $100.00 Tonn T Budgeted Grant Budgeted Cash Budgeted In-Kind Bf| Categoryld
S || 08/0372023 Closed Test Construction Construction $100.00 - Columns Personnel Responsible Individual Funded Match Match Other Glrlam Budget Item 4+
Allocations_Variance.
03NS Closad Tosi Personnel Personnel $7.000.00 ! oadna Lot Test Personnel Test User AmpliFund $50,000.00 $0.00 $0.00 Budgetitemid
08/31/2023 Closed Test Construction Construction $5,000.00 : Padding Sub-Total $50,000.00 $0.00 $0.00
08/31/2023 Closed Test Supplies Supplies $5,000.00 Expense Date R ki
Expense Status
Grand Total $29,200.00 Description Budgeted Grant Budgeted Cash Budgeted In-Kind Bl Linettem
5 Supplies Individual Funded Match Match _Other
Line Item ppl
Responsible Individual
Category Test Supplies Test User AmpliFund $0.00 $10,000.00 $0.00 Budgeted Grant
Payee Sub-Total $0.00 $10,000.00 $0.00 Fundsd
‘Amaunt
Budgeted Cash Match
Origin | gﬁnﬂ Imi $100.000.00 $10.000.00 $0.00 Pidetar ioacinsl -
GL Accounts
Project
= Total Budgeted
— Responsible Individual
—
— Created By
-
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Activity Center — Expenses

+ Click on Activity > Expenses for a shortcut to entering Expenses

* Filter the Grant — Required

— Category, Line Item, and Time Frame are optional

* Click Run

— Leave all filters except the Grant blank and click Run to filter all Expenses

Grant - Expenses
I Filter By
Grant Core Series Funder - TC v Time Frame All
Category Select a Category...

Line Item Select a Budget Item...

.". Knowledge Center
Clear all filters

* Administration
I All Expenses

Funder -
TC9M2/...

Actions
+vil
Select All Expe.. Vv Desc.. “ Pay. v Expe.. v Pay.. v Orign v GLA. v Lline.. Vv Resp.. v Crea. v Payee ~ Cash..
Payment
Request:
Core Test TestUser  Test User
7/12/2023  Expense Closed Approved  Manua - $0.00
Series Construc... Amplifund  AmpliFund
Funder
TC9/12/...
Payment
Request:
Core Test TestUser  Test User
7/12/2022  Expense Closed Approved  Manua . - $0.00
Series Equipment  AmpliFund  AmpliFund

InKi.. v Oth..
$0.00 $0.00
$0.00 $0.00

v

Amo...

$3,000.00

$3,000.00

AmpliFund~
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Tools -Tasks AmpliFund™

- There are auto-generated standard tasks for Budget and Performance
reporting requirements that you must mark as complete

— Click on the checkmark icon next to the Task to mark as complete
« You can create Tasks and automatic reminders for yourself or other Users in
your account
— Click on the + icon on the top right of the screen

Core Series Funder - TC - Task

— Enter all required information
— Configure reminders
— Click Save on the bottom right of the screen

Amp"Fuﬂd-__ Testing Organization ~  Thomas Colgrove ~ |t
Details  Analytics  Post-Award +  Tools = Bi+H AdditicnalIndidat
. Email Manager vepaet e
Activi H k
) Acy Core Series Fun - Tasks Up——
Tasks
B Contacts Actions eminder 2 5 dayis) before due =
o= Documents
-an L4 A4 ) D
3 Grant Management Notes Cancel
Select All Name | Responsible Individual v Due Date v Task Status v

lL'l Reports Test Task & W v Tommy Recipient 9/30/2023 Completed
Budgeting Tracking Period Due - Core S

E DOCUmEntS uageting Tracking Perios ue ore eﬂfi— Test USETAmp“FUTId 8/7/2023 Ccmp\eted
Funder - TC SOV

v Knowledge Center Budgeting Tracking Period Due - Core Series Test User AmpliFund 9/7/2023 Not Started
Funder - TC STV P

¢ Administration Budgeting Tracking Period Due - Core Series ’

P Test User AmpliFund 10/7/2023 Not Started
Funder - TC SOV
72




Admin and Support AmpliFund™

In-Product Demo
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Key Concepts

 Financial Reporting
— Budget
— Expenses
— Reporting Periods
— Payment Requests
— Standard Reports
— Activity Center and Tools

Next Session: Advanced Management and Tools

AmpliFund =



22 AmpliFund =




33

AmpliFund Corporate Presentation

Create AmpliFund Support Account

N oo s ®w N

Go to the appropriate support site
o https://amplifund.zendesk.com
o https://il-amplifund.zendesk.com
o https://ne-amplifund.zendesk.com

Click the Sign up link

Enter your full name

Enter your email address

Complete the I'm not a robot check
Click the Sign up button

An email from support@zendesk.com will be
sent to you via email

Click the link to set your password

Sign in to lllinois Grant Management Support

Email

Password

Forgot my password

New to lllinois Grant Management Support? Sign up

Have you emailed us? Get a password

If you've communicated with our support staff through email previously,
you're already registered. You probably don't have a password yet, though.

AmpliFund =
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AmpliFund lllinois Support Portal

Submit a support ticket:

Commercial - Support@amplifund.zendesk.com

lllinois - Support@il-amplifund.zendesk.com

AmpliFund

Nebraska - Support@ne-amplifund.zendesk.com

Supported Browsers:

Google Chrome (current supported releases)
Morzilla Firefox (current supported releases)
Microsoft Edge (current supported releases)
Apple Safari 10+

v, 2
aee
State Agencies Start Here Grantees
elines s guidelines spacifictothe
commu partnershipwith AmpliFund Grantee community
o@e 1 e—
o =" =
Release Notes User Guides Instructions
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn nd User and Quic instructio
and fixes in AmpiiFund Guidesfor download Fund's feat
Upcoming Training and Videos Import Templates FAQs
e training events and videos on how to us Excel tempiates for importing data into 24 Question:
AmpiiFund AmpliFund mpliFund
Submit a Ticket
2 Submit a request &



mailto:Support@amplifund.zendesk.com
mailto:Support@il-amplifund.zendesk.com
mailto:Support@ne-amplifund.zendesk.com
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