The City of

SAN DIEGQ)

Agreement Execution

You will learn:

e How to review and edit a draft CDBG agreement in ED Grants

e How to add milestones/tasks and target dates to the project schedule of a draft CDBG agreement in ED Grants
e How to edit your organization’s Board of Directors information in ED Grants

e How to approve (electronically sign) a CDBG agreement in ED Grants

Step Description

Screenshot

Log into ED Grants using the credentials for
either the Primary Representative or
Secondary Representative of your
organization. NOTE: While both the Primary
Representative and Secondary Representative
are able to work on the draft CDBG
agreement, only the Primary Representative
will be able to officially approve it and send
the draft back to the City. ED Grants is
optimized to function using the Google
Chrome browser.

SAN
DIEGO)

“NOFA _

NOFA Tile City Depurtment NOFAPubishDste  4M RFPiApplication Deadline(PT)  Actions

Sandiego gov | Privacy Poicy | Dsclaimens | Accessibity

Go to the ‘Projects’ tab. Look for the project
containing ‘Draft’ in the ‘Status’ column. Click
on the corresponding eyeball icon () under
2 i the ‘“Actions’ column to open it.

Go to the ‘Versions’ tab. Look for the project
containing ‘Created’ in the ‘Status’ column.
Click on the corresponding eyeball icon (2)
under the ‘Actions’ column to open it.

-
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https://edgrants-int.my.site.com/ApplicantLogin4?username=null

The City of

SAN D|EGOJ Agreement Execution

Step Description Screenshot
You should now see the draft agreement in 4 - — .
view mode only with the following tabs:
‘Overview,” ‘Budget,” ‘Scope of Work,’ T A S
‘Scheduling,’ ‘Agreement Checklist,’ a fﬁwmwmw —— R
‘Attachments,’ ‘Certifications,” and ‘Project - ] e - P e e T 0208

Milestones.’ Click on each tab to review the
4 content for accuracy.

Scroll to the bottom of the agreement and e o ——— . o
look for the ‘Comments’ field and log. Review SAN DIEGQ)  Eerome devekpmentSars Moragereni St
any comments and instructions provided by e
your assigned City project manager. 5 bl
Type Email Phone Actions
Al sdrecipents@gmail com (615) 5162222 8
ashiey=resifychangers org@ex . (616) 5162217 8
sarecipients @grmail com (618) 516-2231 [=]#]6
- e e ]
. =2
°“‘““‘“"b Rremame

‘Sandiego gow | Privacy Poicy | Disclamers | Accessibiity

Scroll back to the top of the agreement and L rr—— ——
click on the ‘Overview’ tab to display its fields.
Next, click on the ‘Edit’ button near the top- T
right corner to open the fields you can o f_‘f‘f‘_"f‘""“"‘"“"’s"““’ — mm =
populate. These fields include the insurance x = C Penea s nne s acore
expiration dates in the ‘Project Information’ e oo o———o0— : o— ; >

6 i section and the project location fields in the ’ Scopectiion  Biscrodsrg  BRepors  Ageomericrecist BiAmcmens +
‘Subrecipient Information’ section. gy === -

Emeemm— ...
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The City of

SAN DIEGQ)

Agreement Execution

Step Description Screenshot
Populate the open fields with the correct P T T3
information and then click on the ‘Save’ SAN DIEGQ) S omeerrn o srn sy ®
button near the top-right corner to preserve e — :;.m& — p——
your work. : i -
ry [T T
; . -
omnm &

While still in the ‘Overview’ tab, scroll to the AP e T rer— _—
‘Project Locations’ section. You will need to [ GAN DIEGQ) Eoomeommmcasummnaisan W commrna- -
enter at least one site where your = i B—
organization’s project will be implemented or Q| e s S
constructed. Click on the ‘New’ button to — T =
open a line and populate the fields. When o i

8 i finished, click on the ‘Save’ button to preserve S T ‘
your work. Repeat this step as many times as mmm e [ o
necessary to enter all the project sites. NOTE: S ) WWW?,..;;. 'm; T — i |
For single-family housing rehabilitation (SHR) | —]
projects, each house to be rehabilitated should D
be entered as its own line. perr— ‘ ;

} a

Scroll back to the top of the agreement and AP P rerer— — o
click on the ‘Budget’ tab to display its fields. B ——— ey
You may modify the ‘Total Project Budget p— e
Information by Funding Sources’ section by A '°“"“*““’”*W”" S Rl el
adding new funding sources only, if needed. . :_,1
Click on the ‘New’ button to add a new = e e

9 i funding source line and populate the fields. — A e s o o

Click on the ‘Save’ button to preserve your
work. NOTE: Any other modifications without
prior City authorization will be rejected by City

. Activities

Prejects Versians,

» « Total Project Budget Information by Funding Sour...
Seqy Funding Saurce Name Amount Secured Amount Unsecured % Of Tatal Budget City Total  Non City Tatal  Actions
]
T City of San Diego F¥ s000 S1TTa0000 1894 17700030 5000

st aff 2 mar nm 258 s s00000
° 3 The Cai 000 1338 30.00 $125,00000

. Ko Philr . s am P

s [T —— o 0w 76 s sTiomo

| s The Burion, Dun 2 00 324 000 51028100

| 7 SeaWork 5000 288 30.00 267100
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The City of

SAN DIEGQ)

Agreement Execution

Step Description Screenshot

The ‘Total Projects Funds’ section outlines the
anticipated uses of the project funds (both - S
CDBG and non-CDBG). The amounts in the
‘Proposed City Amount’ column are the same —
as originally entered in the RFP response. The S
amounts in the ‘Actual City Amount’ column T Yo
and ‘Budget Difference’ column reflect the - Al s s smmw  ww  memm mo s
modifications to those amounts by City staff S g | e o (S o o . . L

Jo | and your organization. The amounts in the sEm DT ;o nonmmonoong
Non-City Amount’ column show how much of s o re Sepmacir w0 ww wo wmmm mw we @
that line item budget is coming from non- e - e e
CDBG sources. Click on the arrow icon in the e R e
‘Actions’ column to modify the corresponding
line item’s narrative and/or amount. Click on S
the ‘Save’ button to preserve your work. —_ RE z
NOTE: Any modifications without prior City
authorization or counter to City instructions e e e e v o
will be rejected by City staff.
Scroll back to the top of the agreement and e s O e T S — —
click on the ‘Agreement Checklist’ tab to it e Wineses @)
display its fields. Here you will need to upload v R R i e
the required documents. To upload a o _ _
document, click on the pencil icon to call up a — s —— @mmmm .
popup window. In the popup window, click on = + =
the ‘Overview’ tab. For the ‘Attached’ field, = B ———————
select ‘Yes’ if you are uploading a document or s —— -

11 : ‘N/A’ if you are not. Populate the ‘Comments’ el o s gl 0

field with a description of the document or
why your organization is not required to
upload a document. NOTE: Documents
uploaded should be named according to the
naming convention found in the Execution
Handbook. All items on the list have at least a
comment, regardless if they are mandatory or
optional.

Net Agpicatie
Not Applcatie
O Receont ltems ~

gopooo []Q g
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The City of

SAN DIEGQ)

Agreement Execution

Step Description

Screenshot

In the popup window, click on the ‘Upload File
from Computer’ tab. Click on the ‘Choose File’
button to navigate to the file you would like to
upload from your local computer and then
click on the ‘Open’ button to upload the file to
the system. Click on the ‘Save’ button to

12 i complete the task. NOTE: The ‘Upload File
from Workspace’ tab can be used to select
from a list of previously uploaded documents
that are available for use again.

‘The City of

SAN DIEGO

Q Search -~ T2017 To 6302018

Upload file from Computer  Upload file from Workspace

sciist  [BAttachments  Certifications

soloflefofolols] g

Review the ‘Agreement Checklist’ tab once
you have uploaded all the required
documents. A ‘Yes’ in the ‘Subrecipient
Document Attached’ column indicates a
document has been uploaded to that checklist
item, while an ‘N/A’ indicates no document
has been uploaded. To view previously
uploaded documents, click on the
corresponding ‘Link’ in the ‘Subrecipient
Document Link’ column. NOTE: If you need to
replace a previously uploaded document, you
may do so by repeating steps 10 and 11. The
system will preserve the previous version in the
‘Attachments’ tab, but the new version will
now be linked to the corresponding checklist
item.

13

= allelgl s

€>2C ftps imp-edgrants cs32 force com * O

m—cuqu DIEGO’ Economic Development Grants Management System P Communiy Poral v (&) ~ i

< 4 NOFAs  Appicatons  Proects  PostAwards
e " e e
Woverview  SBudget Scopeof Work  [FScheduing [ Repo Attachments  Certifications
Q + N~ —

= Tasks A 2 Agresment Checkiist =

Wy Tasks

. Activities -~

Projects, Versions,
Amenzments

O Recont ltems. A

To add staff from your organization to the
‘Subrecipient Contacts’ section of the
‘Overview’ tab, click on the ‘Home’ tab (Ed)
and then click on ‘Manage Organization
Profile’ along the left side. You should now
see the following three tabs: ‘Overview,’

14 i ‘Related Log,’ and ‘Board of Directors.’ Click
on the ‘Overview’ tab.

8 ccoune View

“ cla s/ imp-edgrants £532 force com « O

?Xﬁo'EG ’ Economic Development Grants Management Sysiem W communiyPoal > (&~
€ 4 NOFAs Appicaions  Projects  Fosl Awards

Q Search -

0UZ3201T 05:1 PM Nan-Proft 830411604

A
BRH&dLng 4 Board of Directors
- ———
a Overview 1T

A

== Tasks

Reaity Changers 3910 Universay Ave

San Diego 82108

usa

@ Recent hems A

= Additional Information

© Technical Support A

2 Aency
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The City of

SAN D|EGOJ Agreement Execution

Step Description Screenshot
Within the ‘Overview’ tab, scroll down to the . : E— x0

‘Contacts’ section. Click on the ‘New’ button. SAN DIEGQ) oo oevtment s anagement syt W comaaype - (@)~ |

Projects  Post Aware

NOTE: The Primary Representative and the e —

Q Search ~

Secondary Representative should already be a
listed here at the very least.

allel@ =

-edgran

« Agency Head Information

Faunder & President Christopher Yanov

Email @ Phone Hurmber
chrisgreaitychangers ong 195162222

[

Full Name User Rale Email Business Fhone Status  IsUser  KeyContact

15

Theresa Cunning...  Prmary

ORecenthems A —
AsnleyMorgan  Secondary

© Tochnical Support A
ppor

ED Grants will open a new screen where you

& Accouns view x

can enter all the details for the new contact. — Pl e ' ' 2
Enter all required information. Fields with a
red asterisk are required. Once you are —— o — [)=
finished, click on the ‘Save’ button. Click on &

the ‘Back’ button to return to the ‘Overview’ : ' e——

o P a Contact Details

tab of the ‘Organization Profile’ screen. Do
not use your browser’s back button. Repeat
16 i this step to add as many contacts as needed.
NOTE: You can assign a ‘Primary’ or

‘Secondary’ role to each new contact. ORucantiums A

However, there should only be one ‘Primary’ A

contact at any given time. All other contacts 'R:E' -
should be ‘Secondary.’ Contacts added here » = -m..

cannot be deleted by you. If you need to delete Sacongary

Other

a contact or change the email address after
saving, send your request to City staff.

TIP: While you are on the ‘Organization I

c e imp-edgrants.cs32 force com * O ¢

Profile’ page, you may also consider reviewing SAN DIEGQ),  roms devlsmentGaris ManagementSysiem W Commesyro - @ -

the ‘Board of Directors’ tab and making any T ___
necessary updates since the RFP phase. &

!

Reaity Changers [

17

] @ @

O Recent tems ~

© Tochnical Support A

ogppoopDnooon §
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The City of

SAN DIEGQ)

Agreement Execution

Step Description Screenshot
Once the new contact(s) have been added to e ————— —
the ‘Organization Profile’ page, navigate back
to the ‘Overview’ tab of the draft agreement s —— -
and scroll to the ‘Subrecipient Contacts’ ol e :
section. ¥ | okt yae T macors
- o "
" Woverview | Scope of Work Res Checkist Attachments  +
18 o ) .(:nw Bschecdng  BRepors  Agreement 3
R e
S " ar
a
Click on the ‘Associate’ button to call up a s ol _—
popup window. In the ‘Contact’ field, search SAN DIEGQ) = " e St i
for and select the contact person’s name you pp— - —
would like to associate with the agreement. In = == ‘ -
the ‘Type’ field, select the contact’s role with » a
regard the agreement. Click on the ‘Save’ e ~|
19 i button to complete the association. NOTE: e i & -
Make sure to indicate a ‘Type’ for each name Prctes | recierComtacs -
already listed in the ‘Subrecipient Contacts’ —— o a -
section by clicking on the pencil icon B S
corresponding to each name. S - - .
Click on the ‘Certifications’ tab and then click o sleig e
on the ‘Edit’ button to open the L et e
acknowledgement field. The tab lists the laws, ol S o
regulations, and orders your organization et _ [
must agree to comply with to receive CDBG 2 — e O s\l
funds. They are the same ones incorporated - - - 7
into the CDBG agreement that you may review b - S s
5o | by clicking on the ‘View Agreement’ tab. To —— o Wmmm

indicate acknowledgement, click on the check
box next to the statement towards the bottom
of the screen. Then click on ‘Save.” NOTE: If
you do not indicate acknowledgement, the
system will display an error message upon
submission of the draft award back to the City,
and the agreement will be precluded from
being executed.

Projects, Versions,
Amensments

O Recont ltems.

FISCAL YEAR 2019

CITY OF SAN DIEGO

COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM
SUBRECIPIENT REQUIRED CERTIFICATIONS DISCLOSURE
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The City of

SAN DIEGQ)

Agreement Execution

Step Description

Screenshot

Click on the ‘Project Milestones’ tab and
refresh the page to populate the ‘Project
Milestones and Tasks’ section. Follow the
steps on how to enter milestones and tasks
below to complete this section. NOTE: Consult
with your assigned City project manager for
21 i any questions on the milestones and tasks.

"
g
>

Once you have completed your review of the
draft agreement but before you send it back
to the City, you must scroll to the bottom of
the agreement and enter a description of the
information or modifications you made in the
‘Comments’ field and any questions you may
22 i have for City staff. Click on the ‘Add
Comment’ button to save your entry. NOTE:
Comments, once saved, cannot be edited or
deleted.

i . forcec
The City of
SAN DIEGO’ Economic Development Grants Management System
< @ NOFAs  Applcalns  Propcts  PostAwards
Q Search ~ B
a Type Phone Actions
E1o 5182222 aEE
(B19) 5182217 = ]ela]
4 (B19) 516-223' B
= Tasks ~ ) = =
ot St Head of Agency smitvgemail com (819 3218549 grnE
i o | vt |
. Activities ~

Prejects Versians,

Amenzments T

~ l
Stephen Maduli-Williams

sM  Review scope and budget per instrustions.

© Recent ems:

Commented on 2018-04.20 112854

\ — P ———

After saving your comments, click on the

& Version View

© @ | @ Secure | hitps//img-edgrants.cs32 force com, % 0 i
‘Submit to Grantor’ button to return the draft SAN DIEGQ)  EeoroniDevsosmentGrars Managemer ysem N oyt - -
agreement to your assigned City project pp— S E—
manager for review. Qe e xeers

n = 2[5]
BrEE
~ = E|
Had ol Agecy grnE
23
- [ Sonc 0 Grartor [ v v Agroerment | st |
© Recent hems. ~ m
Stephen Maduli-Williams
e
| oo
\ P— Senteggo| rac Pty | Dciamer | ccesity
The above steps may be repeated as many
times needed until your assigned City project
24 y & y proj End

manager is satisfied with the agreement and
all required documents have been uploaded.
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The City of

SAN DIEGO) Agreement Execution

How to add milestones/tasks and target dates into the project schedule:

Step Description Screenshot
Log into http://edgrants.force.com using the ey ==
credentials for the Primary Representative or
Secondary Representative of your
organization. NOTE: While both the Primary
Representative and Secondary Representative
1 are able to work on the draft CDBG
agreement, only the Primary Representative :
will be able to officially approve it. ED Grants is Sppenie e Feses S
optimized to function using the Google S
Chrome browser. - .
Depending on the display size of your screen, T v 1oty it immr %0 :
you may need to click on the ‘+’ tab to display
the ‘Project Milestones’ tab. Click on the
‘Project Milestones’ tab when visible. a | o g— .
2 BRepons  Ageomentnectist [ Atoctmens @
e
Click on your keyboard’s F5 button or your s l:@o -
browser’s refresh icon to activate the SAN DIEGQ)  orome cevkmentSars Morageren: syt
milestones and tasks in the ‘Project p— e
Milestones and Tasks’ section. NOTE: If you o o Teew e Bewmie dtes e oo
do not refresh the screen, you will only see a 2l peum
blank box. E ::'fo : ”
3 ’:mms e cm’..:.‘l-'.\....mwcmu. = Late MPRs 1o Date
™ Activities
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The City of

SAN DIEGQ)

Agreement Execution

Step Description Screenshot
After the refresh, you will see a list of default
milestones and tasks listed. Each milestone S slalpn |
€ © @ Securs  hips//imp-edgrants.cs32 force.com, 4 x « O

can be composed of one or more tasks with a
projected completion date associated with it.
It will be your responsibility during project
implementation to track the milestones and
tasks and enter a completion date for each
one during the appropriate times. You may
also upload documents associated with each
milestone or task. Your assigned City project
manager will be using this tracker to monitor

‘The City of
SAN DIEGQ)  Eeoromc Development Grants Management System

€ @ NOFAs  Applcatons  Projecs  PostAwarss

’lermwﬁrlnlv 2-5

Woverview  SBudget  ScopeofWork  [#Scheduing  [FReports Agreement Checklist | Project Milestones 4+

 Performance Snapshot

~ 0 o $130.31

es ~ Bum Rate (Expendiure; Froje
o Drat
Projects, Varsions ~
Amandments
= Project Milestones and Tasks

contact your assigned City project manager to
discuss your question or request prior to
making any edits to the tracker. He or she will
determine whether or not to authorize any

5 edits. To add a milestone or task, click on the
‘+’ icon in the right-most column to activate a
popup window. NOTE: Authorized edits are
limited to adding new milestones and tasks
and updating the projected completion date of
existing ones.

the progress of the implementation of your oo ng& E=E!
project. NOTE: You may need to adjust the - B e
column widths of the columns of the tracker to ===
view all the columns, including the ‘+’ column

to be able to add new milestones and tasks.

Review the default milestones and tasks. If o e e ——— . —
you have any questions or requested edits, SAN DIEGQ) St W e & -

- Progect Miesianes
Q. Search A W Overvies tachments B Propst Miesiones. 4

 Performan

Chalienge Gra

o Tasks P

Assigned
™

n Parert ek Chadenge Geart

Populate the fields of the popup window. If
this is a new milestone, select the ‘Milestone?’
option; if it is a new task, do not check the
option. You may optionally assign a task or
milestone to a specific person listed as a
project contact in ED Grants. Once you are

6 finished, click on ‘Save.” NOTE: New tasks will
be filed under the parent milestone or task
corresponding to the “+’ icon clicked on to
activate the popup window.

The City of

SAN DIEGQ) Sommefimmsm e
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The City of

SAN DIEGQ)

Agreement Execution

Step Description

Screenshot

You may use the eyeball (), pencil ("), or
trash (1) icon to view, edit, or delete,
respectively, the milestone or task created.
NOTE: You can delete only the tasks or
milestones that you have created.

® Vesion view

€ C | @ Secure | hiy

The City of

imp-edgrants.cs32 force com

aw O !

W comunyronv (& -

SAN DIEGO!
<

Economic Development Grants Managemet System

5130313 ox
o Dt

» Project Milestones and Tasks.

Recart has been successtuly deted ix]
1o Geant c T — Created
= &1 o ®

InProgress
G o0 Cressc
USOIZ018  PaulCeay 000 Cressea

+ ¥ + o+

You will notice that there is an upward-
pointing arrow icon (<) for each milestone and
task. Click on this icon to activate a popup
window to upload a document associated with
that particular milestone or task during project
implementation. Click on the ‘Add’ button and
8 i follow the prompts to upload your document.

© Recent ltems

(oo [ [

E=2

Repeat steps 6 and 7 above for each
authorized milestone or task. Once you are
finished, review the tracker, making sure to
expand all the folders of the parent milestones
and tasks to view their children. The
milestones, tasks, and projected completion

9 i dates should all together accurately reflect the
implementation schedule of your project
against which the City can evaluate the
progress of the implementation, during which
you will be able to enter actual completion
dates and, if necessary, upload corresponding
documents.

® Verion View
« (<3N

SAN v e 8-

DI EGO’ Economic Development Grants Management System

affeia 8

* O i

A

< @ NOFAs  Appications  Proects  PostAwards
he je Grant %

Q Search

== Tasks

™ Activities

Projects, Versions,
Amengments

O Recont ltems

$130313

A |

+
+
[ +
+

(oo oo o]

Comments

Once the agreement has been executed, only
10  your assigned City project manager will be
able to add or delete milestones and tasks.

End
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The City of -

SAN DlEGOJ Agreement Execution

How to edit your organization’s Board of Directors information:

Step Description Screenshot
. . - saponide ® Goornsiloge = gilold =
Log into http://edgrants.force.com using the - = .o
credentials the Primary Representative of your m
. . SAN ,
organization. DIEGQ)
1
- NOFA 2
=
Click on the ‘Home’ tab (Ed) and then click on T o
‘Manage Organization Profile’ along the left SAN DIEGQ): = omemesomm st
side. :
2
You should now see three tabs: ‘Overview,’ e e
‘Related Log,’ and ‘Board of Directors.’ Click SAN DIEGQ),  Ecovom Devment Srars anagomer Sysiem W cmemn - @
on the ‘Board of Directors’ tab. T P —I——
é'i:;;;mnmd&nmtmmy m =
Q = TR ows @
3 i'w—w [BRelstediog 4 Board of Directors «
: :r:ar; Federation of San Diego County 237085960 J;wwvym
swnDie Catena iy
e : -
% Useful Links v o

Page 12 of 15
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The City of

SAN D|EGOJ Agreement Execution

Step Description Screenshot
Click on the ‘Add’ button to open a page 3 0 8 e e - —To
where the profile of one board member may SAN DIEGQ) oo oevsepmentSrns Marsors sy W comnyroa - @
be entered. - = e = =
é:.i-—.:;-::;mar.nmnarSEnnmgucﬂumy B =

Q Code Registered Cate

’ - Woveniew  [ElRelatedlog 48 Board of Dirsctors
4 ca * = Board of Directors. @
. pctivities ~
My OrganizatonPrafie o~ A FirstMame Last Name i Actons.
‘O Recant ltems. -~ ﬂ
& Technical Suppot v
% Usaful Links ~
Fill out the fields on the page, using the help P e —L ; - ;
text icons provided (@) for guidance and SAN DIEGQ) oo oovsepment cransManegemert sy [— '
clarification. When you are finished, click on = R
the ‘Save’ button. Repeat steps 3-5 for each
board member until all members have been T
entered. :Enlldﬂfﬂllnkvnlnlmmiﬁnn :
5 “Board Posiion

| [ carce [ s |

To edit a board member profile previously ey T —r— — o
entered, click on the ‘Board of Directors’ tab
and one of the icons in the ‘Actions’ column. v L .
The trash can icon () deletes the entire all o =
existing profile from the system. The pencil : ol B o o
icon (') opens the profile for editing, after ¢

6 i which the ‘Save’ button should be clicked to oy gld B/ B
preserve the changes. The eyeball icon (2) e -
opens the profile for viewing only. Sss—— DR -

O Racent ltems ~ tﬂ

&} Technical Support W

% Useful Links v

You may update the ‘Board of Directors’ tab at

any time by following the above steps. ENC
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The City of

SAN DIEGQ)

Agreement Execution

How to approve (electronically sign) a CDBG agreement in ED Grants:

Step Description Screenshot
Log into http://edgrants.force.com using the —— —
credentials for the Primary Representative of
your organization. NOTE: While both the DIEGQ)
Primary Representative and Secondary
Representative are able to work on the draft
1 CDBG agreement, only the Primary
Representative will be able to officially
approve it. ED Grants is optimized to function
using the Google Chrome browser. S
=
NOFA Title City Department 'NOFA Publish Date 4 RFPApphcation Deadine(PT) Actons
@ GovGrants Sandegn gow | Prvacy Polcy | Disclsmers | Accessibity
Go to the ‘Home’ tab and then click on fipas 5 : 2o ¢
‘Pending Tasks’ along the left side. Look for SAN DIEGQY.  orome Deeopmen Grrs anagemert Sysem NV oy - )~
‘Review Project’ in the ‘Type’ column and click T ——
. p , - . - < Pending Tasks (Assigned To Me) & =
on the corresponding ‘Start’ icon (right-
pointing arrow) to open it. st iy o @
Submit Report ::::: S— Deimar Wilkams 050220 <
2 /PR - Monhly Programmaic. »
>
»>
Submit WPR >
Submit MPR »
. e 5
S pe S
RFRSUSFY18 Submit RFR >
© Tochnical Support A RFRSUSFY18.  SubmtRFR >
RFR-SUSFY18  Submit RFR »
RFRSUSFYIS Submt RFR EDGrants Admn >
RFR-SUS-FY18 Submit RFR 22018 - RFR EDGrants Admin »
RERSUSFYIS. SubmaRER 301832 £05rars zamn » .
You should now see the final draft agreement e o e T T
in view mode only with the following tabs: SAN DIEGQ), o develpmentGrars Masagemers Sy W commeyro - @)
‘Overview,’” ‘Budget,” ‘Scope of Work,’ e Pl =
s;;ln;uu.nm Training Program _ =
‘Scheduling,” ‘Reports,” ‘Agreement Checklist,’ R
‘Attachments,’ ‘Certifications,” and ‘Project ' SR T esc0ze
Milestones.’ Click on each tab to review the Avpiovl Dt
3 content for accuracy. R

P P o
@ O o
Created Recpont Revion G Uner Approvat
Woverview  SBudget  ScopeofWork  [BlScheduing  [B)Repons  Agreement Checkist B2 ex
a Performance Snapshot

O Recent tems. ~

Challenge Grant

@ Tochnical Support A 0

$130313 o%
Burm Rate (Expenditure Project S
0% Draft
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The City of

SAN DIEGQ)

Agreement Execution

Step Description Screenshot
Once the review is complete and the :‘
organization is ready to approve the
agreement, scroll to the top of the agreement S —=
and select ‘Approve’ in the ‘Approval a | =TT p—— =
Decision’ section. Enter a comment in the text ‘ ey SR
field and then click on the ‘Submit’ button. e o | | prem——
4 Click on the ‘View Agreement’ button to e ) R 5.0 «
access a PDF version of the agreement. Waches A oz =TT =
g Woverview  $Budget  ScopeofWork  [BScheduing  [DReports  Agreement Checkiist +
& Performance Snapshot
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If the organization does not want to approve P -
the agreement, select ‘Reject’ in the ‘Approval SAN DIEGQ)  Eerome Devlsment s asagemer ysion
Decision’ section. Enter a comment in the text ST = e —
field explaining why and then click on the ) [l
‘Submit’ button. Doing so will stop the ‘ s
agreement execution process and your o |
5 i organization must reach out to its assigned : A -»w = m.
City project manager for the next steps. et ba S T e
WMWW* o8 ,” Woverview  $Budget  ScopeofWork  [B)Scheduing  [DReports  Agreement Checkist I3 Project Miestones
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If the agreement is approved, it will be
6 : forwarded to the other approvers for their End
action.

For additional support, email CDBG@sandiego.gov or visit the ‘Resources’ tab at edgrants.force.com.
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