The City of

SAN DIEGO)

MPR Submission

You will learn:
o How to complete and submit a Monthly Programmatic Report (MPR) in ED Grants
e How to revise and submit a previously approved MPR in ED Grants

Step

Description

Screenshot

Log into http://edgrants.force.com using the
credentials for either the Primary
Representative or Secondary Representative
of your organization.
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Go to the ‘Post Awards’ tab and then click on
‘Pending Tasks’ along the left side. Look at the
‘Assigned to Me’ section.
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Find the MPR you would like to complete and
submit. Click on the ‘Start’ icon (right-pointing
arrow) to open it. NOTE: The system
automatically generates a ‘Pending Task’ for
each MPR. MPRs must be completed in order
from oldest to newest. For example, your
organization’s July MPR must be submitted
and approved by the City before the system
will allow you to submit the August MPR. Each
MPR is due on the 15 of every month for the
previous month’s activities. The system will
track late submissions, and the City will use
this data to evaluate your organization’s
performance.
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MPR Submission

Step Description

Screenshot

You should now see the MPR form with the
‘Cancel’ and ‘Save’ buttons along with other
basic information. Verify that this is the MPR
you would like to complete by checking the
reporting period under ‘Reporting Period.’

el dmt s s
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Enter text into the ‘Narrative’ field. Refer to
the instructions just above this field for
directions. You are limited to 750 characters,
including spaces. After you are finished, click
on the ‘Save’ button.
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After saving, you should now have access to
the following tabs: ‘Overview,” ‘Indicators,’
‘Demographics,’” ‘Attachments,” and ‘History.’
You should also see the following buttons:
‘Submit for Approval,’ ‘Edit,” and ‘Validate.’
NOTE: Based on your organization’s project
type, there may be an additional tab (e.g.,
‘Businesses,” ‘Lead,’ etc.) that you may have to
populate.
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MPR Submission

Step Description Screenshot
. . . [ allgi@ gl
Click on the ‘Overview’ tab to view the e e e mtomey 2 A |00
narrative you had entered earlier. Click on the _gxt‘:i_mgggj_Eﬁ,nzwr.»_mw_ci.m_,u,.;msm W cormnyron - (B~
‘Edit’ button if you wish to make changes and SH0 O e WM ) o e
Q Search ~ Fulda marked as " are requarnd
then hit the ‘Save’ button. Click on the ‘Cancel’ o | o
button if you wish to discard your edits. -
7 = Tasks ~
Click on the ‘Indicators’ tab. Click on the plus
icons (+) to display the project indicators you
are required to enter. Click on the minus icons e o e N
(-) to hide them. NOTE: The indicators vary B -m congencs N Dy
. . . N
GCCOI'dIng to prOject type andfundlng source. - Em-wnlw TR o Ml tabie where yow Cam #nilee valiaes for your by indbcatons by clicking on the yeiiow penall edi icon under the Acioes
8 ~ « Pasformancs Indicators &
= Descriptien Actiors.
- Activitien -~ i
E i - = Reporting Wosth Total D Tolad Actons.
Total Mumber of Singht Adul (ha Chddne ¢ i
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Total Mumber of Bed Meonds Avaable o
. o . . . - gt Vi - allalE I
Click on the pencil icon in the ‘Actions’ column S T emermsmmerrmapen oo o
to enter a number for each project indicator in R T —
the ‘Reporting Month Total’ column. NOTE: s o g :
Depending on the project type, you may also Q| Wowver mocsn  Ouncguhcs  SAmmes Oty
need to enter information by individua/ home ZL:':-w-lwnmwh-uoum-w-mmnuwmvwm»o:wvmuxuwwmwwmm 0¥ con undes e Accions
g ioOr business assisted. Use the pencil icon per ko A | Buterance lndomors
line of home or business to open the fields you e saoes
A iy et
would need to populate. e A S ‘
E i Descrgton Reporting Wosth Total D Tolad Actons.
Total Mumber of Singht Adul (ha Chddne ¢ i
O Recently Viewsd A Total Nurmitser of Singhe Adus = o
Tetil Nurribse o Binghy Adult [}
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MPR Submission

Step Description Screenshot
You may click on the counterclockwise arrow
in the ‘Actions’ column to reset the fields. W comonrou - @ - )
Q, Search -~ Crested
a Woveraew  Indeston  Demograghics Ry Afiachments D Hatory
~ = Parformance indicators
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After you have entered the numbers, click on -
the ‘Save’ button to preserve your work. SAN DIEGQ) oo oevocmment cruss aogeret Sy W o &
Q, Search -~ :nrsc_'
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Click on the ‘Demographics’ tab. Click on the
plus icons (+) to display the demographic SAN DIEGQ)  erem evecpment s anagemen sy
indicators you are required to enter. There are s .
.. . . Wonerdew I B Atachments ) Histary
three sets of demographic indicators: ‘Client ] I ———————
Info,” ‘Ethnicity/Race,” and ‘Income Level.’ e e s s
1 Tanks e & Housshold Demographics
12 —
HispanicLating YTO Total Actions.
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MPR Submission

Step Description Screenshot
Click on the pencil icon in the ‘Actions’ column Sy N - pa
to enter a number for each demographic R o ———
indicator in the ‘Total’ column and, if s ”
applicable, ‘Hispanic/Latino’ column. - e T m—«
13 ‘: n"[:u ] E‘.v:h‘xu‘
e = Fopos P A S e
- Activitien ~ Whiee ] ) ] ]
Past e Achtien [r— [ 2 s o
. = :
After you have entered the numbers, click on 8 e —— _ = -
the ‘Validate’ button. The system will check to SAN DIEGQ) £ berecemert Gt et sy
see that the sum of the ‘Total’ column for s s s—
‘Income Level’ matches the sum of the ‘Total’ a m':m-« o e g
column for ‘Ethnicity/Race’ and that both = = ;w:
14 sums match the ‘Total Unduplicated o Ml G
Beneficiaries’ entered for ‘Client Info’ s o
(whether that is defined as clients or N P e
individuals, households, homebuyers, P i '
businesses, or housing units). The system will ST I
not allow the MPR to be submitted if the _
numbers do not match. |
Click on the ‘Attachments’ tab. This is where e et — T
you can upload documents relevant to the SAN DIEGO), e oo s Monmperes e
activities you are reporting for this MPR. |
-} ~ : . s
e
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MPR Submission

Step Description Screenshot
Click on the ‘Add’ button to open the ‘Add S e
Attachments’ popup window with the ‘Upload SAN DIEG a-
File from Computer’ tab and ‘Upload File from Qo | T
Workspace’ tab. Click on the ‘Upload File from
Computer’ tab. ==
16 "'
W W Overve= Inghzatiny Demograghes % Ansenerents D Histery
O oconmy vViewed A ——
Indicate the ‘Type’ of document you would = :'I; ]
like to upload by selecting from the drop- SAN DI :
down menu ‘Program Artifacts.’
17 e
Demegrastees. B, Angerme D Halery
o
Click on the ‘Choose File’ button to navigate to T T
the file you would like to upload from your SANDIEGQ) =i -
local computer. Click on the ‘Open’ button to S B
upload the file to the system. NOTE: The 2 '~ » i e -
system will only accept the following file types: “ -
18 PDF, JPEG, and PNG. yo i
T = @
» | g S
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MPR Submission

Step Description Screenshot
Enter a required short description of the file in (= =
the ‘Description’ field. Click on the ‘Save’ SANDIEGQ) oottt
button. You should now see the file listed o I @ 1
under the ‘Attachments’ tab. W T @ -
19 e o
indesioes  Demograshes  BAsshmests D Halery
Look for attached CIEDEEn
files here. Coomurts
Before submitting the MPR to the City, click on o —— AL o
the ‘Validate’ button and check the top of the T —————
page for any errors identified. Correct the
errors if needed.
20
R : activies ]
W overcew  Indcsiors  Demograchic % Amachmerls D Hstory
OPTIONAL: If you have any comments or T e— _—_ —
questions for City staff, use the ‘Comment’ SAMN DIEGQ),  Eerons tevpmert Gans aragemart s
field to enter those. NOTE: Comments cannot s D —
be deleted or edited once entered. Mo  ge— e
21 ::‘: 4 Altacheent Same Tipe w!ﬂ.m, quww Cwner ctisn
_ .
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SAN DIEGO) MPR Submission

Step Description Screenshot

OPTIONAL: Click on the 3-bar icon to e
download the MPR as a PDF with all the data ?Aﬁblﬁg@_
and text you have entered. The PDF may be
useful in saving versions of the MPR prior to

Econamic Duveloprant Grants Management Syster P communiy Porin +

€ 4§ NOFAs  Apphcatons  Propcls  Post dwerds

and after submission in your local hard drive e e .

5y jorto send to someone via email for review or il e - t
reference. : o _

e

Click on the ‘Submit for Approval’ button to el : : gy [
officially submit the MPR to the City for review T ——— i
and approval. NOTE: Only your organization’s
Primary Representative will have access to the
‘Submit for Approval’ button. If you are

23 working as the Secondary Representative, e i
coordinate with the Primary Representative to e -
officially submit the MPR to the City. T " —

Sandbega gov | Prvacy Fobey | Cractarmens | Aciessteity

If City staff rejects the MPR for some reason,
24 i follow steps 1-23 above to edit the MPR and End
resubmit to the City.

How to Revise and Submit a Previously Approved MPR:

Step Description Screenshot
Log into http://edgrants.force.com using the . :
credentials for either the Primary
Representative or Secondary Representative
of your organization.
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MPR Submission

Go to the ‘Post Awards’ tab and then click on
‘Manage MPR’ along the left side. Look for the
previously approved MPR you would like to
revise (the word ‘Approved’ should be in the
‘Status’ column for that MPR). Click on the
eyeball icon to open the MPR.

Tiee Ciry of

SAN DI EGO

conomic Development Grants Mans ement prhm

Q search »

Progress Repon i Stan Cate StariDate  Swtus Gram

i

- 4

g
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2 ~
Click on the ‘Revise’ button to edit the MPR. Siinesiuit
. . . Ve . 7 H The City of
NOTE: Clicking on the Re\.//se button will reset SAN DIEGO’ =
the approval status for this MPR, and any < @ o
revisions will be tracked and may be factored S Sl s
into your organization’s performance report o
3 card. Confirming your desire to revise the MPR
by clicking on the ‘OK’ button cannot be S rasks A Nets e e - sl
reversed. g

Pmﬂt‘b & summary of ALL activities conducted with CDBG Funds expended during the reparting period listed above.
P t e provided, including project cbjrctives and aulcomes achisved
In the FY 1 o or low progress o report, Include the fallowing

Post Awnrd Acovites

descriptions:
1 umnno-pmg was to report, pravide a of
e during this raporting

status and an of the delays
of COBG sctivithes, complation of

Refer to steps 6-24 above for completing and
4 i submitting an MPR to continue with the MPR
revision process.

End

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