COLO

Division oﬂ Y
Department of .

DCJ_Job Aid

gy ZOOMGRANTS

Job Aid Processing Payment Requests (DCJ Form 3)
Grant Programs All
Publication Date 01/26/2017
Revision Date 01/15/2018
Description This job aid provides instructions on how to process payments in ZoomGrants.
Contents
{67 01 (=T 01 (PP OPPTPTTPO 0
I =1V = - | 1 o ] o PPNt 2
A.  Dashboard - INVOICES & PAYMENTS .......coeeeiiiiieeiiieee ettt e eciee e et e e e e tree e e eabee e e esabae e s eeabaeeeennreeeeennranas 2
1. Payment Request - Reflects the status of the REQUEST (FOrm 3).....cccoveiiiieeiieeiciee e e 3
2. Payments -Reflects the status of the PAYMENT .......ooiiiiiiiiiciee e e s 7
B, FINANCIAI TAD c.eeiiiiieee ettt s r e e sane e 9
1. Allocation DY FUNING SOUICE.....ccccuiiiiiiiiie ettt ettt e s ee e e e tte e e e e br e e e eabee e s eenbeeeeennbeeeeeennenas 9
2. PAYMENE REQUEST ... 9
C. Individual Application/Project- Financial Tab .......ccoeeouiiiiiicie e 10
1. Payment Request — Corresponds to the status of the REQUEST (FOrm 3) .....cccoeeeviveevveeeneeennee. 10
2.  Payment — Corresponds to the status of the Payment in CORE..........cc.ccovveeiiiiieeiiiiiee s 11
3. Funding Sources Payment Request - Corresponds to the status of the REQUEST (Form 3) ...... 11
| R o o Yol =T g T =17 4 =] o S PPRE 12
A. Step 1. Review Payments Requests - Grant Financial Manager .........ccccoecveeeeeciieeeecciiee e e 12
1. GO to Pending Payment REQUESTES. .....ccccuiiiiieiiie e ecieee e et e e et e e etee e e e erae e e e ete e e e e eabaee e esabeeeeeenrenas 12
2. Click on the Payment Request Number to open the Payment Request (DCJ Form 3) ............... 13
3. Review Header 1 INfOrmation ........cocuiioieiieiieiieece et s 14
4. Review Header 2 INfOrmation ......c.coieiiiiriiiieeiieseese ettt s 14
5.  Review Payment ReqQUEST DELAlS ...c.ueieieiiiiieciiecieeeee ettt e e 17
6.  Payment REQUESE STATUS ......eiiiiiiiiee et e e e e st e e e e e e s nneeeeeeas 19
P -1 11 1= 1| TR 20
8. Notify the GPM that a payment is ready for Approval (Tasks) .......cccceueeivreeeiiieniieeeiie e 21
B. Step 2. Approve Payments- Grant Program Manager .......cueeviiieiiiereieieeiieieeeeeeeieeeeeeeeeeeeeeeeeeeeeeeeeeee 24

1. Review Tasks 0N the Dashboard .............euuuuiiiiiiiiiiiiiiii bbb sasasananes 24



2. Gotothe Application- FINaNCial Tab......ccuiiiiiiiiiiiiiiie e e e 24
3. Open the Payment REOUEST ......uiiiiiiiiee ittt ettt e e st e e s sbee e e s sateeessataeessneaeeesanes 25
4. Review the Payment REQUEST STATUS .....cccciiiiieiiiie ettt e e e aae e e eenaaee e 26
5. Update the Grant Program Manager TasK......cc.ceeecieeeieiieie ettt e e cree e e svte e e e svaaeeeeanes 27
6. Notify the GFM that a Payment Request is ready for Payment (Tasks) .....cccccovveeeriviveeeiiiiieennns 28
C. Step 3. Payment Confirmation - Grant Financial Manager......ccccccvvuveeeiiiiiee s 28
1. Review Tasks on the Dashboard ..o 28
2. Gotothe Application- FINaNCial Tab......ccuiiiiiciiiiiiiiee e 28
3. Open the PaymMeENT REGQUEST ......uiiiiiiiieeiciieee ettt e e ettt e et e e e e tte e e e e tte e e e sbteeeesntaeeesnteeessaneneeesnes 28
4. Review Grant Program Manager APProVval ... ccciiieeeciiee et e et vre e e seareee s 29
5. Process Payment in CORE .....ccoooiiii i 29
B, P AY M e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaens 30
7. PDF the document for EDO ACCOUNTING....uuiiiiiiiiiiiiiieeeeciiiee e eciteeeesstteeeesteeeessbaeeesssateeesssseaeeesanes 32
T e Y 0 =T 2= LU= A - L (U Nt 32
9. Setareminder (task) to enter CORE PRM data (Tasks) ....ccceeeeeeiieieeiiiieeeiiieee et 33
D. Step 4. Enter CORE payment information - Grant Financial Manager ..........ccccocovveeevciieeecciveeeens 33
1. Review Tasks on the Dashboard ..........c..ooiiiiiiiiiiiii e 33
2. Gotothe Application- FINaNCial Tab.......cueiiiiiiiiiiciec e 33
3. Open the Payment REGQUEST ......uiiiiiciiiee ittt sttt e st e e s vre e e e sbte e e e sbtaeeesbtaeeesneneeesnnes 34
B VT oTo Y I o Tl 21 V0 0 T=T o £ 35
5. Update the Grant Financial Manager Task .....c...ceouciiieieciiie et ee e et e e e eaaee e e 36

Page 1 of 37

rev. 01/15/2018



I. Navigation

There is not a workflow associated with a payment request. All approvals and payments for each
individual payment request are notated on the payment request. The first step in processing a
Payment is accessing the payment. There are three ways to access Payment Requests/Invoices in

ZoomGrants: 1) Dashboard, 2) Financial Tab, 3) within each individual project.

A. Dashboard - Invoices & Payments

This section provides summary financial information for all grants in this program as well as quick
links that will take you to the Financial tab for all submitted Payment Requests according to the filter
you click on: Payment Request - Paid, Approved, Pending, Declined; Payments- Paid, Approved,

Pending, Declined.

A red flag will appear next to items that are new or require action.

Financial

PaymentR...

Payment

Show Financial Details

Payment Request
Total Deposits
Paid (1485)

Current Balance

Approved (1)

Approved Balance

i ~N
Pending (3)

Pending Balance

Declined (0)

B Faid WM Approved

i New Version Display

Pending Remaining

$ 54,110,440.16

$ 54,110,440.16
$22,718.240.01
$ 31,392,200.15

$9,161.82
$31,383,038.33

$ 32,997.69

$ 31,350,040.64

Payment
Total Deposits
Paid (1438)

Current Balance

Approved (2)

Approved Balance

Pending (1)

Pending Balance

Declined (2)

$54,110,440.16
$ 22,683,432.11
$ 31,427,008.05

$ 25,440.36
$ 31,401,567.69

$ 0.00

$ 31,401,567.69

NOTE: To see the Payment Request and Payment sections on the New Version Display, click on the
Show Financial Details button underneath the tables.
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Financial

Payment Request
Total Deposits
Paid (543)

Current Balance

Approved (D)

Approved Balance
Ey
Pending (56)

Pending Balance

Declined (4)

$ 75,436,808.00
$6,315,948.89
$69,120,859.11

$0.00
$69,120,859.11

§ 532,075.88
$ 68,588,783.23

Payment
Total Deposits
Paid (521)

Current Balance

Approved (1)

Approved Balance

Pending ()

=5

Pending Balance

Declined (2)

i Old Version Display

$ 75,436,808.00
$ 5,942,293.88
$69,494,514.12

$21,261.30
$ 69,473,252.82

$0.00
$ 69,473,252.82

form

Payment Request - Reflects the status of the REQUEST (Form 3) — Final outcome is an approved

Payments - Reflects the status of the PAYMENT- Final outcome is the payment processed in CORE.

1. Payment Request - Reflects the status of the REQUEST (Form 3) — Final outcome is an

approved form.

A submitted payment request will have one of four different statuses: Paid, Approved, Pending
or Declined. A payment request will never have more than one status (i.e. after a payment has
been approved the status changes from pending to approved; once it has been paid the status
changes from approved to paid).
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Financial New Version Display

B Faid W Approved Pending Remaining

PaymentR...

Payment

$ 54,110,440.16

Show Financial Details

Payment Request Payme
Total Deposits $ 54,110,440.16 Total De
Paid (1485) $22,718,240.01 Paid (14

Current Balance $ 31,392,200.15 Curre
Approved (1) $9,161.82 Approveg
Approved Balance $31,383,038.33 Appro

. Ly :
Pending (3) $32,997.69  Pending
Pending Balance $ 31,350,040.64 Pendir|

Declined (0) Decliﬂegl

NOTE: To see the Payment Request and Payment sections on the New Version Display, click on the
Show Financial Details button underneath the tables.

Payment Request |old Version Display |
Total Deposits $54,816,479.16
Paid (1488) $ 22,798,848.21
Current Balance $32,017,630.95
Approved (1) $9,161.82
Approved Balance $32,008,469.13
; ~ $ 204,206.02
Pending (7) 2l
Pending Balance $ 31,804,263.11
Declined (0)

Never been submitted, or un-submitted payment requests will not appear here. If a grantee
submits a payment request and you return it to the grantee for editing it does NOT appear on
the list. Only submitted payment request appear here. If a payment request is
incomplete/inaccurate, it is returned to the Grantee and is NOT Declined. Declined is reserved
for payment requests that cannot be fixed by the Grantee (e.g. A duplicate request sent at the
end of the award period, sending it back to the grantee won’t fix the issue because they
shouldn’t submit a zero request and can’t re-task it for the next payment period).
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Total Deposits: Total amount of funds allocated to the Program regardless of funding sources.
This does not reflect what is awarded.

Payment Requests Paid: Takes you to the Financial tab and filters on Paid Payment Requests.

lorado Division of Criminal Justice
ffice of Adult and Juvenile Justice Assistance $ 1,641,139.00 Available

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

My Account | | Dashboard | Applications Scoring . Funding Allocations Reporting Data | Program Setup [search)

9/28/2016 Deadline

Paid Payment Request
\4

Paid Payment Request Payment Request Number $ Requested Date Submitted Change Status $ Amount
(2:;':‘;—25{?:;%ngfg!g??jwe“rme Diversion Program for Larimer County - Year 3 - COERT RS paid v s 3885.17
B AT a0 an & emie Diversion Program for Larimer Counly - Year 3 Bayment Request.2 (August) CeEum  HRRhD Pald__v| $ 5553.48
g;{‘ﬁéﬁ‘ﬂfg"ﬁ?;‘Zé‘ff’jﬂef\ﬁg'&;;,sm B S Payment Request 1 (July) $1,557.21 9/9/2016 paid v s 1557.21
oy ice (Y o I Payment Request 2 (August) $414603 9912016 paid v § 4146.03
S Y b1 58 3 | Mesa County Juvenle Diversion Program - Year 3 Payment Request 1 (July) S HERND Pald _ v] $ 9284.42
PO DT 532"/ Mesa Counly Juveni Divession Program - Year 3 —_— SO Sl Paid _v| § 9284.42

$33,713.73 $33,713.73

Click on the Project Name to open the Project
Click on the Payment Request Number to open the Payment Request
To return to all Financial Information or the Dashboard click on the corresponding tab.

Payment Requests Approved: Takes you to the Financial tab and filters on Approved Payment
Requests

201

Color% Division of Criminal Justice
Office

My Account | | Dashboard | Applications | Scoring FumimgAHo\:zlmrﬁ Repotting Data | Program Setup (Search

Tof Victims Programs $ 33,825,889.00 Available

6 OVP Transition (CVS (CY16-17) & VOCA one-time) 11112016 Deadine

Approved Payment Request
A4

Approved Payment Request Payment Request Number $ Requested Date Submitted Change Status $ Amount

Advocates Against Domestic Assault &

T S T e, 2016 Payment Request Jan-Mar $24,222.42 9112016 Approved ¥ 5 24222.42
$24,222.42 $24,222.42
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Payment Requests Pending: Takes you to the Financial tab and filters on Pending Payment
Requests.

My Account | |  Dashboard | Applcations | Scoring | Funding Allocations

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

Pending Payment Request

Pending Payment Request

Center for Family Outreach Inc.

2017-DV-17-010289-08 / Juvenile Diversion Program for Larimer County - Year 3
Centter for Family Outreach Inc.
W
City of Fort Collins Services
2017-DV-17-010290-08 / Rasmrauve Justice semues Year 3

Cortez Addictions Recovery Services

2017-DV-17-010299-22 / Juvenile Diversion Program - Year 3

Delta County Alternative Sentencing Department

2017-DV-17-010288-07 / Delta County Juvenile Diversion Program - Year 3
District Attorney's Office, 11th Judicial District

2017-DV-17-010293-11 / Juvenile Diversion Services_11th Judicial District - Year 3
District Attorney" fice, 17th Judicial District

2017-DV-17-0102 7/ 17th Judicial District Diversion Program - Year 3
District Attorney's Office, 19th Judicial District

2017-DV-17-010297-19 / Weld County Juvenile Diversion Program - Year 3
District Attorney's Office, 5th Judicial District

2017-DV-17-010284-05 / Juvenile Diversion Program - Year 3

Grand Cour le Services Dej

2017-DV-17-013931-14 / Grand County Juvenile Diversion Program

Gunnison County Juvenile Services

2017-DV-17-010286-07 / Gunnison County Juvenile Diversion - Year 3

Hilltop Community Resources, Inc

2017-DV-17-010287-07 / Hmmu Community Resources. Inc. - Year 3

La Plata Youth Sel es Inc.
2017-DV-17-0102i / EU’\ Judicial District Juvenile Diversion Program - Year 3
Mesa County Partners

2017-DV-17-010298-21 / Mesa County Juvenile Diversion Program - Year 3
‘Youthzone

2017-DV-17-010291-09 / YouthZone Diversion Grant Application 2015/2016 - Year 3

Reporting  Data Program Setup

Payment Request Number
Payment Request - Sep 2016
Payment Request - Oct 2016
Quarter 1

2016 Payment Request September
2016 Payment Request Jul-Sept.

1

ZGID 16286

ZGID 16300

ZGID 16568
2016 Payment request July -Sept
ZGID 16268

1

1

Payment Request Sept 2016

July 2016 - September 2016

$4,801.19
$447464
$15,239.40
$4.870.95
$10,537.00
$14,935.90
$16,252.58
$23424.72
$12,746.25
$7,952.00
$8,569.32
$7,960.86
$17,318.03
$9.284.42

$24,802.00
$183,169.30

$ Requested Date Submitted

10/12/2016

10/27/2016

10/17/2016

10/13/2016

10/18/2016

10/20/2016

10/14/2016

10/16/2016

10/27/2016

10/18/2016

10/14/2016

10/14/2016

10/14/2016

10/13/2016

10/13/2016

pending
pending
pending
pending
pending
pending
pending
pending
pending
pending
pending
pending
pending
pending

pending

Change Status

$1,641,139.00 Available
9/28/2016 Deadline

[Search

¥

$ Amount

$0.00

Click on the Project Name to open the Project
Click on the Payment Request Number to open the Payment Request
To return to all Financial Information or the Dashboard click on the corresponding tab.

Payment Requests Declined: Takes you to the Financial tab and filters on Declined Payment
Requests.

d%madn Division of Criminal Justice
Oftice of Adult and Juvenile JustmsAss\stan.cs ) ) . .
2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

My Account | |  Dashboard | | Applications | | Scoring | | Funding Allocations

Declined Payment Request

Declined Payment Request
Center for Family Outreach

Inc.
2017-DV-17-010263-08 / Juveniie Diversion Program for Larimer County - Year 3

Reporting | | Data | Program Setup

Payment Request Number

Payment Request - Sep 2016

5480119
$4,801.19

$ Requested Date Submitted
10/12/2016

Declined v

Change Status

$1,641,139.00 Available
9/28/2016 Deadline

| Search|

¥

$ Amount

$0.00
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2. Payments -Reflects the status of the PAYMENT- Final outcome is the payment has been
processed in CORE

Payments

Total Deposits §1.621,139.00

Paid (31) § 322,935.24
Current Balance $ 1,298,203.76

Approved () $0.00
Approved Balance § 1,298,203.76

Pending () $0.00
Pending Balance $ 1,298,203.76

Declined ()

Payments Paid: Takes you to the Financial tab and filters on Paid Payments.

Cstradn Division of Criminal Justice
Office of Adult and Juvenile Jusl\ceAss\s\an_ce X . . . $ 1,641,139.00 Available
2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition 9/28/2016 Deadine
My Account | Dashboard  Applications  Scoring  Funding Allocations  ~ Financial  Reporing ~ Data  Program Setup | Search|
Paid Payment
v
Paid Payment Number  Payee Status Method Amount
8/15/2016 Center for Family Outreach Inc inv - app Paid v $3.888.17
8/19/2016 Mesa County Partners inv - app Paid v $9.284.42
8/24/2016 Cortez Addictions Recovery Services inv - app Paid v $1,557.21
9/9/2016 Center for Family Outreach Inc inv - app Paid v $5553.48
9/12/2016 Cortez Addictions Recovery Services inv - app Paid v $4.146.03
1017/2016 Mesa County Partners inv - app Paid v $£9,284.42
$33,713.73
- Click on the app to open the Project
- Click on the inv to open the Payment Request
- Toreturn to all Financial Information or the Dashboard click on the corresponding tab.
Payments Approved: Takes you to the Financial tab and filters on Approved Payments.
C%rado Division of Criminal Justice
Offite of Adult and Juvenie Justice Assistance . . . . $1,641,139.00 Available
2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition 812812016 Deadine
My Account | | Dashboard Applications Scoring Funding Alloc ations Financial Reporting Data Program Setup | Search|
Approved Payment
v
Approved Payment  Number  Payee Status. Amount
8/15/2016 Center for Family Outreach Inc. inv - app Approved v $3,888.17
$3,888.17

- Click on the app to open the Project
- Click on the inv to open the Payment Request
- Toreturn to all Financial Information or the Dashboard click on the corresponding tab.

Payments Pending: Takes you to the Financial tab and filters on Pending Payments.
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Cn&adn Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

My Account |  Dashboard  Applications  Scoring  Funding Allocations  ~ Financial  Reporiing | Data  Program Setup

Pending Payment

Pending Payment  Number  Payee

8/15/2016 Center for Family Outreach Inc.

inv - app

Status

Pending ¥

$ 1,641,139.00 Available
9/28/2016 Deadline

| Search|
Amount
5388317
$3,888.17

Click on the app to open the Project
Click on the inv to open the Payment Request

To return to all Financial Information or the Dashboard click on the corresponding tab.

Payments Declined: Takes you to the Financial tab and filters on Declined Payments.

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

My Account | | Dashboard  Applications | Scoring  Funding Allocations  ~ Financial  Reporting ~ Data  Program Setup

Declined Payment

Declined Payment  Number Payee

8/19/2016 Mesa County Partners

Inv -app

Status

Declined v

$1,641,139.00 Available
9/28/2016 Deadline

| Search|
Amount
$9,284.42
$9,284.42
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B. Financial Tab

1. Allocation by Funding Source
This is how an individual Project is awarded funds and those funds are allocated to the appropriate

funding sources (aka pot of money). Details are covered under a separate Job Aid.

2. Payment Request

This section provides summary of the financial information for all grants in this program as well as

quick links that will take you to the Pending, Approved, and Paid Payment Requests.

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

Allocations by Funding Source
Funding Source

DV-16-17
State of Colorado

MJ-16-17
State of Colorado

Financial

Allocated to this Program

$1.241.139.00

$ 400,000.00

$ 1,641,139.00
| Edit Program Amounts |

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition

My Account | | Dashboard | Applications  Scoring Fund\r\gAHocauansRepomrg Data | Program Setup

Awarded

$1.241.139.00

$ 400,000.00

$ 1,641,139.00
| Edit Award Amounts |

Qyment Request
Funding Source
DV-16-17

State of Colorado

State of Colorado

Show Ledger |

New/Pending
$0.00
$0.00
$0.00

| View Pending (15)]

Awarded

$1.241,139.00

$ 400,000 00

$1.641135.00

() Approved
$3,888.17
$0.00
$3,888.17

View Approved (1)

(-) Paid
$29.825.96
$0.00
$ 29,825 56

| View Paid (5)|

$1,641,139.00 Available
9/28/2016 Deadiine

[Search|

Y

Remaining
$0.00
$0.00

$0.00

(=) Available
$1,207,425.27
$400,000.00

$1,607,42527

View Pending: Takes you to the Financial tab and filters on Pending Payment Requests. Note:
Pending amounts are blank because until you allocate the request to a pot of money, it doesn’t

know where to put it.

View Approved: Takes you to the Financial tab and filters on Approved Payment Requests.

View Paid: Takes you to the Financial tab and filters on Paid Payment Requests.

Show Ledger: DCl is not using the Ledger since ZG tailored the payment information to relate to
our Funding Sources, this feature is not used for DCJ.
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C. Individual Application/Project- Financial Tab
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The Application Financial Tab contains three sections: 1) Payment Requests, 2) Payment, 3) Funding
Sources Payment Request

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance $1,641,139.00 Available

2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition 812812016 Deadine

My Account | | Dashboard Applications | Scoring | Funding Allocations | Financial | | Reporting ~ Data | Program Setup Search Search

m}nr Family Outreach Inc. )

2017-DV-17-010289-08 / Juvenile Diversion Program for Larimer County - Year PrintPrevien

% 63,251.00 s 6325100 Requestea

Application ppl Summa Pre- Details | Questions / Statement of Work | Budget Summary | Tables | Documents | Exira

Post-Decision Grant Agreement i Financial)) Report (Post Award Submissions)s | Tasks

Financial

Payment Request
Payment Request Number Date Submitted Status Requested Amount Funding Amount Payment Total

1. Payment Request - Corresponds to the status of the REQUEST (Form 3)

Center for Family Outreach Inc.

2017-DV-17-010289-08 / Juvenile Diversion Program for Larimer County - Year 3 Print/Preview
$ 63,251.00 s63.251.00 Requested

Application Application Summary  Pre-Application/Organizational Details  Questions / Statement of Work  Budget Summary  Tables  Documents  Extra

Post-Decision Grant Agresment Financial Report (Post Award Submissions s Tasks

Financial

Payment Request

Payment Request Number Date Submitted Status Requested Amount Funding Amount Payment Total
Payment Request (3) - Monthly - Jul 2016 8/30/2016 Paid $3,888.17 $3,888.17 $3,888.17
Payment Request 2 (August) 9/9/2016 Paid $5,553.48 $5,553.48 $5,553.48
Payment Request - Sep 2016 10/12/2016 Pending $4,801.19
Not Submitted Not Submitted $4,801.19
Payment Request - Oct 2016 10/27/2016 Pending $447464

Total $18,717.48 $9,441.65 $9,441.65

Click on the Payment Request Number to open the Payment Request. The Payment Request
Number is whatever the Grantee named it when completing the payment request. The grantee
is supposed to be using the naming conventions listed on the Reporting Schedule. You may
update this field when reviewing the payment request, if the grantee did not follow the naming
conventions provided.
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2. Payment - Corresponds to the status of the Payment in CORE

Payment
" Payment -
Date Number Description Request Status Payment Deposit Balance
Official Award Amount $63,251.00 $63.251.00
8152016 Payment Paid v $3.888.17 $59.362.83
Request (3) -
Monthly - Jul
2016
9/9/2016 Payment paid v $5,563.48 $ 53,809.35
Request 2
(August)
Total $9,441.65 $ 63,251.00 $ 53,809.35
Add Transaction
Date Number Description Status Type Invoice # Funding Sources ‘m
11/1/2016 Paid v Payment ¥  Select v DV-18-17 5 —
State of Colorado
MJ-16-17 s
State of Colorado
SASP-13 (2013-KF-
AX-0030)
Department of 5
Justice, Office on
Violence Against
Women
SASP-14 (2014-KF-
AX-0024)
Department of 5
Justice, Office on
Violence Against
Women
SAGD AE ian4E wE

Add Transaction: DO NOT USE THIS FEATURE. This is left over from previous ZG configuration
that did not allow us to track/pay by funding source/pot of money. You should NEVER need to
enter any information here. All information will be populated here by different avenues. It is
possible that we may be able to use this for Administrative funds. Need to have additional
meetings on this.

3. Funding Sources Payment Request - Corresponds to the status of the REQUEST (Form
3)
This section will provided a breakout of which lines (if there are more than one) that money has
been expended to by the Financial Manager when processing the request.

Funding Sources Payment Request

Funding Source Awarded (-) Approved (-) Paid (=) Available New/Pending

VOCA-14 (2014-VA-GX-0002)

15,304.39 0.00 15,304.39 0.00 0.00
Department of Justice, Office of justice Programs, Office for Victims of Crime $ $ $ $ $
LSBT E ) §.440,160.61 $0.00 $265,223.45 $174,937.16 $0.00
Department of Justice, Office of Justice Programs, Office for Victims of Crime o . e o :
$ 455,465.00 $0.00 $280,527.84 $174,937.16 $0.00

Edit Award View Paid (1)
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II. Processing Payments

There is not a workflow associated with a payment request. All approvals and payments for each
individual payment request are notated in the payment request.

Payment Request - Reflects the status of the REQUEST (Form 3) — Final outcome is an approved
form
Payments - Payments (Reflects the status of the PAYMENT- Final outcome is the payment

A. Step 1. Review Payments Requests - Grant Financial Manager

1. Go to Pending Payment Requests. You may access via the Dashboard, Financial Tab, or individual
project (see Navigation instructions above), but follow the steps below which utilize the Dashboard
until you learn the process. Once you are familiar with the ZG payment processing you may use any
method to get to New/Pending invoices.

Pending Invoices- Are new Payment Requests that have not yet been approved or paid.

Payment Request Payment
Total Deposits $ 54,816,479.16 Total Deposits £ 54,816,479.16
Paid (1488) $ 22,798,848.21 Paid (1491) $ 22,764,040.31
Current Balance $32,017.630.95 Current Balance $ 32,052,438.85
Approved (1) $9,161.82 Approved (2) $ 25,440.36
Approved Balance $ 32,008,469.13 Approved Balance $ 32.026,998.49

: Ex g

Pending (7) $204206.02  Pending (1) $0.00
Pending Balance $ 31.804,263.11 Pending Balance £ 32.026,998.49

Declined {0) Declined {2)

Page 12 of 37 rev. 01/15/2018



2. Click on the Payment Request Number to open the Payment Request (DCJ Form 3)

Colorado Division of Criminal Justice
}omce of Adult and Juvenile Justice Assistance $ 1,641,139.00 Available
2016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition 912612018 Deadine
My Account | Dashboard Applications  Scoring | Funding Allocations Reporting | Data  Program Setup Search
Pending Payment Request
v
Pending Payment Request $ Requested Date Submitted  Change Status $ Amount
BT 1T 008 atemie Civersion Program for Larimer County - Year 3 DT dEnE Pending v | | 480119
2017 D7 D10350-08 /o version Programfor L arimer County - Year & e S 0201 Pending v | |5 aren
Ciylof{Eoctical jopment and Nelghborhood Services §15.239.40  1017/2016 pending v |$
D_VEL Isi["gl!:w [ $4,870.95  10/13/2016 Pending v | |$
D::tj élnl:l;tvqf DSEH‘tEHEInB E’fpﬂﬂm!m $10.537.00  10/18/2016 pending v | |§
?A?TE'VTW‘E‘TB'}‘ $14,935.90  10/20/2016 pending v | |$
E);swt;thAWtsnme $16,252.58  10/14/2016 Pending v | |$
Diﬁtrigt Aﬁnmg\y':ﬂoﬁ §23424.72  10/16/2016 pending v | |§
DA?E"E' Aﬁorqev s Off $12,746.25  10/27/2016 Pending v |$ 12746.25
Gﬁngcnwu;‘qu !WH:I al ity Juvenile Diversion Program DY 1ore/2018 Pending ¥ s
P Gﬁ\'\s on County Juvenile Diversion - el i Pending v | |§%
2017 D 701028 07 £ Hillop Gommunty Resouees 1ne ~vear 3 1 S (R Pending_v | Jfs
L;Pla[t)a Y‘\?mqﬂseﬁmies IT J ial District Juvenile Diversion Program - Year 3 1 DAL Tonaizote Pending ¥ §
O 17 D3R 1 1 Mesa County Juvenile Diversion Program - Year 3 B DRARE RN Pending_v | Jf*
$158,367.30 w

e Project Name — Opens the Project. Each payment may be processed within the application.

¢ Payment Request Number — Opens a specific payment Request. When you open a payment
request it launches in a new window.

e Requested— Requested amount of the payment request.

o Date Submitted- The date the grantee submitted the Payment Request.

e Change Status— You may, but should not, change the status and populate the amount from this

screen. There is more detail that must be entered ON each payment request/approval. If you

bypass that information it won’t be on the Payment Request that goes upstairs and it won’t get

approved by EDO accounting. Status & amounts can be changed at ANY Time by ANY DCJ staff,

even after it has been paid. Just because the ZG system allows you to do this, does not mean
you should!

o Amount- The amount correlates with the amount approved or paid. You may, but should not,
change the status and populate the amount from this screen.

Only those projects that have the DCJ Form 3 content (figures) approved, but are waiting
supporting documents or other issues (e.g. SAM expiration, Narrative Report, Financial
Report, DCJ Form 16, etc.) will have an amount in the column. This will help you
distinguish between project that you have not yet reviewed and those that are waiting on
missing information. See Payment Request status below.
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3. Review Header 1 Information

If any information in the header is incorrect, then it must be updated in the Internal Research
questions located on the Application Summary page for that project. Consult/Collaborate with the
Grant Program Manager before making any changes to the Internal Research questions.

W How do | do this? Email This Payment Request Save as PDF Print  Close Window AAY

Center for Family Outreach Inc. Colorado Division of Criminal Justice
- X - - H 1 H 2018-2017 State Juvenile Diversion Program & Marijuana Tax
2017-DV-17-010289-08 / Juvenile Diversion AT St Juven
Program for Larimer County - Year 3
DCJ Grant Number 2017-DV-1 ?-010289-08\
Match Required Yes
Financial Grant Manager Gary Fugo
Funding Entity Type State of Colorado
Payment Frequency onthly J
4. Review Header 2 Information
c{%ﬁerfor Family Outreach Inc. Tel: 970-495-0084 Project Contact
1100 Poudre River Drive, Suite B Fax: 970-495-0114 Laurie Klith
Fort Collins, CO 80524 accountingi@tcffo.org
EIN: 8415155837 Tel: 970-495-0084
Total Requested Date Submitted Payment Request Contact
$ 4 801 19 10/12/2016 Michael Cole
s - Return to Applicant michaelc@tcffo.org
Funding Amount 970-495-0084
$ O OO Payment Request Number

Payment Request - Sep 2016

Address: Compare to CORE VCUST address. If there are any discrepancies you must resolve:

e Minor Changes: Suite number missing, typo in last 4 of zip, etc.

e Contact the Project Director (account owner) and request that they update their
organization information. Once organization information is updated, it will update
everywhere, even past approved/paid payments.

e Do NOT Return to Applicant.

e Major Changes: Require additional follow-up with the grantee. Depending on what the issue is
will determine what fields need to be updated. Only the Account Owner can update the
Organization Information.

e Once organization information is updated, it will update everywhere, even past
approved/paid payments.

e Do NOT Return to Applicant.

Total Requested: |s the amount the Grantee is requesting. The grantee manually entered this
information. It should match questions 3 & 7 in the Payment Request Details. If this is blank, Return
to Applicant, and note in the Instructions/Comments why you are returning it. You will also want to
send a communication to the Grantee informing the agency that it was returned and why.

Return to Applicant: Returns the submission to the grantee for updates.

Page 14 of 37 rev. 01/15/2018



e If the applicant needs to make changes to the Payment Request (DCJ Form 3) fields, return
the payment request to the applicant. Include instructions to the Grantee in the
Instructions/Comments box.

e Do not decline the payment request. Decline payment request is reserved for payments
request that will never be paid (i.e. submitted a duplicate, submitted a request and funds
are already fully expended, etc.).

e You should only return the form to the applicant after you have reviewed the entire form
and notated all issues.

e If youreturn a payment request to the applicant, the applicant is NOT notified. You must
follow-up with an email to the Payment Request Contact and copy the Project Director. The
email will be sent from your own email and not tracked within ZG. You will need to note in
the Instructions/Comments box indicating that you sent and an email to who, when, and
about what.

If you return a payment create a task for yourself to follow-up on the payment.
e Go to Tasks for the individual project and create a task for the GFM to follow-up on the
Payment Request.
e Provide any additional notation of why it was returned to the Grantee.
e Assign a due date of 5 business days.
e Click Add to Tasks to add the task to the GFM dashboard.

A Kid's Place, Inc.

2016-VU-16-013765-19 / CASA Program and Child Advocacy Center ?
$ 139,521.00 s 139,521.00 Requested
Application Application Summary Pre-Application/Organizational Details  Questions / Statement of Work  Budget Summary = Tables  Documents  Extra

139,521.00

Post-Decision | Grant Agreement  Financial  Reports |

Tasks

Title

[2016-VU-16-013765-19] - Follow-up on Returned Payment Request (Q1)

Due 06/25/2017 Assigned to  Laura Montoya v
Description

6/20/17- LM- Returned payment to Grantee because it was incomplete, |

i

Payment Request Number: The GFM may change/overwrite this field at any time, even after the
payment has been approved and paid. You will want the naming conventions to be standardized per
Program (aka funding opportunity). This will allow you to easily identify the payment requests. The
Grantee is supposed to use the naming convention listed in the Report Schedule.
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Payment Request Contact: Check to ensure that the appropriate Financial Officer is listed on
the form. If not, Return to Applicant for appropriate completion. The Payment Request Contact

may not necessarily be the person completing the form, but is the person responsible for the
information.

Skip over Payment Request Status section. This step is done after #5 below.

If the DC] Form 3 fields are accurate and you are only waiting on other (non-DC] Form 3)
items/issues to be resolved,

= Do NOT Return to Applicant.
= Create a follow-up task.
e NOTE: If you have previously created a task for a project you may re-task/re-purpose
the task by editing it.

If you returned the payment request you may want to edit the task to remind you
to check in some number of days in the future. Edit the task and change the date.
You may want to add comments here about why you selected Return to Applicant
to remind yourself. These comments will be internal notes that anyone with
access to the funding opportunity can view, but are NOT part of the final archived

record/grant file (i.e. the results section does not replace the steps above to
indicate an approval).

=  (Click the pencil to edit a task . The edit box will open up, make the changes,
and when you are done click Done.

A Kid's Place, Inc.

2016-VU-16-013765-19 / CASA Program and Child Advocacy Center
$139,521.00 s 139,521.00 Requested

Application Applicati y P ication/Organizational Details  Questions / 5 of Work

Budget Summary  Tables Documents Extra
Post-Decision Grant Agreement Financial Reports Tasks

139,521.00

Tasks

Title

[2016-VU-16-013765-19] - Holding payment request Q1 {Jan_Mar)

Due 06/25/2017 Assigned to | Laura Montoya v
Description

6/2017-LM|

Holding payment for reasons x,y,z.
Sent email to the grantee on ...

4
' Add to Tasks '
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5. Review Payment Request Details

Payment Request Details

Instructions show/hide

Complete the electronic Payment Reguest (DC. Form 3) below and submit.

Requested Amount $ 1U,1 9551

TIME PERIOD

2016 Calendar Year (2016 or 2017)
Q Payment Freguency (Q =Quarterly or M = Monthily}
July-16 Start Menth for this Request (Jul-O7, Aug=08, ... Jun=0&)

Sept-16 End Menth for this Request (Jul-07, Aug=08,... Jun=0D8)
SECTION | - CASH NEEDS FOR THIS REQUEST: 1. Projected or Actual Expenditures for time Period listed above (Federal/State funds and Match)
13648.65

2. Less Match Spent During this Time Period
345314

3. TOTAL FEDERAL/STATE AWARDED FUNDS NEEDED DURING THIS TIME PERIOD (Line 1 minus Line 2)
10195.51

SECTION Il - CASH SUMMARY AND PAYMENT REQUEST: 4. Total Amount of Federal/State Dollar Award
41355

5, Total Amount of Federal/5tate Dollars Received to Date
1]

6. Total Amount of Federal/State Dollars Requested, Not Received
]

7. TOTAL AMOUNT OF THIS REQUEST (#3 above)
10195.51

8. Totals of Lines 5,6, & 7
10195.51

9. Federal/State Award Balance (Line 4 minus Line 8)
31355 49

Documents Requested * Required? Uploaded Documents *

s not responsible for the

Payment Request Certification

By submitting this payment request, | certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, disbursements and cash
receipts are for the purposes and objectives set forth in the terms and conditions of the grant award. | am aware that any false, fictitious, or fraudulent information, or the omission of
any material fact, may subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise. (U.5. Code Title 18, Section 1001 and Title 31,
Sections 3728-3720 and 3801-3812).

Signed by:

Luke “Yoder

112017 11:26:28 AM
luke@restorativeprograms.org
69.146.68.65

Request Amount: Must match lines 3 AND 7. If it does not, Return to Applicant for editing after you
review the rest of the Payment Request Details.
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Time Period: These fields are for tracking and reporting.

Calendar Year: Check for correctness. If it is not correct, Return to Applicant for editing.
Payment Frequency: Check for correctness. If it is not correct, Return to Applicant for editing.
Start Month for this Request: Check for correctness. If it is not correct, Return to Applicant for
editing.

e They may enter numbers or text. If the formatting is not correct, it is not an issue at this
time. If the period is correct (regardless of format) it does not need to be returned to the
applicant.

End Month for this Request: Check for correctness. If it is not correct, Return to Applicant for

editing.

e They may enter numbers or text. If the formatting is not correct, it is not an issue at this
time. If the period is correct (regardless of format) it does not need to be returned to the
applicant.

Lines 1-9 Payment Request (DCJ] Form 3)

Quarterly payment requests must be reconciled against the Financial Report (DCJ Form 1-A) prior to
approving payment.

Monthly Payment request are reconciled against the Financial Report (DCJ Form 1-A) with the last
month of the quarterly report period.

Projected or Actual Expenditures: Reconcile against the 1-A

Less Match Spent During this Time Period: Reconcile against the 1-A

TOTAL FEDERAL/STATE AWARDED FUNDS NEEDED DURING THIS TIME PERIOD: Check

the math. If the grantee did not calculate correctly, Return to Applicant.

Total Amount of Federal /State Dollar Award: Compare to Awarded amount on file for this

project (Budget Summary in ZG). If it is not correct, Return to Applicant for editing.

Total Amount of Federal/State Dollars Received to Date: Compare to Paid amount list for this

grant (visible in Payment Request Status above). If it is not correct, Return to Applicant for

editing.

e Pay attention to the timing- Grantee may have submitted the payment request prior to a
previous payment being marked as Paid. If that is the case, do not Return to Applicant.

Total Amount of Federal /State Dollars Requested, Not Received: Compare to Pending and/or

Approved amount list for this grant (visible in Payment Request Status above). If it is not correct,

Return to Applicant for editing.

e Pay attention to the timing- Grantee may have submitted the payment request prior to a
previous payment being marked as Paid. If that is the case, do not Return to Applicant.

TOTAL AMOUNT OF THIS REQUEST (#3 above): This should match line 3 above. If it is not

correct, Return to Applicant for editing.

Totals of Lines 5, 6, & 7: Check the math. If the grantee did not calculate correctly, Return to

Applicant.
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e Federal/State Award Balance (Line 4 minus Line 8) Check the math. If the grantee did not
calculate correctly, Return to Applicant.

Payment Request Certification

This must be signed by the Project Director. If the Project Director did not certify the statement,

return to the applicant. The submission information is visible. If the PD’s name is in Signed by:, but
the information below it is different, it means it was NOT submitted by the PD. It must be Returned
to Applicant, to get the PD to submit.

6. Payment Request Status
Payment Request Status refers to the status of the Payment Request, and not the actual Payment
that is posted/paid in CORE. Note: Click on the “Hide Payment Request Status” link to expand or
minimize this section.

(anment Request Status )
Approved by Instructions/Comments
Pending v
Approve As |s Approval Date
|
(mm/ad
Awarded -)Pending -)Approved -)Paid -)Funding Amount

DV-16-17 $41,555.00 $0.00 $0.00 $0.00 5 0.00
State of Colorado
Approved Amount $41555.00 $0.00 $0.00 $0.00 $0.00

e Payment Request Status: The status should be Pending at this step.
e Approved by: This should be blank at this step.
e Approval Date: This should be blank at this step.
e Instructions/Comments:
e This box is visible to the grantee.
e Each comment should be dated and initialed.
e Update the information in this box to reflect the outcome of your review.
= [f the payment request is returned to the applicant for any reason, indicate that in
the box.
=  Enter the complete review information that is included on the paper DCJ Form 3.
All the information needed for the GPM to approve the payment must be included.
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Instructions/Comments

11/01/16- GF- Review Payment Request - approved

- Audit received

- SAM expiration 8/24/17

- Grant Agreements tab completed

- Marrative submitted 10/17/16

- Form 16- MA at this time

- Payment reconciles to the 1-A- Reported expenditures justify this

payment request amount

- Expenses reported through 9/30 are $24,802.00

- Insurance information current -
- Ready for GPM P

e Funding Amount: Once the DCJ Form 3 is accurate (does not need to be returned for edits),
enter the Funding Amount in the appropriate row. If there is only one source of funding there
will only be one row. Multiple lines will appears if multiple pots of money are allocated to this

project.
Awarded (-)Pending (-JApproved (-)Paid [-)JFunding Amount (=JRemaining
State VALE-15-16 $49,642.47 £0.00 $0.00 $41,873.86 % 7,768.61 $0.00
State of Colorado
State VALE-16-17 $49,046.23 $0.00 $0.00 $49,046.23 0.00 $0.00
State of Colorado
Approved Amount $98688.70 $0.00 $0.00 $90920.09 $ 7,768.61 $0.00

Do not proceed to step 7 until you have an accurate Payment Request submitted.
(If you are only waiting on supplemental documentation (e.g. updated SAM expiration), and the
Payment Request is accurate, you may proceed.)

7. Payment

Payment Status refers to the status of the actual CORE Payment, and not the Payment Request that
is posted/paid in CORE. Update to the Payment section updates the Payment information, not the
Request information.

To expand the payment section click Add Payment.

Payment

}Payment

(for this Payment Request only)
Payment Instructions

-none-
dd Payment Total $0.00
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Payment
(for this Payment Request only)
Payment Instructions

-none-
Add Payment Total $0.00

Add Payment

Payment Status

Date (mmvddiyyyy) 11/1/2016
Amount 3

Method

Payment Number

Description

Instructions

Funding Sources _D\-16-17 : State of Colorado Amount 5

Add Paymen t]

e Payment Status:
e If the GFM approves the payment request and it is ready to go to the GPM for approval,
change the Payment Status from Pending to Approved.
e If the payment request is accurate, but you are waiting on resolution on some other item
(e.g. DCJ form 16, Audit, etc.) the status should remain in Pending status.
e Date: The date will auto-populate to today’s date. You will update this date later after the
payment has been processed on CORE.
e Amount: This field is populated once you enter an amount in Funding Sources field below.
e Method: This is an open box that does not have an assigned purpose. You may use it to
document any additional information you want to track.
e Payment Number: This will be the Vendor Invoice Number from CORE, and will be updated at
a later step.
e Description: This will be the CTGG1 from CORE, and will be updated at a later step.
e Instructions: This will be the VCUST# from CORE, and will be updated at a later step.
e Funding Sources: Enter the approved amount for this payment by funding source.
e Add Payment: Once information is entered, click Add payment to save the changes.

8. Notify the GPM that a payment is ready for Approval (Tasks)
Go to Tasks for the project and create a task for the GPM to review the Payment Request.

e Provide any additional notation that the GPM might need/want in the description.

e Assign a due date of 2 business days.

e Click Add to Tasks to add the task to the GPM dashboard. NOTE: this example does not include
the project number in the task title. You should always include the project number in the task
title.
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e NOTE: If you have previously created a task for a project you may re-task/re-purpose the task

by editing it.

= If you returned the payment request you may want to edit the task to remind you to
check in some number of days in the future. Edit the task and change the date.

=  You may want to add comments here about why you selected Return to Applicant to
remind yourself. These comments will be internal notes that anyone with access to the
funding opportunity can view, but are NOT part of the final archived record/grant file
(i.e. the results section does not replace the steps above to indicate an approval).

=  Click the pencil to edit a task . The edit box will open up, make the changes, and when
you are done click Done.

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2016-2017 State Juvenile Diversion Program & Marijuana Tax $1,641,139.00 Availible
Qash Funds Transition

Iy Account I Dashboard Applications Scoring Funding Allocations Financial Reporting Data

Program Setup | Seart‘.h|

District Attorney's Office, 5th Judicial District

2017-DV-17-010284-05 / Juvenile Diversion Program - Year 3 |PrinuPreview |
$ 48,735.00 s 45,735.00 Requestea
Application Application Summary Pre-Application/Organizational Details Questions { Statement of Work Budget Summary Tables Documents Extra

Post-Decision | Grant Agreement Financial Repert (Pest Award Submissicns)s

v Approved 7 48,735.00

Tasks

Title
Payment Request Jul-Sep Ready for GPM Approval

Due[11/04/2016 | Assignedto | Michele Lovejoy v

Description
Payment Request Jul-Sep Ready for GPM Approval

) “

Completed Due Title Assigned to

Once submitted, it will appear in the list below:
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Tasks

Title
|Enter a title

% Due [mm/dd/yyyy Assignedto | Not assigned v
Description

Enter more information here (optional)

(A o Tesks)

Completed Due Title Assigned to

@) 11/4/2016 Payment Request Jul-Sep Ready for GPM Approval Michele o &
*

Lovejoy
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B. Step 2. Approve Payments- Grant Program Manager

1. Review Tasks on the Dashboard

After the GFM has reviewed the payment, the GPM should approve the payment. Once the GFM
finalizes the review step, a task will be posted for the GPM to approve the payment. Tasks appear on
the Dashboard for each Program. NOTE: this example does not include the project number in the
task title. The GFM should always include the project number in the task title.

Group Messages Sent
Date

8/5/2016 8:55:43 AM

# Sent
22

Sent By

My Tasks

Due Date Task

11/4/2016 Payment Request Jul-Sep Ready for GPM Approval

Click on the date or the task name and a pop-up window will appear with the message description.

2. Go to the Application- Financial Tab

Click on Go To Application and go to the Financial Tab for the Project.

Task Details

one.

Due Date: 11/4/2016 Go To Application

Task: Payment Request Jul-Sep Ready for GPM Approval
Comments: Payment Request Jul-Sep Ready for GPM Approval. This is only a test Michele. Gary is still processing this
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3. Open the Payment Request

District Attorney's Office, 5th Judicial District

2017-DV-17-010284-05 / Juvenile Diversion Program - Year 3 [T
$ 48,735.00 s 48,735.00 Requested
Application Application Summail Pre-pllcatlunlorganizaticnal Details Questions / Statement of Work Budget Summary Tables Documents Extra

Post-Decision Grant Agreement Report (Post Award Submissions)s Tasks

Financial

Payment Request

Payment Request Number Date Submitted Status Requested Amount Funding Amount Payment Total
( Jul-Sept 2016 10/27/2016 Pending > $12,746.25 $12,746.25

Not Submitted Not Submitted $12,746.25

Total $12,746.25 $12,746.25 $0.00

An alternate way to access/track the payment requests that have been approved by the GFM and
are ready for GPM review is to view the Approved Payments. You may access via the Dashboard,
Financial Tab, or individual project (see Navigation instructions above), but follow the steps using
the Task as described to learn the process. Once you are familiar with the ZG payment processing
you may use any method to get to the invoices that are ready for GPM approval.

Payment Request Payment
Total Deposits $ 54,816,479.16 Total Deposits $ 54,816,479.16
Paid (1488) $ 22,798,848.21 Eaid (1491) § 22,764,040.31
Current Balance $32,017.630.95 Current Balance $32,052,438.85
Approved (1) $9,161.82 Approved (2) $ 25,440.36
Approved Balance $ 32,008,469.13 Approved Balance § 32,026,998.49

: ~ _

Pending (7) 1 £ 204,206.02 Pending (1) $ 0.00
Pending Balance $31.804,263.11 Pending Balance § 32,026,998.49

Declined (0) Declined (2)

At this point the Invoice (payment request) is still in Pending Status, but the Payment is Approved.
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Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2016-2017 State Juvenile Diversion Program & Marijuana Tax Dl
Cash Funds Transition

I}My Account | Dashboard Applications Scoring Funding Allot ations Reporting Data

Program Setup | Search|

Approved Payment

Approved Payment  Number Payee Status Amount
10291JUL-
11172016 2810 Youtnzone app | Approved ¥ $ 24,802 00
$ 24,802.00
4. Review the Payment Request Status
Review the Payment Request in its entirety and the notes from the GFM to determine if you will
approve the payment request or not.
H|“¢Payment Request Status
ment Request Status
Payment Request Sta Approved by Instructions/Comments
= Michele Lovejoy 11/01/16- GF- Review Payment Request - approved
M - Audit received
Approval Date - SAM expiration 8/24/17
11/1/2016 - Grant Agreements tab completed
(mm/dd. - Narrative submitted 10/17/16
- Form 16- NA at this time
- Payment reconciles to the 1-A- Reported expenditures justify this payment request
amount
- Expenses reported through 9/30 are $24,802.00
- Insurance information current
- Ready for GPM
6101/167 MML- Approve Payment Request - appmved) -
4

e Payment Request Status: This will be at Pending.

e Once you approve the payment request change it to Approved.

e If you do not approve the document leave it in pending status and update the task with
reasons why you have not yet approved it and set the due date of the task out for the
requirement amount of days.

e Approved by: Enter your name, but please note that when the Payment Request Status is
updated the name may change/prepopulate. Please make sure the correct name is listed.

e Approval Date: Enter today’s date/date of the approval, but please note that when the
Payment Request Status is updated the date may change/prepopulate. Please make sure the
correct date is listed.

e Instructions/Comments:

e Add your approval with date and initials to the bottom of the box.

e If you do not approve the payment request, note the reason and send an email
communication to the Payment Request Contact. Notate in the field that you sent an email
to whom and when about what.

e You may include any additional information here, but please note that the Grantee can see
this as well as EDO Accounting.
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5. Update the Grant Program Manager Task

Edit the status of the associated task. This is done within the individual application on the Tasks tab.

District Attorney's Office, 5th Judicial District
12017-DV-17-010284-05 / Juvenile Diversion Program - Year 3 [Prnupreview |
$ 48,735.00 s 45.735.00 Requestea

ppl Summary Pl Details  Question
Post-Decision Grant Agreement Financial

aiement of Work | Budget Summary  Tables  Documents  Exira
Report (Post Award Submissions)s

v pproved v 473500

Tasks

Title

Due Assignedto Not assigned v
Description

| Add to Tasks |

Completed Due Title Assigned to
11/4/2016 Payment Request Jul-Sep Ready for GPM Approval Michele Lovejoy

Locate the task and update/edit it.

o Complete a Task: If you have approved the payment request and there is no further action

needed, check the Completed box. This will remove this from your Tasks box on your dashboard.

e Edita Task: You may want to edit a task for various reasons.

o If you are not approving the payment request you may want to edit the task to remind

you to check in some number of days in the future. Edit the task and change the date.

o You may want to add comments here about why you did not approve to remind
yourself. These comments will be internal notes that anyone with access to the
funding opportunity can view, but are NOT part of the final archived record/grant file
(i.e. the results section does not replace the steps above to indicate an approval).

Click the pencil to edit a task

. The edit box will open up, make the changes, and when you
are done click Done.

Completed Due Title Assigned to
l} Title
Payment Request Jul-Sep Ready for GPM Approval
Due 11/4/2016 Assigned to Mot assigned v
Description

Payment Request Jul-Sep Ready for GPM Approval.
This is only a test Michele. Gary is still processing this one.

Results

| Done |

Expand the Task: Click the magnifying glass to expand the task for viewing only
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e Deleting a Task: This is not recommended unless you entered a task by mistake. If you are done
with a task, mark it complete. To delete a task, click on the trash can D .

6. Notify the GFM that a Payment Request is ready for Payment (Tasks)

Go to Tasks for the project and create a task for the GFM to process the payment.

e Assign a due date of 2 business days.

e Click Add to Tasks to add the task to the GFM dashboard.

e NOTE: If you have previously created a task for a project you may re-task/re-purpose the task
by editing it.

= Click the pencil to edit a task “ . The edit box will open up, make the changes, and when
you are done click Done.

Application Applicati y Pi ication/! izational Details  Questions / Statement of Work Budget Summary  Tables Documents  Extra

Post-Decision Grant Agreement Financial Reports @

64,354.00 [ Review Tools |

Tasks

Title

[2015-VA-14-009043-19] - Payment approved by GPM and read for GFM processing
Due 06/25/2017 Assigned to Laura Montoya v
Description

ARL- 6/20/17- GPM approved payment, ready for GFM processing|

!m)

C. Step 3. Payment Confirmation - Grant Financial Manager

1. Review Tasks on the Dashboard

After the GPM has approved the payment request, the GFM processes the payment. Tasks
appear on the Dashboard for each Program.

Click on the date or the task name and a pop-up window will appear with the message
description.

2. Go to the Application- Financial Tab
Click on Go To Application and go to the Financial Tab for the Project.

3. Open the Payment Request
Go to the Financial Tab and open the appropriate invoice/payment request.
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An alternate way to access/track the payment requests that have been approved by the GPM
and are ready for GFM payment processing is to view the Dashboard. Any Invoice (Payment
Request) in the Approved column is ready for CORE processing.

Payment Request Payment
Total Deposits $ 54,816,479.16 Total Deposits % 54,816,479.16
Paid (1488) $ 22,798,848.21 Paid (1491) § 22,764,040.31
Current Balance $32,017,630.95 Current Balance $ 32,052,438.85
Approved (1) $9,161.82 Approved (2) $ 25,440.36
Approved Balance $32,008,469.13 Approved Balance $ 32,026,998.49

. Ey :

Pending (7) £ 204,206.02 Pending (1) $0.00
Pending Balance $31.804.263.11 Pending Balance $ 32,026,998.49

Declined (0} Declined (2)

Colorado Division of Criminal Justice

Office of Adult and Juvenile Justice Assistance $1.641,139.00 Available
12016-2017 State Juvenile Diversion Program & Marijuana Tax Cash Funds Transition 912812016 Deadline
My Account | Dashboard  Applications  Scoring  Funding Allocations ~ Financial ~ Reporting  Data Program Setup [Search|

Approved Payment Request

Approved Payment Request Payment Request Number $Requested Date Submitted  Change Status $ Amount
District Attomey's Office, 11th Judicial District G SR AT
2017-DV-17-010293-11 / Juvenile Diversion Services. 11th Judicial District - Year 3 Cuarterly - Jul-Sep 201 DU BN Approved ¥ 5 14935.50
District Attorney's Office, 19th Judicial District ., O
2017-DV-17-010297-19 / Weld County Juvenile Diversion Program - Year 3 B vERLA TS Approved ¥ o 23424.73

$ 38,360.62 $ 38,360.62

4. Review Grant Program Manager Approval

Review the Payment Request in its entirety and the notes from the GPM to determine if you will
proceed with processing the payment in CORE. If after reviewing and Grant Program Manager
comments you are ready to process the payment in CORE, follow the steps below.

H[“gPayment Request Status

ment Request Status

Payment Request Sta Approved by Instructions/Comments
Michele Lovejoy 11/01/16- GF- Review Payment Request - approved
v
+/ Approved - Audit received

Approval Date - SAM expiration 8/24/17

11/1/2016 - Grant Agreements tab completed
(mm/ddlyyyy) - Narrative submitted 10/17/16
— - Form 16- NA at this time
- Payment reconciles ta the 1-A- Reported expenditures justify this payment request
amount
- Expenses reported through 9/30 are $24,802.00
- Insurance information current
- Ready for GPM

|
{ 11/01/16- MML- Approve Payment Request - approved ' e
4

From Other Invoices on this App

5. Process Payment in CORE
ZoomGrants does NOT interface with CORE. Use established practice to enter a payment
request into CORE. You will be entering CORE information into ZG in the next step.
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6. Payment
Payment Status refers to the status of the actual CORE Payment, and not the Payment Request
that is posted/paid in CORE.

To expand the payment section click the previously entered payment. DO NOT ADD A NEW
PAYMENT.

Payment

Payment
(for this Payment Request only)
Payment Instructions

|"1EIEBBJUL—SEP15 Approved, 5 14,935.90
Add Pavment Total $14,935.90

Payment

Payment
(for this Payment Request only)
Payment Instructions

10293JUL-SEP16 Approved S 14.935.90
Add Payment Total $14,935.90

Update Payment Details
Payment Status

Approved ¥
Date (mm/dd/yyyy) 11/2/2016
Amount 5 14935.9
Method
Payment Number 10293]UL-5SEP1G
Description 201700000046
Instructions \VC0O0000000017379

e Payment Status:
e Payment status should remain at Approved.

e Date: Change the date to today’s date. You will update this date later after the payment has
been processed on CORE.
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e Amount: This should remain unchanged unless something was changed in the course of
approval. If it needs to be changed, change it below in the Funding Sources row.

e Method: This is an open box that does not have an assigned purpose. You may use it to
document any additional information you want to track.

e Payment Number: Enter the Vendor Invoice Number from CORE.

e Description: Enter the CTGG1 from CORE.

e Instructions: Enter the VCUST# from CORE.

e Funding Sources: This should remain unchanged unless something was changed in the course

of approval.
& CO RE Jump to;| IN 4| co @ Home # Personalize @.ﬁ\ccessibilimr ﬁ App Help f’ About
‘Welcome, Lyndsay Clelland Procurement Budgeting = Accounts Receivable Accounts Payable

View All 1 of 2 | /£ The Vendor Contact Phone on this document is not equal fo record's ...

Invoioe(lN}| Dept: RDAA  ID: 20170000000000017367 Ver.: 1 Function: New Phase: Final | -

e ———————————————

= List View
[N TN oy ETIGL M Extended Description | Document Information

Document Name: 2017-Dv-17-010291-09, Juv ~ Allow Partial Payment:

Divers, Garfield Youth Svcs,Q1pay W .
ZG- Instructlons( Vendor: vCOoo00000061673, %} ,
Origination Date: 11/01/2016
ZG- Payment Number( Vendor Invoice Number: 10291JUL-SEP16 D

Total Document Amount: 524 30200

Invoiced Date: 11/01/2016

Tracking Date:
Closed Amount: 524 2802.00
Invoiced Location: &
Closed Date: 11/04/2016
Invoiced by: g.fugo
Open Amount: 50.00
Gary Fugo
Referenced Amount: $24 302.00
Phone Ext:

oary.fugo@state.co.us

Description: 2017-DV-17-010291-09, Juv ~
Divers, Garfield Youth Svcs,Q1pay W
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& CORE Jump to:| IN @”EI @Home ﬁpersonalize @Accessibilit;.r @AppHe\p f’ About @

Welcome, Lyndsay Clelland Procurement Budgeting Accounts Payable
View All1 of 2| A4 The Vendor Contact Phone on this decument is not equal to record's ..

Accounts Receivable

In\l'DilJe(lN]| Dept: RDAA  ID: 20170000000000017367  Ver.: 1 Function: New Phase: Final | hd

Header ) 1 |E|
Vendor Vendor Code: VCODD0DD000G1673 Name: GARFIELD YOUTH SERVICES |E|

Commodity Line Commeodity Commodity Description Invoiced Qty Unit Inveiced Unit Price Invoiced SC Amount Tax Amount Item Total Percentage Comj

1 G1000 Grant Commodity 0.00000 $0.00 $24,802.00 $0.00 $24,302.00
From 1 to 1 Total: 1
< >
= List View
REE G Commodity Information | Tolerance Information || Discount Infermation ﬂ
Ref Doc Code: oTGG1 Ref Award Line: 4
Ref Doc Dept: rpaa Invoice Indicator: | =
(F@f DocID: 204700000047 ) Percentage Completed
N Before:
ZG- CTTG1 goes into Description FECETE RO AR

7. PDF the document for EDO Accounting
EDO accounting only wants the first page (they do not need the Payment Request Details). Do
this BEFORE you mark the Payment Request Status as Paid.

Click Print and Print to PDF. Save this to a file on your drive (or whatever procedure your unit
uses to save these documents) so that you may upload to CORE.

8. Payment Request Status
Mark the Payment Request as Paid. This notes that the payment is being processed in CORE.
This does not mark the Payment as Paid, only the request.

Payment Request Status
BT REqU! atus Approved by Instructions/Comments

v que

Michele Lovejoy 11/01/16- GF- Review Payment Request -
- Audit received
Approval Date - SAM expiration 10/20/17
11/28/2016 - Narrative submitted 10/14/16

) - 1-A reconciled (all three monthly payments reconcile with 1st quarter 1-4)
- Expenses reported through 9/30 are $14,242.84

- Reported expenditures justify this payment request amount

- Form 16 - NA

- Certificate of Insurance expired October 2016

- Insurance information has been resolved and is now current

- Ready for GPM

(mm/dd

11/28/2016 Approved my GPM.

/28/2016 - GF - Entered Payment into CORE

rantee has been set up in CORE as an EFT Direct Deposit payment recipient.
he September payment is the first payment to them in this format. The
mount is $4,801.19

e Payment Request Status: This will be at Approved.
= Once you approve the payment request change it to Paid.
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e Approved by: Should not change, but please note that when the Payment Request
Status is updated the name may change/prepopulate. Please make sure the correct name
is listed.

e Approval Date: Should not change, but please note that when the Payment Request
Status is updated the date may change/prepopulate. Please make sure the correct date is
listed.

e Instructions/Comments:
= Add a comment that you the payment was entered into CORE with date and initials
to the bottom of the box.

9. Setareminder (task) to enter CORE PRM data (Tasks)
Go to Tasks for the project and create a task for the GFM to update the CORE information in
ZoomGrants.

e Provide any additional notation that the GFM might need/want in the description.

e Assign a due date of 2-5 business days.

e NOTE: If you have previously created a task for a project you may re-task/re-purpose the task
by editing it.

= (Click the pencil to edit a task . The edit box will open up, make the changes, and when
you are done click Done.

D. Step 4. Enter CORE payment information - Grant Financial Manager

1. Review Tasks on the Dashboard

After the GFM has entered the payment into CORE, the GFM should put the PRM data into
ZoomGrants after the payment has been issued via CORE. Tasks appear on the Dashboard for each
Program.

Click on the date or the task name and a pop-up window will appear with the message description.

2. Go to the Application- Financial Tab
Click on Go To Application and go to the Financial Tab for the Project.
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3. Open the Payment Request

Center for Family Outreach Inc.

2017-DV-17-010289-08 / Juvenile Diversion Program for Larimer PintiPreview |
County - Year 3

$ 63,251 .00 $ 63,251.00 Requested

Application Application Summary  Pre-Application/Organizational Details  Questions / Statement of Work | Budget Summary ~ Tables | Documents  Extra

Post-Decision  Grant Agreement ’, Report (Post Award Submissions)s  Tasks

Financial

Payment Request

Payment Request Number Date Submitted Status Requested Amount Funding Amount Payment Total

Payment Request (3) - Monthly - Jul 2016 8/30/2016 Paid $3.888.17 $3,888.17 $3,888.17

Payment Request 2 (August’ 9/9/2016 Paid $5.553.48 $5,553.48 $5,553.48

Payment Request - Sep 2016 10/12/2016 Paid $4.801.19 $4,801.19 $4,801.19

Not Submitted Not Submitted $4.801.19

Payment Request - Oct 2016 10/27/2016 Paid $4.474 64 $4.47464 $4.47464

Not Submitted Not Submitted §4.47464

Payment Request - Nov 2016 11/28/2016 Paid $ 5.592.77 $5552.77 $5,552.77

‘Pa;*mehl Reéuest - Dec 2016 12/28/2016 Paid $ 2.494.30 $ 2,494.30 /)

Total $ 26,764.55 $ 26,764.55 $24,270.25

Note: Payment Request is Paid (Form is complete and payment information entered into CORE); but
the Payment is not yet paid (payment data from CORE not yet in). The Payment Totals is blank.

Invoices Payments
Total Deposits $1.621,139.00 Total Deposits %$1,621,139.00
@ $32542954 aid(31) $322,935.24

In this example 32 payments have been entered into CORE, but only 31 payments have been marked as
paid (the transaction — PRM information updated).

$1.621,135.00

$322,935.24

Current Balance $1,298,203.76

Approved (1) $ 2,494 30

Approved Balance $1,295.709.46

Pending () $0.00

Pending Balance 51,295,709 46
Declined ()
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This example shows you that 1 (Approved) has been approved by the Grant Program Manager, but not
yet Paid. It could be at any stage between the GPM approving and the CORE return data (i.e. that CORE
entry may have been made and the grantee paid, but the GFM hasn’t entered to PRM date in yet and
marked it as paid).

4. Update the Payments
Payment Status refers to the status of the actual CORE Payment, and not the Payment Request that
is posted/paid in CORE.

To expand the payment section click the previously entered payment. DO NOT ADD A NEW
PAYMENT.

Payment
(for this Payment Request only)
Payment Instructions

10283DEC16 Approved $2.494.30
Add Payment Total $2.494.30

Update Payment Details

Payment Status Approved ¥
Date (mm/ddiyyyy) 1/26/2017
Amount 5 2494.3
Method

Payment Number 10289DEC1&
Description 201700000057
Instructions VCO0000000068217

e Payment Status:

e Change the payment status from Approved to Paid.

e Date: Change the date to the PRM date (date of payment).

e The Payment will be marked as Paid once it is entered into CORE. The PRM date will be used
as the paid date. During fiscal year end, the rule on dates and status might need to be
changed to get the appropriate expenditure on the correct Grant Chart period.

e Amount: This should remain unchanged.

e Method: This is an open box that does not have an assigned purpose. You may use it to
document any additional information you want to track.

e Payment Number: This should remain unchanged (Vendor Invoice Number from CORE).

e Description: This should remain unchanged (CTGG1 from CORE).

e Instructions: This should remain unchanged (VCUST# from CORE).
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A CORE

Welcome, Lyndsay Clelland

Jump to] CTGG1 i”G_o P Home éf’Personafize Q) Accessibiity [g] AppHelp ¢ About @

Procurement Budgeting Accounts Receivable

View All1 of 1| /£ The Vendor Contact Phone on this document is not equal to record's ...

Accounts Payable

Matching PR-NormaItPRM]| Dept: RDAA  ID: 20170000000000021831  Ver.: 1 Function: New Phase: Final | -

From 1 to 1 Total: 1

Disbursement Type: \Warrant

Disbursement Format: \warpg

Header |
Accounting Distribution Total Lines: 0 Distribution Line: none  Distribution Percentage: nons |
i i S|
Vendor Line Vendor Customer Legal Name Line Amount
1 WVCO0000000061673 GARFIELD YOUTH SERVICES 24802.00

General Information |[RUEVNEI IR JIGLER [nvoice Information | Discount Terms

= List View
y <]

Handling Code: pgq

Disbursement Category: RXSP

‘ Scheduled Payment Date: 14/04/2015

Disbursement Priority: gg

On-line Disbursement
Rqst:

Single Payment: D

EFT Status: N/A

2

5. Update the Grant Financial Manager Task
Edit the status of the associated task. This is done within the individual application on the Tasks

tab.

Locate the task and update/edit it.

e Complete a Task: If the payment is fully process mark it complete. This will remove this from
your Tasks box on your dashboard.

o Edita Task: You may want to edit a task for various reasons (i.e. if the information is not
returned from CORE).
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