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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Welcome to the Project Safe Neighborhoods Financial Reporting Online System!

Arizona Criminal Justice Commission (ACJC) web site:

Using your web browser go to www.azcjc.gov

-{ Have you checked out ACJC's web site? If not, you might be missing some important
news...

Accessing the PSN Financial Reporting System:

On the left-hand side of the ACJC’s web site, scroll to Finance & Administration
on the menu, then to PSN Financial Reporting System on the submenu.
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http://www.azcjc.gov/

Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Logging In:

To begin, you will need to log in by entering your user name and password then
click “Submit.”

The user name is your e-mail address provided at set-up and your password is
your very own!

2 ). Passwords should be made up of a combination of alpha and numeric characters to
ensure security of your data. Always, keep your system safe and secure by not sharing
your passwords.

Enter your username
and password.

Click “Submit” to logon.

If you experience a problem logging in, please do not hesitate to contact your
Grant Coordinator for assistance.

:@ This system uses a number of popup screens, so please be sure to disable your popup
blocker.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Main Menu:

After you have successfully logged in you will see the following main page. From
this page you will be able to navigate through the following categories:

e Grant Detail
- A quick report that allows you to view your approved
reimbursement requests approved budget and available grant
balance.

e Create New Financial Report
- Entry for ACJC monthly/quarterly reimbursement requests.

¢ Financial Report Tracking
- Real-time overview of financial report and “check sent” status.

e Budget Modification
- Change requests for current budget.

) Main Menu - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ - @ - @ (== ﬁ_l‘ ||_| http: /{64, 106,252, 11/PSN/MainMenu. aspx

 Getting Started (5] Latest Headines

Getting Started
http:/fen-US.www.mozilla.comfen-US/firefoxfcentral/ 3.9 W] i
2

Main Menu

Logoff

Einancial Report Tracking

18:17 ﬂ ' Budget Modification

N N Keep an eye on the timer; if you are inactive on the web site for 20 minutes it will kick you
@ out and you will have to log back in. Remember to save or refresh the clock.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Grant Detail:

The grant detail is a quick report that allows you to view your approved
reimbursement request, approved budget and available grant balance.

e

P gl

& - @ e {0 (5 bl 08353, 0 et

109 Cetting Stirted () Latest Headies
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

To begin, select the “Grant Number” drop down box. You will see a list of your
grants and then select the grant you want to view.

3 Grant Detall - Morilla Firedox

A new line will be added

for each quarter of
G lo]| o || s ) 50 ] ﬂ* s100 budget information.
FAEREEEEEERE = s [swo | s | sm
ﬂ:mm 520,000 | 52000 | 513,000 $1.000 | §1,000 $1.000 $1,000 | 510,000 | $1.000 | 550,000
Balance | 530,000 I §2.000 |513.000 | $1.000 | §1.000 $1.000 §1.000 | S9.900 | $1.000 | $49.800
m 520,000 ! $2,000 | 512,000 | $1.000 | $1.000 $1.000 $1,000 | 510,000 | $1.000 | $50,000

You now have a real-time view of your current grant’s financial status. You can
print this page for your records or save the page as a web page for an electronic
version.

& 1

N ). By clicking the “<<>>" [ink, you will transfer the page to a print screen view. To go back
to the working view, just click it again.

To get back to the main menu, click the “Back” button. Or if you want to check
on the details for another grant, simply select a new grant number from the drop

down box.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Create A New Financial Report:
This page represents the financial report form used for reimbursement requests.

First, select the grant number you are reporting financial information on by
clicking the arrow in the drop down box.

In the next drop down box, choose the reporting period.

Select the grant.

........ e — Select the corresponding

f e o quarterly reporting period.
[EERZ Report Panod (7717039 30/03) /
No. Category Ex| Encumbrances L. )
1 Salares & Frings Benafits 5500 ;a The remalnlng balance Wl”
2 $300 0 B .
3 ® ® automatically appear.
5 Out-of-5t; ol 30 0
& Confidential Gxpansas $0 $0
B q.:;:\.‘.lnrw- = w:::wu Guidelines for Definitions
Capital 0 0
Hon- Cagital 50 $0
[P w N “Save” button appears
s e ——— when budget calculates
I All interest eamed must be reported for all programs recenving federal grant funds. Al interest eamed on 1 CorrECtIy'

4>

—‘@ All financial data entered must be rounded to the nearest whole dollar. Decimal points are
not necessary.

Enter all pertinent financial data in the appropriate line items. If you are entering
expenditures for equipment, see the Equipment Expense section for detailed
instructions.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Click the “Calculate” button to move forward. After the calculate button has been
selected, the “Save” button will appear. If the monies reported are consistent
with remaining approved budget line items, you will be taken to the second page
of the financial report for certification. Otherwise see Budget Modification
Section.

You will need to enter the name of the person preparing the report including
his/her telephone number and the certifying official’s name.

In order to print the complete financial report, you will need to select the “Print”
button. This will direct you to a new screen where you will print using your
browser’s print function.

The printed version must be signed by the preparer and certified official and
retained in the grant file for future review purposes.

2 Certify - Microsoft Internet Explorer
File Edit View Favorites Tools Help

@Eadﬂ L ) | |ﬂ @ ;\] /,7.' Search ‘-7‘?"\’Favnntes {j} 54 :\7 i l ‘-,;F @? ﬁ “;“
. L &8 o | 3 Lo -

Address ‘a http://&4. 106. 252, 11/PSM/Certify.aspx?grantid=648periodid=28id =222 v

vicon g B~ % Bookmarksw | DPopups okoy | "% Chedk v % Autolink v §| AutoFil |s Send tow

America’s Network Against Gun Violence

Main Menu Certify

Logoff Agency Name!Agency X

ﬂ Grant Number T=

Report Period

Line Status of Funds Current Period Amount

A [Total Funds Spent From Prior Reporting Periodsl@ﬂﬂﬂ—|
B [Total Funds Spent This Period ﬁg,uuui|
IC  [Total Funds Spent To Date 1\3;29,0007
D Total Encumbrances This Period 1‘3;0 |
:E Total Spent and Encumbered To Date @!DDD ]
F  Total Grant Award | 50,000 ]
;G .Ea\ance of Grant 1i$2].,000 |
;H Interest Earned This Period i‘$0 |
:I Program Income Received This Period r$0 ]
3 Program Income Spent This Period @i |

|all interest earned must be reported for all programs receiving federal grant funds. All interest earned on |
[federal funds must be reverted to the Commission at the end of the grant period. Program income must
be reported for those programs that generate income from forfeitures. Program income should be
reported when eamed or adjudicated by the court. Please consult the OJP Financial Guide at
http://ojp.usdoj.gov/Finguide for an explanation of program income and interest. To check if a
\vendor/contractor has been debarred or suspended for doing business with federal dollars consult the
[Excluded Parties Listing System at http://epls.gov

|Certification Statement: Certification: I certify that to the best of my knowledge and belief, this
rreport is correct and complete and that all outlays and unpaid obligations are for the purposes set forth
iin the grant award documents.

Prepared By: Jane Does Phone: |(555) 555-1212 Ext: [1234

Certified By: i‘john Smith| |

[ Print ” Approve I[ Back ]
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Once you have printed your report, use your Internet browser’s “back” button to
be directed back to the financial report for approval. To submit the financial
report, select the “Approve” button. The following confirmation box will appear.

Microsoft Internet Explorer &l

L] E Financial Detail Report Successfully Submitted and Certified.
L

4 -

3@ If you forget to print your report, see the Financial Report Tracking section.

Once you have submitted your financial report for approval, it will be reviewed
by your Grant Coordinator, Grant Manager, and ACJC financial staff. If any
guestions or problems arise, you will be contacted and your financial report will
be reopened for modifications.

If changes are needed after the report has been submitted and a check has not
been processed, contact your Grant Coordinator. Otherwise, the adjustment will
need to be reflected on your next financial report. Please save supporting
documentation with your signed financial report for future review.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

If you are requesting reimbursement in an unapproved line item or you are over
the available budget line item balance, an error message will appear. This will
provide you an opportunity for a budget modification. By selecting “OK” you wiill
be directed to the budget modification screen.

See the Budget Modification section for instructions on how to complete a budget
modification.

1
A

~
-

If a budget modification needs to be completed, you will not be able to submit your
financial report until the budget modification has been approved by ACJC.

Selecting “Cancel” will take you back to the Financial Report form where you will
be able to make changes.

[ e — e ——rr——_ Ll b

O temngie

lEoee ® ot

4 -

3@ Remember to set your “popup” blocker to allow new screens.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Equipment Expense:

Equipment may be approved under certain grants; however, equipment
purchases require additional reporting.

N ) Budget Category Guidelines and Definitions are linked for your review. After reviewing this
. document select the “back” button to return to the financial report.

(Y

it - Micrasaft Intarrt Explarer CE&
Fie Edt vew Feodes Teoh  beb 3
% BN y g5
Om- O REG Pms e @3- ®- Y B E B
s | 8] e84, 108,242, 31850 s . ¥ B "
0 setmnse
Aumrriea's Nebwosh Against Gun Vil
I Financial Datail
Laguee Agency Mame
- Grank Number g
19:50] !
L= ———! | Repart Perod {#1/03-9/30/03) =,
Grant Ramanng Balance $49,900
MNo. Category Expenses Encumbrances
1 salanes & Fringe BONAATs 3500 30
I Overtime 5900 50
3 Profossional & Dutside | Consultant & P P
Contractual Services
4 In-Stats Traval $100 &0
5 Out-of-State Travel =0 =0
& Confidential Experses 50 50
7 Operating Expenses $500 30
8 EquipmentBudget Categary: Guidelnes. for Defnitkns
‘Add/View Equipment
Capital 50 0
M- Cagital 50 50
9 TOTaL 52,000 50
10 Intarast Garmad This Panad 50
11 Program Income Received This Pariod 21,000
13 Progeam Inceema Spant This Parod 50
Al inbarest asenad sk ba raported for 3 programs recaiving fedessl grant funds, All intarast aarme £ e
fedaral funds must ba ravartad to tha Commigsion 3t tha and of tha grant panad. Program incama must
ba raportad for thaga programs that genarata income from forfeituras. Brogram incoma should ba
reported when eamed or adudicated by the court. Please consult the 0JF Fnancial Guide at
hitp://eip.wsdo.goviFinguide for an explanation of program inceme and interest. Te check if a
wendor/contractor has been debarred or suspended for doing business with federal dollars consult the
Excluded Parties Listing System St http://apls.gov
Caleulats
< >
] [

-@ All financial data entered must be rounded to the nearest whole dollar. Decimal points are
not necessary.
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

To report on a new equipment purchase, click on the “Add/View Equipment”
button. You will then be taken to a new screen to enter your data.

Enter the appropriate identifying information to describe the equipment. When
finished select “Save” to add the equipment to the financial report. By selecting
“Reset” all data entered will be cleared.

Description:
Provide a brief detailed
description of the item.

Type:
Non-Capital: $1,000 - $4,999
Capital: $5,000 or above

Sub-type:
Expense: Already purchased
Encumbrance: Obligation

|

November 2007
Page 12



Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

After selecting “Save,” you are directed to a page that will allow you to add
additional equipment or go back to complete your financial report.

Q- O T Puwn frrmene @3- @Y RO S

== | @] bt S Ermnent s it e diceradda s 84ce 7 B =
Google | (G oo Brv ff sosowir | Dhrmumony | W owk v g auctnk ~ sedmy L Dserwrger  #
5 -

Comgutar $5.000 5 $35,000 Capital
<

& Hl
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Budget Modification:

A great feature of this online system is the budget modification process.

— 1 Grant Number | Select Vale bl
[19:54] =
J Back |
Naw
Category Approved o Requested Ragugsted
budget
e Budget
Salary & Frings
Overtime
Prof & Qutside Services
in-State Travel
Out-State Travel
Cenfidantal Fxpansss
Operatng Expenses
Capital Equpment
Men- Capital Tequipment
Total Requested Amount:
Calcubate
nnnnnn 13
L3 »
] e

There are two ways to access the budget modification form:
1. Through the “Main Menu” by selecting Budget Modification, or

2. When submitting a financial report and a budget category is over the
available limit. The following pop up will appear.

Microsoft Internet Explorer

P | Either you are requesting reimbursement in an unapproved budget category or have fully expended the original budgeted amount in a category.
\T/ Would you like to submit a budget modification?

[_ oK ] [ Cancel

November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

To make an adjustment to the approved budget you will need to increase and
decrease budget line items by desired amounts. Adjustments to the budget
must have a net effect of zero. This means that you may not increase or
decrease the total budget amount, only shift available dollars between

categories.

To reduce a budget line item, simply use a negative at the beginning of the

amount. (Example -4,000)

When finished adjusting the affected budget line items, click on the “Calculate”
button. Calculations must equal zero in the “Requested Change” column;
otherwise, the system will provide an error message.

Cemment

HNaw
Roquested

Calculation error message.

Budget
Satary & Fringe 520000 ||s20,000 | Heco0 520,000
Cvertme 52,000 $2,000 $18,000 | (320,000
Prof & Outside Sorvices 813,000 | s13,000 |/s-13.000 |[so
In-State Travel 51,000 $1,000 - 1000 51,000
Out-State Travel 1,000 $1,000 - 1000 1,000
Confidential Expanses $1.000 $1.000 - 1000 $1,000
Oparating Expansas $1.000 $1.000 30 $1,000
Capital Equipmant $10,000 | [$5.900 30 510,000
Nen-Cagital Equipmant $1.000 $1.000 30 $1,000
Total Requested Amount: $50,000 | $49,900 | §-5.000 | 455,000

ted Changs Must Equal Zero

Page 15
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

If no calculation problems exist, print the page for your records and then click
“Save.”

@ P e @ B-p B-LJVRE D

e 4, 106, 262, 1 LIS e teocrbcanon. s o= 1 B
PP N — O s~
America’s Serwork Agasmst Gas Visence
nnnnnnn Hudget Modificabon
Logat Aaeecy Jame
- Grant Wumber |Test2 -
18:21) &/ i
[Back]
Approved Raquested
Category Balanca Requested
Budgat Changa i
Salary B Fringe 420000 | [s20,000 |/s-3.000 |[s17,000
Crvartionn $2.000  [s2000  |[samoo0  |[s39.000
Prof & Dutsde Services  [$13,000 313,000 |/3-13,000 ||80
In-State Travel 41,000 (81,000 [le-1.000 |[40
Out-state Tewval 51,000 (51,000 |5-2.000 |50
Configential Expenses 1,000 [sa000  |s0 $1.000
Oparating Expansds 1,000 81,000 a0 21,000
Capital [qupmant 510000 [se.500  |se $10,000
Non-Capital Equpment (51,000 [s1000  |[s0 41,000
Total Requested Amount: §50,000 $49,900 |40 $50,000
[Gove | Cocuase |
Commant
< 3
IR © o

A message box appears inquiring if a comment would like to be added to the
budget modification. Selecting “OK” will allow a comment to be entered.

November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

When the comment is finished, click “Save.” If no comment is desired, select
“Cancel.”

Although, it is optional to submit a comment, please provide a brief description
(see example) of the purpose for the budget modification. This comment can
speed up the budget modification approval process.

Example: To cover the increase in Overtime expenses, a reduction in the
following categories are needed: $3,000 in Salary & Fringe,
$13,000 in Prof & Outside Services, $1,000 in In-State Travel
and $1,000 in Out-State Travel.

4 >

3@ For equijpment, a detailed explanation of items being purchased and what they will be
used for must be provided.

n___-_,_-. i Madilication - Microsalt Intarnat Laplarer Bﬂ}ﬂ
-
Que - QO BB G Lo honom @ 3-8 w- Y RE B
8] bisg: 54, 106, 252, 31 Btige et beation aser el | - Ba =
D et
AP wamce I puuites
.-.J.nlno ”";"0 ;Jnl,mn s)n:nno T8 hatpi64_106.757.11 - Comment - Microssdt intormet ... r__ [
$13,000 413,000 $- 13,000 20
Gl,.ofm s!:ana $0 : $1,000 .E .
Oparating Expenses $1,000 $1,000 $0 $1,000
Capital Equipment $10,000 $9,900 30 510,000
Non-Capital Equipment £1.000 $1,000 50 £1,000
Total Il:qlll:s.ll:d Amount: 50,000 549,900 50 $50,000 Interwt
. = P it
a=. 1t is highly recommended not to wait until the deadline to submit your financial report. If
"@ a budget modification is needed, your financial report cannot be submitted until the
modfication has been approved by ACJC, which may make your financial report late.
November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

When completed, click on the “Back” button above the budget modification
breakdown to a view unapproved budget modifications. To print and view the

modification with comments submitted, click on the budget number linked to the
grant.

Agency X

November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Once a modification is submitted for approval, it will be reviewed by your Grant
Coordinator and Grant Manager. If any questions or problems arise you will be
contacted and your modification request will need to be resubmitted.

¢ . A # L k3 3 B

O D (¥ 2] @ Psene Frrmns £ (30 s W vEALS

sew 8] it 64 306, £52 1P S Budgetiodkication.secn e = Jigrantad = Slagencyd = 13 w o ks ®
oo B ~ | 75 Dicknarkas |ighPocvon chay || "D Chck v 4 Ak = [Fe Q@ setar

Ameriea’s Nerwork Agalsst Gon Vielenes

Main Bess Budget Madification
Agency Name

Grant Number

19:45) 4
[19:45] o

Catagory Approved  poiance  "RMSSIRA  goiasted
Dudget Change
Sudget
Salary & Fringe 520,000 |[520.000 ||s-2000 ||$17.000
Orvertene £2,000 $2,000 S18,000 £20,000

frof & Outside Services  §13,000  |[s13,000 | |$-23,000 | S0

In-State Travel 51,000 51,000 5-1,000 |50
Out-State Travel £1,000 $1,000 §-1,000 0
Confrlental Dxperses §1,000 $1,000 50 $1,000
Cparating Expenses $1,000 $1,000 50 $1,000
Capital Equipmant $10,000 | [$9,900 50 $10,000
Non-Capital Equipmant $1,000 $1,000 30 $1,000
Total Requested Amount: 550,000 $49,900 50 $50,000
Commant
Hame

userpimauserpima 11/6/2007 To cover the increase n Overtime expenses,
3 reduction in the following categories are
needed: $3,000 in Salary & Fringe, $13,000
in Prof & Qutside Services, $1,000 in n-
State Travel and $1,000 n Cut-State
Traval.

{] Dane P Intermet.

3@ Print a copy of your comment(s) for your records. The printed version must be signed by
the preparer and certified official and retained in the grant file for future review purposes.

November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

Financial Report Tracking:

Select a grant from drop down list. All requests for reimbursement will appear for
this grant along with the current status of each request.

Click “View” to see the actual the financial report.

2 Status Tracking Report - Microsoft Internet Explorer

Elle Edit Wew Favorites Tools Help

@Eack © J @ @ \'_;j pSearm \E:\?Favarltes @ D::{v :\?\.. M hd |_.J y @\@ ﬂ -'3
Address ‘@ http://&4, 106,252, 11/PSN/StatusTrackingReport. aspx

| Go 0@ E’ - 5:? Bookmarks+ |Eh Popups okay

v| Go Llirks ®
@ Settings~
|

B Send tow

¥ Check ~ % Autolink + -

iminal Justice Cq

Safe Neighborhood
Einancial\Repoxting Systemn
America’s Network Against Gun Violence

Main Menu Grant and Agency Info
Agency Name: Agency X
Logoff
Grant Number:
- 5
19:56 | Totals
Total Grant: $50,000
Balance of Grant: $47,900
Total Amount: $2,100
View  Period Status Amount Check Sent
View (7/1/03-9/30/03) Data Not Complete
View {10/1/03-12/31/03) Certified 52,000
View (1/1/04-3/31/04) Data Not Complete N
view  (1/1/05-3/31/05) PSR Submitted ¥
View (1/1/06-3/31/06) Data Not Complete \
View (6/1/03 - 8/1/03) Certified $100 \
View (5/1/03 - 6/1/03) PSR Submitted \
Check Sent:
This will be the area to track the
date the checks or ACH payments
have been sent.
4 £
@ Done ® Internet
November 2007
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Arizona Criminal Justice Commission

PSN Financial Reporting System Instructions

ACJC Contact Information:

Tiffany S. Ashworth, Grants Program Coordinator
tashworth@azcjc.gov

(602) 364-1168 - Office

(602) 320-8435 - Cell

(602) 364-1175 - Fax

Karen Ziegler, Deputy Director
kzeigler@azcjc.gov
(602) 364-1160 - Office

Arizona Criminal Justice Commission
1110 W. Washington Street, Suite 230
Phoenix, Arizona 85007
(602) 364-1146
WWW.azcjc.qov
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