CFIS Web

Desk Reference
(County and WIA Users)

Getting Started
Open your web Browser and go to: https://cfis.odjfs.state.oh.us

Note: Configuring your Web Browser with ODJFS set as a trusted site
will ensure that all pop-up messages and download functions will work
properly.

http://* odjfs.state.oh.us /" Trusted sites | Protected Mode: Off

The CFIS Sign In Window

On the Sign in screen; type your user name and password and click
the button .

CFIS Web

Sign in to CFIS
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When you have successfully completed the sign in process the CFIS
Web home page will be displayed.

. CFIS Web
Chio | S sevee Adams County Public Assistance =
e Home SIVIC SOLUTIONS GROUP
County | Home | Logout

Admin  SL Functions  Reports

Change Password & User Details

To change password and update your user details click on your user
name; enter your changes and click .

User Name | Home | Logout

User Details

User ID

Title Select[ =]

Last Name  Lgar First Name Mo
Middle Name

Address Line 1

Address Line 2

city

State onio =] Zip Code

Work Phane = Homme Phane
Cell Phane Anemate Phone
Fax Emall

Security

e Password Strength — password must be a minimum of 8
characters, upper and lower case characters, and include a
number.

e Login Timeout - A pop-up message will alert you after a
period of inactivity. Click OK to continue your session and stay
logged in, or click Cancel to end it.

The CFIS Web Window

. CFIS Web
Ohio | == e Adams County Public Assistance a S 6 =
F Home e sou
County | Heme | Lensst

(1) Admin — Configuration options for administrators / users

(2) SL Functions — Commands for use by county / regional
users.

(3) Reports — Used by all state / county finance and related staff
for producing reports.

(4) User Name — Used by all staff for changing user information;
specifically user password.

(5) Home — Used to return to the home welcome screen and
review general messages and other information.

(6) Logout — Used by all staff when exiting the system.

The CFIS Web Submenus
The Admin Menu

e Subscribe /Unsubscribe Menu — Allows you to subscribe to
the alerts that are important to you; alerts can be placed on
your home page and\or you can receive an e-mail notification.

The SL Functions Menu

e Draws — Enables users to create, review, and approve
requests to draw cash.

e Monthly Financials — Enables users to enter and modify
monthly financial data, either imported from a spreadsheet or
entered manually.

e FTE — Enables users to enter Full Time Equivalent (FTE)
statistics by pay period.

¢ RMS - Enables users to import and review Random Moment
Sample (RMS) statistics by quarter.

e Cost Allocation — Enables users to allocate and approve
monthly financials and Submit to OAKS.

The Reports Menu

e Master Reports — Information for state level configuration
including: Grant & Detail Speed Charts, and Mandated Shares.

e Budget/Draw Reports — Information on service location
budget / draw activity including summaries, budget change
details, notification, work expenses, and voucher activity.

e Unallocated Reports — Financial reports displaying raw data
amounts before cost allocation has processed.

e Allocated Reports — Allocated financials grouped by a variety
of factors including RMS and FTE.

e Financials Reports — Summary reports by project & account.

e Quarterly Reports — Analytical reports with information from
multiple sources including budgets, draws, and financials.

Searching for Records

v Search

(1) Display search criteria by clicking down arrow icon at the
top of most screens.

(2) Enter search criteria (% used as wild-card character).

(3) When all mandatory fields are entered, (5= ] button will
become active.

(4) When you have entered the desired criteria, click [seaen ],

(5) Results will appear below.

(6) If needed; click to remove the search criteria and start
your search again.

NOTE: Search button will appear greyed out until all mandatory fields
are entered.

Subscribing to Alerts

Alerts are important messages from the County finance team about the
CFIS Web system. Though relevant messages will appear on your
Home screen automatically, you can also choose to receive email
alerts. To choose the alerts that causes an email notification:

(1) Select Subscribe / Unsubscribe from the Admin menu
(2) Check the Email box for alerts that should trigger an email

(3) Click to keep changes, or to discard.

Subscribe/Unsubscribe

Alert Code Alert Name Mandatory on Home? Email
BDO1 New Budget is available
BDOZ Budget Change
IND1 OAKS data not updated
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Creating a Draw Request Entering Monthly Financials Importing RMS Information
ere are two steps to creating a new draw request, creating the Draw nter the Reporting Mon ear, and any other desire oose the Service Location, Quarter / Year Ending, an
Th two steps t t d t ting the D 1) Enterthe R ting Month / Y d ther d d 1) Ch the S Locat ter / Year End d
Request Header and creating the Grant Details. criteria. Click [seawh |, Sample Type (Income Maintenance or Social Services).
S (2) Click _==arh] to locate and display any existing data.
Draw Request Header - Il ] (3) Click to read in the RMS data from Web RMS.
(1) Select Draws from the SL Functions Menu R — s s s s
(2) Click the button. (© Tmeend Fvaacai T e
(3) Choose a Draw Request Date from the dropdown list. @ Momsolty Entered Fionclols Total Rapt: 3000  Totalom. $180.00 _ Total Non-Cash: 40.00 e | mewl  mws| esws
. . . . Eraject Account Grnnt Description Amount Service asof  Noles Status  More Info  Dup? FISAIOD  ESAIID ' 0998000 1000000 AR
Note: Only the Friday of each week is available for selection. [E{ CLETY T I - i e s o (e
. . . ~ | wsrams s TanF rIFSFTF1Z.. 000 Jananz - Hew 1 W B chioplend 3 #9000 11900090 Sarece
(4) Click and the draw header will be saved with a status | P | | memomeri oo oz - T v v % e smew e
of New, and a success message will display at the top of the ] | | o A e e s =
screen JFSFAQID | (529205 Shared Costs 000 [Janiiz - approved | 1 i i
. T T— e rovovsa [ Cost Allocation Information
_ “soocr-+ [ addRows
Draw Details (New) (1) Select Cost Allocation from the SL Functions menu.
(1) Click the button at the bottom of the screen (2) View any existing entries by clicking the expansion icon ( (¥)) (2) Search for the desired Service Location and reporting Month /
: ' next to the Manually Entered Financials subheading. These Year Combination
(2) Enter the desired Draw Amount, and choose a grant by . ; . ) i : ) ) ) )
clicking Select in the left hand column entries can be edited or deleted until they are approved. (3) View allocation / approval information for this period.
Note: The Search bar can be used to narrow a large list of (3) Click [ save |to keep changes, or to discard them. (4) If allocation or reallocation is desired click [Alecate |, otherwise
rants ) ) ) click Cancel.
grants. ) Importing Monthly Financials
(3) With the Grant selected, and the Draw Line created, you can Reporting Basics
click or edit the draw amount before saving. (1) Enter the Reporting Month / Year, and any other desired

criteria. Click

Draw Details (Historical) (2) View any existing entries by clicking the expansion icon ( (=)

Reports are grouped by subject area, and can be viewed on screen or
exported to a file for printing, electronic distribution, or offline review.

(1) Click the [ Add Grantbased onHistory | button at the bottom of the next to the Imported Financials subheading. _ While all reports are slightly different, use this basic procedure to
screen. (3) Enter the filename containing financial data or click , generate reports.
(2) Choose a beginning and ending month/year to use as a (4) Click the Import button to complete the load.
historical guide for expenses, and choose a grant by clicking _ _ (1) Select the rgport category from the Reports menu.
the Select link in the left hand column. Entering FTE Information Sate;?onets ;ncllzgde Mgslter, Bdugget/tDrTW’ Allocated,
nallocated, Financials, and Quarterly
(1) Select FTE from the SL Functions menu. (2) Choose report from the left hand pane by clicking the ' next
B et (2) Search to find an existing record or click [__Add _to create a to its name
L, moese | onsun s Senom GO oo new FTE record. (3) Enter parameters (will depend on which report is chosen)
Select From CSEA-FSFSF12-GRF-10..  GRF  JFSFSF12  JFSCASIM 07/2011  08/2012 092012 it s i s i o Sl g P e -
% gﬁ%ﬁ;‘:j‘“ EE E;:‘E E“::‘;:‘: Eﬁgﬁ E;;,‘,:E EEEE ;3‘“;:_;““ % g g g g g g s E E ‘ To view the report on screen:
Select Regular-JFSFTF12-3V6 W60 IFSFIF12  JFSCA 102011 092012 xmux:@ ?g??:z«:-l: EE EE EE EE EE EE EE E; I ° Click the button.
Click or edit the suggested draw amount before saving. == - o To save the report to a file:
(3) Click to modify the worksheet.
Draw Line Details B ) (4) In each cell, enter the number of Full Time Equivalents (FTE) * Choose the file type
Fund Grant  Budget Start End Liguidation Perc lable Rec ded Draw A t . . . .
Reference Date  Date  Date Amount Amount engaged in a task during that pay period. For example, if three 0 PDF - Adobe Acrobat
GRF JFS55F12 JFSCASSO 07/2011 06/2012 09/2012 100 $24,808.00 $0.00 0 Staff, WhO W()rk 20 hours per Week, Spent a" thelr t|me on a o) TXT _ Tab d6|lmlted text
task during a pay period, you would enter 1.5 in the cell. 0 XLS — Microsoft Excel
(5) Click to keep changes, or Cancel to discard them. e Click the [Exeort] button.

e A popup will appear. Click to open the file.
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