Funding Sources
and Related Features
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What is the Funding Sources feature?

The Funding Sources feature allows program administrators to track sources of funding across multiple years,
RFPs (programs), and applications. There are three basic steps to use the Funding Sources feature in your
programs:

1. Set up funding sources at the account level
2. Allocate money from funding sources to program(s)
3. Allocate money to applications within the program(s)

Additional Features
Once the Funding Sources feature is turned on and set up, there are additional features’ that become
available to use in conjunction with the tables in the Budget tab, including:
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e Contract Budgets
o Administrator enters the agreed-upon budget values for the line items in one of the tables in
the Budget tab
e Contract Budget Adjustment Requests™
o Applicants submit requests to adjust the Contract Budget numbers entered by the admin
e Line-Item Invoices™
o Applicants complete and submit invoices with requests for funds for or from specific line items
from a table in the Budget tab

" Use of any of these additional features requires that the Funding Sources feature be turned on and in use and that at least one of
the tables in the Budget tab has been completed by the applicant.

" In order to use the Line-Item Invoices and Adjustment Requests features, the Contract Budget feature must be turned on and
contract budget numbers entered by an admin in each application.

How is the Funding Sources feature set up?

[Funding Source A] [Funding Source B] Funding sources are set up at the account level.
Funds are allocated from the funding sources to programs.
$ Funds from any funding source can be allocated into any
program(s), even across several years.
Program 1 Program 2 Program 3

/\z y\ /\z 54\ /}g 54]\ Funds are allocated to selected applications in the program.
pp pp pp p p p From the funds allocated to the program, funds are applied to

each approved application.

1. Set up funding sources at the account level

Admins (specifically Senior Admins, if your account has any set up) create
funding sources at the account level via the Funding Sources tab on the My | Funding Sources
Account page.

Add a New Funding Source
Click the Add New Funding Source tab to

create a new funding source. My Funding Sources Add New Funding Source

Complete the Funding Source section by
inputting a title, description, amount, status, etc.
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. . . . Funding Source Organization
Complete the Funding Source Organization section. e =]
Choose from the previously used organizations or click
Organization Legal name

the magnifying glass icon to search for the funding @
. . . Aukd 1
source organization in our records. -

In the Organization Search window, enter the organization name or EIN number. If your search  ustice legal
pulls up the organization you're looking for, click the select link to the left of the record to Narme

choose that organization and auto-populate the organization fields. salect TRAMSF!
sslect CRIMIMA

If your search does not yield the result you're looking for, do another search or close the saleci WASHINS

window. If you don't find it in our records, you can input the information manually.

Complete the Funding Contact section by inputting the contact information or choosing a person from the list
of previously used contacts.

Click the Add Funding Source button in the bottom right corner to create that funding " Add Funding Baucs.
source.

Edit an Existing Funding Source

Click the Fund Title link to edit that funding source, including updating the dollar amount associated with the
source. Click the Legal Name link to edit that funding organization. Click the Contacts link to edit the funding
contact or add an additional contact. The data will save automatically when updating any section of the
funding source.

2. Allocate money from funding sources to program(s)

Funds can be allocated from any funding source into any program(s), with each program receiving allocated
funds separately. Click into Program Setup to start the process.

Appicayion Priggeam Pra Chmmbcrm Becigul [[STee Decurrmsta HT ML Staring
FirsinFpiting  Commies Seawing Mlpzmages  iniemal Remsach  Contach E Aepar

Click into the Financial tab.

Make sure that tab is turned Financial I
on, then uncheck the ‘"Hide’ I [e=] =
box in the Hide Funding Frascial ahSaction Lates Frenci
Sources setting. oot Labal =

Paryrrasrs Labasd Fargmatt

irle Pagmans ik

Fide Fumding Sourses vliria

Scroll down to the bottom of
the page, where you'll find the list of all available funding sources.
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In the $ Allocated to this Program column, enter the amount(s) from each funding source. The total at the
bottom of the column and the $

Funding Sources I et avvnr wacrmatraiyl
Allocated to All Programs and $
Available column will calculate *
automatica”y. Funding Szurca :I-:l; I.Aluuu::un:n: !-uuuu:.;-;:: :mu:-udua: % Available

AHAH Funds

Repeat for any other programs to allocate the remaining funds, as applicable.

3. Allocate money to applications within the program(s)

Once you've completed the review process and entered your Official Decisions, you can allocate money from
the funding source allocations to all of your approved applicants.

On the Dashboard, click the Funding Allocations tab to open the Fundina Allocati
Award Allocations window. unding Allocations

The officially approved applications will be listed.

(If you're not seeing the applications and you are certain that you have input the approvals as official decisions, close the
window, click the Applications tab on the Dashboard to open to the Applications List, and clear any filters that have been set.
Return to the Dashboard, and re-open the Funding Sources Award Allocation window.)

Enter the amounts to be awarded from each funding source. Click outside the boxes to initiate the auto-save.
Use the Refresh Page button in the upper right corner to reload the page with the calculated totals.

How do | use the additional features?

Using the Funding Sources feature also allows you to use additional features in your programs, including:

e Contract Budgets

e Contract Budget Adjustment Requests

e Line-ltem Invoices
Note: All of these additional features require that you use the Budget tab to capture applicant budget information
during the application period, so make sure that you have that turned on and set up, as well!

Contract Budgets
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https://www.zoomgrants.com/administrators/#decisions
https://www.zoomgrants.com/administrators/#applist

ZCOMGRANTS |

What is it?

During the application period, your applicants input their budget numbers in the budget table(s) in the Budget
tab. After you've decided which applications to fund, you can use the Contract Budget feature to input the
official budget for each line item in one of the tables.

In the screenshot on the right, the applicant entered the data  Budget

in the 2016-2017 column when they submitted the Expenses 2162017 Contract Budgat
application, and the admin entered the official numbers in Equpman: $ 15,000.00 § 1400000
the Contract Budget column after the application was = e oeos et
officially approved and the numbers agreed upon. Total #30,000.00 $:20,000.00

How is it set up?
Click into Program Setup, then into the Budget tab. Scroll to the bottom of the page, to the Contract Budget
section.

Contract Budget {dntn saves sufomaticaly)

Turn Contract Budget On

Do you want applicants fo be able fo use Contract Budget in their applications? W Yes Ha
Contract Budget Section Labal Contract Budget
Turn the feature on and give it a label.
Click into the Financial tab. In the
Specify Invoice Style setting, choose Specify Invoice Style Line Ttems =
‘Line Items’ in the first dropdown, then Where do your Line ltems come from?
indicate which Budget table's line items Expenses A‘I,L o

you'd like to use.

After you've completed the setup, you will input the Contract Budget numbers in each application. Click into
the application, then click into the Budget tab. Enter the official amounts for the applicable line items in the
table that you chose in the previous step.

Contract Budget Adjustment Requests

What is it?

In some cases, admins allow applicants to request changes to the Contract Budget numbers, and ZoomGrants
can help track those requests via the Contract Budget Adjustment Requests feature. Much like invoices,
adjustment requests are completed and submitted by the applicant, and admins can approve or decline the
overall request and, if approved, input the official change in the budget numbers for each of the line items.
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How is it set up?
Start by setting up the Contract Budget feature (following the steps above). After that's done, click into
Program Setup and go into the Budget tab.

Scroll to the bottom of the tab, to - - Loneract susger
Tigrn Contract Budge! Adjustmert Request On _
where you turned on the Contract D i wair, spwbesirnts s bet st I et Comtract Susget Adjustrert Reduesl i her spoheators? - 103 Mo

Budget feature ear“er‘ Turn the Contract Budget Adjustment Reguest Section Label Contract Budiget Adjustrent Reguest

Contract Budget Adjustment Request feature on and update the feature label, if necessary. You could call it
“Grant Adjustment Request” or “Budget Update Request”, for example, or you can leave it as-is.

You can also include up to 10 questions to be Cuesions and Andwers will b needed an e Wva Contrect Budget Adusimens Reguesl
filled out by the applicant before they submit the 1 Wy rs you requesting thin change? —
adjustment request. Use the Edit buttons to add e &

or update the questions. et ket s Eat,

After you've set up the Contract Budget Adjustment Request feature, approved applicants whose applications
have been marked 'notified’ can submit adjustment requests to you for approval. Instructions for your
applicants are available on the applicant ZoomGrants University (ZGU) page, here:

https://zoomagrants.zendesk.com/hc/en-us/articles/230791927

After receiving an adjustment request, click into that application and go into the Financial tab. In the Contract
Budget Adjustment Request section
about halfway down the page, click
a request title to open a request.

Contract Budget Adjustment Request
Humber Date Submitted Status

.‘.‘Fhl TIZBENE Approved

Adjustment Request Status

When the adjustment request opens,

K % or B Approved by Iesdnuct] onddC ammants
review the content, then update the $0.0

®. Grant Hanages

Adjustment Request Status ot
dropdown to indicate whether that
request is approved or declined.
Ling Hem Deatails
Expenses
If approved, complete the Approved Line Hem (1 Inchudes Otiwer App Changs R Agproved Change  New Butiget
. Contracied Budgeis
Change column. Negative numbers Equpmant $14 00000 ¢ 200000 —— s12,500.00

will decrease the budget amount for - DO DO —
that line item. Positive numbers with increase the budget amount for that line item. Refer to the New Budget
column to see how the approved updates will change the itemized budget.

Line-Item Invoices
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https://www.zoomgrants.com/administrators/#notifyapp
https://zoomgrants.zendesk.com/hc/en-us/articles/230791927

What is it?

Line-item style invoices allow applicants to submit invoices in which they can specify the funding that they are
requesting from each line item in the contracted budget. Administrators approve or decline the invoices, as
usual, and can also indicate how much money is approved for each line item as well as how much money is
being drawn from each funding source for that invoice.

How s it set up?
Start by setting up the Contract Budget feature (following the steps above). After that's done, click into
Program Setup and go into the Financial tab.

Like normal invoices, line-item invoices can also have up to 10 questions, so click the Edit =
buttons to add or update questions. {";

Click into the Documents tab to add any document requests to appear on the invoice. Create a new request,
and set the location to ‘Invoice’. Add as many requests as you'd like, and applicants can upload as many files as
they’'d like in each request slot (so long as each upload is smaller than the maximum file size).

After you've set up the line item invoices, approved applicants whose applications have been marked ‘notified’
can submit invoices to you for approval. Instructions for your applicants are available on the applicant

ZoomGrants University (ZGU) page, here:

https://zoomgrants.zendesk.com/hc/en-us/articles/230791927

After receiving an invoice, click into Einanaial

that application and go into the Invaice
. . . . Invoice Mumher Date Submitted Saatue Requestnd fimouss Funding Amount
Financial tab. In the Invoice section I P R -
7 0

at the top of the page, click an S e e e o
invoice title to open an invoice.

When the invoice opens, review the content. Update the Invoice Status dropdown to indicate whether that
invoice is approved, paid, or declined.

If approved, complete the Funding Amount Approved " — o
column to indicate how much money is approved for M
each line item. Then, indicate in the Funding Amount

column how much money you would like to draw from - T Tl
ADARENT GF CRMBMA SETICE BCEHCEE

each funding source funding this application. wome o mom  wx o RNm M%) 5 sw  mm
Apprrnd Rrwnrd LT nx [TE T IR 13500 EmEmm

The data will save automatically and will be immediately Pe—

visible on the applicant side, as well. Pt e
Limay Bam Daviadl l
:“L:::Il' Twrpian Bayusms Farwding Swegw Apgreecwd

[T Juih B $A008 80 L]
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https://www.zoomgrants.com/administrators/#notifyapp
https://zoomgrants.zendesk.com/hc/en-us/articles/230791927

You can learn more about the invoice management process on the admin ZGU page, in the Financial class.



https://www.zoomgrants.com/administrators/#financial
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