Grant eReporting Tutorial

KENTUGKY DEPARTMENT for ENERGY
DEVELOPMENT & INDEPENDENCE



Training Slide Introduction

The following set of slides is intended to provide
step-by-step instructions on the use of the DEDI
eReporting web portal. The portal will allow:

1. Entry of metric and milestone reporting values
2. Upload of narrative reports or other
programmatic electronic files

Note: Not everyone will use this reporting portal the
same. As such, you may only use the portal for
uploading documents and the metrics data entry
may not apply to you.
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Web site link

To enter programmatic reports
updates, access the website



http://energyreports.ky.gov/�

Log on Screen

) Energy and Environment Cabinet

Department for Energy Development and Independence
Grant Reporting System

This is the Department for Energy Development and Independence’s grant reporting web page. Use this page for reporting all milestones, metrics, and program status reports for grant obligations. If you need asssitance with this page,
contact your project manager. For additional program and grant guidance see http:/fenergy_ky.govirecovery/reporting/

User Mame:

Password:

Or

ember me next time.

Log In

Enter User Name
and Password

Jan 11, 2011- Rev B. Page 4




Change Password

= Energy and Environment Cabinet - Windows Internet Explorer

@.\— > |g http: ffepwebtest0s. eppc. prifEnergyGrantskeports/MemberPages Projects. aspx

File Edit wiew Favorites Tools Help
-
e [@EnerqyandEnwmnmer\t[ah\net I 1 [ ]
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Energy and Environment Cabinet

|
My Projects Help I
I
|

Projects

Contract Project Last Submitted MNext Submit Draft

PONZ 127 1000000600 | Energy Efficiency and Conservation Block Grant Program (EECBG) | Kentucky Department for Housing. Buildings and Construction - Training 1 6/05/2009

| |
] Logged In As: rdy

To change your password, |

select the padlock icon Draft

ed | Next Submit

!
!
!
!
!
d

8 Local intranet , 100%
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Change Password

& Energy and Environment Cabinet

My Projects Help (=1 Logged In As: rduff | Logout
Change Your Password
Old Passwnrd:| |

[ew F'asswnrd:| |

Confirm MNew F'aaswnrd:| |

’ Submit ] [ Cancel ]

Enter old password and new
password (2X’s) then select
“Submit” button to process
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Project List

g WEnergy and Environment Cabinet

My Projects Help =l Log

To enter data, select
the Project name in
BLUE

Once populated, the screen will list all your
projects, date when report was last submitted, date
when the next report is due & status

DEDi
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e
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* Indicates required data input; (Zero

IS an accepta

ble entry)

Requir Category Question Sector Answer

Job Creatien/Retention Hours worked in reporting period for jobs retained Industry I:I Hours 2

Job Creation/Retention Hours worked in reporting period for jobs retained Institutional I:I Hours

Job Creatien/Retention Hours worked in reporting period for jobs retained Residential I:I Hours

Job Creation/Retention Hours worked in reporting period for new jobs created Commercial I:I Hours

Job Creatien/Retention Hours waorked in reporting period for new jobs created Industry Ho

Job Creation/Retention Hours worked in reporting period for new jobs created Institutional Hours

Job Creation/Retention Hours waorked in reporting period for new jobs created Residential Hours 1
shift for reporting period Hour

Wilestones - ALL Frepare and submit annual reports

Milestones - ALL Prepare and submit final report

- targets and metrics Use Scroll Bar to access all
the required data fields

‘ {1 planned)

‘v‘

F
Ty
Descripti

Add New Document

ile: |

pe:

on:

- Select -

Budget
Deliverables {Contract Products)
Program Status Report (PSR

|[ Browse... | \

Add General Project

No Documents Uploaded comm entS
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Attach Documents

~

Required

Category

Job Creation/Retention
Job Creation/Retention
Job Creation/Retention

Job Creation/Retention

Hours warked in reporting period for jobs retained
Hours worked in reporting period for jobs retained
Hours warked in reporting period for jobs retained

Hours worked in reporting period for new jobs created

Step 1:

-Use the Browse feature to locate

file

Milestones - ALL
Milestones - ALL
Milestones - ALL

Hire program staff

Question

rting period for new jobs created
rting period for new jobs created
rting period for new jobs created
rd work shift for reporting period

stones. targets and metrics

Prepare and submit ajnual reports

Prepare and submit fi

| report

Industry I:I Hours e
Institutional I:I Hours
Residential I:I Hours

Commercial

| Hous

Industry I:I Hours
Institutional I:I Hours
Residential I:I Hours 1

I:I Hours

I:I {1 planned)
I:I {1 planned)
I:I {3 planned)
I:I {1 planned) B

Description:

Add New Document

File:

Growse... ]

Type:

- Select -

Budget

Deliverables (Contract Products)
Program Status Report (PSR

No Documents Uploaded

Step 2:

-Select the appropriate category
for the file using the drop-down
menu
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Attach Documents

~

Required Category Question Sector
Job Creation/Retention Description of jobs retained Industry
Job Creation/Retention Description of jobs retained Institutional
Step 3 Etained Residential 1
-Enter a brief description of what

th e fl I e Co ntal ns rting period for jobs retained Industry I:I Hours

rting period for jobs retained Commercial I:I Hours

Job Creatidg/Retention Hours worked in reporting period for jobs retained Institutional I:I Hours

Job Creation/Retention Hours worked in reporting period for new jobs created Commercial I:I Hours

loh Croatinn/BRtantinn Houre winrlead in ranndinag nariad for now inhe crop

etention Hours worked in reporting period for jobs retained Residential I:I Hours

Description:

.
- Add New D t [ Step 4:

|[ Browse... |

Type: |- Select -

D -Select the “Upload File” button

i
\,
N to complete action

No Documents Uploaded

Upload File

Save Draft

Cancel Submit
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Edit Attachments

AL = LU L A= Ll ARY L )a =
Reporting Period: July 2009 (Due Date: 8/5/2009 )
Created By: Robert Duff on 12/14/2009 1:16:00 PM

g

Required Category Question Sector
Job Creation/Retention Hours worked in reporting period for new jobs created Commercial |:| Hours 2
Job Creation/Retention Hours worked in reporting period for new jobs created Industry l:l Hours
Job Creation/Retention Hours worked in reparting period far new johs created Institutional Hours
Job Creation/Retention Hours worked in reporting period for new jobs created Residential |:| Hours
Job Creation/Retention Total hours in standard work shift for rg

Milestones - ALL Finalize program milestones, targets a Attac h ed fl I es Can b e

Milestones - ALL Hi taff i i L
e program sta viewed, edited or deleted

Milestones - ALL Prepare and submit annual reparts . th . t .

Milestones - ALL Prepare and submit final report u S In g e ap p ro p I a e I CO n

Milestones - ALL Prepare and submit quarterly reports gh project progress 1 {9 planned)

Milestones - ALL Prepare and submit regular fiscal repits |:| (36 planned)

Milestones - KDHBCTRMNG09 Conduct statewide marketing to prongpte training sessions {1 planned) “

Add New Document

File: Browse...
Type: |- Select - v|
Description:

Upload File

Document Type | Description
74 Savings_and_Cost_Estimate_Surmmary pdf | Budget | ROI- Payback | 4 &7 ¥
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Save Data

Save your work in progress, by using
= the “Save Draft” button at the top left
(520t ] g or bottom left of the page.

Required Category

Job Creation/Retention Description of jobs retai N Ote: Th iS d O eS n Ot 1] Su b m itn th e
Job Creation/Retention Description of jobs retai rep O rt .

Job Creation/Retention Description of jobs retained Residential
Job Creation/Retention Hours waorked in reporting period for jobs retained Commercial | Hours
Job Creation/Ratantion Hore woked (o cenoging period o iohe cetained — | Hous
*11f you wish to discard all your work o
- ={since the last save, select the == |
fmmmmm “ Cancel” button at the top right or r
e % bottom right of the page..
|
W&M_
[ Save Draft | Cancel | [ Submit |

DEC/
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?

Review Report

Before you can Submit report:
-Ensure all required (*) fields have
inputs

l Cancel ] l Submit ]

Pl

e “Zero” Is an acceptable input -

=c=f -At |east one attached document is Hours

Job Cre . Hours

Job Cre reqUIred Hours

Milestones - ALL Finalize program milestones. targets and metrics U {1 planned)

Milestones - ALL Hire program staff {1 planned)

Milestones - ALL Prepare and submit annual reports I:I {3 planned) -
Milestones - ALL Prepare and submit final report I:I {1 planned)

Milestones - ALL Prepare and submit quarterly reports on project progress {9 planned)

Milestones - ALL Prepare and submit regular fiscal reports I:I (36 planned)

Milestones - KDHBCTRMNGOS Conduct statewide marketing to promote training sessions I:I {1 planned)

Milestones - KDHBCTRMGO9 Conduct training workshops 1 (12 planned) b

Add New Document

File: |

|[ Browse...

Type: |- Select -

Description:

Doci

Upload File

ument Type | Description

74_Savings_and_Cost_Estimate_Summary pdf | Budget | RO Payback | 4 &7 ¥

DEDi

[ Cancel ] [ Submit ]
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Submit Report

Step 1.

v | When you are ready to submit the
= report, use the “Submit” Button at — oy { subn
the top right or bottom right of the

page.

Hours

842 Hours

o] o

s

Job Creation/Retention Total hours in standard work shift for reporting period Hours
Milestones - ALL Windows Internet Explorer (1 planned)
Milestones - ALL {1 planned)
Cnice this Form is submitted wou will no longer be able ko make changes. (3 planned) _

Milestones - ALL ‘? )
\.._"j

Milestones - ALL
Milestones - ALL (9 planned)

Milestones - ALL Ok {[ Cancel ] (36 planned)
Milestanes - KDHBCTRN
Milestones - KDHBCTRMNG09 Conduct training workshops | |

r "
Add N D .
- | ew Document St e p 2 .

|[ Browse...

g Confirm submission in
the pop-up box

Are you sure you wank to submit? {1 planned)

{1 planned)

Upload File

Document Type | Description
74_Savings_and_Cost_Estimate_Summary pdf | Budget | RO Payback | 4 &7 ¥

[ Cancel ] [ Submit ]

DEDi
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Change Password

Energy and Environment Cabinet

My Projects Help & Logged In As: rduff | Logout

Projects

Contract Project Last Submitted Next Submit | Draft
PONM2 127 1000000600 Energy Eﬁ'lmency and Conservation Block Grant KentLlck\'_De_partnje_nt for Housing. Buildings and 12/16/2009 9-54-00 AM
Program (EECBG) Construction - Training

Successful submission will
show new “Last Submitted”
date & time and automatically
update next report due date
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Data Review

Problem: Is there a way to review what milestones
have already been submitted.

Required Cniiegury Question
Milestnnaﬁs -ALL Draft and execute MOA I:I (1 planned) 5
. Finalize pragram milestones, targets and
M|IestDnE§s -ALL metfics I:I (1 planned) 5
MilestDnE:s -ALL Frepare and submit annual reports |:| (2 planned) 2
Milestones - ALL Frepare and submit final report |:| (1 planned) 1]
Milestones - ALL Frepare and submit reqular fiscal reports |:| (158 planned) 23
: Prepare and subrmit regular reports an
Milestones - ALL broject progress I:I (5 planned) 15
Prormote energy eficiency programs and
. i best energy management practices to W
billzsiiolnzs - SELS arganizational managers and technical I:I U fplinee), v
personnel in Kentucky

Solution: A Total “To Date” for all milestones previously entered
Is displayed next to entry field.
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Print or Save Current Report

Problem: Can the current report be downloaded for
partners’ records or printed?

Status Report for Save Energy Now
PO2 127 1000003341 - Save Energy Now (ARRA)
Reporting Period: August 2010 (Due Date: 9/5/2010)

Submitted Date: BA2/2010

Building Energy Audits  Auditar's projection of energy savings MMEtUS gt 1737
Building Energy Audits  Floor space audited s ft 1058618
............. Building Energy Audits  Number of audits performed Count 14
Building Retrofits MWumber of buildings retrofitted Count B
Building Retrofits Square footage of buildings retrofitted sq ft 54068

= |Emissions Reductions  Amaount of carbon monaxide (CO) pallutants reduced 00 metric tons 0.001
= Emissions Reductions  Amount of greenhouse gases reduced 0 CO2 Eguivalents (metric 3705

tons)
= Emissions Reductions  Amount of nitrogen dioxide (NOZ) pollutants reduced 0 retric tons 0.252
= Emisgions Reductions  Amount of particulate matter (PM) pollutants reduced 0 retric tons 0.003
= Emissions Reductions  Amount of sulfur dioxide (S02) pollutants reduced 0 retric tons 1.953
= Emissions Reductions  Amount of volatile arganic compaunds (WOC) pollutants 0 metric tons 0
reduced

Energy Cost Savings Annual reduction in electricity costs 0 Dollars 5540
Energy. Cost Savings Annual.reduction.in.fugl.oil cost 0.Qwllar i}

Solution: After submitting a report, you will see a new screen
with all submitted information, giving you option to save as pdf and print
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Print or Review Previous Reports

Problem: Can a previously submitted report be
accessed or printed?

| ENEFgY anda cnyironmenc Lapinet g3 || BEMUUS FrOQrams | Recovery Reporting

| ronment Cabine
" Help
Projects
Contract Grant Project
POZ2 127 1000003341 (nggg”ergﬁ’ NoW | Save Eneray Mow
PO2 127 1000001034 (Sﬁt\gt;f}nergy Frogram gﬁf&:mmercial Sustainability
PO7 127 1000000735 (S};aé;inergy Frogram gsﬂgutjggggg\é]ﬁiciencv Frogram for

Solution: On the Main Page, hover your cursor over “My Projects” and
then click on “View Status Reports” in drop-down. Then......

DEDi
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Print or Review Previous Reports

ergy and Environment Cabinet

My Projects Help o Logoed In As: crmetcalf | Logout

tatus Reports

Project Recipient | Sopont Due Date  Submitted Date | Submitted By
1941 | Bovergy Now | Save Eneray how pallion Jul 2010 | §05/2010 | 8/5/2010 1:31:00 Py | Henard
(ARREH) Preventian Y Meisenhelder
Center (KPPC)
Save oo
3341 | Energy Now | Save Energy how S August | 2010 | 9/05/2010 | 912/2010 11:17:00 AM | Cam Metcalf
=R Center (KPPC)
State Kentucky
Energy Incustrial/Commercial Pollution s Richard
1034 Prograrm Sustainability Prograrm Presvention July 2010 | 8/05/2010 BI52010 20100 PM Meisenhelder
(ARRA] Center (KPPC]
S l’\EHLuLhy
nergy Kentuc Ener Efficienc Pallution - Mike
0735 Frogram for Schools . July 2010 | §05/2010 | 8/4/2010 4:02:00 PM .
rogram e Prevention Ruckriegel
ARRA) (KEEPS) Center (KPPC)

...Click submission to view. You will be able to save as pdf
or print as described previously.

DEDi
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