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Electronic Cost Share Billing

1 Summary

As of late September 2012, the process of cost share billing is online, and all cost share invoices for
projects in eGrants are available for sponsors to view using their eGrants Phase Il account. This includes
all previously generated invoices, as well as any new invoices for current/future cost share agreements.
Paper copy invoices will no longer be mailed to sponsors, and payments can be made to CNCS by check
or by using www.pay.gov (preferred method).

2 Instructions
2.1 Accessing Cost Share Invoices in eGrants Phase Il

In order to access the cost share invoices, you must first have the ‘Grantee Administrator’ role, or
you must have access to the grant information (i.e. either the ‘Grantee’ or ‘Grantee without Budget’
role) in conjunction with the ‘View Cost Share Invoices’ role. If you do not have the proper roles
assigned to your account, contact the Grantee Administrator for your organization to have the
roles assigned.

1. An email notification will be sent to the Authorized Representative for the VISTA cost share
project each month when the new invoice is available.

2. To access the invoices for current and previous agreements, login to eGrants Phase II.

3. From the eGrants homepage click either the ‘View All’ or the ‘[#] Awarded’ link in the ‘View My
Grants/Applications’ section to view the list of awarded applications.

*Note: Clicking ‘View All’ will show all applications, including those that have not been awarded.
Cost share invoices can only be accessed through awarded applications.
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4. To access the cost share invoices for a current agreement, click on the ‘view’ link next to the
most recently awarded application. To access cost share invoices for past agreements, click on
the ‘view’ link next to any past awarded cost share applications. All cost share applications will
allow you to access the invoices for the agreement associated with that application.

SOMM N
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EXISTING APPLICATIONS - filtered by Awarded status. Welcome

Grant #08VSANY!( - VISTA State

Amend.#  App.ID App. Type Creation Date Status
< view ) amend
1 St
11VS133¢ Amendment 11/10/2011 Awarded Select a Report P
view
0 11VS1312; Continuation 08/03/2011 Awarded
Select a Report v
view
3 10VS1306 Amendment 06/30/2011 Awarded
Select a Report v
view
2 10VS1290 Amendment 04/25/2011 Awarded
Select a Report v
view
1 10VS1244 Amendment 12/09/2010 Awarded
Select a Report v
view
1]} 10VS1204 Continuation 07/23/2010 Awarded
Select a Report v
view
¢ 09VvS1197 Amendment 06/21/2010 Awarded
Select a Report v
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5. After clicking the ‘view’ link, the application will open to the Review page. On the left side
navigation bar is a new Agreement Info section. This section lists the agreement number
associated with that application and also includes a ‘View Invoices’ link.

*Note: If the ‘View Invoices’ link is not available either (1) the application you are viewing is not
for a cost share agreement or (2) the proper roles have not been assigned to your account.

Welcome View Amendment Project Application
=

Applicant Info LTI s

Application Info & NOFA: AmeriCorps VISTA State FY 2011

® Project Application ID #:

* Grant ID #:

& Due Date: 08/31/2011

Documents o Summary: The FY 2011 VISTA NOFA is for projects with start dates of 10/1/2010 -
Budget Section 1 9/30/2011. Please contact your Corporation State Office for confirmation if uncertain

Narratives

Project Plan

which NOFA to apply against.
Budget Section 2 pply a9

B Review

Authorize and Submit View/Print your application

Project Application Info

Project Application ID:

Please click on any of the following links to view/print a report.

* Application for Federal Assistance: view/print report
» Budget: view/ print report
Grant £: o Budget Narrative: view/print report
* Program Summary Chart: view/print report
MOFA: AmeriCorps VISTA State
FY 2011
Applicant Info: view
Type: Amendment

Status: Awarded
Submitted: 02/23/2012 15:31, o Authorized Representative: Johnson, Mathew

» Applicant/User: Dr. Mathew Johnson

» Applying Type: Amendment
s Applying: Directly to CNCS

m
w
=

Agreement Info

Agreement#: 11-046-Ads g BRI LR e

affected by the project:
New York State Capital District Region; Northern Albany, Arbor Hill, Watervliet; Albany County
Census tracks 2, 8, 25, 132, 133

Legal Applicant Info * Project Start and End Dates: 09/11/2011 ~ 09/08/2012

& Subject to Review by State Executive Order 12372 Process: No

View Invoices

* Delinquent on any federal debt? No

Marrativec- view
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6. Click on the ‘View Invoices’ link. The new invoice landing page will appear, and on this page:
e The invoices appear in chronological order starting with the most recent invoice.
e The ‘Amount Due’ column lists the total amount due at the time the invoice was
generated
e The ‘Past Due’ column lists the portion of the total amount due that is considered past
due

NATIONALST X" -
Click this link to vie
the terms and
conditions for cost

share payments

Invoice Number Amount Due Past Due

AT-12-10-5300 $28,649.76 $20,968.8 View Details
AT-12-09-51 500 $21,068.8 $13,387.84 View Details
& aT-12-08-51000 $33,467.04 $25,786.08 View Details
@ aT- 12-07-51[——| $25,786.08 $18,105.12 View Details
& AT-12-06-5000) $18,105.12 $6,583.68 View Details
AT-12-05-50 $35,143.94 $28,559.76 View Details
@ A7-12-04-50] $28,559.76 $21,732.24 View Details
@ at-12-03-29{0 $21,732.24 $14,904.72 View Details
@ aT-12-02-290 $18,714.72 $11,490.96 View Details
B a1-12-01-29 0 $11,490.96 $3,810 View Details
@ at-11-12-48] $3,810 View Details
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7. Click the invoice number to open/view the cost share invoice (as PDF).
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List of Invoices for Agreement # 11-046-A4 : Welcome

Invoice Number Amount Due Past Due

@ AT-12-10-53000

$28,649.76 $20,968.8 View Details
& AT-12-00-5100) $21,068.8 $13,387.84 View Details
@ AT-12-08-51 ) $33,467.04 $25,786.08 View Details
@ at- 12-07-51) $25,786.08 $18,105.12 View Details
@ aT-12-06-50[00 $18,105.12 $6,583.68 View Details
@ At-12-05-50 $35,143.44 $28,559.76 View Details
B AT-12-04-50 00 $28,559.76 $21,732.24 View Details
& AT-12-03-49{000 $21,732.24 $14,904.72 View Details
a2 AT-12-02-49 $18,714.72 $11,490.96 View Details
& ar- 12—01-49ﬁ $11,490.96 $3,810 View Details
® at-11-12-480 01 $3,810 View Details
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8. Click the ‘View Details’ link to view details regarding payments received for that invoice as well
as details regarding prior period adjustments applied to the invoice (changes that were made to
your cost share members that resulted in a change to the amount due).

B ar-12-10-5: 000 $28,599.76 uo.m.

® av-12-00- 515500 $21,068.8 $13,367.84 View Detalls
@ Av-12-c8-S1 $33,467.04 $35,766.08 View Datails
B av-1-07-5: 000 $25,786.08 $18,105:12  View Detalls
8 av-1:-66- 50 $19,105.12 $5,563.66 View Detalls
@ av-a2-95.50 $35,143.44 $20,559.76  View Detalls
B av-12-04-50 $28,559.76 $21,732.24  View Dutalls
® s7-12-0- 4o $21,732.24 $14,004.72  View Detalls
0 a7 12-02:4cmmy $18,714.72 $11,400.95  View Detalls
0 5712014500 511,460.96 53,810 View Details
@ av-11-12-45 S $3.810 Vikw Details

PRyments Bnceived against Invoice ® AT 12-07-51

087202012 $20,079.2 SCH#001179PC, CK#288451, 006/08/2012

Prior Period Adjustments of Involcs ® AT-12-07-511
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2.2 Memo on Invoices — Past Due Payments from Prior Agreements

On the current cost share invoices there is section which lists any outstanding balance due to CNCS
from a prior cost share agreement. This memo appears at the bottom of the invoices for the
sponsor’s current agreement; however the outstanding balance is not added to the total amount
due for the current agreement. This memo is meant to inform the sponsor of any outstanding
balance that is owed from previous agreements. The sponsor will also continue to receive an
invoice for the previous agreements with balances owed until the amount has been paid to CNCS.
Question — will payments received be applied to previous invoices due first and then to the current

agreement? That would be good to add.

File Edit GoTo Favorites Help

Organization Name moice Date:  07/312012
Point of Contact moice Number.  PC.12.10-
Street Address nvoice Period.  06/17/2012- 0711472012

City, ST Zip plus 4 Agreement Number  11.046-

Agreement Penod:  04/11/2011-0922/2012

SUMMARY
Prior Balance $5479.32
Payments Recelved $0.00
Current Charges $1826.44
Prior Period Adjustments $0.00
Balance Due $7.305.76
Total Cost nvosced To Date: $2009084 v Total Agreement Amourt: $23 388 00
DETAILS
Payments Recelved: $0.00
Progact Number Name Days Subsistence”
Current Charges:
22 100520
23 82124
Sub Totsdl 55 152644
Prior Period Adjustments

Prior Agreements )
Agroemer e AgeomentTypo  AmoutDue  PoldAmoat  Baleecs

Amencvent 3657253 36,035 54 353595
05-046- Reveasi $42032% $434838 314108

Tot balance Sue Som pacr agmements  $364 54
*Submstencs i equal 1 De number of oy

Ploate cortact your $1ate Program Office regarding any QUESSOns you MR Rave CONcaming e MemDors SROWN (O MEssng | DOy Mites aoxior T rumber of Coys biled

Ploass subm payment to hitpiw ww.pay.gov Agreement Number  11-046-
(cick on Forms>"C>"Cost Share Rembursement”)
of send check 1 voice Number.  PC-12-10-

Corporason for Natoral & Community Semice
AFMS/ARICos! Share Batance Due:  $7,305.76

1201 New York Avenue, N'W Due Date: 09/04/2012
Washinglon DC 2052%

850x1100in ¢
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2.3 Submitting a Cost Share Payment to CNCS

Payments are made to CNCS via Pay.gov, the portal where electronic payments can be securely
made to Federal Government Agencies. You are not required to register with Pay.gov, but it is
recommended as you will be using the site once a month for the duration of your AmeriCorps VISTA
project if cost sharing. Registration can be done from the home page in the fourth section by
selecting ‘Click here to Register.’

1. Go to https://www.pay.gov and if you are not already a registered user, select Find Public
Forms by Agency Name. Select ‘C.

- Home - N Wﬁf’u 3
File Edit View Favorites Tools Help
. Favorites 5 I4| UAT 11g
(= e [f i % 3 ! e/
|88~ “ E* CNCS e-Gr.. \ @ Paygov.. X ’ ‘ n~ v =] m v Pagev Safety~v
® o
W Provided by the US Department of the Treasury
N
Home =
Login 04/21/2012 l
; : ) 12 | |
Lo ) ' Attention CMS Medicare enrollment application customers -
-2/ the form to submit your payment fee has moved. In order to I
Password: submit a new enrollment or revalidation fee, please use the
following link:
https://pecos.cms.hhs.gov/ipecos/feePaymentWelcome.do If you have
any questions please contact the CMS' Provider Enrollment, Chain and
: Ownership System (PECOS) at 1-866-484-8049.  More Information \
Trouble Logging In?
: |
Find Public Forms e tion |
by Form Name ., What is —
by Agencrians. 4 P » for Government Agencies |
Search Public Forms SN
@ . Pay.gov can be
st used to make
Searching Help S R Frequently Used |
Public Resources payments to Forms -
< | 1 | »
& Internet | Protected Mode; On ¢y v ®125% v
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2. Select ‘Corporation for National and Community Service.’

. File Edit View Favorites Tools Help
‘ ‘l/g Favorites ‘—U%; 1| UAT 11g
— . —— O »
188 ¢ I @ CNCS e-Grants Gate... ’ @ Pay.gov - Alpha .. X [ ‘ ; (g v [ =] mm v Pagev Safetyv
- m L a
Fublic Resaiices » Commerce Department #~
Resources m Commission for the Preservation of America's Heritage Abroad
Accessibility Statement = Commission of Fine Arts
Nofices & Agreements = Commission on Civil Rights
Privacy & Security Poli = Commission on Executive- Legislative and Judicial Salaries
Sitemap n Commission on Maintaing United States Nuclear Weapons Expertise
Help m Commission on Security and Cooperation in Europe
Contact Us » Commission on the Advancement of Federal Law Enforcement
Frequently Asked Questions n Committee for Purchase from People who are Blind or Severely Disabled =
Information » Commodity Credit Corporation (1)
Agency Information Department of Agriculture = Marketing and Regulatory Programs = Commuadity Credit '
Ovenview Corporation
Implementing m Commodity Futures Trading Commission =
Documentation m Competitiveness Pay Council |
Press / Articles = Congress
n Congressional Budget Office
n Consumer Product Safety Commission (1) L
n Corporation for National and Community Service (4) _
n Corporation for Public Broadcasting
n Council of Economic Advisors
m Council on Environmental Quality-Office of Environmental Quality
€& Internet | Protected Mode: On (v RID% v
———— )

3. Select Cost Share Reimbursement.

10
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File Edit View Favorites Tools Help
|\ .p Favorites e EX|UAT11g
~ ——= g { 2
!88 - ]‘ @ CNCS e-Grants Gate... f @ ray.gov - Agenc.. X ’ ‘ (g > [ @ v Page~v Safety~v

Public Resources https://www.pay.gov/paygoviforms/forminstance. htmi?agencyFormld=3702423 2

Resources . "

Accosibiiity Shdemeri Cost Share Reimbursement View PDF
Nofices & Aqreements Form Number: Cost Share Reimburse
:;‘M&gmm This form allows businesses to reimburse CNCS money that they owe.

H%Q Corporation for National and Community Semice B
Coztacl Us https://www_pay.gov/paygov/forms/forminstance.html?agencyFormld=1672478 =
Freguently Asked Questions Gift Donations View PDFE ‘

Information | ‘
Agency Information Form Number: Gift Donations
Ovenview A form for accepting donations to CNCS
Implementing Corporation for National and Community Senvice i
Documentation https://www.pay.gov/paygoviforms/forminstance htmi?agencyFormid=2120112
Press / Articles

VISTA Repayments View PDF

L--’ Earmm Mumbar VIICTA Danaumants = i

@ Internet | Protected Mode: On ¢ v R125%

—

4. Complete the form and Submit Data.
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File Edit View Favorites Tools Help

S.p Favorites - 5.5 L%/ UAT 11g

1‘88 ']‘(eCNCS e-Grant... ‘@ Pay.gov - F.. XI ’ R v [ @g v Page~v Safety~v

pos

Corporation for National and Community Service

Cost Share =

* Organization Name:  ENTER YOUR ORGANIZATION'S NAME HERE (NOT YOUR PROJECT NAME) |
|
*SSNTIN: TN * Agreement Number: EXAMPLE: 12-046-P12345 "
N
* Invoice Date: 10/01/2012 * Invoice Number: EXAMPLE: PC-12-10-67890 i
PERMANENT ADDRESS: = |
* Street: * City: '
|
* State: | = * Zip Code: |
Telephone: Extension: i

E-mail Address:

Submit Data
|
PDF Preview |

< 1 [ »

& Internet | Protected Mode: On vy ®100% «

5. Complete the next screen which will ask for your organization’s payment information and
Submit your payment.

2.4 Getting Assistance and Reporting Issues with Cost Share Invoices
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Where you will go to get assistance depends on the question(s) you have or the issue you are having
with a particular system.

1. If you have a question regarding the AmeriCorps VISTA members listed on your invoice or their
dates of service, please contact your Corporation State Office.

2. If you have a question regarding the financial information, such as Prior Balance or the amounts
you have paid but are not displayed, please contact the VISTA Cost Share Help Desk at
vistacostshare@cns.gov. This inbox is maintained by CNCS’s Accounting office. Please bear in
mind that if you make a payment by check there will be a delay as mail sent to CNCS is irradiated
for security reasons and this can add 1-2 weeks mailing time. In a few instances, checks may
also arrive in a condition where they cannot be deposited due to the irradiation and your
organization will be asked to send another check.

3. If your question relates to not being able to view or print an invoice, screens not displaying
correctly or any other technical problem related to navigation in eGrants, please contact the
National Service Hotline at https://questions.nationalservice.gov/app/ask/ or 1-800-942-2677.
Please be ready to provide your project number and application ID number.

4. For Pay.gov customer or agency questions, concerns, or technical issues, or for more
information about Pay.gov collections, forms, or billing services, please contact:

Pay.gov Customer Support: 800-624-1373 (tollfree, Option #2)
216-579-2112 (Option #2)

pay.gov.clev@clev.frb.org

Hours (ET): 7:00 AM - 7:00 PM Monday - Friday
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