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1. Introduction

1.1. System Overview

The Food Aid Information System (FAIS) allows Program Participants to apply for commodities and funding
assistance under the PL 480 Title | - Food for Peace Program (FFPr), CCC — Food for Progress Program (CCC-FFPr),
the McGovern—Dole International Food for Education and Child Nutrition Program (MGD) and Section 416(b).

The FAIS also allows applicants to negotiate Food Aid Agreements (Contracts), submit project status reports,
financial and other reports, process payments & receivables, negotiate claims and close contracts.

For more detailed information on each of these programs, you may click on the following hyperlinks to take you
to each program's home page:

Food for Progress: http://www.fas.usda.gov/excredits/FoodAid/FFP/foodforprogress.asp

Food for Education: http://www.fas.usda.gov/excredits/FoodAid/FFE/FFE.asp

Food for Peace: http://www.fas.usda.gov/excredits/FoodAid/pl480/pl480.asp

Section 416 B: http://www.fas.usda.gov/excredits/FoodAid/416b/section416b.asp

The FAIS is a concise one stop solution covering the complete life cycle of a Food Aid application for the above
mentioned programs. FAIS can also be directly accessed through the following links

Any Web User: - http://www.fas.usda.gov/fais.web

FAIS Registered User: - https://www.fas.usda.gov/fais/webapp

In summary, FAIS provides the following benefits to its user community:

o Afully integrated and secure workflow based Web Application
e Astreamlined online Food Aid proposal submission
e Enables easy negotiation of agreements between participants and Food Aid Division

e Streamlined reporting process for submission of project status reports, financial reports, etc without
sacrificing accounting accuracy and reliability.

e Online management of claims, payments & receivables and agreement closeout

1.2. Purpose and Scope

This manual is intended to provide participant users with necessary instructions and guidelines on the use of the
FAIS system and to assist users in FAIS proposal submission, agreement negotiation, reports submission,
payments & receivables and compliance management.

The scope of this document is limited to the use of FAIS system and associated functionalities. Any other
applications are outside the scope of this document.

FAIS User Manual Version 1.0
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2. Getting Started

2.1. User Access Levels

The access for FAIS falls under the ambit of US Federal eAuthentication process. Further to the eAuthentication

USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

each participant user’s access to the various functions available in FAIS depends on the role assigned to the user.

Following are the possible list of roles for a program participant user

Role Role Role Description Remarks
Abbreviation
PPDir Program Participant | Person from participant | A participant organization
Director organization who is authorized by | may have multiple people
the participant organization to | in directors role
create Food Aid proposals and
negotiate Food Aid agreements
PPCR Program Participant | Person nominated by a PPDir to | A participant organization
Proposal Creator create & manage a proposal may have multiple people
in proposal creator’s role.
But any given proposal
can have
only one proposal creator
PPCONT Program Participant | Person nominated by a PPDir or a | A participant organization
Proposal PPCR to work on a section of a | may have multiple people
Contributor proposal in proposal contributor’s
role. But any given
proposal section can have
only one proposal
contributor
PPAgEx Program Participant | Person nominated by the PPDir | A participant organization
Agreement to manage and negotiate an | may have multiple people
Executor Agreement in agreement executor’s
role. But any given
agreement can have only
one agreement executor
PPAgCONT Program Participant | Person nominated by the PPDir | A participant organization

Agreement
Contributor

or PPAgEx to work on an
Agreement section

may have multiple people
in agreement contributors
role. But any given
agreement section can
have only one agreement
contributor

FAIS User Manual Version 1.0
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PPAdmin Program Participant | This  person  will maintain | A participant organization
Administrator participant organizations details | can have

and handle access request to the | multiple PPAdmin

FAIS system by users from their
organization

2.2. eAuthentication

eAuthentication is the system used by USDA agencies to enable users to obtain accounts that will allow
them to access USDA Web applications and services via the Internet.

Your eAuthentication account consists of a User ID, a password, and your customer profile containing
information about you that will help USDA applications make decisions about your identity. Currently,
USDA offers Accounts with Level 1 Access and Accounts with Level 2 Access. Please visit
http://www.eauth.egov.usda.gov/ for more details.

FAIS system can be accessed by both Level 1 and Level 2 users. Level 1 user will need an additional PIN
to access FAIS.

2.3. System Access, User Registration and FAIS Login

Once you have an eAuthentication account, you will be able to access FAIS. Please type the URL,
https://www.fas.usda.gov/FAIS/WebApp/ in your browser to access the FAIS Web application. The
system will display a warning window as shown in figure. Select the ‘l Agree’ button to continue.

USIDA  United States Department of Agrcuturs ™
= YSDA eAuthentication

= vou are accessing a U.S. Government information system, swhich includes (1) this computer, (23 this
PR E=E By, (D Sl P Cap i oo T D, e (o3 ol Boehes Cr e Shs
attached to this nekwork or to 4 computer on this network. This infermation system is provided for U.S.
Gowvernment-authorized use only.

e Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal
penalties

= By using this infermaticn systerm, ¥you understand and consent o the following:

= vou have no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information sw¥stem. &t any time, the government may for any lawful government
purpose monitor, intercept, search and seize any communication or data transiting or stored on this
imformation systerm.

= Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

< Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectation of privacy regarding cormmunications on this system,
whether oral or written, by vour supervisor or any other official, except USDA's Chief Inforrnation

officer.
***************** R o
e e e e e e e
Accessibility Staterment | Privacy Policy | Mon-Ciscrimmination Staterment | www. FirstSowv. gow

The eAuthentication Login window appears where you can enter your eAuthentication credentials and
login to access FAIS. Appropriate links to create new accounts, to retrieve forgotten credentials, to
change passwords, etc. have been provided on the screen.
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USDA United States Department of Agriculture
Z USDA eAuthentication

" m— B e B

Home | About eAuthentication; Help | ContactUs : Find an LRA

| Quick Links ot :
s - eAuthentication Login
3 IS an account?
¢ Create an account
User ID: |test_user |
b Update your account
Forgot your User ID7?
Administrator Links
_ Password: |-......... |
¢ Local Registration.
Authority Login Forgot your Password?
Change My Passwoard
Login
What's New
Important! USDA Federal Employees:

e USDA federal employees will soon be able to log in to eAuthentication with
their LincPass cards, Watch this section for more information in the coming
rmonths,

s If you need a USDA eAuthentication Employee account, please click here.

ehuthentication Horme | USDA gov | Site Map
| Accessibility Staternent | Privacy Policy | Mon-Discrirnination Staternent | www FirstGow, gov

After successful validation of the E authentication credentials, system displays “Confirm Registration

for FAIS Account” screen

FAIS User Manual Version 1.0
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USDA Untes Siates Dopariment of Agricuiture Linking U1, Agriatinre (T
= Food Aid Information System b —
(@) T orld

Home | Reports Out ;| Agreement Management ; Administration ;| Compliance Management | Proposal Management ; Budget ; About FAS |

“¥ou are here : Home > Account > Registration Confirmation Welcome faistestuser [ Log Off ]
Current | Change Confirm Registration for FAIS Account

* Alerts

Instructions

User has to Register with FAIS
by clicking this link for
accessing the FAIS system

In order to access FAIS, User has to register in FAIS also. This registration is in addition to the E

Authentication

Click on “Create FAIS Account” link

USDA United States Department of Agriculture Linking U.S. Agriculture @
=—= Food Aid Information System ’ —_—
- Y T o

Home Reports Out Agreement Management Administration Compliance Management Proposal Management Budget About FAS

*You are here : Home = Account = Register Welcome faistestuser [ Log Off]
SIS Create a New Account in FAIS

+ Alerts

Instructions -

“fou are registered with USDA EAuthentication. To access the FAIS, you are required to confirm to create a new FAIS account.

Account Information

User name |= stestuser

Last name I— AS

First name I"as stuser

Email address I' testus
User has to select

Organization Organization Type as
Organization Type | Program Participant [v] =—————® 'Program Participant"
Pin

Contim pin = Based on E Authetication Level.
PIN & Confirm Pinwill be Enabled

or Disabled

If logging in to FAIS for the first time, system displays “Create New FAIS Account” screen

PIN and Confirm PIN fields will be enabled or disabled based on the E Authentication Level

FAIS User Manual Version 1.0
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E Auth Level 1 User
Select Organization Type as “Program Participant”
Set your FAIS PIN

Select ‘Register’ button to register to FAIS.

E Auth Level 2 User

”

Select Organization Type as “Program Participant

Select ‘Register’ button to register to FAIS

2.3.1. FAIS User Registration for Participant User
Once user selects organization and clicks on register, system will display the FAIS User Registration

screen

USIDA, Unees States Gepartment 6f Agrculture Lérabing L5, Agricatenrs:
i Food Aid Information System : 4 e N—

Home | RBeports Oul | Agrecment Management | Administration | Comphance Management | Proposal Management | Budget | About FAS |

vou are here | Home = Account = FALS B8 User Regisiration Welceme faistestuser [ Lo G111
Current | Chungs FAIS User Registration

= Alorts

Inmtructions

E-Authentication Details
User name  [faistestuser
First name [faistestuser

Last name [FAS

Email agaress  [faistestusergadurmmy. org

Organization Details

PPOrganization Typs | Private Valuntary Organization [=] b
Organization | PPS =
Grganization Hame  PPS

Short Hams PP

Address Type |Main  [=]
Acdrens Line 1 FPPRSaddress

Details populated based on
) - Organization & Address
cry DG selected

Stats Provincs DOC

Addrass Line 2  PPSaddress

Count v Australia
Zip Code 200452
Email Address  PPS@gmail.com
Prane Number
mFathoases ]

mcommun tyBasea [T
¥ 3

Personal Details
Taie  Mr
Posmien  hManagar
Phene  ZSETEO8TS9
Phone Extension 123 User Editable
Fax
IsEmailslerttnactea =

mSystemalerEnabica = b
Acrminbis Robs:

[ Prag =i 1
[ Program < 1

[ Program Panlf.lnunt Agreement Cxecutor )
{ Program Participant Proposal Contributer | User has to fill appropriate
[ Program Participant Proposal Creator ] comments for seeking access

[ Program Participant Direstor |
RequestorGComments | I want ©bo be a Participant Dircctor. PL grant me -

appropriate access

10
FAIS User Manual Version 1.0



A

Enter the follo

USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

Select participant organization type from the 3 types available
Select Organization
Based on selection system will populate the organization details

wing details in Person Details

o0 Title (Mr./Mrs./Ms etc)

on (Designation in the organization like Manager etc)

Phone Extension (Not Mandatory)
Fax (Not Mandatory)

AlertEnabled — Check this box if Email alerts are preferred whenever any workflow action

(like submit, request modification etc) are sought on any process in FAIS

0 Positi
0 Phone
(0]
(0]
o0 Email
(0]

FAISAlertEnabled - Check this box if System alerts are preferred whenever any workflow action

(like submit, request modification etc) are sought on any process in FAIS

0 Available Roles — This un editable list of roles is populated by the system, specific for participant
organization. Details about the roles are listed at <link>

0 Requestor Comments — Enter appropriate comments seeking access to the Administrator.

Progr

am Participant can seek for the following roles
PPDir — Program Participant Director will be capable of creating a proposal and
negotiating Agreements
PPCR — Program Participant Proposal Creator will be capable for managing and
coordinating proposal creation
PPCONT — Program Participant Proposal Contributor will be capable of working on
assigned sections of a proposal
PPAgEX — Program Participant Agreement Executor will be capable of managing and
negotiating an Agreement on behalf of the PP Organization
PPAgCONT - Program Participant Agreement Contributor will be capable working on
assigned sections of an Agreement
PPAdmin — Program Participant Administrator will be capable of maintaining
Participant Organization details and approve access to their participant organizations
users

5. Click on Register
6. Once registered, await for an email confirmation about the grant of access

Note: - If Organization is not available in the drop down. Please fill in the attached Organization Registration Form

in www.fas.usda.gov/fais/public and send the same to ITSTechnicalSupport@wdc.usda.gov

Post Registration &

Pre Approval — Screen

Below screen will be displayed if the user logs into the system before the FAIS user account is verified

vou are hare : Home = Ot = Logon Faded Waelcome toistestuser | Log O )

Sorry, FAIS Log ©On Failed.

matruetions

v ou tion detais have besn Buccensfully stored in the system and & s currantly being suthenticated, IKindly awart for an Emall from the system
T T the systern - sootan

WG the grant o

Usar has to await for the Email from
FAIS or PP Administrator granting
access to the FAIS system

11
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2.3.2. Post Registration & User Account Approval

Once user receives FAIS Registration approval email, user will see the following screen when logged into the
system

USIDDA, United States Department of Agricuture Linking LS. Agriculeure @
ﬁ Food Aid Information System 3 — 1
(QA)

Home | Reports Out ;| Agreement Management ;| Administration ; Compliance Management ;| Proposal Management | Budget | About FAS |

Current | Change FAIS Home Page

= Alerts

Instructions

test instructions

Welcome to USDA Food Aid Information System V1.0, L

Instructions will
appear here

Home Page Cantent will appear here

2.4. General Instructions

2.4.1. Screen Layout

Appropriate screenshots have been included in the manual to aid the user in understanding the functional
navigation. A brief orientation of the layout and design of the FAIS interface is provided here.

USDA United States Department of Agriculture. Linking US. Agriculure
H ! inking ULS. Agriculture 'f%
=—= Food Aid Information System FAIS Menu Panel P |
- = T
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management ; Budget | About FAS | LEQ E” .
i i - - inl
My FAIS *You are here [Home > Proposal Manacement » Proposal Summary > Commodity List Welcome ppi_directorfLog OFF]"
Current| Change B : B User Name &
Alerts Link (e Proposal Commodity Section List o
I |
Data Navigation etructions -~
~ View Progasal | | [ i page fsts the Commedties aircady created for the propesal. The page also allows for managing the commediies e Collapsable
View Proposal Assianment + To add a new commodity, ciick on the link Create New Commodity. Instructions
B B
~iew Froposel Sssianment + To edt or delete a commodity from the list, click on the links Edit or Delete. Parel
+ View Applicant Detalls

* Miew Introduction
+ Wiew Commedity Commaodity Summary Special Needs & Distribution Methods Monetization Attachments
* View Activity Objective

(Left Menu l e Proposal Information

Tabs inthe
Web Page

+ Proposal Summary

* Proposal Assi Organizaton |PP1

* Applicant Details ,—
© oo Proposal Number [2011-0229
jocirovece ProgramTyps [CCCFFP
+ Commodity

+ PVO Audget staws |In Progress
- . Country |To Be Decided Create New

Link
Basic [ o]
Details U P Pk Delivery to U, Port |Est. Kinds of Qty.of  |Value of
- |Usage g Q. ivery to U, st. inds : alue )
.
Type WMT rype  size | “OU™T | (umivear) Sales/MT ($) |Goods, Sve | Goods  [Sve(s) | A€fion
= Links
2/4 b |ToBe Edtt | T
Alfalfa Seed |DirectFeed |1000 Packaged i3 Decided 12012

12
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A left panel provides links to most of the application items. All other functions are arranged as menu items under
several menus, access to which is governed by FAIS Roles.

Breadcrumb trail or Sitemap index links are provided horizontally across the top of each page just below the
menu bar. These links will help in navigating through the hierarchies of each element and to keep track of
locations within FAIS.

Add or create new will bring the creation page where details can be entered. Once the new record is created, the
system might reveal any tabs, if appropriate and the new record is added to the list. To toggle between tabs, click
directly on the tabs presented.

Brief instructions are provided on each screen in a green box as shown in figure. The instructions describe the
mechanics of viewing and editing the screens and defined the data fields. Important business rules to be followed
have also been included, where appropriate. Additional insight is provided with helpful hints throughout
identified by ‘Note’.

List Page

All of the list pages are presented as shown in figure where there is a search criteria section on the top, if
applicable, and the matching list appears below. An action column with appropriate links is provided to the right
of the list where users can choose to perform corresponding functions. To add or create new, appropriate links
are provided to the right at the top or bottom of the list.

USDA United States Department of Agriculture
ﬁ Food Aid Information System

My FAIS
Current | Change

Linking ULS. Agric:

Home

{ Reports Out | Agreement Management

Administration | Compliance Management |

Proposal Management | Budget | About FAS |

Vou are hers : Home = Proposal Management Welcome pp1_director [ Log Off ]

Proposal List

- Alerts
Instructions -
This page lists proposals with their basic information. Use the fiters at the top of the page to narrow down the search resutts. Program Participant statf will only
see proposals relevant to their organizations, while FAD staff members see all proposals.
Search Information Search criteria for
displaying the list
organization | PP below
Fiscalvear | ALL [=]
Program Type | ALL =]
Country | ALL =l List based on
search
parameters
Create New Proposal
Proposal Program Fiscal Proposal Solicitation Submit — - |
g S S e PP Creator . Country 2 Organization Contributors 18
20120147 | ppp 2012 PP Accepted  |PP1_Creator |117 Thailand Online PP PP1_Creator FAS
20110229 | coc prp 2011 In Progress PP1_Dirsctor |65 [ToED Online PP1
Decided
0218
20110212 | ppg 2011 In Progress PP1_Director |71 Zimbabwe  |Online PP1 i:kcre‘“‘” FAS, PP1_CONTI
20110230 (rpp 2011 In Progress PP1_Director| 71 TzE= Online PP1
Decided
2011-0228 (-p 2011 PP Accepted | PP1_Creator |71 Sudan Online PP1 E:"S—C"e“”’ FF PSRN
D148
2011-0149 | ppp 2011 In Progress PP1_Director 121 ToBe Online PP PP1_Creator FAS
Decided
—_— FFP 2011 In Progress Judy 76 Afghanistan Manual PP1 !}

Summary Page

Each major work flow data group

like proposal, proposal section, agreement, agreement section will have a

summary page through which the user will be able to carry out work flow actions like submit, approve etc.

Summary page will also display the work flow history and current status of that data group

FAIS User Manual Version 1.0
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Food Aid Int tion Syst Einking: 1.2 quionis
s nformation yatam
(e} m\mu

Home | Reports Qut | Agreement Management | Administration | Compliance Management | Proposal Management | Dudget | About TAS |

USIDA United States Department of Agricullure
———

My FAIS ¥ou are here : Home > Proposal Management » Proposal Summary Welcome ppi_director [ Log Off)
Current | Change F"mposal Summary
Instructions

Data Mavigation

This pags diplays:
© proposal
. 3-1«" unlwud a. the o Greator (Ir‘ewwl Mnm\wr) and the various section Corributars (Authors). Only one PP Creator may be assigned to
A given section. One person may be assigned muliple seclions, or as 8 P8 Creator and #e Contrioutor.
« Proposal r-r.r.-mry section showing the proposal i T
Workflow Actions section showing the actions that can be executed based on the proposal status,
U UL T e OR T KT ML BT 1 PEFTrm T VEroS BTGNS NESOHa 10 GEvsiop 8 Proposst

(TSRO

Froposal Information Summary Tab
Grganization [PP1 [ :
Sal an D IES
Proposal Number  [2011-0228
Frogram Type |[CCG-FFP
Status |In Progress
Country [To Be Decided

FProposal Section Details

| Bection Name Contributor Status Comments

Proposal History

User Date Comments
PP1_Director FAS | o011 " Proposal Creation

&nrkﬂnw .1r.linn' |
links Workflow Actions
Submi For Beveev,

Attachments

b |

USIDDA. United States Department of Agricutture Linking ULS. Agriculture @
=—= Food Aid Information System
@Ay —_—T

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS |

My FAIS “ou are here : Home > Proposal k > Proposal Summary = Welcome pp1 director [ Log Off]

Current | Change Attachments
- Alerts

Instructions

Data Navigation

View Proposal

Introduction Summary Introduction Details Program Administration List Attachment
Views Proposal &ssignment
Views Applicant Details )
Wiew Intreduction Proposal Information
Views Commodity i I—
View Activity Obi Organization |PP1
Views FVO Budget Proposal Number  |2011-0230
Proposal Summary

Proposal Assignment Program Type IFFE

Applicant Details

S = Status. Iln Progress
Introduction

Activity Objective Country |To Be Decided

Commedity
D List of Attachments
D Name Type Comment Action
Upload a file

Rl Generic|EY

File Name: [ Browse.. | Document
Upload Area
Comment:

Upload

Across FAIS there are options for documents upload. Documents can be uploaded through the attachment tab
and once they get uploaded these documents get associated with appropriate process like Proposal, Agreement
etc. System also maintains a list of documents like SF 424, NICRA etc

Mandatory Fields

Fields required by the system to create a record, save or submit are indicated by an asterisk next to the field and
the data entry box highlighted in yellow. See fields boxed in red in the figure below.

14
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Country

Anticipated Start Date
Aunticipated Completion
Date

Anticipated Monetization
Completion Date

Iz Thiz A Continuation Of
Prewvious Program

Iz This A Consortium
Introduction

Introduction Details

| To Be Decided =l -
| [ER (MMWDDA ) =
I [E (MWDDA YY) *

[ (MDD YY)

Mandatory fields will be in yellow
color marked with a *

Work Flow Comments

Action Comment

On clicking any workflow action like “Submit”, “Request Modification” etc system will pop up a workflow action

comments link where user will be able to enter comments (comments are not mandatory) and confirm the action

by clicking on “OK”. If user clicks “Cancel” the system will roll back the workflow action. The comment box

confirms the workflow action before committing it

FAIS User Manual Version 1.0
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Workflow Validation Error Messages

o
wlormation System

e Lorparn vt e
[~ M | Proposal Summary
* Mmve opos sl Sssmrerenl
e Plmans tin e fellasina in mireau e Sestaen ansd submit ssain \
troaces
Commedty

Please fix the (000wWInG in Commedite Section and autmitsasin

21 Snctinn and submd sansn J |

Proposal Information

Section Nama Contributor Status Commants

Waorkflow Actions

System displays a list of validation errors (if any) in red when the user clicks “OK” on the workflow comments.
System will not commit the workflow action until the user fixes all the validation errors

Hot Keys

Keyboard shortcuts have been provided as appropriate throughout the application. Use Alt key plus the
underlined alphabet of the field label to navigate to a particular field. (Alt + <underlined label alphabet>). You
may use Alt + S to save or submit, where appropriate.

If a page contains Rich Text Formatting (RTF) text boxes, use the following keyboard shortcuts to focus on a
particular area of the page and then tab through links or fields.

e Alt+0 > Sitemap or Breadcrumb links
e Alt+1 > My FAIS panel to the left

e Alt+2 - Top of the page

e Alt + 3 - Bottom of the page

Required Security Settings

If you experience difficulty navigating to the website please change your browser’s security settings. Open the
Internet Explorer and click on Tools, Internet Options. Click on the Advance tab. Scroll down the page until you
see the “Use SSL” section. Check the Use SSL 2.0, SSL 3.0 and TLS 1.0. Click the OK button to save the changes.

16
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Rich Text Capability

Certain text fields have been provided with a bar of text formatting icons, as shown in figure. These fields can
hold large amounts of data and are Rich Text Formatting (RTF) capable, i.e., it provides word processing
capabilities like highlighting, bolding, bulleting, copying, inserting tables and other formatting features. A scroll

bar provided along the right side of the text box aids in viewing descriptions larger than the display area of the
text box.

A~ My~ ¥ G [E _=|' B Z U := = iF 2=  FantMame v Sizew

Listed below are the formatting options presented as icons on a bar along the text boxes.

17
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lcon Function

A - ) )
Farmats the selected text with the calor vou click

Uy
Calars the background of selected text to highlight
Cuts selected text ar area

— i
Copies selected text
Fastes copied data

: Image Manager to upload picture files

Inserts table

Feveals or hides borders

Makes selected data bold

ltalicizes selected data

Underlines selected data

MEIE 5@

Makes a numbered list or reverts back to normal

Creates a bulleted list or reverts back to normal

Indents the selected paragraph to the next tab stop

i} .!'“.
{1

Decreases the indent to the previous tab stop

Font Name

Changes the font of the selected text to the one picked

Size -

Changes the size of selected text and numbers to the one picked

2.4.2. Manage FAIS Alerts

FAIS sends system alerts or Email alerts based on users alerts preference as mentioned in user’s profile which can

be maintained through the user profile.

FAIS User Manual Version 1.0
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|

us Unites States Department of Agriculiure Ftrking 0.5, Agsicutire (TEDY
Food Ald Information System — =
oy T

Wome | Reports Out | Agreement Mansgement | Administration | Compiiance Mansgement | Propossl Mansgement | Budget | About FAS

You are here : Home - Notnication = List “Alert Welcome ppé_director { Loa 011 )
Alerts e
Inmtructions =

L= _Show Panding Rema T Show Compieted tems | Show Resd tema]

My FAIS
Current | Change

Subjeet Date Time T | Actions

A seation; ZMZ01 11:20 AR Comelets | Dotail =
2rB/2011 10:60 AN Complats | Retail

A1 LR A sl 2011 10mas AR Eian

Complete | Detail

compiete {Deton |

Eroposal 163 Submitted For Bl FTIFOA1 1:00 PR

Erooosal 103: Asslanoent EL S ERERIY

priat =
page related PAark alort
to the alert

as
completed

If user has opted for FAIS alerts, user will be able to see alerts pertaining to them. Method of navigating through

the alerts is mentioned below

1. Select ‘Alert’ link from left menu

2. Option 1:- Click on alert link to navigate to appropriate page. Ex: ‘Proposal 163: Assignment’ will navigate
to Proposal Assignment screen

3. Option 2:- Click on ‘Complete’ link to mark the alert as completed

4. Option3:- Click on ‘Detail’ link to enter comments on the alerts for future reference (View Alert) screen

A |
USDA United States Department of Agriculture Linking ULS. Agriculture @

=—=omy Food Aid Information System —_—
e 0N Y = P

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

“ou are here : Home = Notification = View Welcome pp6 director [ Log Off]

View Alert

Instructions -

My FAIS
Current | Change
+ Alers

Alert: Proposal 163: Assignment

Comments
i for Personal
From [PP6_Director FAS Reference

Created Datetime IZIT.-’Z[]‘I‘I 12:55:15 PM

Option to
mark alert

as
completed

Save | Cancel |

View alerts give an option for the user to make some personal notes for future reference and to mark the alert as
completed. These actions of entering comments and marking an alert are purely optional

2.5. Exit FAIS

Use the Logoff link located at the top right of the page to exit FAIS.

19
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3. System Menu/ Functionalities

3.1. Participant Profile

Each Program Participant organization will have to nominate at least one user for the PPAdmin role
who will be capable of maintaining the Participant Organization’s address and grant access to FAIS for
users with valid eAuthentication from that participant organization

3.1.1. Maintain Participant Organization Profile

In order to maintain or view the participant organization details, click on Manage PP Organization
link from Administration menu

USDA  United States Department of Agricuture Linking LS. Asricultuse ”%
=——— Food Aid Information System T e et
. ST irld

Home : Reports Out ; Agreement Management Administration Compliance Management : Proposal Management | Budget ; About FAS :

You are here : Home = Administration » Manage PP Organizations ‘\ Welcome pp1_director [ Log Off |
b Manage Program Participant Organizations Click on “Manage PP

+ Alerts QOrganization” link

Instructions a
This screen displays the Program Participant’s Organization details. The list of Program Participants (PP) shown is based on the search criteria you entered.
Program Participant Administrator will be able to edit or view the details pertaining to their organization using the Edit or View links. FAIS Administrator will

be able to maintain details pertaining to any Program participant Organization, in addition to creating a new organization by using the link Create New PP
Organization.

Search Information
PP Organization Type | Private Voluntary Organization E
PP Organization | PP1[~]

PP Organizations

Create New PP Organization

Organization Name Org Short Name Email ID Phone Actions o
PP PP1 PP1@gmail.com 1 Edit <

View Participant Organization Details

1. Click on Manage PP Organization from Administration menu
2. Click on View
3. System will display the Program Participant Organization screen (below)
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USDA United States Department of Agriculture
ﬁ Food Aid Information System

|

(QA)

Linking U.S. Agriculure @

T Corid

Agreement Managem

Administration

My FAIS
Current | Change

Data Navigation

+ View Participant Organization|
+ Edit Participant Organization

Com

Budget | About FAS

You are here - Home > Administration » Manage PP Organizations » View Participant Organization

Program Participant Organization Details

Instructions

Welcome pp1_director [ Log Off ]

This screen is used to view the Program Participant’s (PP) organization details. You may also perform the following tasks:
= creafe a new address for the PP Organization by using the Create New Address link.
= Edit an existing address for the PP Organization by using the Edit link from the list of addresses.
= View an existing address for the PP Organization by using the View link from the list of addresses.

Program Participant
Organization Name |331
Shart Name

Organization Type Name |FV/0)

Email Address

Phone Number

IsFaithBased [
IsCommunityBased Il
IsActive [V

Program Participant Addresses

Create New Address

Address Type
Main

Country State

DC

City
oc

Actions
View | Edit [ Delete |

Australia

Edit Participant Organization Details

USDA United States Department of Agriculture Linking ULS. Agriculture @
=—00 Food Aid Information System i —
= | an) T orld

Agreement Management

My FAIS
Current | Change
= Alerts

“You are here -

Edit Program Participant Organization

Instructions

Compliance Management

- Home > Administration > Manage PP Organizations > Edit Participant Organization

Proposal Managemei

About FAS

ppl_director [ Log Off ]

Data Navigation

- Wiew Participant Organization
- Edit Participant Organization

Program Participant

[FF

Organization Name

Short Name | PP1

Organization Type Name

Program Participant Addresses

[Fvo

Email Address

PP1@gmail.com

Phone Number 1111

IsFaithBased [
IsCommunityBased
IsActive

‘n,m

This screen allows a FAIS Administrator or Program Participant (PP) Adminisfrator to edit organization data. You may use the Edit link to edit any given
address.

Create MNew Address

Type |Cou ntry | State

‘Main

[city

|A('.1ions

|Au stralia | DC

b

|View | Edit | Delete

FAIS User Manual Version 1.0
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In order to edit a participant organization detail

Click on Manage PP Organization from Administration menu
Click on Edit
System will display the Edit Program Participant Organization screen
Edit any of the following details
e Email Address
e Phone Number
e Is Faith Based
e |Is Community Based
5. Click on Save to save the details

PwwnNpRE

Manage Participant Address

Participant User with PPAdmin role will be able to maintain the addresses of the participant
organization. Each participant organization can have more than one address. All other participants will
only be able to View the organization and address details

Participant addresses can be maintained through Program Participant Organization Details screen or
through Edit Program Participant Organization Details screen

USDA United States Department of Agriculture Linking U.S. Agricultuve %
=——== Food Aid Informaticn System R A “, —
(Qa) World

Home | Reports Qut i Agreement Manageme: \dministration ]

My FAIS You are here : Home > Administration > Manage PP Organizations > View Participant Organization Welcome pp1_director [ Log Off ]

Current | Change

- Program Participant Organization Details

Instructions -

Data Navigation
+ View Participant Organization| This screen is used to view the Program Participant's (PP) organization details. You may also perform the following tasks:

= creafe a new address for the PP Organization by using the Create New Address link_
= Edit an existing address for the PP Organization by using the Edit link from the list of addresses.
= View an existing address for the PP Organization by using the View link from the list of addresses.

+ Edit Participant Organization

Program Participant
Organization Name
Short Name ’—
Qrganization Type Name ’—
Email Address
Phone Number ’—

IsFaithBased [

Associate Mew
Address For the

IsCommunityBased [ Delete

existing Crganization
IsActive | Edit existing organization
organization address

address

Program Participant Addresses
\ |

S
Edit|[Dalet

|Address Type |CcuunlryI ‘State |Cily |hhn
|Main |Australia [ |oc Visw [

FAS Hame | 1I9M4 Aoy | 1194 nnu | White Hanee | FMIS | Arceecibilty Statement | Brivacey Pliev | Nan_Niscriminatinn Statement

To delete an address

1. Click on Delete against an address
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3.1.3. Create New Participant Organization Address

USDA United States Department of Agriculture Linking UL5. Agriculture %
Food Aid Information System e ' m.—— __==
(Qa) Wrrdd
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS
My FAIS You are here : Home > Administeation > Manage PP O > Create F o ion Address Welcome ppl_director [ Log Off |
=] t| Gh =t
urrent| Shange Create New Participant Address
- Alers
Data Navigation Instructions -
This screan is used ta add a new addrass for an already existing Pragram Paricipant arganization. You classify the entered addross as sither Main or
Branch to specify whether this is the ization's main (H or branch address in a given country.

Program Participant
Organization Nama l—
Short Name ’—
Organization Type Mame  [PVO
Email Addrass ,—
FPhone Mumber l—
IsFaithBased |
lsCommunityBased [~
-

IsActive

Program Participant Address
Address Location | Eetalaaed = | "
Country | =Select> [=]"
~ | Address Line 1

Address Line 2

Address Line 3

Addrss Line 4
dress Ling Fields with a =tar
at the end are

mandatory

City
State Province

Zip Code

Save

To create a new address

1. Click on Create New Address on Program Participant Organization Details screen or Edit
Program Participant Organization Details screen
2. Enter the following details
e Select Address Location
e Select Country
e Enter Address Line 1
e Enter Address Line 2(Not Mandatory)
e Enter Address Line 3(Not Mandatory)
e Enter Address Line 4(Not Mandatory)

e (ity
e State / Province
e Zip Code

3. Click on Save

24
FAIS User Manual Version 1.0



USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

Edit Program Participant Address

A United States Department of Agriculture
Food Aid Information System

(QA)

inking ULS. Agriculture

My FAIS [Fou are here ]fomd = Edminisiration] > [danage PP Organizationd > Edit Participant Organization Address Welcome ppT_director [ [oa T
SN Edit Program Participant Address O

[ nstructions -]

DEht Organization]  'his screen allows for editing a Program Participant address.

dea Program Participant
T VTew Program Participant
Address Organization Name

- Edit Program Participant
Address

’—
Short Name [PPT
Qrganization Type Name
Email Address
Phone Mumber [1111
IsFaithBased [
IsCommunityBased [
=

IsActive

Fields with a star
at the end are
mandatory

Main Address
Address Location |Main | - |
Country | Australia =]
Address Line 1 PPladdress

Address Line 2 PP1laddress
Address Line 3
Address Line 4
city DC
State Province  DC
Zip Code 20052

To edit an address

1. Click on Edit on Program Participant Organization Details screen or Edit Program
Participant Organization Details screen
2. Edit the following details
e Select Address Location
e Select Country
e Enter Address Line 1
e Enter Address Line 2(Not Mandatory)

e Enter Address Line 3(Not Mandatory)
e Enter Address Line 4(Not Mandatory)
e (ity

e State / Province

e Zip Code

3. Click on Save

3.1.4. Manage Participant User

Participant users with PPAdmin will be able to edit, view and grant access to users of his / her
organization. All other users will be able to edit or view their user details

25
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USDA United States Department of Agriculture Linking U.S. Agriculture @
=——= Food Aid Information System - 7 —
(@A) T o rd

'Administration

You are here - Home > Administration = Manage PP Users Welcome pp1_director [ Log Of ]
S [ HENEE Manage Program Participant Users

« Alerts

Instructions -

This screen displays a list of users according to the search criteria spcified. Following are user management rules:
= A non-administrative user can edit or view their own profile using the Edit and View links. A non-administrative user wishing to update their role
should request a change in their role using a meothod outside FAIS_
= A Program Participant (PP} Administrator can edit, view, and manage permissions (roles) of staff in their organization only using using the Edit.
View and Permission links.
= A FAIS Administrator can edit, view, and manage permissions (roles) of organization staff for all organizations using using the Edit, View and
Permission links_

Search Information
Organization Type | Private Voluntary Organization E|
Organization FPP1 ,T|
ALL -
User [=] View User

Edit User Details

Personal Detalls

Users
Organization| First Name Iﬁ?:lnﬁ Email Roles Approved Date Ackye |Actions 1~
PP1 PP1_CONT1 |FAS PP1_CONT1@dummy.org |[PPAgCONT] [PPCONT] True |
Edit | View |
PP1 PP1_CONT2 [FAS PP1_CONT2@dummy org |[PPAGCONT] [PPCONT)] True |5 ission
[PPAGCONT] [PPAgGExec] [PPCONT] Edit | View | 1
PP1 PP1_Creator |[FAS PP1_Creator@dummy org [PPCR] True Permission
[PPADMIMN] [PPAGCONT] [PPAgExec] 2/22/2011 Edit | View |
PP1 PP1_Director| FAS PP1_Director@dummy_org [PPCONT] [PPCR] [PPDir] 3-05-34 PM True S eetar
PP1 testuser100 |FAS testuser100@dummy_org Fa/lse’ [

Manage user access -
permissions

To manage PP users, click on Manage PP Users link from Administration

1. Click on Edit to edit user personal details
2. Click on View to view user details
3. Click on Permission to edit user permission settings (Only users with PPAdmin role)
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Edit PP User Details

l.‘i-"“ i I‘—_’E’._'_L:‘.'.' R

1

In order to Edit Users personal details

1. Click on Edit against a user in Manage Program Participant User screen
2. System will display FAIS User Registration screen
3. The following details will be editable

e Select Address Type

e Edit Title

e Edit Position

e Edit Phone

e Edit Phone Extension
e Edit Fax

e Check / Un Check E Mail Alerts
e Check/ Un Check FAIS Alerts
4. Click Save to save details
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View PP User Details

pant User Detalils

[[otnmtions

= - hirw il Lissar Bevesfin valaeres D] | e |
e

E-Authentication Details

Program Participant

Anmbgad okes IPregrem

1 Urogranm amicipant Mroposel Sontnbutor |

Acvsmilmble FHoles
T T trm

Frogrann Fanicipent D ecion

AR Al

In order to View Users details

1. Click on View against a user in Manage Program Participant User screen
2. System will display Participant User Details screen
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3.1.5. Manage User Permissions

[ o merrrre T e

In order to manage user’s role for accessing the FAIS, PPAdmin users will (Only PPAdmin users)

1. Click on Permission against a user in Manage Program Participant User screen
System will display Edit Participant User screen
3. The Admin Use Section will be editable
e C(Click on check box against requisite roles
4. Click Update Roles
5. System will send an alert to the user whose roles has been modified

N

4. Proposal Creation

The application section of the manual is the most important part of the manual. It will go through each element
of the process of creating and submitting a proposal through FAIS.

4.1. Getting started with proposal creation

Proposal Creation
Once a solicitation is created and published, the participant user will be able to create a proposal; the proposal
should be created and submitted before the end date of the solicitation.

Note: A proposal can be submitted only for solicitations that are published.
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Proposal Management at Participant Organization

Proposal Management

Module/ Role Participant Director Participant Proposal | Participant Proposal Contributor
Creator
Proposal Can work on all sections of | Can work on all Can work on assigned sections of a
the proposal created by sections of an assigned | proposal
that director proposal
Proposal Can submit proposal Can submit proposal Cannot submit proposal
Submittal created by him / her to FAD | assigned to him/her to
Participant Director
Proposal Can submit to participant Can submit to Can submit proposal section/s
Section proposal creator participant proposal assigned to him / her to participant
Submission
creator proposal creator

4.1.1. Proposal Status

Proposal will be under various statuses along its life cycle as listed below

Proposal Status

Status Status Description Action Button Ul / Page
In Progress Proposal is created by a participant director Create Online | Create
Proposal Proposal
Modification is requested on proposal details by | Request Proposal
participant director Modification Summary
Submitted For | Proposal is submitted to participant director for review | Submit for Review Proposal
Review by proposal creator Summary
Submitted Proposal is submitted to FAD by participant director Submit to FAD Proposal
Summary
Cancelled Proposal submission to FAD is cancelled by participant | Reject Proposal
director Summary
Withdrawn Proposal is withdrawn by participant director after it is
submitted to FAD
Approved Proposal is approved by FAD Branch NA NA
Rejected Proposal is rejected by FAD Branch NA NA
On Hold Decision on the proposal is put On Hold by FAD Branch NA NA
PP Accepted Approved proposal has been accepted by participant | Accept View
director Approval
Letter
PP Declined Approved proposal has been declined by the participant | Decline View
director Approval
Letter
30
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4.1.2. Accessing Proposal Link

There are different ways of accessing or navigating to the creating a proposal link. The different ways
are mentioned below:

Navigating via USDA Food Aid
1. Through the USDA- Food Aid site, the user can select the programs listed in the page.
2. The user must select the program link
3. User will be redirected to https://fas.usda.gov/fais/public/FoodAid

Navigating via FAIS

There are two ways through which you can create proposals through the FAIS system, they are as follows:

1. Select Solicitation from Proposal Management Menu > Select View against the solicitation you want to
view > Select Create Proposal on the Create Proposal page.

2. Select Proposals from the Proposal Management Menu > Select Create New Proposal from the Proposal
List.
Note: Some of the fields in the Create New Proposal page are already pre populated with the solicitation

details.

4.2. Creating a Proposal

In the Proposal Creation page to create new proposal select the Create New Proposal, the Create New
Proposal screen opens. To create a proposal, follow the steps listed below:

Select the Fiscal Year from the Drop Down List
Select the Program Type from the drop down list
Select the Solicitation from the drop down list.
Select View Solicitation to view the solicitation.
Select Create Online Proposal, to view the proposal.

o wNPRE
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USDA Unitad States Department of Agriculture Linking LS. Aericaulue @
=——= Food Aid Information System . y =~ |
s ., T i

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS |

My FAIS You are here : Home > Proposal Management = Proposal Creation Welcome pp1 director [ Log Off]
Current | Change
e Create Proposal

+ Alerts

Instructions. -

This page allows a Program Participant Director to view a solicitation and to create a proposal against the solicitation

Search and Select Sclication
Fiscalvear |ALL [=]

Program Type | ALL [=]
Solicitation | Test - Food For Education Solicitation E'
[ View Solicitation ][ Create Online Proposal I - Create Proposal Button

Front Page

How to Apply for the McGovern-Dole International Food for Education and Child Nutrition Program FY 2012

General Application Instructions p
-- Considerations for the McGovern-Dole International Feod for Education and Child Nutrition
-- Guidelines for Introductory Statement

-- Guidelines for Plan of Operation

-- World Education Forum Member Countries

-- Helpful hints for the SF-424

-- Faith Based/Community Initiative Survey (Optional)

Solicitation Details &

Ways to Apply
Please note: While online proposal submission is preferred, USDA recommends that proposals Instructions for creating
be submitted both online and by email. a proposal

(1) Online Proposal Submission (preferred)
-- Instructions

-- Online Food Aid Proposal Entrv System
-- SF 424

(2) E-mail Submissions
-- Instructions
-- SF 424

Proposal Sections & Layout
Proposal is broadly divided into following areas

e  Proposal Summary — View proposal workflow history and work flow actions
e Assigning Roles — Assign proposal creators and section contributors
e Applicant Details — Details of point of contacts for the proposal
e Proposal Section —
1. Introduction Section — Introduces the proposal
2. Commodity Section — Elucidates the commodity requirement
3. Activity Objective Section — Explains the Activities to be performed through the
proposal
4. PVO Budget Section / WFP Budget Section — Elaborates Financial requirements

Note: - User should ensure sections are created in the sequence listed above

Assigning a Proposal
Once the user selects Create Online Proposal, the Assign proposal page opens. The page allows you to assign the
proposal to a contributor. This allows the user/role to manage the proposal.

To assign the proposal to a contributor follow the steps listed below:
1. The following details are prepopulated by the system:
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Organization name
Proposal Number
Program Type

d. Proposal Status

0T o

2. Select the name of the Program Participant creator from the drop down list. This is a mandatory

field.
Enter comments if any.

w

4. Select the name of the contributor for Introduction section from the drop down list. This is a
mandatory field. Select the name of the contributor for Commodity section from the drop down list.

This is a mandatory field.

5. Select the name of the contributor for Activity Objective section from the drop down list. This is a

mandatory field.

6. Select the name of the contributor for Budget section from the drop down list. This is a mandatory

field.
7. Select Assign to assign the proposal to a creator.
Note: The fields in yellow and with * mark are mandatory.

USDA United States Department of Agriculture
=—o Food Aid Information System
[L=EoV]

My FAIS “ou are here : Home > Proposal » Proposal Summary = Proposal

Current | Change Assign Proposal

- Alerts

Linking ULS. Agricult

leports Out ;| Agreement Management ;| Administration ;| Compliance Management ; Proposal Management | Budget | About FAS |

Welcome ppd_director [ Log Off]

Instructions.

Data Navigation

© ot TIEFEIE BUEEE ST 0S TS G2 § MET ST (112 TR R ST

View Proposal Assignment
Views Applicant Details
View Introduction

to be assigned this role, that person must be given this role in their FAIS registration profie.

View PWO Budget
Proposal Summary

S e e e e

Eroposal Assionment Basic Information
Applicant Details

Introduction Organization |PP1
el Proposal Number [2011-0230
Commodity

PWO Budget ProgramType |FFE

Status I\n Progress
PP Creator IF’F"I_Dlrector FAS : =

sal Creator: The person in the organization assigned to be the overall proposal manager. This person will have edit capabilities to all proposal
sections and will be the first level reviewer for the various proposal if these are to other staff members. In order for a person

= Proposal Contributor. A staff member who is assigned to write a given section. A section contributor will be given edit capability only to the section(s) to

Views Commodity which he/she is assigned, but is given read capability to all other sections.
View Activity Objective The Comments fiskds are used to convey any instructions to the various people assigned; e.g., date by which the section is due

Comments
Section Name Contributor Comments
Intraduction Section [<Select=—__________________ B i
Commodity Section [=Select> [=1- i
Activity Objective Section [<Select= [=]- :
Budget Section [ <Select> [=]- i

Assign

Once the proposal is assigned, an automated mail is sent out to the contributors assigned to the

section. The automated mail is sent out to contributors who opted for email alerts.

FAIS User Manual Version 1.0
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4.2.1. Proposal Applicant Details

The Proposal Applicant Details page lists all the contact information of the applicant. This page needs to
be filled by either the Proposal Creator or the Proposal Director.

Most of the applicant details are already prepopulated based on the user profile. The user can only
modify the following details:

1. The user can enter or modify the office associated with this applicant; you can select either
branch or main from the drop down menu.

2. The user can enter or modify the Phone and fax numbers listed.

3. Select Save to save the participant and proposal details.

Note: At least one contact should be listed for each Contact type.

[} s ULS. Ag I
T
ormpliance Manasgement Froposal Management Huget About FAS
¥ou are here : Home > Proposal Management » Propossl Summary > Appkcant Summary = Create Proposal Contact Welcome pod_director [ Log 0ff]
Create Proposal Contact

Instructions -

el o menu and ing multiple - The contact tyes are;

A single poreon may be sssipned multichs roles by selecting one oerson from the
US Comfact; erganization proposal conl | d person with US4 information,
. Legal ntact persan with legal ¥ 1o sign prope
. Dg.-uamm cowm-y organization S pemon in the donation cauntry.
contact person at the Headguarters location.
contact person able to address proposal questions or issues_ This is typically the proposal Director or PP Creator.
When  perscn s salacted from the drop-dawn manu, the Perscn’s coniact information Wil be populated from their repistration profils. Gnly ihe parson's pRone
number and fax number will be ediable for the purposes of this prepesal only: Le., the new information will not be stored parmanently in the persen’s registration
Profie information

BETTr—— Participant & Propo=al Information
[ AdbilyObigcing Grgani w [PP1
- EvO Budael Acdra (ETE

v [FPiaddress
Addrass Line 2 [PP1addrass
L ==

State Province [DC
Country [Australia

zip cose [20082
Proposal Number  [2011-0230
Frogram Tyee  [FFE
Status  [In Progress

Basic Information
Contact Type %] uS Contact
%] reger Signatory
[¥] Donation Country

[#] @rganization HO

[+] Applcant Contact
Participant Contacts | PP1_CONT1 FAS [=] ———-

we [0
Fieatuames [i07 coniin
Last Name F=

raaie wea [
postion [nooe
e [PRI_COMTI@dummy.org
Fhone 11111
Fa=x 11111

User
editable

PP Address Location | Main -

Address Line 2 P iadd

State

| Australia

e —

[Snm]

4.2.2. Proposal Sections

Proposal contains 4 major sections and applicant details. The sections can be assigned to contributors
and they have their own workflow and statuses as mentioned below

34
FAIS User Manual Version 1.0



USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

Proposal Section Status

Status Status Description Action Button | Ul / Page
In Progress Proposal is created by a participant | Create Online | Create Proposal
director Proposal

Modification is requested on a | Request for | Section Summary

proposal section Modiciation
Submitted For Proposal section is submitted to | Submit for | Section Summary
Review proposal creator for review by | Review

proposal contributor
Submitted Proposal is submitted to FAD by | Submit to FAD | Proposal Summary

participant director

4.2.3. Introduction Section

The Introduction section basically outlines the proposal summary and details. This section is usually
handled by a contributor who is assigned this section by the proposal creator.

This section has four tabs, the contributor is required to enter the required details and then submit the
section for review to the proposal creator. The four tabs are:

Introduction Summary
Introduction Details

Program Administration Details
Attachments

Introduction Summary

USDA United States Department of Agriculture Vindeirng LS. Agricallune @
=—=8 Food Aid Information System - j =
Iy Woorld

Home : Reports Out : Agreement Management ;| Administration : Compliance Management : Proposal Management : Budget : About FAS |

My FAIS *'ou are here : Home > Proposal k = Proposal Summary = Intreduction Section Summary Welcome pp1 director [ Log Off]
Current | Change H H
fei=w Proposal Introduction Section Summary
= Aleris
Instructions.
Data Navigation =
Wisw Proposal This page displays summary information about the proposal, and the history for the Introduction section; e.g., section submissions and reguests for medification.

Depending on the section status, the Summary page also allows for submission of the section for review using the “Workflow Actions” section

View Proposal Assignment

Miew Applicant Details
View Introduction Introduction Details Program Administration List Attachments
Wiew Commodity

View Activity Objective

ST Proposal Information

L

Proposal Summary Organization |PP1
Proposal Assignment

Applicant Details Proposal Number  |2011-0216
Introduction Program Type |FFE

Activity Objective

Commodity status |In Progress
PW0 Budget

Country |Zimbabwe

Proposal Section History
User Date Action Status Comments -
|PP1_pirector FAs [03r062011 [submit For Reviews |submitted For Review [test comments | -

Workflow Actions

Beguest For Modification
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The introduction summary lists the proposal information, the proposal information is generally pre

populated based on the information that was entered while creating the proposal.

The status of the proposal can either be In Progress or Submitted for Review based on the status of the

section.

The proposal section history details the list of activities that occurred as a part of this section.

Workflow Actions: Based on the user role the summary displays the action that can be performed on

this summary, which is either Submit for Review or Request for Modification

Proposal Section Status

director

Status Status Description Action Button | Ul / Page
In Progress Proposal is created by a participant director Create Online | Create Proposal
Proposal
Modification is requested on a proposal | Request for | Section Summary
section Modiciation
Submitted For | Proposal section is submitted to proposal | Submit for | Section Summary
Review creator for review by proposal contributor Review
Submitted Proposal is submitted to FAD by participant | Submit to FAD | Proposal Summary

Introduction Details

Save

The user is required to enter the following details:

FAIS User Manual Version 1.0
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Select the name of the Country from the drop down list. This is a mandatory field.
Select the Anticipated Start Date from the calendar. This is a mandatory field.

Select the Anticipated Completion Date from the calendar. This is a mandatory field.
Select the checkbox if this proposal is a continuation of a previous program.

Select the checkbox if this is a consortium.

Enter Introduction Details in the text box provided. This is a mandatory field.

Select Save to save the details entered.

Note: The fields in yellow and with * mark are mandatory.

Nogak~rwnE

Program Administration List

USDA United States Department of Agriculture Linking 1.S. Agricult
=—=8 Food Aid Information System . ¥ _==
. ™ iorid

Home | Reports Out | Agreement Management ;| Administration | Compliance Management | Proposal Management ;| Budget | About FAS |

My FAIS “ou are here : Home = Proposal I = Proposal Summary = ProposalProgramAdministration Welcome pp1 director [ Log Off]

AT BT Proposal Program Administration

T

Data MNavigation -

Instructions

« View Proposal This page lists the project staff parti ing in project inistration roles.
N = To create a new entry, click on the Add New Record button. Enter the values; e.g., <Executive Director, 100%, corporate support=, in the table and press
= Wiew Proposal Assignment

the Insert button.
* Wiew Applicant Details = Use the Edit button to enter new values for an existing entry, then press the Update button.
+ Wiew Introduction - Use the Delete button to delete an entry from the table.
* Wiew Commodity
* Miew Activity Objective
* Wiew PVO Budget
= Proposal Summany
Proposal Assionment Proposal Information

Applicant Details 'pp1—
Introduction Organization

Lclivity Qbisctivg Proposal Number |2011-0216

Commodity
R Program Type ,FFE—
Status W

Country  |Zimbabwe

Introduction Summary Introduction Details Attachments

PRI

Title Percentage of Time (x.y %) Main Responsibilty Action
Test 100.00 test Edit | | Delete
-~ Displaying items 1 - 1 of 1

The Program Administration tab basically lists the number of people who will be working on the
project, their title, and % of time they will devote to this project and their main responsibility.

To add a new record, select Add a New record, a new record opens in the table below.

Enter the title of the person who will be working on this proposal.
Enter the % of time the person will be dedicating for this project
Enter the main responsibility of the person.

Select Insert to Insert the record.

Select Cancel to cancel.

orwdE

Editing a record:
To Edit the record that already exists,

1. Select Edit and modify the details.
2. Select Update to update the modified details
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Attachments

My FAIS “fou are here : Home = Proposal Management = Proposal Summary = Attachments Welcome pp1_creator [ Log Off]

Current | Change

Attachments

I

Data Navigation

Instructions -

* View Proposal Introduction Summary  Introduction Details  Program Administration List
* View Proposal Assignment

View Applicant Details .
View Introduction Proposal Information
Vigw Commodi Organization IPP‘]
View Activity Objective
View PVO Budget Proposal Number |201 1-0228
Proposal Summary
Proposal Assignment

Program Type IFFE

P L

Applicant Details Status |Suhmitted For Review
Introduction
Activity Objective Country ISudan
Commodity
VO Budget List of Attachments
i} Name Type Comment Action
Upload a file

File Type: GeneriCE

File Name:

Comment:

Upload
EAS Home | USDA.gov | USA.gov | White House | FOIA | Accessibility Ststement | Privecy Policy | Mon-Discrimination Statement

To attach any documents that will support this section you can attach the documents in this tab.
To attach a document:

1. Select the File Type from the drop down list.

2. Select the file you want to upload by selecting Browse.

3. Select Upload to upload the document. Once uploaded, the document will be listed in the table
below.

4. To delete any document uploaded select Delete.

4.2.4. Commodity Section

This section is where the user enters information about the commaodity. This section has four tabs, as
listed below:

¢ Commodity Summary
¢ Commodity List
e Special Needs and Distribution methods
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e Monetization
e Attachments

Commodity Summary

USDA United States Department of Agricutture

Food Aid Information System

=2

My FAIS
Current | Change
+ Alerts

Data Navigation

\iews Proposal

Wigw Applicant Details
Wiew Introduction
Wigw Commodity
Wiew Activity Objective
Wiew PVO Budget
Proposal Summary
Proposal Assignment
Applicant Details
Introducticn

Activity Objective
Commedity

PVO Budget

Wiews Proposal Assignment

A |

Linking U5, Agriculure ’@

. [

Home Reports Out | Agreement Management Administration Compliance Management Propos=al Management Budget About FAS

*You are here : Home = Proposal = Proposal Summary = C

Section Summary Welcome pp1_director [ Log Off)

Proposal Commaodity Section Summary

Instructions

This page displays summary information about the proposal, and the history for the Commodity section; e.g., section submissions and requests for modification
Depending on the section status, the Summary page also allows for submission of the section for review using the "Workflow Actions™ section.

‘Commodity List Special Meeds & Distribution Methods Monetization Attachments

Proposal Information
Organization |PP1
Proposal Number W
Program Type |FFE
status [In Progress
Country [Zimbabwe

Proposal Section History
User Date Action Status
|PP1_pirector FaS [0zmer2011 |submited For Review

Comments &

|5unmrt For Review |Plea.se review | 7

Workflow Actions

Request For Modification

The Commodity summary lists the proposal information, the proposal information is generally pre
populated based on the information that was entered while creating the proposal.

The status of the proposal can either be In Progress or Submitted for Review based on the status of the

section.

The proposal section history details the list of activities that occurred as a part of this section.

Workflow Actions: Based on the user role the summary displays the action that can be performed on
this summary, which is either Submit for Review or Request for Modification.

Proposal Section Status

Status

Status Description Action Button | Ul / Page

In Progress

Proposal is created by a participant director Create Online

Proposal

Create Proposal
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Modification is requested on a proposal | Request for | Section Summary
section Modification
Submitted For Proposal section is submitted to proposal | Submit for | Section Summary
Review creator for review by proposal contributor Review

Submitted

Submit to FAD

Proposal is submitted to FAD by participant
director

Proposal Summary

Create Proposal Commodity Section List

The Create Proposal Commodity Section List tab details the proposal information and the list of
commodities selected.

USDA United States Department of Agriculture Linking LS. Agricuelime @
=—_—o Food Aid Information System - P —
(@ay T rd

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS |

ou are here : Home > Proposal > Proposal Summary > C ity List

My FAIS
Current | Change
. Alerts

Welcome ppd_director [ Log Off ]
Proposal Commodity Section List

Instructions

Data Navigation

* Wiews Proposal

» Wiew Proposal Assignment
Wiews Applicant Details
Wiews Introduction
Wiews Commodity

Wiews Activity Objective
View PVO Budget
Proposal Summary
Proposal Assignment
Applicant Details
Introduction

This page lists the Commodities already created for the proposal. The page also allows for managing the commodities:
- Toadd a new commodity, click on the link Create New Commodity.
- To edit or delete a commodity from the list, click on the links Edit or Delete.

Commeodity Summary Special Needs & Distribution Methods Monetization Aftachments

Create Mew
Commodity link

I Create New Ccmmcdg

Proposal Information
Organization IF'F"I—
Proposal Number IW
ProgramType [FFE
Status [In Progress
Country [Zimbabwe

Activity Obiective
Commodity
FvO Budget

S r e e

. [usage Pka. Pka. Delivery to U.S Port  |Est. Kinds of aty. of Value of X

e N sy FET s size  |COUTY | mmrvear) Sales/MT ($) |Goods, Sve Goods Sve (§) Ll

Alfalfa Seed 1000 |P 204 I 112012 10.00 Edit]
bag Delete

To create a new commodity select Create New Commodity and to Edit an existing commodity select
Edit against the commodity you want to edit.

Create New Commodity

To create a new commodity select Create New Commodity, the create Proposal Commodity page
opens.
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USIDA. united statas Dapartmant ot Agricutturs
= Food Aid Infermation System
Q)

= u are hars © Home > Broposal Managamant > Eropasal

Proposal Commodity

. w Propeosal Information
:W Qrganization  [PP1
- Ehnaa Surmace T - —
L M
- Intaduction staus  [In Pragress
: Commdre Countey [Dmbabwe
= WO Budost
Basic Information
Commodty | Alfalfa Seed (=] *
Commadity Usage Type | Monetzation|=| «
uamtey ey [ = Mandatory
Package Size | 2/4 |b bag =] -

oy [ Zir [=] -

Delivery To U.S Port | January  [=] =]
Month & vear

Monetization Details
Estimated Sales Per MT
(5}
Catimated @

User entry if
Commadity
Usage Type is
Monetization”

=—

Barter Details

Kind of Goods or Service [— Usar antry if
emmad

e i

Cuantay ¢

Total Value of Service
flails

[(Save ]

The Proposal information is prepopulated. Enter the Basic Information as shown below,

Select the Commaodity type from the drop down list.
Select the commodity Usage Type from the drop down list
Enter the Quantity MT as required.

Select the Package Type from the drop down list.

Select the Package Size from the drop down list.

Select the Destination Country from the drop down list.

. Select the Month and enter the Year of Deliver to US Port.
Note: All the fields listed are mandatory fields.

NookrwdE

Based on the Commodity Usage Type you selected the sections below will be active. If the Commodity
type selected is Monetization or Barter, the corresponding sections will be active below:

Monetization Details:
Enter the following information if Commodity Usage Type is “Monetization”
1. Enter the Estimated Sales per MT in the field.
2. The estimated Proceeds fields get calculated based on your input.
Barter details:
Enter the following information if Commodity Usage Type is “Barter”

1. Enter the Kind of Goods or Service in the field.
2. Enter the Quantity of Goods or Service.
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3. Enter the Total value of Service Derived.

Select Save to create a commodity for the proposal.

Special Needs and Distribution Method
In the Special Needs and Distribution Method tab, the user is required to enter details for the following
fields:

1ol Meeds £ Distribution Methods

Ltion RMesthoon

Special Delivery, Commodity, Processing, or Packaging Needs
Transportation / Logistics / Reprocessing / Repackaging Text
Duty Free Entry

Economic Impact

Other Remarks

Select Save to save the details entered.

Note: The fields in yellow and with * mark are mandatory.

ocoakrwpE
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Monetization
The Monetization tab is active / editable only if the user selects the Commodity User Type as
Monetization in the Create Proposal Commodity tab.

United States Department of Agrcuiture ikt 1%, Aprtcastinne (TEDY
% Food Ald Information System Fintrm L A ol

vy —T it
- e T R e T T e e e e
vou are here - Homs = Proposal Masaasment = Prosesal Siummary = Monetizatian Wietcoms @Rt airsstoer | Lo 9111
Proposal Commeodity Section Monetization

st o

Thes page abows you To snter aoaonal detais reated o e ter the far e Tiekin are i smlioe
And marked with an aeterisk

Cormmadity Summary Commaodity List Speciel Meads & DistiDution Methods

Proposal Information

Crganization  |[FPP1

Country

Monetization

Impact On Other Sakes  [Teas

Private Sector  [Teat
Bt iy i Bl £
Cammodity

Balss Mosssd Ussgs |[Ta=s
Suctre ity mplmme ntation

Ammurin g Receipt [Tese
Procadurss

[ Save |

The user is required to enter details for the following fields:

Impact On Other Sales

Private Sector Participation In Sale Of Commodity
Sales Proceed Usage Activity Implementation
Assuring Receipt Procedures

Select Save to save the details.

Note: The fields in yellow and with * mark are mandatory.

arwdPE
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Attachments
To attach any documents that will support this section you can attach the documents in this tab.
To attach a document:

1. Select the File Type from the drop down list.

2. Select the file you want to upload by selecting Browse.
3. Select Upload to upload the document. Once uploaded, the document will be listed in the table

below.
4. To delete any document uploaded select Delete.
Attachments

Instructions -
Commeodity Summary Commodity List Special Needs & Distribution Methods Monetization

Proposal Information
Organization IF'F"I—
Proposal Number W
Program Type |FFE
status [Submitted For Review
Country ISudan—

List of Attachments
D Name Type Comment Action

Upload a file
File Type: | Generic El
File Name:
Comment:

4.2.5. Activity Objective Section

This section is used to explain the objectives addressed through this proposal. This section has the
following tabs:

Activity Objective summary
Activity Objectives
Activities & Beneficiaries
Mapping

Other Details

Attachments
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Activity Objective Summary

USDA United States Department of Agriculiure Linking LS. Aericuluns @
=—= Food Aid Information System T —_—
@a) T
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget : About FAS
My FAIS “You are here : Home > Proposal * Proposal Summary > Activity Objectives Summary Welcome pp1_director [ Log Off ]
Current | Change i i H
| = Proposal Activity Objective Summary
- Alerts
Instructions
Data Navigation -
P —— This page displays summary information about the proposal, and the history for the Activity Objectives section; e.g., section submissions and reguests for
V‘L ) modification. Depending on the section status, the Summary page also allows for submission of the section for review using the “Workflow Actions™ section.
* View Proposal Assignment
* Wiew Applicant Details
- Wiew Introduction Activity Objectives Activities & Beneficiaries Mapping Other Details Attachments
- Wiew Commedity
* View Activity Objective :
e Proposal Infermation
+ Proposal Summary Organizatien |PP1
- Proposal Assignment
- Applicant Detais Proposal Number |2011-0216
- Intreduction ProgramType [FFE
- Activity Objective
+ Commodity Status  |In Progress
* PVO Budaet
Country |Zimbabwe
Proposal Section History
user Date Action Status Comments -
|PP1_pirector Fas [ozmerzo11 [submit For Review [ submited For Review [test | -
Workflow Actions
Reguest For Medification

The Activity Objective summary lists the proposal information, the proposal information is generally
pre populated based on the information that was entered while creating the proposal.

The status of the proposal can either be In Progress or Submitted for Review based on the status of the
section.

The proposal section history details the list of activities that occurred as a part of this section.

Workflow Actions: Based on the user role the summary displays the action that can be performed on
this summary, which is either Submit for Review or Request for Modification

Proposal Section Status

Status Status Description Action Button | Ul / Page
In Progress Proposal is created by a participant director Create Online | Create Proposal
Proposal

Modification is requested on a proposal | Request for | Section Summary

section Modification
Submitted For | Proposal section is submitted to proposal | Submit for | Section Summary
Review creator for review by proposal contributor Review
Submitted Proposal is submitted to FAD by participant | Submit to FAD | Proposal Summary
director
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Activity Objective List
The Activity Objective List tab details the activity objectives, along with the proposal information.

USDA United States Department of Agricuture Linking ULS. Agriculeure @
ﬁ Food Aid Information System =
@A)
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget : About FAS
My FAIS “You are here : Home » Proposal > Proposal Summary > Activity Objective List Welcome pp1_director [ Log Off)

“‘ CEHIE Proposal Activity Objective List

prer—— Instructions

This page lists the Activity Objectives already created for the proposal The page also allows for managing the activity objectives:
+ Toadd a new objective, click on the link Create New Activity Objective.
+ To edt or delete an objective from the list, click on the links Edit or Delete.

* View Proposal

* View Proposal Assignment
* View Applicant Details

* View Introduction

* View Commodity Activity Objective Summary Activities & Beneficiaries Mapping ‘Other Details Attachments
* View Activity Objective

+ View PV Budoet Proposal Information

* Proposal Summary
* Proposal Assignment Organization |PP1

* Applicant Details |—
« Introduction Proposal Number [2011-0216

+ Activity Oblective ProgramType |FFE

* Commodity
* PVO Buduet staws [In Progress Create New
Country |Zimbabwe Activity Objective

| Add New Activity Objective

[Actwity objective ipti [outcome [actions |™

|Create or renabiltate improved market systems. [Test [Eat  [petete |-

To Edit an existing objective select Edit against the commodity you want to edit. To delete an objective
select Delete.

Create a New Objective

To create a new objective, select Add New Activity Objective, the Add/Edit Objective page opens. To
add an objective:

46
FAIS User Manual Version 1.0



USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

=

Select the Activity Objective from the drop down list
2. Enter description for the following category:
e Activity Objective Description
Base line
Outcome
Method of Monitoring
Method of Evaluation
e Impact on Private Sector
3. Select Save to save and add the objective.

Note: The fields in yellow and with * mark are mandatory.

Activities and Beneficiaries
This section allows you to add or edit activities that will benefit the beneficiaries.

Adding an activity

LISIDDA, unites States Depantment of Agriculture
== Food Aid Information System [—

an) —ET

Compliance Management | Proposal Management | Budget | About FAS |

Home | Reports Out | Agresment Management | Administration

My FAIS

Current | Change
= Alerz

Data Navigation

“ou are here | Home = Py | = Py | Summary > Activity and Bene ficiaries

Welcome pel director [ Lea Q1)

Proposal Activities & Beneficiaries
Instructions -

This page displays basic propusal data and a list of acliviles selected for this propesal vou may create addilional activities lo apply o this proposal by eilher
salecting an activity from the drop-down menu and adding a description of the activity, or by clicking on the Create New nk. If the activitias in the drog-down
menu do not match your needs, you may select Cusfom Title in which case you must enter a name for the new activity in the field labeled Custom Activity

Hame,

This table al the bollom of the screen alows you o edil an activity, delete an activlly, or manage the beneficiaes for the aclivly, Cheking on the Fdit Activity link
brings you back to the same screen where you may edil the activity.

Activity Objective Summary Acthvity Objectives Mapping Other Detalls Aftachments

Froposal Information

Organizaton
Propasnl Humber

Program Type

PP1
2011-0216

FFE

Status  |In Progress
country |Zimbabwe
Add/Edit Proposal Activity
Activity | <Suloct Activitys =l-
ActivtyDescripton
Create Mew
Activaty
I croate Now “""fﬁ'l

b [activity | Activity Description [action -
[457  [Greenhouses/gardens |Estit Activity | Delete Activiy | Manage Beoeficiacy =

To add an activity:

arowpdpPE

Select the Activity type from the droop down list.

Enter the description in the activity description field.

Select Save to save and add the activity. The activity will appear on the activity list.
To edit the activity select Edit.

To delete an activity select Delete.
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Managing Beneficiaries

USIDA United States Department of Agriculture

3 n Linking U.S. Agriculture (TED)
ﬁ Food Aid Information System [—
(QA)

- ol
Home | Reports Out ;| Agreement Management ;| Administration | Compliance Management ;| Proposal Management ; Budget ; About FAS |

My FAIS “ou are here : Home > Proposal I > Proposal Summary > Activity and Beneficiaries > Manage Beneficiary Welcome pp1 director [ Log Off]
Current | Change e B 2 N R H
- Z Proposal Activity Objective Activity Beneficiary List
+ Alerts
Instructions
Data Navigation -
+ iew Proposal This page allows for adding or updating beneficiary information for a selected activity (the selected activity is shown in the screen section called Activity Details
Miew Proposal
Each activity has an Quiput, Direct ies and Indirect ies. For each of these fields, you should also specify a figure (number) applicable to the
* Wiew Proposal Assignment - -
—_ e fiskd. For example, if an activity is called “School Meals®, assume there are 8,000 (direct ies)

from the program and they belong to
View Apolicant Details prog =y 9

3,000 families (indirect beneficiaries). In this case, the various fields are as follows:

Wiews Introduction = Fiscal Year: Notice that an activity may span muttiple vears and may have the same or different beneficiaries for the different years. This field is used to

Wiew Commodity specify the beneficiaries for a given fiscal year.
Wiew Activity Objective = OQutput: Prepare and distribute 2 daily student meals in 50 schools for 100 days.

View PWO Budget = Ouiputi 10000.
Proposal Summal = Direct Bensf. Students.
Proposal Assignment > Direct Benef: 8000,

. = Indirect Benef: Families.
£pplcant Details = Indirect Benefit 3000.
Introduction
Activity Objective
Commodity Activity Objective Summary Activity Objectives Activities & Beneficiaries Mapping Other Details Attachments
PWO Budget

S e e e e e e e

Proposal Information
organizaton [PP1
ProposalNumber [2011-0216
ProgramType [FFE
Status [In Progress
Country [Zimbabwe

Activity Details
Activity |Greenhouses/gardens
Activity Description

Add/Edit Beneficiary
Fiscalvear | <Select the Year> E| =

Output
Output #
Direct | <Select> [=]=
Direct #
indirect | <Select= [=1-
Indirect #
Save
Creste New Beneficiary
[0 [year |output [outpur = [Direct [Direct = [mam [ # i |
162|201z [test |100 |Boys Below 5 |10 |women |10 | Ean Delete

Back to Activity and Beneficiaries

To manage beneficiaries, select Manage Beneficiaries, on the Activity list, the Proposal Activity
Objective Activity Beneficiary List page opens.

Adding Beneficiaries
To add a beneficiary:

Select the fiscal year from the droop down list

Enter the output description in the Output field.

Enter the number of beneficiaries for the output in the Outout # field.
Select the type of direct beneficiaries from the drop down list

Enter the number of direct beneficiaries

Select the type of indirect beneficiaries from the drop down list
Enter the number of indirect beneficiaries

Select Save to save and add the beneficiaries.

NG~ LNE
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Mapping

USDA Unilod States Dopartment of Agriculture Linking LLS. Agricalnem
UsDa o 23...

Aid Information System
@Ay

Home | Reports Out | Agresment Mansgement | Agministration | Compliance Management | Proposal Mansgement | Budget | About FAS

You are here | Home = Pepusal Manogsmenl = Prepesel Summars = activty Obiectve-activity Mapping Weleame ol sieestor § Lo Q5 ]

My FAIS
Proposal Activity Objective & Activity Mapping

Instructions
Data Navigation

Actrition rust e mapped 10 actvity obmctes. Nolice thal & sngie acthly may be mapped 1o more than one actiily objective as long as the activity s 100%
mapped. For example, an activity may be mapped to a single activity objective if that activity contributes entirely to that one objective, or the activity may be mapped
1o two objectives (40% to one objective and 0% to another objectivel,

This page allows for the mapping of an Activity to an S Objective with the appropriate percentage applled. ‘You may create this mapping by efther Cninctlng
the acthviies and activity alroady wm the d menus and clicking ihe Save butlon or by chicking on the Create
Activity Mapping link. You may also adit or delate an m:lnn mapging (relstianahio} by using the Edit or Delete links,

Adtivity Gojective Summary Activity Objectiven Acnities & Dansaficianes | Cther Dstalls

Proposal Information
organizaton [PP
Proposal Mumber [2011-0216
Program Type [FFE
status [In Progress
country [Zimbabwe

Add/Edit Actlivity Objective & Activity Mapping

" ATty Frop | Actiaty= =]«
Acthity Cb) Activity Oby [=]-
Percentage
[ save |
& =
Activity Activity abjective | Porcantage Action |
Greenhousaa/gardens Craate or ", market sy [1o0 it | Deists |

In this tab, the user can map the activity to the objective. To map an activity to an objective:

Select Create New, to map an activity to an objective.
Select the activity type from the drop down list.

Select the objective from the drop down list.

Enter the percentage of mapping.

Select Save to save and map the activity to the objective.

arwdE

Note: - Each Activity has to be mapped exactly 100%
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Other Details

Al - IR Al SR = A AR D e
tives Other Detalls

[ Sunesa |

Using this tab the user can enter any other details pertaining to objectives and activities in here.
The user needs to

1. To enter the following descriptions:
e Recipient agency
e Government and Non-Government Agencies Test
e Method Of Educating Public Test
e Method of Choosing Beneficiaries
2. Select Save to save and add the objective.

Note: The fields in yellow and with * mark are mandatory.
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USDA United States Department of Agriculture
=—= Food Aid Information System
- et

My FAIS 'ou are here : Home = Proposal Management = Propesal Summary = Attachments

Current | Change Attachments

Home Reports Out Agreement Management ;| Administration Compliance Management Proposal Management Budget About FAS|

Linking ULS. Agriculture @

Welcome pp1_creator [ Log Off]

+ Alerts

e Instructions
Data Navigation

* View Proposal

* Miew Proposal Assignment
* View Applicant Details

* Miew Introduction

* View Commodity

= Miews Activity Objective

= View PVO Budget

+ Proposal Summary

* Proposal Assignment

+ Applicant Details

Activity Objective Summary Activity Objectives

Proposal Information
Organization IF’F"I—
Proposal Number W
Program Type IFFE—
Status lm

* Introduction
+ Activity Objective Country  |Sudan
= Commodity
* VO Budget List of Attachments
1) Name Type Comment
Upload a file
File Type: GenencE
File Name:
Comment:

Activities & Beneficiaries

Mapping Other Details

Action

To attach any documents that will support this section you can attach the documents in this tab.

To attach a document:

1. Select the File Type from the drop down list.
2. Select the file you want to upload by selecting Browse.

3. Select Upload to upload the document. Once uploaded, the document will be listed in the table

below.
4. To delete any document uploaded select Delete.

FAIS User Manual Version 1.0

51



USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

4.2.6. PVO Budget Section

Budget section should be completed only after completing the Activity Objective section. Budget
format differs based on PP Organization type

e Private Voluntary Organization — PVO Budget
e World Food Program — WFP Budget
e Government — No Budget
This section is divided into three tabs in case of a PVO Budget, they are as follows:

e PVO Budget Summary
e Budget List
e Attachments

PVO Budget Summary
USD United States Department of A, i @
" ates Lepartment of Agricufture Linking U5, Agriculnure
= ::oc:d Aid Information System =N

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

My FAIS “ou are here . Home > Proposal = Proposal Summary > PYO Budget Summary Welcome pp1_director [ Log Off]

Proposal PVO Budget Summary

Current | Change

* Alerts

Instructions
Data Navigation -

P —— This page displays summary information about the proposal, and the history for the PO Budget section; &.g., section submissions and requests for modification
- D , ieg,
Depending on the section status, the Summary page aleo allows for submission of the section for review using the "Workflow Actions” section

* View Proposal Assignment
+ Miew Applicant Details

* View Commodity

* View Activity Objective

. Ve D Bnmer Proposal Information

+ Proposal Summary Organization |PP1
- Proposal Assignment
+ Applicant Details Proposal Number I201 1-0216
* Introductiocn Program Type |FFE
+ Activity Objective
+ Commodity Status Iln Progress
+ PVO Budaget
Country IZlmbabwe
Proposal Section History
User Date Action Status Comments =
|PP1_Director FAS [oameizo11 [submit For Review [submitted For Review [Pi review budget |~

Workflow Actions

Reguest For Modification

The PVO Budget Summary lists the proposal information, the proposal information is generally pre
populated based on the information that was entered while creating the proposal.

The proposal section history details the list of activities that occurred as a part of this section.

Workflow Actions: Based on the user role the summary displays the action that can be performed on
this summary, which is either Submit for Review or Request for Modification.
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Proposal Section Status

Status Status Description

Action Button

Ul / Page

In Progress Proposal is created by a participant director Create Online | Create Proposal
Proposal

Modification is requested on a proposal | Request for | Section Summary
section Modiciation

Submitted For | Proposal section is submitted to proposal | Submit for | Section Summary

Review creator for review by proposal contributor Review

Submitted Proposal is submitted to FAD by participant | Submit to FAD | Proposal Summary
director

PVO Budget List

USDA United States Department of Agriculture
ﬁ Food Aid Information System
Qs

Home

| Reports Out | Agreement Management

My FAIS “You are here : Home > Proposal

Current | Change

= Proposal Summary = PVO Budget List

Proposal PVO Budget List

- Alerts

dministration | Compliance Management

Welcome pp1_director [ Log Off]

Instructions

Data Navigation

View Proposal

View Proposal Assignment
View Applicant Details
View Introduction
View Commedity

View Activity Objective
View PVO Budget
Propesal Summary
Proposal Assignment
Applicant Details.
Introduction

Activity Objective
Commeodity

PwO Budget

may edit or delete a line item by clicking on the links Edit or Delete for that line item.

PVO Budget Summary Attachments

Proposal Infermation
PP1

2011-0216

FFE

In Progress

Organization
Proposal Number
Program Type

Status

This page displays the list of budget line items created and allows you to enter a new budget line item by clicking on the link Create New Budget Line Item. You

Country |Zimbabwe
Fiscal Year Cash (3) Monetization ($) Total($)
2012 [2310.00 [20790.00 [23100.00
Total |2310.00 |20790.00 100.00
L Add Line ltem Add Budget Line ftem
Fiscal i Expense . - Price Per Total Price NICRA Total After Cash Monetization . =
R Activity == Details Quantity |70 e E TN ] & = Action | ©
2012 Administration |Equipment | 011C 10 100.00 1000.00 10,00 [1100.00 110,00 |990.00 Editl E
Furnitures Delste
2012 |rr5H Salaries Manager |2 |1 0000.00 |2uuuu.uu ‘1 0.00 |2zuuu.uu |22cm.uu |195cm.uu Sl =™

This tab lists the budget details for each activity listed in this proposal.

You can add a new budget line item, or edit a line item by selecting Edit and delete a line item by select

Delete.
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Adding an budget line item

My FAIS

* Alors
Data Navigation

% Create Proposal PVO Budget

SR The PVO Budget comprises three 1) wtiong 2) ITSH ( T o . and and 3}
% Lvery budget line ftam must B&long 1o on the Above Categorien. For sach ne em, specity.
R A Fiscal Year Fiacal yaar for i lina tem. The sams line tam my ba repsaled more than one lime if the budget line lem spans multiple years.
v e Spptianl ot « Activity. Select 8 project aciivity akeady specified for e project (from the Actiity Cojeciive section), of select Admiaisiration of (TS,
* Wiew niroduclion = Expense Type Seect s valus from the drop-down men,
= Mimw Commodiy * Locatiomr Select from the drop-down men;
+ View Activie Qbnctive « Details: Enter the description that describes the ine flem, For example. you may enter “Project if the Tvpe = . or “Printers” if the
o Wiew EVO Budost Expense Type = Equipment
T A + Quantity: Enter the Appropriate quantity. For example, if the Darails = Froject Manager, then enter the nuMbar of Nours; €.g., SO0 In this Teid and enter the
i cost per hout in US Doliars for the Project Manager in the Srice Ser Unit Tiekt, it Oetais = Srinlers, then enter e number of proters, e.g., 2 in this fekd,
Prapesal S3laoment and mnier the cost per printer in US Dollacs in the Srice Per Uil feld
* Aoolicant Detajis = Price Per Unit Bee Abave.
* liceduction * Total Price: Calcuisted field based on the Guantity and Price Per Unit finlds
+ activay Oblective « AICRA%: Enter the indirect rate for this ine kem,
+ Commaodite = Total After NICIRA: Calculated field that include the effect of NICRA on the total price lor mn line item
» PYD Budget + Cash?e: Lnter the parcentage of the Tofal COSt Affer NICIRA that will be covaered by ca (as 1o Being fram
proceads.
Monmtization®: Calculatied finski squal to 100.Cash®

QSDA United States Department of Agricuture Lirdotrg £1.8, Agriculs
Food Aid Information System -4 p
(o) Wi

“ou are here : Home = Propesal Mansgsmant = Proposal Summary = P40 Budast List = Create PO Budget Welcome ppi_directer [ Loa 0111

mslructions -

* Gash and Monetization Calculated fiskis in US Doliars for ihe tofal cost of the ling item that will be rased fram cash and from monetization procesds

Froposal Information
Qrganization [P
Froposal Number  [20171-0216

Program Type  |[FFE

status  [In Prograss
Country  |[Zimbabwe

Basic Information

Facalvear [2011[=] *

3
|
u

il

Activity .
Gierse Tvoe [ERR -
Locaton [Field  [=] -
Getais
avaey [ -
Price Perune ¢y [0 *
Towipriee sy [0
HICRA %
TotalanermcRas) [0
casn [ -
Monetze s [0
casncsy [0

Manstization () |

[(Save |

To add a budget line item:

w N

LW NOU R~

11.

12.
13.
14.
15.
16.

Select Add Budget Line item, the Create Proposal PVO Budget page opens.

Select the Fiscal year from the drop down list.

Select the Activity from the drop down list. ( This will depend on the Activities selected in the
Activity Objective section)

Select the Expense type from the drop list.

Select the Location from the drop down list.

Enter the details in the details field.

Enter the quantity desired in the Quantity field.

Enter the Price per unit.

The Total Price will be calculates automatically based on the input in the Price Per unit field.
Enter the NICRA %

The Total after NICRA % will be calculates automatically based on the input in the Enter the
NICRA % field.

Enter the cash % desired

The Monetize % will be calculates automatically based on the input

The Cash % will be calculates automatically based on the input

The Monetize amount will be calculates automatically based on the input

Select Save to save and add the budget line item.
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Note: The fields in yellow and * mark means they are all mandatory.

Attachments

Home Reports Qut Agreement Management Administration Compliance Management Proposal Management Budget About FAS

My FAIS “ou are here : Home = Proposal Management = Proposal Summary = Attachments Welcome pp1_creator [ Log Off]
Current | Change
* Alerts

Attachments

Instructions -

Data Navigation

View Proposal

- PVO BudgetSummary  PVO Budget List
1 vevyseee W | VO SUGGEISURERN VORISR - |

+ View Applicant Details .
+ View Introduction Proposal Information
* Views Commodi Organization IF'F"]

* View Activity Objective
« View PVO Budget Proposal Number I2011—0228
+ Proposal Summary
+ Proposal Assignment

Program Type IFFE

* Applicant Details Status |Submitted For Review
* Introduction
+ Activity Obiective Country ISLIdEI"I
+ Commodity
* EVO Budget List of Attachments
i} Name Type Comment Action
Upload a file

File Type: GeneriCE

File Name:

Comment:

To attach any documents that will support this section you can attach the documents in this tab.
To attach a document:

1. Select the File Type from the drop down list.

Select the file you want to upload by selecting Browse.

3. Select Upload to upload the document. Once uploaded, the document will be listed in the table
below.

4. To delete any document uploaded select Delete.

N

4.2.7. WFP Budget Section

WEFP will be submitting budget which will be different in format. User will be able to submit a budget
for each year of the intended project. Commodity section has to be completed before creating the WFP
Budget. WFP Budget is captured in 3 screens

e WFP Budget Summary

e WFP Budget List

e Create Proposal WFP Budget
e Attachments
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WFP Budget Summary
b |
USDA United States Department of Agricutture Linking U.S. Agriculure @
ﬁ (F&):d Aid Information System m\‘(bdd

Home : Reports Out | Agreement Management : Administration | Compliance Management : Proposal Management | Budget ;| About FAS :
My FAIS You are here : Home > Proposal k
Current | Change

* Alerts

* Proposal Summary = WFP Budget Summary

Welcome WFP PP DIR1 [ Log Off ]

Proposal WFP Budget Summary

Instructions.

Proposal Information

Organization |[WFP

Data Navigation

* Miew Proposal

View Proposal Assignment
View Applicant Details
Wiew Introduction

View Commodity

Wiew Activity Objective
View WFP Budget

Proposal Summary

Proposal Number

12011-0085

Proposal Assignment Program Type |FFE
Applicant Details
: siaus [In Progress
Intreduction
Auctivity Objective Country W

P

Commodi
WWEP Budget
Proposal Section History
User
|WFP_PP_DIR1 FAS

Date
[03ivsrz011

Action
| Submit For Review

Status
|Submmed For Review

Comments <
[Test

Workflow Actions

Beguest For Wodification

The WFP Budget Summary lists the proposal information, the proposal information is generally pre
populated based on the information that was entered while creating the proposal.

The proposal section history details the list of activities that occurred as a part of this section.

Workflow Actions: Based on the user role the summary displays the action that can be performed on
this summary, which is either Submit for Review or Request for Modification

Proposal Section Status

Status Status Description Action Button | Ul / Page
In Progress Proposal is created by a participant director Create Online | Create Proposal
Proposal

Modification is requested on a proposal | Request for | Section Summary
section Modiciation

Submitted For | Proposal section is submitted to proposal | Submit for | Section Summary

Review creator for review by proposal contributor Review

Submitted Proposal is submitted to FAD by participant | Submit to FAD | Proposal Summary
director
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WFP Budget List

USDA United States Department of Agricutture Linking U5, Agriculture @
=—oo8 Food Aid Information System 1
o T

Home | Reports Out | Agreement Management ;| Adm

My FAIS “You are here : Home » Proposal Management = Proposal Summary = WFP Budget List Welcome WFP PP DIR1 [ Log Off ]

ST Proposal WFP Budget List

N

Data Navigation

Instructions -

L WFP Budget Summary Attachments
Views Proposal Assignment

Wiew Applicant Details

-

-

+ View Introduction Proposal Information
+ Miew Commodity Organization [VWWFP

* View Activity Objective
EE T Proposal Number |201 1-0085

* Proposal Summary

* Proposal Assignment Program Type  |FFE

3 ;
A—”—"“""FM'B Status Iln Progress

Introduction

« Activity Objective Country IZimhahwe

Commedity
WWFP Budget

.

-

Create New Budget for
a Fiscal Year

-

-

0pocC &

o LT TrieT Germn [Tt [ermmn Lo HED IRFEREED oo I1sC i
Year TTOEC!  GooSSMT Gross MT DSCBudget ODOC Budget orc, Rate!  Building Building Field gy, Action
Number MT(8) MT($) Amount(§) %
Amount ($)
2011 ‘Test ‘muuuu ‘muuuu.uu ‘10.00 ‘10.00 ‘10.00 ‘10.00 ‘10.00 ‘10.00 ‘2.00 ‘2.00 %e'te o

WFP proposal budget by year is listed in this screen.
Budget for a Fiscal Year can be created by clicking on Create New

Create Proposal WFP Budget

United States Department of sgrcutture

Home | Aeporta Out | Agresment Mansgement | Administration | Compilance Mansgement | Propossi Management | Budgset | ADout FAS |
ny Fans ou are here : Homa > Proneaol - > WEP Budast List > Crests WFP Dudget Welcome WEP_PP_DHRA [ Laa G111
L U Create Proposal WFP Budget

Drata Mavigation Inatructions -

al Information
L = —

Proposal umber  [20710685
ProgramTyes [FEE

stewws [inPropress

Country [Bimbabwe Umar

Entered
fields

Cratalls =

.

i

Basic Information Calculated Information
Fiacat vear [2011[=] - e T
WP Projeet Humber - Proportional DSC %
Program Gross 4T [0 N Proportional ODOC %
Activity Gross uT |0 - oSsc n I
Unagjusted DSC Budget  [0.00 - Adustes ODOC Budget
Unadustes ODOC Budgst 33
= [ooo - Prog oo
ITSH Rate 7 MT (33 [0.00 -

LTSH Rate s MT (53 [0.00 - I
DSC Duilcding TSH Rate ()

Aamount (33 [0.00 - N e
cooc Building LTSH Rate (33

amunt (23 [0.00 - me feiaesy [
se Fe % [3 -  —
ISC HQ (3}

wewnasw [ - Towresy [

[ calcuiate |[ Save |

Following fields have to be entered
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Fiscal Year

WFP Project Number

Program Gross MT

Activity Gross MT

Unadjusted DSC Budget
Unadjusted ODOC Budget
ITSH Rate / MT

LTSH Rate / MT

DSC Capacity Building Amount
10 ODOC Capacity Building Amount
11. ISC Field %

12. ISCHQ %

©oONDUAWNE

Based on the data entered by the user system will calculate the values for following fields once the
button Calculate or Save is clicked

USDA Commodity Contribution
Proportional DSC %
Proportional ODOC %
Adjusted DSC Budget
Adjusted ODOC Budget
Proportional DSC
Proportional ODOC
ITSH Rate

LTSH Rate

10 ISC Field

11. ISCHQ

12. Total

LN A WN R

Click on Save to save data.
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Attachments

Home Reports Out Agreement Management Administration Compliance Management Proposal Management Budget About FAS|

My FAIS “ou are here : Home > Proposal = Proposal Summary > Welcome pp1 creator [ Log Off]

Current | Change

Attachments

T

Data Navigation

* Miew Proposal i
er“’ S ! _ PVO Budget Summary PVO Budget List
Wiew Pro| | Azsignment

Instructions -~

-

Wiew Applicant Details

+ View Introduction Proposal Information
+ View Commedity Organization [PP1
= Wiew Activity Objective
+ View PVO Budget Proposal Number [2011-0228
* Proposal Summary
* Proposal Assignment Program Type IFFE
* Applicant Details Status ISuhmitted For Review
= Introduction
« Activity Objective Country ISudan
* Commodity
* EVWO Bud List of Attachments
o Hame Type Comment Action
Upload a file
File Type: | Generic il
File Name: [ Browse.. |
Comment:

To attach any documents that will support this section you can attach the documents in this tab.
To attach a document:

1. Select the File Type from the drop down list.

Select the file you want to upload by selecting Browse.

3. Select Upload to upload the document. Once uploaded, the document will be listed in the table
below.

4. To delete any document uploaded select Delete.

N

4.3. Proposal Submission

Proposal submission to FAD for consideration is a 2 step process.

Step 1:- Proposal Creator submits proposal to Participant Director

LISIRA, Untes Stales Department of Sgoeulure fridutrigg L5 Ariosstinses (]
Food Aid Informati v o Asriceall

B Syster

Welseme Bl director [ Log 071

»
migned am the S8 Crestor (Fropoaal Mansger) and the varcus ssction Contribulors (Authore). Onk one PR Crestor may be ssemned to o
S el e Srvm - et G s P St il B

. [E@iioian
[Fr=

[in Progreas

[Famnia

e Trate S Biene Ermrom o e

PP1_Dwector FaAS |ozro7zo1y A mmian
PR _Dwector FaS [ozmrmont Create

Workflow Actions Submits proposal to
I T Fan Pl | Fariicipant irecion

in Proareas Ammian Progosal
T Froposal Creation
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Step 2:- Proposal Director submits proposal to Food Aid Division

]
USDA United States Department of Agriculture Linking ULS. Agriculture /f%
ﬁ Food Aid Information System : —_—
(Qay T

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

My FAIS “ou are here : Home = Proposal Management = Proposal Summary Welcome ppd_director [ Log Off]

. Proposal Summary
o
" " Instructions -
[T S T ———
« MWiew Proposal This page displays:

iews Prooeal \anment - EBssic propossl information

* Miew Proposal Assignment

. - Staff assigned as the PP Creator (Proposal Manager) and the various section Contributors (Authors). Only one PP Creator may be assigned to a
=R proposal, and one Contributor may be assigned to a given section. One person may be assigned multiple sections, or as a PP Creator and PP

Wiew Introduction Contributor.

Aieww Commodity = Propossal History section showing the proposal review events.

Wiews Activity Objective = Workflow Actions section showing the actions that can be executed based on the proposal status.
iews PVO Budget Please use the links on the left menu bar to perform the various actions needed to develop a proposal

Proposal Summal
Fissasat st
Applicant Details

Introduction =
T e Proposal Information
Commodity Organization [PP1
PWO Budget

R A A R

Solictation D [121

Proposal Number [2011-0149

Program Type [FFP

status  [Submitted For Review

Country [Zambia

FProposal Section Details

Section Name Contributor Status Comments
Introduction Section PP1_Creator FAS For Rewiew test
Commodity Section PP1_Creator FAS i For Rewiew test
Activity Objective Section PP1_Creator FAS i For Rewiew test
Budget Section PP1_Creator FAS For Rewiew test

Proposal Workflow History
user Date Action Status Comments

PP1_Director FAS 03142011 Submit For Review itted For Rewiew
Submit PP1_Director FAS 02/07/2011 Assign In Progress Assign Proposal
proposal to PP1_Director FAS 0210772011 Create in Progress Proposal Creation
Food Aid
Division Cancel

w Actions proposal
Request For Modification =
;Submlt‘l’ﬂ FAD | R uest For Modification Subm|55|on

Proposal can be withdrawn once it is submitted by clicking the Withdraw button which will appear
once a proposal is submitted to Food Aid Division

5. Agreement Negotiations

Once the proposal is approved by FAD, an alert is sent to the project participants requesting them to
either accept or deny the proposal. Once the proposal is accepted by the project participant, it is
converted into an agreement. Now the project participant has the capability to review, and negotiate
the agreement with FAD.

The project participant can negotiate with FAD only after they accept the proposal. The participants can
negotiate with FAD, if the quantity of the commodity is lesser than what they had originally requested
for. The participant needs to modify the agreement to reflect the quantity approved by FAD.

5.1.1. Accepting Proposal Approval

You can access proposal negotiations in two ways they are:

1. From the top menu select Proposal > Approved Proposal, The Approved Proposal summary
page opens, on the left menu select View Approved Proposal, the Approval Letter page opens

for review.
2. On the left menu select Alerts > View Approved Proposal, the Approval Letter page opens for
review.
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3. On the Proposal Letter Details page, select Accept to accept the proposal. After accepting the
proposal will be converted into an agreement and Assign Agreement Roles screen will be
displayed

4. Select Decline to decline the proposal, this declines the entire proposal and no further action
can be taken on the proposal

D o e omanon Sy bV e D

My FAIS “fou are here : Home = Proposal Management = Proposal Summary = View Proposal Letter Welcome pp5_director [ Log Off]
Current | Change P
e Proposal Letter Details
+ Alerts
— Instructions -
Data Navigation
* View Proposal
* Vigw Proposal Assignment Proposal Information
* View Applicant Details X
o Ve T E Organization |PP5
e Proposal Number |2011-0151
+ Vigw Activity Objective
+ View PVO Budget Program Type |FFP
+ Proposal Summary
+ Wiew Approval Letter Status Appmved

Home ; Reports Out ;| Agreement Management ;| Administration | Compliance Management ;| Proposal Management | Budget ;| About FAS

Country |West Bank and Gaza

Approval Letter

sdfasf - test for pps

Accept  Decline

5.1.2. Getting Started with Agreement Negotiations

Agreement Navigation
After accepting the proposal, the proposal is converted to an agreement, the Program Participant is

expected to review the agreement, and then negotiate with FAD as required. You can access the

agreement in two ways:

1.

Select Alerts from the left menu, and select the Approved proposal link, the Agreement
Summary page opens.

Select Agreement management from the top menu > Select Agreements > select particular
Agreement, the Agreement Summary page opens.

Agreement Management at Participant Organization Level

Agreement Management

Module/ Role Participant Director Participant Agreement Participant Agreement Contributor
Executor
Agreement Can work on all sections of | Can work on all Can work on assigned sections of a
the Agreement sections of an assigned | Agreement
proposal
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Agreement Can submit Agreement Can submit Agreement | Cannot negotiate Agreement
Negotiation negotiated by him/her negotiated by him/her | Directly
Agreement Can submit to Agreement Can submit to Can submit Agreement section/s
:e;t"’." : Executor if assigned to Agreement Executor if | assigned to him / her to Agreement
ubmission

work on an Agreement assigned to work on an | Executor

section Agreement section
Agreement Can modify all data Can modify all data Can modify all data
Data

Agreement Status

Agreement undergoes various status changes before it is finally signed. Statuses control the ownership

of the Agreement document in FAIS at any particular time.Selected Left Menu links in an Agreement

will be enabled or disabled for a user based on user role and agreement status

Agreement Status

Status Description Access
In Progress Agreement is being prepared as | PP Agreement
per approved proposal values by | Executor
PP Agreement Executor.
PP Dir Review Agreement is being reviewed by | Participant Director

Participant Director

Submitted To FAD

Agreement is being reviewed by
FAD Analyst (FAD Contact for the
Agreement)

FAD Contact

In Clearance Agreement is in clearance FAD Branch Chief
Signed Agreement is  Signed and | All Users
Agreement details cannot be
edited by only viewed
Closed Agreement is closed and not | All Users
transaction can take place for this
Agreement. Agreement will be
view only
Terminated Agreement is Terminated and not | All Users

transaction can take place for this
Agreement. Agreement will be
view only

FAIS User Manual Version 1.0
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Suspended Agreement is Suspended and no | All Users
transaction can take place on this
Agreement till it is reinstated.
Agreement will be view only

Cancelled Agreement is cancelled during | All Users
negotiation by FAD Branch Chief.
No transaction can take place on
this Agreement.Agreement will
be view only

Cepartment of Agr
Information Sy

My FAIS ou are here : Home » Agresment - Summary eams ! e
Current | Changes Agreement Summary
+ Aleds .

natrustions -

- Agresment 8 FOR-AFG-2011
~060-00

- = FrE
= Organization: JAMINT
« Country: Afghanstan
- Status: i Preg

Attachments at
Agre e t lavel

[FGmr-aFG-zo11-060-00
| EGERECEET

[FFP

| NENEITEG

[erghaniatan

Data Navigation

[n FProgress
[FFP_FAD_Analyst1 FAS

[FErmnT_rr_Dirt FaAS

Ammigned To
JAMINT_PPE_Di] Fas
JAMINT_PP_DIR1 FAS
JAMINT_PP_DIR1 FaS
JAMINT_PP_Ci] Fas
AAMINT_PPE_Di] Fas

Action

WB2011 1= E8E Senerate Agres In Progress

AAMINT_PP_DiRl Fas

Workflow Actions
Y =

I Associated Documents ‘

Back to List Associated
Document

Agreement Left Menu
Agreement Left Menu navigation will have 2 components namely

e Data Navigation - Modify or view data pertaining to the agreement

e Document Navigation — Modify or View or Submit various document sections of the agreement
e  WorkFlow Actions — Work flow actions for Agreement like Submit, Request Modification etc

e Associated Documents — Any document related to Agreement

e Attachments — Agreement level attachments
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* Alerts

-080-00
+ Program Type: FFP

* Organization: JAMINT
+ Country: A i

My FAIS
Current | Change

* Agreement # FGR-AFG-2011

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS |

“ou are here : Home > Agreement k

= Agreement Summary > Section > Edit

Plan Of Operation Details

USDA United States Department of Agriculture T inling 115, Agriculture /;%
== Food Aid Information System y —_——
= i Y =

Welcome JAMINT PP DIR1 [ Log Off]

Instructions

wariables |

=

Insert Variable

E T

=-[E B

Z O

= =

I
i

:= || Calibri - 3

+ Status: In Progress

+ Agreement Roles

» Agreement Contacts
- Signatories

* Agreement Summary
* Introduction

* Commedities

* Menetization

+ Activity Objectives

* Activity Objectives Other
Details

» Activities & Beneficiaries

Mapping
* Budget
* Amendment Note
+ Amendments

* Legal

+ Plan Of Operation
- C

Data Navigation

+ Transportation & Logistics

» Activity Objectives & Activiby

Document Navigation

1. NAME AND ADDRESS OF APPLICANT
{PPName}

{ParticipantA ddress

Contact at U.S. Headguarters

Book mark

Book mark

Mame :-

Title

Tel

ATTACHMENT A

PLAN OF OPERATION
FOOD FOR PROGRESS

e -

Book mark

=

* Budget
* Terrorist Financing
Certification

Save I Save & Back I

Back to Summary

Agreement section will be populated from template with book marked values. Book mark values will be

enclosed in {} and participant user should not delete any book mark while editing the document
section. Example {FiscalYear}

Agreement Sections
Agreement has sections which can be assigned to user to be worked on. Sections vary based on the

participant type as mentioned below

Agreement Sections

Plan Of | Commodity
Legal | Operations Specification Budget Terrorist Finance Certification
PVOs Yes Yes Yes Yes Yes
WEFP Yes No No Yes No
Governments Yes Yes Yes No No

Once the sections are assigned to a contributor, an alert is sent to the contributor stating that the user

is assigned to the section.

Agreement Section Workflow
Agreement section has its own section work flow. Once Agreement sections are assigned to Agreement

Contributors to work on, Agreement sections will have the following work flow.
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Agreement Section Status

reviewed by the Agreement

Executor of

Status Description Access Remarks
In Progress Agreement section is | Agreement
assigned to an Agreement | Contributor
Contributor for working on | for that
the details Agreement
Section
Submitted For Review | Agreement Section is being | Agreement

Executor that
Agreement
Approved Agreement section has been | Agreement Agreement can be
approved by Agreement | Executor of | submitted to
Executor that Participant Director
Agreement review only when all
sections are in
approved status
Assigning Agreement Roles
USDA, Uries Sisses Dapanimars ot Agricutiure Linking
ﬁ led Aid Inlmlm!lmn System
ﬁ Top Menu =N N e T e s | Propunal

You mre here . Home = Sgeemenent Menegee

My FAIS

CUrreint | ChABGE Agreement Summary

Welcome pel_dirwcter | L O 1

Inswructions

Agresment Informabon
Ageamantm |FFE-SDN-2011-035-00

Proposst e |2011-0228

Frogram Tyoe |FFE
Crganization  [FP1
Counwy |Sudan
Agreemant Staus  (IN Progress
FAD Contect |[FFP_FAD_Analyst1 FAS
[PP1_Crealor FAS

Left menu

Section
Lagal
Flan Of Opeation

Agreemenl Seclions

Status
I Program

In Progres

In Progress

e
Tasroist Financin ing C-lll'n.-klr.l a

i Frogenss =

In Progress

Agreement History

Usar Date

lcadiaris

PP i_Direcior FAS

|2:28/2011 02:28:08

[in Prograss

Workllow Achions
Cpy | Viee Someitts

Associated Documents

Bago Lin

The Participant director needs to assign the agreement executor and contributors in order to modify

the agreement for negotiating with the Food Aid Division. To modify the agreement:
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1. From the Agreement Summary Page > select Agreement Roles from the left menu, the
Agreement roles page open, select Assign from the screen.

2. The Program Participant director can select the contributor from the drop down list for the
following sections:

Agreement Executor

Legal

Plan of Operation

Commodity Specification

Budget

f. Terrorist Financing Certification

3. Select the radio button Yes or No if you want to give access to the executor to directly submit
the agreement without the approval of the director.

4. Select Assign to assign the contributor to the Agreement and the sections.

5. Select Cancel, to cancel the assignment.

®oo oo

Note:-

1. Agreement Executor will be able to change the Agreement Contributors to Agreement sections

One section can have only one Agreement Contributor at a time

3. Same person can be the contributor for many Agreement sections and also be the Agreement
Executor

N
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5.1.3. Legal Section

USDA United States Department of Agriculture Linking ULS. Agricultune /r%
=—= Food Aid Information System e
. T

Home ;| Reports Out ;| Agreement Management ;| Administration | Compliance Management ;| Proposal Management | Budget | About FAS

My FAIS “ou are here : Home > Agreement Mansgement > Agreement Summary > Section ppl_director [ Log Off |
Current | Change Legal Summary

- Alerts

Instructicns

- Agreement # FFE-SDM-
201103500

= Program Type: FFE

- Organization: FF1

Legal Summary

5 EEivany SLEen Froposal # |2011-0228
e Agreement # [FFE-SDN-2011-035-00

patanavigation courey

- Agreement Roles

- Agreement Contacts Frogram Type |FFE

- Signstories Cumrent Status  |In Progress

= Agreement Summary

- Introduction Lest Updated [2/25/2011 03:35:03

» Commeodities
- Monetization
- Trens icn & Logistics Agreement Section History
= Adtivity Objectives )
- Adtivity Objectives Other User Tz Action Status. P —
Details
- Activities & Beneficiaries .
. Activity Objectives & Activity 0rkﬂ0w Actions
Msapping View | Submit for Review

- Budget
- Amendment Note
- Amendments

Document Navigation

Badk to Agreement

The legal section is the section where the legal aspects of the agreement are stated. Following
functions are possible by any Participant User in Legal section

e Submit or Request Modification from Agreement section Summary screen based on status
e View Legal section
e Enter comments on Legal section
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USDA United States Department of Agriculture Linking U8, Agriculiume @
=—= Food Aid Information System IR ey
. =

My FAIS “ou are here : Home > Agreement Management > Agreement Summary > Secticn > Details Welcome pp1_director [ Log Off )
Current | Change =
] Legal Details
= Alerts
Instructions -

- Agreement # FFE-SDM- .
2011-025-00 — Comments x

- Program Type: FFE . L3

- Owrganizaticn: PP1 T -

= Country: Sudan |
= Status: In Progress

OGSM: FFE-SDN-2011-035-00

COUNTRY: Sudan
= Agreement Roles
= Agreement Contacts
- Signatories AGREEMENT BETWEH
- Agreement Summary
R THE GOVERNMENT O] [ERICA
- Commodities Save Cancel
= Monetization
= Trans tion & Logistics AND
- Adiivity Objectives
- Activity Objectives Other PP1
Details
* Advifies & Beneficieies | | FQR THE PROVISION OF AGRICULTURAL COMMODITIES AND FINANCIAL
- Adivity Objedtives & Adivity
Mapping
- Budget AND TECHNICAL ASSISTANCE THROUGH THE MCGOVERN-DOLE

» Amendment Note

s INTERNATIONAL FOOD FOR EDUCATION AND CHILD NUTRITION PROGRAM

s

Viewing Legal Document & Adding Comments
The user needs to select View from the Legal Summary page, the legal document opens up.

The user can comment on the legal document in the view mode. To comment on the document:

Select the | "= comments icon from the Legal Details page.
A comments box opens up, enter the required comments.
Select Save to save the comments.

Select Cancel to cancel the comments.

To copy text from the document, select the text and select <3 button
Select Back to Summary to go back to the summary page.

ou ~wnNE

Submitting Legal Section

Select Legal Summary Page

Based on status and role of logged in User Work Flow Action will be displayed
To submit the document for review, select Submit for Review.

Enter Workflow comments

Click on “OK”

To cancel Submit For Review, click on “Cancel” on work flow comment box

ounkswWwNE

Requesting Modification on Legal Section

1. Select Legal Summary Page
2. Based on status and role of logged in User Work Flow Action will be displayed
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To request modification from contributor the document for review, select Request
Modification.

Enter Workflow comments

Click on “OK”

To cancel Request For Modification, click on “Cancel” on work flow comment box

Approve Legal Section

ok wnE

Select Legal Summary Page

Based on status and role of logged in User Work Flow Action will be displayed
To approve the section, select Approve.

Enter Workflow comments

Click on “OK”

To cancel Approval, click on “Cancel” on work flow comment box

5.1.4. Plan of Operation

- Alerts

» Signstories

You are here : Home > A A Summary > Sectien Welceme pp1_director [ Log Off |
EImE e Plan Of Operation Summary

- Agreement # FFE-SDN-

201103500
- Progam Type: FFE .
- Eomrian e Plan Of Operation Summary
= Country: Sudan Proposal # |2011-0228
= e TEeE Agreement# |FFE-SDN-2011-035-00
Country  [Sudan
= Agreement Roles
- Agreement Contecis Program Type |FFE

- Agreement Summary
= Introduction
- Commodities
= Monetization
- Tmansporstion & Logistics Agreement Section History

Instructions -

Cument Status  |IN Progress

Last Updated [2/25/2011 03:35:03

- Activity Objectives Other User Date Action Status Comments
Details
- Activities & Beneficiaries
- Acivity Objectives & Activity Waorkflow Actions
i View | Edit | Submit for Review
loie Backfo A

= Amendments

I——
Plan of operation basically allows the user to enter details on how the operation is going to be

performed to meet the objectives. This is the only section that is editable in the Agreemnt Negotiation

section.

To access the Plan of Operations Summary page,

agrwdE

Select Plan of Operation from the left menu.

Select View to view the plan of operations page

Select Edit to edit the document, the document will be editable.

Select Submit for Review, when the document is ready to be reviewed.
Select Request Modification, when the document is required to be modified.
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Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

My FAIS *ou are here : Home > Agreement Management > Agreement Summary = Section = Details Welcome pp1 director [ Log Off )
Current | Chan o g
JEETTE Plan Of Operation Details

= Alerts

Instruction. -
- Agreement #: FFE-SDN-

2atiassaa = LCOmmenis x
- Program Type: FFE 2

= Ovganization: PF1 =

. Country: Sudsn [e) Subrecipients X
= Status: In Progress

Data Navigation LESE

- Agreement Roles

- Agreement Contacts

- Signatories

- Agreement Summary PP1 will work directly with {_

= Introduction

- Commeodities Test Save Cancel =

= Monetization

- Trans ion & Logistics

- Activity Objectives

- Adtivity Objedtives Other (g) Criteria for Measuring Progress
Details

- Adtivities & Beneficiaries

- Adiivity Objedives & Adlivity

3

(f) Governmental or Non-

m

Anticipated monetization completion date:

6/6/2011 12:00:00 &M

- Amendments Anticipated activity completion date: 4/25/2012 12:00:00 AM

Viewing Plan of Operations Document & Adding Comments
The user needs to select View from the Legal Summary page, the legal document opens up. The user
can comment on the legal document in the view mode. To comment on the document:

Select the | "= comments icon from the Plan of Operations Details page.
A comments box opens up, enter the required comments.

Select Save to save the comments.

Select Cancel to cancel the comments.

To copy text from the document, select the text and select -3 button
Select Back to Summary to go back to the summary page.

ou ~rwnNRE
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Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS |

You are here : Home * Agreement Mansgement = Agreement Summary = Section = Edit

My FAIS
Current | Change

- Alerts

Plan Of Operation Details

Welcome ppl_director [ Log Off ]

Instructicns
- Agreement # FFE-SDM-

2011-035-00
- Program Type: FFE -.n"ariablesl {AgreementMumber; ’Tﬂ Insert Variable
+ Organization; PF1 |A"‘90"¢‘51\_1ﬁ4 K e Qe - j-! I =i E =

- Country: Sudan
- Status: In Progress

g

Times Mew Ru. | 3

- Agreement Roles

- Agreement Contacts
- Signstories

- Agreement Summary
= Intreduction

= Commeodities

= Monetization

(e) Subrecipients
{RecipientAgency}

() Governmental or Non-governmental Entities

{PPName} will work directly with the following entities:

- TIrans

m

- Adtivity Objectives Other
Detsils
- Activities & Beneficisries

= Adtivity Objectives & Activity|

{GovernmentalOrNonGovernmentalEntity }

(g) Criteria for Measuring Progress

- Temorist Financing
Cestification

Mapping Anticipated monetization completion date: { AnticipatedMonetizationCompletionDate}
- Budget Anticipated activity completion date: {AnticipatedCompletionDate}
- Amendment Note
Amendments
= Lepal Table T =
- Plan GfO
e
- Budget | Save Save & Back | Backto Summeny

To edit the plan of operation details document:

1. Select Edit on the Plan of Operation summary page, the Plan of Operation Details page opens

with the capability to edit.
The page allows you to edit the document

Select Save to save the changes.

vk wnN

Submitting Plan of Operations Section

Select Plan Of Operations from Left menu

Enter Workflow comments
Click on “OK”

ok wnNE

Requesting Modification on Plan Of Operations Section

1. Select Plan Of Operations from Left menu

N

Modification.
4. Enter Workflow comments
Click on “OK”

v

To add a variable, select the variable from the drop down list and select Insert Variable.

Select Save & Back to save and return back to the Plan of Actions Summary page.

Based on status and role of logged in User Work Flow Action will be displayed
To submit the document for review, select Submit for Review.

To cancel Submit For Review, click on “Cancel” on work flow comment box

Based on status and role of logged in User Work Flow Action will be displayed
3. To request modification from contributor the document for review,

select Request

6. To cancel Request For Modification, click on “Cancel” on work flow comment box
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Approve Plan of Operations Section

Select Plan Of Operations from Left menu

Based on status and role of logged in User Work Flow Action will be displayed
To approve the section, select Approve.

Enter Workflow comments

Click on “OK”

To cancel Approval, click on “Cancel” on work flow comment box

ok wNE

5.1.5. Commodity Specification Summary

Commodity Specification Summary allows the user to comment on the commodity specifications that is

approved by the FAD.

To access the Commaodity Specification Summary page,

1. Select Commaodity Specification from the left menu.
2. Select View to view Commodity Specification summary page
3. Select Submit for review, when the document is ready to be reviewed.

Home | Reports Out | Agreement Management ;| Administration | Compliance Management ; Proposal Management ;| Budget | About FAS

My FAIS
Current | Change
- Alerts

+ Agreement # FFE-SDN-

2011-025-00

- Program Type: FFE
+ Organizstion: PP1

Data Navigation
- Agreement Roles
- Agreement Contacts

You are here : Home = A = A

Summary > Secticn Welcome pp1_director [ Log Off ]

Commodity Specification Summary

Instructions

Commodity Specification Summary
2011-0228

FFE-SDN-2011-035-00

Fropossl #

; |Sudan

Program Type |FFE

=

£

- Signatories
» Agreement Summary

- Mgnetization

+ Trang
- Activity Objectives
» Adivity Objectives Other

ils.

- Adivities & Beneficiaries
- Adivity Objectives & Activi

stus |In Progress
Last Updated |2/25/2011 03:35:03
ion & Logistics Agreement Section History
User Date

Workflow Actions

View | Submit for Review

Backto Agreement

Commenting on Commodity Specification details
The user can comment on the Commodity Specification document in the view mode. To comment on

the document:

o RwnN R

Select the comments icon from the Commaodity Specification Details page.
A comments box opens up, enter the required comments.

Select Save to save the comments.

Select Cancel to cancel the comments.

To copy text from the document, select the text and select =4 putton.
Select Back to Summary to go back to the summary page.
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My FAIS
Current | Change

- Alets

» Agreement # FFE-SDN-
2011-035-00

- Program Type: FFE

= Organization: PP1

= Country: Sudan

» Status: In Progress

Data Navigation

- Agreement Roles

- Agreement Contacts

» Signatories

- Agreement Summary

- Intreducticn

= Commaodities

= Monetization

= Tiansportstion & Logistics

= Adivity Objedives

- Adivity Objedtives Other
Detsils

- Adivities & Beneficiaries

- Adivity Objedtives & Adivity
IMagping

- Budget

= Amendment Note

= Amendments

Document Navigation

You are here : Home > Ax

Commodity Specification Details

reement Management > Agreement Summary > Sedtion > Details

Instruction;

L

[Commodity Specification
Comments

Save

Cancel

Submitting Commodity Specification details

ok wnNnE

Select Commodity Specification from Left menu
Based on status and role of logged in User Work Flow Action will be displayed
To submit the document for review, select Submit for Review.

Enter Workflow comments

Click on “OK”

To cancel Submit For Review, click on “Cancel” on work flow comment box

Requesting Modification on Commodity Specification details

N

v

Select Commodity Specification from Left menu
Based on status and role of logged in User Work Flow Action will be displayed
To request modification from contributor the document for review, select Request

Modification.

Enter Workflow comments

Click on “OK”

To cancel Request For Modification, click on “Cancel” on work flow comment box

Approve Commodity Specification Section

S

FAIS User Manual Version 1.0

Select Commodity Specification from Left menu
Based on status and role of logged in User Work Flow Action will be displayed
To approve the section, select Approve.
Enter Workflow comments

Click on “OK”

To cancel Approval, click on “Cancel” on work flow comment box
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5.1.6. Budget Summary

Budget Summary allows the user to comment on the budget specifications approved by the FAD.
To access the Budget Summary page,

1. Select Budget from the left menu.
2. Select View to view Budget summary page
3. Select Submit for review, when the document is ready to be reviewed.

m Budget Summary

- Alertts

Instructions -
- Agreement# FFE-SDN-

2011-03500
- Frogiam Type: FFE
- Organization: PP1 Budget Summary

- Country: Sudan Froposal # |2011-0228

Agreement # |FFE-SDM-2011-035-00

- Agreement Roles
- Agreement Contscts Program Type |FFE
- Sipnatories

- Agreement Summary
» Introdudtion Last Updated |2/25/2011 03:35:03

Country |Sudan

Curment Status  (In Progress

- Commodities

- Monetization

- Transportation & Legistics Agreement Section History

- Adivity Objectives

- Adivity Objedtives Other
Detsils

- Adivities & Beneficisries

- Adivity Objectives & Activity
Mspping

- Budget

User Date. Action Status Comments

Morkflow Action
View | Submit for Review

Note

Back to Agreement

- Amendments

Commenting on Budget details
The user can comment on the Budget document in the view mode. To comment on the document:

Select the | "= comments icon from the Budget Details page.
A comments box opens up, enter the required comments.
Select Save to save the comments.

Select Cancel to cancel the comments.

To copy text from the document, select the text and select <3 button.
Select Back to Summary to go back to the summary page.

ou rwnNE
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My FAIS b, You are here : Home > Agreement Management > Agreement Summary > Section > Details Welcome ppi
Current | Change -
| Budget Details

- Alerts

Instructicns
Agreement #: FFE-SDN-

2011-035-00 . -
- Program Type: FFE —’_{\
= Organization: PF1 = i
- Country: Sudan PVO-Budget-F
+ Status: In Pr 1
R l Comments ®
Data Havigation

- Agreement Roles

- Agreement Contacts

- Signatories

- Agreement Summany

- Introduction

» Commeodities

= Monetization

» Trans iticn & Logistics

- Adivity Objectives

= Adtivity Objectives Other Save Cancel
Details

» Adivities & Beneficiaries

= Addivity Objectives & Activity
Mapping

+ Budget

- Amendment Note

- Amendments

5

Submitting Budget Summary details

Select Budget Summary from Left menu

Based on status and role of logged in User Work Flow Action will be displayed
To submit the document for review, select Submit for Review.

Enter Workflow comments

Click on “OK”

To cancel Submit For Review, click on “Cancel” on work flow comment box

ok wWwNPE

Requesting Modification on Budget Summary details

7. Select Budget Summary from Left menu

8. Based on status and role of logged in User Work Flow Action will be displayed

9. To request modification from contributor the document for review, select Request
Modification.

10. Enter Workflow comments

11. Click on “OK”

12. To cancel Request For Modification, click on “Cancel” on work flow comment box

Approve Budget Summary Section

Select Budget Summary from Left menu

Based on status and role of logged in User Work Flow Action will be displayed
To approve the section, select Approve.

Enter Workflow comments

PwnNpE
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5. Click on “OK”
6. To cancel Approval, click on “Cancel” on work flow comment box

5.1.7. Terrorist Financing Certification
Terrorist Financing Certification Summary allows the user to comment on the Terrorist Financing

Certification.
To access the Terrorist Financing Certification Summary page,

1. Select Commodity Specification from the left menu.
2. Select View to view Terrorist Financing Certification summary page
3. Select Submit for review, when the document is ready to be reviewed.

You are here : Home > Agreement Management > Agreement Summary > Secticn Welcome pp1_director [ Log Off ]

Terrorist Financing Certification Summary

Instructions

Terrorist Financing Certification Summary
Froposal # |2011-0228
Agreement# |FFE-SDN-2011-035-00
Country  |Sudan
Frogram Type |FFE
Current Status |In Progress

Last Updsted |2/25/2011 03:35:03

Agreement Section History
User Date: Action Status Comments.

Commenting on Terrorist Financing Certification details
The user can comment on the Terrorist Financing Certification document in the view mode. To

comment on the document:

Select the | "= comments icon from the Terrorist Financing Certification Details page.
A comments box opens up, enter the required comments.

Select Save to save the comments.

Select Cancel to cancel the comments.

To copy text from the document, select the text and select =4 putton.
Select Back to Summary to go back to the summary page.

o AWM PRE
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= Alerts

- Trans

USDA United States Department of Agriculture e L5, Asic
=—= Food Aid Information System g L3, Agria)
|

oA
()

You are here : Home > Agreement Management > Agreement Summary > Section > Details Welcome pp1 d
S — Terrorist Financing Certification Details

= Agresment # FFE-SDHN- -

2011-035-00 S - L Comments x
- Program Type: FFE _* | E3

- {Organization: PP1 -
= Country: Sudan \'~ D
- Status: In Progress

o sexvice

= Agresment Roles
I —— TIFICATION FOR
= Signatories
= Agresment Summarny | R[]:‘[[NTS_‘
= Introduction
- Commodities Save Cancel
= Monetization

= Adivity Objedives

- Adivity Objectives Other
Details |. The Cooperating Sponsor, to the best of its current knowledge, certifies that it did not provide,

- Adivities & Beneficiaries

- Adtivity Objectives & Adtivity

Instr

tion & Logistics

e within the previous ten years, and will take all reasonable steps to ensure that it does not and will
- Budget
-_Amendment Note not knowinglv provide material support or resources to anv individual or entitv that commits.

Submitting Terrorist Financing Certification details

ok wnNE

Select Terrorist Financing Certification from Left menu

Based on status and role of logged in User Work Flow Action will be displayed
To submit the document for review, select Submit for Review.

Enter Workflow comments

Click on “OK”

To cancel Submit For Review, click on “Cancel” on work flow comment box

Requesting Modification on Terrorist Financing Certification details

N

o

Select Terrorist Financing Certification from Left menu

Based on status and role of logged in User Work Flow Action will be displayed

To request modification from contributor the document for review, select Request
Modification.

Enter Workflow comments

Click on “OK”

To cancel Request For Modification, click on “Cancel” on work flow comment box

Approve Terrorist Financing Certification Section

ueEWN e

Select Terrorist Financing Certification from Left menu

Based on status and role of logged in User Work Flow Action will be displayed
To approve the section, select Approve.

Enter Workflow comments

Click on “OK”
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6. To cancel Approval, click on “Cancel” on work flow comment box

5.2. Agreement Data Management

Data fields in an Agreement document are populated from the database and these data can be changed in the
document by changing the data values through Left Menu —> Data Navigation

LISDhA, Unted Stwies Department of Agriculture Ltrking U.S. Agricutmns (TE0Y
Food Aid Information System —
(ea T L

Home | Repotia Dut | Agrecment Management | Adminiatration | Complisncs Management | Proposel Management | Bodget | About FAS

Ny FAIS You are here | Homs > Agresment - ¥ Veleome BB Director [ Log 01 ]

L Agreement Summary
* - Algrs
inatructiona =

* Agresment ®: FFL-SOMN-2071-

Agreement Infoarmation

gement®  [FFE-SDN-2011-035-00
T -
voe [FFE
avion  [PE1
worry  [Sudan

Staws  [In Progross

Muadify
Agreerment
Data &
Regquest
Agresrent
Armendrment

FaD Contact [FFP_FAD_Analystl FAS
Agreement Executer  [PP 1_Director FAS

Agrecment Sechions

Section Anmigned To Etatus

Legal PP1_Director FAS in Progress

Plan OF Operation PP1_Dircctor FAS I Progress

(Commoaity Specific |PR1_Directer Fas in Progress ]
Buaget = FP1_Directar Fas

Tetrarial Financing Cortification |PP1_Director FAS

Agresment History
User Date Action status Comments

PP1_Director FAS /TE/2011 033508 Genarate Sgreement In Progross

Workflow Actions
Miewe Working Copy | Miew Snagshots

Associated Documents

Bochk to List

5.2.1. Agreement Introduction Details

usD, United States Department of Agriculture Linking ULS. Agriculture f%
== Food Aid Information System =
- ., T
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS
My FAIS “rou are here : Home > Agreement Management > Agresment Summary > Introduction Welcome PP1_Director [ Log Off ]
Current | Change : :
- Introduction Details
- Alerts

Instructions -
- Agreement # FFE-SDN-2011
035-00

Program Type: FFE I—I
Organization: PP1 Introduction Details

Country |Sudan =l
Start Date | 11 (MRM/DDA YY)

Data Navigation -

* Agreement Roles Date [%25/2012 (MMADDAYY)
T ; M
T — { [eirzot1 (MMDDA YY)

- Signatories Completion Date

* Agreement Summary Expectsd Contribution B 7 U abe

4

(inherited font) || Gnherted size) ~|Al~-2 -

E =

* Monetization

* Transportation & Logistics

- Activity Objectives

» Activity Objectives Other
Details

- Activities & Beneficiaries

- Amendment Note
» Amendments

Document Navigation

+ Plan Of Operation
+ Commodity Specification
= Budget

Terrorist Financing
Certification Save I
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1. Click on Introduction link
System will display “Introduction Details” page
3. User will be able to edit the following details
e Country
e Anticipated Start Date
e Anticipated Completion Date
e Anticipated Monetization Date
e Expected Contribution
4. Click “Save” to save details

N

5.2.2. Commodity

USIDA, Unit=d States Department of Agriculture Linking UL5. Agriculiure (TE2)
=_0 ——]

Food Aid Information System
QLAY

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management |

“ou are here : Home > Agreement k > Agreement Summary > C itie Welcome PP1 Director [ Log Off]

| Agreement Commodity List

Instructions

+ Agresment # FFE-SDN-2011
035-00 This page lists the commodities and basic information that were approved by FAD in the corresponding propesal. Notice that as part of the proposal

evaluation and approval process, FAD may have the iti in the proposal. The list displayed in this page reflects any changes
made by FAD. In addition, as part of Ag iation, ities may be need to be added, edited or deleted. The various actions are:

- Create New Commodity: Allows for adding a new commodity to the agreement

- Edit: Allows for editing an existing agresment commodity.

- Delete: Allows for deleting an existing agreement commodity.

= Specification: Allows for editing the specifications for an existing agreement commodity.

« Program Type: FFE
« Organization: PP1
« Country: Sudan

+ Status: In Progress

Agreement Roles
Agreement Contacts
Signatories

Create News

P

Usage Plkg. Pkag. Delivery to  Est. Kinds of Qty. of Value of

A ment S odi A =

Saresment Summary Commodity 1 e G Type size  C°U™MTY 5 port Sales/MT (S) Goods, Svc  Goods  Svc (S) chon

- [CommesiEs———— | |comsesa |Monetization 1000 |Packaged |24 [sudan |2fzn11 10.00 | | | I%L%ﬁ':fﬂ.
Specification

+ Monehization 9

- Transportation & Logistics

» Activity Objectives

= Activity Objectives Other

Details

Activities & Beneficiaries

+ Activity Objectives & Activity
Mapping

+ Budget

* Amendment Note

* Amendments

Document Navigation

+ Plan Of Operation

+ Commodity Specification
- Budget

+ Terrorist Financing
Lertification

1. Click on Commodity link
2. System will display “Agreement Commodity List” page
3. Click on Edit to edit the following commodity details
e Commodity
e Usage Type
. Qty
e  Package Type
e  Package Size
e  Country (Delivery Country)
e Delivery to US Port Date
e  Estimated Sales per MT (If Usage type is Monetization)
e Kinds og Goods, Service (If Usage type is Barter)
e Qty of Goods (If Usage type is Barter)
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e  Value of Service (If Usage type is Barter)

4.

5.

Click on Commodity Specification to view Commodity Specification for that commodity
Click on View to view commodity details

5.2.3. Monetization

-

If any commodity is monetized, monetization data will be editable

Click on Monetization link
System will display “Monetization” page

User will be able to edit the following details
e Impact on Other Sales

1.
2.
3

Private sector participation insale of commodity

Sales Proceeds Usage & Activity Implementation
Assuring Receipt Procedures
Click “Save” to save details

FAIS User Manual Version 1.0
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5.2.4. Transportation & Logistics

|
USDA United States Department of Agricutture Linking U.S. Agriculture @
=—=o Food Aid Information System : ——
—— ) Y = T

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

ou are here . Home > Agreement = Agreement Summary = Transportation & Logistics Welcome pp1 director [ Log Off]

Transportation & Logistics

Instructions

* Alerts

+ Agreement # FFE-SDN-2011
035-00

This page is used to enter the information related to Transportation and Logistics. The text entered in the text area will be part of the Plan of Operation
* Program Type: FFE agreement section. You may use the Rich Text Editing features to edit the format; e.g., bullet lists, bold, etc.
* Organization: PP1

* Country: Sudan

+ Status: In Progress

Transportation & Logistics

Transportation,
bgistics, Reprocessing
& Repackaging = t~4

Data Navigation
B J U abe | (inherited font} || (inherited size) -

3
{
I¢
{
M
]
il
[}
I
i

- Agreement Roles

= Agreement Contacts
Signatories
Agreement Summary
Intreduction
Commedities
Meonetization
Transportation & L ogistics

Activity Objectives Other

Details

~» Activities & Beneficiaries

» Activity Objectives & Activiby
Mapping

- Budget

+ Amendment Note

* Amendments

Document Navigation

= Plan Of Operation

* Commedity Specification
+ Budget

= Terrerist Financing
Lerlification

1. Click on Transportation & Logistics link
2. System will display “Transportation & Logistics ” page
3. User will be able to edit the following details
e Transportation, Logistics, Repackaging & Reprocessing
4. Click “Save” to save details
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5.2.5. Agreement Activity Objectives

h|
USDA  untes statcs bepartment o asricuture Linking U, At (75}
=— Food Aid Information System - —_ =
— ) Y = O

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

ou are here : Home > Agreement k = Agreement Summary = Activity Objectives Welcome pp1 director [ Log Off]

IAg reement Activity Objectives

Instructions -

Alerts

Agreement # FFE-SDN-2011
035-00

This page lists the Activity Objectives. As part of Agreement Negotiation, activity objectives may be need to be added, edited or deleted. The various actions
are:
= Create Mew Activity Objective: Allows for adding a new activity objective to the agreement.

= Edit. Allows for editing an existing agreement activity objective. s
- Delsts: Allows for deleting an existing agreement activity objective Cmatgg:;::t“’“*

I Create New Activity Ob; EC(I\(EI

Program Type: FFE
Organization: PP1
Country: Sudan
‘Status: In Progress

A

Data Navigation
= Roles

. ; -
Lgreement Contacts Activity Objective Description Baseline Outcome WP2ct @n Private Methad of Method of =
= Signatories Sector g E

Increase Girl Child Education
Percentage

* Agreement Summary

* Introduction

« Commodities

* Monetization

* Transportation & L ogistics

- Activity Objectives Other o
Details.

» Activitiee & Beneficiaries

= Activity Objectives & Activity
Mapping

* Budget

= Amendment Mote

= Amendments

Document Navigation

| Test | Test | Test | Test | Test

Ohjective

+ Plan Of Operation

* Commedity Specification
= Budget

+ Terrorist Financing
LCertification

Click on Activity Objective link
System will display “Agreement Activity Objective” page
In order to Create an Activity Objective click on Create New Activity Objective
In order to edit an Activity Objective click on Edit
User enter Activity Objective and related details
e  Activity Objective
e Activity Objective Description
e Baseline
e  QOutcome
e Impact on Private Sector
e Method of Monitoring
e  Method of Evaluation
6. Click “Save” to save details
7. Inorder to delete an Activity Objective click on Delete

ukwnh e
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5.2.6. Agreement Activity Objective Other Details

~
us Uniad Ginlas Dapariment of Agricuturs deiing 1%, Aprtcratisan (TESDY
ﬂ feod Ald Infarmation Syatem P [N
= BT ————— 20 = Gustmmsmesnl 5 [P [R— Vet gt § L 0108 )
A amr L A M—— Agreesment Activity Objective Other Details
. nstruetns =
< et @ PPE-SOH-201 14
o3t_o0 THin page s used o onler asdilensl detais feleted L U agreement Activity Sjoctives. Une Ue s Tast ediling Teatures 1 propety fooms e e, o.g.,
+ Frogram type FrE By BOGING DUBKSS EETE. TRe BOTErS0 Tt Wil e AR OF T SRR GF GRS rATION #gresment e o
+ Organizaton: PEt
* Countre Sudan
+ - e Wy Brngrean [activity Objective Other Details |
e Aecwent Agency | gy & U ke |Onhersea fant) = || Gnherted mize) A2 -] m e - - = =
*  Aaresumol S == =
- e -
ot hi
- han. ‘
+ Dudost
+ Soenduent tots
+ Smongmonts
+ La=oal " - *
ey o ot B £ U ehe ||(nnerssa tonts = || tinnertea mize: ~lAl|lZi~] - - - = =
* Commoafec Soeciieaon £l -
* Budas: Lz
* ImuouslCsancmon T a—
Comncanon
=
""""""" TetEaueatng | £ 13 ke |Gnberssa et = || Unneritea sizes —llAai-[Zl-] = = = - = =
s -
Temt
B il sy B & I eke || onnemeas oo » = || eonnermea sizes =llAal=-|lZl=] - - - = =
= -
[remt
_save |

1. Click on Activity Objective Other Details link
2. System will display “Agreement Activity Objective Other Details” page
3. Modify or view the following details
e Receipient Agency
e Government or Non Gevernment Agencies
e Method of Educating Public
e  Method of Choosing Beneficiaries
4. Click “Save” to save details
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5.2.7. Agreement Activities & Beneficiaries

h |

USIDA United States Department of Agriculture Linking UL.S. Agriculuure (TR

=—y Food Aid Information System —
— | (aay Y T

Home ;| Reports Qut ;| Agreement Management ;| Administration ; Compliance Management ;| Proposal Management | Budget | About FAS

“ou are here : Home = Agreement k = Agreement Summary = Activities Welcome pp1 director [ Log Off]

IAgreement Activities & Beneficiaries

Instructions

+ Agreement # FFE-SDN-2011 =
035-00

* Program Type: FFE

* Organization: PP1

Country: Sudan

- Status: In Progress

This page displays a list of activities selected for this agreement. You may create additional activities to apply to this agreement by either selecting an activity
from the drop-down menu and adding a description of the activity, or by clicking on the Create New Activity link. If the activities in the drop-down menu do
not match your needs, you may select "Custom Title” in which case you must enter a name for the new activity in the field labeled Customn Activity Name.

The table at the bottom of the screen allows you to edit an activity, delete an activity, or manage the beneficiaries for the activity.

+ Agreement Roles Agreement Activity
ogreement Lontacts
A. reem?nt Contacts Activity I

Signatories

Agreement Summary Activity Name |
Introduction
Commodities Activity Description
Menetization

.

=

Transportation & Logietics Activity Implementation | g 7 g ghe |[(inherited font) - || (inherited size) =

Activity Objectives 5= 4

Activity Objectives Other )

Detailz

= Activity Objectives & Activity
Mapping

* Budget

= Amendment Note

* Amendments
—I Activity
Leagal Edit existing
— I Create New Activ'gl

Plan Of Operation Activity
&

|=

q{
I¢
q{
W
]
]
[
11
il

LR

Budget Activity Activity Description Actions | -
Ierrerist Financing School Feedin Edit | Beneficiary
Certification J | I _I

Create New Activity

Click on Activities & Beneficiaries link
System will display “Agreement Activities & Beneficiaries” page
Click on Create New Activity
Enter the following details
e Select or enter Activity
e  Enter Activity Description (Not Mandatory)
e  Enter Activity Implementation (Not Mandatory)
5. Click “Save” to save details

i N

Edit Activity

Click on Activities & Beneficiaries link
System will display “Agreement Activities & Beneficiaries” page
Click on Edit
Edit following details
e Select or enter Activity
e  Enter Activity Description (Not Mandatory)
e  Enter Activity Implementation (Not Mandatory)
5. Click “Save” to save details

el
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5.2.8. Manage Beneficiaries

N
USID)A  United States Gepariment of Agriculiure Linhing U5, Agrienstoers 752y
Food Ald Informaton System . z s
e ¥ ——
Horne | Reports Oul | agresment B m ration | Compliancs Manegomment | Froposel Manageiment | Buaget | About Fas
oy EALS vou are hers | Homs = Sgresment Agresment Summane > > Reneficiares Welcomes pRl_director [ Lea O17]
D Beneficiaries
= ey th
ratructions =
+ Agresmant B FEE-SON-2011
035 o0 This page allows for adding or for the Elivily, Each actvity has an Culpul, Sirect Sereficiaries and indirect
* Program Type: FFE Beneaficiaries. For eaen of theas lelﬂI 96“ nl\oun ﬂ'ﬂb speecify a figure (»umn applicable to the field. For axample, if an activity is callsd "Sehool Meals™,
- ‘Qrganaation: PR there from the And they Belong to 3,000 famiies (ndrect Bensficinries) in this cane. . the
3 g:’ H '“s-'::'n Fiseal vear Hoties that an activity may span multiple years ana may have the aame or for the years. This fiek i
s aress roihlo Spelty the baneticnroa for o g on face
Duata MaGaTion . e 80 iatbute £ Geky SIsOent resis I S0 Schogls Tor 100 deys
o Outpure |0000
* aAgreement Rolos « Direct Besef Students.
* Agreement Contactes * Ovrect Soocot® 8000
= Suoalores * indirect Eener Familes.
- Sareement Summecs + indirect Dot 3000
* Introguction
= Sommodiios
+ Monetization Beneficiary
- Tonnassdation floomtics
I TP Fiscalvear | -
+ Acuvey Oblectives Othec Em—
- e T e E—
e o e
Hapong Direct ! - Dl
Beneficiary
* Budaet pDwects [
+ Amendrents narect l -
e inarects |
= Lacal
+ Blan Of Ooeration _sawe | Edit sxanting -
- Cuommnedity Specification beneficiany -
* Taourst Finencing
Corubcatiun [¥ear  outeu Gutput & Direst Direct = Ingireet i =
j2014 Lunches for students |z000 | Girts Belcw 10 |z000 Familes 00

Edit Beneficiary

1. Click on Beneficiaries link in“Agreement Activities & Beneficiaries” page
2. Click on Edit
3. Edit following details

e  Select Fiscal Year

e  Enter Output

e Enter Output #

e Select Direct Beneficiary

e  Enter Direct Beneficiary #

e Select InDirect Beneficiary

e  Enter InDirect Beneficiary #

4. Click “Save” to save details

Create New Beneficiary

1. Click on Beneficiaries link in“Agreement Activities & Beneficiaries” page
2. Click on “Create New Beneficiary”
3. Edit following details

e  Select Fiscal Year

e  Enter Output

e Enter Output #

e Select Direct Beneficiary

e  Enter Direct Beneficiary #

e Select InDirect Beneficiary

e Enter InDirect Beneficiary #

4. Click “Save” to save details
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Delete Beneficiary

To delete a beneficiary click on Delete to delete beneficiary

5.2.9. Activity Objective — Activity Mapping

A
USDA United States Department of Agriculture Linking 115, Agriculuure @
ﬁ Food Aid Information System ' 1
(Qus) T ld

“ou are here : Home = Agreement M t = Agreement Summary = AO0-Activity Mappings Welcome pp1 director [ Log Off]

{Agreement Objective & Activity Mappings |

Instructions -

Create Mew
Mapping

Activity Objective Activity Percentage Actions ;I
Increase Girl Child Education Percentags |E‘.chuu| Feeding |1UU J
Increaze Girl Child Education Percentage |Pruvide School Supplies |1UU LI

= Agreement # FFE-SDN-2011
035-00

Program Type: FFE
Organization: PP1
Country: Sudan
Status: In Progress

Agreement Objective & Activity Mapping
Activity Objective | =]
Activity I_;I

Percentage (%) I

= Agreement Roles

= Agreement Contacts

* Signatories

* Agreement Summary

* Introduction

* Commodities

* Monetization

+ Transpertation & Logistics

= Activity Objectives

= Activity Objectives Other
Detailz

* Activities & Beneficiaries

Save

g

Edit existing
rmapping

* Budget

* Amendment Note

+ Amendments
Document Navigation

* Legal

* Plan Of Operation

* Commedity Specification
= Budget

Terrorist Financing
Certification

Each Activity will be associated with one or many Activity Objective. Each Activity will have to be mapped 100%

Create New Mapping

1. Click on link in“ Activities Objective & Activity Mapping” page
2. Click on “Create New Mapping”
3. Enter following details

e  Select Activity Objective

e Select Activity

e  Enter Percentage

4. Click “Save” to save details

Note:- Any activity has to be mapped exactly to 100%
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Edit Mapping

1. Click on link in“ Activities Objective & Activity Mapping” page
Click on “Edit Mapping”
3. Edit following details

e  Select Activity Objective

e  Select Activity

e Enter Percentage

N

4. Click “Save” to save details

Note:- Any activity has to be mapped exactly to 100%

Delete Mapping

To delete mapping click on Delete to delete mapping

5.2.10. Budget

View PVO Budget Summary

|
USIDA United States Department of Agriculture Pinking U5, Agriculture @
=—=omy Food Aid Information System =
—___Iriye T
Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management ;| Budget | About FAS
My FAIS “You are here : Home > Agreement > Agreement Summary > PYO Budget Summary Welcome ppd_director [ Log Off]
LT B Agreement PVO Budget Summary View
+ Alerts
Instructions -

= Agreement # FFE-SDN-2011-{
03500 This page shows the agreement budget as it appears in the agreement document (in aggregated format). To edit the budget, the user must use the other tab

Program Type: FFE called Budget Details_ Al cost values are in US Dollars (S)

Organization: PP1

Country: Sudan

‘Status: In Progress

i ikl il il RS i) |

- e e

PV0 Budget List

Expense Type CCCIFAS Cash (S) Monetization Proceeds (S) Total Approved (§)

* Agreement Roles
« Aoreement Contacte Administration
+ Signatries Total Administration 0.00 0.00 0.00
- Summary ICR on Administration 0.00 0.00 0.00
+ Introduction ITSH
* Lemmodties Total ITSH 0.00 0.00 0.00
N %Dn& Loaistics ICR on TSH 0.00 0.00 0.00
+ Activity Objecti Activities
« Activity Obiectives Other School Feeding 10000.00 10000.00 20000 00

Detailz Provide School I 0.00 0.00 0.00
° Aclvities & == Total Activities 10000.00 10000.00 20000.00
* Activity O & A ctivity §

Mapping ICR on Activities 1000.00 1000.00 2000.00
+| Budget Total Direct Cost 10000.00 10000.00 20000.00
= Amendment Note Total ICR 1000.00 1000.00 2000.00
Coeslo=s Grand Total 11000.00 11000.00 22000.00

* Leoal

= Plan Of Operation

* Commodity Specification
= Budget

Terroriet Financing
Certification

To view PVO Budget Summary
1. Click on Budget link on Left Menu
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2. View PVO Budget Summary

Detailed Budget List

Participant will be able to view and modify Agreement Budget line items through budget link

USDA United States Department of Agriculture

===y Food Aid Information System
iy ¥

Linking LS. Agriculture @

= e

Home | Reports Out | Agreement Management | Administration | Compliance Management | Proposal Management | Budget | About FAS

Welcome pp1_director [ Log OFf ]

My FAIS “You are here : Home > Agreement > Agreement Summary » FwO Budget Summary = PWO Budget List
L, = Instructions Detailed Budget List

- Alerts

This page is used to edit specific budget line items. All edits will be saved and their effect will show up when aggregated in the Budget Summary tab. An
+ Agreement # FFE-SDN-2011- | existing budget line item may be edited or deleted by using the Edit or Delete hyperlinks in the cor table row . new budget line tems.
035-00

may be added by using the hyperlink Create New.
Organization: PP1 l Create Mew I

PWV0O Budget Summary

Couniry: Sudan
Monetization Total N
[11000.00 [22000.00

‘Status: In Progress Fiscal Year Cash
|11000.00 |22000.00

Program Type: FFE

P

Data Navigation EXNE [11000.00

P Total |11000.00

Agreement Contacts
Signatories
Agreement Summary Fiscal
Introduction Year
Commodities
Monetization 2011
Transportation & Logistics
Activity Objectives

Activity Objectives Other
Details

Activities & Beneficiaries
Activity Obiectives & Activity
Mapping

Budget

Amendment Note

* Amendments

Document Navigation

Leagal

Plan Of Operation
Commedity Specification
Budget

Terrorist Financing
Certification

Create New

Activity

Total
E;:nse Price Total NICRA Cash Monetize Monetization Action

Location Details Quantity "\, o oo = After = = Cash
NICRA

School
Feeding

Manager|2

(1 T

Salaries | Field

|1|J|J|J|J 00 |2IJIJEIIJ 00 |1IJ oo |22|J|J|J oo |5IJ |J|J|5|J oo |11|J|J|J IJIJ|11IJIJIJ 0p

Edit Budget
Line kem

R

.

.

S e

Detailed Budget List

Click on Budget link on Left Menu
View PVO Budget Summary

Click on PVO Budget List tab
View Detailed Budget List

el
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Edit Agreement PVO Budget

USIDA Unted States Department of sgricuftures Piribing L5, Amriatinrs /2Dy
. "o Al Informa tion Systern R
ou are hete | Homs = - Ssgreem - e Budaet & - Budael Lint = EOR FWO Buogel
Cuarrmnt | Gl Edit Agreement PvO Budget | [UrE e R R—— T
* Adens
+ Agresment = rn-snuqzon_‘r e =
03%-00
Pt b Basic Information
il b rinceiyesr (O -
W aciuny [School Faading =l -
> ExpeneeTyse [Enipres = -
+ Acresment Coniacia Locaten [Fiald =] -
S 00 o w [Fianager
) pidustag Guanmy |2

Price Per unt  [10000.00
nnnnn Price 1:-1. [=13)

Edit Budget Line Item

Click on Budget link on Left Menu
View PVO Budget Summary
Click on PVO Budget List tab
Click on Edit against a Budget Line Item
User will be able to Edit following values
e  Fiscal Year
e Activity
e Expense Type
e Location
e Details
e Quantity
e Price Per Unit
e NICRA % - Not Mandatory
e Cash % - Money requested as Cash
6. System will calculate the following details based on the above user input
e Total Price - Quantity * Price Per Unit
e  Total After NICRA — Total Price + (Total Price * NICRA %)
e Monetization % - 100 — Cash %
e  Cash —Cash % * Total After NICRA
e  Monetization — Monetization % * Total After NICRA
7. Click on Save to save the data

uhwN e
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Create Agreement PVO Budget

USIDA, Uniea States Deparment ot Aaricuture Lanking 115 Agricduees (T52)
Food Aid Information System w & — 5

T MAmray & Actmankstration | € — S P it e A TS B AT TATE

My FALS ¥ou are here : Home = Sgreement Manag 1~ Agreement Summanye ~ PO Budaet Summary = By Budgst Ligt =~ Create PVO Budget
- e Welcome pol_ditector [ Lea Off 1
= NEE T [Create Agreement PVO Budget |

< Agrooment # FFE-SDN-20114
02500

I
i e 15 Baslc Information

+ Organization: PB1

* Country. Sudan Fimcal vVear I 1990 = =
+ Status: In Progreas
actvey [ITSH =l -
Data Havigation
= Exponss Tyoe | Salares =l -
. Location [Fiald =] -
Detans |

cuantty |

Price Per unt  [0.00

Total Price  [0.00

rnicra % [

Total after NiCRa 000

casnw [

Monstze % |0 OO

casn [070D

Monetization [0 00

:W ml

Create New Budget Line Item

Click on Budget link on Left Menu
View PVO Budget Summary
Click on PVO Budget List tab
Click on Create New
User will be able to Enter following values
e  Fiscal Year
e  Activity
e Expense Type
e Location
e Details
e Quantity
e  Price Per Unit
e NICRA % - Not Mandatory
e Cash % - Money requested as Cash
6. System will calculate the following details based on the above user input
e Total Price - Quantity * Price Per Unit
e Total After NICRA — Total Price + (Total Price * NICRA %)
e  Monetization % - 100 — Cash %
e Cash—Cash % * Total After NICRA
e Monetization — Monetization % * Total After NICRA
7. Click on Save to save the data

uhwnN e

Delete Budget Line Item

To delete a budget line item click on Delete against a budget line item.
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5.3. Agreement Submission

Agreement submission is a 2 step process. Once all sections are approved by Participant Agreement
Executor,

Step 1:-Participant Agreement Executor submits Agreement to Participant Director

Agresrmant Summany
o

Agrosmeant Information
- we [FTESOR-Z031-036-00

ECEREC R
e

ek
S

[T
HEiE_EAD _Anaival 1 P
T et T

Vvorkflow Actions
Pl DT oy

Associated Documents

Step 2:- Participant Director submits agreement to Food Aid Division
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Farrae i CPLEL | G st B e aer | AR R i | R e B bt et 0

rou are tore - Home = Saoeenm - ¥ el ey i st | Lo 001 )
Agreement Summary
Inmtructane =

Baaic agresment information.
et Filsfary section showmo ihe soresment ceviews svents

- VA Al Aty b sl e aatiene Thal sen Bame o

- mectaon inkm 18 Snar e Trird Party Conmuitation Latier or e W Leter. o the

Frogram Paricipant beee and he agreament statie.
Gependng an the siatus a1 An AOTeement fnere wil B8 hYDerinke a1 tne Bottom of the Bage. one Satieds Vievs Workina Copy snd the owmer cased View
i Sarrrert Al B f v el am e B Siled Sl Gy P sl tt ae by r-—oovn—-« Paruaipant (Brseteft

VAT i TR GF T BOTE Gt ke REE TTOm FAD 1 The B af Viss varaa, v Creats & SnaBenct of Ihe Sorewmant. At any Sae L couss only be one
working copy And one or More anapBRoL
The nymecinn Susins Far Soeviees wm Aseear SSESNSRE S e SETesmet Stetus. 1 Ine dnk s STSEe. Leing K sene Ine spresmens fo e 1o e
next serson apecified in ine aareement workflow Trom a [ P A o the PP Director. The hvoorink Sulemit to FAD

mpirbbemt el sl e bl B e gt

Tna Aequest Modifisatien ink s Less by i @ b Ve Trvm Easteersis Tae Eie, SRiad Nt s uned B e Pt
A B s b T T MO bes Vv P B o m et T ) T BT ot B i o e S iy 10 SR IOANIes FAT ATatl AnG v am haas 16
cancolan agrosment during the rewis

Tne i T P P TIERNGn ERief s b umed 10 ARSin 6 Sifteeen) P man sontesl permen ., aeeines Fan
T e T A T has b ks THve hevod M OF et So oo

VWhen an agresment s in a Sigeed status chok on firke #en

Agresment InTormation
~SOMN-Z01 1-035-00

Sgreament ®

sreen

‘Laan)

Bian Of Oosecation

QTR 5 R ESINGATE Hropomalw
TaccacmiEmansing

Cemncabon

Fudan

55 Gir Ronew

FE_E AL Analyatl A
| FAam

Cimnmeate = a.wm.-m

Vvorkflow Actions
pr.s S ® 2 i L 1E [Py |

Associated Documants B, ——

I-?ru||u'> t At o
Bash te Lt N
e b

5.4. Agreement Snapshot & Working Copy

=ubry
A e e Tl
o Food Add
Division

View Working Copy

Agreement can be viewed in total as a single document by clicking on the View Working Copy link in
the Agreement Summary screen
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|

USIDDA United States Department of Agriculture Linking ULS. Agriculture @
=—=omy Food Aid Information System ) =
— | Y

@n) T World

Home Reports Out Agreement Management Administration Compliance Management Proposal Management Budget | About FAS

“ou are here : Home » Agreement I = Ag Summary Welcome ppd_director [ Log Off]
ELOer JEETTD Agreement Summary

= Alerts
Instructions -

Agreement # FFE-SDN-20114
035-00 This page displays:
= Basic agreement information

.

Program Type: FFE

* Organization: PP1 = Agresment History section showing the agreement review events.
« Country: Sudan = Workflow Actions section showing the actions that can be executed based on the agreement status.
+ Status: PP Dir Review = i Dy =ection ing links to either the Third Party Consultation Letter or the WFP C i Letter, ing on the
Program Participant type and the agreement status.
Depending on the status of an agreement, there will be hyperlinks at the bottom of the page, one called View Working Copy and the other called View

Snapshots. A Working Copy represents the current state of an agreement as it is being edited either by FAD staff or by Program Participant (PP)staff.

* Agreement Roles When a version of the agreement is sent from FAD to the PP or vice versa, we create a Snapshot of the agreement. At any one time, there could only be one

* Agreement Contacts working copy and one or more snapshots.
= Signatories
* Agreement Summary The hyperlink Submit For i will appear ing on the agy status. If the link i present, using it will send the agreement for review to the
= Intreduction next person specified in the agreement workflow; e.g., from a Program Participant (PP} Agreement Executor to the PP Director. The hyperlink Submit to FAD
+ Commedities will be used to submit the agreement to the USDA Food Aid Division for review
* Monetization = = = < = 3 < = S
. L The Request Modification link iz used by the to submit the ag back for . The Submit to Br. Chief link iz used by the FAD

+ Iranscertation & Legistics Analyst to submil the agreement to the FAD Branch Chief for review. The Cancel link wil be available only to designated FAD staff and will be used to
* Activity Objectives cancel an agreement during the review or clearance steps.
* Activity Objectives Other

Detailz The Change FAD Contact link iz available only to the FAD Branch Chief and is used to as=ign a different FAD main contact person; .g., another FAD
= & Beneficiaries Analyst. The Sign link iz used to sign the final agreement document.
= Activity Objectives & Activity

Mapping When an agreement iz in a Signed status, click on Amendments link to view associated amendments.
* Budget

-

et
Amendments
Agreement Information

* Legal ; Agreement# [FFE-SDN-2011-035-00
Plan Of Operaticn

+ Commodity Specification Proposal # |2011—0228

* Budget

= Terrorizt Financing
Certification

Program Type IFFE

Organization IPP‘I

Country ISI.IdaI'I

Agreement Status IPP Dir Review

FaD Contact |FFP_FAD_Analyst1 FAS

Agreement Executor IPP17DireCtDr FAS

Agreement Sections

Section Assigned To Status

Legal PP1_Director FAS Approved

Plan Of Operation PP1_Director FAS Approved
Commodity Specification PP1_Director FAS Approved
Budget PP1_Director FAS Approved
Terrorist Financing Certification PP1_Director FAS Approved

User Date Action Status Comments
PP1_Director FAS 3142011 01:10:15 Submit for Review PP Dir Review

PP1_Director FAS 24252011 03:35:08 Generate Agreement In Progress.

O

K
View Working Copy uest Modification | Submit to FAD

Associated Documents Yiew shapshots of

the Agreement

Back to List

View Snapshot

FAIS takes a snapshot of the Agreement when it is generated for the first time and whenever the
Agreement is submitted by the participant director to FAD and when FAD Analyst request modification
on the Agreement from the participant

93
FAIS User Manual Version 1.0



USDA Foreign Agricultural Service
Food Aid Information System (FAIS)

USDA, Uunited States Department of Agriculture
=—oy Food Aid Information System
— ¥

-

Linking U.S. Agriculture (TE0)

Tl

Home | Reports Out ; Agreement Management | Administration

ou are here : Home > Aqgreement I
L Agreement Snapshots

= Agreement Summary >

i Compliance Management ; Proposal Management ; Budget ;| About FAS

Welcome pp1 director [ Log Off]

- Alerts

Instructions

* Agreement #: FFE-SDN-2011
035-00

Actions =1

Data Navigation

- Agreement Roles

+ Agreement Contacts

- Signatories

+ Introduction

+ Commodities

+ Monetization

+ Transportation & Logistics

+ Activity Objectives

* Activity Objectives Other
Details

+ Activities & Beneficiaries

* Activity Objectives & Activity
Mapping

= Budget

= Amendment Note

* Amendments

Document Navigation

Legal

Plan Of Operation
Commedity Specification
Budget

Terrorist Financing
Certification

6. Appendix

6.1. Appendix A — Acronyms and Abbreviations

[initial snapshot created when agreement generated

« Program Type: FFE [ =

* Organization: PP1 B3

+ Country: Sudan

+ Status: PP Dir Review Back to Agreement Summary

2/25/2011 3:35:08 PM

[=

View
Snapshot

Below are some acronyms and abbreviations, used in this manual, with their full forms and definitions.

FAS — Foreign Agricultural Service

FAIS — Food Aid Information System

PP — Program Participant

NICRA — Negotiated Indirect Cost Recovery Agreement

USDA — U.S. Department of Agriculture
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