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1. Homepage 

 

2) Navigate to https://deosera.force.com/grant 

3) Enter the login details (which have been sent by email from Salesforce.com) 

4) The first page accessed when logged in is the home screen , like the one below. 

5) In the Navigation Bar are the following Tabs: 

• Reports 

• Client 

• Building Work Report (BWR) Household Data 

• Previously Served Households 

6) In the center window, are the following List Views: 

a. Notices of Fund Availability (NFA): 

• In Progress NFAs 

• Pending Closeout NFAs 

• Closed NFAs 

b. Financial Activities: 

• Advances 

• Expenditures 

• Reimbursements 

• Program Income 

• Interest Income 
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2. Subrecipient (Account Information) 
 

1. To view account details, click on the account name. (Note: All clickable links are displayed in 

green) 

 

 
 

 
2. Account details will be displayed. 

3. The only changes that can be made on this page are the “Report from Date” and “Report to 

Date” fields. To make these changes click on the “Edit” button in the top right-hand corner. 

4. Please note: these fields affect reporting and will determine the data that is pulled into reports 

based on the dates selected. This will be explained in further detail under the Reporting section 

of this user guide. 

BESS TEST 
123 Main Street 
Anywhere, FL 32318 
USA 
www.xxxxxx.xxxxx.com 
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5. Please note: The Subrecipient name field appears to be editable, however it is not. If an 

attempt to make any changes to the name and save, the following error message is displayed. 

 
 
 

BESS TEST 
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3. In Progress Notices of Fund Availability (NFAs) 

1. To return to the home screen, click on the Home icon  

2. There are three list views for NFAs: In Progress NFAs, Pending Closeout NFAs and Closed NFAs. 

In this section we will be covering the In Progress NFAs. 

3. Click on the “In Progress NFAs” link. 
 

 
 

4. The following screen appears showing a list of the “In Progress NFAs”. An NFA record can be 

opened by clicking the link to the individual record. 

5. For a List View that can be sorted, click on “View All” link at the bottom of the page. 
 

Click on “View All” 

BESS TEST 
123 Main Street 
Anywhere, FL 32318 
USA 
www.xxxxxx.xxxxx.com 
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6. In the “View All” screen the list can be sorted by any of the columns in the view. By clicking at 

the end of each column name, records can be displayed in ascending or descending order. 

 

 

7. To change to a different list view, click on the drop-down arrow (see screenshot below) and 

change the list view by selecting one of the options that is displayed. Available list views can also 

be viewed by returning to the Home screen. 

 

8. Click on the NFA record name link to access the record details. 
 
 

 

 
9. Related Financial Activities and Files can be viewed by scrolling to the end of the screen. 

Click on the drop- 

down arrow 

 
Click on the NFA name 
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10. Financial Activities related list shows all Financial Activities for the “In Progress” NFA selected. 

Click on “View All’ button to see all records. 

NFA Page View: 
 

BESS TEST 

BESS TEST 
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4. New Financial Activity for In Progress Notices of Fund Availability (NFAs) 
 

1. Please note: Financial Activities cannot be created before the NFA Start Date or after the NFA 

Close Out Period time frame. 

2. When creating a new Financial Activity – there are four options: 

• Expenditure Report 

• Interest Income 

• Program Income 

• Reimbursement for ALL NFAs EXCEPT WAP NFAs that are in conjunction with a 

BWR. WAP NFAs associated with a BWR will be handled through the BWR 

process and will be discussed later in this guide. 

 

4.1 Expenditure Report 

1. To enter an expenditure report, go to the NFA for which you want to create the Expenditure 

Report, and select the button on the top right-hand side of the screen called “New Financial 

Activity. 
 

 
 

2. A small screen will appear – select “Expenditure Report” and click “Next”. 
 
 

 
3. Enter the Reporting Time Period Start Year and Reporting Time Period Start Month Click Next. 
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4. Please note: Only one Expenditure report may be submitted for each reporting month. The 

system will not allow duplicate submissions. The message will advise to contact DEO to edit a 

previously submitted Expenditure, or to adjust the month for which the report is being created. 
 

 
5. When creating a New Financial Activity record the status is automatically set to “New”. 

 

 

6. Scroll down to the Cost Categories section to enter the amounts for the Expenditure. 
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7. To report Funds Expended, enter the amount expended per Category in the Funds Expended 
column. 

 
8. Check the box acknowledging that the reported expenditures are correct. Then click “Save”. 

9. The Expenditure can be edited until the Submit for Approval button is clicked. To edit the page, 

select the “Edit” button on the top right side of the screen. A smaller screen appears and allows 

changes. Click “Save” to save the changes. 

 
 

10. The following screen will display confirming the record has been saved. 
 

11. After editing, the status will remain “New” until the record has been submitted for approval. 

12. When ready to submit, select “Submit for Approval” button. A comments screen will appear 

where additional details can be added. Click “Submit”. 

13. Once submitted there will be a message at the top of the screen in green, indicating that the 

expenditure report has been submitted. 

 
 
 
 
 

4.2 Interest Income 

1. Select “Interest Income” and click “Next”. 
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2. Complete the fields in the New Financial Activity fields. Click Next. 

 

 
3. Scroll down to the Cost Categories and enter the cost category amounts of Interest Income. Please 

note: The Interest Income spent cannot be more than the Interest Income earned. 
 
 

 

4. This record can be edited until it is submitted for approval. Click the “Edit” button to update 

information on the page and “Save” to save the changes. 

5. The Interest Income record can be edited until it is submitted for approval by clicking on the 

“Submit for Approval” button 
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At the top of your screen you will select 

 

6. A comments screen will appear where additional details can be added. Click “Submit”. 

7. Once submitted there will be a message at the top of the screen in green, indicating that the 
Financial Activity has been submitted. 

 
 

4.3 Program Income 

1. To report any Program Income, scroll to the top right-hand side of the screen and select “New 

Financial Activity” 

 

 
 
 

2. A small screen will appear – select “Program Income” and click on “Next”. 

 

3. A screen will appear where you will need to complete the required fields. Click “Next”. 
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4. A new record is created showing the Program Income earned. 
 

 
 

5. Scroll down to the Cost Categories and enter the cost category amounts. Please note: you cannot 

enter more than what has been earned. 
 
 

 

 
6. Next you will submit for approval by clicking on the “Submit for Approval” button. 
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7. Once submitted there will be a message at the top of the screen in green, indicating that the 
Financial Activity has been submitted. 

 

 
 
 
 

4.4 Reimbursement 

1. To enter a reimbursement, scroll to the top right-hand side of the screen and select “New Financial 

Activity 

 

 
 

 
2. A small screen will appear – select 

“Reimbursement” and click on “Next”. 
 
 
 
 

3. Complete the fields:  
a. Reporting Time Period Start Year 

b. Reporting Time Period Start Month 

c. Click Next. 
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4. The new Reimbursement record will display. 

 
5. Scroll down to the Financial Activity Cost Categories and County Expenditures. Enter the county 

expenditure amount and click on Save. 

6. To upload Files (documents, images, etc.) relative to the Reimbursement request, click the 

Upload Files button in the Files list. The file browser window will open, and you will be able to 

select a file from your computer to upload. When the upload is complete, you will see the 

uploaded file in the Files related list. 
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7. Select Submit for Approval. 
 

8. Enter any comments in the next screen and click on Submit. 
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9. A confirmation will display that the record has been submitted and the status automatically 

changed to Submitted. 
 

 
 

 
5. Pending Closeout NFAs 
1. When an NFA is ready for closeout, the Community Action Agency will get an email from DEO that 

the NFA is Pending Closeout. 

2. If there are still funds available to draw, there are three options available to the Agency: 

• Cash adjustment 

• Edit Expenditures 

• Submit a Refund to DEO 

 

 
5.1 Cash Adjustments for Pending Closeout NFAs 

1. View the Pending Closeout NFAs list. 
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2. Click on the link to open the NFA. 
 

 
 

3. From the NFA record, click the “Closeout NFA button.” 

 

 
4. Select the “Cash Adjustment” button and click “Next”. 

 

BESS TEST 
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5. Select the NFAs to which the adjusted funds will be applied and click “Next”. Please note: Up to 

3 NFAs can be chosen. 

 

 
 
 

6. Enter the amounts adjusted to the 

selected NFAs from the previous 

screen. Click “Next”. 

 
 
 
 
 

7. A pop-up screen will appear indicating that the cash adjustment has been submitted to DEO for 

approval. Click “Next”. 

 

8. The status for the Cash Adjustment Financial Activity is set to Submitted. Once DEO has 

approved the Cash Adjustment request, the status will update to Approved. 

BESS TEST 
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5.2 Edit Expenditures for Pending Closeout NFAs 

1. View the Pending Closeout NFAs list. 
 

 
 

2. Click the link to select the NFA. 
 

 
 

3. From the NFA record, click the “Closeout NFA button.” 
 

 

4. Select the “Edit Expenditures” button and click “Next”. As submitted Expenditures cannot be 

edited in SERA, a message will advise to contact DEO to edit submitted Expenditures. 
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5. Check the box certifying the information being provided is correct. Click “Next” to complete this 

action. 

 
 
 

6. Contact DEO to discuss editing a previously submitted Expenditure. 

BESS TEST 
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Select the “Refund” button and click “Next”. A message will advise to contact DEO to dis 

issuing a Refund to DEO. 

 

5.3 Refund for Pending Closeout NFAs 

1. View the Pending Closeout NFAs list. 
 

2. Click the link to select the NFA. 

 

 

 
3. From the NFA record, click the “Closeout NFA button.” 

 

 

4. cuss 
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5. Check the box certifying the information being provided is correct. Click “Next” to complete this 

action. 

 

 
7. Contact DEO to discuss submitting a Refund to DEO. 

 
 

6. Searching Previously Served Households 
 

For WAP programs preparing to work on new households, you can search the system for previously 

serviced households. 

From the home page, click the Previously Served Households link in the Navigation menu. 
 

BESS TEST 
123 Main Street 
Anywhere, FL 32318 
USA 
www.xxxxxx.xxxxx.com 
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On the following screen, enter the street address, City and Zip code for the household. Click Search. 
 

If there are any potential matches, they will display in the window below. 

NOTE: This is an exact match search on the fields shown, if the data exists in the system with variations, 

it may not show in the match list. 

**Hint: If just the zip code is entered, it will display a list of all potential matches for that zip code. The 

browser search (in Chrome, CTRL+F) will allow a search within that page for criteria. For example, if 

“Oak” is entered in the search, it will highlight all examples of the word “Oak” within the page. This can 

help to identify Households with the same street. 

 

 
7. BWR Household Data 

 
To create Building Work Reports (BWR), Household and Client Data, go to the Tab in the Blue Bar on the 

Home Page. 
 

BESS TEST 
123 Main Street 
Anywhere, FL 32318 
USA 
www.xxxxxx.xxxxx.com 
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This will open a screen that allows entry of Household and Client data, as well as the entry of BWR Items 

for that Household. Note that Fields in Red are required. 
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1. After entering one client, click the Add Member button to add additional household members to the 
same BWR OR click the save button to finish later.  

NOTE: The “SAVE” button doesn’t need to be clicked after the first household/member/item has been 
entered. This SAVE option is only if you do not have time to finish adding additional items, etc… 

2. The first member added is auto selected as the Applicant. 

3. After entering the first BWR item, click Add Item to add additional BWR items for this BWR. 

4. When you have completed adding the members and items for this BWR, enter reporting period 
start/end and select at least one NFA in the NFA 1 drop down. 

5. When you have completed step 4, click Create BWR to create another “new” BWR. 

6. You do not need to click the “Create BWR” after each household and item entry unless the 

household entries need to be an individual batch. 

 

 

Locating a “saved” job that needs to be completed. Go to the “BWR Batches” Tab in the Blue Bar on the 

Home Page. 

 

 

 

Open the new BWR, click the “complete financial transactions” button and scroll all the way to the 

bottom and click on the job #. 

 
 

1. After clicking on the job number this will allow you to add additional members and items to 

current batch and then save. 
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BWR Batches 

Each time the Create BWR button is selected, that BWR data is added to a BWR Batch. The BWR Batch is 

how the BWRs are grouped together for payment. 

At the bottom of the BWR entry screen, you can see the BWRs included in the BWR Batch. 
 

Editing BWRs 

The BWR, Household Members and BWR Items can be edited through this Job Number link in the list 

above. Clicking on this link will take the users to the BWR with the existing data, and they can add, 

delete and edit any of the existing data. 
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Upon saving the changes to the BWR, the user will be returned to the BWR entry screen to complete the 

financial transactions. 

**BWRs can be edited or updated UNTIL they have been assigned to NFAs. Once the Batch BWRs are 

assigned to an NFA and Financial Activities are created, the Batch and its related BWRs are no longer 

editable.** 
 

Assigning BWRs to NFAs 

Once you have completed entering the BWR, Household and Client Data, and are ready to create 

Financial Activities for those BWRs, you will choose the NFA to which you want to assign the BWRs. 
 



BESS Community Action Agency Training Guide v3 29 

 

 

 
 
 
 
 

1. In the related NFA section, you will chose at least one, but up to two NFAs. 

2. Select the Reporting Time Period Start and End Dates. 

3. Click the Select NFA drop down to see a list of applicable NFAs for this program. 

4. Chose the NFA you want to use. 

5. Click Finish to complete the BWR assignment to the NFA. 
 

 
Financial Activities and Cost Categories 

On the next screen, you will have the ability to enter the amounts in the applicable Cost Categories for 

the Reimbursement Request. 
 

 
 

The following page will show you the Batch of BWR information and links to the Financial Activities to 

submit each Reimbursement request for approval. 
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To select a Financial Activity, click the link in the related list – the FA number. 

**Hint: if you right click on the FA number, you can open in a new window. If you do this, you will be 

able to come back to this window to complete the next Financial Activity easily. 
 

 

 

In the new window that opens, review the Financial Activity for completion. When complete, submit the 

Financial Activity for approval. 



BESS Community Action Agency Training Guide v3 31 

 

 

 

 
 
 

When you have submitted for approval, close the page to return to the BWR Batch record. 

If you have a second Financial Activity in the Batch, follow last step again to submit the Financial Activity 

records for the BWRs. 

Returning to a BWR to edit, update or complete Financial Transactions. 

If you are unable to complete a BWR, need to edit it, or have left before completing reimbursement 

requests, you can do so through the BWR Batch. 
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Go to the BWR Batches Tab, and select the Batch you would like to work with. 
 

 

Once in the BWR Batch Screen, if you have not yet completed the Financial Transactions, the green 

“Complete Financial Transactions” Button will be available. 
 

 

Click the button to go back to the BWR entry screen where the included batches are listed. 

Follow the instructions from above in this guide to edit, add or delete BWR information and complete 

Financial Transactions (Assign NFA, create Reimbursement and submit for approval). 
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8. Reporting 

There is one report that is generated from the Subrecipient record: 

• Grant Summary Report 

 
Reporting from the Subrecipient record 

1. To access this report, go the Home page, and select the Account. 
 

 
 
 
 

2. Click on the “Edit” button in the top right-hand corner of the Subrecipient page. Scroll to the 

end of the screen to update the “Report from Date” and “Report to Date” fields. Click “Save”. 

3. Please note: These fields determine the data that is pulled into reports based on the dates 

selected. 

www.xxxx.xxxx.com 

BESS TEST 

123 Main Street 
Anywhere, FL 32318 
USA 

BESS TEST 

123 Main Street 
Anywhere, FL 32318 
USA 
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Grant Summary Report 

 

a. Click on the button to run the report. 
 

 
 

b. A separate window will open with the Conga Composer screen. This is the tool used to 

generate these reports. After a few seconds an Excel file of the report chosen will 

download and the Excel file icon will appear at the bottom left side of the screen. 

BESS TEST 

123 Main Street 
Anywhere, FL 32318 
USA 

BESS TEST 

www.xxxxx.xxxxx.com 

http://www.xxxxx.xxxxx.com/


BESS Community Action Agency Training Guide v3 35 

 

 

 

c. Click on the Excel file to open it. The spreadsheet with similar columns to this displayed. 

 
d. The report can be filtered in the Excel sheet to view only the data needed. 

 
e. It can also download and saved as an Excel file. 

 

 
Reporting from the Reports Tab 

 

1. Select the Reports tab and click on “All Folders” to view all folders. 

2. Click the eGrants Reports folder to view the reports within the folder. 

a. As reports become available, they will be listed in this folder. 

3. Select from the reports available to view. 
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4. The report will display like the one below. Please Note: clicking on the links within the report will 

direct access to the page. 

 

 
 

 
Filtering Salesforce Reports 

 

1. To filter the data, select the filter icon and make the edits to the available filter selections. 

The example shown below, is changing the date filter for the records displayed. Steps to filter 

this report: 

a. Click on “Created Date.” 

b. Change the date range by clicking in the Start Date and/or End Date boxes. 

c. Select “Done” in the window, and “Apply” to apply the changes. 
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Cloning Salesforce Reports 

1. Select the “Clone” button. 

 

2. In the window that opens, rename the report and choose to make it private or public and select 

the Folder. Click “Create” to run the report. 

3. Note: All reports created in the Portal are private to the account, so there is no need to make 

them Private or change the folder location. 

4. The cloned copy has a few more editing features – the columns can be sorted to view data in 

different ways. 

 

5. Reports can be saved or exported by selecting the drop-down arrow. 
 



BESS Community Action Agency Training Guide v3 38 

 

 

 
 
 

Glossary of Terms 
 
 
 

 

Naming Conventions Job Aide 
 

This document is a guide to the naming conventions for the new SERA system and what those fields are 

called in the previous DEO systems. 
 

Salesforce Workforce (OSMIS) CDBG BESS (eGrants) 

Programs Programs Program Programs 

Grants Projects/Grants Grants Grants 

Contract Number Contract Number Contracts Contract 

Notice of Funds 
Availability 

NFA Contracts with 
FY/Grant 

Contracts with 
FY/Grant 

Subrecipients Partners/RWB Agencies Agencies 

Cost Categories Cost Categories Category Budget Allocations 

Activity Subcategories Activity  

Financial Activity Cash Requests Request for Funds 
(RFF) 

Financial Status Report 
(FSR)/ Request for 
Payment (RFP) 

NFA Cost Categories Cost Category 
Disbursements 

Category Budget Allocations 

Program Data N/A Program Data Program Data 

Client Level Data N/A Beneficiaries Beneficiaries 

 


