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1. Creating a Profile in eCivis

1.1. Login to the Portal
1.1.1. If you are a current eCivis user prior to 8/1/2021, you can enter your eCivis
username and password to log in; then, click on the Grants Network Login. (This
will have a Red @ continue to left click any how to login.)

1.1.2. If you created a Portal account after 8/1/2021, enter your information and then
click on the Portal Login. (This will have a Red @ continue to left click any how to
login.)

1.1.3. If this is your first time using the Portal you will need to click on the green Create

an account button to create your account.
1.2. Creating a User Profile

1.2.1.  The school district profile will need to be a District email address Only to be valid
in submitting for any SFOB projects.

Welcome to the Portal

This service provided by eCivis makes it e
possible for interested parties to save, BaS& ENTer your usemame.
. collaborate, and apply for solicitations.

Login, or create a free account to start.

eCivis

elivis Grants Network user?

Use vour existine loein above and the Granis

1.2.2. In recommendation if the district has a universal email address that can be
accessed by the appropriate parties that are needing to be involved in the
application and awards process.

1.2.3. This will be the email address that will get the communication of any wardsor

changes that need to be done to the application.
1.2.3.1. Some examples districts have used are: SFOBProjects@district.org,

DistrictnameSFOBProjects@district.org , and
Districtprojects@district.org.
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1.2.3.2. First name
1.2.3.3. Last name

1.2.3.4. Email address Example :SFOBProjects@district.org
1.2.3.5. Password

1.3. Signup

1.3.1.  After clicking Sign up you will be sent an email confirming your email address to
complete the process.

A
O

Welcome to the Portal

This service provided by eCivis makes it possible for interested parties to save,
collaborate, and apply for solicitations.

Please verify your email!

Thank you for signing up. Please verify your email address by clicking the following
link

If you are having any Issues with your account, please don't hesitate to contact us by

replying to this mail

Thanks

1.3.2. In the email verification, click on “Please verify your email”:
1.3.3.  You will see a verification confirmation

1.3.4.  This will bring you back to the Portal login.

1.3.5. Enter your full email address and password

1.3.6.  Then click on Portal Login

2. Reviewing the Solicitation

2.1. Finding the Solicitation
2.1.1. To find the solicitation list, visit sfb.az.gov and hover over BRG APPLICATIONS to
view the solicitation drop down menu. Click on the desired solicitation.
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BRG Construction

BRG Solicitations Overview BRG Application Sluhml'ssiun Post-Award User Guide BRG Design
Manual
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2.1.2. Each sol
2.1.2.1.
2.1.2.2.
2.1.2.3.
2.1.2.4.
2.1.2.5.

BRG Procurement

Eauipment Repair/Replacement

BRG Portal

BRG Training Video Request support or technical
HESISIENCe

icitation is broken up into five parts:
Summary

Eligibility

Financial

Contact

Files
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2.1.3. In the Summary, Eligibility, and Financial tabs, you can review the program
requirements to determine the eligibility of your project/program. In the
Contact tab, a program contact is listed for additional program related questions.
For any technical questions on the submission portal contact DSF IT staff at:

http://www.azsfb.gov/linkTo.asp?linkld=1851 (see page 20 for

instructions on submitting a ticket)
2.1.4. In the Files tab, you will find program and application submittal guidance files
along with the documents you are required to complete and submit with the
application:

A e Gms T
dpgergran i nd e
£

Fartpepaah UL

2.2. Gathering Eligibility Information

2.2.1.  To gather your solicitation eligibility data, click on the Eligibility tab. You will see
notes regarding eligibility requirements as well as a link to verify that the
assessment will be conducted with a building that generates capacity for the
school district.
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Liglin Appicasty

Financial

sty Hoter

2.2.2.

2.2.3.

Within each application solicitation it is required to verify the district's eligibility
through the “ESS ID” link in the District Facility Information section. Fill out the
required fields and you will be presented with the building details. It will also
advise of the district's ability to continue on with the application by providing an
ESS ID number. If no ESS ID number is provided, then the needed eligibility
requirements will be displayed. You can find out who your assigned liaison is by
visiting: (sfb.az.gov/Liaisons-By-District) where you can search for liaisons by
district.

An ESS ID record is given as a snapshot of the district's eligibility to obtain BRG
funding at the time an application is being created. A unique ESS ID number is
provided for each solicitation application. ESS ID numbers CANNOT BE REUSED!

District Facility Information

Click nere to look up data for Questions 5-12 on the "District Facility Information” and Questions 13-15 on the "Eligibility Checklist” section below

5. County *

6. What is your district's proximity designation? (U/R)

7. District Name *

8. DSF Liaison *
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Application / Building Details

Instructions:

« Select the school associated with the project

« Enter the project title used on the eCivis application
+ Select the solicitation you are applying under.

« Select the buildings related to the project.

» Select Save Details

Assigned Liaison

District: [ Tucson Unified District ~

School ‘—SELECTYOUR SCHOOL v

+ Selectthe buldngs related 1o the propect
* Selecl Save Detalls

Dessrict [Ash Coawh Elarmrtary Diatict -

Building Inventory Report :  CURRENT
Annual PM Reporting Statement :  NOT CURRENT
Renovation Expenditure Report :  CURRENT

Tha Sl (poring CHMNANN 1Hms REKI B0 Must al bk CURRENT bofocd § BRG ADpE<aion miy bi submiEed
| Qick Hiara 10 compiete the annusl reports required

2.3. All solicitation Application Required Documents
2.3.1.  General Requirements
2.3.1.1.  Currently dated Bid documents/Vendor proposal for
work to correct deficiency
2.3.1.2. Current pictures of deficiency
2.3.1.3. Any applicable reports or citations
2.3.1.4. Each solicitation has its own unique BRG Budget Worksheet
2.3.2.  Solicitation Requirements
2.3.2.1. Assessment Solicitation
2.3.2.1.1.  General requirements mentioned above
2.3.2.1.2.  DSF BRG Assessment Budget Worksheet
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2.3.2.1.2.1.

Fill out the BLUE cells ONLY. Please save

this document in the district's project file
folder for future use during the Financial
Reports task for each project. You will be
uploading this document and using the
information to complete your grant
application and future financial reports.

SFB BRG Assessment Budget Worksheet

Application Instructions: Complete this worksheet prior to submitting your BRG application as this document will need to be uploaded into the eCivis
application and will assist in determining if there will be a reduction in the funding request due to excluded space (note: the District will need to

match/cost share any excluded space percentage greater than 10%)
Grant Amendment Instructions: Complete this worksheet prior to submitting a Grant Amendment with a request for a budget change as this
document will need to be uploaded into eCivis in order to process the amendment.
Financial Report Instructions: Complete this worksheet prior to submitting a Financial Report as this document will need to be uploaded into eCivis in

order to process project reimbursement requests.

Contact your SFB Liaison if you have any questions or need assistance.

Step 1: Enter the total % of excluded space in the blue highlighted
cell (note: enter whole numbers only, do NOT enter % or decimal
point. Example: For 12% enter "12", if none enter "0"). Click

Here to obtain the percentage of excluded space.

Step 3: Go to your eCivis Application Budget and enter the dollar

amounts below in the green highlighted cells into the appropriate

columns (note: these totals automatically calculate)

|Step 2: Enter the actual amounts in each of Category/Line items below in the blue

highlighted cells:

Direct Cost

Cost Share

(Amount of SFB requested funds for each

(District is responsible for paying these

Category) costs due to excluded space %)
Category 3rd Party assessment $0.00 $0.00 $0.00
Category Temporary repairs / rentals $0.00 $0.00 $0.00
Category Other $0.00 $0.00 $0.00
Totals (informational only): $0.00 $0.00 $0.00

2.3.2.2. Design Solicitation
General requirements mentioned above

Assessment Report regarding current deficiency
DSF BRG Design Budget Worksheet

2.3.2.2.1.
2.3.2.2.2.
2.3.2.2.3.
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2.3.2.2.3.1.  Fill out the BLUE cells ONLY. Please save this
document in the district's project file folder for
future use during the Financial Reports task for
each project. You will be uploading this
document and using the information to
complete your grant application and future
financial report

DSF BRG Design Budget Worksheet

Application Instructions: Complete this worksheet prior to submitting your BRG application as this document will need to be uploaded into
the eCivis application and will assist in determining if there will be a reduction in the funding request due to excluded space (note: the
District will need to match/cost share any excluded space percentoge greater than 10%)

Grant Amendment Instructions: Complete this worksheet prior to submitting a Grant Amendment with a request for o budget change as this
document will need to be uploaded into eCivis in order to process the amendment.

Financial Report Instructions: Complete this worksheet prior to submitting a Financial Report as this document will need to be uploaded into
eCivis in order to process project reimbursement requests.

Contact your DSF Liaison if you have any questions or need assistance.

Step 1: Enter the total % of excluded space in the blue highlighted Step 3: Go to your eCivis Application Budget and enter the

cell (note: enter whole numbers only, do NOT enter % or decimal 4 dollar amounts below in the green highlighted cells into the

point. Example: For 12% enter "12", if none enter "0"). Click appropriate columns (note: these totals automatically

Here to obtain the percentage of excluded space. calculate)

Step 2: Enter the actual amounts in each of Category/Line items below in the blue B S T e

highlighted cells: SR R these costs due to excluded space
Category) -

Category Design 50.00 $0.00 $0.00

Category Temporary repairs / rentals $0.00) $0.00 $0.00

Category HCM survey 50.00) $0.00 $0.00

Category Testing (e.g. Geotechnical, soils, etc.) $0.00) $0.00 $0.00

Category Engineering 50.00| $0.00) 50.00

Category QOther 50.00 $0.00 $0.00

Totals {informational only): 50.00 $0.00 $0.00

2.3.2.3.  Construction Solicitation
2.3.2.3.1. General requirements mentioned above
2.3.2.3.2.  DSF BRG Construction Budget Worksheet

2.3.2.3.2.1.  Fill out the BLUE cells ONLY. Please save this
document in the district's project file folder for
future use during the Financial Reports task for
each project. You will be uploading this
document and using the information to
complete your grant application and future
financial report
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DSF BRG Construction Budget Worksheet

Application Instructions: Complete this worksheet prior to submitting your BRG application as this document will need to be

uploaded into the eCivis application and will assist in determining if there will be a reduction in the funding request due to excluded
space (note: the District will need to match/cost share any excluded space percentage greater than 10%)

Financial Report Instructions: Complete this worksheet prior to submitting a Financial Report as this document will need to be
uploaded into eCivis in order to process project reimbursement requests.
Contact your DSF Liaison if you have any questions or need assistance.

Step 1: Enter the total % of excluded space in the blue Step 3: Go to your eCivis Application Budget and enter the
highlighted cell (note: enter whole numbers only, do NOT dollar amounts below in the green highlighted cells into
enter % or decimal point. Example: For 12% enter "12", if none the appropriate columns (note: these totals outomatically
enter "0"). Click Here to obtain the percentage of excluded calculate)
Step 2: Enter the actual amounts in each of Category/Line items below in the blue LRI ,ws,,,mﬁe"fpt.‘.,ﬁg;’gm
highlighted cells: TR e S AT these costs due to excluded space
each Category) -
Category Construction 50.00 $0.00 $0.00
Category Remediation 50.00 $0.00 $0.00
Category Temporary repairs { rentals 50.00 50.00 $0.00
Category Construction administration 50.00 $0.00 $0.00
Category QA/QC 50.00 $0.00 $0.00
Category Remediation oversight 50.00 50.00 50.00
Category Other 50.00 $0.00 $0.00
Totals (informational only): 30.00 50.00 50.00

2.3.2.4. Equipment Repair/Replacement (ERR) Solicitation
2.3.2.4.1.  General requirements mentioned above
2.3.2.4.2.  DSF BRG Equipment Repair/Replacement (ERR) Budget

Worksheet
2.3.2.4.2.1. ERR solicitation is limited to projects UNDER
$30,000.00

2.3.2.4.2.2. The ERR Budget worksheet will advise Eligibility in RED!
2.3.2.4.2.3.  Fill out the BLUE cells ONLY. Please save this

document in the district's project file folder for

future use during the Financial Reports task for

each project. You will be uploading this

document and using the information to

complete your grant application and future

financial report
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DSF BRG Equipment Repuir/Replucement {(ERR) Budget Worksheet et 9,1,2022

Step 1: Please to determine eligibility Step 3: Based on the "ERR funding limit verification™
and calculate the excluded space percentage. Enter the belowy, if "ERR eligible" upload this worksheet into the
total % of excluded space in the blue cell to the right eCivis appliciation and proceed with Step 4 below. If "NOT
(note: enter whole numbers only, do NOT enter % or 0 |ERR eligible" complete the DSF BRG Construction Budget
decimal point. BExample: For12% enter "12", if none enter Worksheetand follow the process to submitan application
0. in the Construction Solicitation. DO NOT use this worksheet
to apply in the Construction Solicitation.

Step 2: In the blue cells below, enter the actual amount of the vendor Drecticnst T ’Sc::::;?;::fw pow

. P (A t of DSF ted fund
quotefproposal in each Category/budget line item. et oiacb C’sg:;;’;} RmEBEET these costs due to excluded space
Categary |Equ|pment Repair/Replacement $5,000.00 $5,000.00 $0.00
Categary |Other 50.00 $0.00 50.00
Totals finformational only): 55,000.00 55,000.00 50.00

Step 4: Go to your eCivis Application Budget and enter the dollaramounts in the green cells above for Direct Costand Cost Share into the
appropriate columns {note: totals automatically calculate). Complete the ERR application process.

ERR funding limit verification: ERR eligible

This worksheet is for projects that do not exceed $30,000. If your request is more than 530,000 your application will be denied. Please
apply in the Construction Solicitation for projects more than $20,000. Click here for the Construction Solicitation and DSF BRG
Construction Budget Worksheet.

Application Instructions: Complete this worksheet with your quote/proposal amounts prior to submitting vour BRG application and upload
It into the eCivis application. This will assist in determining if there will be a reduction in the funding request due to excluded space (note:
the District will need to match/cost share any excluded space percentage greater than 10%).

Financial Report instructions: Comnplete this worksheet with vour invoice amounts prior to submitting a Financial Report and upload it inta
eCivis in order to process project refmbursement requests.

Contact your DSF Liaison if you have any g or heed

DSF BRG Equipment Repair/Replacement (ERR) Budget Worksheet e 91,2022

Step 1: Please to determine eligibility
and calculate the excluded space percentage. Enter the
total % of excluded space in the blue cell to the right

Step 3: Based on the "ERR funding limit verification”
below, if "ERR eligible" upload this worksheet into the
eCivis appliciation and proceed with Step 4 below. If "NOT
[note: enter whole numbers only, do NOT enter % or ERR eligible" complete the DSF BRG Construction Budget
decimal point. B@ample: For12% enter "12", if none enter wWorksheetand follow the process to submit an application
"0, in the Construction Solicitation. DO MOT use this worksheet
to apply in the Construction Solicitation.

Direct Cost Cost Share

o

Step 2: In the blue cells below, enter the actual amount of the vendor

quote/proposal in each Category/budget line item.

tAmount of DSF requested funds for

each Categony)

(District is resporsible for paving
there costs due 1o excluded space

‘ Equipment Repair/Replacement

Categary $50,000.00 $50,000.00 $0.00
Categary ‘Other 50.00 $0.00 $0.00
Totals {informational only): $50,000.00 550,000.00 $0.00

Step 4: Go to your eCivis Application Budget and enter the dollaramounts in the green cells above for Direct Cost and Cost Share into the

appropriate columns {note: totals automatically calculate). Complete the ERR application process.

|ERRfundmg limit verification: INOT ERR eligible, Use Construction Solicitation

This worksheet is for projects that do no? exceed $30,000. If your request is more than $30,000 your application will be denied. Please
apply in the Construction Solicitation for projects more than $30,000. Click here for the Constructon Solicitation and DSF BRG

Construction Budget Worksheet.

Application instructions: Complete this worksheet with your quote/proposal amounts prior to submitiing your BRG application and upload
it into the eCivis application. This will assist in determining if there will be a reduction in the funding request due fo excluded space [note:

the District will need to match/cost share any excluded space percentage greater than 10%).

Financial Report instructions: Complete this worksheet with your invoice amounts prior to submitting @ Financial Report and upload [t fnto

eCivis in order to process profect relmbursement requests.

Contact your DSF Liaisor if you have any questions or need assistance.
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2.3.2.5. Procurement Solicitation
2.3.2.5.1.  General requirements mentioned above
2.3.2.5.2.  DSF BRG Procurement Budget Worksheet

2.3.2.5.2.1.  Fill out the BLUE cells ONLY. Please save this
document in the district's project file folder for
future use during the Financial Reports task for
each project. You will be uploading this
document and using the information to
complete your grant application and future
financial report

DSF BRG Procurement Services Budget Worksheet

Application Instructions: Complete this worksheet prior to submitting your BRG application as this document will need to be uploaded into
the eCivis application and will assist in determining if there will be a reduction in the funding request due to excluded space (nate: the
District will need to match/cost share any excluded space percentage greater than 10%)

Grant Amendment Instructions: Complete this worksheet prior to submitting a Grant Amendment with a request for a budget change as
this document will need to be uploaded into eCivis in order to process the amendment.

Financial Report Instructions: Complete this worksheet prior to submitting o Financial Report as this document will need to be uploaded
into eCivis in order to process project reimbursement requests.

Contact your DSF Liaison if you have any questions or need assistance.

Step 1: Enter the total % of excluded space in the blue

highlighted cell {note: enter whole numbers only, do NOT Step 3: Go to your eCivis Application Budget and enter the dollar
enter % or decimal point. Example: For 12% enter "12", if 0|amounts below in the green highlighted cells into the
none enter "0"). Click Here to obtain the percentage of appropriate columns (note: these totals automatically calculate)

excluded space.

Step 2: Enter the actual amounts in each of Category/Line items below in the LIETHETE! Lo

bl highlichted cells: (Amount of DSF requested funds for each (District is responsible for paying
ue highlighted cells: Category)} these costs due to excluded space %)

Category Procurement Assistance Fee 50.00| $0.00| $0.00

Category Other 50.00 50.00 $0.00

Totals (informational only): $0.00 $0.00 50.00

3. The Application Process

3.1. Logging into eCivis

3.1.1. To find the solicitation list, visit sfb.az.gov and hover over BRG APPLICATIONS to view
the solicitation drop down menu. Click on the desired solicitation.

3.1.2.  When you are ready to begin the application process, click on the Apply button
under the Arizona State Seal . You will be taken to the online grant application portal
where you can begin filling out your application and uploading the required
documents in section 2.3 above.
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Home / BRG Applications / Solicitations / BRG Assessment

BRG Assessment

Arizona

BRG Assessment

v Apply

3.1.3. Login to the portal.

3.1.4. If you are a current eCivis user, you can enter your eCivis username and password to

log in; then, click on the eCivis login button.

3.1.5. If this is your first time using the portal, click on the green Create an account button

to create your account, as described in Section 1 above.
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Welcome to the Portal = |

This service provided by eCivis makes it Plesse R
possible for interested parties to save, a5€ ENter your username.
. collaborate, and apply for solicitations.

Login, or create a free account to start. |

Please enter your password

.
eC Iv I S {Minimum 8 chars, alphanumeric with symbal{=))

Fargat Password?

Don't have an account?

eCivis Grants Network user?
Use your existing login above and the Grants

Network® Login buttan.

3.1.6.  Once you have verified your email address and logged in, the system will return to
the grant application of interest.

3.2. Application Components

3.2.1.  Open any program solicitation guidance files and use this material as reference for
completing each section of the application.

v Apply
e | | | oo -

Files:

Budget: [ BRC Assessment Budget Worksheet (24.3 Kb)

Guide: <] X1 Rooftop Solar Policy (423.5 Kb)

Guide: =] Assessmenl Requirements Policy (812.1 ki)

Guide: =] Fire Alarm Performance Specification (28-46-00) (312.5
Kb)

Guide: 1] SFB HVAC policy (281.0 Kb)

Guide: ] %V Roof Inspection Protocol Policy (370.6 Kb)

Guide: =] Separation of Professional A 1t Services Pol...
(353.7Kb)

Guide: ] BRE Eligibility Checklist (313.2 Kb)

Change Order i) SFB-Change-Order-Form-2021 (1) (967.6 Kb)

Form:
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3.2.2.  There are three primary components to complete the application process:
3.2.2.1.  Profile
3.2.2.2.  Application
3.2.2.3.  eCivis Application Budget Worksheet

3.3.  Completing Your eCivis DSF Profile
3.3.1.  ACTION REQUIRED - You MUST create your profile (in each solicitation) before

continuing to the application. To begin working on the profile, click the ”-”
button:

Step 1: Profile

‘You must complete all required fislds in each section to move onto the next section. To begin with the 1st section, Profile, click the "Open” butten. You can save and return to this page to
adit your Profile until completed.

Profile Action Required

3.3.2. Complete all required fields, marked with a red asterisk, however, it is recommended
that all applicable fields be completed. If you plan to complete your profile later,
select Save Draft. To complete your profile, select _ Your profile must be
completed prior to starting the application.

Profi Ie - Save Draft -

Applicant Information

Tell us about you.

First name *

This field is required

Last name *

This field is required

3.4. Completing the eCivis BRG Application
3.4.1. To begin click “Untitled Submission Card”
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Application Submissions

When you return to this Homepage, you can see the status of your submission by the colored status bar below the submission card.

« If the status bar is gray, your submission is under review, and no action needs to be taken.
« If the status bar is blue, there is an action required. Click on the Submission Card to complete.
« If the status bar is red, there is an error. Please reach out to the Administrator of this program.

Step 3: eCivis Applications Budget Worksheet

Once complete with the BRG Procurement Application, scroll down to the panel below labeled "Applications Budget". Select the budget with the Project Title that matches
your application. Under the "Actions" column, click the three lines and select "edit budget"

Untitled

+

Add Another

Created on 09/27/2022

Application Process

3.4.2.  Nextclick “Open” to start filing in the application

& Application Process

When every step in this submission is complete, the "Submit” button to the right will become green and
clickable.

The submission is not fully submitted until you click the green "Submit” button. Once you click "Submit” the
submission will no longer be editable.

. . Action Required
Applications ’ E

If you have not started, please click the "Open” button to the right.
If you have already started, please click the "Open” button to the right to continue.

If you have completed and would like to view or print, please click the "View" button to the right.

3.4.4. Complete all required fields marked with a RED asterisk *.

3.4.5. Atthe top or bottom of the page select Save Draft to save your work
and complete at a later time or to complete your eCivis Application
Budget Worksheet.

NOTE: Do not “Mark Complete” until you have completed the next
section; eCivis Application Budget Worksheet
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Applications hd Save Draft Close

Please complete all required fields.
You can save as a draft and return later to complete by clicking "Save Draft” at the bottom of the page.

When you are ready to submit this step, please click the blue "Save” button at the bottom of the page.

1. Application/Project Title *

3.4.6. Next, we will work on the eCivis Application Budget Worksheet.

3.5. Completing the eCivis Application Budget

3.5.1. Before moving to this action, ensure you have clicked “Save Draft”
within your application.
3.5.2.  Two ways to complete the eCivis Application Budget worksheet
3.5.2.1.  Within the application, copy the hyperlink in the “View eCivis
Applications Budget Worksheet”
3.5.2.1.1.  Paste this link into another tab of your web browser
3.5.2.1.2.  Fill in Budget Categories applicable to the project and
equal to the information you created in your DSF Budget
Worksheet (excel document described in section 2.3).

27. View eCivis Applications Budget Worksheet
hitps:/portal ecivis.com/#/peerBudget/FBEF0745-53527-4E7D-BEFC-3A3D665A437T

This link will only update once the eCivis Application Budget Worksheet has been completed; to access press "save draft” or "save" at the bottom of the application, then go to the panel below in the

portal, lecate azsociated eCivis App

OR

3.5.2.2.  Use your “Outside Scrollbar” on your application webpage to
find the “Applications Budget” section
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3.5.2.3.  This will show your application in “DRAFT” status with $S0.00
Total Requested budget
3.5.2.4.  Select the “Actions” button to “Edit Budget”
3.5.2.5. Budget Settings
3.5.2.5.1. The “Budget Summary” section is the overall total for
each Budget Category
3.5.2.5.2.  The “Budget Items” section lists the available Budget
Categories to build the project budget
3.5.2.5.3.  Budget Categories - Click on the Budget Item (Budget
Category) name to open the table to fill in with the
budget dollars associated with the project. Reference the
DSF Budget Worksheet (excel document) to enter the
“Cost” column and the “Cost Share” column, if applicable.

NOTE - DO NOT fill in the Unit, Unit Cost nor the Extended
Cost columns

Note: Budget categories will vary for each different solicitation

3.5.2.6. Reference the “DSF Budget Worksheet” (excel) columns to copy
to the eCivis Budget Worksheet
3.5.2.6.1.  “Direct Cost” - Amount of DSF requested funds for each
category) = “Cost” - total amount budgeted for this category
3.5.2.6.2.  “Cost Share” - Amount District is responsible for paying
due to excluded space % higher than 10 = “Cost Share” -
if the percentage of excluded space in the DSF BRG Budget
Worksheet is greater than 10%, the Cost Share amounts
automatically calculate the amount of the Cost Share, green
columns. If there are amounts in these areas, you will enter
them into the Cost Share column in the eCivis Budget item.
3.5.2.7. Complete the same process for the rest of the Budget Categories
(if applicable). You will begin to see the automatic calculations
above in the Budget Summary.

Note - DO NOT USE THE “Other Other” budget
item category nor the “Program Income” budget
item category.
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Note: DSF covers the first 10% of excluded space, therefore, the cost share will be
calculated based on the amount exceeding 10%. For example, if there is 12%
excluded space, DSF will cover 10% and the District's Cost Share amount will be 2%

»»»»»»

3.5.3.

3.5.4.
3.5.5.

o
I8
E

|a

|a

When finished entering the budget in each budget category for the
project, Scroll down and Click “Save Changes”

Save Changes | Discard Changes

Click “Save” in dialog box of Budget
A notification that the budget Saved will appear in Green in the top left
corner of the screen

\/ The budget has been successfully saved.
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3.5.6. Budget Narrative

3.5.6.1. The budget narrative is available to provide additional detail,
explanation, and/or justification to specific budget category
items. The budget narrative field is compatible with Microsoft
Word. Narratives developed in Word can be copied and pasted
into this section. Once completed click on the Save Narrative
icon. You can export your budget narrative by clicking on the PDF
icon

3.5.7.  Scroll back to top of page to select “Return to Application”

Return to Application

3.5.8.  This will return you to the “Applications Submission” page

3.5.9. Select the “Applications Submission Card” for the project
3.5.10.  Select the “Open” button to reopen the application
3.5.11. Review application to ensure that all required fields have been

completed
3.5.12. To complete your application, select “Mark Complete”.
3.5.12.1. ONLY do this step if the eCivis Applications Budget (see entire
section 3.5) has been completed.

Save Draft Mark Complete Close

4. Adding Another Application

4.1. Creating an additional application for submission
4.1.1.  Select the “Create New Application” option and complete the Application and
Budget sections for the second submission. Repeat this process until all
submissions have been completed. If returning to complete a draft application,
click on the applicable Program Box and then click on the “Open” button to
complete your application.
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Warning!

Are you sure you want to create a new application? If you are looking for an existing
application please select the application from the table below.

Cancel Create New Application

5. Submitting your eCivis BRG Application

5.1. Once you have completed your application and your budget, click on - to send your

application to the DSF

5.2.  The application process will provide a ”-” button in -
Select “Submit” to submit the application.
Your application has been now been submitted and is now under review
Once submitted, you will be unable to make changes to the application.
If changes are needed, please reach out to your liaison and request that the
application be put back in DRAFT status.

5.2.1.
5.2.2.
5.2.3.
5.2.4.

& Application Process

5.2.4.1.
5.2.4.2.
5.2.4.3.
5.2.4.4.
5.2.4.5.
5.2.4.6.

5.24.7.

It is recommended that you SAVE your submitted application

Below the “Submitted” button will be an option to “View” the application
Click “View”

To the left of the word “Application” is a blue arrow

Click the Blue Arrow and select “Print Form”

This will open a new tab with a printable version of the application
submitted.

To Save, “Print to PDF” and to a printer, if applicable.

When every step in this submission is complete, the "Submit” button to the right will become green and

clickable

The submission is not fully submitted until you click the green "Submit” button. Once you click "Submit” the

submission will no longer be editable.
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6. Troubleshooting and Technical Questions

6.1. Technical Assistance
6.1.1.  For any technical assistance or troubleshooting tips regarding the eCivis
Portal or Portal submissions, please refer to the eCivis Login
Troubleshooting guide below. If the issue cannot be remedied there,
please use the DSF IT Help Center to submit a ticket.
6.2. eCivis Login Troubleshooting
6.2.1.  If you are having issues with signing in or using eCivis, try the following:

6.2.1.1. Remedy 1: Use Google Chrome for eCivis work

6.2.1.2. Remedy 2: Use an incognito window to ensure a clean browsing
session. The keyboard shortcut for incognito window is CTRL + SHIFT +
N. It can also be accessed from the vertical ellipses menu as pictured
below.

6.2.1.2.1.  When the eCivis session is complete, logout of eCivis. Then
close all incognito sessions as follows:

6.2.1.2.2.  Select the incognito icon from the upper right corner of
Chrome.

6.2.1.2.3.  Click “Close Incognito” in the dialog that pops up.

Incognito

Close Incognito

Page 23 of 26


http://www.azsfb.gov/linkTo.asp?linkId=1851

6.2.1.3.

Remedy 3: Enable “all” cookies by following the steps below:

Click on the vertical ellipses, then click “Settings”:
* @ ® » P

Oldxwiki € B New tab Ctrl4
New window

Contact Suppo New incognito window +N
History »

RESOURCES Downloads Ctrl+)
Bookmarks »
Zoom + e
Print... Ctrl+P
Cast...
Find... Ctrl+F
More tools »
Edit Cut Copy Paste
Settings
Help >
Exit

Under “Privacy and secu

rity”, click on “Cookies and other site data”

® & O D

You and Goagle
Autofill

Safety check

Privacy and security -ﬁ ®

Appearance

Click “Allow all cookies”

Privacy and security

Clear browsing data

Clear history, cookies, cache, and more

Cookles and other site data
Cockies are allowed
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General settings

@ Allow all cookies ~

@ Sites can use cookies to improve your browsing experience, for example, to keep you signed in or

to remember items in your shopping cart

e Sites can use cookies to see your browsing activity across different sites, for example, to
personalize ads

Block third-party cookies in Incognito v
Block third-party cookies v
Block all cookies (not recommended) v

6.3. Creating a DSF IT Help Center Account

6.3.1. If you need further assistance, please use the DSF IT Help Center. To use the Help
Center ticketing system, you must first create an account to submit, view, and
comment on ticket portal requests. To sigh up you must:

6.3.1.1. Visit http://www.azsfb.gov/linkTo.asp?linkld=1851

Log in to Help Center

6.3.1.2.  Click on the Sign Up button located below the entry field.
6.3.1.3. Enter your email and you will then be sent a private sign-up link in your
email.
6.3.1.4. Once you receive the email, click Sign Up.
6.3.1.4.1. It will take you to a sign-up page. After entering in the required
fields, you will be logged in to the DSF Help Center user page with
your new account.
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http://www.azsfb.gov/linkTo.asp?linkId=1851

6.3.1.5.

6.3.1.6.

From there you will select “Any issue if you are General Public”

and follow the proceeding prompts to submit a ticket.

Help Center / Division of School Facilities Support Ticket Portal

Division of School Facilities Support Ticket Portal

Welcome! You can raise an IT service desk request from the options provided

Contact us about

District Staff or General Public ~

What can we help you with?

eCivis Issue
Use this type of request when you have an issue with an eCivis application, approval or
financial report

Annual District Reports Calendar
This request type is to report issues using the annual reporting calendar including
requests to re-open a report.

Building Inventory Update
Use this service type to reportrequest school building changes

Report an incident
PayAppinator / District Access Support

Data Request
Request a query or report with specific fields and criteria.

Powered by Jira Service Management

Once you’ve submitted your ticket, a trouble ticket number will
be assigned and communication about the ticket will continue

and viewing the trouble ticket that was created.

through email and/or via logging into the trouble ticket system
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