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AL USER ALL BUSINESS

Select the Project Site, if it’s not
already the default

Make sure the Environmental
Stewardship Button is highlighted

Select the E-S — Partnerships
Agreement form

Click on Launch

Begin from the Switchboard, where you first select your Project. Check the Environmental
Stewardship button, then select the E-S — Partnership Agreements and click the Launch button.

Select a form ar report to launch
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This opening screen displays all agreements listed in OMBIL for the Project Site (PS), including
both ES and Recreation agreements. Under ES, you can view the Recreation agreements, but
cannot edit them. You must access them through the Recreation business function and update
process. If you click on the View/Edit button for a Recreation agreement.....

Display of the status of the agreement, checked ifterminated. |
Record: 10M 7 [ | o | | =05C=
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Annual Data

Terminated

erate and ma

ERZHIP REC a3
Cannot Change Partnership

This record is not editable because itis ain) REC
agreement. Please go to the REC business function to
edit this recard.

ERE) ENENENENER AR

A System Warning will inform you that the record is not editable and you must go to the
Recreation Business function in order to make changes to that record. Just Click OK.

Display of the status of the agreement, checked ifterminated.
Record: 10M 7 [ | o | | =05C=
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Terminatecd

Corps Value

Contract histenals &  Total
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The Recreation Agreement will be displayed for Review Only, but users may not make any
changes to a Recreation agreement in the ES module. Click on the Exit door.

Double click on this datafield to select the type of agreement for this partnership.
Recard: 11 [ | o | | =05C=
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10 records may be displayed at a time. If you have more than 10 agreements use the scroll bar
on the right to view the remainder of the agreements.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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After you scroll down, you can see the remainder of the agreements.

FRM-40352: Last recard of guery retrieved. |
Record: 11M 7 [ | o | =05C=
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Limit the agreements shown on the screen by using the filters at the top of the screen. Simply
select an Agreement Type, an Organization (Name), or an Organization Type. After a filter is
selected, click on the “Show Selected” button and the screen will refresh with only show those
agreements the user selected. If there are known agreements that do not appear, the user
must click on the “Create New” button and work through the screens to create a new
agreement. If no new agreements need to be created, then click on the “Annual Data” button
to start the update process or the “View/Edit “ button to review and/or update basic
partnership information.




|£:| CPERATIONS AND MAINTENAMNCE BUSIMESS INFORMATION LINK - mikemdo@ombi

Action Edit Query Becord Field Help Window

Annual Data

—
@

< g

LB IR 1T (AT [ [ |

In this example, we have selected Cooperating Association as a filter so that only those type
agreements will be displayed.

Display of the status of the agreement, checked ifterminated. |
Record: 10M 7 [ | o | | =05C=
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Once the “Show Selected” button is clicked, the screen will refresh and only display the
Agreements meeting the criteria specified in the filter.

Display of the status of the agreement, checked ifterminated. |
Record: 1/2 [ | o | | =05C=
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In this example, we have re-set the Agreement Type to “All Types” and are now filtering on the
Organization Name “Texas Equestrian Trail Riders Association” This will limit the display to
specific organizations. Click “Show Selected”.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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As you can see, by filtering on the Organization Name, the display shows all agreements for
that organization, regardless of the type of agreement.

Display of the status of the agreement, checked ifterminated. |
Record: 1/2 [ | o | | =05C=
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In this example, we have re-set the Agreement Type to “All Types” , the Organization To “All
Organizations” and are now filtering on Type of Organization “NonProfit.” This will limit the
display to a specific Type of Organization. Click “Show Selected”.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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By filtering on Non Profit, the list shows those non profit groups that have agreements at the
project site (regardless of Business line). In order to proceed with the update process, we will
re-set the screen one more time to display all agreements.

Display of the status of the agreement, checked ifterminated. |
Record: 1/5 [ | o | | =05C=




|£:| CPERATIONS AND MAINTENAMNCE BUSIMESS INFORMATION LINK - mikemdo@ombi EE

Action Edit Query Becord Field Help Window

erate and ma

LU

LB IR 1T (AT [ [ |

To see more detailed information about any of the agreements or make corrections to the
basic agreement and/or organization information, click on “View/Edit”.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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The following table is for viewing purposes only. Annual
financial data entry is only availahle through the annual
update accessed through the main partnership screen.

ERERENENENENEN AR

A system generated message pops up, but is only partially correct. Annual financial data is
available for viewing only in this screen and cannot be updated/edited. However, the Edit and
Delete capabilities are active. Edits will only be made permanent upon saving. Deletions are
permanent as soon as the delete record button is pressed (Red at top of page).

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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Primary Purpose I ective Terminatecd

In the %iew Edit screens, the user can not edit the FY data in the kottom half of the scr = must be edited through the Annual Updste screens.
Partner Value Miatert Corps Value

» u

In this screen, users can make changes to the “Description”, “Partnership Type”, “Primary
Organization”, “Primary Purpose”, or Co-Partners (note that they are lit up/active). The
effective date may only be changed if the agreement was created during the current update
year (FY12 for this exercise). For example, if the agreement has data for prior fiscal years, then
the effective date may not be changed. The “Terminated” also may not be edited in this
screen. Note that those fields are grayed out for this example. An agreement may be deleted
only if it was created during the current update year, i.e. you can not delete the record shown,
because it was created in FY11l. No changes may be made to any of the FY data in the bottom
half of the screen. Note that they are also grayed out. Changes to the FY data will be
described later in this presentation.
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Project Site: Description

BARDVYELL LAKE Wiater Safety Supplies =
Partriership Type -
Primary Organization Primary Purpose Date Effective Terminatecd

Co-Partners

In the WiewEdit screens, the user can not edit the FY data in the hoftom half of the sereen This must be edited throonb the Annsl | sdate screens .

Fiszal Mumber of “blunteer “dlunteer ‘walue Total Additional Total

Year ‘“wolurteers Hours Rate of Services Corps “alue  Inwestments  Amount
“ 20 ] 1] F20.83 F0 F0 F0 F2a0

2011 F21.36 F0 $i kil
-

»
a ° ° a Yo N adelete a a olde a a a ° D 3 : a

Cd c U C C 2 d dl € C c C U - C O : c dDU - dDDCCc
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Terminatecd

it screens, the user can not edit the FY data in the battam half of th =t be edited through the Annual Update
Partner Value Corps Value

Users can change or edit the “Description” by typing in the box above. If change s are needed
to the “Partnership Type” due to an error in the original data entry, then double click on the
datafield.

FRM-40400: Transaction complete: 1 records applied and saved. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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Primary Purpose

AGREEMENT TYPE DESCRIPTION -7

In the

Eind m cancel

In this example, we will change the “Partnership Type” from a Contributions Program to a
Cooperating Association so you can easily see the differences in the screen.

FRM-40400: Transaction complete: 1 records applied and saved. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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COOPERATING ASSOCIATION

Fritaty Crganization Primary Purpose I fiective Tetrminated

As you can see, the data fields have changed to match the requirements for the Cooperating
Association, i.e. there are two more datafields to complete — “Value of Sales” and “Number of
Paid Staff”; however,

Double click on this datafield to select the type of agreement for this partnership. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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If attempting to change FY data in the bottom half of the screen, a warning message seen
below will appear that the field is protected against update. Updating the FY data will be
discussed later. If you need to change or edit the name of the organization, double click on the

“Primary Organization” datafield.

FRM-40200: Field is protected against update, |
Recard: 11 [ | o | =05C=
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In the *
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[ You can either find a new Organization an the

5 _jl drganization finder to replace the current Organization or

Edit the actual Organization record. Please select your
choice,

This system generated message will appear telling you that you can either find a new

organization (using the Organization finder or wizard) , edit the current organization.

First
let’s look at the Edit function.

Double click on this datafield in order to select or create a primary arganization for this adreement. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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EOY SCOUTS OF AMERICA,

ation Type

In the Edit screen, you can change (correct) the Name of the organization, the Organization
Type, Phone, Description, and Address, but you cannot change the Local or National indicator
buttons or the Parent Organization. That function is reserved for administrators of the system.

Enter Qrganization Name (60 Characters) |
Recard: 11 [ | o | =05C=




Description

To update (correct) the Name (see *Note below), Phone, or Description, just click on those
datafields and type in the correct data. If you need to change the Organization Type, then
double click on that datafield to view the pick list shown above. Then select the correct
description. To update the Address, click on Address to bring up that screen.

*NOTE — Do not use this function to change the Name of the Organization to a different
Organization. This function is only to correct spelling errors, etc. The process to select a
different Organization, or create a new one, will be explained in the next few slides.

Choices in list: 9
Recard: 11 ... | Listofvalu.. =05C=
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In the Address screen, edit any of the datafields as needed, then click on the “Exit” door.

Enter street informmation or first lineg of address. (60 Characters) |
Recard: 11 [ | o | | =05C=
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Cnletione! Partner i etion sl Busiiess:

When you exit the Address screen, you are returned to the Edit Name screen. We don’t want
to edit the name, but we do want to select a different organization (by name), so Exit this
screen.

Click to adiedit Address for this Organization |
Recard: 11 [ | o | =05C=
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it screens, the user can not edit the FY data in the battam half of th

=t be edited through the Annual Update
Partner Value Corps Value

Total
Partner “walue

This takes you back to the View/Edit screen. If you don’t need to edit the Primary
Organization, but instead need to change it to another entity (because of previous error, i.e.

the wrong organization is listed for the agreement), then double click on the Primary
Organization datafield once again.

Double click on this datafield to select the type of agreement for this partnership. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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Pritary ation Primary ose Jate Effective Terminatecd
BOY SCOUTS GF AMERICA Eduaon

Co-Partners

Howe weould you like to change the Qrganization ooororirrirorrirrirrierieiee,

[ You can either find a new Organization an the

: _JI Qrganization finder to replace the current Grganization or
Edit the actual Organization record. Please select your
chaoice.

In order to change the organization selection (to one either existing in the system already or to
create a new one) you would click on the “Find” button. This would take you to the
Organization Wizard which will be discussed in length later in the presentation, so keep that in
mind until we get to that section. For now we will click on “Cancel” in order to proceed with
the exercise.
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To change the “Primary Purpose”, double click on the datafield.

Double click on this datafield in order to select or create a primary arganization for this adreement.
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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This List of Values will pop-up and allow you to make the proper selection.

Choices in list: 5 |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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ERSHIFP AGREEMENTS
Site

Fritaty Crganization Primary Purpose b 1 Tetrminated

ECY SCOLITS OF AMERICA Educston

Co-Partners h

You can also add Co-Partners to the agreement by clicking on the Co-Partner button located
right under the Primary organization.

Double click on this datafield in order to select or create a primary arganization for this adreement.
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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ARTHMERSHIP AGREEMENTS

Primary Purpose Tetrminated

A pop-up screen appears that provides the capability to add Co-Partners to the agreement. If
you double click on the first line, it will launch the Organization Wizard that allows you to
either select an existing organization or add a new organization. This wizard will be discussed
later in this presentation. While the screen only shows 5 lines, if you have more than 5 Co-

Partners, all you have to do is click on the Green + in order to add additional entries. Click on
“Close” for now.
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Inthe * =, the an not edit the FY data in the bottom half of th =n. Thiz must be edited through the Annual Upd
Partner Value N Corps Value

You have made changes to this entry.
A Wiould yau like to save your changes?

When you Exit the “View/Edit” screen, the system warning will notify you that changes have
been made and you should only select Yes if you are certain you want to keep the changes.
Since this was just an exercise, we will click “NO”.

Selectthe primary purpose for this patnership agreement. |
Recard: 11 [ | .. | Listofwalu.. | | =05C=
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Test for ES

LB IR 1T (AT [ [ |

Test

When you exit the “View/Edit” screen, you will be returned to Project Partnership Agreements
screen.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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If you discover that you need to add a new agreement, simply Click on the “Create New”
button.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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WHAT - Basics of the Parnership Agreement

; Partnership Agreement Tva‘ Partnership Agreement Type Description

Primary Purpose Pritvary Purpose Description

Descrigtion

This is the first of several screens that must be completed in order to add a new Agreement to
the Project Site. We will start with the WHAT form by clicking on the data field “Partnership

Agreement Type”.

_Record: 1/1
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- CHALLEMGE PARTHERSHIP
- COMTRIBUTIONS PROGRAM
- COOPERATING ASSOCIATION
i ¢ ACT PARTHMERSHIP
- HAMDSHAKE CHALLEMGE PARTHNERSHIP

- MEMORARNDUR OF UNMDERST ARDIMNGMMEMORAMDUM OF AGREEM +
| b

Partnetrship Agreement Type Description

Primary Purpose Pritvary Purpose Description

Descrigtion

This will display a list of the seven types of Partnership Agreements that are available for
selection. For this exercise, we will select “Economy Act_Partnership”.
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WHAT - Basics of the Parnership Agreement

Partnership Agreement Type Partnership Agreement Type Description /
|ECA. .. ECONOMY_&CT. PARTHERSHEE

Adreements for setvices andfior supplies with ather federal agencies. Congress autharized | =

governiment agencies to enter into agreements for goods and setvices when it iz in the best
interests of each agency and cost savings will result. Thiz kind of agreement reqguires a
determinations and findings approval form that documents verification and spproval of legal
Pritmary Purpose

Primary Purpoze Descrigtion

Descrigtion

Once the Partnership Agreement Type has been selected, the description box to the right will

auto-populate with a pre-formatted description that cannot be changed by the user. Now
Click on the datafield below Primary Purpose.
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WHAT - Basics of the Parnership Agreement

Partnetrship Agreement Type

Partnetrship Agreement Type Description
[

] Adreements for setvices andfior supplies with ather federal agencies. Congress autharized | =
PED _ EDUCATION governiment agencies to enter into agreements for goods and setvices when it iz in the best
PEM - ENWIROMMENTAL STEWARDZHP interests of each agency and cost savings will result. This kind of agreement reguires &
PHZ - HEALTH AND SAFETY determinations and findings approval form that documents verification and spproval of legal
Pl - MILITARY

PRD - RECREATION Primary Purpoze Descrigtion

Descrigtion

This will display the five broad categories available for selection under Primary Purpose. For
this example we will use Environmental Stewardship.
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WHAT - Basics of the Parnership Agreement

Partnetrship Agreement Type

Partnetrship Agreement Type Description

|EC.& - ECOMOMY ACT PARTMERSHIP

Pritmary Purpose

Adreements for setvices andfior supplies with ather federal agencies. Congress autharized | =
governiment agencies to enter into agreements for goods and setvices when it iz in the best
interests of each agency and cost savings will result. Thiz kind of agreement reqguires a ==

|F‘FN . EBAIROMMWERT.AL STEMANARDSHE

Descrigtion

determinations and findings approval form that documents verification and approseal of legal | -
Primary Purpoze Descrigtion

A partnerzhip agreement, formal or informal, entered irto for the benefit of project =
environmental stewardship activities.

-

Once the Primary Purpose has been selected, the description box to the right will auto-
populate with a pre-formatted description that cannot be changed by the user.
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WHAT - Basics of the Parnership Agreement

Partnership Agreement Type Partnership Agreement Type Description

|EC.&..=..ECDNDMKMIP;&RTNERSHLP Adreements for setvices andfior supplies with ather federal agencies. Congress autharized | =
governiment agencies to enter into agreements for goods and setvices when it iz in the best
interests of each agency and cost savings will result. Thiz kind of agreement reqguires a
determinations and findings approval form that documents verification and spproval of legal

Primary Purpose Pritvary Purpose Description

|PEN - EMVIROMMEMTAL STEWARDEHP A partnerzhip agreement, formal or informal, entered irto for the benefit of project
environmental stewardship activities.

De=cription /
Test of System

Next is the Description box, where the user gives a detailed explanation of the purpose of the
agreement. This is limited to 255 characters, so be concise. Click “Next”.
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WWHEMN - Time Feriod of the Partnership

Date Effective QEmm—

On the WHEN screen, you simply provide the Effective Date for the agreement by either
double clicking on the datafield, which will bring up a calendar, or by typing the date in the
correct format — dd-mon-yyyy.

Enter the date the current agreement became e

_Record: 1/1 | | | List of*falu...
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WWHEMN - Time Feriod of the Partnership

ilil August 2010

Date Effective

_ Sun ([Mon Tue Wed Thu | Fri | Sat
1|2 |3 |4 | 5 |E |?

B

5 |9 |10 |11 [12 |13 |14
|

|

s |16 [17 |18 |19 |20 |21
22 |23 |24 |25 |26 |27 |28

BE

Cancel

With the calendar function, you simply select the date you want and then click “OK".

Go forward one maonth.
_Record: 111 [
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WWHEMN - Time Feriod of the Partnership

Date Effective

31 -AUG-2010

When you click OK on the Calendar (previous screen), the date will auto-populate the
datafield. Once the date has been entered correctly, simply Click “Next”.

Enter the date the current agreement became e

_Record: 1/1 | | | List of*falu...
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WHO - Organizations of the Partnership

YWho is the Primary Organization ?

LIp to 5 secondary organizations that are
Co-Partners may be added below

The WHO screen is the first step in selecting a Primary Organization, by name. Simply “double
Click” on the datafield and it will bring up another screen where you will either select an
existing organization or add a new one.

_Record: 1/1
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Type of Organizstion Search Resultz

 Yes |E BT SElECTED = 2678

Fitter on Mational Organizations?  Mational Organizations

® Mo  Yes | = HGT SELECTED = 2678

Fitter on State? States

® Mo  Yes | = NGTI BELECTED = 2678

Has Partnership at Project Site?  Project Site
® ho  Yes BARDWWELL LAKE 2673

Total number of Organizations that will be returned by above selections: 2676
Organizations

Load List === | Uze This One

Recomendstion

[Esy Crgamzation

This is the Organization Wizard (which was mentioned earlier when we discussed changing the
organization within an agreement or entering Co-partners to an agreement) is a search engine
with filters used to find existing Organizations (partners). if the one you are looking for does

not exist, you may create a new one. In this example we are going to search for the US Fish &
Wildlife Service.
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Fitter on Organization Type'? Type of Organizstion

- EDUCATIONAL INSTITUTIONS (SCHOOLS, UMWERSITI
) - FEDERAL AGEMCY (OTHER THAN THE CORPE)
- LoZAL GOVERMMENTAL AGEMCY
- MON-PROFIT
- OTHER
A0 - RELIGIOUS AFFILIATICN
- STATE AGEMCY
Has P = MNOT SELECTED =

8 Mo " Yes

Search Resultz

BARCWELL LAKE

Total number of Organizations that will be returned by above selections: |0
Organizations
Py
Load List === | | Uze This One
Recomendation

1. %ou =elected to use organization type but did not choose from the type list. =l [Hevwy Ergamnizatian
2. Selecting Mational Organization first will et Organization Type for you.

3. If Organization has a National Parent Organization please use the Mational List.
A Ttata is rammnivad if o weart ta crasta an Crsaniratinn

Cancel

So first we will filter on Federal Agency (Other than the Corps) by clicking the “Yes” radio
button for “Filter on Organization Type?”. You will notice that once you make a selection,
there are comments that auto-populate in the “Recommendation” box. These comments

will change as you make changes to your filters. These are important notes about what to
do in different circumstances, so read them carefully.

_Record: 171 |
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Action Edit Query Record Field Help Windou

Fitter on Organization Type'? Type of Organizstion Search Resultz

Mo w Yes ||34 h

Fitter on Mational Organizations?  Mational Organizations

® ho . YEN: NOT SELECTED »
Fitter on State? ates

® Mo © Yes | = NGTI BELECTED =

Has Partnership at Project Site?  Project Site

® o  Wes [BARDIWELL LAKE

Total number of Organizations that will be returned by above selections: 53
Organizations

Load List === | Uze This One

Recomendstion

1. If Organization has & National Parent Crganization please use the Mational List. |-
2. State iz required if you wwant to create an Organization. ==
3. ou may get better choices if you select a state.

-

A Cracta e wvehan Craanirastinns ara nedt coanfirmacd a0 nead ot wear prmiact sta

[Esy Crgamzation

Cancel

When you select a Type of Organization, then the Search results display 64 Search Results for
the type you specified. In this case, it shows there are 64 Federal Agencies (Other than the

Corps) listed in the system. Next click the “Yes” radio button for “Filter on National
Organizations?”

_Record: 111 | |
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Action Edit Query BEecord Field Help ‘Window

RN

Fitter on Organization Type'? Type of Organizstion Search Resultz

r (i [s] ) e |F|=n - FEOER &L aGERCY (O THER THARK THE
UNITED STATES POWER SQUADRONS -

Fiter on M | o 05T GUARD AUKILARY

SV | 1= FisH AND WILDLIFE SERYICE

US GEOLOGICAL SURVEY

WA TCHABLE WILDLIFE INCORPORATED

WILDERNESS INQUIRY, INC.

Ha Partnt "ILDLIFE HABITAT COUNCIL

@ P = MNOT SELECTED =

Fitter on =
8 g

Total number of Organizations that will be returned by above selections: 16

Organizations

Load List === | Uze This One
Recomendstion

1. State iz required if you want to create an Organization, = [ Es EranEEtion
2. %'ou may get better choices if you select a state.
3. Create new wwhen Organizations are not confirmed as used at your project site.

Cancel

After filtering on National Organizations, we look specifically for US Fish & Wildlife Service.
Under Search Results, it now shows there are 16 possible matches and please note that the
comments in the “Recommendation” box have changed accordingly.

_Record: 1/1
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Action Edit Query Record Field Help Windou

Fitter on Qrganization Type? PR PUERTC RICO Search Reszults
M @ e Rl RHODE ISLAND

SC S0UTH CARCLIMA
Fitter on Mational Cro@nizations? | soosouTH DaKOTA

T Ma W es Tr TEMMESSEE

i i
Fiter on State? UM L. 5. MINOR OUTLYING ISLANDS

£ Moy ® Yes UT UT&H

Has Partnership at Project Site?  Project Site
b " Yes |EEARD'I.-“-JELL LAKE

Total number of Organizations that will be returned by above selections: |0

Organizations

Load List === | / | Use This One

Recomendstion

1. ¥ou zelected to uze State but did not chooze from the list, = [ Es EranEEtion
2. Create newy when Organizations are not confirmed as uzed at your project site.
3. ou may want to modify selections and retry Load List.

A e e veart b crasta & mee mrcaniration if cecaniration is med foooned

Cancel

Since Bardwell Lake is in Texas, we will now click the “Yes” radio button to Filter on State? And
select Texas. As shown, there are currently no matches in Texas for US Fish & Wildlife Service.
Again, note the changes in the “Recommendation” box comments.

]
_Record: 111 =08C= ‘
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Action Edit Query Record Field Help Windou

Fitter on Organization Type'? Type of Organizstion Search Resultz

o W ez |FED - FEDERAL AGEMCY (OTHER THAR THE ... |54

Fitter on Mational Organizations?  Mational Organizations

Mo W es | LIS FISH AND YWILOLIFE SERVICE

Fiter on State’? States
Mo ® ‘Yes |TX TEXAS

Has Partnership at Project Site?  Project Site

" Mo \lBARDWELL LAKE

Total number of Organizations that will be returned by above selections: |0

Organizations

Load List === | Uze This One

Recomendstion

1. %ou may want to modify selections and retry Load List. =l Mewy Organization \

2. %'ou may wwant to creste a new arganization if organization is not found.

-

Cancel

Now we check the “Yes” button for the “Has Partnership at Project Site?” Because there are no
matches to our filters, the “New Organization” button has now become activated. Based on
the results of our search, we know there is no match at this project site, so click the “New
Organization” button.

_Record: 111 | |
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Field Help

Fitter on Organization Type'? Type of Organizstion Search Resultz Organization Type
" Mo W e |FED - FEDERAL AGEMCY (OTHER THAR THE .. |E4 |FEDERAL AGEMCY [OTHER THARM THE CORPS)

Fitter on Mational Organizations?  Mational Organizations Mational Parent Organization

Mo ® es | US FISH AND WILDLIFE SERVICE LS Fish and Wildife Service

Fitter on State? States City State Fip Zip-Ext
Mo ® Yes [T TEXAS | o |

Has Partnership at Project Site?  Project Site Street Address 1

" ho ® ves BARDWWELL LAKE |

Street Address 2
Total number of Organizations that will be returned by above selections: |ll |

Organizations Crganization Mame

Load List === Uze This One |

Recomendstion Organization Description

1. %ou may want to modify selections and retry Load List.
2. %'ou may wwant to creste a new arganization if organization is not found.

Use Ahove Clear &bove
Cancel

When you click the “New Organization” button, a right hand side screen opens up to reveal
the datafields necessary to create a new Organization listing.
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Action Edit Query Record Field Help Windou

Fitter on Organization Type'? Type of Organizstion Search Resultz

Organization Type

o W ez |FED - FEDERAL AGEMCY (OTHER THAR THE ... |54

Fitter on Mational Organizations?  Mational Organizations

|FEDER.&L AGEMCY [OTHER THAM THE CORPS)

Mational Parent Organization

Mo W es | LIS FISH AND YWILOLIFE SERVICE

Fitter on State? States

|LIS Fizh and Wildlife Service

City

State Zip Fip-Ext

Mo ® ‘Yes |TX TEXAS

Has Partnership at Project Site?  Project Site

|Ennis

Street Address 1

Mo ® es [BARDIWELL LAKE

Street Address 2

Total number of Organizations that will be returned by above selections: |ll

Organizations

Load List === | Uze This One

Recomendstion

1. %ou may want to modify selections and retry Load List. =l Mewy Organization
2. %'ou may wwant to creste a new arganization if organization is not found.

-

Cancel

Organization Mame

|LIS Fizh and Wildlife Service

Organization Description

Federal Agency, local office

Use Ahove

Clear &bove

Simply fill in the applicable datafields (the colored fields must be completed in order to
complete the process). If you make a mistake, or realize you are using the wrong organization,
just click the “Clear Above” button and you can start over. Once you have the correct data
entered, click on the “Use Above” button to accept this organization.

Enter the description for the organization (255 Characters)
_Record: 111 [ o | | <05C=
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Action Edit Query BEecord Field Help ‘Window

[ B | [ B € 4 b B[
"z \WIZARD

WWHO - Organizations of the Partnership

YWho is the Primary Organization ?

LIS Fish and Wildlife Service

LIp to 5 secondary organizations that are
Co-Partners may be added below /

This automatically takes you back to the Primary Organization screen, and populates the
datafield with the organization you created. If there are Co-Partners, they can be added now
by double clicking on the yellow/green line and going through the same process you used for
the Primary Organization. Click “Next” to proceed to the next screen.

_Record: 111 [ o | | <05C= ‘
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Action Edit Query BEecord Field Help ‘Window

(& B [ 59FiE 4 4 » B | =352

e viZARD

[ Completed Reguired on WWHAT

== Back [ Completed Reguired on WYWHEN

== Back v Completed Reguired on WHO

This is a final step in creating the new Agreement, so if you decide you have made an error,
simply click on the “Cancel” button and it will abort and take you back to the opening screen.

In this case, we will click on “Create” which accepts this new agreement that has just been
finished.

_Record: 1/1
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Action Edit Query BEecord Field Help ‘Window

(B (58 4 4 0 P [eded ?

V2

== Back ECDmpleted Reguired on WHAT

== Back IECDmpIeted Reguired on YWHERN

== Back ECDmpIe{ed Reguired on WWHO

Create Another Agreerment

Would you like to create another agreement?

The system will now allow you to create another agreement if you need to do so. In this
example we do want to create another agreement, so click on “Yes”.

_Record: 071



| £ CPERATIONS AND MAINTEMAMNCE BUSINESS INFORMATION LINK - mikemdo@ombil

ership agreemerts. They are partially |

This will take you back to the WHAT screen of the “Create New Agreement” process.
Handshake Partnership is already selected as the Agreement Type and Recreation as the
Primary Purpose, and a purpose entered. Click “Next” to proceed.

Descriptive text for pannership agreement specifics. (265 Characters) |
Recard: 11 [ | o | | =05C=
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Action Edit Query Record Field Help Windou

WWHEMN - Time Feriod of the Partnership

Date Effective

As before, select the appropriate Effective Date of the agreement, then click “Next”.

Enter the date the current agreement became effective
_Record: 1/1
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wtion Edit Query Becord Eield Help Wi

RN
R wiZARD

WWHO - Organizations of the Partnership

YWho is the Primary Organization ? i

LIp to 5 secondary organizations that are
Co-Partners may be added below

Cancel

“

As before, you need to double click on the “Primary Organization” line.

_Record: 1/1
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Action Edit Query Record Field Help Windou

Fitter on Organization Type'? Type of Organizstion Search Resultz
" Mo ® Yes PO - MON-PROFIT 575

Fitter on Mational Organizations?  Mational Organizations

Mo W Yes |BOY SCOUTS OF AMERICA, NATIONAL COUNCIL = |

Fitter on State? States
T 1o ® ves T TEXAS M

Has Partnership at Project Site?  Project Site
b " Yes |EEARD'I.-“-JELL LAKE

\ Total number of Organizations that will be returned by above selections: |3 t

Organizations

Load List === BCYY SCOUTS OF AMERICA,

Recomendstion

1. Creste nesw when Organizations are not confirmed as used at your project site. = Mew: Organization

In this example, | have already selected as filters, the Type of Organization of Non-Profit, the
National Organization of Boy Scouts of America, National Council, and Texas for State. Then |
clicked on the “Load List” button and it displays the three possible matches in the dropdown
list.

_Record: 1/1
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Action Edit Querny Field Help i

Fitter on Organization Type'? Type of Organizstion Search Resultz

" Mo ® Yes PO - MON-PROFIT -] 574

Fitter on Mational Organizations?  Mational Organizations

Mo W Yes |BOY SCOUTS OF AMERICA, NATIONAL COUNCIL = |

Fitter on State? States
T 1o ® ves T TEXAS M

Has Partnership at Project Site?  Project Site
b " Yes |EEARD'I.-“-JELL LAKE

Total number of Organizations that will be returned by above selections: |3

Organizations

oy SCOUTS OF AMERICA, Uze This One
BOY SCOUTS OF AMERICA, ME TEXAS & SE OKLAHOMA TRAILS COLMCIL
BoY SCOUTS OF AMERICA, SHERMAR CCUMCIL

1. Cre Mewy Organization

There are three possible matches, and for this example, we want the first one so, simply click
on it.

_Record: 1/1
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Action Edit Query Eecord Field
7T W |1 5y B

RO

Fitter on Organization Type'?
" Ma W as

Fitter on Mational Organizations?
T Ma W es

Fitter on State?

T pa w e

Has Partnership at Project Site?
b " Yes

Help ¥

Search Resultz
575

Type of Organizstion

v

[MPO - MON-PROFIT

Mational Organizations

|EFOY SCOUTS OF AMERICS, MATIOMAL COUMCIL Yl

States
| TX TEXAS

|

Project Site
BARDWWELL LAKE

Total number of Organizations that will be returned by above selections: |3

Load List ===

Recomendstion

Organizations

EFOY SCOUTS OF AMERICA

v

Lize This One K

1. Create newy when Organizations are not confirmed as uzed at your project site. |-

Mesy Organization

-

Since this is the organization we want to use in this example of a new Agreement, simply click
on the “Use This One” button.




g OPERATIONS AND MAINTEMANCE BUSINESS INFORMATION LIMK - mikemdo@ombilt
Action  Edit @ r REecord Field Help Window

(& B 5 4 4 » B | &

Fitter on Organization Type'? Type of Organizstion Search Resultz Organization Type

" No ® Yes [MPO - NOM-PROFIT - 574 IMON-PROFIT

Fitter on Mational Organizations?  Mational Organizations Mational Parent Organization

LT i es |EFOY SCOUTS OF AMERICA, MATICRAL COUMCIL v| |E=c'~_.f scouts of America, Mational Counci

Fitter on State? States City State Fip
" ho ® Yes |TX TEXAS - | ] |

Has Partnership at Project Site?  Project Site Street Address 1
® ho  Yes BARDWWELL LAKE |

Street Address 2
Total number of Organizations that will be returned by above selections: |3 |

Organizations Crganization Mame
Load List === BOY SCOUTS OF AMERICA, v| |EHC.‘l‘rr SCOUTS OF AMERICA,

Recomendstion Organization Description

1. Creste nesw when Organizations are not confirmed as used at your project site. = Mew: Organization

Use Ahove Clear &bove

The pertinent information about this organization now appears on the right hand side of the
screen. Since that is the one we want, click on the “Use Above” button.
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Action Edit Query Record Field Help Windou

WWHO - Organizations of the Partnership

YWho is the Primary Organization ?

ECY SCOUTS OF AMERICA,

LIp to 5 secondary organizations that are
Co-Partners may be added below

Cancel == Back 1 Mext ==

As before, this takes you back to the Primary Organization screen and auto-populates the
datafield. Click “Next”.

_Record: 1/1
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Action Edit Query Record Field Help Windou

== Back [ Completed Reguired on WYWHEN

== Back v Completed Reguired on WHO

Once again we are back at the final screen for creating a new Agreement. Click on the
“Create” button.

_Record: 1/1
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Action Edit Query BEecord Field Help ‘Window

(B (58 4 4 0 P [eded ?

V2

== Back ECDmpleted Reguired on WHAT

== Back IECDmpIeted Reguired on YWHERN

== Back ECDmpIe{ed Reguired on WWHO

Create Another Agreerment

Would you like to create another agreement?

The system continues to give you opportunities to create new Agreements until you tell it that
you don’t need another one. Click “No”.

_Record: 071
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Action Edit Query Becord Field Help Window
I T T I T S
"8 PARTNERSHIP AGREEMENTS

erate and ma

LU

LB IR 1T (AT [ [ |

The system returns you to the opening screen of the Wizard and as you can see, the two
new agreements we created, one with the US Fish & Wildlife and one with the Boy
Scouts are now displayed.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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Action Edit Query Becord Field Help Window

erate and ma

LU

LB IR 1T (AT [ [ |

Some might think that because you have now entered all of the Partnerships /Agreements,
that you are through with the update; however, if you click on the “Exit” door...

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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Action Edit Query Becord Field Help Window
[ (G 5360 €4 4 » B |

Terminated

2 operate and ma

allationd 158

. You must proceed to the Annual Data to update the
- _JI financial information for each agreement. This can be
done until 20-JUN-12. [t must be completed in order to
be 100% complete with the update.

ERERENENENENEN AR

You will receive this System Message letting you know you still have to go through the “Annual
Data” in order to complete the update process, so click on “OK”. This message says the update
can be done only until 30 June 2012; however, that is just for training purposes and the actual

date (usually the end of Oct of the update year) will be shown during the live update.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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You will be taken back to the Switchboard, where you can exit the system and come back later
or simply Click on the Launch button again to start the Partnership Annual Update data entry.

Recard: 11 [ | | =05C= J
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Action Edit Query Becord Field Help Window
I T T I T S
"8 PARTNERSHIP AGREEMENTS

erate and ma

LU

LB IR 1T (AT [ [ |

This will take you back into the Partnership wizard and at this point we are ready to begin the
update of Annual Data, so click on the “Annual Data” button.

Display of the status of the agreement, checked ifterminated. |
Record: 1/? [ | o | | =05C=
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Action Edit Query Eecord Field Help Window

RN
ok ANNUAL UPDATE

Fizcal Year
=Select fizcal years= '1<

Begin by selecting a Fiscal Year. Click on <Select fiscal year>.




We are updating data for FY 2012, so simply select 2012 from the dropdown list and then click

“Start”. You will only be able to update data for the report FY. All other fiscal year data is
locked and any changes to prior years must be requested through the District POC.

Selectthe appropriate fiscal year. Only data for the current reparing FY may be updated. All others will be locked dovwn and any changes to prior years will have to be requested throuah the District POC, |
Recard: 11 [ | o | | =05C=
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Mo Activity Terminated

[ [
[ [
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[ [
[ I
[ [
[ [
[ I
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This screen displays all of the Partnerships currently listed at the Project Site; however, some
of them may not have had any activity during the report FY, so you can eliminate them from
the update process by clicking on the “No Activity” box located at the end of each Agreement.
There is also a column labeled “Terminated” so if any of the agreements have been
terminated, i.e. there will never be any more activity under that agreement, then check that
box. Note the scroll bar to the left. If you have more agreements than will display on one
page, you will need to scroll down to see the remainder.

The name of the primary organization responsible for this patnership agreement. |
Record: 1/8 [ | o | | =05C=
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Action Edit Query Becord Field Help Window

CHECK ALL PARTNERSHIPS WITH NO-ACTIVITY THIS FY

Terminated

1000
I [ (T I NN

=/ (=) [

In this example, we marked one of the agreements as having No Activity during this report FY.
So to proceed to the update, Click “Next”.

Check the box beside each agreement that had no activity during this fiscal year. |
Record: 5/8 [ | o | | =05C=
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Action Edit Query Becord Field Help Window

CHECK ALL PARTNERSHIPS WITH NO-ACTIVITY THIS FY

Terminated

IO SO

‘rotection A,

R BB HEE RS el e el e e T e e e e e e e e e e e e T e e e

Flease review the agreements. If you need maore than
what is listed, click the create buttan.

A system message once again gives you another chance to Create a New Agreement if you
notice that one is missing. Click the “OK” button.

Check the box beside each agreement that had no activity during this fiscal year. |
Recard: 0/ [ | o | | =05C=
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ACTIVE PARTHERSHIPS

Organization

GUAD CITY CYE

The screen refreshes to display only Active Agreements that are active for the report FY.
If you now see that an Agreement is missing, simply click the “Create” button and it will

take you back through the creation process. Since we aren’t missing any, we will proceed
by clicking the “Next” button to begin the data update process.

The name of the primary organization responsible for this patnership agreement. |
Record: 1/7 [ | o | | =05C=
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Action Edit Query Record Eield Help Window
&) a4 «» btz 2 NOTE! This page has been compressed to fit on the screen. In

the actual OMBIL program, you will have to use the Scroll bar
across the bottom to see all of the datafields.

r1r| ation Description
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/ HEXT? |

|

Each type of agreement will be displayed on a separate screen and the process starts with
Cooperating Association. All of the Cooperating Association Agreements that are active during
the report FY will be displayed here. All the user needs to do is Update the Values for each
agreement.

The narme ofthe prirmary organization responsible farthis patnership agreement, |
Record: 11 [ o | | =08C=
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Action Edit Query Becord Field Help Window
=T T T I T S = B
g8 ANNUAL UPDATE
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MEXT>» |

In this example, we have used the scroll bar across the bottom and all of the datafields have
now been completed. For all of the update screens, the “Volunteer Rate” is pre-set and the
“Value of Services”, “Total Partner Value”, and “Total Amount” are all calculated by the system
and cannot be changed by the user. Click “Next” to continue the update.

Enter the Caorps materials and eguipment this fiscal vear |
Recard: 11 [ | o | | =05C=
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Action Edit Query Becord Field Help Window
I Pl EBE 4 4> Pl ?

NOTE! This page has been compressed to fit on the screen. In the
actual OMBIL program, you will have to use the Scroll bar across the
bottom to see all of the datafields.

CHALLENGE PARTNERSHIP h

Crganization Dezcription
R 1 AN NS N 00—
I 1 AN N N

I ) N IR S 1
lilil—l—l—l—l—l—/

i

HEXT>> |

All of the Challenge Partnership Agreements that are active during the report FY will now be
displayed here. All the user needs to do is update the Numbers for each agreement and then
Click “Next”. For this exercise, we have filled in all of the datafields. Remember the scroll bar
on the left and at the bottom. Click “Next”.

Enter the total daollar value, over and above the ariginal contributions by the project and its partner for this agreement, far this FY. For example, the initial investment ma |
Recard: 111 = o | | =05C-
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dit Query Becord Field Help ‘Window

. .
NOTE! This page has been compressed to fit on the screen. In the

actual OMBIL program, you will have to use the Scroll bar across
the bottom to see all of the datafields.

Corps Value
rm
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All of the MOUs and MOAs that are active during the report FY will now be displayed. All the
user needs to do is update the numbers for each agreement. For this exercise, we have filled
in all of the datafields. Remember the scroll bar on the left and at the bottom. Click “Next”.

FRM-41081: You cannot create recards here. \
Recaord: 111 I o | =05C=
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Action Edit Guery Record EField Help Window
S R R N = R

: :

w NOTE! This page has been compressed to fit on the screen.

In the actual OMBIL program, you will have to use the Scroll
bar across the bottom to see all of the datafields.

art \f’alue

rrrrrr

- elbert |m--—-___--
I I ) [ I I B ) .

All of the Contributions Program Partnerships that are active during the report FY will now be
displayed. Again, all the user needs to do is update the Numbers for each agreement and then
Click “Next”. For this exercise, we have filled in all of the datafields. Remember the scroll bar
on the left and on the bottom. Click “Next”.

Enter the nurmber of volunteers that the partnership provided this fiscal vear |
Record: 141 = o | | =05C=
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Action Edit GQuery Eecord Eield Help Window
B S T R I I I == B
fem ANNUAL UPDATE

NOTE! This page has been compressed to fit on the screen. In
the actual OMBIL program, you will have to use the Scroll bar
across the bottom to see all of the datafields.
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All of the Handshake Partnerships that are active during the report FY will now be displayed.
All the user needs to do is update the numbers for each agreement. For this exercise, we have
filled in all of the data fields. Remember the scroll bar on the left and at the bottom. Click
“Next”.

Enterthe Corps matetials and equiprment this fiscal vear |
Record: 111 = o | | =05C=
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All of the Economy Act Partnerships that are active during the report FY will now be displayed.
All the user needs to do is update the Numbers for each agreement. For this exercise, we have
filled in all of the datafields. Remember the scroll bar on the left. NOTE: This screen is not

compressed as the others have been for display as this screen has less datafields so it fits.
Click “Next”.

Enter the Caorps materials and eguipment this fiscal vear |
Recard: 11 [ | o | | =05C=
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All of the Cooperative Agreement Partnerships that are active during the report FY will be
displayed here. All the user needs to do is update the Numbers for each agreement. For this
exercise, we have filled in all of the datafields. Remember the scroll bar on the left and across
the bottom. Click “Next”.

Enter the Corps materials and equipment this fiscal year |
Recard: 111 = o | | =08C=
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Congratulation you are finished!! Assuming you have completed all of the datafields for all of
the agreements, you are through with the update of the Partnership Agreements data. Click
ll%".

Enter the Caorps materials and eguipment this fiscal vear |
Recard: 0/ [ | o | | =05C=
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‘ You are now exiting the Parnership Agreements annual
update form.
You may re-enter and make changes at any time
hetween 01-JAN-12 and 30-JUN-12.

A final system message says you are exiting the program and you may re-enter it and make
changes only during the specified period (dates shown are for training only and will be
different for the actual update). After that update period, the system will be locked and any
changes must be requested through the appropriate District POC. Click “OK”".

Enter the Caorps materials and eguipment this fiscal vear |
Recard: 0/ [ | o | | =05C=
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Once you are back at the Switchboard, you may re-enter the Partnership Agreements wizard
to make any last minute changes, Exit the system or continue on with another update.

Record: 1/1 [ | <05C= J!
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