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Using the Award Management System 

This document describes how to create an account for the for the Government Finance Officers 

Association (GFOA) Award Management System (AMS), access and submit an application and fee 

payments for the Certificate of Achievement for Excellence in Financial Reporting (COA) Program, and 

how to navigate the Laserfiche repository to view documents related to the COA. 

 

This document describes: 

 Creating an AMS Account 

 Accessing the COA Application 

o Logging into Laserfiche Forms 

 Submitting the COA Application 

o Completing the Application 

 Submitting Payment 

 Answering Questions from GFOA 

 Navigating the Repository 
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Creating an AMS Account 

Please note that the AMS is organization-based, not member-based like the GFOA membership system. 

Only one registration per organization is accepted. Sign-on credentials are issued to the organization 

and will be associated with the email address you provide in this registration.  You may update this 

information at any time by contacting coaprogram@gfoa.org. 

 

To create an AMS account, log in to https://estore.gfoa.org/imis15/CoaAWARD with your personal 

GFOA  username. This is the only time you will use your personal GFOA username. You will only need to 

create an AMS account the first time you submit a COA application.  

 

Upon login, you will be presented with a data confirmation form that will ask you to confirm your email 

address, your company’s information and membership status.   

 

If any information is incorrect, please close the form and contact membership@gfoa.org to have it 

corrected.  If all is correct, click the green bar at the bottom of the screen and submit. 

After submission, you will receive an email with a temporary password. Change your password 

immediately.   

 

mailto:coaprogram@gfoa.org
https://estore.gfoa.org/imis15/CoaAWARD
mailto:membership@gfoa.org
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NOTE: If instead of the data confirmation form you receive a notification like the one below, this means 

that your government is already registered. You can skip this step and go directly to Accessing the AMS 

below. Contact the email address below or go to https://www.gfoa.org/submit-an-application-or-

request-an-extension-for-the-coa-program for login instructions.  

 

An account has already been created for your organization's IMIS ID.  

For more information, please contact the AMS staff at ams@gfoa.org 

 

Accessing the AMS 

You will access the AMS to file extension requests, submit COA applications, and respond to inquiries 

from GFOA staff.  

To access the AMS, perform the following steps: 

1. Enter following link into your browser to access the AMS submission portal: 

https://lf.gfoa.org/Forms 

 

The log in form appears: 

 
 

2. In the User name box, enter your government’s GFOA member ID number (NOT your personal 

GFOA member ID.)  You can find this number on the comments document you received from a 

prior year award. 

https://www.gfoa.org/submit-an-application-or-request-an-extension-for-the-coa-program
https://www.gfoa.org/submit-an-application-or-request-an-extension-for-the-coa-program
mailto:ams@gfoa.org
https://lf.gfoa.org/Forms


Page 6 of 31 
 

3. In the Password box, enter your password. If you do not remember your password, click “forgot 

password?” and a password reset link will be sent. 

4. If you are using a public computer, select the This is a public computer box. 

Note: Do not select I have an MFA code. 

5. Select Sign In. 

Your inbox appears: 

 

 

 

 

Submitting the COA Application 

The COA application collects information required by GFOA to process your application, including 

information about your organization, auditors, and specific budgetary disclosure questions. If any 

information is missing or incomplete, you will receive an email with details about the information that is 

missing information and how to submit it.  

Completing the Application 

This section describes how to complete a COA application. All fields on the COA application marked with 

an asterisk are required. 

Completing the Government Information Section 

To complete the government information section, perform the following steps: 

1. Log in to the AMS as noted in the Accessing the AMS section above 

2. In the top navigation bar, select Start Process.  Information similar to the following appears: 
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3. Next to COA Application, select Start. 

The first section of the COA Application Form appears similar to the following: 

 



Page 8 of 31 
 

 

4. The Name of Government, State, and Government’s Member ID# fields should be 

automatically filled with your information. If they are not, or if any information is incorrect or if 

the government name is not as it appears on the comprehensive annual financial report, contact 

GFOA member services at membership@gfoa.org. 

5. In the Report Fiscal Year Begin section, select the Year and Month your fiscal year began. 

6. In the Report Fiscal Year End section, select the Year and Month your fiscal year ended. 

Note: If you select a date range covering a period of more or less than 12 months, the following 

request for acknowledgement appears: 

 

 

You must select the box to confirm that you are submitting a report that covers a period of time 

less than or greater than one year. 

Note: Applications to the COA Program are due within six months of a government’s fiscal year 

end. If your fiscal year end was more than six months ago, a link will appear that allows you to 

file an extension request. Select the link. Any information already entered in the application will 

be pre-populated in the extension request form. You will not be able to submit the application 

until receiving an extension. 

When GFOA receives your extension request, it will be evaluated, and you will receive an email 

indicating whether you request has been approved. If you have been granted an extension, the 

following notification will appear on your COA application, which you will now be able to 

complete and submit: 

 

7. Confirm that the Government Type is correct. Make any necessary changes. For example, if the 

population of a city was 305,000 and the government type was listed as Municipalities Small, 

the government type should be changed to Municipalities Large. 

mailto:membership@gfoa.org
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8. If your government type is Specials District, a subtype field will appear. Select the correct 

subtype from the Report Subtype list. 

9. In the Size Indicator box, enter the appropriate number. Depending on the type of government, 

the following numbers should be entered: 

 States, municipalities, and counties should enter the population. 

 School districts should enter the total student enrollment in the district. 

 Special districts (including stand-alone business type activities, colleges/universities, councils 

of governments and investment pools) should enter the  number of FTE employees 

 Retirement and OPEB plans should enter the total number of members (active + inactive) in 

the plan. 

 

Completing the Submitter Information Section 

The first part of the submitter information section appears similar to the following: 
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To complete the submitter information section, perform the following steps: 

1. In the Official Requesting Review section, in the First Name and Last Name boxes, enter your 

name. 

2. In the Title box, enter your job title. 

3. In the Salutation box, enter your preferred salutation (e.g., Mr., Ms., Mayor). 

4. In the Email and Confirm Email boxes, enter your email address. 

5. In the Phone box, enter your phone number.  

Continue to the Report Preparer section. 

6. Complete the Report preparer section. If you are also the preparer, select the Same as Official 

Requesting Review? button to copy information that has already been entered. 

7. Continue to the next section. Here the government can choose and up to three individuals and 

one Department to be recognized as being primarily responsible for the government’s earning 

the certificate were the government to receive the certificate: 
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8. If you do not want to have your organization receive an AFRA, select None.  

If you want a department to receive an AFRA, continue to the next step.  

If you want an individual, or individuals, to receive an AFRA, go to step 10.  

Note: You may select both a department and up to three individuals to receive AFRAs. 

9. If you would like to select a department to receive an AFRA, select Department. The following 

appears. Enter the name of the department in the space provided: 

 

Note: Do not include commas or slashes in the department name. 

10. If you would like to select an individual, or individuals, to receive the AFRA, select Individuals. 

The following appears: 

 

11. Enter the individual’s name and title in the appropriate boxes.  

12. If you want to add a second individual, select Add. Enter the name and title of the second 

individual: 
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13. Repeat step 12 to add a third individual. To remove an individual, at the right of the row, select 

the X. 

When you have completed adding AFRA recipients, continue to the next question. 

14. If the government were to receive the award, the government can elect to have a formal 

announcement of the award and a press release to be prepared for a third party, such as a 

mayor or board chair. In the Formal Announcement / Press Release section, select the 

appropriate option.  

If you select Yes, the following appears. Fill in the information as requested: 

 

15. Continue to the award medallion / plaque address section. The information provided in this 

section lets GFOA know who to send medallions and plaques to, and what address to send them 

to: 
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16. Enter the appropriate information. If you are the recipient, select the Same as Official 

Requesting Review? button to populate the First Name, Last Name, Title, and Salutation boxes. 

Note: Please provide a physical street address, not a P.O. box. Please include suite numbers or 

floor numbers in the address where applicable.  

17. Continue to the Auditor section. 

 

Completing the Auditor Information Section 

The auditor information section appears as follows: 
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To complete the auditor section, perform the following steps: 

1. In the Audit Agency or Firm Name box, enter the name of the audit agency that audited the 

government’s comprehensive annual financial report. This box functions as a search box, and as 

you enter keywords of the audit agency name, the name may appear in a drop-down menu. 

Select it when it does.  If your audit firm is your state auditor, choose State Auditor as the audit 

firm name and then choose the corresponding state in the State field below; do NOT include the 

state name as part of the audit firm name. 
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2. In the Audit Agency or Firm State list, select the state where the audit agency is located. If the 

firm has offices in multiple states, select the state where your specific auditor is located. 

3. A list of auditors appears, for example: 

 

4. If your auditor is listed, select the box next to their name. Their information will be copied to the 

appropriate contact information boxes beneath this list of existing auditors. If specific contact 

information needs to be updated, changes can be made directly to the appropriate contact 

information boxes. 

If your auditor is not listed, enter the auditor’s information in the contact information boxes 

manually. 

Note: If you select an incorrect auditor, select the Clear Auditor Fields button beneath the 

auditor information boxes. 

5. Continue to the GASB Statements section: 

 

6. Select the appropriate boxes to indicate the statements that have been newly implemented in 

the comprehensive annual financial report that is being submitted. 

Continue to the next section. 

 

Completing the Display and Disclosure Section 

The display and disclosure section appears as follows: 
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To complete the display and disclosure section, perform the following steps: 

1. For the Is the government included in the reporting entity of another governmental unit? 

question, select Yes or No.  

If you select No, go to step 3. 

If you select Yes, the following appears: 
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2. Select the appropriate response. If you select 1.d, do not continue. You will be unable to submit 

the application. 

3. For the Did the government engage in short-term debt activity during the year (e.g., 

anticipation notes, user of lines of credit), even if no short-term debt was outstanding at the 

beginning or end of the year? question, select Yes or No. 

4. For the Does the government pay all or a portion of the cost of retiree healthcare? question, 

select Yes, No, or N/A. 

5. For the If retirees participate in the same healthcare plan as active employees, do retirees pay 

the same blended premium for healthcare as active employees? question, Yes, No, or N/A. 

6. For the Does your entity legally adopt a budget for government funds? question, select Yes or 

No. 

If you select No, you are finished with this section. 

7. If you select Yes, the following appears: 

 

8. Select the appropriate level of budgetary control from the list in Question 5.a. 

9. For the Is a different legal level of budgetary control applicable to other funds? Question 5.b, 

select Yes or No. 

If you select No, continue to step 12, Question 5.c. 

If you select Yes, continue to the next step. 

10. The following appears: 
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11. In the 5.b.1 Explanation box, enter an explanation of where different levels of budgetary control 

applies. 

12. For Question 5.c, select Yes or No in response to the following: Did the government publicly 

issue a separate budget report which demonstrates compliance at the legal level of budgetary 

control?   

Select “Yes” only if the budgetary comparisons in the comprehensive annual financial report for 

the general fund and any special revenue funds that have legally adopted annual budgets are 

not detailed enough to demonstrate compliance at the legal level of budgetary control. A 

separate budget report is needed to show that level of detail.  

Select “No”  if the budgetary comparisons in the comprehensive annual financial report do 

demonstrate compliance at the legal level of budgetary control for these funds and no separate 

report is needed.  

13. For Question 5.d,  If your comprehensive annual financial report includes government funds, 

check the applicable funds and indicate the number of funds with legally adopted annual 

budgets for each fund type below , select the appropriate options.  

If you only select General fund, you are finished with this section. 

If you select any option in addition to the General fund, an additional box will appear for each 

additional fund type selected: 

 

 

14. In the box that appears for each fund type, enter the number of funds with legally adopted 

annual budgets. For example, if you have five capital projects funds with legally adopted annual 

budgets, in the 5.d.3 Capital projects funds box, enter 5. 

Continue to the next section. 
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Completing the Upload Required Documents Section 

A section to upload required documents appears next: 

 

 

 

Note: The number of documents that need to be submitted and therefore the number of upload 

buttons that appear is dependent on answers to questions in the display and disclosures section and 

whether the government submitted to the program the previous year. 

To upload the required documents, perform the following steps: 

1. Select the Comprehensive Annual Financial Report button. A window appears displaying the 

files on your PC. 

2. Browse to the correct file. 

3. Select the file and then select Open. The file is attached to the COA application. 

4. Repeat steps 1-3 for each button that appears in the upload section. 

Note: Only files with .pdf extensions can be uploaded If a file other than a pdf file is to be 

uploaded, it will need to converted to a pdf file and then uploaded. Also, you will only see 

upload buttons for documents that are required for your application. Some shown above may 

not be applicable for your application. 
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Completing the COA Fee Section 

The COA Fee section appears next: 

 

 

 

The COA fee is automatically determined based on your government type and size and whether the 

government is a member of GFOA.  

 

NOTE: If the COA Fee does not automatically populate, please be sure that you’ve entered the correct 

size indicator for your entity as noted in the legend to the right of the Size Indicator field and that the 

entry in the Government Type field is correct.  For population-based types, you may need to adjust the 

Government Type based on  your size indicator.  Finally, be sure that you have answered all questions in 

Section IV Display and Disclosure Questions as those affect the fee calculation. 

 

In the Method of Payment section, select whether you are paying online or by check. If you select Pay 

Online, after you submit the application, you will be redirected to GFOA’s online payment gateway. (For 

more information about online payments, go to the Submitting Payment section of this document). 

Continue to the next section. 
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Completing the Submission Authorization Section 

The submission authorization section appears: 

 

 

 

1. Select the box to confirm that the information entered is accurate and correct. 

2. Select the Sign button. The following appears: 
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3. Type your name in the box. Alternatively, select Draw and then enter your signature. When your 

signature is entered, select Sign. 

4. Confirm that you have entered all required information, and then select Submit Application. It 

may take several days for GFOA to review and validate your application and confirm all required 

documents have been submitted.  An email will be sent to the email address entered in the 

Submitter Email box to confirm the application has been received. A second email will be sent 

after the application and attachments have been verified and the application is determined 

eligible for review. 

 

The receipt confirmation email will include a full copy of the application attached as a pdf file. 

Additionally, your AMS account has access to the GFOA repository where your uploaded files, 

award documents, and GFOA policy documents are stored. A link to the repository is provided 

on the GFOA web site. For more information on the GFOA repository, see the related user 

manual.  
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Submitting Payment 

Paying the COA Fee Online 

If you selected Pay Online, after your application has processed, you will be redirected to the COA 

Submission Fee page: 

 

To pay your COA fee online, perform the following steps: 

1. Select the PayPal button to pay using PayPal, or enter your credit card number and expiration 

date in the Card Number box and Expiration Date box as appropriate. The amount charged 

appears in the Amount box. 

2. If you use a credit card for payment, after you select Submit, select confirm. Your payment will 

be submitted through BrainTree, a division of PayPal. 
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Otherwise, follow instructions on the PayPal site to submit payment. 

After you have submitted payment, an invoice will be sent to the email address entered in the 

Submitter Email box on the COA application. 

 

 

Paying the COA Fee by Check 

If you selected Pay by Check, after your application has been processed, you will receive an invoice for 

the COA fee. Mail the check to the address provided on the invoice. Please note that GFOA will not 

release results of its review if payment has not been received. 

 

Answering Questions from GFOA 

During the course of the application process, GFOA staff may request further information or have 

additional questions. Any requests will take place through Laserfiche Forms. 

If GFOA needs additional information on your application, you will receive an email at the address 

entered in the Submitter Email box with the subject Your COA Application requires your attention. The 

email will indicate the information GFOA is requesting and will contain a link to your Laserfiche Inbox. 

 

 

 

 

To respond to GFOA, perform the following steps: 

1. Log in to the AMS. 

2. Select the appropriate task from the Open Tasks in your Inbox.  

The following appears: 
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3. Click on Action History on the right side of the screen and scroll through the list until you see an 

action labeled Return to Submitter with a blue check mark.  Underneath that action you will see 

a note regarding the action you must take to resolve the problem with your application. 

4. In the left side of the screen, scroll down until you see the bottom section of the form, with a 

response box. Enter your response to GFOA in the provided comment box. You may also be 

asked to upload a new version of your documents. Click “Submit” to re-submit your application. 

 

 

Note: Any task in your Open Tasks folder may indicate something that needs to be done by you 

in order for GFOA to continue with the review of the government’s comprehensive annual 

financial report. Tasks may have different names and the form that appears may look different 
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from the one above, depending on why the application was returned and what action must be 

taken to resolve the problem. For example, if a reviewer has questions about the 

comprehensive annual financial report documents or responses to comments, the task will be 

named Return to Applicant - <Your Government Name> - <Your State> - <Government Type 

Abbreviation>. If more information is needed or documents are incorrect, the task will be 

named Application Re-Submission. 

 

Using the Laserfiche Repository 

All documents related to your COA application are located in the Laserfiche repository. This includes any 

files you uploaded, as well as documents provided by GFOA, such as detailed listing of comments and 

suggestions for improvement and certificates that are provided as part of the result packages GFOA 

produces each time a review of a comprehensive annual financial report is completed. The repository 

also includes GFOA policy information. The repository is read-only: you cannot add, remove, or rename 

any files. If information in a file is incorrect, contact GFOA COA support. 

To log in to the Laserfiche repository, follow the instructions in the Logging in to the Laserfiche 

Repository section of this document. 

Logging in to the Laserfiche Repository 

The Laserfiche repository and COA application use the same username and password. If you have not 

created a Laserfiche account, follow the instructions in the Creating a Laserfiche Account section of this 

document.  

To log into the Laserfiche repository, perform the following steps: 

1. Go to https://lf.gfoa.org/laserfiche  

The login page appears similar to the following: 

https://lf.gfoa.org/laserfiche
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2. In the User name box, enter your corporate GFOA  member number. 

3. In the Password box, enter your password. 

4. If you are using a public computer, select the This is a public computer box. 

Note: Do not select I have an MFA code. 

5. Select Sign In. 

 

Navigating the Laserfiche Repository 

The repository appears similar to the following: 
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Identifying Information in the Repository 

The repository folder browser functions much like Windows Explorer or MacOS Finder. The below image 

describes the main areas of the repository: 

 

Each item in the center pane is an entry. The four types of entries in the repository are folders, record 

folders, documents, and shortcuts. You will mostly be working with folders and documents. 

Understanding Entry Types 

This section describes the entry types available in the Laserfiche repository. 

 A folder  is used to organize repository contents. A folder can contain entries of any type.  

 A record folder  is used to organize repository contents and can contain entries of any type. 

Unlike a folder, a record folder has a retention schedule that dictates when the contents will be 

destroyed for records management purposes. 

 A document      can be any of various file types. When you select a document, the 

Document Viewer will open so you can view the file.  

 A shortcut   is a reference to another entry type. A shortcut can be identified by an arrow 

in the lower left of the entry icon.  

 

Navigating Folders in the Repository 

To navigate folders in the repository, either select folders from the folder tree in the left navigation 

pane, or the folder browser in the center navigation pane.  A fully-expanded navigation tree appears 

similar to the following: 
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Accessing Your Files 

To access your files, navigate to the Customer Package folder. 

While your application is being processed, the only files available will be any files you uploaded.   

After the review of your comprehensive annual financial report is complete, the files provided by GFOA 

on the basis of that review—the result letter, GFOA’s comments, a certificate (if a certificate has been 

received)—will be added to the Customer Package. An example of the documents that might be in the 

Customer Package after a review is complete is below. Please note: As soon as a review is completed, 

the government will receive an email letting them know the review is complete and providing a link to 

the repository where those documents can be accessed. 

 

Select a file to view it in the browser. Or, to download, either right-click a single file and select 

Download or, to download multiple files at once,  select the boxes next to the files you want to 

download, and then select the download icon  that will appear at the upper right.  

Information similar to the following appears: 
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Select ZIP and Electronic file if not already selected, and then select Download. Your files will download 

to the default download folder. 
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Viewing GFOA Policies 

GFOA policies are maintained in the \Policy\COA folder. Shortcuts to the policy files are available in your 

Customer Package folder for the policy year. 

   


