Government Finance Officers Association (GFOA)

Certificate of Achievement for Excellence in

Financial Reporting (COA) Process

Laserfiche Forms Implementation

End User Documentation:

Volunteer Review

December 2020



Contents

INEENAEA USE @N0 USEIS....eiiiiiiiiii ettt ettt ettt ettt et e sb e et e e st e e s bt e e sabeesabeeeseeesabeesbeeesnbeesareeesnseenn 3
) 2{ O AN 7o [ oF 4 To T [PPSR 3
FAY oY o] [Tor= dTo T oI o T o s TSRS SPP R 3
(0107 W] o o To u aF: o] o] o1V | H SRR 7
Volunteer REVIEWET UPALte ........eeiiiiiiii ittt e et e e e et e e e e s tte e e e sbaeeessbtaeeesasaneeesseneeennnes 7
VO UNTEEI REVIEW .. ittt ettt sttt ettt ettt ettt s e bt e e s bt e e bt e e sa b e e sabe e e sabeesabeeeabeesabeeesabeesaseeeanseesaneeesaseesn 8
Volunteer Review CONfIrMation ........ooieieiiiiiiie ettt st s e st e s sae e e sar e e smeeesreeeaee 8
VOIUNTEET REVIEW TaSK...eeuiiiuiiiniieieeteestee ettt ettt st sttt b et be e st s e et e et e e s bt e sbeesanesaneeaneenneennes 9
Extension ReqUEST/REASSIZN REVIEW ........ccciiiiuiiiiiieeieeeeieeeetee et e eeteeeeteeeteeestveeebeeesaseesabeeenseeesareeennns 12
(0=T o To 1] 1 o] oV Yol oL 11 PPRE 12

Page 2 of 13



Intended Use and Users

This Document is intended to assist interested individuals apply to join the Special Review Committee
(SRC) and help current SRC members complete reviews in GFOA’s Awards Management System (AMS).

SRC Application

Application Form

Interested candidates must complete the SRC application form. A link to the application form can be
found on the Volunteer page on the GFOA website. This link will take them to the form below which
requires entry of their unique GFOA member ID (IMIS ID) into the IMIS ID field on the form.

COA Special Review Committee Application Form

Complete the form below to sign up to be a member of GFOA's Cerlificate of Achievement for
Excellence in Financial Reporting Program Special Review Committee.

Enter your personal GFOA membership number to get started. If you don’t have a GFOA
membership number, please contact membership@gfoa.org to obtain one before beginning.

Enter IMIS ID:

Please enter only digits with no extra characters or spaces

The form will confirm that the individual does not already have a volunteer reviewer account in the
AMS.

Important: In order for the form to confirm the IMIS ID, the user must click somewhere on the form
outside of the “Enter IMIS ID” field after typing in the value. Simply typing a value into the field and not
clicking outside of the field will not register the field change and no further action will take place on the
form.

If the iMIS ID cannot be retrieved or if the value entered is a company iMIS ID, the following message
will be displayed. Contact membership@gfoa.org to obtain your iMIS ID.

Enter IMIS ID:
\123456?3

Cannot retrieve iMiS |D. Please contact membership@gfoa.org.
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If an AMS account already exists for the iMIS ID that was entered, the following buttons will be
displayed.

Your account has already been created. Use the Reviewer Inbox button to log into Laserfiche Forms to view your review
tasks or use the Update Volunteer Information button to modify your volunteer info

Reviewer Inbox Update Volunteer Information

The user will now have the option to click one of the two buttons to redirect them to their Laserfiche
Forms inbox where they can find any volunteer review tasks that have been assigned to them.
Alternatively, they can click the Update Volunteer Information button where they will be redirected to
the Volunteer Reviewer Update form. Both buttons will require the user to log in with their iMIS ID and
password before proceeding to either location.

If the iMIS ID entered by the user is not for a company and an AMS account does not already exist for
the iMIS ID, the SRC application fields will be shown (as below).

=] . * z
All fields with an asterisk ~ are required for the application

By submitting your application, you are expression interest in participating in GFOA's Certificate of
Achievement Fer Excellence In Financial Reporting Program Special Review Committee. GFOA will review
your application and will notify you of your eligibility.

First Name™® Last Mame ™
Some Voluntesr
Employer ™ Position

Company LLC

Email™ Confirm Email: *

somevolunteer@gmail.com {somevolunteer@gmail com

Phone Mumber

Street Address®
123 Street

City ™

Chicago

State®

IL

Zip Code ™

60007
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The following fields will be pre-populated with the volunteer’s information that was retrieved from iMIS
based on the value entered in the iMIS ID field.

e First Name
e Last Name
e Employer

e Email

e Street Address
o (City

e State

e Zip Code

All fields (with the exception of email address, phone and position) will not be editable. If any
information in the non-editable fields is incorrect, the volunteer should contact membership@gfoa.org
to update it before continuing. The user will need to confirm their email address by entering a value into
the Confirm Email field. If the two email fields are different, the following message will be displayed and
the user will not be able to submit the application form.

Email ® Confirm Email: *

{somevolunteer@grmail.com |somevolunteerZ@gmail.com

Emails are not the same

Next, the applicant will need to specify which types of governments they are willing to review.

Flease select each of the following types of governments that you are willing to I'E'u’iE‘u‘."*

Municipalities with populations of 300,000 or more Municipalities with populations under 300,000
Counties with populations of 300,000 or more Counties with populations under 300,000
Postemployment Benefit Systems (pensions & other) Enterprise Enfities

Cash and Investment Fools School Districts

States Colleges & Universities

Special Districts/Others

The applicant may make one or more selections using the checkboxes next to each government type.
This will determine the type of COA Applications the volunteer will be assigned to review. If the
applicant does not check a box for a certain government type, they will never receive a report to review
for this government type.

After choosing one or more government types to review, the applicant must specify which months they
are available to review COA applications. If they select ‘All Months’, they are presented with the
following message:
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Please identify the months you are available to review repoﬂs*

@ All Months () Select specific months

Note: If you choose the "All Months" option, you may receive a Financial Report to review each month of the year

By selecting ‘All Months’ the applicant is indicating that they are willing to accept reports to review
every month of the year. Alternatively, if the applicant selects ‘Specific Months’ they will need to select
one or more months that they will be available to reviews.

Please identify the months you are available to review reports *

All Months & Specific Months

Specific months available™®

January February March April
May June July August
September October November December

Finally, the applicant will need to complete the remaining fields on the form if applicable. After the user
has applied their electronic signature they can Submit the SRC Application to be reviewed by the COA

Support team.

Indicate the names and fiscal year ends of recent comprehensive annual financial reports that you have been
associated with as an auditor or preparer that have received the Certificate of Achievement.

Name Fiscal Year (7]

Add

If you have not been associated with an award-winning COA, attach other documentation (e.g. a resume) that describes
your accounting, auditing, and/or financial reporting experience with state and local governments. (?)

Upload

Electronic signature* Date
Sign Date will be captured on form submission

Submit Yolunteer Application
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COA Support Approval

After an SRC application has been submitted, a COA Support team member needs to approve the
application before the volunteer can start receiving reports to review.

If the application is not approved by COA support, the applicant will receive an email stating that their
SRC Application has not been approved along with the reason it wasn’t approved. If the application is
approved by COA Support, the user will receive an email that their SRC Application was approved.
Additionally, the email will contain their username (iMIS ID) and temporary password that they can use
to log into the AMS. The new volunteer reviewer will need to use the link in the email to log into the
AMS with their temporary password. Upon logging in, they will be required to change their password to
something that they create. Finally, after successfully changing their password they will receive an email
that a report has been assigned to them for review.

Volunteer Reviewer Update

If a Volunteer Reviewer would like to change any of their personal information or the government
types/months that they are willing to perform reviews, they can use the Volunteer Reviewer Update
form using the following link.

https://If.gfoa.org/Forms/VolunteerReviewerUpdate

Alternatively, the volunteer reviewer can log into Laserfiche Forms, go to the Start Process tab, and
launch the Volunteer Reviewer Update form from there.

Volunteer Reviewer Update Start

When the user launches the form they will notice that their existing information populates automatically
into the form fields. After the values have automatically populated, the volunteer will be free to make
any changes that they wish. After making the necessary changes they can submit the form. After form
submission their information, government types, and availability will be updated in the internal
database tables. The volunteer will also receive an email confirming that the changes were made
successfully. Finally, if the volunteer has an outstanding Volunteer Review task, the task may be
reassigned if the volunteer reviewer updates conflict with the currently assigned task (e.g. the currently
assigned report is for a government type that the volunteer no longer wishes to review).
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Volunteer Review

Volunteer Review Confirmation

When a volunteer reviewer is assigned a report for review, they will receive an email similar to the one
below.

Hello,

You have been assigned a COA Application to review. Please use the link below to accept or reject
the application assignment. If you have not accepted the assignment within 7 days, the COA
Application will be reassigned to another volunteer reviewer.

Name of Government: County of Ada
Thank you.

Click here to open this task in Forms

The volunteer reviewer must use the link in the email to open the ‘Volunteer Review — Confirmation’

task. The form below will open. This task requires the volunteer to either accept or reject the
assignment.

If this Volunteer Review Confirmation task is not submitted within 7 days, the report will be reassigned
to another volunteer reviewer.
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Volunteer Review - Confirmation

You have been assigned a COA Application from the below government for review. To confirm the assignment, click
Approve. To reject the assignment, click Reject.

This review is due by 1/16/2021 11:59:59 PM. If you are unable to complete the assignment by the due date, click
Reject below and the review will be reassigned.

Thank you.
Name of Government
Minneapolis-St. Paul Metropolitan Airports Commission

State

Minnesota

Government’s Member ID#

133614001

T BT

Volunteer Review Task

If the volunteer accepts a review by clicking the Accept button in the Volunteer Review Confirmation
task, they will be immediately redirected to the Volunteer Review Task.

Alternatively, volunteer reviewers can check to see if they have any open review tasks by using the
following link for Laserfiche Forms.

https://If.gfoa.org/Forms

Once the volunteer has logged into Laserfiche Forms they can view their open task in the My Tasks tab
of their Laserfiche Forms inbox (as below).

Laserfiche Forms box  Start Process  Reports  Design  Manage  Maonitor

My Tasks  Team Tasks

a Showing 1-2 m
Open Tasks a
Drafts - Process L Task Y IrEtanGE T
Unassigned Tasks - Todey (5/2771020] 1)
Compieted Tasks

$8C Application SRC Application Approval - John Do - #assss SRCAppicationsis.  (SAEAM
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If they have been assigned reports for review, they will see the pending volunteer review tasks in the
Open Tasks section of the My Tasks tab. If they have saved any of their volunteer review tasks as a
draft, those will appear in the Drafts section. To open the task, click on the task name.

The Volunteer Review task form will have three tabs (as shown below). The Government Information
tab will show the name of government and Member ID of the applicant. It will also provide buttons for
any of the required documents that were uploaded by the applicant (e.g. ‘Open Report’). If the
volunteer clicks one of these buttons it will open the document in another tab.

Volunteer Review

Government Information | Reviev

Name of Government

Government’s Member
ID#

SRC Member

] Open Report

\ Open Responses to Previous Year Comments

Previous Next

Comments

The Review tab is where the volunteer can provide their grades and comments for each section number.
These grades and comments that are applied by the volunteer will show up in the ‘Volunteer Review’
tabs of any subsequent Initial Review or Final Review tasks. To apply a grade for a particular section,
find the section number in the Review tab and select a grade from the Grade dropdown field. Then, if
you wish to provide a comment for the grade that was provided for that section number, you may do so
using the Comment text field below the section grade dropdown (example shown below).
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Volunteer Review

Review

COA Review
Section 101 - Cover, table of contents, and formatting
Grade Proficient v

Flease t

rovide & deseription of deficie!
apply comment here

Finally, the Vote Page/Extension request tab is where the reviewer can provide their award decision.
They will be able to simply state whether they believe an award should be granted or not using the
fields depicted below.

Volunteer Review

Vote Page / Extension Request

| would like to:* @ Make an Award Decision
( Request a Review Due Date Extension or Reassign Review

| have completed the review and believe that:

& (@ An award shou

Id be granted.
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After making an award decision, the volunteer will need to apply an electronic signature and Submit the
form.

Extension Request/Reassign Review

To request a one week extension to the volunteer review due date or reassign the review to another
volunteer review, the volunteer reviewer should navigate to the ‘Vote Page/Extension Request’ tab of
the Volunteer Review task. To reassign the review, the user should select the following options and
submit the task.

Volunteer Review

| Government Information | Review | Vote Page / Extension Request

| would like to:* O Make an Award Decision
@® Request a Review Due Date Extension or Reassign Review

Aclion Requested:* O One Week Extension
@® Reassign Review

Alternatively, if the volunteer would like to request a 7 day extension, they should select the ‘One Week
Extension’ option in the Action Requested field and submit the form. After requesting an extension, a
Volunteer Due Date Extension Request task will be sent to the COA Support team inbox.

A COA Support team member will need to approve the extension. If the extension is rejected, an email
will be sent to the volunteer to notify them that their extension request was denied. The volunteer
review task will then be redistributed to another volunteer reviewer. If the COA support member
approves the extension, the volunteer reviewer will receive an email to notify them that their extension
request was granted. The email will contain a link to the new Volunteer Review task as well as the new
task due date.

Only one 7 day extension is permitted. After receiving an extension of their volunteer review task, the
volunteer reviewer will not have the option to apply for further extensions.

Repository Access

The Laserfiche Repository contains the documents needed to complete the review. To access the
Laserfiche repository, use the following link:
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Each volunteer reviewer will have their own subfolder in the Laserfiche repository that will only be
visible to them. For any review that is assigned to them for review, shortcuts to the documents
associated with that COA application will be placed in the associated <Entity Name> folder within the
volunteer reviewer’s folder based on the following folder structure.

e Volunteer Reviewers
e  <First Letter of Last Name of Reviewer>
e <last Name>, <First Name> <Middle Initial (if needed)>
e <Fiscal Year>— or — <Fiscal Year — Stub>
e Program
e <State>
e <Entity Name>

The volunteer will have read-only rights to these documents.
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