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User Guide Overview & Purpose pennsylvania

DEPARTMENT OF HUMAN SERVICES

» This User Guide provides an overview of how to use the DHS CARES Act Funding Tracking Tool for
Interim Reporting for Act 24 of 2020. The document also includes frequently asked questions and
troubleshooting support.

» To assist providers in projecting eligible costs, DHS recommends using the cost report provided by
your program office.

* The entities covered in this user guide include:

ODP OMAP OoIM

All Entities Critical Access Hospitals Domestic Violence, Legal Assistance,
Homeless Assistance

www.dhs.pa.gov 2
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First Time Account Set-Up

(One-Time Activity for New Business Portal Users)

www.dhs.pa.gov 5



First Time Account Set-Up (One-Time Activity) pennsylvania
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Note: This is a one-time activity to set up your user Account. After setting up your account, refer to the Risk Based
Authentication (RBA) Login or Ongoing Login instructions. If you already have a Commonwealth Business Partner user
account, these steps are not required. Please Proceed to Slide 12.

1. Click on the link below to navigate to the login page:
https://www.hhsidm.state.pa.us/iam/im/businesspartners/cal12/index.jsp

w pennsylvania

Keystone Key : :

Self-service for Business Partner

Note: Your login ID and password were
provided to you in two separate automated
emails from PW, Unified Security inbox
(ra-unifiedsecurity@pa.qov).

Username |

o Forgot User ID

Password | ﬁ Forgot Password

[ ] L Eadit Profile

—

Note: The recommended browsers are )
) Self-service for Commonwealth
Google Chrome and Microsoft Edge. Employees

p Change CWOPA Password or Hint Questions

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF HUMAN SERVICES SYSTEM. Unauthorized access is
prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system constitutes CONSENT TO
MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or access to this system
may subject you to civil or criminal penalties under state or federal law. This statement is being posted by the Department of
Human Services Security and Audits Unit.

Copyright© 2018 by the Commonwealth of Pennsylvania. All Rights Reserved.
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https://www.hhsidm.state.pa.us/iam/im/businesspartners/ca12/index.jsp
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User Release Agreement Page

2. Review the Management
Directive.

pennsylvania

DEPARTMENT OF HUMAN SERVICES

3. Select “l have read, fully
understand, and agree to the ey ot
button. S .

4. Enter your Full Name in the Full
Name Box to E-Sign.

5. Click [Next].
MANAGEMENT DIRECTIVE

Commonwealth of Pennsylvania
Governor's Office

read, fully understand and agrea o the Hanage

W[ ha
#User Agresmsent
M [ o mok accapt the terms and conditions In Management Dlrective

3 T
t DHreckive MD 205,
1 agre that By antering iy fams, this Scts a8 sy bagal signature, and 1 acknewlidga that [ read and underitand the User Relaxie Agresmant [Managemant Directive) abin and the rights a=d resgonsibiities and agres 1o thass Lirms is stated
— o e
_— N TR
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Verify Account and Password Page

6. On the next page, validate
your account information.

pennsylvania
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/. Please set a new password
in the Password field per L s
the requirements and
Confirm Password.

8. Provide your response to PUp— o
the Security Questions. |
. - *Answer 1 [test1 ]
9 . Cl I Ck [S u b m It] . +Security Question 2 |What is the first school you attended v |

+Answer 2 [test2 |

Security Question 1 |What is the first school you attended |

*Security Question 3 |What is the first school you attended v\

) I8

www.dhs.pa.gov 8



Completion Page

pennsylvania

DEPARTMENT OF HUMAN SERVICES

ﬂ SECURITY ARCHITECTUREURLs X Y Confirmation X  +
1 O . l \ I aSk Completed & @ (Y @ hhsidm-satstate,pa.us/iam/im/businesspartners/cal2/indexjsp?facesViewld=/app/page/profile/profilejsp
i Apps ﬂ Commonwealth of... ﬂ SAT DELETE ORG m SECURITY ARCHITE.. @ PRDCYBER @ DHSDEV/SiteMinder @ DHSPASDEV/Passw.. @ SATCYBER E Management Cons... @ SAT LB PVWA - SITE c PROPWADDZ @ PRDPWADD1 w‘ New Tab

message displays. This
Completes the initial @pennsylvania
login process for setting
up your account.

11.Proceed to the next
step, Risk Based
Authentication.

DEPARTMENT OF PUBLIC WELFARE

-. Task Completed
d open a new window to login into the system.

Your Password and Security Answers have been successfully saved. Please close this browser an:

Close Window

www.dhs.pa.gov 9
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Risk Based Authentication (RBA)
Login

e e
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About Risk-Based Authentication

e e

What is
Risk-Based
Authentication?

Why is this
needed?

)

pennsylvania
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Risk-Based Authentication (RBA) evaluates the risk of a
login transaction and identifies if an increased level of
authentication is required. If the transaction is considered
low risk, the user is directed to their desired application.
Similarly, if the transaction is considered high risk, the
user is prompted for another level of authentication
beyond their user ID and password.

The Commonwealth of Pennsylvania has taken additional
measures to protect users' personal information. RBA has
been implemented in order to help ensure that the
identity of users is protected on state agency sites.

www.dhs.pa.gov



Tool Login Page

1. Open your web browser.

Note: The recommended
browsers are Google
Chrome and Microsoft
Edge.

2. Click on
https://pop.copacld.com/cfa

pennsylvania
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st/covid to navigate to the
Website.

3. Enter your credentials-
Username and Password
on the login screen.

4. Click [Login].

Keystone Key

W pennsylvania

Self-service for Business Partner

Username

@ Forgot User ID

Password

ﬁ Forgot Password

L EditProfile

-

Self-service for Commonwealth Employees

@ Change CWOPA Password or Hint Questions

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF HUMAN SERVICES SYSTEM. Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act
of 1986". Use of this system constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or access to this system may subject
you fo civil or criminal penalties under state or federal law. This statement is being posted by the Department of Human Services Security and Audits Unit.

Copyright® 2016 by the Commonwealth of Pennsylvania. All Rights Reserved.
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https://pop.copacld.com/cfast/covid

Security Code Verification Page

2. Enter the security code sent to your registered

email address. The code is sent from:
automatedemailDONOTREPLY@pa.gov
3. Click [Next].

DEPARTMENT OF HUMAN SERVICES

pennsylvania

Email Securi
Code v

Receive a security code via your
email address to verify your
account

Email Security Code Verification

What is the security code from the email?

Unlude entries

Note: If the security code is entered incorrectly five times, your account will be locked. You will need to contact the help
desk at RA-PWDHSMFAHELPDESK@pa.gov to unlock it. This security code will expire after one hour. If your code

expires, you will have to repeat steps one through three in order to receive a new security code.

www.dhs.pa.gov
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Device Selection Page

4. Select either Private
Device or Public Shared

. : —
Device based on the What type of device are you using?

criteria below:

» Select Private if you are
logging in from your personal E
laptop.
« Note: You will not be Private Device Public or Shared Device

r Om t e d fOl' RB A a aln (Authorize Device) NOT Authorize Device)
p p g By selecting this option, you are allowing this website fo recognize this device for future logins By selecting this option, this website will NOT recognize this device for future logins

for 12 hours, [~ ——

» Select Public if you are
logging in from any public

computer such as a library or
a hotel business center.

www.dhs.pa.gov 14



Login Completion

Login is complete and you are directed to
the Licensed Facility COVID Data
Collection page.

pennsylvania

DEPARTMENT OF HUMAN SERVICES

Data Collection Tools b-bdaytreat Home Updates Help

Licensed Facility COVID Data View Submissions
Report new COVID infections at a Licensed Facility

This tool is used by DHS licensed facilities to gather data on staff and program participants COVID-
19 infections.

Logout

i i Note: Your session will remain active until you close your browser or log off from the application.

www.dhs.pa.gov 15
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Ongoing Login
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Login Page

1. Open your web browser.

Note: The recommended
browsers are Google
Chrome and Microsoft Edge.

2. Click on
https://pop.copacld.com/cfast

pennsylvania

DEPARTMENT OF HUMAN SERVICES

/covid to navigate to the
Website.

3. Enter your credentials in the
Username and Password
fields.

4. Click [Login].

W pennsylvania

Keystone Key

Username @ Forgot User ID

ﬁ Forgot Password

Password

L EditProfile

-

Self-service for Commonwealth Employees

@ Change CWOPA Password or Hint Questions

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF HUMAN SERVICES SYSTEM. Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act
of 1986". Use of this system constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or access to this system may subject
you fo civil or criminal penalties under state or federal law. This statement is being posted by the Department of Human Services Security and Audits Unit.

Copyright® 2016 by the Commonwealth of Pennsylvania. All Rights Reserved.

www.dhs.pa.gov 17
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Using the Data Collection Tool
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Homepage Overview
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Home Page

Click to complete the online form for ODP or
OMHSAS-Critical Access Hospitals

Click to complete the online form for OIM

View previously submitted reports and
resume saved reports

View Help and FAQ documentation

Log out of the Data Collection Tool

pennsylvania

DEPARTMENT OF HUMAN SERVICES

Data Collection Tools Home

Licensed Facility COVID Data
Report new COVID infections and deaths at a Licensed Facility

View Submissions

This tool is used by DHS licensed facilities to gather data on staff and program participants COVID-19 infections and deaths.

CARES Act Funding Tracking: ODP, MA, and OLTL

PAS, HHA, and Rehab Entities
Report CARES Act funding tracking information

View Submissions

Use this report to capture CARES Act-related funding and expenditure information if you are representing an ODP facility,
Critical Access Hospital, OLTL Personal Assistance Services, Home Health Agency, or Residential Rehab facility.

CARES Act Funding Tracking: OLTL ADC, PCH, and AL
Facilities
Report CARES Act funding tracking information

View Submissions

Use this report to capture CARES Act-related funding and expenditure information if you are representing an OLTL Adult Day
Center, Personal Care Home, or Assisted Living facility.

View Submissions

CARES Act Funding Tracking: OLTL Nursing Facilities
Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing an OLTL Nursing
Facility.

CARES Act Funding Tracking: Domestic Violence, View Submissions
Legal Assistance, Homeless Assistance Entities
Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing a Domestic Violence
grantee, Legal Assistance grantee, or Homeless Assistance program.

Updates

Help

Logout

www.dhs.pa.gov




Complete the Report:
ODP Entities and OMAP-Critical Access

Hospitals

e e

www.dhs.pa.gov
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Under the CARES Act Funding

TraCking: ODP’ MA’ and OLTL Licensed Facility COVID Data View Submissi
PAS, HHA, and Rehab Entities Report new COVID infections and deaths at a Licensed Facility

This tool is used by DHS licensed facilities to gather data on staff and program participants COVID-19 infections and deaths.

heading, the Report CARES Act \
H H H H H CARES Act Funding Trackin :ODP, MA, and OLTL View Submissions
funding tracking information link e

a”OWS users to enter the inte rim Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing an ODP facility,

re po rt | nfo rm atIO n fo r O D P e ntltleS Critical Access Hospital, OLTL Personal Assistance Services, Home Health Agency, or Residential Rehab facility.
and OM HSAS-Crltlca| Access CARES Act Funding Tracking: OLTL ADC, PCH, and AL View Submissions

Facilities

H OS pltals . Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing an OLTL Adult Day
Center, Personal Care Home, or Assisted Living facility.

1 . C“Ck on the Report CARES CARES Act Funding Tracking: OLTL Nursing Facilities S

Report CARES Act funding tracking information

Act fu n d i n g trac ki n g Use this report to capture CARES Act-related funding and expenditure information if you are representing an OLTL Nursing
Facility.

- - -

information link.

CARES Act Funding Tracking: Domestic Violence, View Submissions

Legal Assistance, Homeless Assistance Entities
Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing a Domestic Violence
grantee, Legal Assistance grantee, or Homeless Assistance program.

www.dhs.pa.gov 22



Report CARES Act Funding Tracking: ODP, MA, and OLTL

PAS, HHA, and Rehab Entities
DEPARTMENT OF HUMAN SERVICES

pennsylvania

Instructions:

2. Select a Facility or
Entity from the
dropdown list. e than one fciy on entty, such facity or ity wil sppeat e,

’ |2390050W07 ADAMS HOUSE v

CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities Home Updates Help Logout

Data Collection Tools / CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities

1090050257 KIDSPEACE NATIONAL CENTERS

. ey . . c 'AS, HHA, and Rehab
NOte- FaCIIItIeS/EntIty are IISted E 1060050138 KIDSPEACE NATIONAL CENTERS
by FaCIllty ID and/or Legal 1060050137 KIDSPEACE NATIONAL CENTERS ot Pubi Healt £

e as a result of the Fublic Aea mergency
Name_ (¥ 2390050107 ADAMS HOUSE e, expenses, and lost revenue where available

anu esuImute Teveriie, experises anu iust Teveriie witere actuti gaia 1s ot avanaore. Freéase enter in the total amounts for the following
categories. Please note that Act 24 provides funding for expenses incurred between March 1, 2020 and November 30, 2020 as a resulr,
reporting captured here is only through November 30th.

Tip: If a user has a number of Enter your entity’ total COVID-19 revenue.

facilities listed, you can type into T M P
the search field the Facility ID s

and/or Legal Name and the I G e

results will narrow.

www.dhs.pa.gov 23



Report CARES Act Funding Tracking: ODP, MA, and OLTL

PAS, HHA, and Rehab Entities

pennsylvania

DEPARTMENT OF HUMAN SERVICES

pop-t.copacld.com says Home Updates Help Logout

Please enter a value for all required fields before submitting the form.

2. Complete each of the Form Fields.

Data Collection Tools / CARES Act Fu

Note: All fields are required and are s sty or iy =]

or entity, each facility or entity will ¢

denoted by a red asterisk (7). oSS HosE

CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities

This report is to be used to capture the COVID-19 revenue received, costs and lost revenue as a result of the Public Health Emergency (PHE). The provider completing this

Tip - Help text iS a Va ila ble in grey itaIiCS form should provide actual COVID-19 related revenue, expenses, and lost revenue where available and estimate revenue, expenses and lost revenue where actual data s
- not available. Please enter in the total amounts for the following categories. Please note that Act 24 provides funding for expenses incurred between March 1, 2020 and
below each question for additional

November 30, 2020 as a result, reporting captured here is only through November 30th.
uidan Ce Enter your entity’s total COVID-19 revenue.*
g ' Required

This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected through November 30th, 2020.

$

Enter your entity’s total estimated fiscal impact.*

Tip: If any fields are not filled out, the user

will not be able to submit the form and the chvaton g comminboto s o g e
user receives a “Please enter a value for s

all required fields before submitting the =

form” error message.

www.dhs.pa.gov 24



Question Support Overview pen nsylva nia
DEPARTMENT OF HUMAN SERVICES
Steps Description
Please select the provider/facility/entity that you are Please select the entity or location you are reporting on behalf of. Depending on your entity
1 | reporting on behalf of (entity identifier selection type type, a unique identifier such as MA ID or MPI is also provided. You may also type in the
will change based on logged-in user) dropdown box to search & limit your results.
Enter your entity’s total COVID-19 revenue. This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected
2
through November 30th, 2020.
Enter your entity’s total estimated fiscal impact. Report COVID-19-related costs projected through November 30th, 2020. Do not list
3 expenses as negative. Examples of expenses include education, training, communication,
supplies, information technology.

e e

www.dhs.pa.gov 25



Report CARES Act Funding Tracking: ODP, MA, and OLTL

pennsylvania
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PAS, HHA, and Rehab Entities Submission

3 TO S u b m it the re port Cl iCk the CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities Home Updates Help Logout
- )
[S u b m it S u rvey] b utto n Data Collection Tools / CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities

Please select your facility or entity from the dropdown. If you are assigned to more

|Ocated at the bottom Of the than one facility or entity, each facility or entity will appear in the list.

a e 2390050107 ADAMS HOUSE
page.
This report Is to be used to capture the COVID-19 revenue received, costs and lost revenue as a result of the Public Health Emergency (PHE). The

. CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities
4. A Thank you for completing
’ . provider completing this form should provide actual COVID-19 related revenue, expenses, and lost revenue where available and estimate revenue,
the Survey. M essag e d I S p I ayS . expenses and lost revenue where actual data is not available. Please enter in the total amounts for the following categories. Please note that Act 24
provides funding for expenses incurred between March 1, 2020 and November 30, 2020 as a result, reporting captured here is only through
. November 30th.
5. Click the [Return] button to
Enter your entity’s total COVID-19 revenue.*
return to the homepage
- This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected through November 30th, 2020.

$

Enter your entity’s total estimated fiscal impact.*

Tip: If you are nOt rea dy to Smeit the ,Zees;l‘:e(%V/DJQ—/e/aled costs profected through November 30th, 2020. Do not list expenses as negative. Examples of expenses include

report’ CII.Ck the [sa Ve] button_ you riumnan, training, communication, supplies, information rec}ma|iogyv

can access sa Ved SerVi(:)eS from the = _ CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities
home page using the View

Submissions link.

Thank you for completing the survey!

Click the button below to return to the form selection page.

www.dhs.pa.gov 26
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Complete the Report:
OIM

e e

www.dhs.pa.gov
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Under the CARES Act Funding

Tracking: Domestic Violence, _ .

. Licensed Facility COVID Data View Submissions
Legal ASS Istance, H Omeless Rtlzporf new COVIP infectlif:.ns and deaths at a Licensed Féf:ility o
Assistance Entities heading, the y g T |
Re port CARES Act fu nd i ng CARES Act Funding Tracking: ODP, MA, and OLTL View Submissions

PAS, HHA, and Rehab Entities

tracking information Iink a”OWS Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing an ODP facility,

u Se rS to e nte r th e i nte ri m re po rt Critical Access Hospital, OLTL Personal Assistance Services, Home Health Agency, or Residential Rehab facility.

information fOI" ODP entitieS and CARES Act Funding Tracking: OLTL ADC, PCH, and AL View Submissions
iy Facilities

O M H SAS'C rltl Cal ACCGSS Report CARES Act funding tracking information

H OS pita I S ] Lcjz:::f;:iz:;f;:it:’:;:isi:izi:ljtjjsgigg?ligt;nd expenditure information if you are representing an OLTL Adult Day

CARES Act Funding Tracking: OLTL Nursing Facilities View Submissions
Report CARES Act funding tracking information

.
1 - CI ICk On the Re port CARES Use this report to capture CARES Act-related funding and expenditure information if you are representing an OLTL Nursing

Facility.

Act funding tracking \
. . . CARES Act Funding Tracking: Domestic Violence, View Submissions
|nform atlon I|nk Legal Assistance, Homeless Assistance Entities

Report CARES Act funding tracking information

Use this report to capture CARES Act-related funding and expenditure information if you are representing a Domestic Violence
grantee, Legal Assistance grantee, or Homeless Assistance program.

www.dhs.pa.gov 28



Report CARES Act Funding Tracking: Domestic Violence,

pennsylvania

Legal Assistance, Homeless Assistance Entities Jmstm—— ——————

Instructions:

2. Select a Facility or
Entity from the
. Please select your facility or entity from the dropdown. If you are assigned to more
d ro pd Own I ISt . than one facility or entity, each facility or entity will appear in the list.

‘ b01674422 FAYETTE COUNTY COMMUNITY ACTION AGENCY INC hd

CARES Act Funding Tracking: Domestic Violence, Legal Assistance, Homeless Assistance Entities Home Updates Help Logout

Data Collection Tools / CARES Act Funding Tracking: Domestic Violence, Legal Assistance, Homeless Assistance Entities

1090050257 KIDSPEACE NATIONAL CENTERS .
C | Assistance, Homeless

NOte: FaCIIItIeS/EntIty are IISted 1060050138 KIDSPEACE NATIONAL CENTERS

by Fa Cility ID and/or Legal Th 1000050137 KIDSPEACE NATIONAL CENTERS Public Health Emergency (PHE). The Grantee

co 2390050107 ADAMS HOUSE te revenue and expenses where actual data is not

Nal , le. a ovember 30, 2020 as a result, this reporting is only
M 001674422 FAYETTE COUNTY COMMUNITY ACTION AGENCY INC

001692805 BETHLEHEM YWCA ADULT DAY SERVICE

Er DENNSYLVANIA LEGAL AID NETWORK (PLAN) - Harrisburg

Tip: If a user haS a number Of ?’;157@0}"9"'@2('/120‘@5'/4:?QA(A'HE‘) ACTTLITdINg, trid Feférs to COVID-TY revenue projected mro;gh November 30th, 2020.
facilities listed, you can type into s
the SearCh ﬁeld the Fa Cility ID Enter your entity’s total COVID-19 related estimated expenses.*

Required

and/or L egal Name and the Report COVID-19-related costs projected through November 30th, 2020. Do not list expenses as negative. Examples of expenses include
. accounting/audit, consultants, dues/memberships, equipment, postage, printing/photocopy, professional development, space costs, supplies,
results will narrow. (lohane el

www.dhs.pa.gov 29



Report CARES Act Funding Tracking: Domestic Violence,

pennsylvania

Legal Assistance, Homeless Assistance Entities Jmstm—— ——————

2 . Com plete eaCh Of the FO rm F i eIdS . CARES Act Funding Tracking: Domestic Violence, Legal Assistance, Homeless Assistance Entities pop-t.copacld.com says

Please enter a value for all required fields before submitting the form.
Data Collection Tools / CARES Act Funding Tracking: Domestic Violence, Legal Assis|

Please select your facility or entity from the dropdown. If you are assigned to mo
Note L] All ﬁelds are required and are than one facility or entity, each facility or entity will appear in the list. “
"

denoted by a red asterisk (*). 001674422 FAYETTE COUNTY COMMUNITY ACTION AGENCY INC

CARES Act Funding Tracking: Domestic Violence, Legal Assistance, Homeless
Assistance Entities

This report is to be used to capture the COVID-19, revenue received and costs as a result of the Public Health Emergency (PHE). The Grantee

- . . . . .
Tlp: Help text IS a Vallable In grey ItaIICS completing this form should provide actual revenue and expenses where available and estimate revenue and expenses where actual data is not

avatlable. Please note that Act 24 provides funding for incurred between March 1, 2020 and November 30, 2020 as a result, this reporting is only

below each question for additional trough Novemer 300
guidance . Enter your entity’s total COVID-19 revenue.*

Required
This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected through November 30th, 2020.

$

Tip: If any ﬁelds are not filled Out’ the user Enter your entity’s total COVID-19 related estimated expenses.*

Required

Will not be able to Smeit the form and the Report COVID-19-related costs projected through November 30th, 2020. Do not list expenses as negative. Examples of expenses include
accounting/audit, consultants, dues/memberships, equipment, postage, printing/photocopy, professional development, space costs, supplies,

telephone, travel.

user receives a “Please enter a value for .
all reqUired fields before Smeitting the Is the remainder of the funding committed through subgrantee awards?*

Required

”
form error l , ’essage Report whether the remainder of the funding has been committed through subgrantee awards, projected through November 30th, 2020.
.

| a

s

www.dhs.pa.gov




Question Support Overview

pennsylvania
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Steps

Description

Please select the provider/facility/entity that you are
1 | reporting on behalf of (entity identifier selection type
will change based on logged-in user)

Please select the grantee entity you are reporting on behalf of. You may also type in the
dropdown box to search & limit your results.

Enter your entity’s total COVID-19 revenue.

This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected

subgrantee awards?

2 through November 30th, 2020.
Enter your entity’s total COVID-19 related estimated Report COVID-19-related costs projected through November 30th, 2020. Do not list
3 | expenses. expenses as negative. Examples of expenses include accounting/audit, consultants,
dues/memberships, equipment, postage, printing/photocopy, professional development,
space costs, supplies, telephone, travel.
4 Is the remainder of the funding committed through Report whether the remainder of the funding has been committed through subgrantee

awards, projected through November 30th, 2020.

e e

www.dhs.pa.gov 31




Report CARES Act Funding Tracking: Domestic Violence,

Legal Assistance, Homeless Assistance Entities Submissions

pennsylvania

DEPARTMENT OF HUMAN SERVICES

CARES Act Funding Tracki mestic Violence, Legal Assistance, Homeless Assistance Entities Home Updates Help Logout

ssistance, Homeless Assistance Entities

Data Collection Tools / CARES Act Funding Tracking: Domestic Violence, Lega

3. To submit the report, click the
[S u b m it S u rvey] b u tto n Please select your facility or entity from the dropdown. f you are assigned to more
|0Cated at the bottom Of the 001674422 FAYETTE COVUNTVCOMMUN\TYACTION AGENCY INC

pag e CARES Act Funding Tracking: Domestic Violence, Legal Assistance, Homeless
' Assistance Entities

This report is to be used to capture the COVID-19, revenue received and costs as a result of the Public Health Emergency (PHE). The Grantee

"
4 A ] ‘ , ank O u for Col ] ’ple tl‘ ] completing this form should provide actual revenue and expenses where available and estimate revenue and expenses where actual data is not
" available. Please note that Act 24 provides funding for incurred between March 1, 2020 and November 30, 2020 as a result, this reporting is only
, .
the Survey. Message dlsplays.
Enter your entity’s total COVID-19 revenue.*
Required

through November 30th.
C | : k th R t b tt t This figure excludes Act 24CARES Act funding, and refers to COVID-19 revenue projected through November 30th, 2020.
d. IC € |rReturnj putton 1o :
ret u rn to t h e h O m e a e Enter your entity’s total COVID-19 related estimated expenses.*
- Required

Report COVID-19-related costs projected through November 30th, 2020. Do not list expenses as negative. Examples of expenses include

acc g  C ips, eq ., postage, | x opy, I . space costs, supplies,
telephone, travel.

$

Tip: If you are not ready to submit the

Required

,_t I y k th s b tt y Report whether the remainder of the funding has been committed through subgrantee awards, projected through November 30th, 2020.
report, Clic e [oave] bution. You

\ ¢
can access sa Ved Serv I ces f rom the [ save | submicsurvey | _ CARES Act Funding Tracking: ODP, MA, and OLTL PAS, HHA, and Rehab Entities
home page using the View

Submissions link.

Thank you for completing the survey!

Click the button below to return to the form selection page.

www.dhs.pa.gov
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Logging Out

% DEPARTMENT OF HUMAN SERVICES
1. Once a user completes the \

pennsylvania

CARES Act Funding Tracking: {ome Updates Help Logout

report, to logout, the user clicks
the [Logout] button in the upper
right corner to end the session.

Thank you for completing the survey!

Click the button below to return to the form selection page.

Tip: To return to the homepage and =]
review prior submissions, click the
[Return] or [Home] button.

e e
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Frequently Asked Questions-Logging In ok pennsylvania
\@ %Y DEPARTMENT OF HUMAN SERVICES

Q: Where do | receive my login credentials and password?

A: You will receive two emails to the email associated with your account from PW, Unified Security
inbox (ra-unifiedsecurity@pa.gov). The first will include your username and the second one will have a

temporary password for first-time sign in.

Q: What if | forget my Username?

A: On the login page, click Forgot User ID under the Self-service For Business Partners menu and
follow the prompts.

Q: How do | reset my Password if | forget it?

A: On the login page, click Forgot Password under the Self Service for Business Partners menu and
follow the prompts.

e e
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Frequently Asked Questions-RBA

Q: How long is my verification security code valid?

A: Your security code is valid for up to one hour and is sent email registered to your account. You are
required to use the security code from your latest email; previously sent codes will not work.

Q: Why am | not being prompted for RBA?

A: If you have labeled your device as private, you will not be asked to enter a security code on that device
for 12 hours after you login. If you are not prompted and the tool does not load, please ensure all browser
windows are closed to end your active session and prompt RBA.

Q: What happens if | don’t enter the right security code?

A: If the security code is entered incorrectly five times, your account is locked and you must contact the
help desk at RA-PWDHSMFAHELPDESK@pa.qgov.

e e
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Frequently Asked Questions-Completing the Report pen nsyl_va nia

DEPARTMENT OF HUMAN SERVICES

Q: After logging in, what if the page won’t load properly or is blank?
A: Try using Google Chrome or Microsoft Edge as they are the recommended browsers. You also my
need to clear your cache or browsing history. Please see the embedded document:

BrowserTroublesh
ooting

Q: What do | do if | don’t see a Facility/Entity | need to enter data for or need to change the User
associated with a Facility/Entity?

A: Please reach out to your specific Program Office contact to update and troubleshoot:

— ODP: Rick Smith at riesmit@pa.gov

— OMAP-Critical Access Hospitals: FinancialGatekeeper@pa.gov
— OIM-Homeless Assistance: RA-PWHAPOIM@pa.gov

— OIM-Grantees: Jazmin Cartwright at jnixoncart@pa.gov

e e
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Frequently Asked Questions-Completing the Report pen nsylva nia
DEPARTMENT OF HUMAN SERVICES

Q: What do | do if I'm associated with more than one Facility/Entity?

A: You will see a list of all Facilities/Entities you are associated with after you click on the Report CARES
Act funding tracking information link. If you need to submit more than one report, complete the report
for the first Facility/Entity and continue to complete for the others.

Q: What if multiple users are associated with one Facility/Entity?
A: Each user sees their associated Facilities/Entities in the drop-down list.

Q: What if | don’t know the Facility ID/MPIl/License Number?

A: The Facility ID and the Legal name are pre-populated in the drop-down based on the User ID logged
in.

e e
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Password Reset
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Password Reset

1. Click Forgot Password
under the Self-service for
Business Partner menu.

pennsylvania

DEPARTMENT OF HUMAN SERVICES

Keystone Key

W pennsylvania

Self-service for Business Partner

Username

@ Forgot User ID

Password

NS
ﬁ Forgot Password _ I

www.dhs.pa.gov

L. Edit Profile

@ Change CWOPA Password or Hint Questions
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2. Enter the User ID and click [OK]

DHS Forgotten Password Reset: Please enter the following to identify yourself
= Required

[b-usertess ]

3. After entering the User ID, complete the First

Name and Last Name fields, the user is

DHS Forgotten Password Reset: Please enter the following to verify your identity

asked to answer two Password Hint security -
questions. thﬂ
4. Click [OK].
Fore ]

www.dhs.pa.gov 43



Set a New Password i pennsylvania
\@ 2\ DEPARTMENT OF HUMAN SERVICES

5. Once the security questions are successfully
answered, the user enters a new password in the
Password field and confirms the new password in the

Confirm Password field.

6. Click [SUBMIT].

7. User is redirected to a confirmation page displaying a
Your Password has been changed! message.

e e

www.dhs.pa.gov

w pennsylvania

DHS Forgotien Password Reset

......

w pennsylvania

Your Password has been changed! l
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Login with a New Password

DEPARTMENT OF HUMAN SERVICES

pennsylvania

7. User can now log in using the new password.

w pennsylvania

‘ Username | Q Forgot User ID

‘ Password | ﬁ Forgot Password

( DG | £ EditProfile

Self-service for Commonwealth
Employees

9 Change CWOPA Password or Hint Questions

‘Copyright® 2018 by the Commonwealth of Pennsylvania. All Rights Reserved.
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Additional Support Contacts

e e

pennsylvania

DEPARTMENT OF HUMAN SERVICES

Password Support: If you continuing to experience password issues after trying to reset,
send an email to the PW, Unified Security inbox ( ).

Risk-Based Authentication (RBA) Support: If you continue to experience RBA issues,
please email the help desk at RA-PWDHSMFAHELPDESK@pa.gov.

Tool Technical Issues: If the tool will not load, you do not see a needed Facility in the
drop-down, or need to change your designated users, please contact your specific
program office for support:

— ODP: Rick Smith at riesmit@pa.gov

— OMAP-Critical Access Hospitals: FinancialGatekeeper@pa.gov

— OIM-Homeless Assistance: RA-PWHAPOIM@pa.gov

— OIM-Grantees: Jazmin Cartwright at jnixoncart@pa.gov

www.dhs.pa.gov 47
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