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What is the MFSP eBusiness Centre?

The MFSP eBusiness Centre is a secure, web-based, funding management system
that is used to facilitate the input, assessment, and allocation and reporting of
financial resources by Canadian/Military Family Resource Centres at multiple
locations around the world. The site contains forms, reports and resources for
Annual Funding, National Youth Program Funding, SISIP FS Volunteer Recognition
Program Funding, Emergency Funding and Supplemental Funding.

What does the eBusiness Centre look like?
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Name Description

A Sign Out Click this link to sign out of the eBusiness Centre.
Language Click this link (Francais) to view the eBusiness Centre in French.
Breadcrumb This navigation aid allows you to keep track of where you are currently

working in the eBusiness application. You can follow this “trail” to get
back to your starting point.

D Module Click a tab to access the various modules.

E Change location Users responsible for more than one location can click this link to view
the Location list.

eBusiness Centre 1



Name Description

F Left-hand menu This is the primary navigation menu that allows you to select the various
funding documents, reports, categories and sub-categories.

Clicking these menu items moves you through the sections of the
funding documents.

G Notice board This box is where DMFS will post information and links.

How do | start using the eBusiness Centre?

Before you can start using the eBusiness Centre, you'll need a login user name and
password. If you are an NPF employee, you may already have this information.

You can find the link to the eBusiness Centre login page on the DMFS website,
under the left-hand menu item “Funding Central”.

How do | get a user name and password?

1 At the bottom of the login page, click “Request Access”.
2 Complete and submit the user information form.

You'll receive your user name and password by email.

What are my roles and responsibilities?

The eBusiness Centre has five different user levels, each with their own roles and
responsibilities.

Security — it's your responsibility!

It's important that you protect your user name and password information.

0 Do not share this information with anyone!

It is your responsibility to help maintain the security of the system. User accounts
that are dormant for more than 90 days will be deactivated. Users must then re-
request access to the system.
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User Level Roles and Responsibilities
C/MFRC staff 1 Input, edit and delete data for your assigned location(s)
CMFRC (Europe) 1 Input, edit and delete data for your assigned location(s)
Directors
MFSP Europe 2 Input, edit and delete data for your assigned location(s)
Regional Manager Lock and unlock funding documents
Submit funding documents
Manage Level 1 user access for your assigned
location(s)
Executive Directors 2 Input, edit and delete data for your assigned location(s)
Lock and unlock funding documents
Submit funding documents
Manage Level 1 user access for your assigned
location(s)
Canadian Community | 2 Input, edit and delete data for your assigned location(s)
Program Coordinators Lock and unlock funding documents
Submit funding documents
Manage Level 1 user access for your assigned
location(s)
Board of Directors 3 View data for your assigned location(s)
Members Notify your DMFS Field Operations Manager when
Level 2 or 3 users change
Advisory Committee 3 View data for your assigned location(s)
Members Notify your Director/ Canadian Community Program
Coordinator when Level 2 or 3 users change
DMFS Field 4 View data for all locations
Operations Managers Cannot submit funding documents
Cannot add or remove user access
DMFS System 5 View data for all locations

Administrators

Un-submit funding documents
Cannot submit funding documents

Manage user access for all locations and all levels
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How do | manage Users?

MFSP Europe Regional Manager, Executive Directors, = Canadian Community
Program Coordinators

MFSP Europe Regional Manager, Executive Directors, and Canadian Community
Program Coordinators (Level 2) are responsible for managing Level 1 user access at
their assigned location(s).

When a Level 1 user submits a request for access, the Level 2 user from the same
location is notified by email. The Level 2 user then grants or denies the request.

If there is no Level 2 user at that location, the request automatically goes to the
DMFS System Administrators.
DMFS System Administrators

DMFS System Administrators (Level 5) are responsible for managing user access for
Levels 2, 3, and 4.

Grant or Deny Access

1 Login to the eBusiness Centre using the link in the email notification.
2 Click “WSSO: New Approval Request”.

Note: Only requests assigned to you appears in the list.

T @ Type Title Assigned To Status Priority Due Date % Complete Predecessors  Related Content Outcome

B] WS50: New Approval wssoAMelee Mot (2) Betty ¥u
Request &rew Started Normal

The Access Approval Form appears.

Workflow Task =
X Delete Item

(# This workflow task applies

Access Approval Form

Please approve or reject

Grant Access Reject

4 | _>ILI

3 To view the details of the person who requested access to your location, click the
name in the top-left corner of the Access Approval Form.
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4 Determine if this is a valid user with a legitimate need for access to the system by
answering the following questions:

a. lIs this a C/MFRC staff member from my location?

b. Does this person have a requirement to view, input, or edit financial and/or
service data concerning the C/MFRC?

¢ you answered “yes” to both questions, then you can grant access. Click
Grant Access on the Access Approval Form to complete the process.

or

¢ you answered “no” to either question, then you must not grant access.
Click Reject on the Access Approval Form to end the process.

Notes:

» If you granted the user access, their request will automatically flow through a
process where their account is created and their login information is emailed to
them.

» If you denied the user access, they will receive an email notification that their
request has been denied and to contact the administrator.

Level 3 Users — MFRC Board of Directors

The Board of Directors chairperson must notify DMFS when Level 2 or 3 users
change at their location.

The Board of Directors chairperson must notify DMFS by sending an email to their
DMFS Field Operations Manager indicating:

» the user(s) whose access must be removed
» the user(s) whose access must be granted

» the effective date for the granting or removal of user access (if applicable)

Level 3 Users — CMFRC Advisory Committee

The Advisory Committee chairperson must notify their Director/Canadian Community
Program Coordinator when Level 2 or 3 users change at their location.

Directors/Canadian Community Program Coordinators must then notify DMFS
through the MFSP Europe Regional Manager or their DMFS Field Operations
Manager indicating:

» the user(s) whose access must be removed

» the user(s) whose access must be granted

» the effective date for the granting or removal of user access (if applicable)
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Welcome page

Each time you sign in to the application, you'll see a page similar to the one below.

Welcome vSS0Pdale Sign Out %
21/08/2011 &

¢ MFSP
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Noti
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¢
P
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How do | select my location?

1 From the Welcome page, click the Location drop-down arrow and select your
location from the list.

expire in 20
minutes. Save your
changes often. EDMONTON MFRC
ESQUINALT MFRC
GREENWOOD MFRC

{
-
1'\7"«‘.‘\‘,1 ‘”-‘v-““’““““‘""‘”“\\ra"‘"/

After you have made your selection, a confirmation message appears indicating
your current location.

Ay e

(2135 T EEN o (| Community Profile Annual Funding

¢ MFSP

Frangais

MFSP eBusiness Centre

Welcome to the MFSP eBusiness Centre ~

)

Y SN R SRR Y S NN W e "A___)-"“‘j

Vu:;;ﬁ:ﬁfgg\”” Your current location is GREENWOOD MFRC. Select a funding module from the tabs above.
minutes. Save your

changes often.

How do | change locations?

Some users, particularly those out-of-country may be responsible for more than one
location. All the locations for which you have been approved access will appear in

the Location list.
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If you need to change locations, you can do so without having to sign out and then
sign back in.

0 Important: Save any changes you've made before you click the change
location link, otherwise you'll lose those changes.

1 Inthe top-right hand corner of the page, click the change location link.

me w550Pdale Sign Out

]
i

Welco
21/08/2011

LIS TE LG UG Community Profile | Annual Funding
MFSP eBusiness Centre

change location GREENWQOD MFR,

Welcome to the MFSP eBusiness Centre

Your session will
expire in 20
minutes. Save your

Your current location is GREENWOOD MFRC. Select a funding module from the tabs above 3
changes often. f

NPV SV PP e S e P N S

2 You are brought back to the Welcome page where you can choose a new
location from the Location drop-down list.

How do | select the funding module | want to work i n?

Welcome w550Pdale Sign Out
21/06/2011

SERICES FROGRA

%
VAL

MFSP eBusiness Centre eI LTS
Francais MFSP eBusiness Centre

change location GREENWQOD MFR,

Welcome to the MFSP eBusiness Centre

Your session will
expire in 20
minutes. Save your

Your current location is GREENWOOD MFRC. Select a funding module from the tabs above 3
changes often. f

O N Iy ST P NPy Wy

1 Click the applicable Module tab located near the top of the page (for example,
Annual Funding ).

The funding documents for that module appear in the left-hand menu.

Left-hand menu

This is the primary navigation menu that allows you to select the various eBusiness
categories and sub-categories.

Clicking these menu items moves you through the sections of the funding
documents.

When you select an item from the left-hand menu, (for example, Request for
Funds) it is highlighted in black.
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Browse | Page

¢ MFSP

AT

SERVICES PROGRAM:

Annual Funding

e > Annual Funding > Reguest for Funds

Request for Funds

The Request for Funds has not been started for 2012-2013.

Voluntser Management and
Community Leadership

Personal Development and
Community Integration

Chid and Youth
Development and Parenting

S Request for Funds Archives

Ty ST To view previous Request for Funds submissions, select the fiscal year.
Reunion 2011-2012
2010-2011

Prevention, Support and 2008-2010

Intervention

Attestation and Submission

Financial Summary

— L, o e e M I e, i A -

Left-hand submenu item

Some left-hand menu items are identified with a white triangle (for example,
Personal Development and Community Leadership in SERVICE DELIVERY
AGREEMENT). This triangle indicates that this menu item contains one or more
submenu items.

When you select the menu item, the additional submenu item(s) appear.

= s

MFSP eBusiness Centre = Community Profile | XTI NI

Frangais MFSP eBusiness Centre > Annual Funding > Service Delivery Agreement > Personal Development and Community Integratis

fequest for funds Personal Development and Community Integration

Chikd and Youth How many full-time squivalencies (FTE) are represented by the total Personnel Costs above?
(Do not break down FTEs by quarter)

o P sl o g — it

Development and Parentingh
Support

e
&*
Service Delivery b ,
Agreement J
Management and Budget
Administration =i
Fs
T Item Allocation QUAFSr 1 Quarter2 Quarter3 Quarters = DMFS .
Community Leadership rersonnel s @ w @ w© bos i \
Welcome and : f
. Community Orientation 50 $0 $0 0 0 0 Edit
Information and ) )
0 0 0 0 0 0 Edit
/Tielcome and Community \ Referral # # ¢ # # $
Orientation Employment and )
Education $0 50 $0 50 s0 $0 Edit
information and Referral Personal Development 50 $0 $0 0 $0 $0 Edit
Second Language
Employment and Soroine . ouag 0 $0 $0 0 $0 $0 Edit
Educational Assistance sub-total
Personal Development
Second Language g
Gervices Personnel

Why is the “Create New” button greyed out?

If the Create New button is greyed out, this means that you or someone else has
already started the process for that module.

Click one of the categories in the left-hand menu to continue your work.
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Brawse | Page
A MFsP
b s,

A4

MFSP eBusiness Centre  Community Profile W.UTTEIRSTLE T

MF Annual Funding > Request for Funds

Request for Funds [ Request for Funds
Management and

Administration A Request for Funds has already been started for GREENWOQD MFRC for 2012-2013. Click the Catsgories

to w or edit.
Volunteer Management and
Communty L eadership

Persanal Development and
Community Integration

Chid and Youth
Development and Parenting

Support Request for Funds Archives

Famiy Separation and
Reunion

4
2011-2012
Prevention, Support and 2010-2011
Intervention 2009-2010

Aizstation and Submissian R SV E P e W o SR N

To view previous Request for Funds submissions, select the fiscal year.

How do | enter data?

There are several types of data-entry fields in the eBusiness Centre application:

Numeric values

Enter a numerical value in this field.

Note: Enter dollar values as digits without formatting and to the nearest dollar. Do
not enter dollar signs, commas, decimal points or cents (for example, for $550.40
enter 550). Enter negative numbers by placing a negative sign in front of the digits
(for example, for -$550 enter -550).

Browse Page g
!
£

¢ MFSP

SERVICES PROGRAM

' MFSP eBusiness Centre  Community Profile

Annual Funding

e > Annual Funding > Service Delivery Agreement > Management and Administration

&
Request for Funds P -
Management and Administration L 4
Service Delivery b
Agreement
Budget
DMES Total ,
It = rter 1 rter 2 rter 3 rter 4 DMFS
\CFuJu nteer I.lLanadgen:m and = Allocation Quarter Qsartar 2 QuoTter: | Grisrics Allocatioh 1
ommunity Leadership R, s0 50 50 0 50 £0 Edit ’
Personal Development and Mandatory Items $0 $0 50 $0 $0 $0 Edit
OSSN  Diccretionary Items 0 $0 50 40 50 $0 Edit
Sub-total © b 2
Child and Youth
Development and Parentingp [
Personnel a

Family Separation and

»
R £ P
kil How many full-time equivalencies (FTE) are represented by the total Personnel Costs above? [0
Ty not break down il : ot i -,
Dp, gt break (L e B Jd\r o o

Text box

For each applicable question, enter all your text in the field.

If you reach the maximum allowed number of characters in a text box, a warning
message appears.
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A

] 1. Since your last funding Application what has changed in your community and/or business operations in this
' Category? (max 2000 characters) *

when Canadian Forces (CF) members suffer a career ending injury or iliness, the il )
-, transition can be stressful as they deal with their medical situation and learn to F
\ adapt to life a=s a civilian. The CF provides comprehensive health care, (
i rehabilitation and support from the moment an injury occurs or an illness is

\> identified. When a decision is made that a CF member can no longer serve in the t

i F and must be medically released, the CF, SI5IP FS &8 'AC focus their efforts ﬂ
o You entered too many characters, 2000 is the maximum. ’

NP SV N e S i-'-..__-.r--.._.r/

Once you reach the character limit, any additional characters will be cut off.
Therefore, be succinct in your responses. Point form responses are acceptable and
encouraged.

0 Important: Save your changes often. For security reasons, if you leave the
eBusiness Centre unattended for 20 minutes, or do not save any
changes on a page for that duration, the application will “timeout” and
you'll lose any of your unsaved changes.

Lists

Lists are special text boxes where you enter only one item at a time on each line.
To save the information you added, click the corresponding Save button.

Once you click Save a new line appears directly below the previous one. If you have
no more information to add, you can leave that line empty.

AT SERER Wi T - o
“expire in 20
minutes. Save your
changes often.

[ High=Risk Ectitiy msufance R . g — e
Discretionary Items

List all other items which are included as discretionary items. (Business items nat already detailed elsewhere
including staff professional development, legal costs, marketing and prometion and other cligible items.) List

one discretionary item per line. Click Save to save the information and add a new input line.

Description
Delste Edit Legal Costs

NP N L S e Y W

\-\ Aaby N i

Cancel

Click the corresponding Cancel button when you want to quickly remove unsaved
information that you've entered in a line.

T mee, - . —

e SEEEGT Wl e e e vy e T T e e
. AT EEEEI6N Wil 1] HighRisk Koy thsutance v rron . o et et e e .

" expire in 20
minutes. Save your
changes often.

Discretionary Items

List all other items which are included as discretionary items. (Business items not already detailed elsewhere
including staff professional dewvelopment, legal costs, marketing and prometion and other eligible items.] List
one discretionary item per line. Click Save to save the information and add a new input line.

Description
Delete Edit Legal Costs

el R it gl ‘.-_..._h__,“)\..r"““*--‘-'\-/

-
‘.‘
4
¢
4
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Delete

To delete a line in your list, click the corresponding Delete button. Click Yes after the
confirmation message appears.

. SERER Wi T - o
“expire in 20
minutes. Save your
changes often.

N o v e LA M P — =
[ High=Risk Ectitiy msufance R . g =i

Discretionary Items

List all other items which are included as discretienary items. (Business items not already detailed elsewhere

including staff professional development, legal costs, marketing and promotion and other eligible items.) List
one discretionary item per line. Click Save to save the infermation and add a new input line.

dit Legal Costs

Save Cancel

Description

el N IS PR e P I Y o e

\,.-\.\ YN j

Edit
To edit any items in your list, click the corresponding Edit button.

AT SERER Wi T - o
“expire in 20
minutes. Save your
changes often.

[ High=Risk Ectitiy msufance R . g — e
Discretionary Items
List all other items which are included as discretienary items. (Business items not already detailed elsewhere

including staff professional development, legal costs, marketing and promotion and other eligible items.) List
one discretionary item per line. Click Save to save the infermation and add a new input line.

Description
DEI Legal Costs

Save Cancel

P Y ,4_‘_~ W

.“I\\'*vu ““B,“{f”@tw s, A ._’m’\" ‘_.__‘._._‘_‘)\_'-uu_..u'\/

The fields become active. Make changes to any one of the values in that list.

Click the Update link to save your changes.

Drop-down list

Drop-down lists allow you to select pre-defined items

1 To choose an item, click the drop-down arrow.

e o , s
[N s . . R N g e s
g Ey st 7 g e et . e e LY

Partnerships

Noticeboard

. . Select those partners that will be engaged in delivering services in this category. Check if the selected partner
Your session will is new. (Note that further information on identified partnerships will be solicited during the formal site visit.)
expire in 20

minutes. Save your Partner New
changes often. Save Cancel |- Choose - {@ O

Lt . il GO N o it [ s i n e G P

The list expands revealing all the possible items.
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Browse Page

¢ MFSP

Frangais MFSP eBusiness Centre = Annual Fundin, mily Separation and Reunion

MFSP

Request for Funds

Family Separation and Reunion

Service Delivery

Agreement 4
Management and Budget
Administration
Item Eol Quarter 1 Quarter 2 Quarter 3 Quarter 4 g;tFaSI
Wolunteer Management and Allocation Allocation
R Personnel 50 $0 $0 $0 $0 $0 Edit
Personal Developmentand . [SUA LI UBINEUUC LD )
Community Integration Support and 50 s0 s0 s0 s0 s0 Edit
Assistance
Child and Youth Sub-| \
Development and Parentingh
Support Canadian Forces Housing Authority (CFHA,
Canadian Forces Member Assistance Program (CFMAP)
Personnel CANEX i
Community Council
Carporate Partners
Hew many full-time &
Quireach, Information, (Do not b¥aak Jols Hcutturaly Language Services Support Organizations

Support and Assistance Dependent Education Management (DEM)
DND Chaplain Services

Prevention, 5 DND Medical Branch/ Health Clinic

e Volunteer Opportun|2ith Based QOrganizations
Foreign Military
Board of Directors Foreign Military Family Services Organizations
How many veoluntger {Foundations cdic
N —aa will be available ir] thi{Integrated Persennel Support Centre (IPSC)
bbbl |\, o] |Local schoole! School Boards )
Financial Summary accumulated for thesq-0c3) Service Clubs F
“ How many voluntders Local/municipal gevernment .
P to fill th ¥ . tLot:al,"Pr'ovlm:lal Veolunteer Centre Edit
Submission Report o fill these opPorfunIt uyiiary Families Fund (MFF)
Military Police (MP)
Quarterly Report Non-profit Health Organizations - Medical y
R Non-profit Health Organizations - Mental Health
Partnerships Not applicable
Operational Stress Injury Social Support (OSISS) |
Your session will Select those partners | ogther Fedaral Government Departments (non-DMD) ed pariner
i is new. (Note that furt| gther not-far-profit community service providers e visit.)
expire in Personnel Support Programs (PSP) - Fitness, Sports and Recreation
minutes. Save your Personnel Support Programs (PSP) - Health Promotion ~| New
changes often. ~

Save Cancel \ rrrrr Choose --—-—-

)J

’\M’“‘r’*\”’—-m’-m Sy Sr E SN L Y Ay

2 Click the applicable item and then click Save.

i WV N WO WL G R YO Y

If you wish to add more than one item, select another one and click Save again.

Repeat as many times as necessary.

Checkboxes

Checkboxes are used to indicate a particular status or condition. To select one, click

inside the box. To deselect it, click inside the box again.

L ALAT I s T B

e = e 7

Partnerships
Noticeboard . . . L :
Select those partners that will be engaged in delivering services in this categery. Check if the selected partner

Your session will is new. (Note that further information on identified partnerships will be solicited during the formal site visit.)
expire in 20

minutes. Save your Partner
changes often. Save Cancel |- Choose --—--- V|

R '-«.‘r—-“a W e SR oo N 'J\“ B ey P cmmr ¥ N

Buttons

Browse Browse. .

¢
I
¢
/’

Use this button when you want to browse for the required document that you want to

upload to the eBusiness Centre.

12
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Cancel [ Cancel ]

Use this button when you want to cancel the changes (and remove unsaved content)
from a page.

Cancel Upload [ Cancel Upload l

Use this button to cancel a document upload.

Create

Use this button the first time you create a funding document.

Lock | Lock ]

Use this button to lock your document from further editing.

[ Print for Approval ]

Print for Approval

Use this button to print your document for signature and approval by the local
authority.

Save [ Save ]

Use this button when you want to save content or changes that you have made to a
page.

0 Important: Save your changes often.  For security reasons, if you leave the
eBusiness Centre unattended for 20 minutes, or do not save any
changes on a page for that duration, the application will “timeout” and
you'll lose any of your unsaved changes. Save also before you
change locations or move to a different page, otherwise your
changes will be lost.

Submlt [ Submit ]

Use this button to submit a funding document.

Important: Once submitted, you cannot make any more changes to the document.

Upload New Document r Upload New Document ]

Use this button to upload a new document to the eBusiness Centre.
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Upload |

Upload ]

Use this button to upload a document to the eBusiness Centre.

Unlock |

Unlack ]

Use this button if you need to make changes to a document once you have started
the submission process.

Tooltips 6

Place your cursor over any blue question mark to see the yellow information box that
contains extra details about the corresponding field.

You'll find these icons directly underneath the data-entry boxes.

A,
_-agfeement

our session will
™ expire in 20
"'w,nutes. Save your
_’thanges often.

“_ U N L = N ..I"‘\_-\ o ’J'*NJ"‘"‘“mﬁfr Y N

e T e

2 This may include increases or decreases in personnel
termpo, demographics, dispersion, karget audience,

Facilities or social/economic Fackors,

staffing, outreach, volunteer involvement, partnerships, | or other data that support the need for change in the level of

he need for changes in this Service Category? *

fters)

Required fields *

No data to enter for a required field?

\.r\ Py e v :

The red asterisk indicates a required field. You must enter information in all required
fields. If a required field is left blank, you will not be able to save the page. Any
missing information will be identified in red at the top of the page.

If you have no data to enter for a required field, enter ‘N/A’ for text fields and ‘0’ for
numeric fields.

14
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How do | upload a document?

Before you upload a document (for example, an organization chart), here’s a couple
of tips that will simplify the process:

» Save a copy of your document where it will be easy to find, either on your
desktop or in a folder with an easy to remember name.

* You can only upload documents with the following valid file extensions:

¢ .pdf
¢+ .jpg

. These three file types are image files.
¢+ qgif e p 'mage i
¢ .png

1 Click the Upload New Document button.

An empty field, a Browse and an Upload button appear on your page.

r T L prem o o peenr e ~ LT =
ISR - E R A e g S e = e,

LUR, v ¥

R

’)F Organization W,
:':') 4. Upload your organization chart. Ensure your organization chart designates which staff are providing MFSP }
i mandated services and the associated FTE.

\‘? p-
/15 [ | Browse... ] Upload
4 ] é

N
2 Click the Browse button.

A Choose File window appears.
3 Browse for your file and click it once you find it.

The file you clicked appears in the File name field.

Choose file

Loak v | (5} Deskitop = G & EEr
A [T o —— | —p—
D (I i - ST
MyRecen W, spibs S .
Diocumeriz - - .
B *-....-.. tb | T W s F g
- |’ b W % - P
Diesktop | L P— B we = T e
- - | i E
- T
| g g L e i
iy Documerts - st e iin, o
" b LI e i
| & -
Mytnmpuau TP B —— ;n - [ cpgmean
Iﬂ ] i Sompe = ile T
Q >
Mg Mook, File raammse; Beooden_DigChart :I Dpens
Flaces :
Shecotbpe Al Fles ) =l becel |
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4 Click the Open button.

The Choose File window disappears and the location of the file appears in the
previously blank field next to the Browse button.

W e - £
S VR S T T R

\r,\ Organization ;
f 4. Upload your organization chart. Ensure your organization chart designates which staff are providing MFSP
3 mandated services and the associated FTE. (

L:,\. G\Documents and Settmgs\pdale\DesktDp\BE} Browse... ( Upload ) f

QAT

. P _,&_‘_’““ “7’.-_.._.-..-.\A‘,...u-\_r\r-.u_‘.n-““.._h,‘: _,“_’-\__r“"'" —

5 Click the Upload button to save the org chart.

The View Existing Document link appears at the bottom of your page.

e em T # - i - : -

Organization

™My A A~

How do | replace an uploaded document?

If you've already uploaded a document but you need to replace it with a different
document, follow the steps in How do | upload a document.

How do | submit my funding document to DMFS?

0 Important: Only the Executive Director, Canadian Community Program
Coordinator, or MFSP Europe Regional Manager can perform this
task.

Other users cannot submit funding documents.
This is a five-step process. You can make changes at any time during steps 1 to 4.
Once a funding document (for example, a Request for Funds) is locked, users

cannot make any changes to its contents.

Step 1 — Complete the Signature Blocks

1 Click the Attestation and Submission menu item and enter the information that
will appear in the signature blocks of the final document.
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2

Browse | Page

¢ MFSP

Francais

MFSP eBusiness Centre = Community Profile UL T)

MFSP eBusin: tre > Annual Funding > Request for Funds > Attestation and Submission

E Y L5

ATTESTATION AND SUBMISSION

Request for Funds  [»
Hanagement and Fiscal Year: 2012-2013
Administration

[T T——  Attestation

Community Leadership
sih Jomplete each of the blocks below for those who will sian the Request for Funds submission.
Personal Development and

Community integration

E— EXECUTIVE DIRECTOR SIGNATURE BLOCK
id and You

Development and Parenting Name: l:l
Support

Famiy Separation and Pesition: 1

Reunion
e T BOARD OF DIRECTORS SIGNATURE BLOCK

Submission Report

Service Delivery COMMANDING OFFICER SIGNATURE BLOCK

Agreement

Your session will

expire in 20
minutes. Save your ( save il Cancel ]
changes often.

Quarterly Report

Submission

Lock

Tk gl W i P pa———

Click the Save button.

Step 2 — Lock the document to prevent further editi

1

The Print for Approval

Step 2/5: Once you have completed your Request for Funds, lack your submission from further editing.

;_’
P
t
&
/
‘
¢
g
r

ng

Click the Lock button located at the bottom of the page.

Note: Once a funding document is locked, users cannot make any changes to its

contents.

T T o e £TTT T R iR S

il it . . . e ST R eI
Submission Report

Service Delivery SENIOR CANADIAN OFFICER SIGNATURE BLOCK
Agreement .
Quarterly Report
Rank: Col
Position:
Your session will RFE
expire in 20
minutes. Save your Save ] [ Cancel ]

changes often.

Submission

Lock

Step 3 — Print your document and obtain the require

1

Click the Print for Approval button.

Step 2/5: Once you have completed your Request for Funds, lock your submission fram further editing.

and the Unlock buttons appear at the bottom of the page.

d signatures

\\‘\,4 i WS WY

eBusiness Centre
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Service Delivery Fosition: RFE
Agreement
Quarterly Report Submission

Step 3/5: Print your Request for Funds submissien and ebtain the required signatures.

If changes to the report are required, click the Unlock butten, complete the required changes and restart the submission

Your session will process.
expire in 20
minutes. Save your
changas often. [ Print for Approval 11} Unlock

N PN VY

The document appears in a new window.

2 Print and review the document for accuracy before getting it signed by the
required parties.

What if changes are required?

0 Important: Only the Executive Director, Canadian Community Program
Coordinator, or MFSP Europe Regional Manager can perform this
task.

Other users cannot unlock funding documents.

Go to the Attestation and Submission page, and click the Unlock button located at
the bottom of the page. This will unlock all the fields so you can make changes.
Once you have made the necessary changes, start the submission process from
Step 1- Complete the Signature Blocks.

A 2 P A S . e
m d - - Pt e T Care " . ‘ ST s et e
Position: RFE k
Service Delivery osition
Agreement
Quarterty Report Submission

Step 3/5: Print your Request for Funds submission and obtain the required signatures.

If changes to the report are required, click the Unlock buttan, complete the required changes and restart the submission

*
i
-
process. (
{
-
¢

Your session will
expire in 20
minutes. Save your
changes often.

Print for Approval |] [ Unlock ]

Below is an example of a REQUEST FOR FUNDS that is locked. Notice how the
fields have a different look from unlocked fields.

18
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Erowse Page

N MEsP

slmcw FROGRAM

PYWIW

MFSP eBusiness Centre W.ULTEIRSTLG]

MFSP eBl = Annual Funding = Request for Funds > Volunteer Management and Community Leadership

Quarterly Report Volunteer Management and Community Leadership
W Fiscal Year: 2012-2013

Historical Allocation

Amount of DMFS Funds Allocated Last Year

$3,000
Personal Development and
Community Integration DMFS Funding Requested
Child and *¥'outh
DE‘I,EIZ" m;:tuand Parenting For Personnel For Velunteer For MFRC Board Total DMFS Amount Variance Percent Variance
o rut : Management of Funding from Last Year's from Last Year's
=uppo Items Directors/CMFRC Requested Total DMFS Total DMFS
oo Advisory Allocation Allocation
Family Separation and Committee Items
Reunion
5100 $2,200 $1,100 53,400 $400 0.0%

Prevention, Support and
Intervention

Rationalization

Attestation and Submission

Financial Summary 1. Since your last funding Application, what has changed in your volunteer management and/or
- community leadership? (max 2000 characters)

Submission Report Our volunteer team has lost two people.

u

Service Delivery - - - - - -
Agreement 2a. What tools or processes did you use to identify the need for changes in this Service Category?

ize any specific results, recommendations or other data that support the need for change in
the level of funding in this Service Category. (max 2000 characters)

J°Eﬁwﬂxf\mw NSy N ,\""\J‘MJ‘,

Step 4 — Scan and upload the Submission Report

1 Once the printed Submission Report has been signed, scan the entire document,
and then upload it to the eBusiness Centre by clicking the Browse button.

A i T e . P
Position: RFE
Service Delivery osmon
Agreement
Quarterly Report Submission

Step 4/5: If your Request for Funds has been approved and signed, scan the entire Reguest for Funds submission
report. Click "Browse” to select the scanned document. Upload by clicking the "Upload” butten.

Your session will
expire in 20
minutes. Save your
changes often.

If changes to the report are required, click the Unlock button, complete the required changes and restart the submission
process.

[[Jwe do not have the capacity to scan a document. & signed hard-copy has been mailed to DMFS.

Mote: Only the following file types are permitted: .pdf, .jpag, .png, .gif

G | Browse.. | )
l

Upload ] [ Cancel Upload ]

2 Once you've selected the scanned document, click the Upload button.

What if | don’t have a scanner?

If you don’t have access to a scanner, you can send a signed hardcopy of the
Submission Report to DMFS.
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1 On the Attestation and Submission page, select the “We do not have the

capacity to scan a document. A signed hard-copy has been mailed to
DMFS.” checkbox.

- o I e T Lo i
o b..mf:an"tn«—_,-xrgnétuie'-gage of the Sdrvice Oélivery Agresment 'Suu'nﬁssr‘ B s -0
SHRETIN R by clicking the "Attach File” link. :

do not have the capacity to scan a document. A signed, hard-copy has been mailed to DMFS.
minutes. Save your

| | Browse.. Upload
changes often.
I N ol VNI e S R

Quarterty Report

Your session will
expire in 20

Step 5 — Submit the document to DMFS

Important: Make sure that you've properly reviewed your document. Once
submitted, you cannot make any more changes to the document.

1 Once you've uploaded document, click the Submit button located at the bottom
of the Attestation and Submission page to send the document to DMFS.

v ,‘4\.."' . s — e Pt et . . .
v, Wu. S g T R R R N e R T
Service Delivery Rank: Col
Agreement )
Position: RFE

Quarterly Report

Submission

Your session wil Step 5/5: Submit your Reguest for Funds submission report to DMFS by clicking the Submit button.
expire in 20
minutes. Save your
changes often. [ Submit ] [} Unlock

\!__] Wiew Existing Document

LW N L WAL W W 4

o

A message appears telling you that your report is pending approval.

Fagirs E e T it R S R A PRRTRE T
S = W, W s i s R gy T e
Submission Repo 2" o %
= P Submission

Service Delivery ;
Your Request for Funds is pending approval.
Agreement C i P <5 )

Your session will
expire in 20
minutes. Save your
changes often.

ﬂ View Existing Document

LT W%

&.,.& A g, ﬁ\\m"‘_rr-\_\ww“&\vw‘ewwmmww,&_ ‘-\WNM\ M}

Note: Once a C/[FMRC member begins the SERVICE DELIVERY AGREEMENT
process, all report pages are read-only.
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How do | un-submit a document?

If, for some reason, you need to make changes after a document has been
submitted to DMFS, contact your DMFS Field Operations Manager.

How do | view the Financial Summary report?

The Financial Summary Report is a view-only report that allows you to get a quick
look at the information that was entered.

1 Click the Financial Summary report from the left-hand menu.
A new window appears and you can view the details of the report.

2 To print a copy, scroll to the bottom of the window, and then click the Print
button.

3 A Print window appears. Select your printer (if necessary), and then click Print.

4  Click the Close button to close the window and return to the Attestation and
Submission page.

How do | view the Submission Report?

The Submission Report is a view-only report that you can access while you are
working on your funding document.

1 Click the Submission Report from the left-hand menu.
A new window appears and you can view the details of the report.

2 To print a copy, scroll to the bottom of the window and click the Print button.
A Print window appears.

3 Select your printer (if necessary), and then click Print .

4 Click the Close button to close the window.

Note: The Submission Report does not contain the Signhature Blocks and cannot
be submitted to DMFS. Go to “How do | submit my funding document to DMFS?”
for information on printing the official submission report including the Signature
Blocks.

If you need to review or make an update to the Community Profile category, click the
Annual Funding tab at the top of the page. The Community Profile category will
reappear in the left-hand menu.
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How do | view previous years’ submissions (document S)?

All users can view the previous three submissions by selecting a link from the
Archives section.

Browse Page

¢ MFSP

SERVICES PROCRAM

s
{
’

MFSP eBusiness Centre WC.ULITEINSTHEITT

tre > Annual Funding > Service Delivery Agreement

Request for Funds N B
= Service Delivery Agreement
i‘sr"‘c‘s D‘f""e”" [ A Service Delivery Agresment has already been started for COLORADO SPRINGS CMFRC for 2012-2013.
greemen Click the Categories to the left to view or edit.

Management and
Administration

Volunteer Management and
Community Leadership

Personal Development and . . .
el Service Delivery Agreement Archives

Child and Youth To view previous Service Delivery Agreement submissions, select the fiscal year.
Eevelnrulmentand Parentingk 2011-2012
upeo 2010-2011

Family Separation and » 2008-2010
Reunion

Prevention, Supnort and

IV ¥ SR T Y SV SN N S

Note: Until there are three years of data using the “new” eBusiness Centre, clicking
any one of these links will take you to the “old” eBusiness Centre. From there, you

can log in and see historical funding documents using the same user name and
password.

Things to watch out for

Timeout period

0 Important: Save your changes often. For security reasons, if you leave the
eBusiness Centre unattended for 20 minutes, or do not save any
changes on a page for that duration, the application will “timeout” and
you'll lose any of your unsaved changes.

Esc button

Pressing the Esc button accidentally before you save information in a field or
checkbox has the undesired effect of removing that information.
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Help!

If you experience technical difficulties when using the eBusiness Centre, contact
Canadian Forces Personnel and Family Support Services (CFPFSS) IT Customer
Care Centre at ccc@cfpsa.com or 1-866-615-9284.

For all other questions, guidance and support please contact your DMFS Field
Operations Manager.

eBusiness Centre
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