CSLFRF April 2024 Project & Expenditure Report
Portal Walkthrough Manual

This manual is designed to aid North Carolina counties and municipalities that have received funding
from the American Rescue Plan Act Coronavirus State and Local Fiscal Recovery Funds in navigating
the Treasury portal for annual reporting. Its purpose is to guide them in certifying and submitting the
April 2024 Project & Expenditure Report through the U.S. Department of the Treasury’s submission
portal. This manual is especially designed for local governments with ARP/CSLFRF allocations
between $0 and $10,000,000.
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Accessing Treasury’s Portal

If you do not already have an account for accessing the Treasury Portal, you will need to create a
Login.gov account. Before creating the Login.gov account, have your local government’s account
administrator pre-register you in the portal.

Pre-reqister for the portal

1. To pre-register new authorized personnel in the portal, the account administrator must login to
the portal and select the hidden menu icon in the top left corner.

Introduction

Welcome to the Treasury Programs supporting State, Territory, Tribal, and
Local Government as part of the 2021 American Rescue Plan.

Programs

Introduction

State and Local Fiscal Recovery Funds (SLFRF)
Submissions $350 billion available for state, territory, Tribal, and local governments o support the public
health response and lay the foundation for a strong and equitable economic recovery.

Compliance reports
Emergency Rental Assistance (ERA)

Closeout reports $21.6 bilion available for state, teritory, and local goverments to assist households that are
unable to pay rent and utiives.

2. Select “Account.”

X
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Notifications

3. Select the corresponding account name. This will give you three options to choose from. Select
“Designation Form.”




4. Once in the designation form, the authorized administrator can edit and update the roles as
necessary. If done correctly, the personnel added to the portal will populate at the bottom of the
site.

5. Once you have received an email from the Treasury regarding Login.gov account setup, you are
pre-registered and may proceed to create an account.

Creating an Account

To create a new Login.gov account complete the following steps:

1. Navigate to https://portal.treasury.gov/compliance, click the Login.gov button and select ‘Create
an account.
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2. Input your email address, select language preference, and accept the Login.gov ‘Rules of Use’.
Click the Submit button and a new page display will notify you to check your email inbox.




3. Within your email inbox, confirm you received an email notification email address by clicking the
button provided. You can also copy and paste the provided link into their browser.

4. Once the email address is confirmed, create a new password.
a. Passwords must be at least 12 characters. There are no other restrictions. You can even
use more than one word with spaces to get to 12 characters. Try using a phrase or a
series of words that only you recognize. Your Login.gov password should be different
from passwords you use for other accounts such as your bank account or email. Using
the same password for many accounts makes identity theft easier.
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5. Set up their multi-factor authentication via one of the options provided.
a. If the phone authentication method is selected, input a telephone number and select
whether to receive the message via SMS or phone call.
b. Once a phone number is added, enter your one-time security to finish account creation
(refer to Figure 8).

i. If another authentication method other than phone is selected, users should
consult the Authentication Options page located at the following URL.:
https://www.login.gov/help/get-started/authentication-options/ Follow the
onscreen instructions provided for your selected method
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MORE SECURE

nnnnnnnnnnnnnnnnnnnn

MORE SECURE

6. After successfully adding a phone number to your account, you will receive screen informing
you are officially signing in for the first time. Once the account is created, return to the URL:

https://portal.treasury.gov/compliance/




vuwamsor @

© A phone was added o your sccount
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You've created an account with
Login.gov

You will receive a message that you are entering the Department of the Treasury’s portal. Click
“Continue” to enter the ‘Treasury Reporting Portal’.

Once you have successfully logged in through Login.gov, you will arrive at the Introduction page
of the Treasury portal.

Assistance (ERA)
tate teritory and local povernments

Homeowner Assistance Fund (HAF)
Nearly $10 bilion availabieforstate erritory, snc Tribal goves
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Login.gov: If you're using an existing Login.gov account, navigate to
https://portal.treasury.gov/compliance and click the Login.gov button. Enter your Login.gov e-
mail address into the E-mail Address field and enter the password associated with your
Login.gov account. This should redirect you to the Treasury Portal Homepage.
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U.S. Department of the Treasury is
using Login.gov 1o allow you to sign
in to your account safely and
securely,

Sign in for existing users
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ID.me: If you'’re using an existing ID.me account, navigate to
https://portal.treasury.gov/cares/s/slt and click the ID.me button. Enter your ID.me account e-
mail address into the E-mail Address field and enter the password associated with your account.
This should redirect you to the Treasury Portal Homepage.

ID.me + & TREASURY

Signinto ID.me
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Confirming the Recipient Profile

1. Once you are logged into the portal, select “Recipient Profile” in the navigation menu on the left-
hand side of the page.

Introduction and Bulk Upload Templates

/sicome to the Project and Expenditure Report Form g

2. Review all of the Recipient Information and ensure that everything listed is correct. If there are
any discrepancies, scroll down and use the textbox to report necessary changes.

Recipient Information
uelo ABC123456CDE Addresso 123 Main Street

TiNe 000000000 Address 20

Logal Entity Name®

Sample

MN

00000

3. If everything listed is correct, scroll down and answer the three questions according to your local
government. When finished, select “Save.”
a. Your local government should be registered with SAM.gov. To check if your System of
Award Management (SAM.gov) registration will be up-to-date through April 30, 2024,
follow the steps here. Note on Renewal: Registration and renewal in SAM is free.




Locating the Report

1. Once you are logged into the portal, select “Compliance Reports” in the navigation menu on the
left-hand side of the page.

Introduction

P roe
Weicome 1o the Treasury Programs supporting State, Territory, Trbal. and Local Govern Ll
the 2021 American Rescue Plan

Programs

State and Local Fiscal Recovery Funds (SLFRF)

Rental (ERA)

Homeowner Assistance Fund (HAF)

Capital Projects Fund (CPF)

2. In the SLFRF Compliance Report Table, there should be a report with the report type “Project
and Expenditure Report.” On that report, select the pencil icon under the “provide information’
section.

My compliance reports

SLFRF compliance reports

Reporthame | ReportType | CFDANo ReportPeriod | Deadiine Status Provide ofor...  Downlosd

| e e w10

SLFRF information and/or document requests

3. Once you are redirected to this report page, confirm that the correct report was selected by
reviewing the “Record Details” on the right-hand side of the page. The reporting period start
date should be April 1, 2023 and the reporting period end date should be March 31, 2024.

> Help

~ Record Detalls.

category req and bulk file upload




Selecting the Standard Allowance

For recipients electing the “Standard Allowance”, Treasury will presume that up to $10 million in
revenue, not to exceed the award allocation, has been lost due to the public health emergency and
recipients are permitted to use that amount to fund “government services.”

1. Once you have located the April 2024 Project and Expenditure Report, select the “Recipient
Specific” tab in the navigation menu on the left-hand side of the page.

Introduction and bulk upload templates

Record Detalls

ome  Bulk uploads

Expenditure category requirements and bulk file upload

2. Scroll down to the blue box lower down on the page. If you are a recipient allocated less than
$10 million, you are encouraged to answer ‘Yes’ for electing the standard allowance. There will
be a question asking, “Is your jurisdiction electing to use the standard allowance of up to $10
million, not to exceed your total award allocation, for identifying revenue loss?” Select Yes.

Revenue replacement

Revenue replacement key inputs

3. The next question asks about revenue loss due to the COVID-19 public health emergency. If
your local government received less than $10 million and has used the full amount of your
ARP/CSLFR allocation in the revenue replacement category, then your revenue loss can be up
to the full amount that you received. If your local government spent its ARP/CSLFRF allocation
in other categories, then you must subtract the amount spent in other categories and determine
exactly how much was spent on revenue replacement. For example, if your local government
was allocated $10,000,000 and spent $3,000,000 in infrastructure investment, then you should
report $7,000,000 in lost revenue.



a. If you enter in an amount that exceeds your total allocation amount, a warning
message will appear at the top of the screen which notifies you that the indicated
revenue loss is greater than the total SLFRF Allocation.

E)

Rovenue roplacement key inputs

4. The next question asks if fiscal recovery funds were used to make a deposit money into a
pension fund. Local governments were not given the authority to spend ARP/CSLFRF on

pension, so the answer you select should be “No.”

5. The last question in the blue box asks you to provide a full explanation of how revenue
replacement funds are allocated to government services. This description should match the 6.1
project description. Treasury requests that descriptions provide explanations that details what
type of specific eligible government services are being supported with the funds. The textbox for
entering these details is designed to take at least 250 characters as part of the description of

For example, a useful description might of how
revenue replacement funds were used might
read like the following: “Revenue replacement
funds are being used to maintain current levels
of services of the local government, including the
salaries of three firefighters and the related
operations and maintenance fees associated
with the department’s emergency vehicles.
Additional funds were used to maintain and
service streetlamps in the downtown area, as
well as a project to rebuild the sidewalks of the
commercial district.”

services.
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6. After completing the three additional questions, select “Save.” You can confirm that your edits

have been saved once you see a green check and the words saying “Your changes have been
saved” appear at the top of the screen.

370,000,000

! is $10 million or greater, the recipient may enter in the amount of revenue loss the

recipientis electing up 1o $10 million

If a recipients total allocation s less than $10 million, the recipient may enter in the amount of revenue
loss the reciplent is electing up o your total allocation

Revenue 10ss due 1 19 public health emergency
10,000,000.00
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Creating a Revenue Replacement Project

1. Once you have located the April 2024 Project and Expenditure Report, select the “Project

Overview” tab in the navigation menu on the left-hand side of the page.

Project overview

2. Scroll down to the blue box labeled “No projects verification”. Where it asks “Does your
jurisdiction have projects to report as of this reporting period?”, select “My jurisdiction has
projects to report”. Select “Save” and confirm that your edits have been saved once you see a

green check and the words saying “Your changes have been saved” appear at the top of the
screen.

No projects verification

isdiction has projects toreport

My Projects

Total number of projects : 0

3. Scroll down to the next blue box labeled “My Projects” and select “Add New Project”

My Projects

Total number of projects : 0

You e o grof ot by i<y Akl e projec

4. You will be redirected to a short form titled “Add project,” that will ask for the details of the
project you are creating. Under the “Project Expenditure Category Group” select “6- Revenue

Replacement.” Under the Project Expenditure Category select “6.1- Provision of Government
Services.”

12



a. A warning message will pop-up notifying you that expenditures reported under
Expenditure Category: 6.1 Revenue Replacement do not need to have subrecipients,
subawards, or expenditures separately reported after entering in the 6.1 project as
required. That means that once you enter all of the information in this form, you do not
need to provide additional details on the awards and the expenditures.

b. If your local government is using it's CSLFRF allocation as a match for another (non-

ARP) federal grant, then your local government should be selecting the 6.2 Non-federal
match for other Federal Programs category.

Add project

=

5. Create a Project Name and Recipient Project ID Number.
a. The Recipient Project ID Number is a number that you are creating to identify the

specific project. Each project ID number should be different for identification purposes. It
is recommended to use differing 4-digit codes to identify each project (ex. 1245).

Add project

[

6. A 6.1 project doesn’t need to have an adopted budget, so leave those sections blank.

7. Enter the total cumulative obligations and total cumulative expenditures for this project, as well
as, the amounts obligated and expended between April 1, 2023 and March 31, 2024.
Note: Recipients should ensure that Current Period Obligations are less than or equal to
Cumulative Obligations for each project. Treasury’s Portal will otherwise return an error.

Add project n

Aad project
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8. A 6.1 project should not have earned or expended income, so leave those sections blank.

9. The last question asks you to provide a project description. This description should match the
description of revenue loss you provided in the standard allowance section. (See direction on #5
of Selecting the Standard Allowance for more details.)

Add project

10.000,000.00
° °

10.000.000.00 10,000,000.00

10. Once complete, select “Add project.” Confirm that your project has been saved once you see a
green check and the words saying “Your changes have been saved” appear at the top of the
screen.

@ Saving Project...

Your changes have been saved.

No projects verification

My Projects

Total number of projects : 1

al adopted budge Total obligations al expenditus

$10,000,000.00 $10,000,000.00 $10,000,000.00

$0.00

11. The page you are redirected to will list all previous projects and update to reflect the new project
added. It will also list the total adopted budget, total obligations, and total expenditures for all of
the projects combined. It will also list the total for remaining funding that has not be obligated.

My Projects

Total number of projects : 1

Total adopted budget tal obligations

udae obligat Total expenditures
$10,000,000.00 $10,000,000.00 $10,000,000.00

$0.00

© Add new project
> Filters
o~ Poge: 1 1
Project Recipient Total Total Expenditu Completic Project Status Obligation Expenditure Locked
Name V| Projectid | Obligatior ¥ | Expenditu ™ | Category ' | status | Prol Status Status Status

1 TestRevRep 1234

6
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Updating a project

1. Once you have located the April 2024 Project and Expenditure Report, select the “Project
Overview” tab in the navigation menu on the left-hand side of the page.
m Project overview
2. Scroll down to the blue box labeled “My Projects” and select the “Project Status” button of the
project you intend to update.
$1000000000 $10,000000.00 $10,00000000
;o.oo
1 TestRevRep 1234 $10,000,000.00 $10,000,000.0 ﬁ
3. On this “General Project Information” page you will be able to update the adopted budget, the

current and cumulative obligations, the current and cumulative obligations expenditures, and the

income earned and expended

for the project.

Edit Project

Cusrent Poriod Fpendiuncs@
10.000,000.00
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4. Confirm that your updates to the project have been saved once you see a green check and the
words saying “Your changes have been saved” appear at the top of the screen.

@ Saving Project_

Total number of projects : 1 e s e

otal adopted budgo Total obligations Total expendit

$ 10,000.006.00 $10,000,000.00 $10,000,000.00

Res will ba lost if not obiigaled by Decernber 31, 2024

ol Total adopled budgel minus Tolal cbligations

$0.00

© Add new project
> Filters.
© Records per p: 0 P
Project Recipient Total Total Expenditu Completic Project Status Obligation Expenditure Loci|
Name ' Projectid ¥ Obligatior ¥ | Expenditu ¥ | Category ¥ Status ¢ Status Status. sta
6
1 TestRevRep 1234 $10,000,000.00 $10.000,000.00 ; ¢ Completed

A3
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Cancelling a project

1. Once you have located the April 2024 Project and Expenditure Report, select the “Project
Overview” tab in the navigation menu on the left-hand side of the page.

Project overview

Introductionbulk
tomplates

Recipient profile

New Updates

2. Scroll down to the blue box labeled “My Projects” and select the “Project Status” button of the
project you intend to update.

dopted bidget biigat Total expendture
$10,000,000.00 $10,000,000.00 $10,000,000.00
Remaining funding that will ba los! if not obligaled by December 31, 2021
(Calculation basod of of Total adoptod budgot minus Total obligations
$0.00
© Add new project
> Filters
° 1
Project Recipient | Total Total Expenditu  Completic o . o Obligat Expenditur Locked
Name | Projectid ¥ | Obligatior ¥ | Expenditu ¥ | Category “ Status e Status Status Staty
T —— 6
& ad 25 C5V

3. On the “General Project Information” page, under the “Status to Completion” question, the drop-
down options can be changed to reflect the project’s status. Select “Cancelled.”
Edit Project

e

4. Selecting Cancelled will display a text field to enter the reason for cancelling the project. If you
are selecting to cancel a previously reported project, please be aware that you will need to
revise the project’s total cumulative obligations, and total cumulative expenditures to $0.00. To
do this, enter the negative version of the listed obligations and expenditures in order to negate
them back to zero. For example, if you have $500 listed as an obligation, enter -$500 to send
that obligation back to $0.

5. Select “Save Project.” Confirm that your updates to the project have been saved once you see a
green check and the words saying “Your changes have been saved” appear at the top of the
screen.

17



Completing & Locking a Project

1. Once you have located the April 2024 Project and Expenditure Report, select the “Project
Overview” tab in the navigation menu on the left-hand side of the page.

Project overview

om
ec ile
Project overview

Pre

Rec

cific

Tax offset proy

Certification

Now Updates:

2. Scroll down to the blue box labeled “My Projects” and select the “Project Status” button of the
project you intend to lock. Note: Projects can only be marked complete and locked once all
funding associated with the project have been fully obligated and expended.

Total adopted budget

Totai obligation:
$10,000,000.00 $10,000,000.00

§ by December 31, 2024

otal obligations)

$0.00

© Add new project
> Filters
° p 1
Project Recipient | Total Total Expenditu  Completic o .o Obligation Expenditure  Locked
Name V| Projectid ¥ | Obligatior ¥ | Expenditu ¥ | Category ~ sV H Status Status Status
TestRevRep 1234 s 00 $10,000,000.00 6

& Download as CSV

3. On the “Status to Completion” question, the drop-down options can be changed to reflect the
project’s status. Select “Competed” and “Save Project.”

Edit Project

Poject N
Test Rev Rep

Cumaibtive Obiy Cunront Poriod Fxpon
10,000,000.00 10,0¢ 10,000,000.00

e
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4. Confirm that your edit to the project has been saved once you see a green check and the words
saying “Your changes have been saved” appear at the top of the screen. The “Completion
Status” should update to “Competed.”

@ Saving Project..
!

Total number of projects : 1

otal adopted budg Total oblgations Total oxpon

$10,000,000.00 $10,000,000.00 $10,000,000.00

t will ba

r 31,2024
obligations|

© Add new project
> Filters
© Rocords porp: P
Project Recipient _ Total Total Expenditu - Completic | ot ogyapus | Obligation Expenditure | Lo
Name ' Projectld ¥ Obligatior " | Expenditu ¥ | Category ~ Status Status. Status. Stat]
6-Revenve
1 TestRevRep 1234 $1000000000$1000000000 o/ U

5. Now that the project is marked completed, you can select “Locked Status” and “Lock project.”
By locking the project now, it allows you to go directly to the certify and submit section in later
reporting periods. Note: Marking the project as complete and locking the project does not mean
that your local government is finished with reporting. You must continue to report annually
through April 2026. Locking will just make the process faster.

Lock Project

PIOJECT UNUIOCKES

Projoct - Total Cumulatvo Exponditures@
$10,000.000.00
Period Current period obligations Current period expenditures
Q12022
Q22022
Q32022

Q42022

Q12023
Q22023
Q32023
Q42023 $10,000,000.00 $10,000,000.00

Totals $10,000,000.00 $10,000,000.00
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Certifying the Report

1. Once you have reviewed each project and finished editing, open the April 2024 Project and
Expenditure Report and select the “Certification” tab in the navigation menu on the left-hand
side of the page.

2. Review the total adopted budget, total obligations, total expenditures listed on the certification
page. These numbers reflect the cumulative total from each of the projects.

a. On this page, it is important to ensure that the “Allocated Amount” listed in the “Record
Details” on the right-hand side of the page is less than or equal to the total adopted
budget. If not, your remaining funding may be listed as a negative number. If that is the
case, then you should go back to the project overview page and review each of the
created projects.

Review o] Draft

Introduction/bulk Total adopted budget otal bligations otal expendity

templates $10,000,000.00 $10,000,000.00 $10,000,000.00

Tax offset provisio

Project overview statuso

Certification
Projectstatus

3. Review the project overview status to ensure that you’'ve completed each of the necessary
fields. When you are ready to certify, the “incomplete” row will have zeros in each column.

Tax offset provisio
Project overview statuso
Certification
Prjectsatus Ogatonstaes Expendiure staus

Statement
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4. After reading the statement, scroll down and review the “Name of current login user.” Ensure
that your name and contact information is listed. If everything is as it should be, select “Certify
and submit.”

by SIgNINg IS report, e autnonzea 101 reporung n qance win o1
CFR 35.4(c) that recipients shall provide to the Secretary periodic reports providing detailed accounting
of the uses of funds, as applicable, all modifications to a State's or Territory's tax revenue sources, and
such other Information as the Secretary may require for the administration of this program. In addition
1o regular reporting requirements, the Secretary may request other additional information as may be
necessary or appropriate, including as may be necessary to prevent evasions of the requirements of
this program. False statements or claims made to the Secretary may result in criminal, civil, or
administrative sanctions, Including fines, Imprisonment, civil damages and penalties, debarment from
participating in Federal awards or contracts, and/or any other remedy available by law.

Name of current login user

Note: the information for the currentiy signed In user will populate as the authorizer of this submittal
Only those in role of authorized representative for reporting or authorized representative on the
submission record will have access to certify and submit

N

Name: Telephone:
Stephanie Demo Contact (222)333-4567

Title: Email:

Demo Test i stephanie johnson.demo@treasury.gov

Certify and submit

5. Once the project has been certified, the Record Details should update to reflect the Report
Status as “Submitted.” After a recipient’s submission has been certified and submitted in the
system by the Authorized Representative for Reporting, it can be corrected in Treasury’s Portal
by selecting the Unsubmit button. Recipients may unsubmit, and then resubmit, their Project
and Expenditure Report any time before the reporting deadline.

Report Information

SLT-0035 - Interim Report
2021

Project and Expenditure

Report

Quarter 12022 (January

March

3/31/2022
12/5/2023 12:00 PM

$1,250.000.00
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