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1. INTRODUCTION

Before we get into the details of how to use the EFA Tool, let’s go over some background
information.

PURPOSE

The Emergency Financial Assistance (EFA) Tool enables subgrantees of the Expanded
Critical Supports Program to record the number and type of participants served through
EFA grants. This tool complements the Program Participant Report, which records the
number and type of participants served through activities of the Expanded Critical Supports
Program. Information recorded through the EFA Tool enables The JFNA Center on Aging
and Trauma to report to funders the number and type of participants served through EFA
grants. This tool provides transparency in EFA spending and allows the Center and its
subgrantees to learn about EFA trends.

STRUCTURE

The EFA Tool is housed in an Excel workbook composed of four worksheets, detailed below.

AutoSave B 9~ = Emergency Financial Assistance Tool - Demo with Data - Saved - e Carmel Rabin  CR
File Home Insert Page Layout Formulas Data Review Wiew Developer Help Acrobat 1% Share 7 Comments
A | = £ Insert ~ =

ﬁj 4 Calibri Ju AN EE =& 2 | |6eneal - = @ @ Eine sy /O Ej
Past E@” Conditi | F it Cell i Delete - Sort & Find & Anal

aste ; = = == | & onditional Formatas Cel a in nalyze

I U~ A A | = = = 3= ~ 9 e — e
- =T l= - = E = === $-% 9@ Formatting~ Table~ Styles~ | [FHFormat~ | €~ Fijter Select~ | Data
Clipboard I Font N Alignment N Number N Styles Cells Editing Analysis ~
c3 2 S | Introduction hd
A | B C D | E [

1

2

3 L mwodutin ]
4 .
This workbook contains space for your organization to record the number of participants served through

Emergency Financial Assistance (EFA) grants of your organization's IFNA Expanded Critical Supports
5 Program grant.

This workbook should be completed by the agency allocating EFA grants. This can be a local Federation,
Jewish Family Service, or other agency designated by the Leadership Council.

If more than one agency is allocating EFA grants, each granting agency should keep track of their grants
using a separate workbooks. These log sheets should be consolidated into one workbook by the Federation
_———tompleting the quarterly report:

1 \
Introduction EFA Log ‘ Related Costs Log | Grant Log Summary | ® [] »
[ Display Settings EH M - 1 + 130%
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The worksheets include the following:

1. Introduction. The first worksheet of the workbook is broken into two sections. The
first section includes a brief introduction to the workbook and highlights useful
materials such as Emergency Financial Assistance Definitions, this EFA Training
Guide, the Participant ID Generator, and the Program Participant Report.

2. EFA Log. The second worksheet of the workbook provides space to record each
emergency financial assistance grant provided to a unique program participant.
Further information about the EFA Log worksheet is detailed in Section 3 of this
training guide.

3. Related Cost Log. The third worksheet of the workbook provides space to record
each case of costs related to emergency financial assistance that cannot be entered
into the EFA log as they are associated with multiple individuals. Further information
about the Related Cost Log worksheet is detailed in Section 4 of this training guide.

4, Grant Log Summary. The fourth worksheet of the workbook provides an
automatically generated summary of your organization's emergency financial
assistance grants (both from the EFA Log and Related Cost Log). Further
information about the Grant Log Summary worksheet is detailed in Section 6 of this
training guide.

USE, REVIEW, AND SUBMISSION

Data is entered into the EFA Tool by the organization responsible for providing EFA grants.
This organization can be a local Federation, Jewish Family Service, or other agency
designated by the Leadership Council to grant emergency financial assistance. If more than
one agency is administering EFA grants, each granting agency should maintain their own
log sheets through their own EFA Tool.

Regardless of who administers EFA grants and logs EFA entries, the Federation is
responsible for reviewing the EFA Tool and submitting it through the Program Participant
Report. If more than one agency is administering EFA grants, each granting agency should
maintain their own log sheets through their own EFA Tool. If more than one agency is
administering EFA grants, each granting agency’s EFA Tool should be consolidated
into one workbook by the Federation completing the quarterly report. Information
about how to consolidate entries from multiple granting organizations is provided in
Section 5 of this training guide.

N The Jewish Federations® | Center on Aging 2
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Examples of use, review, and submission

Three examples of how the EFA Tool can be used, reviewed, and submitted are explained
below. These examples are based on a local decision-making process by each Federation
community in conjunction with each of their respective Leadership Councils.

1. Example of EFA Allocation Through One Sub-Subgrantee. The JFNA Center
provides grant funding to a subgrantee Jewish Federation, that allocates EFA
funding through one sub-subgrantee agency. In this case, the sub-subgrantee
agency should enter information into the EFA Tool and submit the tool to the Jewish
Federation on a quarterly basis for review and submission to The JFNA Center.

2. Example of EFA Allocation Through Multiple Sub-Subgrantees. The JFNA Center
provides grant funding to a subgrantee Jewish Federation that allocates EFA
funding through multiple sub-subgrantee agencies. In this case, each sub-
subgrantee agency should enter information into their own EFA Tool. Each sub-
subgrantee agency will submit their EFA tool to their Jewish Federation on a
quarterly basis for consolidation, review, and submission to The JFNA Center.

3. Example of EFA Allocation Through the Jewish Federation. The JFNA Center
provides grant funding to a subgrantee Jewish Federation that allocates EFA funding
themselves. In this case, the Jewish Federation will enter information into the EFA
Tool, as well as reviewing and submitting it to The JFNA Center on a quarterly basis.

ACCESSING THE EFA TOOL

The EFA Tool and corresponding list of Emergency Financial Assistance Definitions can be
found in the Expanded Critical Supports Programs forms library. Additionally, the EFA
Tool can be downloaded directly here, and the corresponding list of Emergency Financial
Assistance Definitions can be downloaded directly here. If you have any difficulties
downloading the EFA Tool and Emergency Financial Assistance Definitions through
the links provided, these documents can be emailed as attachments.

OF NORTH AMERICA and Trauma
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https://holocaustsurvivorcare.org/grant-hub/expanded-critical-supports
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2. OPEN AND SAVE

Now that we have covered the basics of what the EFA Tool is and who will use it, you are
ready to open the EFA Tool file and save it to your workspace.

OPENING AND ENABLING CONTENT

When opening the EFA Tool, you will need to enable the Excel workbook content to access
all features of the EFA Tool. To do so, you have two options.

Option 1: When opening the EFA Tool workbook, a yellow ribbon will appear at the top of
the Excel window. Depending on your version of Excel, this ribbon will appear similarly as
shown in the picture below.

v" Step 1. Click ‘Enable Content’ on the yellow ribbon. This will allow your Excel
document to use pre-set coding that automatically generates the Grant Log
Summary.

If you have clicked out of the yellow ribbon without enabling content, close the
document and open it again. The yellow ribbon will appear again and prompt you to
enable content.

AutoSave [‘% - Emergency Financial Assistance Tool - Demo with Data - Last Modified: 16m ago - yel Carmel Rabin
File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat ¥ Share 2 Comments
— & - -
(B e ca x| SE=9 B o | B B | R v O
Past UER Conditional Formatas  Cell EDekte vSrt&Fd& Anal
aste I U~ e | v A = =E==6- v O &0 .00 onditional Format as el . ol in nalyze
. S = - = S £ 5 $-% 2 W B Formatting~ Table~ Styles~ | PEFormat~ | €~ Fijterv Select~ | Data
Clipboard Font Alignment 1] Mumber N Styles Cells Editing Analysis ~
Qj SECURITY WARNING Macros have been disabled Enable Content x
c3 = S Introduction v
A B C D | E =
1
2
3
4
This workbook contains space for your organization to record the number of participants served through
Emergency Financial Assistance (EFA) grants of your organization's JFNA Expanded Critical Supports
5 Program grant.
6
This workbook should be completed by the agency allocating EFA grants. This can be a local Federation,
Jewish Family Service, or other agency designated by the Leadership Council.
Introduction EFA Log | Related Costs Log | Grant Log Summary | ® ] »
L& Display Settings B | - 1 + 130%
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Option 2. If the yellow ribbon does not appear, follow the instructions below.

v" Step 1. Click ‘File’ in the top ribbon of the Excel window.

AutoSave B D~ Emergency Financial Assistance Tool - Demo - Last Modified: 10m ago ~ pel Carmel Rabin | CR
File Home Page Layout Formulas Data Review View Developer Help Acrobat 13 Share I Comments
st T - . - N = . .
|:| rs Calibri Jn A A === 9. 2 General [E Conditional Formatting EH Insert %? /C)
0y~ $~% 9 [ Format as Table ~ B Delete ~ ~ =
Paste B I U-~ . A Sl——=—k=— . . Sort 8 Find & Analyze
- - =" |==== = %0 30 7 Cell styles ~ fE{Format> | €~ Fifter~ Select~ | Data
Clipboard & Font N Alignment ] Number N Styles Cells Editing Analysis ~
cs - F3 -
A | C D | E | F | -
1
2_
3 L ntoduction |
4
: P . y : . .
v" Step 2. Click ‘Options’. This will open a dialogue box.
Emergency Financial Assistance Tool - Demo with Data - Last Modified: 23m ago ‘Carmel Rabin @ @ ® ? - O X

DNEW

[= Open

Info.
Save a Copy

Save as Adobe

PDF
Print

Share

Export

Publish

Close

Account

Feedback

Options

m \\ The Jewish Federations®

Good afternoon

New
A B <
EY
- Take a tour
a
: -
Blank workbook Money in Excel ‘Welcome to Excel
| L Search
Recent  Pinned Shared with Me
D Name

a)
L

Emergency Financial Assistance Tool - Demo with Data
Carmel Rabin's OneDrive (Personal) » JFNA » Participant Counting » Emergency Financi...

Emergency Financial Assistance Tool
OneDrive - Personal » JFNA » Participant Counting » Emergency Financial Assistance_Fi...

Emergency Financial Assistance Tool - Demo
OneDrive - Persanal = JFNA = Participant Counting = Emergency Financial Assistance._Fi...

Participant |ID Generator - Demo
Carmel Rabin's OneDrive (Personal) = JFNA » Participant Counting

Create
Drop-down list

Drop-down tutorial

More templates —>

Date modified

8m ago
9m ago
9m ago

April 1
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v" Step 3. Click ‘Trust Center’.

Ease of Access
Advanced
Custamize Ribbon
Cuick Access Toolbar
Add.i

< Trust Center

v| Show Mini Toolbar on selection @
v| Show Quick Analysis options on selection
~| Show Convert to Data Types when typing ©
v| Enable Live Preview @

Collapse the ribbon automatically ©

Collapse the Microsoft Search box by default @

ScreenTip styler | Show feature descriptions in ScreenTips v|

When creating new workbooks

Use this as the default font: | Body Font '|

Font size: 1 -

Excel Options ? X
General = | . P ki ith | =
"RQ General options for working with Excel.
Formulas
Data User Interface options
Praofing When using multiple displays: @
Save 8 Optimize for best appearance
Optimize for compatibility (application restart required)
Language

-]

oK || Cancel |

v Step 4. Click ‘Trust Center Settings’. This will open another dialogue box.

Ease of Access
Advanced
Custemize Ribbon
Cuick Access Toolbar

Add-ins

Trust Center

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer
secure. We recommend that you do not change these settings.

Excel Options ? X
General
Help keep your documents safe and your computer secure and healthy.
Formulas
Data Security & more
Proofing Visit Office.com to learn more about protecting your privacy and security.
save Microsoft Trust Center
Language

Trust Center Settings...

OK I | Cancel
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v" Step 5. Click ‘Macro Settings’.

Trust Center ? x

Trusted Publish

rsted FubEnErs Message Bar Settings for all Office Applications
Trusted Locations
Showing the Message Bar

Trusted Documents ® Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has been

blacked

Mever show information about blocked content

Trusted Add-in Catalogs

Add-ins

Policy Tips

+| Show Policy Tip in the Message Bar. Turning this off will disable all Policy Tips unless your organization requires it.

Message Bar

External Content
File Block Settings
Privacy Options

Enable Trust Center | i
Forrn-based Sign-in Enabie lrust Lenter logging

0K | | Cancel

v" Step 6. Click ‘Disable all macros with notification’.

>< It is important to avoid selection of ‘Enable all macros’ as this makes your
computer vulnerable to viruses and malicious attachments.

Trust Center ? *

Trusted Publishers R
Macro Settings

Trusted Locations
Di . i tification X

® Dizable all macros with notification

Trusted Documents

Trusted Add-in Catalogs Disable all macros except digitally signed macros X

Add-ins Enable all macros (not recommended; potentially dangerous code can run) X
ActiveX Settings Developer Macro Settings
Macro Settings

Trust access to the VBA project ebject model
Protected View

Message Bar
External Content
File Block Settings
Privacy Options

Form-based Sign-in

oK | | Cancel
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v" Step 7. Click ‘Okay’. This will close the Trust Center dialogue box.

Trust Center ? X

Trusted Publish
rusted Publishers Macro Settings

Trusted Locations

Disable all macros without notification
Trusted Documents ) . o
#® [Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros

Add-ins Enable all macros (not recommended; potentially dangerous code can run)
ActiveX Seftings Developer Macro Settings
Macro Settings

Trust access to the VBA project ebject model
Protected View

Message Bar
External Content
File Block Settings
Privacy Options

Form-based Sign-in

P

kl oK | ? Cancel

v" Step 8. Click ‘Okay’. This will close the Excel Options dialogue box.

Excel Options ? X
G |
Enere @ Help keep your documents safe and your computer secure and healthy.
Formulas
Data Security & more
Proofing Visit Office.com to learn more about protecting your privacy and security.
save Microsoft Trust Center
Language

Microsoft Excel Trust Center
Ease of Access

Advanced The Trust Center contains security and privacy settings. These settings help keep your computer

secure, We recommend that you de net change these settings. Trust Center Settings...
Customize Ribbon
Quick Access Toolbar
Add-ins
Trust Center
D ——

Q oK I‘) Cancel
-

/-\I W\ The Jewish Federations® | Center on Aging 8
OF NORTH AMERICA
and Trauma



v' Step 9. Close the Excel file, which will enable the program to retain the setting

AutoSave B D~ Emergency Financial Assistance Tool - Demo - Last Modified: 10m ago ~ pel Carmel Rabin
File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat 13 Share I Comments
A v | == - Conditional F itting ~ &# Insert ~ =
I—jil rs Calibri Jn A A === 9. 2 General [E Conditional Formatting EH Inse %? /C)
0 - 4 -9 9 [HFormatas Table ~ T Delete ~ | @~
Paste B I U-~|iTe Mo A Sl——=—k=— . . Sort8 Find & | Analyze
- =Tl = =====|% S8 28 i el Styles fE{Format> | €~ Fifter~ Select~ | Data
Clipboard & Font N Alignment ] Number N Styles Cells Editing Analysis ~
cs - F3 -

AutoSave [F,“r_:’ ~ Emergency Financial Assistance Tool - Demo with Data - Last Modified: 16m ago - "8) Carmel Rabin ' CR

File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat ¥ Share 2 Comments

. | = Hinsert ~ -
[_\" 4 Calibri i A A [ EE= - B [cenenl . = Ep | Ene Z~ Ay /O @
Ps|t:|rlav — Conditional F : Cell Epeete - | B Szrt&Fd& A |
aste - —=l=== = onditional Formatas Cel o in nalyze
I U~ |FHi|~ A~ = = = 3= | E - O 0 .o — yz
M1 - = - = E = === $-% %8 Formatting~ Table~ Styles~ | PEFormat~ | €~ Fijterv Select~ | Data
Clipboard Font [ Alignme 1] Mumber N Styles Cells Editing Analysis ~
(1) SECURITY WARNING Macros have been disabled. Enzble Cantent x
c3 = S Introduction v
A B C p | E [
1
2
3
.
4

This workbook contains space for your organization to record the number of participants served through
Emergency Financial Assistance (EFA) grants of your organization's JFNA Expanded Critical Supports
5 Program grant.

This workbook should be completed by the agency allocating EFA grants. This can be a local Federation,
Jewish Family Service, or other agency designated by the Leadership Council.

Introduction EFA Log | Related Costs Log | Grant Log Summary | ® ] »

[& Display Settings HH [ 1 + 130%

Why is it important to enable content?

The EFA Tool has been built using a ‘Macro’, which enables the user to edit the
document. Without enabling content, you will not be able to use the Grant Log
Summary worksheet.

(A The Jewish Federations® | Center on Aging 9
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SAVING THE WORKBOOK

When saving the Excel Workbook, keep in mind that you will use the same workbook over
the course of the grant. Save the workbook in a safe and reliable location where you will be
able to continuously edit the workbook with new grant entries. Also, consider routinely
backing up copies of the file to avoid loss of data. Avoid saving the file on your desktop as
it may be harder to recover desktop files if your computer experiences hardware failure.
When saving the file for the first time, follow the instructions detailed and pictured below:

v" Step 1. Click ‘File’ in the top ribbon of Excel.

AutoSave ﬂ:é )~ Emergency Financial Assistance Tool - Demo - Last Modified: 10m ago - yol Carmel Rabin ' CR
File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat 15 Share I Comments
|:| ‘X P T A A | == = -;-‘/u. a General - ﬂCondltlona\Formaﬂmgv FH Insert ~ = Z? /C) E_j
@~ $ ~ 9% 9 | EEFormatasTable~ 2% Delete ~ | [~
Paste B I U-~|iie Mo A = == =iz . . Sort 8 Find & Analyze
N J o = === == = 0 . 7 Cell Styles ~ fFormat~ | €~ Fijterv Select~ Data
Clipboard n Font N Alignment ] Number N Styles Cells Editing Analysis ~
c8 M F v
A B C D E F -
1
2
3 e
4

Emergency Financial Assistance Tool - Demo with Data - Last Modified: 56m ago ‘Carmel Rabin @ @ ® ? — [m} X

Good afternoon

~ New
A ]

} Create &

Take a tour Drop-down list

1

Blank workbook Money in Excel Welcome to Excel Drop-down tutorial
More templates —>

£ Search

Recent Pinned Shared with Me
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v' Step 3. Browse your computer and select a location to save the file.

Emergency Financial Assistance Tool - Demo with Data - Last Modified: 57m ago ‘Carmel Rabin @ @ ® ? — [m} X

@ B Q ']“ [== OneDrive - Personal = JFNA = Participant Counting > Emergenc...
ecen
| Emergency Financial Assistance Tool - Demo with Data |

Personal |B(ce| Macro-Enabled Workbook (*.xlsm) - | | Pf Save
More options...

. OneDrive - Personal

carmelrabin@gmail.com [ Mew Folder

Other locations
E@ This PC

(&)
(el 8 ez EET Emergency Financial Assistance Tool - Demo... 4/1/2021 11:44 AM
[ Browse
ﬁj} Emergency Financial Assistance Tool - Demo... 4/15/20213:23 PM

v" Step 4. Name your file under ‘File Name?’ field.

Mame T Date modified

-

-

For example, you could name your file ‘EFA Tool_Organization Name’ so you can
easily find the file later. You may use the same file throughout the grant program or
use the ‘Save As’ function to create a new file each quarter based on the previous

file.
EH Save As =
T « JFNA *» Participant Counting *> Emergency Financial Assistance_Final Materials v | O Search Emergency Financia
Organize = New folder K~ 7]
~
5 — I~ Emergency Financial Assistance [ I~ Emergency Financial Assistance [ ., Emergency Financial Assistance
# Quick access . Tool - Demo with Data - Granting... m |, Tool - Demo with Data.xism u | Tool - Demoxism
M |
I Desktop g .._J_-; B B |
¥ Downloads [~ Emergency Financial Assistance
%| Documents e Toolxlsm
= Pictures g
/
AL E L EAE mergency Financial Assistance Tool - Demo with Datal % s
Save as type: Excel Macro-Enabled Workbook v
Authors: Carmel Rabin Tags: Add atag Title: Add a title
[] 5ave Thumbnail
» Hide Folders Tools - Cancel

f\t i W\ The Jewish Federations® | Center on Aging 1l
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v' Step 5. Save your file as an ‘Excel Macro-Enabled Workbook’ under ‘Save As Type:’

This file type should be pre-selected. If it does not automatically appear, select ‘Excel
Macro-Enabled Workbook’ from the drop-down menu. Do not save this Excel
Workbook as an ‘Excel Macro-Enabled Template’, ‘Excel Workbook’, or CSV file.

EM Save As *
T « JFNA » Participant Counting * Emergency Financial Assistance_Final Materials w O L Search Emergency Financial .
Organize = New folder == - (7]
~
. Emergency Financial Assistance Emergency Financial Assistance Emergency Financial Assistance
# Quick access Tool - Demao with Data - Granting... Tool - Demo with Datasdsm 'I_]‘ Toal - Demo.xlsm
] |
I Cesktop o+ - . -
¥ Downloads  # Emergency Financial Assistance
i Toolxlsm
5 Documents o E‘
= Pictures + o )
File name: | Emergency Financial Assistance Tool - Demo with Data ~
Save as type: |Excel Macro-Enabled Workbook »
. = WOTITOU R
A
EXCET BTyt
Excel 97-2003 Workbook
CSVUTF-8 (Comma delimited)
XML Data
~ Hide Folders Single File Web Page
Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

5V (Macintosh)

C5V (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

XPS Document

Strict Open XML Spreadsheet
OpenDocument Spreadsheet

v Step 6. Click ‘Save’ which will close the dialogue box.

Why is it important to save the file as an ‘Excel Macro-Enabled
Workbook’?

When saving, be sure to save the file as an Excel Macro-Enabled Workbook so that
the workbook generates the totals in the Grant Log Summary.

OF NORTH AMERICA a r‘]d Tra u ma
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3. EFA LOG

Now that you have successfully opened and saved your EFA Tool, you are ready to start
entering data into the EFA Log Sheet.

ENTERING GRANT DATA

The EFA Log Sheet provides space to record grants allocated to individual participants for
critical supports to prevent emergencies and homelessness. Grants recorded in this log are
allocated to unique individual participants. Examples can include the installation of safety
rails, replacement of a boiler, medication coverage, or utility payment for a specific
participant. This part of the workbook most closely resembles the Diamond reporting
system administered by the Claims Conference, as it records grant instances by participant
ID, grant amount, grant type, and service date. When the EFA Log is opened for the first
time, it will appear blank as shown in the image below. Simply overwrite row 3 with the first
details of your first EFA grant.

fﬁ & cut Calibri o A A === 2 =2 7 | &= T oY p @]
- : = Fill~ -
paste LB1CopY B I u-|d o A ===== §-% 998 Insert Delete Format ! Find &
< Format Paint =T ===1== ’ v & Clear - Select
Clipboard 51 Font Alignment Number Styl Cell Editing Analysis ~
AL £ | EFALog
A B C D E F G H |
EFA Log
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose,
Grant Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
1 |For Federations allocating grants through muftiple agencies, please consolidate information about all grants into one log sheet.
Participant ID Grant Target Specify if 'Other’ Demographic Specify if "Other’ Grant . Reporting
{Clims Confersnee o), Demegraphie 1 Type B OaRERED B G B St cust EElED Period
2 P N —
i I -
| introdudion | EFALog | Relgled CostsLog | Grantlog Summary | @ 1 3
Lgl Display Settings B | - 1 + 110%

When entering data, each grant provided to a unique program participant will be entered
in its own row. Since participants may receive multiple grants, it is important to note that
for each EFA grant allocated to a participant there will be a corresponding EFA Log entry.

—
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A complete row of logged data includes: Participant ID, Grant Target Demographic, Grant
Purpose, Grant Amount, Service Date, and Grant Details. An example of a completed EFA
Log is shown below.

Emergency Financial Assistance Tool - Dema with Data - Last Modifiec: Th ago - P search

12 Share - Comments

File  Home  Insert  Pagelayout  Formuas  Data  Review View Developer  Help  Acrobat

Gy K am o JkKx|===|o |4 B G D @62y 0|5

Fill~

D b
T ©

paste LOCOPY B Ul n . A —==|=x= G~ % 9 Insert Delete Format Find &

< Format Painter srilErier et | = ==l== = : -~ - e~ Select

Clipboard ] Font. Alignment Number Styles Cells Editing Analysis ~
Al - £ | EFALog
A B c D E 3 G H 1
EFA Log

Using the log sheet below, record each emergency financial assistance grant allacated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose,

Grant Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.

1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

2 ~ ~ - ~ ~ ~
3 815634 Holo $2,000.00 1/3/2021  new washing machine | 202101 |
4 527224 Hol $212.45 2/15/2021 | 202101 |
5 916534 As Ider adults $1,348.54 3/5/2021 | 202101 |
6 621988 Family caregivers of older adults Caregiving $200.00 3/6/2021 | 202101 |
7 852243 Other Pacific Islander older adults Funeral and Burial Expenses $5,000.00 2/27/2021 | 202101 |
] 130408 Veteran older adults Household and Personal Care Supplies $60.00 4/29/2021 | 202102 |
9 511631 Immigrant or refu $150.00 4/1/2021 | 202192 |
10 928719 First Respond $54.00 7/15/2021 | 202103 |
11 296310 LGBTQ 0 $2,500.00 9/28/2021  HVAC repair | 202103 |
12 187844 Older adult d I viol urvive $12.68 12/31/2021  ride share to hospital | 202102 |
13 815634 Holocaust su $124.35 2/13/2021  winter coat | 202101 |
14 527224 Holo $65.00 3/18/2021  medice co-pay | 202101 |
15 527224 Holo $612.95 6/20/2021 | 202102 |
16 527224 Holocaust survivors $245.13 9/25/2021 | 202103 |
17 815634 Holocaust survivors $3,000.00 10/1/2021  flooding damage | 202108 |
1 ]
19 [ ]
) |
2 I
2 I
» —
Introduction | EFALog | Related CostsLog | GrantLog Summary [©] >
B [ Display settings B [ L] + 110%

PARTICIPANT ID

The Participant ID column is completed by manually entering a series of letters and/or
numbers that distinguish unique program participants. EFA grants allocated to the same
participant should be logged under the same participant ID. Since participants may receive
multiple grants, the same Participant ID may appear multiple times throughout the
Participant ID column of the EFA Log.

How do you determine the Participant ID? A Participant ID can be drawn from four sources:

1. Claims Conference ID. If your grant participants are Holocaust survivors who receive
funding from the Claims Conference, they will have a Claims Conference ID used for
the Diamond data collection system. If you have access to participants’ Claims
Conference ID, you may use this to complete the Participant ID column.

2. Case Management ID. If your grant participants are registered through your
organization’s case management system, they will likely have a case management
ID associated with their name. If you have access to participants’ case management
ID, you may use this to complete the Participant ID column.

OF NORTH AMERICA and Trauma
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3. Participant ID Generator ID. If your participants have neither a Claims Conference ID
nor a case management ID, you may create a new and unique participant ID system.
See Appendix | for instructions on how to create a unique participant ID using the
Participant ID Generator Tool.

4. Combination of IDs. Some organizations may not have one participant ID system
that records all program participants. For example, some participants may have a
Claims Conference ID and others may have a Case Management ID. In such cases, a
combination of ID types can be used to complete the Participant ID column.
However, if combining IDs from multiple systems, please ensure there is no overlap
in IDs across systems.

AutoSave @ [}-?3 z) v - Emergency Financial Assistance Tool - Demo with Data - Last Modified: Yesterday at 3:23 PM ~
File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat Table Design
[] %z:tpy ; Calibri Ju A A | =E== @ 2b 1=l
Pajte < Format Painter B 1 U = 2 A === =8 $ % 9% %
Clipboard & Font Alignment MNumber

Al7 fr || 815634
| m ‘ B C D E ,

Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.

LA |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

(
_Parhupant - GHSnE Targe_t Specify if 'Other' Demographic Type Grant Purpose Specify if 'Other' Grant Purpose
(Claims Conference I Demographic

2 ™ ™ ™ ™ ®
3 | 815634
4 | 527224
5 | 916534
6_ 621988
7_ 852243
8 | 130408
9 | 511631
10 | 928719
11 | 296310
12| 187844
13 | 815634
14_ 527224
15_ 527224
16 527224

\| 17 815634]

\{'8_ Participant ID Y
19_ Write unique <
20 | participant ID N
21 |
22|
23
| Introduction | EFA Log | Related Costs Log | GrantLog Summary | (3

B
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GRANT TARGET DEMOGRAPHIC

The Grant Target Demographic column is completed by selecting a demographic from the
drop-down menu pictured below. If a grant is provided to a target demographic not listed
in the drop-down menu, select the ‘Other’ option at the bottom of the menu. Then complete
the column to the right - ‘Specify if ‘Other’ Demographic Type’.

What is a Grant Target Demographic?

The grant target demographic is the intended audience of the emergency financial
assistance. This can include Holocaust survivors, family caregivers, and additional
populations of older adults with a history of trauma.

Autosave (XD B Y-

For Federations allocatj

File Home Insert Page layout Formulas Data Review View Developer Help Acrobat Table Design

[ 4 cut Calibri o A A === ab [EJ /E. ?f
Paste E@CODV v B I U 1 O A = = == = ) 00

© gFUrmatPainter - = = = =|= = D $ M f} 2 0

Clipboard ] Font Alignment MNumber Styles
B17 v . st survivors
A | B | m | D | E | F
EFA Log

Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the as|
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.

o grants through multiple agencies, please consolidate information about all grants inte one log sheet.

Partici t ID Grant T: t
- - o = arge_ Specify if 'Other' Demographic Type Grant Purpose Specify if 'Other' Grant Purpose

(Claims Conference |0} Demographic
2 - | -] - | [ - |
3 819634 Holocaust survivors
4 | 5279224 Holocaust survivors
5 914534 Asian American older adults
6 | 623988 Family caregivers of older adults
7 853243 Other Pacific Islander older adults
8 130408 Veteran older adults
9 513631 Immigrant or refugee older adults
10 | 924719 First Responder older adults
117 294310 LGBTQ older adults
12| 1879844 Older adult domestic or sexual violence survivors
13| 819634 Holocaust survivors
14 | 5279224 Holocaust survivors
15 | 529224 Holocaust survivors
16 5279224 Holocaust survivors
17] 819634 |Holocaust survivors
18 Holocaust survivors A
19* Immigrant or refugee older adu

ll Latin American older adults
20 LGBTQ older adults
217 American Indian, Alaska Mative,
— Older adult crime survivors
227 Older adult disaster survivars
23 Older adult domestic or sexual * ¥
| Introduction | EFA Log | Related CostsLog | GrantLog Summary | (%) <

@
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Note: if an option is typed into the cell which does not appear in the drop-down menu, an
error message will appear prompting a selection from the menu, as shown in the image

below.

2 Search

File Home Insert Page Layout Formulas Data Review View Developer Help Acrcbat Table Design
D & cut Calibri w1 AA === & b, Wrap Text Genera
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Clipboard 5] Font ] Alignment 5] Mumber ]
- fr || text
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EFA Log
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
1 |For Federations allocating grants through multiple agencies, please consalidate information about all grants into one log sheet.
-Partlclpant = ISR Targe_t Specify if 'Other' Demographic Type Grant Purpose Specify if 'Other' Grant Purpose
(Claims Conference ILY Demographic
2 [ - | - | s =
3 | 815634 Holocaust survivors
4 | 527224 Holocaust survivors
5| 916534 Asian American older adults
6 | 621988 Family caregivers of older adults
7| 852243 QOther Pacific Islander older adults
8 | 130408 Veteran older adults
9 | 511631 Immigrant or refugee older adults
10 | 028719 First Responder older adults
11| 296310 LGBTQ older adults
12 | 187844 Older adult domestic or sexual viclence survivors
13 | 815634 Holocaust survivors
14 527224 Holocaust survivors
15 | 527224 Holocaust survivor;
16 527, sum Microsoft Excel X L
| F St 8 _
187 Demographics o Please select an option from the drop-down menu. |
19 Select from drop- L
20— down mend | Retry | ‘ Cancel | | Help | I
21|
22|
23
| Intreduction | EFA Log | Related CostsLog | Grantlog Summary | (%)
Ready [®

GRANT PURPOSE

The Grant Purpose column is completed by selecting a purpose from the drop-down menu

pictured below. If a grant purpose is not listed in the drop-down menu, select the ‘Other’
option at the bottom of the menu. Then complete the column to the right - ‘Specify if ‘Other’
Grant Purpose’.
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What is a Grant Purpose?

The grant purpose includes various categories of emergency financial assistance
service provision. This includes categories such as appliance repair or
replacement, food assistance, housing modifications, transportation, and more.
For a full list of grant categories and coverage details, please see the Emergency
Financial Assistance Definitions.

AutoSave @ [‘1:’“3 Z) v = Emergency Financial Assistance Tool - Demo with Data - Saved ~ £ Search
File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat Table Design
ﬁﬂ 4 cu Calibri Ju AR [ E==® 2 I
[Bcopy ~
Paste —_— == = = = ) .00
I U < A . = 2= 0, -0 .00
v gFormatPainter o - - —I= = D $ v f6 "% S0
Clipboard 5 Font Alignment Number 4
D17 - fe Housing Repairs
| A B | C | m | m |
EFA Log N———___— SN——__—
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing 4
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
1 |For Federations allocating grants through multiple agencies, please consolidate informatigseabout all grants into one log sheet.

Participant ID
(Claims Conference I0)
- |

GrantT. 14
P Specify if 'Other' Demographic Type Grant Purpose Specify if 'Other' Grant Purpose

Demographic
™ ® ™ - |

2
3| 815634 Holocaust survivors Appliance Repair and Reg
4 | 527224 Holocaust survivors Case Management
5 | 916534 Asian American older adults Dental Assistance
6 | 621988 Family caregivers of older adults Caregiving
7| 852243 Other Pacific Islander older adults Funeral and Burial Expenses
8 | 130408 Veteran older adults Household and Personal Care Supplies
9| 511631 Immigrant or refugee older adults Food Assistance
10 | 928719 First Responder older adults Food Assistance
11| 206310 LGBTQ older adults Utility Repair and Replacement
12 | 187844 Older adult domestic or sexual violence survivors Transportation
13 | 815634 Holocaust survivors Clothing
4 | 527224 Holocaust survivors Medical Assistance
15 | 527224 Holocaust survivors Dental Assistance
16 527224 Holocaust survivors Housing Assistance
'I?:I 815634 Holocaust survivors \ Housing Repairs
18 Housing Repairs
19_ Legal Costs
l Medical Assistance
20 Pet Care
217 Translation and Interpretation
— Transportation
22_ Utility Assistance
23 Utility Repair and Replacemen v
| Introduction | EFA Log = Related Costs Log | Grant Log Summary @)
Ready [®
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Note: if an option is typed into the cell which does not appear in the drop-down menu, an
error message will appear prompting a selection
below.

from the menu, as shown in the image

,0 Search

Insert  Page Layout Formulas Data Review View Developer Help Acrobat Table Design
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eet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated roy
e Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.

allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

nt ID

rence I0)
[~ |

Grant Target
Demographic

Specify if 'Other' Grant Purpose Grant Amount

Specify if 'Other' Demographic Type

Grant Purpose

815634 Holocaust survivors

527224 Holocaust survivors

916534 Asian American older adults
621988 Family caregivers of older adults
852243 Other

130408 Veteran older adults
511631 Immigrant or refugee older adults

928719 First Responder older adults

296310 LGBTQ older adults

187844 Older adult domestic or sexual violence survivors

Pacific Islander older adults

815634 Holocaust survivors
527224 Holocaust survivors
527224 Holocaust survivors
527224 Holocaust survivors
815634 Holocaust survivors

Appliance Repair and Ref

Case Management

Dental Assistance

Caregiving

Funeral and Burial Expenses
Household and Personal Care Supplies
Food Assistance

Food Assistance

Utility Repair and Replacement
Transportation

Clothing

Medical Assistance

Microsoft Excel X

) ||

Grant Purpose

Select from drop-
down menu

e Please select an option from the drop-down menu.

E Retry i | Cancel | | Help ‘

pduction | EFA Log | Related Costs Log | Grant Log Summary |
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(continued on the next page)
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GRANT AMOUNT

The Grant Amount column is manually completed by entering a financial amount greater

than

$0.00.

) with Data - Saved ~ £ Search

Developer

ab w

Carmel Rabin

Help

]

D

Acrobat
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Table Design
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1+ Share
=" > AutoSum ~
w0 = | by O
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Insert Delete Format &
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Cells Editing Analysis
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1 Comments
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Grant Purpose

atically populates based on the service date entered.

mation about all grants into one log sheet.

Specify if 'Other' Grant Purj ose

Grant Amount

ed to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant

Service Date Grant Details Reporting Period

- | - | - | [ -]
Appliance Repair and Rep $2,000.00
Case Management $212.45
Dental Assistance $1,348.54
Caregiving $200.00
Funeral and Burial Expenses $5,000.00
Household and Personal Care Supplies $60.00
Food Assistance $150.00
Food Assistance $54.00
Utility Repair and Replacement $2,500.00
Transportation §12.68
Clothing 5$124.35
Medical Assistance $65.00
Dental Assistance $612.95
Housing Assistance $245.13
Housing Repairs $3,000.00
\ Grant Amount _
Write in grant </ _
amount greater _
o0 N —
[ ]
I -
vl @ Kl J []
& pisplay Settings H m -+ 1w00%

(continued on the next page)
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Note: if a grant amount less than or equal to $0.00 is typed into the cell, an error message
will appear prompting a selection of a grant amount greater than $0.00, as shown on the
following page.

,o Search
Developer Help Acrobat Table Design 1=t Share {1 Comments
; cenera ) E] [E_/Z E,‘I/ E E E:I é ;u:cleuT
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ted to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
atically populates based on the service date entered.
rmation about all grants into one log sheet.
nic Type Grant Purpose Specify if 'Other' Grant Purpose Grant Amount Service Date Grant Details Reporting Period
[ - | [~ | - | = [-|
Appliance Repair and Rep $2,000.00
Case Management §212.45
Dental Assistance 51,348.54
Caregiving $200.00
Funeral and Burial Expenses $5,000.00
Household and Personal Care Supplies $60.00
Food Assistance $150.00
Food Assistance $54.00
Utility Repair and Replacement $2,500.00
Transportation . \»/Iicrosuf‘t Excel 1
Clothing . /
Medical Assistance A
Dental Assistance ] e Enter a grant value greater than $0.00.
Housing AssisTI:anI:E 7~ 5245 TN I o l ‘ p— ‘ | D ‘
Housing Repairs ‘m 1
Grant Amount _
Write in grant _
amount greater _
[ ]
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(continued on the next page)
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SERVICE DATE

The Service Date column is manually completed by entering a date in the order of
MM/DD/YYYY which is past the date of 12/31/2020.

Do log entries have to be entered in chronological order?

No, since the Grant Log Summary sorts the data based on service date, there is no
need to reorganize the EFA Log as it is entered. Each entry should be completed
in the next available row.

o with Data - Saved ~ ,0 Search Carmel Rabin ¢

Developer Help Acrobat Table Design % Share | Comments
2 E B B Tty O @
V éﬁ / Insert Delete Fe it (e . Find & .\
b= ) -0 .00 nsel elete Forma in
P= | & $ % 9| %0 % v v v 0 Clear ¥ Select v
ignment Number Styles Cells Editing Analysis ~

=
1 D E F m H 1 | -

ted to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
atically populates based on the service date entered.

rmation about all grants into one log sheet.

\ Service Date A
N

MM/DD/YYYY

hic Type Grant Purpose Specify if 'Other' Grant Purpose Grant Amount
=
Appliance Repair and Refp $2,000.00 1/3/2021
Case Management $212.45 2/15/2021
Dental Assistance $1,348.54 3/5/2021
Caregiving $200.00 3/6/2021
Funeral and Burial Expenses $5,000.00 2/27/2021
Household and Personal Care Supplies $60.00 4/29/2021
Food Assistance $150.00 4/1/2021
Food Assistance $54.00 7/15/2021
Utility Repair and Replacement $2,500.00 9/28/2021
Transportation $12.68 12/31/2021
Clothing $124.35 2/13/2021
Medical Assistance $65.00 3/14/2021
Dental Assistance $612.95 6/20/2021
Housing Assistance $245.13 9/25/2021
Housing Repairs $3,000.00 10/1/2021 ]
[ ]
[ ]
[ ]
[ ]
[
_________ I

=
®

QD\sp\ay Settings E E -

+ 100%
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Note: if a date prior to 2021 is typed into the cell, an error message will appear prompting
a selection of a date past 12/31/2020, as shown on the following page.

P Search
Developer Help Acrobat Table Design = Share 1 Comments
2 wor , R
b= Merae & Center  ~ . 0 0 .00 Sort & Find &
b= | B Merge & Cente $ % 9% 5 & Clear Filter ~ Select
gnment N Number N Editing Analysis ~
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ted to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
atically populates based on the service date entered.
rmation about all grants into one log sheet.
vic Type Grant Purpose Specify if 'Other' Grant Purpose Grant Amount Service Date Grant Details Reporting Period
Appliance Repair and Rep $2,000.00 1/3/2021
Case Management §212.45 2/15/2021
Dental Assistance $1,348.54 3/5/2021
Caregiving $200.00 3/6/2021
Funeral and Burial Expenses $5,000.00 2/27/2021
Household and Personal Care Supplies $60.00 4/29/2021
Food Assistance $150.00 4/1/2021
Food Assistance $54.00 7/15/2021
Utility Repair and Replacement $2,500.00 9/28/2021
Transportation $12.68 12/31/2021
Clothing $124.35 2/13/2021
Medical Assistance $65.00 3/14/2021
Dental Assistance $612.95 6/20/2021
Housing Assistance $245.13
Housing R Microsoft Excel w | ( 10/1/2020
L s e Date _
e MM/DD/YYYY _
This value doesn't match the data validation restrictions defined for this cell. _
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(continued on the next page)
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GRANT DETAILS

The Grant Details column is manually completed by adding a description of the grant
funding provided. This column provides space for granting organizations to write notes
about the grant use. The use of this column is not required but provides additional space
for note keeping.

o with Data - Saved - £ search Carmel Rabin  CR =B = X

Developer Help  Acrobat Table Design = Share - Comments
ab E =7 e T oY /C) @
: E:I S o % E Fﬁt [xFin - § Find & .\
= . 0 0 .00 nse elete Forma in
—= D $ % 9 00 -0 - - - O Clear Select v
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ated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
matically populates based on the service date entered.
prmation about all grants into one log sheet.
»hic Type Grant Purpose Specify if 'Other' Grant Purpose Grant Amount Service D ite Grant Details
= [~ | =
Appliance Repair and Reg $2,000.00 2 new washing machine
Case Management §212.45
Dental Assistance 51,348.54
Caregiving $200.00
Funeral and Burial Expenses $5,000.00
Household and Personal Care Supplies $60.00 4/29/2001
Food Assistance $150.00 4/1/204
Food Assistance $54.00 7/15/2011
Utility Repair and Replacement $2,500.00 9/28/2031 HVAC repair
Transportation $12.68 12/31/2d21 ride share to hospital
Clothing $124.35 2/13/2011 winter coat
Medical Assistance $65.00 3/14/2001 medice co-pay
Dental Assistance $612.95 6/20/2001
Housing Assistance $245.13 9/25/2001
Housing Repairs $3,000.00 10/1/2031 |flccding damage
\ Grant Details /A
Enter Notes N
[ ]
[ ]
N
By | @ [ »

[ pisplay Settings B m - 1 + 100%

(continued on the next page)

/-\I W\ The Jewish Federations® | Center on Aging 24
OF NORTH AMERICA
and Trauma



REPORTING PERIOD

Based on the data entered in the Service Date column, the Reporting Period cell
automatically generates the corresponding reporting period. If the reporting period appears
incorrectly, go back to the service date, and confirm the accuracy of the data entry.

o with Data - Saved ~ £ search Carmel Rabin ' CR =B = X

Developer Help Acrobat Table Design 1 Share 1 Comments
T Z AutoSum  ~
&8 = B 7Y
Fill ~ A d
— Insert Delete Format Sort & Find &
= v - ~ 0 Clear » Filter > Select ¥
lignment & Number N Styles Cells Editing Analysis ~

| D E F G H u E

ated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
matically populates based on the service date entered.
brmation about all grants into one log sheet.
shic Type Grant Purpose Specify if 'Other' Grant Purpose Grant Amount Service Date Grant Details
= = = = -] =
Appliance Repair and Rep $2,000.00 1/3/2021 new washing machine
Case Management $212.45 2/15/2021
Dental Assistance $1,348.54 3/5/2021 | 202101 |
Caregiving $200.00 3/6/2021
Funeral and Burial Expenses $5,000.00 2/27/2021
Household and Personal Care Supplies $60.00 4/29/2021
Food Assistance $150.00 4/1/2001
Food Assistance $54.00 7/15/2021
Utility Repair and Replacement $2,500.00 9/28/2021  HVAC repair
Transportation $12.68 12/31/2021  ride share to hospital
Clothing $124.35 2/13/2021  winter coat
Medical Assistance $65.00 3/14/2021 medice co-pay
Dental Assistance $612.95 6/20/2021
Housing Assistance $245.13 9/25/2021 2021-Q3
Housing Repairs $3,000.00 10/1/2021  flooding damage
-
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Note: manual edits of this column are not possible and will result in an error message. This
column is password protected to prevent mistakes, as shown on the following page.
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rmation about all grants into one log sheet.

Grant Purpose

hic Type
- |

Appliance Repair and Reg

Case Management

Dental Assistance

Caregiving

Funeral and Burial Expenses
Household and Personal Care Supplies
Food Assistance

Food Assistance

Utility Repair and Replacement
Transportation

Clothing

Medical Assistance

Dental Assistance

Housing Assistance

Housing Repairs

Specify if 'Other' Grant Purpose

matically populates based on the service date entered.

Grant Amount

ted to a unique program participant. Record the grant by completing all cells in the associated row (Participant 1D, Grant Target Demographic, Grant Purpose, Grant

Service Date

Grant Details

Reporting Period

&l = = -
$2,000.00 1/3/2021 new washing machine
$212.45 2/15/2021
$1,348.54 3/5/2021 | 202101 |
$200.00 3/6/2021
$5,000.00 2/27/2021
$60.00 4/29/2021 | 202102 |
$150.00 4/1/2021 | 202102 |
$54.00 7/15/2021 | 202103 |
$2,500.00 9/28/2021  HVAC repair | 2021-Q3 |
$12.68 12/31/2021  ride share to hospital | 202108 |
$124.35 2/13/2021  winter coat
$65.00 3/14/2021  medice co-pay
5§ Unlock Range E m
Sz 0 Q
53; A cell you are trying to change is password protected. I m

Enter the password to change this cell:

L Do Not Edit

‘ L Auto-generated

oK Cancel

i
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@Dlsplay Settings
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4. RELATED COST LOG

As you enter data into the EFA Log, you may notice that a few entries do not fit. This may
mean that you can use the Related Cost Log to enter some grant data.

ENTERING GRANT DATA

The Related Cost Log provides space to record all costs related to emergency financial
assistance that cannot be entered into the EFA log and should rarely be used. While the
majority of EFA costs should be recorded directly in the EFA log, this log provides
organizations with room to record those related expenses that cannot be attributed to a
unique program participant and fall outside of quarterly budget reporting. For example, this
can include a congregate meal, translation of multiple documents/flyers, or group
transportation for which the cost cannot be distributed to unique participants. This does
not include staff salaries or other regular program administration expenses.

When the Related Cost Log is opened for the first time, it will appear blank as shown in the
image below. Simply overwrite row 3 with the first details of the first Related Cost grant.

Emergency Financial Assistance Tool - Dema with D... - Last Modified: Vesterday at 6:43 PM ~ P Search Carmel Rabin (CR £} - ]
file  Home Insert  Pagelayout  Formulas  Data  Review  View  Developer  Help  Acrobat 1% Share 3 Comments
ﬁj 4 Calibri LA A = @ @ & = b= AT /() @
oz B BT U-|T.e oA IR I n ? Insert Delete Format | 3 Find &
S - B ~ & Clear Select ~
Clipboard Font Number Styles Cells Editing Analysis ~
Al = Related Costs Log =
A B © D E F G -
Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be recorded
directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of quarterly
budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note, this does not
include staff salaries or other regular program administration expenses.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
Grant Purpose Number of Participants Served Grant Target Demographic Specify if I?“‘Erl Grant Amount  Service Date Reporting Period
Demographic Type
2 -] -] -] -]
3 |(enter purpose) $0.01
g ]
5 | I
-
= _
8| I
¢ ]
10 I
1 I
12| I
13 I
1] ]
15 |
16 ]
17 |
18] N\ ]
19 -
Introduction | EFA L Related Costs Log antLog Ssummary | (& « y
K & Display Settings 2] m - L + 110%
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When entering data, each grant provided for a specific purpose will be entered in its own
row. A complete row of logged data includes: Grant Purpose, Number of Participant Served,

Grant Target Demographic, Grant Amount, and Service Date.

AutoSave B9~ P search Carmel Rabin (R @ — X
File E Insert  Page Layout Formulas Data Review View Developer Help  Acrobat 12 Share U Comments
[jj 4 Calibri Ju JA A | === e iz @ E/ e = = F||v A p
Paste LACOPY ¥ B I U T b A === =3 $v% 9% 9 Insert Delete Format ! Find &
v < Format Painter = Ve ===I1== & LIl v v v | Qe Select v
clipboard = Font Alignment Number Styles cells Editing Analysis ~
Al - §3 Related Costs Log v
A B C D E F G -
Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
this does not include staff salaries or other regular program administration expenses.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
o . Specify if 'Other’
Grant Purpose Number of Participants Served Grant Target Demographic . Grant Amount Service Date Reporting Period
Demographic Type
2 -] -] -] -]
3 |translation of 10 documents 50 Holocaust survivors $250.64 1/15/2021
4 |group transportation 22 Immigrant or refugee older adults $175.00 4/2/2021
5 |congregate meal 12 Older adults with disabilities $125.45 9/3/2021
6 |congregate meal 50 Older adult crime survivors $1,000.00 2/20/2021
7 |group transportation 17 Older adult crime survivors $500.00 3/15/2021
8 I
9 | ]
10| I
11] I
12| ]
13 I
14| I
15 ]
16 I -
[ Introduction | EFALog | Related Costs Log [ Grant Log Summary | (&) < v
Reaty S @ Display settings | [l m - 1 + 120%
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GRANT PURPOSE

The Grant Purpose column is completed by manually writing in a brief description of the
grant use as pictured below. Since the Related Cost Log captures costs that may not easily
fit into the EFA Log, the Grant Purpose column is not limited to a drop-down menu. Instead,
it relies on a manual entry of a grant description. Please enter the grant purpose manually.
Grant purposes may include, for example, translation of EFA marketing materials into
Russian, group transportation for emergency services.

Autosave CHD [ © ~ s Emergency Financial Assistance Tool - Demo with Data - Saved ~ O search _I

File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design

& cut Calibri S WA A === |- 25, Wrap Text Genera E E @
Pa‘fte g:jfnial;aintel B IU-|F-[&-4- = = = E = | EMerge & Center v $-% 9 W8 g Iniert Delete Fm:nat
Clipboard [ Font & Alignment & Number & Styles Cells
A7 = group transportation
A | B C D E
Related Co:
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind th
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a u
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cj
this does not include staff salaries or other regular program administration expenses.
-
/ 1 For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
- . Specify if 'Other’'
Grant Purpose Number of Participants Served Grant Target Demographic > Grant Amo!
Demographic Type
2 - | &l - |
3 |translation of 10 documents 50 Holocaust survivors $250.64
4 |group transportation 22 Immigrant or refugee older adults $175.00
5 |congregate meal 12 Older adults with disabilities $125.45
6 congregate meal 50 Older adult crime survivors $1,000.00|
7 |group transportation | 17 Older adult crime survivors $500.00
8_ Grant Purpose /
\ o] Write in grant <
10_ purpose \
"
12
13
14
15
16

‘ Introduction | EFA Log | Related Costs Log | Grant Log Summary | ® [4]
Ready [E® Cdoi

(continued on the next page)
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NUMBER OF PARTICIPANTS SERVED

The column of Number of Participants Served is completed by manually entering a number
greater than 1 as pictured below. This number represents the number of program

participants who directly benefit from this grant.

Autosave D B Y- £ Search
File E Insert  Page Layout Formulas Data Review View Developer Help Acrobat Table Design
4 cu Calibri Ju A A | =E==® Genera & EeX el
Pajte E::::ﬂt;mte[ U =] ge & Center ~ $ . % 9 :E Qg o Iniert Delete Furinal
clipboard & Font & Number [ Styles cells
B7 - fo| 17
A A \ C | D | E
Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind tH
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a uj
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost ¢
this does not include staff salaries or other regular program administration expenses.
1 |For Federations allocating grants throfgh multiple agencies, please consolidate information about all grants into one log sheet.
- . Specify if 'Other’
Grant Purpose Number of Participants Served Grant Target Demographic > Grant Amo!
Demographic Type
2 &l = - |
3 |translation of 10 documents 50 Holocaust survivors $250.64
4 |group transportation 22 Immigrant or refugee older adults $175.00
5 |congregate meal 12 Older adults with disabilities $125.45
6 congregate meal 50 Older adult crime survivors $1,000.00
Egroup transportation 17|0lder adult crime survivors $500.00
8_ Number of Partici g
9 Enter number greater than 1
10
1
12
13
14
15
16
| Introduction | EFALog | Related Costs Log | Grant Log Summary | () |
Ready [@ Lo
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Note: grants serving one individual should be entered into the EFA Log as the grant can be
linked to a specific program participant. If 1 or O are entered into Column B, an error
message will appear as shown on the next page.

File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design

[T & ct Calibri Ju A A | === Genera . = @ E/ & =X
— [[™copy ~ - - - - -
Paste e . == . O -0 .00 c nal Fort C sert Delete Format
\'S? Format Painter B Il o é A I $ K) ? b =30
Clipboard I Font [ Alignment [ Number & Styles Cells
- ol
A A \ B | C | D | E

Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind th

recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a uri
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost ¢

this does not include staff salaries or other regular program administration expenses.

For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

—

Specify if 'Other’
Demographic Type
- |

Grant Amou

Grant Purpose Number of Participants Served Grant Target Demographic

2 - |
3 |translation of 10 documents 50 Holocaust survivors $250.64
4 |group transportation 22 Immigrant or refugee older adults $175.00
5 |congregate meal 12 Older adults with disabilities $125.45
6 congregate meal er adult crime survivors $1,000.00
Egroup transportation | / k gf adult crime survivors $500.00
87
gﬁ
“L Microsoft Excel X B
1 L
12_ e Enter number greater than 1. L
13
14 | Rety | | Cancel ‘ | Help ‘ i
15|
16
‘ Introduction | EFA Log | Related Costs Log | Grant Log Summary ‘ ® Hap|
C&oi

Ready [E®
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GRANT TARGET DEMOGRAPHIC

Similar to the EFA Log, the Grant Target Demographic column is completed by selecting a
demographic from the drop-down menu pictured below. If a grant is provided to a target
demographic not listed in the drop-down menu, select the ‘Other’ option at the bottom of
the menu. Then complete the column to the right, ‘Specify if ‘Other’ Demographic Type’.

What is a Grant Target Demographic?

The grant target demographic is the intended audience of the emergency financial
assistance. This can include Holocaust survivors, family caregivers, and additional
populations of older adults with a history of trauma.

File Home Insert Page layout Formulas Data Review View Developer Help Acrobat Table Design

X ca o n AN|==—lo w B gD ERE
Paste EBCDW v B I U ] P A = === = $ - % 9 -0 .00 Insert Delete Format
hd dFurmatPamtel o o == [ el = v ~ i
Clipboard ~ Font Alignment Number Styles Cells

c7 - f Older adult crime survivors
R | : I K?\ I ) :

Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind th
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a uf]
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost c|
this does not include staff salaries or other regular program administration expenses.

1 For Federations allocating grants through multiple agencies, please confolidate information about all grants into one log sheet.
Specify if 'Other’
Grant Purpose Number of Participants jerved Grant Target Demographic pecify > Grant Amo
Demographic Type
2 = = -]
3 translation of 10 documents 50 Holocaust survivors $250.64
4 |group transportation 22 Immigrant or refugee older adults $175.00
5 |congregate meal 12 Older adults with disabilities $125.45
6 congregate meal 50 Older adult crime survivors $1,000.00|
T:Igroup transportation 17|0lder adult crime survivors ~ $500.00
8 Latin American older adults A
—] LGBTQ older adults
9_ American Indian, Alaska Native, Native Hawaiian olde
10 Older adult crime survivors
1 ,r Older adult disaster survivors
L Older adult domestic or sexual violence survivors
12 Older adults with disabilities
1; Veteran older adults v
1
=N
1A
| Introduction | EFA Log | Related Costs Log | Grant Log Summary | @ q

Ready @ C&@bi
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File Home Insert Page Layout Formulas Data Review View Developer Help Acrobat Table Design

[N

+ group tra nsportation

2

3

4

57

6 congregate meal 5 adult crime survivors $1,000.00]
Zlgroup transportation €7|text ) E $500.00
8

te: if an option is typed into the cell which does not appear in the drop-down menu, an
or message will appear prompting a selection from the menu.

= -|

N . = =
0 & cut Calibri Ju A A | === % | Bwaple Genera - &8 =X
EBCUPY e & A —_—_— = = — . o o, <0 .00 nsert Delete Format
< Format Painter B I Uv H~ A A | === 22 Merge & Center $ 9% 9% % )
Clipboard [ Font [ Alignment & Number [ Cells
M S text
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Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind tH

recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a uj|
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost ¢

this does not include staff salaries or other regular program administration expenses.

For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

Specify if 'Other’
Demographic Type
- |

Grant Purpose Number of Participants Served Grant Target Demographic Grant Amo

-] =
translation of 10 documents 50 Holocaust survivors
22 Immigrant or refugee older adults $175.00

$250.64

congregate meal 12 Older adults with disabilities $125.45

Grant Demographic
Select from drop-down

| menu
10
11 1
1; Microsoft Excel W X |
B e Please select an option from the drop-down menu. |-
1) L
1 5_ E Retry ; ‘ Cancel | | Help ‘ |
1A

| Introduction ‘ EFA Log | Related Costs Log | Grant Log Summary ‘ (@] : (4]

Ready E@ @o
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GRANT AMOUNT

Like the EFA Log, the Grant Amount column is manually completed by entering a financial
amount greater than $0.00.

! Financial Assistance Tool - Demo with Data - Saved ~ £ Ssearch Carmel Rabin = = X
Data Review View Developer Help Acrobat Table Design 15 Share 17 Comments
_— = AutoSum ~
AN | === % 25 Wrap Text Genera E E @ Z? p
Insert Delete F t I~ S Find &
v - = = = | €= 3= & Center v O -0 .00 Cel nsel elete Forma S i
S == === @8y S $% 9% % Styles ¥ v v ~ & Clear~ “ Select >
[ Alignment ] Number [ Styles Cells Editing Analysis ~
-
B C D E | F G E

se of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,

r regular program administration expenses.

multiple agencies, please consolidate information about all grants into one log sheet.

Specify if 'Other

Do aaanicli: & - Grant Amount Service Date Reporting Period

Number of Participants Served Grant Target Demographic
B
50 Holocaust survivors

22 Immigrant or refugee older adults
12 Older adults with disabilities

50 Older adult crime survivors

17 Older adult crime survivors

-]
$250.64 1/15/2021
$175.00 4/2/2021
$125.45 9/3/2021
$1,000.00 2/20/2021
$500.00 | 3/15/2021

</ __

\ I
I
I
I
I
I
I—

Grant Amount
Write in grant
amount greater
than $0.00

-]
0|

ts Log | Grant Log Summary ‘ ® HED| |
[ Display Settings H Ml -+ 120%
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Note: if a grant amount less than or equal to $0.00 is typed into the cell, an error message

will appear prompting a selection of a grant amount greater than $0.00.

,O Search

AN | === % |2y

= = | [ Merge & Center

zoo e O

& Find &

5 . . 9 0 .00 S
A $-% 9% %8 & Clearv Filter v Select ~
& Alignment & Number & Editing Analysis
B | C D | E | F G |

Data Review View Developer Help Acrobat Table Design 2 Share 1 Comments

se of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
brregular program administration expenses.

multiple agencies, please consolidate information about all grants into one log sheet.

o > Specify if 'Other’ . > >
Number of Participants Served Grant Target Demographic Grant Amount Service Date Reporting Period

a Demographic Type a a

50 Holocaust survivors $250.64 1/15/2021
22 Immigrant or refugee older adults $175.00 4/2/2021
12 Older adults with disabilities $125.45 9/3/2021
50 Older adult crime survivors 5000760 2/20/2021
17 Older adult crime survivors 3/15/2021

]
\ e Amount I
Mcosottbrcel  \[ x Wit in grant I
I e I
L than $0.00
e ‘Write in number greater than $0.00 _
1 1 —_
ts Log | Grant Log Summary ‘ @ HEE| ]
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SERVICE DATE

Like the EFA Log, the Service Date column is manually completed by entering a date in the
order of MM/DD/YYYY which is past the date of 12/31/2020. If the service is provided over
a range of dates, provide the first date of service provision.

Do log entries have to be entered in chronological order?

No, since the Grant Log Summary sorts the data based on service date, there is no
need to reorganize the Related Cost Log as it is entered. Each entry should be
completed in the next available row.

! Financial Assistance Toel - Demo with Data - Saved ~ O Ssearch Carmel Rabin 'R

Data  Review View Developer Help Acrobat Table Design & Share 2 Comments
AN |=E==8 & B [ - T4 /O
_ E] 4 55; [%; Fﬁl - 8 Find & @\
= = == = 0 .00 nsel elete Forma in
A ==3EZF E $-% 9 % v v v & Clear~ Select v
Alignment Number Styles cells Editing Analysis ~
v
B C D E | F | G -

se of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
r regular program administration expenses.

multiple agencies, please consolidate information about all grants into one log sheet.

Specify if 'Other'
Number of Participants Served Grant Target Demographic 7L > = Grant Amot nt Service Date Reporting Period
a a Demographic Type a o o

50 Holocaust survivors 1/15/2021
22 Immigrant or refugee older adults 4/2/2021
12 Older adults with disabilities 9/3/2021
50 Older adult crime survivors ,000. 2/20/2021 2021-Q1
17 Older adult crime survivors ! 3/15/2021 2021-Q1

»

ts Log | Grant Log Summary | ® [l

L& Display Settings B m - 1 +  120%
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Note: if a date prior to 2021 is typed into the cell, an error message will appear prompting
a selection of a date past 12/31/2020.

,O Search
Data Review View Developer Help Acrobat Table Design 3 Share 11 Comments
A A= v | 25 Wrap Tex 2 e
- i E: v
A S == == aCenter ~ | $ v % 9| 9 O Clearv
I Alignment = Number I Styles Cells Editing Analysis A
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se of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
er regular program administration expenses.

Imultiple agencies, please consolidate information about all grants into one log sheet.

o > Specify if 'Other’ > > >
Number of Participants Served Grant Target Demographic 0 Grant Amount Service Date Reporting Period
o Demographic Type o

il B
50 Holocaust survivors $250.64 1/15/2021 2021-Q1
22 Immigrant or refugee older adults $175.00 4/2/2021 2021-Q2

12 Older adults with disabilities $125.45 9/3/2021 2021-Q3
50 Older adult crime survivors $1,000.00 2021-Q1

17 Older adult crime survivors

27 20/207T\
| 3/15/2020 A 2021-Q1
ServTCe Dat

N—0
Date
MM/DD/YYYY

Microsoft Excel V X

e Please enter service date past 12/31/2020. This does not need to be exact, but must be in the correct quarter.
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REPORTING PERIOD

Based on the data entered in the Service Date column, the Reporting Period cell
automatically generates the corresponding reporting period. If the reporting period appears
incorrectly, go back to the service date and confirm the accuracy of the data entry.

y Financial Assistance Tool - Demo with Data - Saved ~ £ Search Carmel Rabin

Data Review View Developer Help Acrobat Table Design 12 Share 1 Comments

—_ - Z AutoSum v
Ar| === = = e | - zY
Fill ~ 4
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7] Alignment N Number 7] Styles Cells Editing Analysis ~
ce Date [], YEAR([@[Service Date ]]} & "-" & "Q" & INT((MONTH([@[Service Date ]])}+2)/3), ™) v
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se of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
ler regular program administration expenses.

multiple agencies, please consolidate information about all grants into one log sheet.

Specify if 'Other’

Reporting Period
DemographicType- eporting Perio

- |
2021-Q1

Grant Amount Service Da e

Number of Participants Served Grant Target Demographic

50 Holocaust survivors $250.64
22 Immigrant or refugee older adults $175.00 2021-Q2
12 Older adults with disabilities $125.45 2021-Q3
50 Older adult crime survivors $1,000.00
17 Older adult crime survivors $500.00 2021-Q1

Do Not Edit

Auto-generated

[
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Note: manual edits of this column are not possible and will result in an error message. This

column is password protected to prevent mistakes.

,O Search
Data Review View Developer Help Acrobat Table Design 2 Share 7 Comments
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er regular program administration expenses.

multiple agencies, please consolidate information about all grants into one log sheet.

Specify if 'Other’

Grant A t
DemographicTypen SEREEEE

Number of Participants Served Grant Target Demographic

50 Holocaust survivors $250.64
22 Immigrant or refugee older adults $175.00
12 Older adults with disabilities $125.45
50 Older adult crime survivors $1,000.00
17 Older adult crime survivors $500.00

hse of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,

Service Date
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5. UPDATING AND CONSOLIDATING

Throughout the reporting period, you may need to update, or consolidate data on both the
EFA Log Sheet and Related Cost Log Sheet. If so, follow the step-by-step instructions
below.

EDITING LOG ENTRIES

You may correct and/or add missing entries from current and former reporting periods at
any time. Simply click on the cell which you would like to correct and edit the information.

e If minor mistakes or omissions occurred, make sure to include the corrected EFA
Tool in the next Participant Program Report.

e |f significant mistakes or omissions occurred, please reach out to your Expanded
Critical Supports Program point-of-contact.

It is imperative that complete and accurate information is entered into the EFA and Related
Cost Logs. Without complete and accurate information in the EFA Log, the Grant Log
Summary and Program Participant Reports will present incorrect totals.

CONSOLIDATING DATA FROM MULTIPLE
AGENCIES

The EFA Tool submitted to The JENA Center through the Participant Program Report will
provide data about ALL EFA grants funded through your Jewish Federation’s subgrant.
Depending on how EFA grants are allocated, your Jewish Federation may need to
consolidate data entries.

e |f your EFA grants are allocated through ONE agency, your Jewish Federation does
not need to consolidate data entries. For those Jewish Federations who administer
grants through ONE agency (whether this agency is the Jewish Federation itself, a
Jewish Family Service, or another agency appointed by the Leadership Council),
your Jewish Federation will submit ONE set of data in its quarterly submission of the
EFA Tool.

OF NORTH AMERICA a nd Tra u ma

m i W\ The Jewish Federations® | Center on Aging 40



If your EFA grants are allocated through MULTIPLE agencies, your Jewish
Federation needs to consolidate data entries. For those Jewish Federations who
administer grants through MULTIPLE agencies, your Jewish Federation will submit
one set of data in its quarterly submission of the EFA Tool by consolidating the data
sets from its sub granting agencies. For information on how to consolidate data sets
from multiple granting agencies, see the step-by-step instructions below.

EFA log consolidation

To consolidate data entries from the EFA Log, follow the instructions below.

v" Step 1. Open the granting agency’s EFA Tool.
v Step 2. Click on the EFA Log worksheet.

SRR RREEERR =S
e o\ e ol 6 0

Using the log s!
Amount, Servic

heet below, re
e Date, and Grant Details). Note, the Reporting Pe:

cord each emergency financial assistance grant allocated to a unique

column automatically populates based on the service date entered.

£ Search
File  Home Insert Pagelayout Formulas Data Review View Developer Help  Acrobat
| & cut Calibri n AN |=E==|® 2 EH B2 8= E 7Y /O @]
@ copy ~ < < EJFill v
Paste B I U - O A ===|=3= $ . O/ ) Insert Delete Format Find &
v < Format Painter = 7l ===1== & v v~ & Clear~ Select v
Clipboard ~ Font Alignment Number Styles Cells Editing Analysis ~
A1l S EFA Log v
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EFA Log

program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant

Specify if 'Other’ Demographic Type ~ GrantPurpose  Specify if 'Other’ Grant Purpose  Grant Amount Reporting Period
2 - | - | -]
3| 815634 Holoy Clothing $124.35 2/13/2021
4 527224 Holoy Medical Assistance $65.00 3/14/2021
5 | 527224 Holocaust survivors Dental Assistance $612.95 6/20/2021
6 527224 Holocaust Housing Assistance $245.13 9/25/2021
7| 815634 Holocaust Housing Repairs $3,000.00 10/1/2021  flooding damage
8,
9,

| Introducifon | EFA Log | Rel)ted CostsLog | Grant Log Summary | & < >
Select destination and press EN jgose Pa; CgDisplay setings B m - 1 +100%
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v Step 3. Using the left-hand side of your mouse, select the new row entries between
Column A (Participant ID) and Column H (Grant Details). Do not select Column |
(Reporting Period).

Autosave CID [ 4 Carmel Rabin =B

File  Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design & Share 7 Comments
4 cu Calibri Vi A A= L2 General - T = B
[@copy ~
Paste = 0 Insert Delete Format
u-|E-|ay A = e G .9 <o 0
v < Format Painter U~ = erge & Center $v% 9w v v v & Clear~
Clipboard ~ Font ~ Alignment ~ Number ~ Cells Editing Analysis. ~
A3 v Jfo | 815634 v
A A B C D E F G H | | E
EFA Log

Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant

Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

Grant T: 't
e Specify if 'Other’ Demographic Type ~ GrantPurpose  Specify if 'Other’ Grant Purpose  Grant Amount Service Date Reporting Period

M M M M M M
Partiipanti  [AStsuviors  MedicalAsistance | $500  3/18/2021 medicecopay
Write unique
partiipentD  faustsuvivers  HouwingAsstnce  sus13 9/25/2021

e

| Introduction | EFA Log | Related Costs Log | Grant Log Summary | (& : (]
=] Average: 229253.162  Count: 20 Sum: 3438797.43 [l Display Settings ::i)

v Step 4. Hovering over the selected area, right-click the mouse and select ‘Copy’.

Autosave D B9~ Emergency Financial Assistance Tool - Demo with Data - Granting Agency - Saved ~ mel Rabin ¢ (3]
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EFA Log X cut
Using thelog sheet below,record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing il clls in the associated row (Particpant D, Grant Torg [y i
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered. “opy
(B Paste Options:
For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet. &
Participant ID Grant Target
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3 S Smart Lookup
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5
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= Clear Contents
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20/ 7 New Comment
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v' Step 5. Open your Federation’s EFA Tool.
v' Step 6. Click on the EFA Log worksheet.

£ search Carmel Rabin =
File  Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design & Share 7 Comments
4 Calibri Y VA A D & == B
[@copy ~
Paste 0 Insert Delete Format
u ;: S A N o .9 0 .00
v Sromatraineer | B 1 UV [HY & A 8 : $ % 9 %% vy & Clear v -~ Select v
Clipboard ~ Font ~ Alignment ~ Number =~ Styles Cells Editing Analysis ~
2 S £ v
A B C D E F G H | E
EFALog
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.

1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

Participant ID Grant Target

g e Specify if 'Other Demographic Type ~ GrantPurpose  Specify if 'Other’ Grant Purpose  Grant Amount Service Date Grant Details Reporting Period
5| (Ctaims Conference |r.\l= Demographic
3 | 815634 Holocaust survivors Appliance Repair and Reg $2,000.00 1/3/2021  new washing machine 2021-Q1
4| 527224 Holocaust survivors Case Management $212.45 2/15/2021 2021-Q1
5 | 916534 Asian American older adults Dental Assistance $1,348.54 3/5/2021 2021-Q1
6 | 621988 Family caregivers of older adults Caregiving $200.00 3/6/2021 2021-Q1
7] 852243 Other Pacific Islander older adults Funeral and Burial Expenses $5,000.00 2/27/2021 2021-Q1
8 | 130408 Veteran older adults Household and Personal Care Supplies $60.00 4/29/2021 2021-Q2
9 | 511631 Immigrant or refugee older adults Food Assistance $150.00 4/1/2021 2021-Q2
10| 928719 First Responder older adults Food Assistance $54.00 7/15/2021 2021-Q3
1] 296310 LGBTQ older adults Utility Repair and Replacement $2,500.00 9/28/2021  HVAC repair 2021-Q3
12] 187844 Older adult domestic or sexual violence survivors Transportation $12.68 12/31/2021  ride share to hospital 2021-Q4
13 815634 Holocaust survivors Clothing $124.35 2/13/2021  winter coat 2021-Q1
14 527224 Holocaust survivors Medical Assistance $65.00 3/14/2021  medice co-pay 2021-Q1
15 | 527224 Holocaust survivors Dental Assistance $612.95 6/20/2021 2021-Q2
16 527224 Holocaust survivors Housing Assistance $245.13 9/25/2021 2021-Q3
17 815634 Holocaust survivors Housing Repairs $3,000.00 10/1/2021  flooding damage 2021-Q4
18 [ ]
9] ]
20| [ ]
21 ]
22 [ ]
23 | [~]

| \ntrcdu(QA Logjted CostsLog | Grantlog Summary | @)

g Display Settings :::]

v" Step 7. Scroll down to the next available blank row and click on the blank cell in

Column A.

Autosave CID B9 Emergency Financial ance Tool - Demo with Data - Saved + O search Carmel Rabin B
File  Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design & Share 7 Comments
=" AutoSum
4 Calibri v YA A & = = O 7Y /()
" Fill v
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EFA Log
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant D, Grant Target Demographic, Grant Purpose, Grant
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
Part tID Grant Target
g — Specify if 'Other’ Demographic Type ~ GrantPurpose  Specify if 'Other' Grant Purpose  Grant Amount Service Date Grant Details Reporting Period
(Claims Conference Demographic

2 - -]
3| 815634 Holocaust survivors Appliance Repair and Rep $2,000.00 1/3/2021  new washing machine 2021-Q1
4| 527224 Holocaust survivors Case Management $212.45 2/15/2021 2021-Q1
5 | 916534 Asian American older adults Dental Assistance $1,348.54 3/5/2021 2021-Q1
6 621988 Family caregivers of older adults Caregiving $200.00 3/6/2021 2021-Q1
7| 852243 Other Pacific Islander older adults Funeral and Burial Expenses $5,000.00 2/27/2021 2021-Q1
8 | 130408 Veteran older adults Household and Personal Care Supplies $60.00 4/29/2021 2021-Q2
9 | 511631 Immigrant or refugee older adults Food Assistance $150.00 4/1/2021 2021-Q2
10 928719 First Responder older adults Food Assistance $54.00 7/15/2021 2021-Q3
11 296310 LGBTQ older adults Utility Repair and Replacement $2,500.00 9/28/2021  HVAC repair 2021-Q3
12 187844 Older adult domestic or sexual violence survivors Transportation $12.68 12/31/2021  ride share to hospital 2021-Q4
13 815634 Holocaust survivors Clothing $124.35 2/13/2021  winter coat 2021-Q1
14 527224 Holocaust survivors Medical Assistance $65.00 3/14/2021 medice co-pay 2021-Q1
15 | 527224 Holocaust survivors Dental Assistance $612.95 6/20/2021 2021-Q2
16 527224 Holocgust survivors Housing Assistance $245.13 9/25/2021 2021-Q3
17 Housing Repairs $3,000.00 10/1/2021 flooding damage 2021-Q4
18 [ ]
19| Participant ID ‘\ ]
20 Wiite unique [ ]
a1 participant D ]
2] [ ]
23 | [~]
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v Step 8. Right-click on your mouse and select ‘Paste’. Make sure to paste as plain text.

Autosave CHD B Emergency Financial ance Tool - Demo with Data - Saved ~ O search Carmel Rabin e
File  Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat Table Design & Share I Comments
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EFA Log

Using the log st £ smart Lookup

Amount, Servic

For Federations

Reporting Period column automatically populates based on the service date entered.

Insert > ‘encies, please consolidate information about all grants into one log sheet.

nancial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant ID, Grant Target Demographic, Grant Purpose, Grant

Select destination and press ENTER or choose Paste

@ Display Settings [=::)

>
peere J srecify i ‘Other' Demographic Type  Grant Purpose __ Specifyif ‘Other' Grant Purpose.  Grant Amount Service Date Grant Details Reporting Period
Select B B
Clear Coptents Appliance Repair and Rep $2,000.00 1/3/2021  new washing machine
- Case Management $212.45 2/15/2021
ck Ana Its Dental Assistance $1,348.54 3/5/2021
Sort 5 adults Caregiving $200.00 3/6/2021
- Pacific Islander older adults Funeral and Burial Expenses. $5,000.00 2/27/2021
Filter Household and Personal Care Supplies $60.00 4/29/2021
Taple 5 2radults Food Assistance $150.00 4/1/2021
- Its Food Assistance $54.00 7/15/2021
T Utility Repair and Replacement $2,500.00 9/28/2021  HVAC repair
2xual violence survivors Transportation $12.68 12/31/2021  ride share to hospital
New Comment Clothing $124.35 2/13/2021  winter coat
Medical Assistance $65.00 3/14/2021  medice co-pay
- Dental Assistance $612.95 6/20/2021
Pick From Drop-down List.. Housing Assistance $245.13 9/25/2021
L N Housing Repairs $3,000.00 10/1/2021  flooding damage
= [ ]
19| Participant ID ]
20 Wiite unique [ ]
21| participant ID [
2| [ ]
23 NS
[ Introduction | EFA Log | Related Costs Log | Grant Log Summary | @ [« — Dl

B -——F——+ 100%

v" Step 9. Check that Reporting Period cells associated with the new rows have

correctly populated.

Autosave CID B9 Emergency Financial ance Tool - Demo with Data - Saved + O search Carmel Rabin 3}
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EFA Log
Using the log sheet below, record each emergency financial assistance grant allocated to a unique program participant. Record the grant by completing all cells in the associated row (Participant D, Grant Target Demographic, Grant Purpose, Grant
Amount, Service Date, and Grant Details). Note, the Reporting Period column automatically populates based on the service date entered.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
Part tID Grant Target
g e Specify if 'Other’ Demographic Type  GrantPurpose  Specify if 'Other’ Grant Purpose Grant Amount Service Date Grant Details Reporting Period
(Claims Conference I3 Demographic
2 -] -] -]
3| 815634 Holocaust survivors Appliance Repair and Rep $2,000.00 1/3/2021  new washing machine 2021-Q1
4| 527224 Holocaust survivors Case Management $212.45 2/15/2021 2021-Q1
5 | 916534 Asian American older adults Dental Assistance $1,348.54 3/5/2021 2021-Q1
6 621988 Family caregivers of older adults Caregiving $200.00 3/6/2021 2021-Q1
7| 852243 Other Pacific Islander older adults Funeral and Burial Expenses $5,000.00 2/27/2021 2021-Q1
8 | 130408 Veteran older adults Household and Personal Care Supplies $60.00 4/29/2021 2021-Q2
9 | 511631 Immigrant or refugee older adults Food Assistance $150.00 4/1/2021 2021-Q2
10 928719 First Responder older adults Food Assistance $54.00 7/15/2021 2021-Q3
1] 296310 LGBTQ older adults Utility Repair and Replacement $2,500.00 9/28/2021  HVAC repair 2021-Q3
12] 187844 Older adult domestic or sexual violence survivors Transportation $12.68 12/31/2021  ride share to hospital 2021-Qa
13 815634 Holocaust survivors Clothing $124.35 2/13/2021  winter coat 2021-Q1
14 527224 Holocaust survivors Medical Assistance $65.00 3/14/2021 medice co-pay 2021-Q1
15 | 527224 Holocaust survivors Dental Assistance $612.95 6/20/2021 2021-Q2
16 527224 Holocaust survivors Housing Assistance $245.13 9/25/2021 2021-03
17 815634 Holocaust survivors Housing Repairs $3,000.00 10/1/2021 __flooding damage
18 815634 |Holocaust survivors Clothing $124.35 2/13/2021  winter coat 021-Q
19 Participant ID taust survivors Medical Assistance $65.00 3/14/2021 medice co-pay 021-Q
20 Write unique Faust survivors | Dental Assistance | | $612.95 . 6/20/2001 021-Q
21 participantID Faust survivors. Housing Assistance $245.13 9/25/2021 021-Q
2 Faust survivors [ Housing Repairs | | $3,000.00 _10/1/2021 __ flooding damage 021-Q4
23 [~
| Introduction | EFA Log | Related Costs Log | Grant Log Summary | &) [«] D
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When compiling data from multiple granting agencies, make sure Participant IDs
across granting organizations do not conflict.

e If all granting agencies use Claim Conference IDs, then the Participant ID
column will not conflict.

e If granting agencies use a case management or other IDs, make sure those
case management systems do not use overlapping IDs for
different participants.

Related cost log consolidation

To consolidate data entries from the Related Cost Log, follow the instructions below.

v" Step 1. Open the granting agency’s EFA Tool.
v" Step 2. Click on the Related Cost Log worksheet.

AutoSave Bo-Qv =< ce no with Data - Granting Agency - Saved ~ O search

File  Home Insert Pagelayout Formulas Data Review View Developer Help  Acrobat

&4 cut Calibri i AN E==® 2% i< @ [L:/ EEE 2 VZ?/() @
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v < Format Painter 8 E==l== C Jey - v v @Cear Select ~
Clipboard ~ Font Alignment Number Styles Cell Editing Analysis ~
Al - S Related Costs Log v
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Related Costs Log
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside
of quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients.
Note, this does not include staff salaries or other regular program administration expenses.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.
Grant Purpose Number of Participants Served Grant Target Demographic ==yl ey GrantAmount  Service Date | Reporting Period
Demographic Type
2 - | - | - |
3 |congregate meal 50 Older adult crime survivors $1,000.00 2/202021 [
4 group transportation 17 Older adult crime survivors $500.00 3/152021  [EREE R
5 I
6 ]
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8 ]
9| I
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v Step 3. Using the left-hand side of your mouse, select the new row entries between
Column A (Grant Purpose) and Column F (Service Date). Do not select Column G
(Reporting Period).

stance Tool

Emergency Financial

Demo with Data - Granting Agency

Carmel Rabin m

Related Costs Log

Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside
of quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients.
Note, this does not include staff salaries or other regular program administration expenses.

For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

congregate meal

50 Older adult crime survivors

$1,000.00

4
4
‘

2/20/2021 021-Q

3/15/2021 021-Q

BrOUP traNSPOMtation g ant purpose 17 Older adult crime survivors _ $500.00

purpose

| Introduction | EFALog | Related Costs Log | Grant Log Summary | (&) [«

Average: 15014 Count: 10 Sum: 90084
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v' Step 4. Hovering over the selected area, right-click the mouse and select ‘Copy’.
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Related Costs Log & cut
Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the ma @ copy
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique prog &
of quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot b -U Paste Options:
Note, this does not include staff salaries or other regular program administration expenses. fﬁ
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet. Paste Special.
5 D Smart Lookup I
Do . B
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3 [congregate meal 50 Older adult crime survivors $1,000.00 2/2 Insert >
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v' Step 5. Open your Federation’s EFA Tool.
v Step 6. Click on the Related Cost Log worksheet.

Carmel Rabin ¢ m

£ Search
File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat & Share T Comments
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Related Costs Log

Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
this does not include staff salaries or other regular program administration expenses.

For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

Specify if "Other'

Reporting Period
DemographicTypen eporting Perio

- |
2021-Q1

Service Date

Grant Amount

Number of Participants Served Grant Target Demographic

Grant Purpose

2

3 |translation of 10 documents 50 Holocaust survivors $250.64 1/15/2021

4 |group transportation 22 Immigrant or refugee older adults $175.00 4/2/2021

5 |congregate meal 12 Older adults with disabilities $125.45 9/3/2021

6 |congregate meal 50 Older adult crime survivors $1,000.00 2/20/2021

7 |group transportation 17 Older adult crime survivors $500.00 3/15/2021

5 I
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1 I
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B k @ Display Settings i3] M -+ 120%

v" Step 7. Scroll down to the next available blank row and click on the blank cell in
Column A.

Carmel Rabin ¢ m
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Related Costs Log

Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be
recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
this does not include staff salaries or other regular program administration expenses.

For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

o . Specify if 'Other' . . .
Grant Purpose Number of Participants Served Grant Target Demographic . Grant Amount Service Date Reporting Period
Demographic Typ

scroll Lock

2 -} - | - | -} -] - |
3 |translation of 10 documents 50 Holocaust survivors $250.64 1/15/2021
4 |group transportation 22 Immigrant or refugee older adults $175.00 4/2/2021
5 |congregate meal 12 Older adults with disabilities $125.45 9/3/2021
6 |congregate meal 50 Older adult crime survivors $1,000.00 2/20/2021
7 |group transportation 17 Older adult crime survivors $500.00 3/15/2021
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v Step 8. Right-click on your mouse and select ‘Paste’. Make sure to paste as plain text.
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elated emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

vides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of
ude a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,
ogram administration expenses.

1cies, please consolidate information about all grants into one log sheet.

Specify if 'Other’

Service Dat
Demographic Typeﬂ SIS

of Participants Served Grant Target Demographic Grant Amount Reporting Period

- | - | -] -]
50 Holocaust survivors $250.64 1/15/2021
22 Immigrant or refugee older adults $175.00 4/2/2021
12 Older adults with disabilities $125.45 9/3/2021
50 Older adult crime survivors $1,000.00 2/20/2021
17 Older adult crime survivors $500.00 3/15/2021
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v' Step 9. Check that Reporting Period cells associated with the new rows have

correctly populated.
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Related Costs Log

Using the log sheet below, record each case of costs related emergency financial assistance that cannot be entered into the EFA log. Please keep in mind that the majority of EFA costs should be

recorded directly in the EFA log, however, this log provides your organization with room to record those related expenses that cannot be attributed to a unique program participant and fall outside of

quarterly budget reporting. For example, this can include a congregate meal, translation of group documents, or group transportation for which the cost cannot be distributed to unique clients. Note,

this does not include staff salaries or other regular program administration expenses.
1 |For Federations allocating grants through multiple agencies, please consolidate information about all grants into one log sheet.

o . Specify if 'Other' . . .
Grant Purpose Number of Participants Served Grant Target Demographic DTS Grant Amount Service Date Reporting Period
2 - | -] - | - | -] -
3 translation of 10 documents 5(Number of Participants Served: 1/15/2021
4 |group transportation s wlder adults 4/2/2021
5 |congregate meal 12 Older adults with disabilities $125.45 9/3/2021
6 |congregate meal 50 Older adult crime survivors $1,000.00 2/20/2021
7 group transportation 17 Older adult crime survivors $500.00 3/15/2021
8 |congregate meal 50 Older adult crime survivors | $1,000.00 ‘ 2/20/2021
9 |group transportation Grant Purpose 17 Older adult crime survivors $500.00 3/15/2021
10 Write in grant
== purpose
12|
13
=
15
16|
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6. GRANT LOG SUMMARY

As you enter data throughout the reporting period, you may be curious about EFA grant
allocation trends. The Grant Log Summary provides you with this summary automatically

and can be refreshed at any time.

CONTENT OF GRANT LOG SUMMARY

The Grant Log Summary is an automatically generated summary of the EFA and Related
Cost Logs. The Grant Log Summary is divided into two tables as detailed and shown below:

1. EFA Summary. This table automatically totals the number of EFA grants provided,
grant amount allocated, and number of unique program participants served through
EFA grants. This table can be filtered by reporting period and grant target

demographic.

2. Related Cost Summary. This table automatically totals the amount of Related Cost
grants allocated by reporting period. This table cannot be filtered.

AutoSave [}:"g ") v Emergency Financial Assistance Tool - Demo with Data - Saved ~
File Home Insert Page Layout Formulas Data Review View Developer Help  Acrobat & Share 1 Comments
NG62 - e
AB [ ) E F G H 11K L M
Below is a summary of your organ emergency financial assistance grants. This page is automatically generated based on the EFA Log and Related Cast Log . To
see updated numbers based on yo log entries, please press the blue ‘refresh’ button to the right. Scroll to the bottom of the table to see the total grants
| given, total grant amounts, and to ici 3
23|
35
Use the filters below to view data by reporting
EFA Summary period and grant forget cemogrphic, Related Cost Summary
1] Selected filters appear in BLUE, and unselected
5] filters
r Total Grant 2 - > Sum of Grant
7] = Appli ir and Replacement 1 same hile =2021-01 $1,750.64.
8 ivor: 1 1 fec congregate meal $1,000.00
9] go ortation $500.00
10 | 1 1 translation of 10 documents 525064
1| 1 1
12| =2021-Q2 $175.00
13 | 1 $212.45 1 Ifa category does not a group transportation 5175.00
14| 1 521245 1 the filleers below, this means that there is no
15 | corresponding data in the log for this category. =2021-03 $125.45
16 | 1 $124.35 1 congregate meal 512545
17| 1 $124.35 1
18 | Click below to filter your data by Grand Total 2,051.09
19 | 2 $1,96149 2
20] Aasian American older adults 1 130854 1
21| Holocaust survivors 1 $612.95 1
22
3] = Food Assistance 2 $204.00 2
24| First Responder older adults 1 §54.00 1
25| Immigrant or refugee older adults 1 $150.00 1
26|
7] = Funeral and Burial Expenses 1 $5,000.00 1
28| Other 1 $5,00000 1
29|
30 | = Household and Personal Care Supplies 1 $60.00 1
31 | Veteran older adults 1 $60.00 1
32 |
33 | = Housing Assistance 1 $285.13 1
34| Holocaust survivors 1 $2a5.13 1
3 |
36 | = Housing Repairs 1 $3,000.00 1
37| Holocaust survivors 1 $3,000.00 1
=il
39 | = Medical Assistance 1 $65.00 1
40| Holocaust survivors 1
4 Family caregivers of older adults
| Introduction | EFALog | Related Costs Lo! Grant Log Summary ) @® 4
scroll Lock @ @ Display Settings 5] LU 1
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USE OF GRANT LOG SUMMARY

The Grant Log Summary can and should be used by all who use the EFA Tool. The Grant
Log Summary can be used by granting organizations, Jewish Federations, and The JENA
Center to have timely and easily accessible data on grant trends and allocation progress.

UPDATING THE GRANT LOG SUMMARY

The Grant Log Summary automatically pulls data from the EFA and Related Cost Logs. To
refresh the information appearing in the summary tables, following the instructions below.

v' Step 1. Click the refresh button at the top of the page.

AutoSave ¢ Emergency Financial A ance Tool - Demo with Data Carmel Rabin
File Home Insert Pagelayout Formulas Data Review View Developer Help Acrobat & Share - Comments
N62 - S -
AlB| c | D | E | F 16 H L | M Njo| [«
Below is a summary of your organization's emergency financial assistance grants. This page i i d based on the EFA Log and Related Cost Log . To
see updated numbers based on your most recent log entries, please press the blue 'refresh’ button to the right. Scroll to the bottom of the table to see the total grants
given, total grant amounts, and total unique participants served.
:
2
3]
Use the filters below to view data by reporting
period and grant target demographic.
EFA Summary Related Cost Summary
Selected filters appear in BLUE, and unselected
5 | filters appear in GREY.
Number of Total Grant Sum of Grant
EFA Summa Unique Participant: Additional Cost Summar
6 | m - Grants Amount = i Toselect or unselect multiple categories in the X Amount
7] =l Appliance Repair and Replacement 1 $2,000.00 1 same filter, press down the 'Ctrl" key while =12021-01 $1,750.64
8 | Holocaust survivors 1 $2,000.00 1 selecting categories with your mouse. congregate meal $1,000.00
9 | group transportation $500.00
10| =ICaregiving 1 $200.00 1 To clear selection, click the icon (7 translation of 10 documents $250.64
il Family caregivers of older adults 1 $200.00 1 at the top-right of the filter. <
12 -12021-02 5175.00
13 ~I€ase Management 1 $212.45 1 If a category does not appear in the table or in group transportation $175.00
14_ Holocaust survivors, 1 $212.45 1 the filters below, this means that there is no
15 | corresponding data in the log for this category. =2021-03 $125.45
16 | =iclothing 1 $124.35 1 congregate meal §125.45
17 Holocaust survivors 1 512435 1
18| Click below to filter your data by Grand Total $2,051.00
19| ~IDental Assistance 2 $1,961.49 2 reporting period
20| Asian American older adults 1 $1,34854 1
2| Holocaust survivors 1 $612.95 1 Reporting Period =
2| [2021-01 )
23| IFood Assistance 2 $204.00 2
2 | First Responder older adults. 1 $54.00 1 [ 2021-02 ]
2 | Immigrant or refugee older adults 1 $150.00 1 (202108 )
2%
27 | =iFuneral and Burial Expenses 1 $5,000.00 1 [ 2021-04 ]
28 | Other 1 §5,000.00 1
2|
30 | ~IHousehold and Personal Care Supplies 1 $60.00 1
31| Veteran older adults 1 $60.00 1
32|
EE] - Housing Assistance 1 $245.13 1
4| Helocaust survivors 1 $245.13 1
35| click below to filter your data by
36 | ~IHousing Repairs 1 $3,000.00 1 target grant demographic
37| Holocaust survivors 1 $3,000.00 1
8 Grant Target Demographic =
2l aherical B sfnoe 1 6580 1 | Asian American older adults |~
40 Helocaust survivors 1 $65.00 1
4 | Family caregivers of older adults | -
‘ Introduction | EFA Log ‘ Related Costs Log | Grant Log Summary ® ] 3
Scroll Lock i@ [& Display Settings H m - 1 + 70%
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v Step 2. Once the tables have been refreshed, a message box will appear confirming
the refresh. Click ‘Okay’ and proceed to viewing the updated tables.

File Home Insert Page Layout Formulas Data Review View Developer Help  Acrobat % Share |2 Comments
- f v
AEB c D E F G H ARILS L M Nl O -
Below is a summary of your organization's emergency financial grants. This page i d based on the EFA Log and Related Cost Log
To see updated numbers based on your most recent log entries, please press the blue refresh’ button to the right. Scroll to the bottom of the table to see the total
grants given, total grant amounts, and total unique participants served.
9
2,
3_
Use the filters below to view data by reporting
period and grant target demographic.
EFA Summary Related Cost Summary
4 | Selected filters appear in BLUE, and unselected
5 | filters appear in GREY.
Number of Total Grant Sum of Grant
‘EFA Summar Unique Participants Additional Cost Summal
6 | o | - - Amount - § o select or unselect multiple categories in the Y Bl Amount
7| = Appliance Repair and Replacement 1 $2,000.00 1 same filter, press down the 'Ctrl’ key while =2021-01 $1,750.64
s | Holocaust survivors 1 $2,000.00 1 selecting categories with your mouse. congregate meal $1,000.00
9 group transportation 5500.00
10 =\Caregiving 1 $200.00 1 To clear selection, click the icon Y4 translation of 10 documents $250.64
1| Family caregivers of older adults 1 520000 e filter.
12 | Microsoft Excel X =2021-Q2 $175.00
13| =ICase Management 1 $212.45 ot appear in the table or in group transportation 5175.00
14 Holocaust survivors 1 $212.45 is means that there is no.
157 in the log for this category. =/2021-Q3 $125.45
16 | = Clothing 1 $124.35 All Tables Refreshed congregate meal 512545
17_ Holocaust survivors 1 $12435
18| ko filter your data by Grand Total $2,051.09
19 = Dental Assistance 2 $1,961.49 Ting period
20 | Asian American older adults 1 $1,34854
21 | Holocaust survivors 1 561295 =
22— 2021-Q1
23 | =/Food Assistance 2 $204.00 2
24 | First Responder older adults 1 $54.00 1 [ 2021-02 ]
i;’ Immigrant or refugee older adults 1 515000 1 (20210 )
27| =iFuneral and Burial Expenses 1 $5,000.00 1 [ 2021-04 ]
28 | Other 1 $5,000.00 1
29
30 | ='Household and Personal Care Supplies 1 $60.00 1
31 Veteran older adults 1 $60.00 1
32 |
33 | ='Housing Assistance 1 $245.13 1
34 Holocaust survivors 1 £24513 1
35 | Click below ta filter your data by
36 | = Housing Repairs 1 $3,000.00 1 target grant demographic
7 | Holocaust survivors 1 $3,000.00 1
3 Grant Target Demographic =
=l DARC i i S i | Asian American older adults | ~
40 | Holocaust survivors 1 $65.00 1
41 | Family caregivers of older adults | -
‘ Introduction ‘ EFA Log ‘ Related Costs Log | Grant Log Summary @ 4 »
Scroll Lock i@ L&) Display Settings B m - ] + 70%

FILTERING THE GRANT LOG SUMMARY

The EFA Summary table can be filtered by Reporting Period and by Grant Target
Demographic. Filtering using these two options is helpful when determining grant totals
during a given time period or for a specific demographic type.

Using One Filter. To use a filter, select the category by which you would like to see data.
For example, to see data for the first quarter of 2021, click 2021-Q1. Selected filter categories
will appear in blue and unselected categories will appear in grey. One filter selection is
shown on the next page.
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Autosave D B9~ Emergency Financial Assistance Tool - Demo with Data - Saved - pe Carmel Rabin
File Home Insert Page Layout Formulas Data Review View Developer Help  Acrobat 15 Share 7 Comments
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Below is a summary of your organization's emergency financial assistance grants. This page is automatically generated based on the EFA Log and
Related Cost Log To see updated numbers based on your most recent log entries, please press the blue "refresh’ button to the right. Scroll to the
bottom of the table to see the total grants given, total grant amounts, and total unique participants served.
|
2 |
3
Use the filters below to view data by reporting
period and grant target demographic.
EFA Summary Related Cost Summary
4 | Selected filters appear in BLUE, and unselected
5 | filters appear in GREY.
Number of Total Grant Sum of Grant
'EFA Summar Unigue Participant: Additional Cost Summar
5 | i - Grants Amount = Bl Toselect or unselect multiple categories in the o - Amount
7 | = Appliance Repair and Replacement 1 $2,000.00 1 same filter, press down the 'Ctrl' key while =12021-01 $1,750.64
8 | Holocaust survivors 1 $2,000.00 1 selecting categories with your mouse. congregate meal $1,000.00
9 | group transportation $500.00
10 | =i Caregiving $200.00 1 To clear selection, click the icon Z translation of 10 documents 525064
1| Family caregivers of older adults 1 $200.00 1 atthe top-right of the filter =
12 =2021-Q2 $175.00
13| ICase Management 1 521245 1 If a category does not appear in the table or in group transportation $175.00
14 Holocaust survivors 1 $212.45 1 the filters below, this means that there is no
15 | correspending data in the log for this category. 2021-03 $125.45
16 | =iClothing 1 512435 1 congregate meal $125.45
17| Holocaust survivors, 1 512435 1
18 | Click below to filter your data by Grand Total 2,051.09
19 = Dental Assistance 1 $1,348.54 1 reporting period
20 | Asian American older adults 1 $1,348.54 1
n Reporting Period = X
22 | =Funeral and Burial Expenses 1 $5,000.00 1 200101
2 | Other 1 55,000.00 1
N 2021-Q2
25 | = Medical Assistance 1 $65.00 1 2021-03
26 | Holocaust survivors, 1 $65.00 1
27 2021-Q4
28 | Grand Total 7 $8,950.34 5
29|
A
31 |
22 |
3|
4
35 | Click below to filter your data by
36 | target grant demographic
37 |
ET) Grant Target Demographic =
iz’ [ Asian American older adults |
a1 [ Family of older adults. | -
| Introduction | EFALog | Related Costs Log | Grant Log Summary (@) 4 3
Scroll Lock  [@ L& Display Settings i) m - + 70%

If you would like to select multiple categories within the same filter, press down the ‘Ctrl’
key while clicking multiple categories with your mouse. For example, to see data from the
first two quarters of 2021, press down ‘Ctrl’ and click 2021-Q1 and 2021 Q2. A filter selection

of multiple categories is shown on the next page.

(continued on the next page)
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Below is a summary of your organization’s emergency financizl assi grants. This page is based on the EFA Log and
Related Cost Log o see updated numbers based on your most recent log entries, please press the blue 'refresh button to the right. Scroll o the
bottom of the table to see the total grants given, total grant amounts, and total unique participants served
1
2 |
3]
Use the filters below to view data by reporting
period and grant target demographic.
EFA Summary Related Cost Summary
| Selected filters appear in BLUE, and unselected
5 | filters appear in GREY.
Number of Total Grant Sum of Grant
EFA Summa Unique Participant: Additional Cost Summar
6 | - - Grants Amount = B Toselect or unselect multiple categories in the * - Amount
7| = Appliance Repair and Replacement 1 $2,000.00 1 same filter, press down the "Ctrl’ key while =z021-01 $1,750.64
8 | Holocaust survivors 1 §2,000.00 1 selecting categories with your mouse. congregate meal $1,000.00
9| group transportation $500.00
10| =ICaregiving 1 $200.00 1 To clear selection, click the icon [ translation of 10 documents $250.64
1 Family caregivers of older adults 1 $200.00 1 at the top-right of the filter.
12 =2021-02 $175.00
13 =/Case Management 1 521245 1 If a category does not appear in the table or in group transportation §175.00
14 Holocaust survivors 1 $212.45 1 the filters below, this means that there is no
15 | corresponding data in the log for this category. -12021-03 $125.45
16 | =Iclothing 1 $124.35 1 congregate meal $125.45
17 Holocaust survivors 1 $124.35 1
18| Click below to filter your data by Grand Total 2,051.09
19| = Dental Assistance 2 $1,961.49 2 reporting period
20 | Asian American elder adults 1 §1,348.54 1
21 | Holocaust survivars. 1 561295 1 Reporting Period = %
=2 (202101 ] /
3| =~IFood Assistance 1 $150.00 1
24| Immigrant or refugee older adults 1 $150.00 1 [ 2021-02 l \
2 | 2021-03
26 | ='Funeral and Burial Expenses 1 $5,000.00 1
27| Other 1 $5,000.00 1 2021-04
2 |
29| ~IHousehold and Personal Care Supplies 1 $60.00 1
m7 Veteran older adults. 1 $60.00 1
31
32 | =/Medical Assistance 1 $65.00 1
3| Holocaust survivors 1 $65.00 1
3
35| Grand Total 10 $9,773.29 7 Click below to filter your data by
36 | target grant demographic
37|
3 Grant Target Demographic =
3:7 [ Asian American older adults )
P | Family caregivers of older adults | -
| Introduction | EFAlog | Related Costs Log | Grant Log Summary ® 4 »
scroll Lock @ [ Display Settings B - ] + 70%

Using Multiple Filters. You can use multiple filters at the same time. For example, you can
see data for the first quarter of 2021 by Holocaust survivors by clicking 2021-Q1 under
Reporting Period and Holocaust survivors under Grant Target Demographic. An image of
this selection is shown on the next page.

Note: use the ‘Ctrl’ key to select multiple categories within the same filter. Do not use the
‘Ctrl’ key to select multiple categories across multiple filters.

(continued on the next page)
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Use the filters below to view data by reperting
period and grant target demographic
EFA Summary Related Cost Summary
| Selected filters appear in BLUE, and unselected
5 | filters appear in GREY.
Number of Total Grant ‘sum of Grant
EFA Summal Unigue Participants i Cost summal
7 | = Appliance Repair and Replacement 1 $2,000.00 1 same filter, press down the 'Ctrl’ key while =12021-Q1 $1,750.64
s | Holocaust survivors 1 $2,000.00 1 selecting categaries with your mouse. congregate meal 51,000.00
g | group transportation 5500.00
10 ='Case Management 1 $212.45 1 To clear selection, click the icon ? translation of 10 documents $250.64
11 | Holocaust survivors 1 5212.45 1 at the top-right of the filter. 2
12| =12021-Q2 $175.00
13 =iClothing 1 512435 1 If a category does not appear in the table or in group transpartation 5175.00
14 Holocaust survivors, 1 512435 1 the filters below, this means that there is no
15 | corresponding data in the log for this category. =12021-Q3 $125.45
16 | ' Dental Assistance 1 $612.95 1 congregate meal §125.43
17| Holocaust survivors, 1 561295 1
18 Click below to filter your data by Grand Total $2,051.00
19| =IMedical Assistance 1 $65.00 1 reporting period
207 Holocaust survivors, 1 $65.00 1
bl Reporting Period = %
:7 Grand Total 5 $3,014.75 2 [ 202101 l /
24| [202102 ] \
2 | 2021-03
2 |
27 2021-04
28 |
2|
=@l
31
32|
3|
34
35| Click below to filter your data by
36 | target grant demographic
37|
) Grant Target Demographic = %
3:7 Asian American older adults
41| Family caregivers of older adults
4] | Holocaust survivors )
4|
a Immigrant or refugee older adults
el Other ~
| Introduction | EFAlog | Related Costslog | Grant Log Summary @® ] »
Scroll Lock @ [ Display Settings i2i] LI ] + 0%

Clearing a Filter. To clear a filter and Reporting Period = <\
restore the original view of all data, click (202101 |

the Clear Filter button on each of the | 2001-02 Clear Filter (Alt+C)
active filters. This will remove your 202103
previous selection of filter categories
and restore your view of the entire data
set.

2021-Q4

What if a Filter Category Does Not
Appear? If a filter category does not
appear in the filter box, this means that
data corresponding to this category does not exist in the EFA Log. If you believe you have
entered data corresponding to this category, clear all filters and refresh the Grant Log
Summary sheet. This action will update the Grant Log Summary filters with new data.
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/. SUBMITTING THE EFA TOOL

Now that you have recorded data in the EFA Tool for an entire quarter, it’s time to share

your progress with The JFNA Center on Aging and Trauma!

HOW TO SUBMIT THE EFA TOOL

The EFA Tool is submitted through the Participant Program Report under the last section
titled ‘Emergency Financial Assistance’. Key data from the EFA Tool is entered in the chart
as shown in the picture below. Additionally, an updated copy of the EFA Tool is uploaded

to the Participant Program Report as shown in the picture below.

Emergency Financial Assistance

In the table below, please record details of emergency financial assistance (EFA)
provided through your organization's grant program. Note, this information can be
found in the EFA Tool. *

Number of

Number of UNPULICATED older Number of Total grant
UNPULICATED ° . g
o adults with a history of trauma grants amount
Holocaust survivors . 7
served provided provided

served

This
Reporting
Quarter

To Date

Please upload a copy of your organization's EFA Tool with updated data for this
reporting period. *

Browse Files

Drag and drop files here

f\t i W\ The Jewish Federations® | Center on Aging
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https://form.jotform.com/210415043230133

REPORTING CALENDAR

The EFA Tool is submitted on a quarterly basis. The reporting deadlines can be found in the
Participant Program Report and in the chart below.

Quarter Reporting Period Reporting Deadline
Quarter 1 1/1/21 - 3/31/2021 4/30/2021
Quarter 2 4/1/21-6/30/21 7/30/2021
Quarter 3 7/1/21-9/30/21 10/29/2021
Quarter 4 10/1/21-12/31/21 1/31/2022
Quarter 5 1/1/22 - 3/31/22 4/29/2022
Quarter 6 4/1/22 - 6/30/22 7/29/2022
Quarter 7 7/1/22 - 9/30/22 10/31/2022
Quarter 8 10/1/22 - 12/31/22 1/31/2023

FREQUENCY OF EFA TOOL USE

Granting organizations may enter data into the EFA Tool as often as they wish, prioritizing
timely and accurate data for quarterly reporting. For example, a granting organization may
enter data after each EFA grant is awarded or on a weekly or monthly basis.

CLAIMS CONFERENCE DIAMOND SYSTEM

For participants served through the Expanded Critical Supports Program, there is no longer
a need to report into the Diamond system. However, this does not change any other
reporting requirements and commitments your organization may have with the Claims
Conference to use Diamond for other programs unrelated to the Expanded Critical Supports
Program.

PROGRAMMATIC REPORTS

Participant data will no longer be reported in programmatic reports. Instead, all participant
numbers will be reported through the Program Participant Report.
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APPENDIX 1. CREATING UNIQUE
PARTICIPANT IDS

Do you need to complete the Participant ID column of the EFA log, but your organization
does not have access to participant Claims Conference IDs or Case Management IDs?

No problem! Use the Participant ID Generator and steps below to generate unique
participant IDs for the EFA Tool. Simply use the Participant ID column of the Participant ID
Generator to complete the EFA Log.

Before using the Participant ID Generator, save it in a safe and reliable location. Keep in
mind that you will need to use the same Participant ID Generator workbook over the course
of the grant, so save the workbook in a location where you will be able to continuously add
grant participants. Consider routinely backing up copies of the file to avoid loss of data.
Avoid saving the file on your desktop as it may be harder to recover desktop files if your
computer experiences hardware failure.

When submitting the EFA Tool through the Program Participant Report,

e Do not enter a participant’s first or last name into the EFA Log.

e Do not submit the Participant ID Generator through quarterly reporting.

The Participant ID Generator will serve as a key for you to look up the names associated
with Participant IDs. Other than the participant IDs, information from the Participant ID
Generator should not be provided to The JFNA Center (through the EFA Log or Program
Participant Report) to maintain the confidentiality of your program participants.

To use the Participant ID Generator, follow the steps below.

(continued on the next page)
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https://cdn.fedweb.org/fed-42/2/Participant%2520ID%2520Generator.xlsx

v" Step 1. Open the Participant ID Generator.

Participant |... - Saved - je Carmel Rabin  CR Eal

File Home  Insert Page Layout  Formulas Data Review  View  Developer Help  Acrobat i =

ibri =E=_E it e -
Ifﬁ X Calibri ~ 11 v = — B 9 fEHl Conditional Formatting = ol @
. ===F- Format as Table =
Paste [E‘ = — = — Mumber @ ormat as fable Cells Editing Analyze
= =3z | e - [ Cell Styles ~ = = Data
Clipboard Font = Alignment ] Styles Analysis .
B2 "7 f Please keep this document in a secure location, separate from the EFA Tool. Donot ¥

&

Random ID Generator
As soon as an ID is entered into the table below, a new ID 943997
will be generated to the right.

Participant ID

Participant ID Generator | @ 1 r
[ Display Settings | - i T 100%
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v Step 2. Manually enter participant names in Column B.

AutoSave E[:e" M) - (_}J v 3 Participant l... - Saved - je Carmel Rabin  CR 52l

File Home  Insert Page Layout Formulas  Data  Review View Developer Help  Acrobat i =

e = — 4 iti ing —
fﬁ X Calibri ~ 1 v = CE o [l Conditional Formatting = o
- - CoOAT ===k~ Fi t as Table ~
Paste [E EEY A A — = — MNumber ﬁE ormat as lable Cells Editing Analyze
v O A =5 P - B Cell Styles ~ = - Data
Clipboard T Fant ] Alignment [} Styles Analysis ~
B2 - Fe Please keep this document in a secure location, separate from the EFA Tool. Donot ¥
B C -

Random ID Generator

As spon as an 1D is entered into the table below, a new ID
will be generated to the right.

1. Smith

D. Smith

F. Siemens

P. Spier

L. Frank

M. Rabinovich
H. Webster
A, Simonson
Y. Shultz

D. Wolfson

Participant ID Generator | ® 1
[l Display Settings i 0 - 1 T 100%
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Note: duplicate names will be highlighted in red. Reduce duplicates by removing repeat
participants entered in error. If unique participants share the same name, add additional
information to the participant’s name column to differentiate these participants.

AutoSave B 9~ Participant ... - Saved - jol Carmel Rabin

File Home  Insert Page Layout  Formulas  Data Review  View  Developer Help  Acrobat i =
- =B _ E T T —
If'lﬁ A Calibri ~ 1~ = — B o [ Conditional Formatting =] o)
Paste [E - BEN" - A A === - Mumber @Format as Table ~ Cells Editing Analyze
. <F b e A == | B v [ Cell Styles ~ v v Data
Clipboard M Fant ] Alignment ] Styles Analysis o~
B2 - I Please keep this document in a secure location, separate from the EFA Tool. Donot = v
A B T L[

Random ID Generator
As soon as an ID is entered into the table below, a new ID 127 194

will be generated to the right.

1. Smith

D. Smith

F. Siemens

P. Spier

L. Frank

M. Rabinovich
H. Webster

Participant ID Generator | ()] 1 »
L& Display Settings B H - | + 100%
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v Step 3. Copy the number in cell C4 of the Random ID Generator.

AutoSave EI:SH M) - (_}J v 3 Participant l... - Saved - je Carmel Rabin  CR 52l

File Home  Insert Page Layout Formulas  Data  Review View Developer Help  Acrobat i =

e = — 4 iti ing —
fﬁ X Calibri ~ 1 v = CE o [l Conditional Formatting = o E@E
- - CoOAT ===k~ Fi t as Table ~
Paste [E EEY A A — = — MNumber ﬁE ormat as lable Cells Editing Analyze
v O A =5 P - B Cell Styles ~ = - Data
Clipboard T Fant ] Alignment [} Styles Analysis ~
B2 - Fe Please keep this document in a secure location, separate from the EFA Tool. Donot ¥

©

Random ID Generator
As spon as an 1D is entered into the table below, a new ID 664836
will be generated to the right.

Participant ID
1. Smith
D. Smith
F. Siemens
P. Spier
L. Frank
M. Rabinovich
H. Webster
A, Simonson

15 @Y. Shultz

16 § D. Wolfson

17

18 -
Participant ID Generator | ® 1 3

[l Display Settings i 0 - 1 T 100%
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v' Step 4. Paste the number as plain text to the name for which you are generating a
participant ID. Note, you can also write in the number instead of copying and pasting.

AutoSave E[:e" M) = (_}J > = Participant |... - Saved - jo Carmel Rabin

File Home  Insert Page Layout Formulas  Data  Review View Developer Help  Acrobat i =

e = — 4 iti ing —
fﬁ X Calibri ~ 1 v = CE o [l Conditional Formatting = o
. ===~ Format as Table ~
Paste [E = — = — MNumber ﬁE ormat as lable Cells Editing Analyze
= c =53 | P = 7 Cell Styles ~ = = Data
Clipboard T Fant ] Alignment [} Styles Analysis ~
B2 - Fe Please keep this document in a secure location, separate from the EFA Tool. Donot ¥
B C -

Random ID Generator
As spon as an 1D is entered into the table below, a new ID 664836
will be generated to the right.

Participant ID
1. Smith
D. Smith
F. Siemens X Cug
P. Spier
L. Frank I:E oy
M. Rabinovich
H. Webster e e nOn e
A. Simaonson Lizs [_ﬁ' -_-1»11" ¥
Y. Shultz
D. Wolfson

is Paste Opthons:

Paste Special...

S5 Senart Lookup

Participant ID Generator | ® 1
— Insert *
[l Display Settings HH 100%
Cielete *
Select ;

Clear Coptents
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v' Step 5. After a number is pasted into the Participant ID column, a new participant ID
will be generated in cell C4. Use this newly generated number to repeat the copying
and pasting process for all participant IDs needed.

AutoSave E[:e" M) = (_}J > = Participant |... - Saved - jo Carmel Rabin

File Home  Insert Page Layout Formulas  Data  Review View Developer Help  Acrobat i =

e = — 4 iti ing —
fﬁ X Calibri ~ 1 v = CE o [l Conditional Formatting = o
- - CoOAT ===k~ Fi t as Table ~
Paste [B B I U A A == — Mumber [ Format as Table Cells | Editing | Analyze
- g e e A =i . = 54 Cell Styles ~ = = Data
Clipboard T Fant ] Alignment [} Styles Analysis ~
B2 - Fe Please keep this document in a secure location, separate from the EFA Tool. Donot ¥

©

Random ID Generator
As soon as an 1D is entered into the table below, a new 1D 664836
will be generated to the right.

1. Smith
D. Smith

F. Siemens

P. Spier

L. Frank

M. Rabinovich
H. Webster
A, Simonson
Y. Shultz

D. Wolfson

Participant ID Generator | ® 1 3
[l Display Settings i 0 - 1 T 100%
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Note: duplicate participant IDs will be highlighted in red. Reduce duplicates by selecting a
new participant ID so that each participant ID is used once.

AutoSave B 9~ Participant |... - Saved - jol Carmel Rabin

File Home  Insert Page Layout ~ Formulas Data Review View Developer Help  Acrobat 15 -

o == _ |&§ - M —
|f|"\:| & Calibri «11 v = = c% %, Ml Conditional Formatting =4 0
. ===~ Format as Table ~
e LB J =B= | AT Cells | Editing | Analyze
= =i | P - 7 Cell Styles ~ = = Data
Clipboard T Font ] Alignment ] Styles Analysis o~
B2 - I Please keep this document in a secure location, separate from the EFA Tool. Donot = v

B C L=

Please keep this document in a secure location, separate from the EFA Tool. Do not share the Participant ID Generator file.

Random ID Generator

As soon as an ID is entered into the table below, a new ID 5440 14
will be generated to the right.

4
& Participant Name - Participant ID -
7 B ). Smith 815634
& BD.Smith 527224
9 WF.Siemens 516534
10 @ P. Spier 621988
11 QL. Frank 852243
12 @ N. Rabinovich 130408
13 B H. Webster 511631
14 @A, Simonson S2E7H0
15 QY. Shultz 296310
16 B D. Wolfson 296310
17
Participant ID Generator | ® 1 r
& Display Settings | M - 1 +  100%

v" Step 6. Use the Participant ID column of the Participant ID Generator to complete
the Participant ID column of the EFA Log.
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Congratulations!

You have completed reviewing the EFA Training Guide.
Do you have more questions?

Please contact The Jewish Federations of North America’s Center on Aging and Trauma at
Aging@JewishFederations.org
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