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Your SHARES Technical Resource Coordinators(TRC)

Anne Baker Nancy Jacobsen

Washington Montana

Today's Trainer

& ReAc

| N|

After this session you will be able to...

Enter a grant into the system
Enter and track grant funds
Enter Lots into the grant

Enter comments into the Problems Tab
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Modules (Files) Navigation - Add & Search

Files

« Add or Search options
o Add: add a new grantor a
new borrower

o Search: edit, change, or
view data in SHARES

Self Help Automated Reporting and Evaluation System - SHARES

Add Grant
Search Grant

site for the USDA Rural Housing Service Muns
helped low- and very-low-income people to fis

Geveloped an effective, dedicated nationwide network of families and ing

technical assistance providers and USDA Rural Housing Service staffers

 Those who participate in this program are unable to find a home they car
in the mutual self-help housing program. self-help groups build each othy
[payment, commonly referred as ‘sweat equity’. Hard work is the key. alo
other participants. These groups share the common goal of home owner:

that will make the goal a reality
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Grant Tab

* You mustenter all [~
of the fields that =
have a star next to

IRl s | Ofices || Revews | Los

€3 Proposed Number o s required.

the field

If you fail to enter
starred fields, you
will receive an
error when trying
to save the page.

[E—— [E———

Grant Tab

* When you see a o

> Rapors

magnifying glass,
you will need to

click it to enter
information
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Grant Tab

» Create a
unique Grant
Names
Status will be
set to Current
Grant
Contractor is
the T&MA
Contractor for
your region
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County Field

BT

> Reports

« Click on the
magnifying
glass to enter
the county or
counties

& Reac

County Field

 Enter the county name if
you only provide services in
1 county.

« Click on the State drop
down and choose the state
if you provide services in b i
more than one county § RCAC
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County Field Sl Ee]

County » sute s
O Agams. co

» Choose the counties

[ Boulder co
you work in = &
E =
O conejos co
Ceﬂma co
= =
Do =
O Dolores. <o
& RCAC
I
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G Gorifunds | Ofices | Revews  Lois
Data sucessfully saved.
Grant Tab Fields
« In addition to the
starred fields, it's
important to also
enter the
highlighted fields
as well.
g Reac

Grant Funds

+ Click Add in the
Funds Used section
to add funds that
have been used
Click Add in the
Funds Received
section to add any

a
o — draw requests that
you have taken
& Reac
|
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Offices Tab

» The Offices Tab is
used to show
which RD offices
you work with on
your grant.

To add offices, click
on the magnifying
glass

Offices Tab

» To add multiple
offices, click on
the drop-down
menu for State
and choose the
appropriate state

Choose all
offices that you
work with

Gant | GrantFunds. Reviows | Lois | Houses | Probloms | Metics | Conments

Grant Name: Eureka 11/2021 - 11/2023
status: Current Grant
start pate: 1172012021

Rural Development Servicing Office

3 [ Aamosa Fisd Ofica
3 (Vi Fod Ofics.
R [Coorada Sits Ofics:

Grantee Name: Test Entity
state: o
End Date: 11/19/2023
office Type 523 Disbursing office
Fiold
Fild
sute ®

§ RCAC
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Offices Tab

Grant | Grant Funds

Grant Name: Eureka 11/2021 - 11/2023
Status: Current Grant
Start Date: 11/20/2021

Rural Development Servicing Office
Ed [Alamosa Fied Offca

Wray Fisld Offcs

A [Coloado Stae Office

Reviews | Lots | Houses | Problems

office Type
Fiald
Field
State

Wetics || Comments

Grantee Name: Test Entity
state: ©
End Date: 11/19/2023

523 Disbursing Office

& Reac
———————

+ Choose the RD
disbursing office

& Reac
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Reviews Tab = o ool o o o

» Grantee staff will

End Date:

Commens

not need to enter
information into
the Reviews Tab g

Reviewpate s Ml ATEmONt i cog e

oz 1™ () [ovzaie | oz

If your organization has been put on
High Risk, RD and your T&MA
Contractor should enter notes in here.

& RCAC

wwwrcac.org
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Adding a Lot

Grantea Name: e ey
enaoote: wusssfozs

Descipion o

Ltonk ¢
L5k 2

el 1 LogiDsscttin

el | Lol

el 1 Lo

el | Logalhe Lo 8Bk

Gl Lo decrpion .

Gl

ol L

* You can enter all
lots you have
available for the
grant at once or
you can enter lots
one at a time as
you add the
borrowers

Click Add to add a
new lot

& Reac
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Lot Add Screen

next to them

You will not be
able to enter

18

* You must
enter all fields ——
with a star Smas

smanm

s [Somm

Lot Bk 10 e s SOOVSN

50 © hore ® Sqrerest

borrower )
information

into the ol Jr—

borrower e

section comy & oo o
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Lot Add Screen

» Fill out as
much
information
as you can

Tip: The more
information you fill
out in the system
the better reports
you can run

Prokms | Was | Cammans
GranteeName:  Testntty

4 ReAc

* The Houses
Tab is a view
only Tab. You
will not be able

to make any
changes in this
tab in the
Grant File

& Reac
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Problems Tab

* Think of the
Problems Tab as
more of a
comments tab

To Add a new
comment, click on
the magnifying
glass

21

G | Gatpins | Ofss | Rwievs | Lie

1 O Pt o Comsrs

Reportcyde+ Startoate:  EndDate*  Detaled Explanation

ey <] fovouaoss |

qutery ] [o7it7a0a | [ooyseracas
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Topics Submenu

Problem +

(A staff tumover

[CJRD Staff tumover

Bad weather

[ Loan processing delays

([ site acquisition and development

[ Unavailable loanigrant funds

Lack of participants

[7] Communication between RD/Grantee
Other Problems or Comments

< »

————
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* To add comments, click on the
box or boxes for the topics
you'd like to add then click
Submit

§ RCAC

wwwrcac.org

Entering Comments

G | Gt | Ofcss | v || Lo | Foses JEID

Vs | Conete

w200z End Date ez

« Set the Report Cycle to
Quarterly unless you plan
to run a Grant to Date Froen

Match the Start and End L
Dates to the report you
will be running

Enter relevant comments
for the quarter in each
detailed explanation box

SHARES Report B s Priens o o

B O e G Jquatary ] [o7on/a0as | = oapaoont |
B tekatpaiopans

BB Loanprcesing sty

Reportcyda t Startbst \kadbate  Detaled Explanation
[utery ] [s/ono7s| " o]

RAC bt diferant A povaers |
[ousery ] [ozfouizons Siing e avarte

iy [T ) G
[y ] [oozees] = o]

e v aan e
ey~ ] ot hoo

e
[oummary ] [omsouizons | osranaons |

expand the box

(I ————————|
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Metrics Tab - Performance

Tip: Click and pull the corner of the Detailed Explanation box to *RCAC

wwercac.or

* Snapshot of your
grant

Includes approved
cost per unit,

. Comeporun (o
- foeas 08

proposed number of
homes and the actual

i N oo
frasacks Anae =

costs to date.

24
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Metrics Tab - Borrower

» Great snapshot for
current borrowers
who have loan funds
entered into the
system.

Tip: This is a great place to check to see how well you are meeting your * RCAC
performance goal of 40% very-low income Ve rcac.ord

N
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Comments Tab

* You may use this

o || GrniFonds | Ofcss | Rovevs Lo | ovees | Frobme | s | S

tab if yOU’d like, e )
however it is R — [ —
p|anned to Start Date: 1u/20/2021 £nd Date: nf1s/20m

remove this tab
in the future

Entered iy organization bate ® Comment +

&8 Rcac

Questions, Tech Support or
SHARES Access Questions
VQ\T @w
k‘lﬁ'

Technical Issues, System Outages, Page Errors Login Issues Process, Training,
Access Questions

800-457-3642, select USDA Applications (Press 2); 1-800-457-3642 (Option 1) Nancy 406-579-5202
then select Rural Development (Press 2) Anne 928-583-4952
rd.hd1@usda.gov shares@rcac.org

eAuthenticationHelpDesk@ftc.usda.gov

&8 Rcac
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