Pima County – Community Development & Neighborhood Conservation


Community Impact Reporting System Training
            October 25th, 27th, 2006

Agency Reporting Instructions – Quarterly and Annual Reports
1. Log On
· https://secure.pima.gov/CIRS/
· Usernames are first initial and last names of users reported to CDNC and agency contact names (i.e., ksmith).

· Initial password is “welcome”; you will then be prompted to choose new password.

· If you require a new username for your agency or forgot your password, contact staff (contact info. below).

2. Welcome Page

· Drop down menus for contracts or programs – only your agency’s programs will be available to you.
· Journal feature allows you to leave notes for CDNC staff, and vice versa, though this does not replace regular communication.

· Add quarterly reports by clicking Add Quarterly Report button

· Can also view past reports by clicking on them

3. Narrative Page
· Type in answers to both questions; no limit on words. 

· Click Next (bottom right of page).

4. Outputs Page

· Annual projections will be noted on top line of each output statement.

· Enter unit and participant numbers for each output statement.

· Each quarter’s information will remain there and total up.

· Click Next.
5. Outcomes Page
· Highlight each outcome statement and answer both questions for each statement.

· Click Next.

6. Demographics

· Multiple tabs to navigate through (differ for Outside Agency, CDBG, ESG).

· Unduplicated client information for each quarter.

· Totals for race, age, gender, ethnicity must be equal amounts.

· On last tab, will have button to submit report.
7. Facesheet Report

· Click to print off reported program information – still in progress.
8. Annual Report

· In Fourth Quarter, additional sections will be in place.

9. Saving 
· Every time the Next button is clicked, the report is auto-saving. If you closed out of Internet service, you will have saved up to that point.
10. Questions?

· System Administrator – Efrat Feferman, efeferman@csd.pima.gov, 243-6681

· Outside Agency & ESG Program Coordinator – Jane Kroesen, jkroesen@csd.pima.gov, 243-6763

· CDBG Program Coordinator – Gloria Soto, gsoto@csd.pima.gov, 243-6751

