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OFFICE OF FEDERAL AWARDS MANAGEMENT (OFAM)

August 11, 2017

FINANCE MEMORANDUM MEMO NO. 17-11

TO: Executive Department Heads

FROM:  Wesley K. Machida O\/M,,Ok Meased

Director of Finance
SUBJECT: ‘“Federal Award Forms Workflow” for Federal Funds Forms E-1, E-2, E-4

The Office of Enterprise Technology Services (ETS) has completed a workflow to
submit federal fund “E” forms for the Governor’s approval using the SharePoint web
application platform. SharePoint is part of the Microsoft suite and is provided as a
service by ETS. SharePoint allows all state users to securely work, collaborate,
organize and store documents in a shared area. This application must be accessed
using Microsoft Internet Explorer v11 and above, Microsoft Edge, Chrome, or Mozilla
Firefox. Users will need to log in to their Office 365 account to access the SharePoint
workflow.

Use of the SharePoint “Federal Awards Forms Workflow” to request the Governor’s
approval for the below requests pursuant to Act 049, SLH 2017, Sections 71 and 72 and
EM 16-02, Budget Execution Policies for Fiscal Year 2017 (Attachment A, #9) will
supersede the use of the hard copy forms. Use of the workflow will be required
effective on September 1, 2017.

1) Increase the current appropriated or non-appropriated ceiling for an appropriation
account. (Form E-1)

2) Request approval to expend new federal funds and to establish an appropriation
account. (Form E-2)

3) Extend the lapse date of the appropriation account to expend federal fund, other
federal fund or non-general matching fund to a federal award. (Form E-4)

ETS will conduct two demonstrations of the SharePoint “Federal Award Forms
Workflow” on Wednesday, August 16, 2017, 10:00-11:00 a.m. and 2:00-3:00 p.m. at the
Kalanimoku Building, 1151 Punchbowl Street, Room 322. An Outlook meeting invitation
will be sent to department ASO’s to disseminate within their departments.

No. 1 Capitol District Building, 250 S. Hotel Street, Honolulu, Hawaii 96813



Instructions for submitting an E form through SharePoint are attached.

Please contact Mr. Mark Anderson at (808) 586-3035 or mark.k.anderson@hawaii.gov if
you have any questions.

C: Mike McCartney, Chief of Staff, Office of the Governor
Rod Becker, Comptroller, Department of Accounting and General Services
Todd Nacapuy, Chief Information Officer, Office of Enterprise Technology

Services
Wayne Horie, Department of Accounting and General Services, Accounting Div.

Mark Anderson, Department of Budget and Finance, OFAM

No. 1 Capitol District Building, 250 S. Hotel Street, Honolulu, Hawaii 96813
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SUBMITTING FORM E1, E2 OR E4 VIA THE SHAREPOINT WORKFLOW

1. Click on URL below, sign into your Office 365 account, and you will be routed to the Federal Award
Forms Workflow (displayed in #2).

https://hawaiioimt.sharepoint.com/sites/ofam/SitePages/Home.aspx

2. Click on “Follow” so that the “Federal Award Forms Workflow” displays on your ‘Following’ Page
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4. Click on “new item” to open the Form E template.



SUBMITTING FORM E1, E2 OR E4 VIA THE SHAREPOINT WORKFLOW

5. Fillin the data fields on the template.

¢ Tooltips are provided by clicking on @ preceding a data field.

e A “* preceding a data field denotes a required field.

¢ At the bottom of the page, for “Pick First Department Reviewer”, enter the email address of the
person in your department who will review your form. When the form is received by the First
Department Reviewer, the reviewer may enter the email address for an optional Second
Department Reviewer. If a Second Department Reviewer’s email address is not entered, the
form will flow to the Department Head after the “Save” button is clicked.

Federal Award Forms Workflow
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6. Click the “Save” button at the bottom to send the form to the First Department Reviewer.



SUBMITTING FORM E1, E2 OR E4 VIA THE SHAREPOINT WORKFLOW

7. After a request has been approved by the Governor, the submitter will receive an email
notification that their form has been approved.

E-1

Thu 7/27/2017 3:36 PA

Federal Award Forms Workflow <no-reply@sharepointonline.coms
Form E-1 Approved by Governor: 1467

To Winaz, JessieK

The following form has been approved at all levels and approved by the Governor, énd DAGS has been notified as well.

If you would like to look at this form, please click on the link below to sign into your Office 365 accouat, after which you will be taken to the form E-1: 1467
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Farm E-2 for 999 hias been app d by the G and assigned an A iaticn Symbol by DAGS.

The form must be printed oul in two parts,

To obtain the first postion of the fite, CLICK HERE To download the furst past with the Governor's siguature. The second part with the Appropristion Symbol
Here is 2 link to the original forn:599
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Federal Award Forms Workilow <no-rephy@ sharepoinontine norrs.
Form E~4 Approved: 41
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The following form has béen approved atall levals and approved by the Goveror, DAGS has also Deen notifisd,

I you would like fo look at this form, please click on the link belowto sign into your Office 365 accons, affer which you will be talien to thie form E-4. In the form, click on the Governor Approval &b, to sec the signed PDF form. 41




