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ABOUT THE UFA VOUCHER EXCEL WORKBOOK

= The UFA voucher contains 5 worksheets
that can be navigated by clicked the
tabs at the bottom of the Microsoft
Excel window.

= INSTRUCTIONS

" The Excel File is not your default “.xIsx”
file but rather a “.xlsm” file. The “.xlsm”
IS an Excel Macro-Enabled File.

m Excel Macro’s or VBA code allow custom

= EXPENSES actions and functions to occur. These
= CLAIM custom features are designed to make
= MATCH submitting the UFA claim easier.

= SUBMISSIONS
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COMPUTER SECURITY AND MACRO-ENABLED FILES

CARES
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BY DEFAULT, MOST COMPUTERS DISABLE MACROS OUT AN

ABUNDANCE OF CAUTION

= Because Macros can be very powerful
and can interact with the device directly
by saving files, creating folders, and
updating files, Microsoft will disable
Macro’s by default.

= Trusted files and trusted locations
automatically enable files with macros
(VBA code).

10/8/2022

5 Security Information

L/

S Active content might contain malware and other security hazards. The active
content in this file is allowed to run because it is a Trusted Document, and policies ar
Trust Center settings aren't restricting it.

Trust Center Settings

Learn more about Active Content

Learn more about Trusted Documents

Learn more about
Learn more about
Learn more about

Learn more about

CARES
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https://docs.microsoft.com/deployoffice/security/designate-trusted-locations-for-files-in-office
https://docs.microsoft.com/deployoffice/security/set-up-a-safe-environment-to-open-files-by-using-protected-view-in-office
https://support.microsoft.com/en-us/office/active-content-types-in-your-files-b7ff2e8a-4055-47d4-8c7d-541e19f62bea
https://support.microsoft.com/en-us/office/enable-or-disable-macros-in-office-files-12b036fd-d140-4e74-b45e-16fed1a7e5c6

ENABLE CONTENT FOR VOUCHER TEMPLATE FUNCTIONS

= Macros are a form of instructions that people insert inside an Excel workbook that
enables certain tasks or functions to occur.

= Because of their power, by default macros are disabled upon opening new Excel
workbooks.

= For the voucher templates to work properly, please click “Enable Content”.

File Home Insert Page Layout Formulas Data Review

: A C
E‘D b Lt Sitka Display
[

[ -
Paste Y Bl T U ~

J Format Painter

Clipboard M

.| ) SECURITY WARNING Macros have been disabled. Enable Content C q RES
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ENABLE CONTENT FOR VOUCHER TEMPLATE FUNCTIONS

= To avoid issues with the macros (VBA) not running due to a security restriction, we
recommend making the voucher template a Trusted Document. Additionally, the
folder where the voucher template is saved could also be marked a trusted location.

Security Warning ? >

ly.l Do you want to make this file a Trusted Document?

This file is on a netwaork lacation. Other users who have access to this
network location may be able to tamper with this file.

What's the risk?

[ ] Do not ask me again for netwaork files Yes Mo

CARES
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ENABLE CONTENT FOR VOUCHER TEMPLATE FUNCTIONS

= Sometimes, the Protected View security warning will appear. To be able the edit the
file and submit the voucher claim, the “Enable Editing” button must be clicked.

Home Insert Page Layout Formulas Data Review View Developer Help

q
[T o -

Clipboard Alignment

\1,/ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
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Help keep your documents safe and your computer secure and healthy.

NAVIGATETO THE == -

Visit Office.com to learn more about protecting your privacy and security.

Save
anguage
Microsoft Excel Trust Center
E DFI'EFI ccessibility
The Trust Center contains security and privacy settings. These settings help keep your

computer secure. We recommend that you do not change these settings. Trust Center Settings...
Save a Copy

Print

= With Microsoft Excel open, click
“File”, then select “Options” from onere
the left sidebar. Lt

Fublish

" |n the pop-up, click “Trust Center”
from the left sidebar.

Close

= Then, click “Trust Center Account
Settl ngS 7 Feedback

CARES
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Trusted Locations

SET THE CURRENT

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make
Trusted Documents sure that the new location is secure.

CARES of NY, Inc Trusted Add-in Catalogs Path Description Date Modified ~

CURRENT s User Locations
-ins C:\Users\TravisBrodbeck\OneDrive - CARES of 7/6/2022 7:07 PM

ActiveX Settings C\Users\TravisBrodbeck\Downloads\Voucher T 6/14/2022 8:09 PM
wed budget modifications will be reflected e i \Users\TravisBrodbeck\AppData\RoamingM  Excel default location: User StartUp
S C\Program Files\Microsoft Office\Root\Office  Excel default location: Excel StartUp

APPROVED BUDGET

Protected View C\Users\TravisBrodbeck\AppData\RoaminghM  Excel default location: User Templates
C\Program Files\Microsoft Office\Root\Office  Excel default location: Office StartUp
C:\Program Files\Microsoft Office\Root\Templ  Excel default location: Application Templates
External Content C:\Program Files\Microsoft Office\Root\Office  Excel default location: Add-ins

= |n Trust Center Settings, click “Trusted e

Privacy Options

Locations” from the left sidbar.

Message Bar

Microsoft Office Trusted Location X

= Press the button, “Add new location”

‘Warning: This location will be treated as a trusted source for opening files. If
you change or add a location, make sure that the new location is secure,

LA Path: C:\Users\TravisBrodbeck\OneDrive - CARES of MY, Inc\Timesheets\

[ ] I n th e po p u p , CI iCk “ B rowse ” a n d C:\Users\TravisBrodbe ck\OneDrive - CARES of NY, Ind, Description:
choose the current folder location and Y Do T2 Tary

Subfolders of this location are also trusted SubFolders  Disallowed

CI ick O K Description: Add new location... Remaove Modify...
- For Voucher Templates

Allow Trusted Locations on my netwark (not recommended)
= Click the checkbox, “Subfolders of thig o wemren F——

location are also trusted” and press
OK.

= Click OK to exit the Trust Center. CARES
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Cancel




USERS MAY WANT TO ALSO VIEW THEIR TRUSTED
DOCUMENT SETTINGS.

Trust Center

Trusted Docoments

Trusted Publishers Trusted Documents

Trusted Locations

Warning: Trusted Documents may open without any security prompts for macros, ActiveX controls and other types of
Warning: Trusted Documents may open without any security prompts for macros, ActiveX controls and other types of active content in the document, and the document will no longer open in Protected View or Application Guard. For a
active content in the document, and the document will no longer open in Protected View or Application Guard. For a

Trusted Add-in Catalogs Trusted Document, you may not be prompted the next time you open the document, even if new active content was Trusted DDCUI"I"IEFIt, you may not be prompted the next time You open the document, even if new active content was
g added to the document or changes were made to existing active content. Therefore, you should only trust documents

A #you trust the source added to the document or changes were made to existing active content. Therefore, you should only trust documents
_ms ' if you trust the source.,

Trusted Documents

ActiveX Settings Exception: If an IT administrator blocks active content by setting a policy, or if you set a Trust Center setting blocking

active content, the active content will remain blocked. . .. . . . . . .
% Allow documents on a network to be trusted Exception: If an IT administrator blocks active content by setting a policy, or if you set a Trust Center setting blocking
Disable Trusted Documents active content, the active content will remain blocked.

Macro Settings
Protected View
Message Bar

~| Allow documents on a network to be trusted
External Content Clear all Trusted Documents so that they are no longer trusted | Clear

Disable Trusted Documents
File Block Settings
Privacy Options

. . Clear all Trusted Documents so that they are no longer trusted | Clear
orm-based Sign-in
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UFA VOUCHER: EXPENSES TAB

UFA: Voucher/Expense Reimbursement - Expenses Log R P

CLAIM PERIOD: o1/00/1900 { GRANT DATES: o7/o1/2022
GRANTEE: EXAMPLE GRANT / PROJECT: RRH AWARD AMOUNT: $326330
o100/ 1600 ob/30/2003

ENTER THE AMOUNT (USDs) FOR THE EXPENSE LINE IN

The sum from each of these columns will populate the CLAIM tab.

DATE 1030 1040 1050 1051 1060 1100 [OPTIONAL: SUPPORT
DESCRIPTION OF EXPENSE DOCUMENTATION
(MM,/DD/YYYY) OPERATING COSTS RENTAL ASSISTANCE | SUPPORT SERVICES HMIS ADMIN LEASING

INFORMATION]

CARES
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Expense Cost and Budget Lines

ADDI NG EXPENSES = |n each row, only a single column should contain

cost information. If an expense applies to more
than column/budget line, please use additional
rows to record the costs of that expense in the
other budget lines.

Expense Detalils

= Enter the date of the expense = The sum from each of these columns appears at
o the bottom of the EXPENSES tab and will also
= Enter the description of the expense populate the CLAIM tab.
DATE 1030 1040 1050 1051 1060 1100
DESCRIPTION OF EXPENSE
[MMIDD’M] OPERATING COSTS RENTAL ASSISTANCE SUPPORT SERVICES HMIS ADMIN LEASING

CARES
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One Budget Line Expense Per Row

EXAMPLE

At the bottom of the expenses tab, the sum of all
expenses per budget line will appear.

EXPENSES TAB

UFA: Voucher/Expense Reimbursement - Expenses Log

CLAIM PERIOD: o1/00/1goo - | GRANT DATES: o7/o1/2022 -
GRANTEE: EXAMPLE GRANT / PROJECT: RRH AWARD AMOUNT: s326330
o1/o00/1900 ob/30/2023

ENTER THE AMOUNT (USD$) FOR THE EXPENSE LINE IN

The sum from each of these columns will populate the CLAIM tab.

DATE 1030 1040 1050 1051
DESCRIPTION OF EXPENSE
(MM/DD/YYYY) OPERATING COSTS | RENTAL ASSISTANCE | SUPPORT SERVICES HMIS
10/ 1/2022|Example description of Support Services Expense 5 12,420.00
10/15/2022|Example description of Rental Assistance Expense 5 35,710.00
10/ 30/ 2022|Example description of HMIS Expense S 1,750.00

§ - % 3s7o.00 | § 12.420.00 | § 1750000 | & - 13

| instructions |[GIINEARN CLAM | SUBMISSIONS | MATCH | ® C ARI i S
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TOTAL EXPENSES WILL AUTOMATICALLY APPEAR ON THE

CLAIM WORKSHEET OF THE VOUCHER

UFA: Voucher/Expense Reimbursement Claim

GRANT / PROJECT RRH CLAIM PERIOD START 10/1/2022 CLAIM PERIOD END 10/31/2022
‘ GRANTEE EXAMPLE GRANT DATES 07/01/2022 - 06/30/2023 AWARD AMOUNT $326,330.00
NY1o51U2Tobz106 CURRENT CUMULATIVE REIMBURSEMENTS TOTAL EXPENSES TOTAL EXPENSES REMAINING
Budget Version Number: 1 APPROVED BUDGET PRECEDING THIS CLAIM IN THIS CLAIM TO DATE BUDGET BALANCE

BUDGET LINE Approved budget modifications will be reffected in this column. See total approved expenses on the SUBMISSIONS waorksheet. See total expenses on the EXPENSES worksheet. Sum af Reimbursements and this claim'’s Total Expenses. Difference of Current Budget and Total Expenses To Date.

1030 Operating| $ - |5 - - |8 - |8 -
1040 Rental Assistance| $ 214,200.00 | $ = 35,710.00 |3 35,710.00 | $ 178,400.00
1050 Support Services| $ 89,420.00 % - 12,420.00 | § 12,420.00 | $ 77,000.00
1051 HMIS Costs| $ 10,000.00 | $ - 1,750.00 | $ 1,750.00 | $ 8,250.00
1060 Admin Awarded| $ 12,710.00 | % = - |s - |3 12,710.00

1100 Leasing| $ - $ - - Is - 5 -
TOTAL| § 326,330.00 | $ - 49,880.00 || s 49,880.00 | s 276,450.00
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CLEAR THE EXPENSES WORKSHEET BUTTON
UFA: Voucher/Expense Reimbursement - Expenses Log

Click to Clear Expenses I
GRANTEE: EXAMPLE GRANT / PROJECT: RRH AWARD AMOUNT: 5326330 --

ENTER THE AMOUNT (USDs$) FOR THE EXPENSE LINE IN

CLATM PERIOD: 10/01/ 2022
1031 2022

GRANT DATES:
o7fo1/2022 - ob/30/2023

The sum from each of these columns will populate the CLAIM tab.

[OPTIONAL: SUPPORT

DATE 1030 1040 1050 1051 1060 1100
DESCRIFTION OF EXPENSE DOCUMENTATION
(MM,/DD/YYYY) OFERATING COSTS RENTAL ASSISTANCE | SUPPORT SERVICES HMIS ADMIN LEASING :
INFORMATION]
10/1/ 2022 | Example description of Support Services Expense 5 12,420.00
10/15/ 2022 | Example description of Rental Assistance Expens 5 25,710.00
10/ 30/ 2022 |Example description of HMIS Expens

For some programs expenses are recurring and there IS No need to clear the expenses
tab each submission. These programs can simply change the dates for each
submission and submit their updated claim.

For other programs, expenses are variably different between each claim submission.
For these programs, there is a button provided at the top of the expenses tab to clear all
expenses from the worksheet. C ARES
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UFA: Voucher/Expense R ursement C

UFA VOUCHER: CLAIM TAB

GRANT [ PROJECT RRH CLAIM PERIOD START 10/1f2032 CLAIM PERIOD END 10312022
GRANTEE EXAMPLE GRANT DATES o7/01/2022 - 06/30/2023 AWARD AMOUNT $326, 330,00
R0EII2TOEZ10E CURRENT CUMULATIYE REIMEURSEMENTS TOTAL EXPENSES TOTAL EXPENSES REMAINING
Sugiged bersior Aembern £ APPROYED BEUDGET FPRECEDING THIS CLAIM IN THIS CLAIM TO DATE BUDGET BALANCE
1 e o b i P gl 0L Fra 02 b0 o gr 2 v daignirariv o e SUEALESIE

BUDGET LINE

"

ot D gt B Wi EAF TS mrierhn b,

s i e e sfaim TR el Tieparar,

DiffereneeoF Current Budqet and Taval Experrer To Dake.

1030 Operating)| §

5

5

1040 Rental A 4, 200.00 ASTI000 | S 35, 710000 | § 178,490.00

1050 Support Serv 89,420.00 12,420.00 | & 12420000 | & 77, 000.00

1051 HMIS Costs| S 10, 000 00 L750.00 | § 1,750.00 5 8,zz0.00

6o Admin Awarded| § 12,710.00 § § 12,710.00
noo Leasing| § $ $

TOTAL 326,330.00 = 49,880.00 | 5 49,880.00 | 5 276,4 50,00

PROGRAM INCOME WITHIN THE CLAIM PERIOD

¥es ar Mad

[If wes) Description of Pragram Income

[If ye=] Amount of Pragram Income Received or Recarded 'Within Claim Period [$]

{If wes] Amount of Program Income Spent During Claim Period ($]

[If wes] Percentage of Program Income Spent Befare Submitting this Claim [>4]

The undersigned certifies that the expenditures shown above are related to the project identified; are just, true and correct, and have been duly authorized;
and that all expenditures have been made in accordance with the approved project proposal. Documentation should be maintained by the agency to support these costs.

Click to Save Progress and Close CLICK the button to the left to save progress and close the file.

Anthorized Agency Signatory (Signature) Date

Anthorized Agency Signatory (Print Name, Title)

Click to Sign and Submit Claim || CLICK the button to the left to sign the claim sheet, submit the claim, export PDFs of the claim and expenses sheets, and to save the file.

CARES
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FILLING THE CLAIM SHEET

Claim Period Dates
= Enter the Claim Period Start as a date
(e.g., 10/01/2022)

= Enter the Claim Period End as a date
(e.g., 10/01/2022)

UFA: Voucher/Expense Reimbursement Claim

Program Income Within the Claim Period
= Complete the Program Income section
of the Claim Worksheet

= Did the program generate “program income”
during the claim period?

= |f s0, describe the source of the income.

= |f so, how much was earned?

= |f so, how much of that income was spent?

GRANT / PROJECT RRH CLAIM PERIOD START 10/1/2022 CLAIM PERIOD END 10/31/2022
GRANTEE EXAMPLE GRANT DATES 07/01/2022 - 06/30/2023 AWARD AMOUNT $326,330.00
NY1051U2Tob2106 CURRENT CUMULATIVE REIMBURSEMENTS TOTAL EXPENSES TOTAL EXPENSES REMAINING
Budget Version Number: 1 APPROVED BUDGET PRECEDING THIS CLAIM IN THIS CLAIM TODATE BUDGET BALANCE
BUDGET LINE| Approved budget modifications will be reflected in this column. Ses total approved expenses on the SUBMISSIONS workshest Ses total expenses on the EXPENSES workshest. Sum of Reimbursements and this claim’s Total Expenses otal Expenses To Date
1030 Operating| $ 3 $ $ $
1040 Rental Assistance| $ 214,200.00 | $ s 35,710.00 | § 35,710.00 | 5 178,490.00
1050 Support Services| $ 89,420.00 | $ s 12,420.00 | § 12,420.00 | 3§ 77,000.00
1051 HMIS Costs| § 10,000.00 | $ s 1,750.00 | § 1,750.00 | § 8,250.00
1060 Admin Awarded| $ 12,710.00 | $ s g 3 12,710.00
1100 Leasing| $ s E ] $ 3
ToTAL| $ 326,330.00 | $ s 49,880.00 | s 49,880.00 | s 276,450.00
PROGRAM INCOME WITHIN THE CLAIM PERIOD
Did this project generate program income during the current clim period? (Answer Yes or No) Yes

10/8/2022

(If yes) Description of Program Income

Tenant Rent

(If yes) Amount of Program Income Received or Recorded Within Claim Period ($) 51,710.00
(If yes) Amount of Program Income Spent During Claim Period (5) SIHGHIETY
(I yes) Percentage of Program Income Spent Before Submitting this Claim (%) 100%

17
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Sigh and Submit Claim
= User will type their name.

SAVING OR SUBMITTING

THE CLAIM SHEET = User will type their title.

Save Progress and Close = All fillable worksheets will be exported a
= Saves the workbook. : : :
.PDF file and saved in the same location as

® |f claim is not signed, date of last edit is added. the Excel workbook

= Message box shows the file location. o _ _
g B Submission tab is updated with the

= Asks user if they want to close the submitted claim information

workbook. User clicks yes or no.
® Claim sheet cells are reset and cleared.

The undersigned certifies that the expenditures shown above are related to the project identified; are just, true and correct, and have been duly authorized;

and that all expenditures have been made in accordance with the approved project proposal. Documentation should be maintained by the agency to support these costs.

Click to Save Progress and Close CLICK the button to the left to save progress and close the file.

Authorized Agency Signatory (Signature) Date

AULNoTTZed AZENCY S1gnatory Frint Name,/ T1tle)
Click to Sign and Submit Claim CLICK the button to the left to sign the claim sheet, submit the claim, export PDFs of the claim and expenses sheets, and to save the file.
10/8/2022 18 I OF NY, INC
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UFA VOUCHER: MATCH TAB

. 0 : pense Re ) eme : Dolls DO
GRANT / PROJECT RRH CLAIM PERIOD START 10/1/2022
GRANTEE EXAMPLE CLAIM PERIOD END 10/31/2022
GRANT DATES o7/01/2022 - 06/30/2023 TOTAL MATCH DOLLARS $0.00

ABOUT THIS FILE: This is a cumulative log, data should only be appended to the table below. As vouchers are submitted throughout the fiscal year, this log should contain all of the match

data collected and not just data relevant to the current voucher.
VOUCHER DATE
(MM/DD/YYYY)

Match Source / Description Match Amount

CARES
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ENTER INFORMATION IN THE CELLS AS NEEDED

VOUCHER DATE
Match Source / Description Match Amount

(MM/DD/YYYY)

= For programs that have match income to report, the program can complete the Match
worksheet in the workbook.

= This sheet is a cumulative log and should only be added to and never deleted (unless
an error was made in a previous entry).

CARES
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UFA VOUCHER: SUBMISSIONS TAB

UFA: Voucher/Expense Reimbursement - Submission Log

GRANTEE EXAMPLE GRANT / PROJECT “ GRANT DATES o7/01/2022 - 06/30/2023 | Submissions For Admin Review UFA ADMINISTRATOR USE ONLY

SUBMISSION TOTALS PENDING APPROVED REJECTED AWARDED REMAINING #CALC! Use the dropdown below to select a submission to review.
1030 Operating 50,00 S0.00 50.00 S0.00 50,00 In the dropdown, utilize the scrollbar to see all options.
1040 Rental Assistance S0.00 50,00 S0.00 5214,200.00 5314, 200.00
1050 Support Services 0,00 S0.00 $0.00 s8g,420.00 s8g,420.00
1051 HMIS Costs $0.00 $0.00 $0.00 $10,000.00 $10,000.00 After the submission date is selected, press "Review” button.
1060 Admin Awarded 50.00 50.00 50.00 $12,710.00 512,710.00
106z CoC Planning Costs 50,00 $0.00 S0.00 50.00 50,00 Review Submission
1064 UFA Planning Costs 50,00 $0.00 S0.00 50.00 50,00
1oo Leasing 50,00 50,00 S0.00 S0.00 50,00
¥ O P DII v 1 $0 APPRO D ¥ O $0 D [ED 3 0 50
SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT NOTES / COMMENTS

CARES
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SUMMARY INFORMATION AT THE TOP

UFA: Voucher/Expense Reimbursement - Submission Log

EXAMPLE GRANT / PROJECT “ GRANT DATES o7/o1/z022 - 06302023

SUBMISSION TOTALS PENDING APPROVED REJECTED AWARDED REMAINING

1030 DPEl'ﬂ.ﬁng SO0 SO0 SO0 S0 O SO0

1040 Rental Assistance S0L00 S0.00 SO0 S04, D000 S214, 200D

1050 Support Services 50.00 50.00 50,000 580,420.00 580,420.00

1051 HMIS Costs S0, 00 00,00 S0 S0, O O S0, DY, O

1060 Admin Awarded S00.00 50,00 S0.00 $12,710.00 $12,710.00

106z CoC Planning Costs 50.00 50.00 $0.00 S0.00 S0.00

1064 UFA Planning Costs S0,00 S0,00 500,00 S0, 00 50,00

11040 LrEESi.l'lg SO0 SO0 SO SO SO0

= For transparency purposes, all pending, approved, and rejected claim information is available
at the top of the worksheet.

= CARES UFA Administrators will review submissions. Approved submissions will automatically
populate the Claim worksheet’s Cumulative Reimbursements Preceding This Claim column

CARES
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DETAILED INFORMATION AT THE BOTTOM

SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT SUBMISSION DATE BUDGET LINE EXPENSE AMOUNT NOTES / COMMENTS

= The summary columns at the top of worksheet are referencing the detailed total table
of the Submissions.

® The submissions are divided into Pending Review, Approved, and Denied.

= Denied submissions contains notes for each budget line submitted.

CARES
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PROGRAMS CAN ENTER SUPPORTING DOCUMENTATION

DIRECTLY INTO THE CLAIM WORKBOOK IF DESIRED

= Supporting Documentation is specific to each submitted claim.

= |In the workbook, press the “+” button to the right of the “Submissions” worksheet
tab.

" |n the new worksheet, add the supporting documentation.

= Example: Table of payroll summary data, table of utilities information, table of invoices paid, etc.

CARES
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SEND US YOUR COMMENTS AND FEEDBACK

= Speak with your UFA Representative to provide your comments and feedback on how
the process can be improved.

CARES
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