Strong Workforce Program Year 1 Reporting Manual

FAQs
Q:

Which users are reporting for SWP?

A:
A list of users was nominated by Regional Consortia Leads and District Signing
Authorities, and the list has been reviewed and validated by a variety of other authorities in the
field and at the Chancellor’s Office. If you don’t have reporting permission and feel that you
should, please click the help icon within NOVA to request access, or send an email to
strongworkforcehelpdesk@cccco.edu.

Q:

Why don’t I see the Fiscal Reporting link in the NOVA navigation menu?

A:
If you do not see the Fiscal Reporting menu item you have not been assigned
reporting permissions.  Please click the help icon within NOVA to request access, or send an
email to strongworkforcehelpdesk@cccco.edu.

Q:

Why do I only see SWP Local projects in my Fiscal Reporting dashboard?

A:
You will only see projects for the funding streams for which you have been provided
access.  If you only see SWP Local projects, you have not been assigned fiscal reporting
access for SWP Regional projects.  If you feel this is an error, please click the help icon within
NOVA to request access, or send an email to strongworkforcehelpdesk@cccco.edu.

Q:

How do I know what Fiscal Reporting permissions I have?

A:
Locate the Profile Settings icon at the top right corner of NOVA.  Scroll to the bottom and
you will see NOVA User Roles.  This will tell you the level of access you have for SWP Local
and SWP Regional.  You will either see Level 1 (Basic ) or Level 2 (Advanced) for the funds to
which you have been provided reporting access.  Please see the SWP Reporting User Guide for
a full explanation of access levels and their respective permissions.

Q:
I have reporting permissions. Why don’t I see any projects in my fiscal reporting
dashboard?
A:
You may not have a college assigned to you in your Profile Settings.  Locate the profile
icon in the top right corner, and click on Profile Settings.  Then, scroll to SWP Fund Access &
Associations to add one or more institutions under “College/District”.

Q:

Why am I not able to change the overall budget to a project?

A:
Only users who are associated with the lead institution of a project or users who have
Advanced Level permissions are able to adjust overall budgets.

Q:

Am I able to move budget between colleges in a project?

A:
Yes, if you have Advanced Level permissions.  Click the Edit Budget button on the top
menu.  Once in the project, you may decrease one college’s budget and increase another
college’s by the same amount.  Advanced users may also increase the overall budget by simply
adding budget to a college.

Q:
The project has not met the 40% spending target stated, can I still submit the
Fiscal Reporting?

A:
Yes, the 40% spending target is a guideline not a requirement.  Should you underspend,
you will be asked to explain why the 40% guideline has not been met.

Q:
Is there documentation that I may read to become familiar with NOVA and the
Fiscal Reporting process?

A:
Yes.  Locate the help icon at the top right of NOVA.  Once you click the question mark
icon you will find links to this FAQ and User Manuals.

SWP Reporting Manual
Reporting Access/Permissions

There are three levels of reporting permissions assignable to any user:
1. Basic Level
2. Advanced Level
These permission sets are assignable on a per-fund basis; in other words, a user might have
one level of reporting permissions for SWP Regional and another level (or none at all) for SWP
Local.
Permissions are granted by NOVA administrators based on input from Regional Consortia
Leads, District Signing Authorities, and other local authorities.  If you feel your level of access is
insufficient or incorrect, please contact strongworkforcehelpdesk@cccco.edu.
If you have any one of the three levels of permissions granted to your user account, you will see
a new link, “Fiscal Reporting”, appear in the navigation, as shown in the following screenshot:

Main Reporting Dashboard
Once clicked, this link will take you to the main Fiscal Reporting interface within NOVA:

This dashboard represents the projects in the current reporting cycle that are associated with
the institutions from your Profile Settings page, and that you therefore have access to report on:

For each Project, there are a number of “risk” columns.  These will indicate if a project has
reported:
● (1) Any change to the overall budget (implying recontracting may be required)
● (2) Under spending. This is calculated relative to an imaginary flat spending curve
extending for 30 months.  For example, at twelve months the expected expenditure
would be 40% of the total budget, at 24 months 80%, and by the 30th month 100%.
● (3) Changed goals.  This risk would be identified by certain data gathered in the
“Program Status” section of the report.
Reporters or Monitors can sort the Project List by these risk factor columns, and surface
projects that may need attention or follow-up.
You may also filter the Projects List by name, fund, or program year.

Fiscal Reporting Interface

Clicking on any of the project names on the dashboard will take you to a read-only preview of
the report in its current state.  In order to enter or edit values in the report, click on the “Edit
Report” button in the header:

This will take you to an editable version of the Fiscal Report page.
Basic Level Users
On this screen, Basic Level Users may only enter fiscal report numbers for the colleges
that are explicitly associated with them in their Profile Settings.  Fiscal reporting for any
other colleges involved in the project remain read-only.
Note: For Regional projects, if a user’s associated college is the lead college for the
project, that user will obtain upgraded Advanced Level permissions f or that project.
Advanced Level Users
On this screen, Advanced Level Users may enter budgets for any college involved in the
plan, even if some of those colleges are not specifically associated with their Profile
Settings.

Current spending targets for each college are indicated as shown here:

If current spending targets are not met for each college in the project, a narrative field will
appear asking for an explanation.  If targets are met, the total in the balance column will turn
green:

You may save changes and leave this screen at any time, however, the report will not be able to
be submitted until all required fields are completed.

Submitting a Report

Once all colleges have entered their Fiscal Reporting data, all required narrative fields have
been completed, and the Project Status questionnaire is complete, the report may be submitted.
Only Advanced Level Users may submit the report.  Basic Level Users will not see the submit
button.

Editing Budgets

Often, budgets may need to change during the course of a project’s life, and these budgets
should be updated in order for Fiscal Reporting to track to the current plan.  In order to update a
project’s budget items, click the “Edit Budget” button in the Fiscal Reporting project interface:

Note: Any change to budgets here is effectively changing the data in the underlying project plan
as entered in the proposal phase.
Basic Level Users
Basic Level Users may move budget amounts between existing or new Object Codes
within a college that they are associated with, but may not change the overall budget for
any college, or for the project as a whole.
Note: For Regional projects, if a user’s associated college is the lead college for the
project, that user will obtain upgraded Advanced Level permissions f or that project.
Advanced Level Users
Advanced Level Users may move budget amounts between existing or new Object
Codes for any college in the project, and may change the overall budget for any college
or for the project as a whole.
Any budget changes that affect the overall budget amount for a college or for the project as a
whole will trigger a warning when you try to save:

Press submit if you’re comfortable with the changes.

Editing Metrics

As with Budgets, Metrics projections can also change during the life of project, and should be
updated during the reporting phase.  Click the “Edit Metrics” button on the header to adjust
metrics projections.

Important:
Metrics for SWP are no longer collected in the same format as was previously used for 2016-17.
The old format asked for specific projected targets for each metric type. The new format asks
simply if any improvement is projected, and if so, to enter a baseline value (to be derived from
Launchboard).
If you decide to edit a 2016-17 SWP project's metrics, the project will update to the new format.
If you had entered targets for a metric type in the proposal, that metric type will show as
"checked", and will ask you input the baseline value and baseline year:

