SEFA Reporting System Training
This document describes how to perform the following tasks in the SEFA Reporting System. If you have further questions or need more clarification, please e-mail sefahelp@odta.state.ny.us.
· Logging into the SEFA Reporting System

· Navigating to the Donations Home Page 

· Getting instructions in the SEFA Reporting System

· Updating your information on the Donations Page

· Updating Volunteer Hours

· Logging off of the SEFA Reporting System 

Logging into the SEFA Reporting System 

To log into the SEFA Reporting System, first go to http://www.oft.state.ny.us/apps/sefa/ and open the application. You should be prompted to log in. Enter your NYeNET username and password into the username and password fields.  NOTE:  Your NYeNET username and password might be different from those that you use to log into your computer. If you have any trouble logging in, email sefahelp@otda.state.ny.us to have your username and password reset.  Once you have entered your username and password, press ENTER to log in.

Navigating to the Donations Home Page
There are three navigation links.  The Home link is for the SEFA Collection Home Page, that you see after you have logged on.  The Donation link brings you to the Donations Home Page.  The Log Off link logs you off the SEFA Reporting System.
Once you have logged in, you will be at the Home Page.  Your name and the agency where you work should be listed.  To update your agency’s numbers, go to the Donations Page by activating the “Click here to update your agency’s SEFA information. ” 
Getting instructions in the SEFA Tracking System

On the Donations Page, activate the “View Instructions” link to access the system instructions. 
Updating your information on the Donations Page
There are several fields that you can edit.  The Number of Employees field should contain your agency’s total number of employees. The Total Donations Taken field should be filled with the number of employees who have donated. The Total Donation Amount field should be filled with the total amount of money donated. The Donation Notes field can be filled with anything that needs to be recorded about the donation cycle. There is also a set of radio buttons—the Is Campaign Closed radio buttons—which should not be set to Yes until the SEFA Campaign is over. Click the Submit button to save any information you have entered into the editable fields. 

Updating Volunteer Hours

There are also fields that should be filled in with the number of volunteer hours by month.  Each field is named by Month. Thus, the “Sep” field should be filled with the number of volunteer hours that were performed in September. Again, you must use the Submit button to save the information added. 

Logging off of the SEFA Reporting System

Once you have entered everything you needed to enter into the reporting system, and saved it by using the Submit button, you can log off the Reporting System by using the Log Off link.  This link will log you off and bring you to a NYeNET Directory Services page; it informs you that “You have been logged off the NYSDS”. Once you have logged off, you can close your web browser window.
